DAU Government Purchase Card Tutorial


PLEASE READ CAREFULLY!  THIS MESSAGE CONTAINS ALL THE INFORMATION YOU NEED TO COMPLETE THIS TUTORIAL.

For assistance with the web-based course, contact the
DAU help desk at 703-805-3459 and select option #1
(06:00 – 18:00 EST)

STEP 1 OF 3:  APPLY for the course:  DoD Government Purchase Card – CLG 001

· Access the DAU web site at http://www.dau.mil/   [Save as a Favorite]
· Put cursor on Continuous Learning, top of page, left hand side
· Select “Register for Continuous Learning Modules” from drop-down list
· Course registration page opens 
-- To register for a course click on the appropriate link – the Air Force shield for most of us
· The ACQ NOW for DAU Training page opens
· Choose your Login method – CAC or SSN and DOB and please make sure to notice this bulletin:

	Notice to First Time Users

	[NOTE: After logging in for the first time, you must create a Student Profile before you can apply for a DAU class.]



· Once you Login, the next page will have a list of “Student Functions”, top left
· Select “Create/Edit Student Profile” and complete this task
· Next, select “Apply for Training” from list in Student Functions, top left 
· “Step One” is the year
· “Step Two” select “DAU Continuous Learning Modules”
· “Step Three” select “DoD Government Purchase Card -- CLG 001” from the drop-down list.  It is the second item on the list.
· Under “Step Four” click “Search”
· In “Step Five”. Scroll through your student profile which comes up and verify all of your personal information.
· At the bottom, click “Submit this Application”

Your application has now been forwarded to DAU for enrollment in this course.  You will receive a welcome email from DAU (ATLAS) when you have been enrolled and can start the course.  {Allow 24 hours at least.}

STEP 2 OF 3:  COMPLETE the course:

· You will receive and MUST have the following email notifications (may take up to 24 hours to receive) before you can start:
· Username
· Password
· “Enrollment Notification – Course Welcome”
· Access the course at http://www.dau.mil/ 
· From top left function list, select “Continuous Learning” and then select “Login-Continuous Learning Modules” from pop-up list
· Enter your Username and Password in the appropriate blocks.
· Click “Login”
· Review the Acknowledge Enrollment agreement and click “I Acknowledge”
· YOU NOW HAVE 30 CALENDAR DAYS TO COMPLETE THIS COURSE
· To launch the course, click on:
· CLG001 DoD Government Purchase Card Section 888
· This course takes approximately 3-4 hours to complete.  
· You don’t have to complete the entire course in one session – it allows you to return to the last section you accessed.
· The certificate is only available after the successful completion of the “Final Exam.”  
· The Final Exam requires a score of 100% in order to receive the certificate.
· You may take the Final Exam as many times as is necessary to get 100%
· Download and save your certificate for your records and provide a copy to 50 CONS/LGCP at your in-residence training
· You must complete the “Module Survey” after the “Final Exam” in order to access the certificate.
STEP 3 OF 3:  Attend in-residence portion of training with 50 CONS.  Training dates and times are posted on the GPC website.
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