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Presentation Notes
This presentation is current as of 4 January 2023.


WARNING...WARNING...WARNING

ONLY enroll in EPME when you are ready to complete all lessons in a timely manner.
Make sure to talk to your leadership or deployed Unit prior to enrollment.

The course has just over a one-year life cycle.

Re-registering 3"d registration

Initial application (probationary Requires Squadron

6 months status) CC approval
3 months 3 Months

Progress is only lost after 1-year. No ETPs granted.

Don’t repeat someone else's mistake. Look over FAQ slide 63 prior to registering.
Reference back at this document during your Course if you have issues.
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Presentation Notes
Your start date is the date you submitted an application, NOT when your application is approved and regardless if you have logged into Canvas. 

Re-registering is done by accepting Probationary status on your Course Wrap up page. This will automatically give you 3 additional months and WILL NOT interrupt your capstone. 


Information prior to registering

https://www.airuniversity.af.edu/GCPME <— You will need to choose your program on
the right side of the web page

- Capstone registration dates are found in the “Schedules” tab.

(Plan ahead as there are registration end dates for each capstone)

- Additional information can be found in the Student Handbook under
the “Resources” Tab.

. . . \ ( AR101s ). "
- Course layout is found in your program:

ALS DL, NCO DL, SNCO DL s s 5 i

Leadership

What to expect and hours it will take | —

Program Requirements

The ALS DL pro: onsists of approximately sixty (60) contact hours. The
pro es on leadership skills required of first-line supervisors and

The Cu rre nt ve rSion Of this Docu ment that vou a re reading is Iocated here reporting sfﬂcials throughout the Air Force. ALS DL enhances the development
of senior airmen by strengthening their knowledge about leadership,
MAKE S U R E YO U HAVE M OST RECE NT CO PY followership, and management while broadening their un of the

missions and cultures of the Air Forc 0 with a focus on leadership at

Enlisted
Student
Handbook

the wing-level, le strategies for problem solving, and cultural
||||||

Program information
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THIS DOCUMENT IS FOUND IN THE “ELIGIBILITY AND ENROLLMENT” TAB FOR EACH PROGRAM. 

https://www.airuniversity.af.edu/GCPME

Table of content

* How to enroll: Slides 5 — 38

* How to move to the next lesson: Slide 39 - 40

e How to Access and Understand the Program Map: Slide 41 — 44

* How to navigate self-paced: Slides 45 — 46

 How is the final CAPSTONE class different: Slide 47 - 48

* How to Preview or Drop Capstone before Class Start: Slide 49 - 50
* How to Streamline DUO (2 Factor Authentication): Slide 51 - 57

* How to Get Help and Submit a Case: Slide 58 - 62

* FAQ: Slide 63 - 68



Before you start your program enroliment
WRITE DOWN your EDIPI DODID number from you CAC
you will need it soon!

https://aueems.cce.af.mil/sap/bc/ui2/flp

WARNING: If your system begins to perform erratically, try using a different
browser.

You are reading the notes, right?
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Your first step is to go to https://aueems.cce.af.mil/sap/bc/ui2/flp

Select this hyperlink to begin your registration.

Important note:  We have detected some inconsistencies and erratic behavior when logging into the system.  If you see erratic responses (like your pull down menus stop working)  switch to a different browser to troubleshoot.  The cause is due to a security handshake with your CAC and the certificates with certain browsers.

https://aueems.cce.af.mil/sap/bc/ui2/flp

Don’t forget notes are
in the top left and have

important information
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You will need a CAC to enable entry

This is the opening window to validate your credentials


Cloud One SSO

Insert your CAC / ECA to begin your login
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Validate with your CAC


Students  Applica

My Refunds

My Requests
Submit a Request

F |
=10
Dpen Requosls

Search for Courses
Course Catalog

Y
Non Program Related

3=0.00

Overall Average

View/Change
Specializations

Course Catalog
Study Guide

Course Information

Supervisor Agreement

Print Documents

(2)

My Account Balance

0.00

My Course Plan

40

Courses

It will help you if you run into issues later.

Upload Documents

My Caorrespondence

System Communicati..,

4

My Graduation
Requirements

e

Credits

My Courses
Booked Modules
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=10

Courses

My Schedule
Course Schedule
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Events Today

My Favourite
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Welcome to SLcM

Choose the Applicant Tab or scroll down to see the Applicant options.

While not required to apply, it is good know your AU ID for troubleshooting.  83% of the time it won’t be needed but…

 


Action Required

St el L, \':-.nln'-‘— ot En o ) I
My Applications Upload Documents Create/Submit
Submitted/in Progres.. Application
&
= | =

Supervisor Agreement
Supervisor . Canvas Course Catalog
Agreement Online Learning Study Guide

[Sl'--i ,,_g_..l }TIF

Course Information

My Admission
Requirements

a LR

Open Requirements

Canvas
Online Leaming

Course Catalog
Study Guide

(=}

Course Information
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Select “Create/Submit Application” tile


Support is available for technical issues at auservicedesk.af.edu

APPLICATION DETAILS PERSONAL DETAILS v

Please fill in all mandatory fields in order to continue

*School/Department: | Global College of PME v
*Type of student: | Military v
*Program Type: | EPME Programs v

Warning: If your pull down menus
stop working, try a different

* .
browser to trouble shoot Program of Study:

e e e Airman Leadership School DL Program (YALSOO

NCOA Distance Learning Program (YNCOAQO03)
*Academic Session: 1

Full time/Part time: Full Time Part Time
TheEDIPI DOD ID number is the only entry that might require manual entry

These are all pull

down menu options
(make sure to select
the options showed)
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The pull down responses are provided in the screen  Use pulldown options as much as possible to avoid typos.

You will need to provide/verify your personal information in the rest of the blocks by selecting Personal Details or Scrolling down.

NOTE:  USA is an option (vice United States)

Once filled in as needed (all the way to the bottom), select “Continue with Application”

Important note:  This is a point where the inconsistencies may start showing up.  If you see erratic responses (like your pull down menus stop working)  switch to a different browser to troubleshoot.  The cause is due to a security handshake with your CAC and the certificates with certain browsers.




@ D | .‘i['! Slack | * au-asu-partnership | X | Sign in to your account 5 | [F Newtab x | T SAP x .J Application Form x |+ == (=] X
< G )] 5 https://aueems.cce.af.mil/sap/bc/ui2/flp/#ZAdmission-create A if‘\é 1= @

@ ASUTestlogin % VRARElective = SLCM | Fiori 5% Slack [ ATAAPs B% eSharepoint .3 Supervisors Crse &g M365 (5 AFPortal [ Auportal [ Ausis B webmail > [ Other favorites

8 < A E—V:' P:

Support is available for technical issues at ausengice

Application Form Q

APPLICATION DETAILS PERSONAL DETAILS

. Select “USA” for your Country Code
Address Details

*Country: v
*House Number:
*Street:
Street2:
*City:
* 1 . o
HORER = For your personal email, Please
insert your favorite email here.
This should be the primary
method since .mil has proven to
be inconsistent on receiving
emails.

