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Login Page

The login page for DPAS eLearning is at http://dpaselearning.golearnportal.org

1.
2.

DPFAS eleaming * Login to the site

Returning to this website?

Login here using your email address and password.
[Cockies must be enabled in your browser) g

Username [Emafl]:

Passwird: M@

Forgokten your usemanms or password?

Defense Property Accountability System alearning

For help, contact the Columbug Call Center

Toll Fres - 1. 866,498, 8687
D'5H - B69.0ERE
COMM - 614,693,0605
[05M and COMM available DE0D - 1500 or 6:00 AM -
&:00 PMEST]
Emafl « coo-coc®dfas. mil

(Veshemeiogn( )

CRHRD (AT LL| Aodpaaitias

You are not logged in. |

First, you will need to create a new account to access DPAS elLearning.

After you have created your account, you will login with the username and password you created
for your DPAS elearning account.
If you forget your password, you can simply select the Yes, help me log in button. The two step
process is described later in this guide.

Is this your first time here?

H# For full access to courses you'll need to take a mirute to create
a rigrw aptount for yourself on this web site. Here are the steps:

1
2
3
4
-1

. Fill out the 1 fwniny with your detalls,

An emall will be immediately sent to your emall address,
Read wour emadl, and click on the web link it contains,

. Touwr account will be confirmed and you will be logged in,
. Mow, select the course you want ko participate in.

i v Ay (ARG
Property & Equipment Policy
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Creating a New Account

When you select the Create new account button on the DPAS elLearning login page, you will be
prompted to complete a web form. Please complete the fields carefully and review your entries be-

fore selecting the Create my new account button.

IMPORTANT: Enter your full work email address as your username. Please double check your entry
in this field. If you make a mistake, you must call the Support Call Center to assist you in recreating

your DPAS elLearning account.

1. Enter your full work email address
for your username. When the CAC
login is implemented for this system,
your email address will be used to
synchronize your profile with your
CAC.

2. You MUST follow the password
rules to successfully build your pass-
word. This is a DoD requirement.

3. Complete the remaining required
fields. The City/Town, State, Zip,
Country and Phone number fields all
refer to your work contact informa-
tion.

4. You are required to select your
Agency and Site Id for registration.
Although you are not required to se-
lect your Accountable UIC and UIC
for initial registration, it is highly
recommended that you return to your
profile page and update these fields
as soon as possible. These fields
are used for reporting in the DPAS
eLearning system.

5. Once you have completed your user
account form, select the Create my
new account button. The Confirm
your account page displays.
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Enter your email address and password

@ Username (Email}* |

The password must have at least 15 characters, at least 2
digit(s), at least 2 lower case letter(s), at least 2 upper case
letter(s), at least 2 non-alphanumeric character(s)

@

Password®

More details

Emall address*
Email (again)*
First name®
Last name*
City/ town®
Country™

Administration
JobTide®
Rank
Phene Commercial®
Phone DEN
Waork Address
State
Zip Code®
Supervisor Name®
Supervisor Phone
Supervisor Email®
Agency®
Site Id*
Accountable UIC
uc

OUnmask.

United States

@

Creata my new account | | Cancel |
There are required fields in this form marked®.

U ATAL) Acquinstion Hiracesoes and Anayac (A1)

Proj




Creating a New Account...Cont.

This is the Confirm your account page.

&n email should have been sent to your address at eee~dpastrng® dfas. mil
It contains easy instructions o complete waour registration.

If wou cantinue to have difficulty, contact the site administrator,

CUSD ATBL] Aespatidion Rsiuroes. aed Anabriss INAA|
Property & Equipment Policy

You will receive an email similar to the one shown below:

- SRE I B Defense Property Accountability System eLearning: account confirmation - Message (Plain Tex.. - x
Da i Y bility Sy g f ge (Pl
1oa
Message | Adobe PDF
LT B & ] Y 3 HFind E 1|
& d } : p % Safe Lists ~ & 5’”
e b M Related -
Reply Reply Forward | Delete Moveto Creaste Other | Block | juotjunk | Categorize Follow Mark as Send to
1o All Folder~ Rule Adions~  Semder - Up~ Unread | kb Seledt~ | onemote
Respond Actions Junk E-mail ] Options el Find OneNote
This message was converted to plain text.
From: Columbus Call Center [cco-coc@dfas.mil] Sent  Mon 2/7/2011 2:15 P
Toc CCO-DPASTRNG
(<
Subject: Defense Property Accountability System eleaming: account confirmation

Hi DPAS Student,

A new account has been requested at 'Defense Property Accountability System elearning'
using your email address.

