How does the application process work? 
The DAU Student Services Office and regional student service liaisons register no students, except walk-ins.  Each DoD service, e.g., Army, Navy, etc., has a specific training office that acts on your application. Your service, including DoD non-military departments, such as DLA, funds your training, assists you with TDY orders, places you in a wait or reservation status or may disapprove your application. If you have questions about the status of your application, contact your agency POC.  You can find POC contact information in the consolidated list of all application programs on the www.dau.mil site.  See below for direct link to this section of our site.
 
Each category of students has a specific registration system; all use the Army’s ATRRS system as its “engine.” The instructions below are necessarily generic but comprehensive enough to answer most questions. Each application program has a tutorial of some type listed on the left hand menu. The labels directing you to this information vary. 
This is the direct link to the consolidated list of all application programs for all student categories.  http://www.dau.mil/registrar/Military%20personnel%20Welcome.asp

STEP BY STEP GENERIC INSTRUCTIONS
1.  Know in advance which class and section you want to attend, e.g., BCF 204-001.

2.  Once the application screen appears, read the bulletin board messages, or click on Main Menu in the top right hand corner of the screen, or click on the “Continue to…” button at the very bottom of the bulletin board page. 

3.  When the Main Menu screen appears, there will be a menu at the left. Click on Prepare Application. The program may prompt you to update your student profile.  Fill out the application completely. Note all the other options available on the menu, including canceling a class.

4.  If the class you want doesn’t appear in the drop down list of available classes, contact your registering agency.  DAU does NOT manage the application programs for each student category and cannot make changes to service and agency-specific application programs.

5.  Press the “SUBMIT” button at the end. 

6.  The application will go to your supervisor, who must approve/disapprove. Alert your supervisor to this pending message. 

7.  The application then goes to the acquisition training office associated with your student category.  The training rep at this office will review your profile and either register you in the class, put you on a wait list, or disapprove your request. You will receive various messages from “the system” advising you of activity concerning your application and ultimately your reservation status. You cannot start a web enabled class until you get a message telling you that you can. DAU Help Desk for web enabled classes: 1-866-568-6924 (choose option 1), dauhelp@dau.mil.

8.  Call the POC for your agency if you have questions about the status of your application, TDY orders, cancellations, etc.  DAU has no visibility on your application until your agency registrar representative registers you or puts you on a wait list.

9.  For classroom-style classes (not web enabled): After you have a quota reserved for a course, 45 days before the start of the class you will receive an email explaining where and when to report for the class, lodging contacts, local POCs and much more. SAVE THIS MESSAGE for future reference.  Some courses have pre-course assignments or reading material.  Be sure to pay close attention to various messages you may get about these.

10.  The application and approval process can take several days.  You can determine the status of your application by returning to the application program.  Labels vary, but you should see a menu item for “Review Application” or words to that effect.

11.  CANCELING A CLASS: If you are not able to attend the class, you must officially cancel your reservation through the agency-specific site you used to apply. DAU has no user rights to cancel your seat in a class.  If you don’t cancel, your status will be No Show when the class starts, which could prohibit you from applying for additional courses for 6 or more months (service or agency policy applies).
 