Continue with application

*Postal Code:

*Personal E-Mail Address: |

*Duty E-Mail (.mil/.gov):
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Here is the location where Country Code is required

Onboarding email from ASU will normally only be sent to your PERSONAL E-MAIL (@gmail.com, @yahoo.com, etc..). Military servers usually block ASU emails. Students should receive all other emails to both addresses. 

Your registration time starts the date you submitted an application regardless if you onboard. Failure or delay to onboard will not be acceptable reasoning to withdraw or extend course. Remember ETP are not accepted. 


Secuon Program of Study - Airman Leadership School DL Program

Preliminary Details

Application Instructions
Personal Information

Address Information « Air Force active duty, Air National Guard, and Air Force Reserve
Command officers selected to attend AU degree programs will have their

Residence [ntermation degree status verified by the AU registrar. No action is reguired by

Civilian Information selectees.

Military Information » US Army, US Navy, US Marine Corps, US Coast Guard, and US civilian
. personnel must have at least a bachelor's degree from a regionally

Terms & Conditions accredited institution and meet the rank requirement per program.

Students must request that an official transcript be mailed from their
degree-granting school to the AU registrar. The transcript must be
received no later than 1 June of the academic year in which the student is
attending. Students are responsible for the costs incurred in providing
academic documents. Mail transcripts to:

Usually only three tabs need updating

Air University Registrar

ATTN: Admissions

60 W Shumacher Avenue

Maxwell AFB, AL 36112

* The Air University is a master's granting institution. We are required to

maintain proof of students’ baccalaureate degrees. Do not send any
graduate transcripts.
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New page, more fill in requirements

Confirm/Update each of the tabs on the left

Note:  In the Residence Tab, select “USA” for Country  and “US Citizen” for status



Section
Preliminary Details
Personal Information
Address Information
Residence Information
Civilian Information

Military Information

Terms & Conditions

Residence Information

Program of Study - Airman Leadership School DL Program

*Resident Country: | USA

*Resident Status: | US Citizen|
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Here is the Residence Tab:

Again, select “USA” for Country  and “US Citizen” for status

The rest is personal information


P Apps &3 Canvas () SewviceNow @B AUHelp Desk Cons.. M ASURITESignn 4+ AirUniversity (AU).. @ AUTranscriptRequ.. MW XiSX File viewer |M.. & CANVAS Lessonsle...

Section Program of Study - Airman Leadership School DL Program

Preliminary Details
Terms and Conditions
Personal Information

Address Information By submitting this admissions application form you are digitally
. " ) consenting to a review of your eligibility for an Air University program.
RESIERREAH REInn You are also attesting that the information provided in the admissions

civilian fermiation application form is accurate and complete.

—

Military Information *AU Terms & Conditions: |v| |agree

Terms & Conditions
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Once you have validated/updated each tab on the left, you get to the “Terms and Conditions”
Check the “I Agree” box and select “Submit” in the lower left corner.


Create New App

Select Home to make
Things better!

Airman Leadership School DL Program
(000600149586)

Academic Year 21/22
Fiscal Year

This is good!
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You application is submitted.

If you select the HOME icon you can return to the main page.


My Applications Upload Documents Create/Submit My Admission Canvas Course Catalog

Submitted/In Progres... Application Requirements Online Learning Study Guide

g —

T |1 e : a—

Open Requirements

& t=

| Course Information

— ) ————

Select " 'i“"’tSE" to

make it even better! This is better!
. [ . .
Supervisor Canvas Course Catalog
Agreement Online Learning Study Guide
|
30 e =}
Action Required Course Information
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There is a “0” on the “My Admission Requirements” tile.  Better news!  No issues!  If there is a number here besides 0, you will need select that tile to see what went wrong.

Select the “My Applications” tile so see your application progress.


Create New Application Airman Leadership School DL Program
(000600149586)

Academic Year 21/22
Fiscal Year

NN

THIS IS BEST!

Now it’s time to ... wait. You should receive an email within ~1hr but it could take up to 24hrs
You should receive FOUR emails:

-Notification by OKTA (IGNORE THIS ONE COMPLETELY - For AU students only)

-Application has been SUBMITTED

-Application has been APPROVED

-ASU onboarding email (THIS THE MOST IMPORTANT ONE!!!!)

_
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Returning to you application, you will now see “Valid”.

The means the application is on its way. 

Your work here is done.  Now it’s time to wait for approval.


****IGNORE THIS EMAIL COMPLETELY****
US Air Force - Welcome to A1 IMS!

Your organization is using A1 IMS 1o manage your web applications. This means you
can convenienily access all ihe applications you normally use, throwgh a single

St Sranhod This OKTA

v ke ot e araeted e IR ey it for s email is for AU
Click the following link to activale your A1 account: Students usi ng
Ly AU CANVAS.

T e expires i 7 oy You will be
using ASU’s
Canvas. Yay!

if you expenience difficulties accessing your account, you can send a help request 1o
your system administrator using the link: hitps_#/a1 okta com/help/login

YOUr uSermname s
Your organization s sign-in page |5 nItps.//al.oxta com

THiS |5 an subormalcally gensinied messaoe Mmom Al IMS. Reples are nol monltorsd of answensd
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IGNORE THIS EMAIL COMPLETELY for now.  You might need it if you are taking other courses for the Air Force but it will not be required for PME.


A i Application Submitted Email

ﬂ Ve rermoved Exioa lave beesks from thid mesgage
We converied thid message into plaim teat format

Alr University
<hitps:/fwene. airunversity.al sdu=
chttps:/fwww. airuniversity.af.edu/portals/ 10/ AcademicAtfairs/images/AcademicAtfairsEmblam. prg>

Adr Unkgersity | ATTH: Admissions | 60 W Shumacher Ave | Maowell AFB, AL 36112 | AU Service Desk | su-noreply@us. al.mil <mailto:au-noreply@us,af,mil=

Thank you for submitting your lppJII:liun to the Airman Leadership School OL Program program. Your application has been received and will be reviewed within ten duty days.

To ensure the timely processing of your application, please check the My Admission Requinements tile in the AL Learnaer Portal <https://auesms.con.afmilfsap/be/ w2 Mip/eshell-home:

If you have not received a response from Al University within ten duty days, please submit a ticket using the AL Service Desk <hittpsy/fauservicedesi.al edu> .

Kind Regards,
Alr University Admissions Team

Alr University
5% Lemay Plaza, Maxwell Alr Foroe Base, Alabama 36112 Online:weaw.alruniversity.sf.edu <https)//weow.alruniversity.al.edus
Al Service Desk <https:/AUSERVICEDESK.AF. EDU> | AU Learnar Portal <https:/faveems.cce.af mil/sap/be/ui2/fipashell-home>

)

Please add au-noreply@us.af, mil to your address book to ensure timaky delivery of all nn-tlﬂr.nﬂnm." NOTE: Your ﬁnal success email Often goes to
your civilian email JUNK folder!
Add the email to your address book, PLEASE!

