Attention

Save, print and read this information. This document will
provide insight on issues that will help you through the course.

Contents
Welcome to the Advanced Course (AC) Phase 1 (AL):..ccuiieiieeiireeeie ettt et e e e are e savee s 1
HOW £0 @CCESS The CONTENT: ...t st ettt et b e sb e e e s ne e 2
Login and Launch Content (Detailed instructions are provided at the end of this memo)................. 2
T 1l S g 11 a - 14 (o] o PSP P PO POROPRP 2
(0o T YN @oT 0 0] o] 1=\ d o o [P UP TP 3
How to submit an Army Training Help Desk (ATHD) comment or question (ticket) .......cccovveeviiieeeiiineeenns 4
How to Log in to the Army Learning Management System (ALMS) ........coccviiiiciiiii et eeeee e 8
How to review a lesson from the “Detailed Training Records” ar€a.......cccoccuveeeevieieeecieee e 17
Taking and retaking the FINal @Xam ... ... e e e s e e s nre e e e sareeas 19
Obtaining your record of completion Credit..........ocvieiieeecie e et ree e sare s 26

Dear CES Advanced course Participant,

Welcome to the Advanced Course (AC) phase 1 (dL):

The Advanced Course (AC) dL - Phase | consists of focused reading assignments that are
available in the content lesson. The reading assignments directly support the AC learning goals,
outcomes, and tasks. After completing the reading assignments, a comprehensive exam is
located in the Exam lesson. Successful completion of the AC dL - Phase | requires a passing

score of 80 percent or higher on the comprehensive exam.

Note: In addition to the reading assignments and exam you are also required to participate in a

Multi-Source Assessment and Feedback program. Instructions are provided in the content lesson.



How to access the content:

You should have received a notification message that instructed you to initially log in to the Army
Learning Management System (ALMS) server. The course lesson and content should be available to you
in the “Current Enrollments” area of your ALMS.

If the lesson is completed or opened and then closed without completion it will move to the “Detailed
Training Records” area (formerly called “Transcripts”). You can replay a lesson over and over again from
the “Detailed Training Records” area.

If you have technical problems with the course please contact the Army Management Staff College dL
Team via the Army Training Help Desk (ATHD). To submit a ticket, log into AKO and then paste the url
https://athd.army.mil into your browser.

Login and Launch Content
(Detailed instructions are provided at the end of this memo)
e Loginto ALMS via AKO (using CAC or AKO UserID and Password) then use the “Self Service”

Dropdown and the “My Education” link or go directly to the ALMS at
https://www.Ims.army.mil/.

e You will be prompted to enter your AKO Username and Password information if you go directly
to https://www.Ims.army.mil/.

e You are now logged into the ALMS. You are on your homepage.

e C(Click on the “Current Enrollments” button and your registered course lessons will be displayed
with the option to launch them directly. Lessons will not be listed in order and you should sort
them alphabetically. Please note you will have to repeat this sort each time you log into the
ALMS to view your lessons in Alphabetical order. We are working to improve this feature.

e Click the content (lesson) “Launch” button

e Upon completion of the first lesson, to access the next lesson, in the “More Actions” box click
the “Go to Enrollments” link

Once you have completed the lessons and closed the course, your completion is reflected in your
“Detailed Training Records”. You may view your status (how many lessons you have completed) from
the “Detailed Training Records” area. You can also replay a completed lesson from the “Detailed
Training Records” area.

Final Examination:

The honor code is important for any distance learning completions. Please realize that this course must
be taken individually and the honor code focuses on your responsibility as a student.


https://athd.army.mil/

There are 20 questions on the examination. Please take the time to review the lesson material prior to
taking the exam. You may experience problems passing the exam without studying. You should take
notes during the course. You should allocate at least 50 minutes to an hour to complete the exam.

Once the last question is answered, the examination will close and then display your score. If you do not
pass the exam you can obtain exam feedback. See the “Taking and retaking the Final exam” section later
in this document.

For exam feedback you will see an abbreviated version of your question, the answer chosen, and if you
answered correct or incorrect. You will not see correct answers for questions answered incorrectly.

Course Completion

You will have two (2) attempts to pass course and must score an 80% or above.

After you have completed all lessons and the final exam, you can access your record of completion in
CHRTAS. Please allow 1-2 days after completion for processing. Once signed into CHRTAS, go to the left
hand menu, “Student” menu item, trace to and click on “Training History”. There is no need for you to
print a completion certificate from the ALMS. If your record of completion is not listed in CHRTAS after
48 hours please contact the Army Management Staff College dL Team via the Army Training Help Desk
(ATHD).



How to submit an Army Training Help Desk (ATHD) comment or
question (ticket)

(1) Go tothe ALMS “Home Page”. Click the “Help center” link in the “Links” button. You can also go
directly to https://athd.army.mil/.

(2) You may see a Government Security warning, if so, Click “OK”.



(3) When the Army Training Help Desk (ATHD) Appears, Click The “Ask a Question/ Submit a
comment” tab.

(4) Type your Subject and your Question/Comment (be specific and detailed).



(5) Select the Category Dropdown and Select “Army Management Staff College (AMSC)”.

(6) Select the sub Category Dropdown and Select “Advanced Course (AC)”.



(7) The system will provide a list of Frequently Asked Question (FAQ) answers. If they solve your
issue you are done. If they do not solve your issue Click “Finish Submitting Question”.