To confirm your new account, please go to this web address:

http://dpaselearning.golearnportal.org/login/confirm.php?data=KaDMSGpNiRXY@5i/cco-dpastrngdadfas.

mil

In most mail programs, this should appear as & blue link
which you can just click on. If that doesn't werk,

then cut and paste the address into the address

line at the top of your web browser window.

If you need help, please contact the site administrator,

Columbus Call Center

cco-cec@dfas. mil

Select the link you were given in this email. The system will confirm your account and log you in.
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Defense Property Acoountability Systom

Navigating in the System

When you log into the DPAS elLearning system, you will see the complete list of courses and the Co-
lumbus Call Center contact information. This is the Home Page for the system.

1. Select the course
name to self-enroll
in the course and
access the course

material. plonming vh)
2. Select your name || Whasure I neod help with 9
from either the bot- - ot doue
. = A e
tom or top right (35 Fr e oricia-A
corner of the page to ) o e
access your profile.
1.866.498.8687
\
IMPORTANT: To Logout ——

of the system, select the
Logout link to the right
of your name. This is the
safest way to exit the
system and save your
progress.

M Supply Store

! DPAS Legacy

Search courses;

]
Property & Equipment Policy

[ |@
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Viewing and Updating your Profile

In most pages in the DPAS elLearning system, you can select your user name link from either the up-
per right corner or lower middle of the page to open your user profile page.

A. Tabs Section - If
you enter your profile
from the Home Page
of the DPAS eLearning

site, you will see two
. DPFAS eleaming » DPAS Student
tabs. You can either
view your basic profile DPAS Student
or edit your profile. Profiie
Select the Edit profile
Country: United States
tab to update your user i
profile. If you open your Y s i ®
. p Zip Code: 41213
prOflle page Whlle you i Supervisor Hame: Supervizor
are in a course, you will Supervisor Email: Suparvisor tastBdpas i
. .. Agency: Tect
see a third tab, Activity site d: Tost

First access: Monday, February 7, 2011, 02:31 PM (34 mins 32 secs)

I’eportS. This tab will Last access: Monday, February 7, 2011, 03:04 PM (49 secs]

display your grades in a M@

course.

IMPORTANT: Make
sure you keep your D T i e md s A
profile information up b
to date. We use this to

communicate with you

about your Web DPAS

training.

B. Basic Profile Information - This lists basic information about you and all the courses you have
enrolled in. When you select a course name link, your profile page for a course will display. You will
see an additional Activity reports tab which includes your grades for the course. You can also review
when you last accessed the system and the amount of time you spent in the system during your first
and last access dates.

C. Password Change Process - Select this button to change your password. You will be prompted
to enter your current password and your new password. An email will be sent to your account notify-
ing you of the change.
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Enrolling in a Course

When you select a course name from the DPAS eLearning Home Page, you will be asked to confirm
your enrollment.

DPAS elearming ™ Courses » Login to' DPAS10TO

Tou are about to enroll yvourself as a member of this course.
Are you sure you wish to do this?

(o ]

CAISDH [ATBL] Acoiniion Elescurces and Ansiy (KA
Property & Equipment Policy

oy arg Iri..m‘ in as |

Select the Yes button to continue to the course main menu.

NOTE: You may enroll in any course you are interested in. You can explore the material and even take
the lesson tests for any course available from the DPAS elLearning site. However, you may only certify
to the specific roles you have been assignhed in Web DPAS. You will receive an error if you attempt to
certify to a Web DPAS role you have not been assigned to.

Courses you are enrolled in will appear in your user profile and in your My Courses block. This block
is shown on the left side of any course page.

DPAS elLearning User Guide 7



Navigating in a Course

Once you have enrolled in a course, you will see the Course Main Menu. This page contains all links
and material related specifically to your chosen course.

DPAS elearming » DFASTII0 m‘

Y, EI (R T

DPAST130 - Data Inquiry course I meed help with...

Please review the syllabus for the grading policy, course objectives and list of
lassons, Select the link betow to open the course syllabus.