=hitps:/fwww alruniversity.af edu/portals/ 10/CCAF/ images/Tiles_600x375/Diploma jpg>

Registrar Services and Student Records
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This is the first email you should get


Application for YALSOO3 Approved fmsox &

Application Approved Email .

Air University WAl logo

Air University | ATTN: Admissions | 60 W Shumacher Ave | Maxwell AFB, AL 36112 | ALl Service Desk | au-noreply@us.af mil
i 'Y inl
PR ’ I'his part matters! You are:in!

| ; " i ] ‘ Registrar Services and
Congratulations! We are pleased to inform you that your application to the Airman Leadership School DL Program program at the Global College of PME, Air University has been approved
g ? PR : ! i ; 9 . o S, G Student Records

eed to the BOOK COU The Air University (AL) Registrar’s

Services & Student Records
section serves as the official
repository for academic records of
students completing resident and
distance learning courses;
develops plans and procedures for
records maintenance, tran SCrIpts,
diplomas, manual enrollments,
and admissions for PME degree
granting schools; as the AU
contact with civilian institutions
concerning the transfer of military
education courses for academic
credit and issues official
transcripts to educational

receive anather email. **

dow to open for that offering. (Most o0 day window for registration, SMS e the exception.)

e "Change” button to selec jection is correct then click ottom right corner

Courses My Enro

ity Admissions Team

institutions or agencies; and

This part is NOT important

Air University control facilities in support of AU

55 Lebday Plaza, Maxwell Air Force Base, Alabama 36112
Onlineiwww sinuniversity af edy
Al Service Desk| AU Leamer Portal

distance learning coursas

It only applies to AU students —

CCAF Home

seemessmm 2 . THANKS TO AsSuU!! -

Sk E
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Here is your acceptance email.

It is very nice.

You can frame it if you want but the other email that follows is WAY BETTER.

Please check your JUNK folder is you haven’t gotten the next email within 24hrs.


Ao | . T SAF AETC ACSE ™ [
[Non-DoD Source] Verify your Air University email address. AS U O n boa rd I ng E m a I I

D If there are problems with how this message is displayed, click here to view it in 8 web browser,

Verify Email
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This is the email from noreply_ulis@asu.edu. The onboarding email will arrive to your personal email (please check junk mail). The email does time out in about an hour. If you are still having issues onboarding, please use the 24/7 live chat function, so we are able resend the email when you are available. 

Help Desk: https://www.airuniversity.af.edu/GCPME/Help/

Select VERIFY EMAIL to begin the final stage of the process, Arizona State University onboarding.
You are less than 15 minutes away from enrolling in your first course!!


4+

auasuedu/ver

AT
Ari S
N7 | BSunEsee

Verify your information shown below:

First Name:

Last Name:

Email: . / @us.af.mil

Air University ID:

If the information is correct, click on the button below to start the

ASURITE provisioning process. ASURITE is the username and
password that will allow you to login to ASU systems.

« Phone: 480-977T-6697 of B33-865-2499 (toll freefdomestic only) -
SUppOMERs B
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Verify your information and proceed by selecting CONTINUE TO ASURITE PROVISIONING.


il B asu uLs Onboarding l+ w

'I:_:l fﬁr hittps '-wel;lll;lgm.asu.edu uls-onboarding fuifTstep=identify ﬁ fE E\, E

m Arizona State ASUHome = MyASU Colleges and Schools *  Map and Locations = Directory T SIGN OUT
Uni'.'ersitjl' Sararch Q

Universal Learner | Onboarding

F;.,

ASU Onboarding

e VERY IMPORTANT
Select
CONTINUE HERE!!!

ASU is No.1 in the U.S. for innovation
Copyright and Trademark ~ Accessibility Privacy Termsof Use Jobs Emergency  Contact ASU COLLEGES

5T ATV
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VERY IMPORTANT!!!

Select “CONTINUE HERE” to create your ASU account unless you have previously been an ASU student or faculty member.


S 5
=

3 Asu s onboarding [-H =T _

“— ] i £ | hitpsyiwebloginasuwedu/ulis-onboarding fui/Tstep = sdentify o += .ﬁ.. el
Arizona State ASU Home = My ASL  Colajus and Soroochs = Map snd Locstions = Dinsstory T SHGH CRT
Univarsity ey a

Universal Leamner | Onboarding

ASU Onboarding

Do pou have an ASURITE UsedD and password?

(herwize, please help us 1o idantify you

your e ol

of find you in our reconds if you've inleracied with us in the past

Pigasi supply your full legal name

Personal e )

Last (Family) Name: [i¥__
Date of Birt: | ooy [ vear [ |orevw

Data wmesomavs s XXXXX< DO NOT input any Social Security Information

Suppbny N.n-.buazfua!w.- ULE. Socal Sasarity Number [S54) & sptional. Hoveinsst, f you hines S, arasing
e & Recomeended fOr R0y MNTRNG ] WERCIRON [TOMES

iﬂ

ASU Affliation () | & cuimeslly of have prasicusly Besn &5 A5 dudent

BpphEE. o
o Lkser 1D
£ TRave never apphed 1o or et afikated with ASU in any way _

New students (not previously on ASU) should select this

ASU is No.1 in the U.S. for innovation BEST
Copyright and Trademark  Accessibilty Privacy Termsoflse Jobs Emergency Contact ASU EDGES

W
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TW provided their information  with the EXCEPTION of Social Security Number.  ASU DOES NOT NEED or WANT your social security number.

Only former ASU students/faculty should note their ASU affiliation.

All others should select “I HAVE NEVER APPLIED TO OR BEEN AFFILIATED WITH ASU IN ANY WAY.”


@a!| ] ASU ULIS Onboarding [-l- e - o 'lk
- O m

— e "
£ | hitpsyfwebloginasuedufulis-onboarding/ui/step =identifiConfirmation b= = L =
Arizona State ASUHome = MyASU Colleges and Schools *  Map and Locations = Directory T SIGN OUT
m University Search =1

Universal Learner | Onboarding
ALLEE .

ASU Onboarding

Please review your submission for accuracy

First Name: T
° Middle Narme:
Verify your Last Name:
Date of Birth:
Phone Number:

pe rsona I Data Last four digits of U.5. S5M:  Frovided

Ewver been affiliated with ASU: No

Confirm Subrmission | Jeed to fix someining

ASU is No.1 in the U.S. for innovation
BEST

Copyright and Trademark  Accessibility Privacy TermsoflUse Jobs Emergency  Confact ASL CULLEGES

FUCET RCNTTRE
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Once TW confirmed their information, select CONFIRM SUBMISSION.