How to Log in to the Army Learning Management System
(ALMS)

(1) Go to AKO and Log in with your CAC or AKO User ID & Password

(2) Once logged into AKO, use the “Self Service” dropdown and select/Click “My Education”.



(3) Your “My Education” page should appear. Click the ALMS Logo or ALMS link to go to
the ALMS.

(4) Once at the ALMS home page you can Click “Current Enrollments” to see your
courses/lessons. Note: Your display may be different based on the number of course you
have completed or your ALMS enrollments. Some of the following directions have SDC
lessons displayed for example purposes. The principle is the same for Advanced course
lessons.



(5) Your courses may be displayed out of order.

(6) To sort youg/courses, Click the “Sort” dropdown arrow and select “By Assigned on Date”
then Click “Search”.
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(7) Your courses should appear as a display similar to the one above. Click the [+] symbol to
expand the course.

(8) Click the next [+] symbol to expand the lessons.
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(=114 CIVILIAN LEADER ADVANCED (1-250-C62 (DL)_1) [ View Details | more actions

Fr12-0% Completed
Selected Path: Fy12
Assigned By: Harvey Burgess (Assigned On: 07/11/2012)

= Required: Module (Progress: 3 of 3 learning items required. 0 of 3 completed)

il AMSC ADV Course (AC) - Lesson 00 - Desk Launch more actions
Reference (00033413,Version:070112)
Duration: 00:00 hours
Status: Confirmed ( Registration Date: 07/11/2012 )
Course Iteration Name: CIVILIAN LEADER ADVANCED (1-250-C62 (DL)_1)
_O7/01/2012_crscl000000000018080

%l Amsc ADV Course (AC) - Lesson 01 - Learning [ ViewDetails | more actions
Content (00033415, Version:070112)
Duration: 00:00 hours
Status: Confirmed ( Registration Date: 07/11/2012 )
Course Iteration Name: CIVILIAN LEADER ADVANCED (1-250-C62 (DL)_1)
_07/01/2012_crscl000000000018080

[Hix| AmMsc ADV Course (AC) - Lesson 02 - Exam (00033434, Version:070112) [ ViewDetsis | more actions
Duration: 00:00 hours
Status: Confirmed ( Registration Date: 07/11/2012 )
Course Iteration Name: CIVILIAN LEADER ADVANCED (1-250-C62 (DL)_1)
_07/01/2012_crsclo00000000018080

< .

Done_

(9) Note: You now have a Launch Button on lesson 00 the Desk Reference. Launch this lesson
first.

(10) Lesson 00 is a copy of this document that you are reading now! When complete close the
lesson.
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(11) After you close the lesson, the window will display your status as “Successful”. You can
use the “Go to Enrollments” link to navigate back to your enrollments and launch a new
lesson.

(12) Click the [+] symbol to expand your lessons again following the same process used
above..
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(13) Notice you now have a “Launch” button for lesson 01.
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(14) Click the “Launch” Button to Open the Lesson.

(15) Lesson window with Table of Contents. “Next”

utton.
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(16) To exit the lesson you must use the Browser (Red X) “Exit” button.

(17) Whgn the lesson closes it will record in the ALMS and show that you have completed the
lesson successfully.
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How to review a lesson from the “Detailed Training Records”
area

(1) Click “Detailed Training Records”

(2) Displays Completed training.
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(3) To Launch a lesson again “hover” your mouse over “actions” then click “View Content”

(4) A new window will open and allow you to launch and review the lesson again.
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Taking and retaking the Final exam

(1) Follow the same process as before to obtain a “Launch” Button by clicking the [+].

(2) When ready to take the final Exam click the “Launch” Button. Ensure you have allocated
at least 50 minutes to an hour in a quiet uninterrupted environment. If you are interrupted
and the exam times out, you will be charged one of your 2 attempts! If this happens
contact the help desk per the procedure above and explain that the system timed out and
request the help desk reset your exam attempt. You must complete the exam in one
session. You cannot exit and save the examination! If you do, you will be charged one of
your 2 attempts. When the exam window appears read the directions for your specific
exam and Click “Next” to start the Exam. When you submit the final question “wait” for
the screen to refresh. Patience is not only a virtue, it is a skill when working with
technology!
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(3) In the event that you do not pass the exam on your first attempt you should see a screen
similar to this screen. You should see your score and completion status. You can hover
your mouse over the “Actions” link to view your exam results. If you do not see a screen
similar to this one, contact the help desk for your exam results.
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(4) Hover your mouse over the “more Actions” link and click “View Results by Lesson”.

(5) Click “Responses”.
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(6) If you click “History” you must click “Responses” again.
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(7) Here are your exam choices. Click Export to save them to your desktop or hard drive.

(8) When the File Download box appears click Save and save the file to a location on your
PC. Then open the file to see you specific choices.
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(9) Notice the list is identified as Q 0, Q_1, etc. to Q_19. (Note Q_0 is Question # 1, etc.).
Us this list to study for your last attempt on the examination. You can identify specific
areas where you need to study and go back to those lessons for review before taking the
exam again.
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(10) When ready take the exam again navigate to the second exam and click “Launch”.

(11) When ypu pass the exam you will see the above display in the ALMS and you
will see your score and Successful status.
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Obtaining your record of completion credit.

Log into CHRTAS and when you arrive at the CHRTAS Home Screen.

Hover your mouse over Student then trace down to “Training History” and click or use the
Individual Development Plan (IDP) link and navigate to “Training History”.
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You can now review your Training History. AC is ATRRS course number 1-250-C62 (DL).
There is no certificate for the DL phase.
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