=

Opan sach Lesson link below to take the course. Whan you are finishad with
the lzsson materal, open the quiz for that lesson, You must complate each
quiz with a score of 77% or higher to pass. After all quizzes have been
successfully completed, you can unlock your course certificate and certify your
role in Web DPAS,

Lesson: Introduction to Web DPAS

[I11]

A. Breadcrumbs - this can help you to navigate in the DPAS eLearning system. This changes as
you move to different pages in the system. It begins with the Home page and ends with your current
page. All blue text in the breadcrumbs navigation is clickable and will take you to the selected page.
This is also sometimes called a “breadcrumb trail”.

B. Course Main Menu - This section contains your course syllabus, a link to the lesson material,
your course completion certificate link and a link to certify this role in Web DPAS. Please note that
some of these links such as your certificate and role certification will be locked until you receive a
passing score in the course.

C. Administration - You can view your grades for this course at anytime from the Grades link in
the Administration block. You may also unenroll from the course. You do NOT need to unenroll from
a course when you have completed it.

D. My courses - This lists all the courses you have enrolled in. You can select a course title to go to
the main menu for that course.

You may select the topic or test links in any order; however we recommend you follow the course ma-
terial from top to bottom. Your progress in a topic will be bookmarked. When you return to the course
material, you will return to the slide you last viewed.

NOTE: If you know the material or have taken a particular lesson in another course (for example, “My
DPAS”), you may skip the course material and just take the lesson test.

DPAS elLearning User Guide 8



Opening Course Material

When you select the link to the course material from the Course Main Menu page, the Course will
appear.

g4 material ‘m

The Defanse Proparty Accountabiliy System (DFAS) |s a Deparment of Defense (Do) propery management system. it is the Accountable Property System of
Record (6FER) for aver 20 DoD Agencies and Milgary Sendces. DPAS cantains two rmodules, Fropery Accourtability and Supply Stome. This program is
administered by the Office of fhe Under Secretary of Defense for Acquisition, Technology and Logistics (OUSD ATEL), a branch of the Office of the Secretary of
Defensa.

- Goals

At compliting this tapsc you will be able to:

= Understand the histary of Wak DPAS and the laws thatinitiated its beginning
® Idartify the Security requirements neaded o accass DPAS
® Dieseribe the five major stages In the Wsb DPAS Iacycle

THISE JATAR | Asquunation Renoarces and Ay [RHA)

Property & Equipment Policy

A. Use the lesson navigation to move from slide to slide, or navigate directly to a page by utilizing the
index.

B. When finished viewing your lesson, click on the “Exit Course Material” link to return to the Course
Main Menu.

DPAS elLearning User Guide 9



Taking Lesson Tests

Select a test at the end of any Lesson Section from the Course Main Menu to begin.

A message will appear: “Answer all questions and select the Submit button to receive your score.

Your score must be 77% or higher to pass the quiz.”
Select the “Attempt quiz now” button.

Once you begin the quiz, A | -
you will be asked from ten P - E
to twenty questions. '

DPAS eLoarming = DPASTII0 s Quizzes » Introduction to 'Web DPAS Quiz - REQUIRED = Attompt 1

You will be presented with

one of three types of ques- Introduction to Web DPAS Quiz - REQUIRED - Attempt 1

t|0nS: M u Itl ple ChO|Ce, True/ Navigation: You can refresh your page or perform an action in Web DPAS to reset the "Time Remaining until
False’ or Mu I‘tlple Select. Session Timeout Counter®.

If the question is Multiple Answer: OTrue

Choice or True/False, you
can select one answer from

Navigation: ou can highlight and expand (drop-down) menus by moving vour mouse pointer over the main

the options provided. You menu ftem text,

can select multiple answers B o

by selecting checkboxes OFalse

from the options provided in

a Multiple Select question. b s sl ks e
Once completed, select the e o ————

Submit all and finish but- 6. Microsoft dccess

ton once you have selected G .

your answer(s). If you can-

not complete the test in one (Save vihou subroting | (Scbrt il andfeish |

sitting, click on the Save
without submitting button.

CUSE ATAL ) Acruesition Hescuraes asd Analysis (ARK)

Property & Equipment Policy

You are logged in as { 1

DPAS elLearning User Guide
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Taking Lesson Tests...Cont.

After you select Submit all and finish you will review your score and answers.

