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 Education Plan section of the IDP
*Status listed as Planned
*ATAP listed as ‘Planned Funding Source’
*Approved by Supervisor
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 the brown arrow 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 routes
directly 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 apply funds
*You will receive an email notification that the SF 182 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. ATAP participants are responsible for getting the
funded SF 182 to their school.
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https://rda.altess.army.mil/camp/ (CAMP/CAPPMIS webpage)

Have your IDP listed properly AND approved by your Supervisor
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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)
*|f there are course changes to the curriculum, a new class must be added and approved
by the supervisor in the IDP. Do not edit a class that is already approved on the IDP.
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CAPPMIS LOGIN

CAREER ACQUISITION MANAGEMENT PORTAL

Welcome to the new Garser Acquisition Management Partal (GAMP)

Once you login, you vill have access to all of your USAASC applications, incuding
CAPPMIS, If you need assistance, or need ta apply far 2 CAMP account, please use the
links to the right.
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CAREER ACQUISITION MANAGEMENT PORTAL

WELCOME

Welcome to the Career Acquisition Management Portal (CAMPY

From here you can access all of your USAASC applica
using the menu at the top of the page.

ns, including CAPPMIS,

Mow that all USAASC applications are under one roof, you can quickly and
seamlessly navigate any USAASS application, using a single lagin, and utilize
centralized custormer support.

FAQS

Whatis CAMP?
CAMP is the new Career Acquisition Management Portal, housing all of the
USAAST Applicatians in ane convenient lacation, and using a single login.

Why switch to CAMP?
The transition to CAMP allows you to fully access all of your USAASC applications
using a single lagin. This indudes all current CAPPMIS applications, a5 vell as
newer USAAST applicstions

Where is CAPPMIS?
GAPPMIS is ane of the main applications housed under the GAMP login, You can
access CAPPMIS from the navigation bar at the top of this page.

Where are the AAPDS, ACRE, IDP and SRPE ap ations?
Located under CAPPMIS, Please access CAPPMIS frarm the navigation bar by
scrolling to the top of this page.

Whatis £M5?
Effactive 1 October, the LS, Army Acquisitian Support Ganter (USAASG) will launch
the new Certification Managemant Systam (CMS). By dicking an the CMS tab
within CAPPMIS, you will be able ta apply far certifications online, Most of the data
is alrzady in the systern as long as you have kept your Acquisition Carzer Record
Brief (ACRB), Officar Recard Brisf (ORE) or Enlistad Record Brisf (ERE) up ta date

Help Links

Help Request | Feedback

Logged in as: DEBORAH E SHITH

Account Access

Change Email Address
Change Password

Customer Support
1.800.981,3234

Email: Customer Support Center
online Service Center

Useful Links

USAASC Homepage
Dawnload Blank ACRE

ACRE Instructions

AITas

ATRRI/AITAS Video Tutorial
Current MAPL List

Find “rour ACH

Logout
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Once logged into CAMP, click CAPPMIS
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Change Password Change E-Mail
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CAPPMIS (Career Acquisition Personnel and Pesition Management Information System)

Please click the application acronym below for a full description:
ACRS IDP SRPE CMS REPORTS WIFM AAPDS AAC MS

tion Career Record Brief) Return to Top

ACRS is a one-page display of pertinent acquisition information. The ACRS is primarily designed for civilian members of Army A

Cogtice ana Techmology (ALATS Workforea. It cantame vour parsandl, posiioh, secinment. taining, Sducstion, awares and coritication
information. The ACRB Edits module allows Army civilians the ability te edit certain sections of their ACRB. Army Acquisition Reserve (AR) and
National Guard Bureau (NGB) workforce members utilize the ACRB to reflect their acauisition qualification. Active Army Acauisition Officers
official record is the Officer Record Brief (ORE).