If you require to make changes, select I NEED TO FIX SOMETHING and make the necessary changes before proceeding.


i: | ASUULIS Onboarding L+- w - o x :

< 0 £ | hitpsyweblogin.asu.edu,ulis sarding/ui/Tstep=processing e T T
Arizona State ASUHome = MyASU Colleges and Schools =  Map and Locations =  Directory T SIGN OUT
m University Search a

Universal Learner | Onboarding

ASU Onboarding

This might take a
o Your request is processing. This may take a
mi nute or two. few minutes. Thank you for your patience,

ASU is No.1 in the U.S. for innovation
BEST

Copynght and Trademark  Accessibility Privacy TermsoflUse Jobs Emergency Contact ASU COLLEGES

ST NNV

H ) Tvoe here to search 0
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Please be patient.  The system can take a few minutes to create your account.


_I|..1 ASU ULIS Onboarding I_.|. ~ - & %
e

O m £ | httpsyweblogin.aswedu,ulis-onboarding/ui/ Tstep=setPassword w = o=

ﬁl‘iznna State ASL Home = M-(.f“.:;u Cnlh‘:g(:s and Schools = Map and Localions = I','Iirl:re;:h:trg,I SHEN OUT
m Uni\rersit',r Search Q

ASU Onboarding

Please make a note of these 1Ds. You will use your

ASURITE UserlD to login to ASU systems Write this down:
Your ASURITE UseriD is: Your Unique ASU RITE
Your Unique ID Number

Your account activation is not yet complete!

ASU is No.1 in the U.S. for innovation
BEST

Copynght and Trademark  Accessibiity Pnvacy TemmsofUse Jobs Emergency Contact ASU WLLEEES

ST AT "
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Once your account has been created, you will need note your account information and proceed to password creation.


m Arizona State
University

ASURITE Password

ASURITE User ID: kdonov11

You cannot use

wuun “u,n “uo”
# or ;" or “&
New Password

AR EEERIES \

Confirm New Password

\
Save your username and

Password guidelines

&
@

@

v

Ensure your password is between 10 and 32 characters in length.

Use at least 3 of the 4 character types:
upper-case, lower-case, numbers, special characters %" _-+=../7

Use only upper-case, lower-case, numbers, and 1%"_-+=./7
Refrain from using a hyphen as the first character of your password.

Avoid easy to guess passwords or re-use of passwords from other websites.

Password. Only ASU can reset them.

Terms of Use & Privacy Statement

All users of ASU's computer, Internet, and
communication resources must agree to ASU's
Terms of Use and Privacy Statement.

| have read and agree to comply with ASU's Computer, Internet, and
Communication Terms of Use.

| have read and agree with ASU's Privacy Statement.
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Please note the restrictions on special characters.  NOT ALL CHARACTERS ARE AVAILABLE
Also accept the 2 boxes for user compliance and privacy. Acknowledgement.


[~ |
k‘hi B asuuUs Onboarding 1—1— e '_ ' - A %

{— * '.':_:l ﬂ & | hitps; "-‘-'Eb'Dglﬂ.BSU-EIJ'J L nboardingfuifTstep= processing -ﬁ- f-=- .ﬂ, |.¢_‘¢r
Arizona State ASUHome = MyASU Colleges and Schools *  Map and Locations = Directory SIGN OUT
m University Search a

Onboarding email will ASU Onboarding
only be sent to your

C. - I : ° Your request Is processing. This may take a
IVI Ia n emall @ nd few minutes. Thank you for your patience.
should arrive a minute or
two.
ASU is No.1 in the U.S. for innovation
BEST
Copynght and Trademark  Accessibility Prvacy TermsoflUse Jobs Emergency Contacl ASU COLLEGES

***See comments if you don’t receive your onboarding email after 1 hour.
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The onboarding email will arrive to your personal email (please check junk mail). The email usually comes within 1 hour. The email does time out after a while. If you are still having issues onboarding, please use the 24/7 live chat function, so we are able resend the email when you are available. 




™ ﬂj ] asuuULS Onboarding L+_ Lo . M = m X
L O W y | hitpsyAweblogin.asu.edufulis-onboarding fui/?step=complete +r = 1L o=
m Arizona State ASU Home = MyASU  Colleges and Schoals =  Map and Locations =  Directory SIGN OUT
University Saarch Q

@ ASU Onboarding Complete

Please make a note of these 105, You will use your
ASURITE UserD to login to ASU systems

Your ASURITE UserdD:
Your ASU 1D Humber:
Your ASU Email Address:

Your ASL Email Delivers/Formands to;

IJI:"IIP the Uiniviersal Lisar :

ASU is No.1 in the U.S. for innovation

Copynight and Trademark  Accessibiity Prvacy TermsoflUse Jobs Emergency  Contact ASU EDLLEGES

5T RHOMETRHE
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SUCCESS!!!!

Select CONTINUE TO THE UNIVERSAL LEARNER PORTAL to start your program!!


»

. If there are probbems with how thes rmessage 13 displayed, chck here 1o wew it in & web browser,

[Mon-DoD Source] Trenice, your ASURITE ASU UserlD has been successfully set up

Dear Trenice, your ASURITE ASU UserlD has been successfully set up
You will u=e this anytima you login to the ASU envircnment

asurme - YoUur data here

Ve harve a0 Bsued you the Tolowing PIN. You may be asked lo provide
1his PIM o verify your idenlity when requesting support by phone. Please
keap a record of this email

m Your data here

Mow that you have compleled your Onbaarding, your ASURITE and
Password will grant you access to the eSchool Registration Portal o
register for your courses!

Register here

Ewirry person lagging inlo ASL & assigned an ASURITE LseiD, This
UseriD is unique, and is yours i use as kong as you are associated with
ASU and you follow the appropriate policies and guidelines. The ASURITE
UserD is used 1o access various ASL technology senices and your
eligibility for these services depends on your affiliabon with the university

Important:
Record your
ASURITE Username
and
PIN
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You should also receive this email with important data.  SAVE THIS EMAIL!!

You can select REGISTER HERE to get started.

However, back at the portal…




< = 0O Mm £y hitpsy//au.asu.edu/ ¥ = L & o

@ <=

YOUR NEXT LEVEL

THE RIGHT LEARNING AT THE RIGHT TIME

— Sas,
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Select LOG IN in the upper right corner to get started.


Q| E Login

e

O @

><|—|— N

£ https;//weblogin.asu.edu/

a

5/l

0

9

in?service=https%3A%2 F%2 Fshibboleth2.asu.edu%t 2Fidp%2 FAuthn%2 FExtermal%3Fconversation%3De 151 &entityld=um%3Aamazon%%3Acognito%3AspY%3Aus-east-2_olkeD6fK

Sign In

ASURITE User ID

Activate or request an 1D

Password Forgot ID / password?
Sign In ) | Remember my user ID

Meed Help? Visit the Help Center or call 1-855-ASU-5080 (1-855-278-5080
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Provide your username and password and select SIGN IN.


We have some of your information with us already. Please enter your phone number and service details.

