Army Acquisition Professional Development System (AAPDS) instructions
How to create and submit your SF 182s

Log into CAMP: https://rda.altess.army.mil/camp/
Click on CAPPMIS

Click AAPDS

Log into your Student module

QUICK GUIDE

STEP 1: Have your courses listed properly in your IDP and approved by your
Supervisor
*Click IDP tab within CAPPMIS
*Course listed in the College Courses Section of the IDP
*Status listed as Planned
*ATAP listed as “‘Planned Funding Source’
*Approved by Supervisor
Please note, once you have a course listed as approved in your IDP, do
not change the dates again in the IDP. Change the dates in the
AAPDS system when submitting an actual SF 182. The system will
allow you to change the dates there (this will avoid having to have
your Supervisor reapprove the IDP).

STEP 2: Create SF 182
*Click AAPDS tab within CAPPMIS
*Click Student Module option
*Click Planned/Enrolled tab option
*Click the SF 182 icon for the next class want to take (in the Create Forms
column). If class isn’t displayed, then see Step 1 and get the course listed
properly in your IDP.
*Fill out online SF 182 form. It will automatically populate a lot of the necessary
information, pulling info from your IDP as well as your ACRB. You only need to
fill out the required fields though you can fill in the rest if you like (however, they

are not mandatory). Fields with a red * are required. The system will enforce the
ATAP funding limits based upon which degree program (or business hours) you
are in.

*Once you submit the SF 182, you will get an email confirmation (also courtesy
copied to your supervisor). When the SF 182 is funded and uploaded back to
AAPDS, you will receive another email notification.

*REMINDER: the online SF 182 submission bypasses the supervisor and comes
straight to the ATAP coordinator. NO Supervisor and/or Training Coordinator
signature is required. The only two signatures on any future SF 182s will be the
ATAP Coordinator and the Resource Manager. Your Supervisor’s name and
phone number will be typed in the Supervisor block, however.


https://rda.altess.army.mil/camp/

*When student submits a SF 182, the status stays as ‘Planned’ until it is approved;
however, the option to click *SF 182’ disappears. The option for SF 182 will
appear in the ‘Forms Completed” column when it is funded and uploaded to the
system.

STEP 3: Retrieve funded SF 182
*Wait until USAASC funds it
*You will receive email notification that it is loaded into AAPDS
*Click AAPDS tab within CAPPMIS
*Click Student Module option
*Click Planned/Enrolled tab option
*Click the SF 182 icon for the course in the ‘Forms Completed” Column.
*A fully funded SF 182 .pdf will open. You may save that, email it, fax it, etc. to
your school budget POC. You are responsible for getting the funded

SF 182 to your school.
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*For the AAPDS to work, you must have your courses listed properly in your IDP:
1. Be in the Education Plan Section of the IDP
2. Listed as Planned/Enrolled
3. ATARP listed as the Planned Funding Source
*Have your Supervisor approve this course and/or any changes you make to it
(SEE EXAMPLE ABOVE)
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On this page you can view your ATAP Program information
-Program Type (AA, BA, MA, or Business Hours)
-Program End Date (according to what you had on your ATAP application or
ATAP Funding Update)
-Funding limit per course
-Book reimbursement limit per course
-Individual funding limit per year (based upon what you asked for)
-Funds remaining per FY
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-Click on Planned/Enrolled to view the ATAP courses you are currently in or plan to
take

-On this page, you can generate a SF 182, 1034, and submit your SF 182 for funding.
1034s (as detailed in the 1034 Submission Instructions) can be created here but you still
need to submit them via email/fax to the ATAP coordinator along with a receipt. New
1034 online submission to be released in early Spring 2008.

-To create and submit a SF 182 for a new course, click on the ‘SF 182’ icon (circled
above) for the course you are planning on taking. The next three screens will show you
what it looks like to fill in the online SF 182 form for a course. The example used is
BUSINESS POLICY (as listed above)

-Click on SF 182 for BUSINESS POLICY
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Here you have the top of the form. It pre-populates much of the form for you based upon
information from civilian personnel (MDCPDS), your IDP, and your ACRB. You need
to verify the information it pre-populates as well as you are FORCED to populate the
fields with the red circles. Some of the pre-populated fields you cannot edit through
AAPDS (such as your home address, name, SSN, etc.). You will have to go into your

ACRB to edit them or contact the ATAP Coordinator.

N CAPPRIS i AAPTIS w4.1.0 - Microsoft Internet Explarer

Fle Edt Yew Fgvortes ook Hep

Q- © @G P frrown @ 35 @ - @

] s fledornct st 7. s seoy sl Jeuins of o, - bl > 3 &
SECTION B - TRAINING COURSE DATA
1. NAME AND MAILING ADDRESS OF TRAINING @ Name: ATE S TECHNICAL INSTITUTE 3
VENDOR
@ Sueer:
@ Cirg:
@ State: AA v
*7p
1b. LOCATION OF TRAINING SITE [] jcoecn # smoe a5 @ Sweat: 127 vendor stre 1
peiroct) & Citg: vendor 1own
@ State: | VA
* Zip: PSS
1e. VENDOR TELEFHONE NUMBER Not required but strongly suggested
1d, VENDOR EMAIL ADDRESS Not required but strongly suggested
#a. COURSE TITLE BUSINESS POLICY
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3. TRAINING START DATE @ [aAs2008
4. TRAINING END DATE ® |DEE20m
5. TRAINING DUTY HOURS 0
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7. TRAINING PURPOSE TYPE -
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11. TRAINING DESIGNATION TYPE CODE d
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This is the middle section of the SF 182 form. In this section, you are forced to enter
your work address, training objectives, and your school’s address.
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You may either submit the form once you have completed everything (1), you may save
and come back later (2) or you may cancel what you have been working on and return to

the previous screen (3).

You need to ensure that you list the exact start/complete dates as well as the accurate
Tuition and Book amounts. It will prompt you upon submitting if you have any errors
and/or you have exceeded the funding limits for your program (see examples below).
You must fix these errors, before you are allowed to submit.
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(Example of error you are given if you do not populate certain mandatory fields: this
error appeared because the Org Street Address and Org City were not filled out)
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(Example when you cllck submit form it will prompt you to verlfy the costs and dates.
If the displayed dates and costs are incorrect, click cancel and correct them on the form).

After you click OK, it will take you back to your Planned/Enrolled course page (next
screen). Upon submitting the SF 182, it will send you a confirmation email as well as
courtesy copy your Supervisor. The email is courtesy copied to your Supervisor to keep
him/her in the loop as to your educational pursuits funded by USAASC.
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You will see that the BUSINESS POLICY course has been updated to reflect SF 182
submitted (circled above). That will remain the status until USAASC Budget office
funds the SF 182.
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*As soon as we process your SF 182 and upload it to the system, you’ll receive an email
and the SF 182 will be available for you to retrieve from AAPDS.

*A new icon of ‘SF 182" will be displayed in ‘Forms Completed column

*Click on SF 182 and it will open your .pdf (next screen)
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