[1DP (individual Development Plan) Return to Top

The acquisition workforce member’s vehicle to plan, coardinate and manage their continuing education and training over a five-year period. It
serves as the primary communication mathod to allow employees to discuss, plan and gain approval from supervisors for their continuing
training and education plans.

[SRPE (Senior Rater Potential Evaluation) Return to Top

SRPE system allows Senior Raters for the acquisition civiians to rate their leadership potential, Defense Acquisition Workforce Improvement
Act (DAWIA) requires the best-qualified individuals, whether military or civilian to be selected for acquisition positions. By evaluati

potential of civilian employees, the SRPE provides a document that sllows eicction boards 1 mere cautah comperc o civlion candldates
leadership potential with that of @ military candidate as documented on the senior rater section of their Officer Evaluation Report (OER).

[[cms (Certification Management System) Return to Top

Automated certification management system to replace the manual certification process for the acquisition workforce. Provides the capability
0 allow Workforce member to apply for s Defense Acquisition Workforce Improvement Act (DAWIA) certification and permit the designated
certifying officials the ability to review applications online. It also provides Supervisors the ability to better manage their employee's
certification compliance
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[ REPORTS (Reports) ] Return to Top

Canned reports generated for ACMs and Organization Peint of Contacts (OAPs). The reports encompass reviews of the current workforce and
their achieved certifications, education standing and provide the status continuous learning peints. The output format for the reports is L
Microsoft Excel.

[wFm (workforce ) ] Return to Top

WFM is a web-based application that replaced the legacy Acquisition Data Review System (ADRS). WFM is used to store all acquisition
workforce member's personal and acquisition reiated data to include their achieved certiication, acquisiion training and current acquisition
assignments. It is the means for which authorized users 12) to add and edit acquisition Infarmatian for the workfarce. Organization Paint of
Contacts (OAPS) also has a read-only capabilty to access their organization's personnel records.

'AAPDS (AAPDS) Return to Top
Version 5.0 of AAPDS
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Click on AAPDS (Army Acquisition Professional Development System)
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Click on Student Module to access your account
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Home Apply Supervisor Review StudentModule Review Board Module EventSetup EventReview Student Manager Module
Resource Manager Module Admin Module Read Only i SF1034 Logs

’7 Student Program Information ‘

ATAP Student Loan Repavment Elanned/Enrolled Course History

mal ATAP Program Information

Allocated Tuition Dollars

usi ACTIVE 2010 $ 500.00 $ 175.00
Program Type: Masters
Program End Date: 09/30/2010
Tuition Funding Limit Per Course: $2,050.00
Book Funding Limit Per Course: $150.00

MANAGEMENT PORTAL

Pleasa contact the Coordinator () at if you raquire any changes to this information

m

ATAP Homepage - SF182 Submission Instructions - SF1034 Instructions - ATAP Grade Submission Instructions - ATAP Billing
Instructions

o
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For PDF versions of Official DoD forms visit the DoD Forms Management Program
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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

- Tuition Allocation for a given fiscal year (this is based upon what the student

has asked for)

- Tuition amount remaining per FY (this number changes once the Program

Manager approves an SF 182)

Note: The numbers on this page are used for tuition allocation only. The cost for

books does not factor into these number as this is tracked internally. Also, these

numbers are input by the Program Manager. The tuition amount listed does not

come from course requests on the IDP.
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Student Program Information
FATAP Student Loan Repa men€ Elanned/Enrolled Yourse History

B ATAP Planned / Enrolled

NOTE: Planned courses are approved courses in your IDP for which you requested funding. After you submit your SF 182, the
status will be changed to “Enrolled”.