Back

Phone Number

eg (123) 456 - 789

Service

select

Status

select

Rank

select

Squadron

select

:

Review/Update
your Profile Data
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The first time you access your portal, you will update your profile as in the designated fields.   Please be aware that the profile page updates occasionally and may not perfectly reflect this slide.


Register
and
complete
Orientation
(ORN-101S)
to open
registration
for
subsequent
courses.

Airman Leadership School

View program details

Program status

40 Program duration @
Lo a Y End date: 17-Jul-2022

Airman Leadership School

() Orientation

Open | view details

Open
ORN-101S: Orientation

o EPME Self- 0 units

paced

Self-Paced

Capstone

0%

View details

Program progression
(@) of 12 units completed

Re-Register

Announcements

All Program Announcements
25-0ct-2021

Display this announcement in all AU programs
portal landing page starting on Oct 25 2021
and ending on Oct 24 2022

View all announcements

Program outline

Airman Leadership School
@ Oriemation
Self-Paced

Capstone
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You will note that all courses are greyed out except for Orientation.
TW has previously enrolled in Orientation but most people will have a yellow button to REGISTER.
Select this.
You will ALSO receive an email confirming your enrollment as shown in the next slide.


»

[Nen-DoD Source] Trenice, you have been enrolled In the Orlentation course In the Squadron Officer School DL Program.

ou have been ennalied in the ORN-5015 Onenlation course in the
Squadron Oficer School DL Program

Your AL D[ Jand PN |

senices of helpdesk issues

"} will be requirad for amy student

Tha aSchool Help Desk can be reached Shrough the student portal via

Irtipes g a5y edu/portalisupport.

Quastions? Conlacl our suppod team balow.

Sincensty,

Air University eSchool - ASU Support

Connect with us

Email:
au_eSchool supportEasu edy

Calk:
{480) 977-6697

(B33) 8652490 (domestic toll free)

You will receive an
email each time you
Register for a Course
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This is your email confirmation.
But all the real fun is back at the portal…


®

Program status =00 Ani

Al

You ca n access 40 Program duration @ 0% Program progression 25
days left End date: 17-Jul-2022 @ of 12 units completed Dis

por
anc

your current
course by Continue where you left off

SEIECti ng the IDHRPET; S: Orientation (ALS) (‘\
R ES U M E b u ttO n EPME Self-paced | View details Resume

We recommend not
using government
networks (NIPR) as
Airman Leadership School they can block content

and cause issues when
testing. Students are
given retirement points
to offset time spent in
the course. See Slide 3
St for course hours.

Q Orientation v

In-progress | view details

ORMN-1015: Orientation

° EPME Self- 0 units View details ( Resume )

F'ECE'd e ——
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Now that you are enrolled in the course, select RESUME to enter the course.
Once you complete the course you will receive an email from ASU, as shown in the next slide.


»

[Mon-DoD Source] ORMN-501% Orientation Course Complete

| AsusEs

b ( ill al

L] [
Congratulations! You have compleied ORN-5015 Oneniation. Please fake re c e Ive a n e m a I I
the end of course suney. Link

It

S | each time you

Sincaraly

Complete a Course

Connect with us

Email:
au eSchool supportilasu.edu Cali:
480]) 9776697

(B833) B65-2499 (domestic (] Tree)

Learn to [CTITY.
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This is the final indicator that you have successfully completed the course and the system has received the information.

Feel free to select the survey and provide comments to improve the experience for others!

But things have changed back at your student portal!


How to Navigate to the next lesson



You have
Now
Unlocked
A new
Course

Program status

40
days left

Program duration @
End date: 17-Jul-2022

Program progression
0 of 12 units completed

Airman Leadership School

Orientation

Completed | view details

Completed
ORN-101S: Orientation

EPME Self-
paced

0 units View details

Self-Paced

Open | view details

Open
LDR-101S: Leading People

EPME Self-
paced

3 units View details

Dinan

Review

Announcements

All Program Announcements
25-0ct-2021

Display this announcement in all AU programs
portal landing page starting on Oct 25 2021
and ending on Oct 24 2022

View all announcements

Program outline

Airman Leadership School
@ Orisntation
@ Self-Paced

Capstone

Register for your
next class.
Get to Work!
©
Graduation is in
YOUR HANDS!
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Your next course is now available! You are on your way to program completion!!

**Yellow dig grading is not instant, it could take up to 24hrs**

Let’s look at a few more points before you leave!

Trust me, it will be worth it.




The EPME PROGRAM MAP



Switch 1o another program ~ Resource links: 1@ Canvas () Zoom B Accourt settings AU Library

Airman Leadership School

View program details

Program status Announcements

All Program Announcements

40 Program duration @ 0% Program progression 25-0ct-2021
(<]

LSS £ date: 17-Jul-2022 @ of 12 units completed Display this announcemnent in all AU programs
portal landing page starting on Oct 25 2021
and ending on Oct 24 2022

View all announcements

Airman Leadership School

Program outline

o Orientation v iran Leadership Scha

@ Oriemation

@ Self-Paced
Completed | view details Capstone
Completed
ORN-101S: Orientation
° EPME Self- 0 units View details Review

paced
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Now this is Airman Leadership School, but the layout is the same for all programs.

Your student portal is the roadmap for your entire program.  

We’ve provided an easy access to your program map. “PROGRAM DETAILS” holds the knowledge!



Airman Leadership School

View schedule of courses =

Airman Leadership School
Distance Learning Program (ALS DL)

Bl upctswesa o 1aaeaen

Alrman Leadership School Distance Learning Program

Orentation 4 Salf Paced Cournen. & Capaians
5 Sell Faced in i desined] order
TR LST- 10K

Crunssar,

You can also download your
own copy for offline use here

The Global College's Airman Leadership Schoal distance learning curriculum
is designed to produce a more effective supervisor and leader by
strengthening their ability to lead, follow and manage in complex and
ambiguous environments at the squadron, group and wing levels.

Program Description

The Airman Leadership School Distance Learning (ALS DL) program consists
of approximately 60 contact hours. The program focuses on leadership skills
required of supervisors and reporting officials throughout the Air Force. ALS
DL enhances the development of senior airmen by strengthening their
knowledge about leadership, followership, and management while broadening
their understanding of the missions and cultures of the Air Force. It does so
with a focus on the Wing/AF level, leading people, strategies for problem
solving, and cultural foundations.
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You can DOWNLOAD the file for added convenience.



ALS is shown here but all 3 EPME programs are similarly designed (Orientation/Self Paced Courses/CAPSTONE

Airman Leadership School
Distance Learning Program (ALS DL)

1 Educational Unit = 5 contact hours
Facilitated courses are in blue

ﬁ Updated as of: 10/20/2021

Airman Leadership School Distance Learning Program

Orientation Self Paced Courses Capstone
udents take all Self-Paced in their desired order
ORN-101S CST-101H
Orientation AIR-101S Applied Airman Leadership
The Mission
tStep 1 —Start here .
You must complete this first LDR-101S P 15 e Step 3 — Schedule this 3 week
» Lead l facilitated course based on
eading People
Step 2 —Take these in any your personal schedule.
order. LDR-102S The course begins on the first
Must complete all self paced in The Airman Culture Monday of every month

order to proceed
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The EPME programs all have a similar path. 