DPAS eLlearning = DFASTTI0 = Ouizzes * introduction te Wb DPAS Quiz  REQUIRED " Review of attempt 1

Starbed on Monday, February 7, 2001, 04:09 PM
Completed on  Monday, February 7, 2011, 0501 P
Tirne taken 52 mins 14 secs
Marks 1B/20
Grade 90 out of a meximum of 100 [90%)
1 Navigation: Tou can refresh your page or perform an action in Web DPAS to reset the “Time Remaining until
Marks: 1 2ession Timeout Counter”.
Answer: Trug
False x
Cormect
Marks for this submission: 171,
2 Navigatien: Tou can highlight and expand (drop-down) menus by moving your mouse pointer ower the main

Introduction to Web DPAS Quiz - REQUIRED
Review of attempt 1

Marks: 1 menu item text,

Bngwer:

Trus f

False »

Select the Finish review button.

DPAS elLearning User Guide
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Taking Lesson Tests...Cont.

A summary of previous attempts will display. From here you have a few options.

‘ﬁ‘ DPAS eleaming = DPASTTI0 » Quirzes * Introduction to Web DPAS Quir - REQIES DIPARIIN = Byabie

Opan aach L asson ek balow fo feke the cowrse. Wi

L] Cheerview
! Maigation
rdump o
L by DFAS
Answer all questions and select the Submit button to req ¢ Customizstion Quiz - REQLIRED
or higher to pass the quiz. L Inquines
¢ Ingquinies Quiz - REQUIRED
E] DFAS1130 - Course Evalustion

Introduction to Web DPAS

Grading methad: Highs
T OFAS1130 - Complistion Cerificets

Summary of Your previ  g.ucr me fink bejow o certity the DPAS role for..

) I:erﬁf,- iy Faole for Inquiries

Selact the link below fo wew amd prinl Your cours..,

Completed Marks 7 20 Grade / 100
Maonday, February 7, 2011, 05:01 Pm 18 L il

Highest grade: 90 / 100.

(Fearenpiase ( B)

DU AT BL) Acxparidiis Besoarors anad Analyid [ARA)
Property & Equipment Policy

You are logged in as |

A. Use the breadcrumbs feature to go to the main page or the course main menu.

B. Use the Jump to... by selecting your next destination in the drop down menu, or using the next

arrow.
C. If you did not pass with a 77% or higher you may re-attempt the quiz.

NOTE: You may take the lesson quiz multiple times. Your highest score will be tracked in the system.

DPAS elLearning User Guide
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Viewing Your Course Completion Certificate

Once you have successfully passed all the lesson tests for a course, you can view and print your
course completion certificate and certify your role in Web DPAS.

Splact, thal Bk balow Lo view brvd pring your courie complation cartificate a

Impartant Hote: This link will b unlocked when you pass the lesson tests with 8
scones of 779 or kdgher,

] ( il ’ A
3
St tha ek balovar R3 cairtify they DPAS no

succassiully cartified your role o
Items and functions thak ans

Impartant Hote: This I'll,
BreE of T7% or Mate

&

alesrming

&JPAQ

DPFaS eLearming * DPASTTIO * Certificater = DFASTTIY - Completion Certificate

Satect the Frk below to generate a certificats. You cannol regenarale & new cortificate once you hine completed thit process. You can view
your gerarated cartificata at amy tima,

Back_

Click. the button Deloe Lo open your certificate in 8 new Drowser window.

RIS AT | Ao R, el Bt R
Property & Equipment Policy

o are logged in at [ )

1. From the Course Main Menu, select the Course Completion Certificate link to open the certificate
page.

2. If you have successfully passed the course, a Get your Certificate button is displayed. Select this
button to generate your certificate.

NOTE: If you have not successfully passed the course, you will receive the following message “This
activity is currently locked. You must complete the following prerequisites first: Course Material”.

DPAS elLearning User Guide 13



Viewing Your Course Completion Certificate...Cont.

IMPORTANT! The certificate will open in a new window. You must have Adobe Acrobat Reader to
view the certificate. It may take a few moments to open and view your certificate.

50 it [ D § | ©® [0 | ) cotdone - Fap- |

This is to certify that

DPAS Student

has completed the course

DPAS1130 - Data Inquiry

(18 February 2011

A. Adobe Acrobat Reader Toolbar - you can print your course certificate or save it using the print
and save icons.

NOTE: Although the course certificate is not typically used to certify your role in Web DPAS, it may be

used to help verify any problems with role certification. Your supervisor may also request a course
certificate for training verification.

DPAS elLearning User Guide 14



Viewing Your Course Completion Certificate...Cont.