Course Number Title Provider Status | Start Date | End Date | create [
Forms Completed
CAMP101 CAMP Demo 101 AERO-SPACE INSTITUTE PLANNED 03/03/10 03/31/10 S5F182 Pending
(ATAR) Canceliation

KAS 102 Kims Test Course2 ADELPHI UNIV PLANNED  02/27/10  03/18/10
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KAS 102 Kims Test Course3 ACADEMIC NORTH PLANNED  04/03/10  04/15/10 SF 182
CHURCH

aanLnd

KAS 201 Kims Test Course 201 AEROTECH CHEYENHE ENROLLED ~ 03/03/10  03/27/10 SF 1034 SF 182
Submitted
KAS 201 Another Test 2 A, R. T. TECHHICAL ENROLLED ~ 03/02/10  03/31/10 SF 1034 SF 182
COLLEGE Submitted
test acon acon 101 AT E S TECHMICAL ENROLLED  01/01/10 01/30/10 SF 182
INSTITUTE Submittad SF 1034
Approved

Please contact the Coordinator () at if you require any changes to this information

ATAP Homepage - SF182 Submissicn Instructions - SF1034 Submission Instructions - ATAP Grade Submission [nstructions - ATAP Billing
Instructions

For PDF versions of Official DoD forms visit the DoD Forms Management Program
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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 and submit for funding. The SF 1034 (as
detailed in the 1034 Submission Instructions) can be created here.

- 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
KAS 102 (as listed above)

- Click on SF 182 for KAS 102
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COUISITION MANAGEMENT PORTAL

CAMP

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 required to populate the fields
with the brown arrows. 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.
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-
 1a. Name and Mailing Address of Nama:  ADELPHI UNIV ~
Enaleacr Street:  asdfds

City:  asdf

statar AP -

Zip: 23455 =
4 1b. Location of Training Site St osdtds :

] check if same as schosl City: asdf ;

State: AP - =

zip: 23455 s
1c. Vendor Telephone Number =
1d. Vendor Email Address =
2a. Course Title Kims Test Course2 =
 2b. Course Number Code KAS 102 1o Ene 10t =
% 3. Training Start Date el == |
% 4. Training End Date 03182000 R F
5. Training Duty Hours o
6. Training Non-Duty Hours
7. Teaining Purpose Type Plasze Salact -
8. Training Type Code None -

Plasze Selact -

Graduate Credit -

# of Credit Hours

 13. Training Credit Type Code Samastar Hours ~
14, Training Accreditation Indicator  YES
15. Training Service Agreement A
Required Indicator
16. Continued Service Agreement A
Expiration Data
17. Training Source Type Code Please Select v
% 18. Training Gbjectives m

250 characters masimum, L4
e ) T 250 Characters Left

SECTION G- COST AND BILLING INFORMATION

1. Direct Costs Chargeable - Tuition and Fees £0.00

b. Books and Material Costs $ 0.00

< Total s0.00
2. Indiract Costs Chargeable. s Traval  s0.00
b. Per Diem  $0.00
< Total $0.00
Done /" Trusted sites | Protected Mode: Off #100% v

T ATAP 1034 5

This is the middle section of the SF 182 form. In this section, you are required to enter
your work address, training objectives, and your school’s address.

€ CAPPMIS = Army Acquisition Professional Development System - Windows Internet Explorer =8 =R
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B | | - 4. Traiming End Date oar1s/z010 [

ing Duty Hours. o

ng Non-Duty Hours.

Plaase Selact -
None -
g Delivery Type Code Please Select -
11. Training Designation Type Code Graduate Credit -

% 12. Training Credit # of Cradit Hours

% 13. Training Credit Type Code Semastar Hours ~
14. Training Accraditation Indicator ves.
15. Training Service Agreement A
Required Indicator
16. Continued Service Agreement A

Expiration Data
17. Training Source Type Code Please Selact -
+ 18. 7.

g Objectives »

(250 charactsrs masimum,
[¢ ) = 250 Characters Left

SECTION

COST AND BILLING INFORMATION

R a. Tuition and Fees 50.00

b. Books and Material Costs $ 0.00

<. Total s0.00
2. Indirect Costs Chargeable . Travel  $0.00 I
Tord o
3. Total Training Non-Governmer] 1 2 3
Contribution Cost
Rl Dacamaat] i ohating s - —

Requisition Numbe:
Supervisor KINS CORY - (777,

Comments ENgr any comments, 1

i,

% = Required field

Done. o/ Trusted sites | Protected Mode: Off
o oS e S i




You may either you may save and come back later (1), submit the form once you have
completed everything (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.