Everyone must take Orientation first.  Sorry, that is non-negotiable.  It is self paced which means you can take it on your personal schedule.    

After completing the Orientation, each program consists of  3 or 4 more self paced courses that can be taken in any order.  ALS (shown in the picture) has 3 self paced courses.  Top to bottom is easiest but not required.  

Once ALL self paced courses are fully completed, you are eligible to register and participate in the CAPSTONE class.  What is the CAPSTONE?  Glad you asked!



How to Navigate Self-Paced



How to Navigate the Course

Resource list 1s us citing sources and instructing students

what pages to read. It1s JUST for instructional use.

BT
ce List4...

Global Journal of Enterprise information S ste
43. Read all. [pdf]

Ganeraﬂons al the Workplace: Chalenges for Leaders.”
(2019): Read all. [pdf]

Students need to click the icon to start the lesson and
hawve access to all the course material. .

= AU202:-OpenEnmliment-ORN-2015-2022010,_ » Psges » Lesson 1 Narrative

1. From the home screen, select your lesson. =

© Published Ty, Bdit

Home

Syllabus

Annauncemenis LC 5 SO n 1 Na rra L i VC td

Mocules

St 2 Click thi S ic O11 tO 4 Export Content for 0ffline Access

[Hscusaions =

2 Ry LessonOvenview  grart!
Professenalizm, regatcdiess of specific job or assignment, demardds the contineal entancementof krowledge and abslities,

Eirgiins and this is certainly true for those essociated with e profession of arms Organizations made wp of professionals thive

Al Library nd are better postured for future challenges: without them. they stagnateand become ill-prepaned. In this lesson, students
papane 1o enter the Global Celleges EPME programs by considering their requi'ements ard structure and further, why thess

Rubiies o programs are necessary to their developnent as suservisors and leaders.

y Mashias ! . ”
Ally Mashbaned =~ LE‘SSOF'I Ob]ecn\l"e
Caklaborakmns
P Inthis lesson, students will:

1. Review the nature ard scope of the Enlisted Professicnal Military Education program and courses they will enroll in.

Peopla {Undaretanding)

Files 3 .' \ / :
Cutcomes 'J J Click the fcon to view the instructional narrative. 3 . Cl 1Ck ne Xt Whe n do ne

Quizzes

+ Previous
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IMPORTANT: Make sure to check what pages are actually required for reading. Often only a few pages are required to read.  Students will only be tested on material found on the required pages.  For example: instead of saying “Read all” at the end of each sited resource, it may say “Read pages 5-7”.
Hovering over the lesson will also show what pages are required to read; does not always work on Government Networks (another reason to NOT use your Government Computer).   


EPME CAPSTONE CLASS


Presenter
Presentation Notes
Here are a few lessons learned about the CAPSTONE


CAPSTONE- the Group Project

e The last course for each respective EPME program

e Offered Monthly beginning on the 15t Monday of EVERY month
 NO exceptions for most holidays (1 January and 4 July sessions occur occasionally)

e Facilitator led with ~30 students per seminar
e Total student registration for course determines the number of seminars

e CAPSTONE is a 3-week course with a group project
e Asynchronous — there are not any formal synchronous events

* Group engagements will occur with your peers each week (plan for at Least 5 hours
per week%

* Participation and collaboration for the group project is mandatory. Students group
members have a large impact on their grade in the form of peer feedback.

* Dropping a class after course start will generate an UNSAT grade
e Also impacts student grouping assignments (PLAN TO BE IN THE COURSE!)

Plan/Coordinate the best month to fit into YOUR schedule
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IMPORTANT: Make sure to check the Schedule tab (see slide 3) early. You must complete capstone within your enrollment. Probationary status (2nd registration) will NOT interrupt capstone, BUT 3rd registration requires Squadron CC approval which could delay your ability to enroll in capstone.  

First example: Students first registration ends on 15 February, but Capstone does not end until 18 February. Student will be fine; they will accept probation and continue the course.

Second example: Student is on Probation (Second Registration) and it ends 15 February, but capstone does not end until 18 February. Student will have to obtain Squadron CC approval prior to 15 February, or they may receive an Unsat. For this situation it may be best to get Squadron CC approval first and then enroll in March Capstone. 


Preview or Drop a Class before Class Start



Airman Leadership School

Orientation v

In-progress | view details

In-Progress
ORN-1015: Orientation

EPME Self- 0 units
paced
Self-Paced N

Capstone v

In-progress | view details

In-Progress

CST-101H: Applied Airman Leadership

EPME 3 units View details Drop course Startlng soon
Facilitated

Duration: 3 weeks | Course start date: 04-Jul-2022

Program outline

Airman Leadership School
@ Crientation

@ SelfPaced

@ Capstons
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Now this is Airman Leadership School but the layout is the same for all programs.

Interested in a course before you’re in the course?  Check out the VIEW DETAILS options to see the highlights of the course.

Need to drop the course BEFORE CLASS starts on Monday?!?!?  I can’t imagine why you’d want that but selecting drop course will remove you from the course.  NO TICKET REQUIRED!!!

That’s it for web navigation of the Student Portal.

We will now move on to a new topic:  DUO


Streamline DUO (2 Factor Authentication)



El’ Arizona State
University

@@ We can beat COVID-19 together.

Your account |'eq.|i'es an additional ste;:- 0 Continue. Cancel and sign out.
Device:
Arizona State
University
TWO-FACTOR 2l DuoPush « used automatica
AUTHENTICATION .

What is this? £

Add a new device ¢ call Me
My Setfings & Devices -

Meed help?

| Passcode
Secured by Duo —

Pushed a login request to your device. ..

Need Help? Visit the Help Center or call 1-855-ASU-5080 (1-855-278-5080)

Systemn Status | ASU Home | Copyright | Acceptable Use | Privacy

In order to
access the site
you will need to
authenticate.

BUT NOT EVERY
DAY!!!

Press Cancel
For a wonderful
Hidden Bonus
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New Topic:  DUO
Everyone needs to use DUO for their 2nd part of 2 Factor authentication.

Once you setup up DUO your screen will look like this.

But there is a hidden option that you CANNOT see!!!



m' Arizona State

University
Summer Register today.
Sessions asu.edu/summer

Your account requires an additional step to continue. Cancel and sign out.
Device: | CRG-Cell (XXX-XXX-3857) v
Arizona State
University Choose an authentication method
TWO-FACTOR Duo Push  « uUsed automatically

AUTHENTICATION
Send Me a Push

What is this? [4

Add a new device Q@ call Me call Me
My Settings & Devices
Meed help?
~| Passcode
Secured by Duo Enter a Passcode

[] Remember me for 7 days

Meed Help? Visit the Help Center or call 1-855-ASU-5080 (1-855-2738-5080)

System Status | ASU Home | Copyright | Acceptable Use | Privacy

| used DUO for
months before |
found this gem!
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Check the box to authenticate weekly!!