If you wish to return to the course to view or print your certificate again, select the Course Completion
Certificate link from the Course Main Menu page and select the Review your Certificate button.

|« J Jumpo

DFAS elearning » DPFASTTI0 » Certificater » DPASTT30 = Completion Certificate

You received this certificate on:
0B February 2011, 10:20:02 AM

[ Back | [ Reviewyour conscats |

CHFRD (ATRL) Atpariatrin ot ] Anvabyiord, |ARAY
Property & Equipment Policy

You are logged in as |
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Certifying Your Role in Web DPAS

You must meet several criteria to certify your role in Web DPAS. You must successfully pass all of the
lesson tests and your Web DPAS general access must be granted prior to certifying your role in the

system. Your roles request form must also be processed before you can successfully certify your role.

=]
Saplige:t thp Bnk balow Lo view srd pring your courig completioncartifcats, a

important Hote: This ik will be unlocked when you pass the lesson tests with a
scones of 77 or baker,

Choose a digital certificate

Sliae:t they Bk Dl L0 CRPLIfy the DPAS role for this & .
Identification

'E The website vou want o view requests identification,
*

irems mnd function:

Important Hate: This link will be unlocked swhen
wnigd Of T7% or biher.

sl

Please choose & certificate,

Marne Issuer

DFAS STUDEMT DD EmAIL Ch-24

[ rore Info... ] [ViewCertiFicate...]

@1 K H Cancel ]

{= WPSANDS - User Completed Curriculum Update ... |Z||E|g|

1. On the Course Main Menu page, select the

Certlfy my role llnk to open the role related & | https!/{app.dpas.dod. milfproperty account ability /Curviculum WESANE v ﬁA
ﬁlncnonal‘lty n Wel? DPAS. Curriculum Information
2. Several windows will open. On the Choose
a digital certificate dialog box, select your * Curriculum Number: DPAS1130
EMAIL certificate if available.
.. * Carriculum Name: DATA INQUIRY
3. Select the OK button on the Choose a digital <
certificate dialog box. * Date Completed: 2/8/2011
Y. i . f th t You Passed! You should now have access to the portion of
ou will receive a message from the system once the DPAS Application covered by this class.
you successfully certify your role.
Eecord has been updated
b
ID € Internet F100% v

DPAS elLearning User Guide
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Viewing Your Grades

The Administration block on the left of the Course Main Menu page contains several links. You can
view your course grade at any time using the Grades link in this block.

vui.a.!rrlun‘

,»JP'!§

ola rllr'g

1130 Orader * View & Uger repart

Choosa an achon ‘®
User report - DFAS Student

Crwmrview report Uper report

T dde Bvem Taade Rasvgs:
~J DPASTTN0 = Data Inguiny

000 K (S0U00 I:IW\.rI e ¥00U00 X (H00UDDY

1:|:cn:n:|mu:v:. 000 % 2RI K (OGS | o

FI0U0 A {MO0LD0Y | 0.00 % FRUa0 00,00 X {H0D.000

. 00 % 00000 X DDy -
PAATE AT) U0 % X0 R 060 & I0GU00) PEAT % [@

R ATRL| At Brvinsue i Avstvas SR
P « Equiprnent Policy
Wirw ik I |

1. Select the Grades link to view your grade for the course. Your Grades User Report page is dis-
played.

2. Review your grade for the course - this is the overall score from your lesson exams.
NOTE: Your grade will only be visible once you have completed all lesson tests for a course.

3. Select “Overview Report” option from the dropdown on the left side of the page just under the
breadcrumbs to view your grades for all courses you are enrolled in. See screen shot on next

page.
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Viewing Your Grades...Cont.

‘““"”ﬂg =

Jurng ...

DPFAS eloarming * DPASTYI0 * Grades * Yiew » Cwvorview report
Choose an achion,,, ¥
Overview report - DPAS Student

Wigrey

Orvarview report L@ ropart

Course nameGrade

96,67 % [96.67)

DATSD ATAL} Aecuisiton Resonsries and Asabysis (ARK)
Property & Equipment Policy

vou are bogged in as § |

Support Call Center

Contact the DPAS Support Call Center if you have any questions concerning DPAS
elLearning.

Toll Free - 1.844.THE.DPAS
or-1.844.843.3727
(available 24x7)

Email - dpassupport@leidos.com

DPAS elLearning User Guide
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