& CAPPMIS :: Army Acquisition Professional Development Syster - Windows Internet Explarer = | 2P =)
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e Our records indicate that you do not have funds assigned for that fiscal year. Please contact your program coordinator.

er dates in the MM/DD/YYYY format.
r dates in the MM/DD/YYYY format.
® The Number of Credit Hours is required.

a Create SF182

SF182 for KAS 102 - Kims Test Course2

AUTHORIZATION, AGREEMENT AND CERTIFICATION OF TRAINING

A. Agency Code Subelement

B. Request Status 1-Initial -
1. Name AKINS CORY

2. Social Security Number XXX-XX-2407

3. Date of Birth 02/04/1984

4. Home Address 456 MAIN STREET

CHRISTIANSBURG, FL 33133
5. Home Telephone Number (540) 427-1375
6. Position Leval =. Non-Suparvisory v

# 7. Organization Mailing Address I i

City: asdf

State: AP v

Zip: 24084
8. Office Telephone Number (777) 777-7878
9. Work Email Address vill.nestar@us.army.mil
10. Position Title PROGRAM MANAGER

11. Do you need special accomodation? 1o . [f yes, plesse describe; 0

12. Type of Appeintment -- Please Select -+
13. Education Level Bachelor's Degree -
14. Pay Plan yc
15. Series 0243
16. Grade oz
17. Step 00
# 1a. Name and Mailing Address of Name: ADELPHI UNIV - 2
Training Vendor treat:  asdfds E
City:  asdf =
=
State: AP =
Done /' Trusted sites | Protected Mode: Off H100% ~
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(Example of error you are glven |f you do not populate certaln mandatory fields: this
error appeared because several required fields were not filled out)

10
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ERROR:
« The Tuition Cost you entered exceeds your tuition limit of $2,050.00.
 The Book Cost you entered exceeds the limit of $150.00.

B Create SF162

SF182 for KAS 102 - Kims Test Coursa2
UTHORIZATION, AGREEMENT AND CERTIFICATION OF TRAINING

A. Agency Code Subelement

e T —
T e
A e

CHRISTIANSBURG, FL 33193
5. Home Telephane Number (540) 427-1375
6. Position Level 2. Non-Supervisery -

7. Organization Mailing Address ctrets asdf

GCity:  asdf
Stater AP =
zip 24084
8. Office Telephone Number (777) 777-7878
0. Work Email Addrass vill.nestar@us.army.mil
10. Position Title PROGRAM MANAGER

11. Do you need special accomodation? 5 . If yes, plasse describe: O

e
% 1a. Name and Mailing Address of Nams:  ADELPHI UNIV -

Training Vendor Street: acdfds

City:  asdf

stater AP

zip: 23455

 1b. Location of Training Site ctreat:  asdfds
] check if same as school City: asdf

L 404 INI¥Y4I¥d

Stater AP~

Done

7= CRPPIIS = Ar.

(Example when you cI|ck submlt form, it will prompt you to verify the costs and dates.

If the displayed 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 informed of your educational pursuits funded by USAASC.

& CAPBMIS : Army Acquisition Professional Development System - Windows Intemet Explorer =R
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ALERT:
« Your SF182 has been submitted successfully.