Do you do
school

Arizona State
University

Summer Register today.
Sessions asu.edu/summer

Your account requires an additional step to continue.

Cancel and sign out.

coursework at
home AND
office?
Add a new N
device for
increased

Device: | CRG-Cell (XXX-XXX-3857) v
Arizona State
U“iml-sity Choose an authentication method
Lﬁ?&%gﬂﬂu Duo FPush v used automatically

What is this? O3

Add a new device

My Settings & Devices
Meed help?

A call Me

Call Me
Enter a Passcode

| Passcode
Secured by Duo

[] Remember me for 7 days

flexibility

Meed Help? Visit the Help Center or call 1-855-ASU-5080 (1-855-2738-5080)

System Status | ASU Home | Copyright | Acceptable Use | Privacy

You will need to
add the DUO

<= application to

devices if you

do NOT want

just the “Call
Me” option
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You can also add multiple ways to Authenticate

Add devices for authentication to increase your ability to get access from almost any location.

Coupled with the 7 day option and you should near total access from home, work, or anywhere else.


Arizona State
University

@@ We can beat COVID-19 together.

Your account requires an additional step to continue. Cancel and sign out.

A | have

Add a new device

Arizona State
University First, we need to confirm it's really you. Choose an °
authentication method below to begin adding a new c o n Ig u re
TWO-FACTOR ;
AUTHENTICATION device to your Duo account.

Choose an authentication device

myself for
Office Number,
Cell Phone, AND
my IPAD

What is this? C§
Add a new device CRG-Cell (2X-XXX-3857) v

My Seftings & Devices CRG-Cell (XXX-XXX-3857)
Need help? Landiine (OO(XXX-3406)
i0S (XXX-XXX-4973)
e D

Authentication request canceled.

Need Help? Visit the Help Center or call 1-855-ASU-5080 (1-855-278-5080)

System Status | ASU Home | Copyright | Acceptable Use | Privacy
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You are not limited to just one device. Up to 3 methods can be used.
You can have several devices to accommodate your personal requirements.


El‘ Ari_zona_ State

University
Summer
Sessions

Register today.
asu.edu/summer

Your account requires an additional step to continue. Cancel and sign out.

Install Duo Mobile for iOS

Arizona State
U“mmty 1. Launch the App Store app
TWO-FACTOR and search for "Duo

Mobile".
2. Tap "Get" and then
“Install" to download the

app.
m I have Duo Mabile

AUTHENTICATION

What is this? 4

Add a new device

My Settings & Devices
Meed help?

Secured by Duo

Need Help? Visit the Help Center or call 1-855-A5U-5080 (1-855-278-5080)

System Status | ASU Home | Copyright | Acceptable Use | Privacy

You will need to
add the DUO
application to

devices for the

“Send me a
PUSH” Option

|



El‘ Arizona State

University
Summer Register today.
Sessions asu.edu/summer

| use the

Your account requires an additional step to continue. Cancel and sign out.
[ ] [ ] [ ]
retivate Do Moo for 08 activation link
AI'i_?.‘Ol‘IEl'Sll cuvale Luo Woblie 10r 1 . .
University 1. Open Duo Mobile. optlon but |f
TWO-FACTOR 2_Select Use QR code
AUTHENTICATION

What is this? [§
Add a new device

3. Scan this barcode. h
Email me an activation link - yo u ave a
instead. °
My Setfings & Devices Ca m e ra o pt I 0 n )
Meed help?

QR code is also
available

Meed Help? Visit the Help Center or call 1-855-ASU-5080 (1-855-278-5080)

System Status | ASU Home | Copyright | Acceptable Use | Privacy
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Ok.
You should be good to go for everything on DUO now.

But what if you aren’t?

You’ve somehow found yourself stuck.  What now?


FAQ is found on slide 63 and answers many issues
but
Get ASU/AU Help if you have an Unresolved Issue



»

L“-..,..:j/ AIR UNIVERSITY (AU)

ABOUT

NEWSROOM

Help desk — Before placing a ticket please see
FAQ as it is often faster.

FOUNDATIONAL RESO

» GCPME » HELP

Support is available 24// tor technical and student support issues.

Officer Programs OLMP

3a. If unanswered in FAQ or

student handbook, click
here to submit a ticket (go

to next Handbook
slide). This process links \

your account allowing us to
find you. Help Ticket

OR

enisted Pogams +—— ) Select Enlisted Programs

Got a problem? Follow these steps...

Step 1: Check the Enlisted PME Student Handbook

If your answer isn't in the FAQs, please check the handbook.

Step 2: Contact the AU @ ASU Experience Center

Support is available 24/7 for technical issues. AU policy and curriculum questions
will be answered during the work week by GCPME Student Services.

Prospective enlisted distance learning students

3b. If you are unable to open
Step 3 please email us. Email
will generate a ticket. You will lelp Ticket
need to provide AU ID: see notes

Contact GCPME Student Services

Email a help ticket request to AU.GCPME.Operations@us.af.mil

Government Civilians click here for information on required documents to submit for

your application

M

AIR RESERVE COMPONENT

SEMINAR

ONLINE MASTER'S DEGREE

ALS DISTANCE LEARNING

NCOA DISTANCE LEARNING

SNCOA DISTANCE LEARNING

THE FLIGHT COMMANDER'S

EDGE

WEEINARS

GCPME Student Support

HELP DESK

SCHEDULES

==
=
g3
al™
[1]2

RESOURCES

—N
O
CERTIFICATES

Current Programs

1. Click Help Desk
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AU Student ID
We will need your AU student ID number to be able to locate your account accurately. 
On the screen that you enrolled (https://aueems.cce.af.mil/sap/bc/ui2/flp), see slide 8,  looking at the tiles select: student and then personal details.  The number will be under your name.



elp Desk Options: Submit case is preferred

BEST CHOICE!
Search for any issue or question to learn how Global College/ASU can help! Submit a case FO r teC h NiCa I
Search the knowledge base Search clear jf:i;::}iizgi;ﬂ:lmur question |SSUES
Example: Content,
Top 5 knowledge articles Create a new case Course navigation’
Grades
View all cases
ASU EC: Pre-Onboarding A TI M E CRITI CAL
EMERGENCIES:
ASU EC: Resources & Reference - Knowledge Base A Immediate assistance for time sensitive Exam D le:
issues . ’
onboarding,
ASU EC: Student Support & Case Escalation N fO reot passwo rd
Need urgent help? sotp
ASU EC: Records, Documents & AU Registrar N Please contact us if you need During high call
' ' g immediate assistance. We're available volumes live chat may
24/7 to answer your questions. be busy, if not
ASU EC: Academic | A answered the system
- rieacemic fsstes Live chat will auto generate a
ticket MAKE sure to
480-977-6697 start the chat describing
your problem.
833-865-2499 Otherwise, you will
receive an email stating
we need more info,
delaying your ticket.
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If you are on the portal and all else fails.  REACH OUT

The best method to get support is to Submit a Case.  

You can also request a chat or call but this is a limited resource, so we ask that this be used for emergencies that are time critical.  



Here is an alternate option



2"d Option: This is from the ASU Military Student Portal

it Support TIME CRITICAL
Knowledge Base Immediate assistance E M E RG E N CI ES,

L&

Announcements

Search for any issue or question to learn how eSchool/ASU can help! Need Help?

Profile Please contact us if you need

Search the knowledge base Search clear immediaio asslstance. We'ne
- available 24/7 to answer your
Support Top 5 knowledge articles IETE
B 480-977-6697
Program How can | view lesson narratives offline? b4
Progress View 833-865-2499
Title b4
What is the Password Reset Contact (Lockdown Your Login)? v
= Manage Browsers for ASU Systems v Submit a case
o
= Save time and submit your
Canvas for Student Learners v question or support request
online.
Create a new case
viewslesse="  BEST CHOICE!
[ ]
Powered by

El Arizona State
University
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From the same location where you register for courses:

Select MENU on the left side and then SUPPORT and submit a case to ASU for troubleshooting

The best method to get support is to CREATE A NEW CASE.  This will automatically link your issue to your account for additional troubleshooting.  You can also view all your current/previous cases from the VIEW ALL CASES option.

You can also request a chat or call but this is a limited resource, so we ask that this be used for emergencies that are time critical.  



FAQ



How do | receive my onboarding email?

The onboarding email will arrive to your personal email (please check junk mail) within minutes. The email does time
out in about an hour. If you are still having issues onboarding, please use the 24/7 live chat function, so we are able
resend the email when you are available.

My application was denied?

The system uses DEERS and MilPDS to verify rank. At times these systems can go down and create errors in
applications. If you are the correct rank (see FAQ) you will need to submit a new application. Please give it about 24
hours. If you still receive a rejection notice, please submit a ticket.

How can | get an Extensions/My Capstone dates don’t match my enrollment?

Extensions are not granted. The course has just over a 1-year life cycle. Students will need to complete the self-paced
and capstone within this 1-year period. First registration is 6-months, second (probation status) is for an additional 3-
months (the 90 days will be automatic once you acknowledge that they are on probation in course wrap up),
and 3 registration requires Squadron CC approval and students receive an additional 3 months. After one-year, all
progress will be lost.

| finished my discussions, but it is not letting me go to the test/my test is not opening?

Yellow dig navigation is explained in Orientation. Students must get a score of 80% for discussions.

Once you have reached the required points for yellow dig, your test will be unlocked. Canvas grade updates are not
instant.



FAQ

Canvas is not letting them go to the next course.
Make sure your grade is ready to be finalized: Navigate back to the course wrap-up. De-select and the re-select
"mark course complete". Using a military network, may block this feature.

My TEST was interrupted or internet disconnected.

STOP... Do not rush to complete test. We are not testing you on how well you can guess. DO NOT select “mark course
complete” this action cannot be undone and we are unable to view your test. Simply put a ticket into the help desk.
We can review your test and provide you with an extra attempt if circumstances permit. Please note: we are able to
see breakdowns of students tests to include but not limited to time spent on each question and times spent on
different windows.

What do | do if | accidently selected Marked Course Complete?

Selecting "mark course complete" finalizes your grade. When selecting mark course complete, there is a warning that
states action cannot be undone. As information is sent to multiple systems this action cannot be undone and
student will need to re-register. New offerings are usually created the first duty day of each month. When the next
one is available you will see "re-register" where you saw "resume".



FAQ

| re-enrolled, but | don’t see my new course/how can | see my new Course?
Make sure to select Active program: Select the blue button at the top left of the course wrap-up screen and change it
to the active program.

How do | print my Certificate?

Certificates are only available once student’s complete capstone and instructor has submitted all the grades for the
entire class. Grading takes one week after the last formal day of class and systems will take another week to update.
Certificate are visible but will state NULL until program completion, grading, and synchronization. Once completed,
students will be able to go into SLcM, click “My Documents” to print off their own Certificates.
https://aueems.cce.af.mil/sap/bc/ui2/flp

How do | update my records?

(Must have Certificate) Record update should be automatic once Certificate is available.

If your record was not updated. Bring your certificate in hand to your education office or MPF. If they say they
cannot update your records while there contact

Total Force Service Center at 1-800-525-0102,

check the website: http://www.afpc.af.mil/,

or

email them regarding your official record at: tfsc_2@mypersmail.af.mil



https://aueems.cce.af.mil/sap/bc/ui2/flp
http://www.afpc.af.mil/

FAQ

How do | re-register?

New course offerings are usually created on the first duty day of the month around 0900 central

Students can mark the "course complete" to close this offering and you will have access to the next offering for that
course. You will see "re-register"” to join the next offering. As a reminder, students cannot have two registrations
within the same month. Re-registering does not restart your due date. 15t and 2" registration students can self re-
register. 3" requires Squadron Commander approval.

Please reference your student handbook located on the “Resources” page for re-register MFR example.
https://www.airuniversity.af.edu/GCPME/EPME/

How do | drop from a Capstone class?

Student can login to the Registration Portal and drop themselves. They can do this up until 2359 Central on the
Sunday prior to course start date. If students drop after the 2359 Central Sunday before the Start date, a grade of
UNSATISFACTORY will be awarded.

| am going in-resident. How can | dis-enroll from Self-Pace?
DL enrollment will not prevent students from going in-resident. DL courses will remain active to help students in case
their situation changes.


https://www.airuniversity.af.edu/GCPME/EPME/

FAQ

Why can’t SSgt attend NCOA/Why can’t TSgt attend SNCOA?

Rank reduction / eligibility:

As of Nov 2021, all EPME courses enrollment are limited based on rank: ALS — SrA, NCO — TSgt, SNCO — MSgt.

Both the Command Chief of the Air National Guard and the Air Force Reserves have sent messages to the field.

EPME is intended to be taken when students can apply what they learned and use the skills. ALS is a promotion
requirement for SSgt, NCOA is a promotion requirement for MSgt, and SNCOA is a promotion requirement for SMSgt.
Once promoted, members have 2 years before they are eligible for rank increase.

Students that previously held the rank will need to wait until their rank status changes back to an eligible rank in
MILPDS.

Why cannot | access my course Google Drive?
Make sure you are logged out of your personal Google Account before trying to access the class google drive and
that you have been added to the group google drive by reaching out to the instructor

Why are my videos not working on my Government Computer?

We recommend not using government networks (NIPR) as your local Comm folks tend to block content and cause
issues when testing. Be aware: Guard/Reserve students are given retirement points to offset time spent in the
course so it is expected to be done from home.



DO GREAT THINGS!
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