F

ATAP Student Loan Repayment Flanned/Encolled Course History

B ATAP Planned / Enrolled

NOTE: Planned courses are approved courses In your 1DP for which you requested funding. After you submit your SF 182, the
status will be changed to "Enrol

P ——
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cAMP101 CAMP Demo 101 AERO-SPACE INSTITUTE  PLANNED  03/03/10  03/31/10 SF182 Pending
(ATAR) "
KAS 102 Kims Test Course2 ADELBHI UNIV PLANNED  02/27/10  03/18/10 sF 182
sul
KAS 103 Kims Test Course3 ACADEMIC NORTH PLANNED  04/03/10  04/15/10 3
CHUREH
KAS 201 Kims Test Course 201 AEROTECH CHEYENNE  ENROLLED  03/03/10  03/27/10 SF 1034 S 182
Submitted
KAS 201 Anather Test 2 A, R. T, TECHHICAL ENROLLED ~ 03/02/10  03/31/10 SF 1034 SE 182
COLLEGE Submittad
test acon =con 101 ATES TECHNICAL ENROLLED  01/01/10  01/30/10 sF 182
INSTITUTE Submittad SF 1034
Approvad

Plasse contact the Coordinator [) at if you require any changes to this information

-shs2 structions - SF1034 Submi 2 - ATAP Grad i - aTAg Billina

Instructions

For PDF varsions of Official DoD forms visit the DeD Forms Management Program
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You will see that the KAS 102 course has been updated to reflect SF 182 submitted
(circled above). That will remain the status until USAASC Budget office funds the SF
182.

& CAPPMIS :: Army Acquisition Professional Development Syster - Windows Internet Explarer = | =)
@Q - ] htps, altess.army.milf camp/appsfcapp pdsfindeccmifuseaction=cStudent, 278 ] - &[4[ % || Google 2 -
W I@CAPPMIS::ArmyAcqu.smun Professional Develo.. ]_I i v v [ Page v (Teclsv
CAPPMIS ting the adquisition wetkfdrce g
T\

Home Apply Supervisor Review StudentModule Review Board Module EventSetup EventReview Student Manager Module

Rasource Manager Modula Admin Module Read Only. i SF1024 Logs

ALERT:
® Your SF182 has been submitted successfully.

ATAP  Student Loan Repavment Flanned/Enrolled Course History

’7 Student Program Information

-
B\ TAP Planned / Enrolled =
= m
s2is
=
NOTE: Planned courses are approved courses in your IDP for which you requested funding. After you submit your SF 182, the =
status will be changed to "Enrolled”. =
=
-
ourse Number Title Provider Status | Start Date | End Date | create . =
Forms Completed _,y
=
CAMP101 CAMP Demo 101  AERC-SPACE INSTITUTE  PLANNED  03/03/10  03/31/10 SF182 Pending m
(ATAP) Cancelistion -
=
KAS 102 Kims Test Course2 ADELPHI UNIV PLANNED ~ 02/27/10  03/18/10 SF 182 =
Submitted =
=
KAS 103 Kims Test Course3 ACADEMIC NORTH PLANNED 04/03/10 04/15/10 SF 182
CHURCH
N
KAS 201 Kims Test Course 201 AEROTECH CHEYENNE ~ ENROLLED  03/03/10  03/27/10 sFio3s  ( srasz
Submitted l
KAS 201 Ancther Test 2 A, R. T. TECHNICAL ENROLLED ~ 03/02/10  03/31/10 SF 1034 SE 182
COLLEGE Submitted
test econ econ 101 AT E S TECHNICAL ENROLLED  01/01/10  01/30/10 SF 182
INSTITUTE Submitted SF 1034
Approved
Please contact the Coordinator () at if you require any changes to this information

ATAP Homepage - SF182 Submission Instructions - SF1034 Submission Instructions - ATAP Grade Submission [nstructions - ATAP Billing
Instructions

For PDF versions of Official DoD forms visit the DoD Formes Management Program

S rEmEE®EE  E7 TR e 7 RPN A £ = - | @nu
*After your SF 182 is approved by our Resource Management office you will 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. This document is what needs to be
submitted to your school’s billing office.
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