Army Managers’ Internal Control Program (MICP) Computer-based Training
Army Learning Management System (ALMS)

Access Instructions – as of 29 August 2016
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1.  Log into ALMS by navigating to Army Knowledge Online (AKO) at www.us.army.mil.  Click on “I Accept” and then on “Sign in” if you are using your Common Access Card (CAC).  When prompted, choose the certificate from your CAC to authenticate your action and then, when prompted, type in your CAC Personal Identification Number (PIN).  Click on “I don’t have a CAC/Personal Identity Verification (PIV)” if you aren’t using a CAC, type in your AKO username and password, and click on “Sign in.”  At your AKO home page you will see a dark green bar at the top of the screen that contains navigation headers in white type (Home, My Account, Favorites, Quick Links and Self Service).

2.  Click on the “Self Service” dropdown menu and select “My Education.”  (Note:  Sometimes clicking on “My Training” doesn’t work/causes errors).

3.  Once in “My Education”, click on the ALMS logo box.

4.  You are now logged into the ALMS on your ALMS homepage.  Click the “Search” link at the top of the list of links on the left side of the screen, below where it says “Home.”

5.  In the “Search” box (second box from the left) click into the box and enter “Internal Controls.”  Then click the “Search” immediately to the right.

6.  You will now see role-based, internal control-related courses listed.  Scroll down the page and find the course for the role you need:  

a. MICP Internal Control Administrator (ICA) Course (the long course)
b. MICP ICA Refresher Course (the shorter course for experienced ICAs)
c. MICP Managers Course (for managers)
d. MICP Personnel Conducting Evaluations Course (for evaluators)
e. MICP Senior Responsible Official (SRO) Course (if you are at the Major Command (MACOM) or Headquarters level of your organization there is one SRO who has been delegated as such by the Reporting Unit Manager).
f. MICP Assessable Unit Manager (AUM) Course (for the Major Subordinate Command or MSC Commander or Leader, delegated by the Reporting Unit Manager).

Note:  Other courses are listed when you search on “Internal Controls” such as “Statement of Budgetary Resources (SBR) Internal Controls Training, MICP Internal Controls in Army Regulations Course, and a couple of Safety Courses.  These can be taken for other purposes or by other personnel.  The courses listed in a. through e. above are the Army’s role-based MICP training courses.

7.  When you have chosen a course from the list, at the bottom of each small course section you will see links that say “Begin Registration | Add to Plan.”  Click on “Begin Registration.”  The next screen will display the modules for that course in a section titled “Selected Learning.”  

8.  At the bottom of the list of modules for that course, you will see boxes that say “Complete Registration” and “Cancel.”  If that’s the course you want to take, click on “Complete Registration.”  Clicking on “Cancel” will take you back to the list of courses.   The next screen you see says “Registration Confirmation” at the top.  It will show your name, billing UIC, course order status (Confirmed) and a reference number.  You can print this out in a printer friendly version by clicking on that option at the top, middle of your screen.  Below the Order Items detail shows the modules included in the course.  

At this point, you will receive an email alerting you that you are now registered for the selected course.

NOTE:  You may receive the “pop-up blocked” box after completing the previous step.  If this occurs, choose the “Always Allow Pop-ups from This Site” option.  After clearing this error, you may be returned to the homepage and should proceed from Step #4 above.  Please contact the help desk if you have further issues (see contact information at the end of these instructions).

9.  From the Registration Confirmation screen, you can launch any module of the course.  You will see “Launch Content” links next to each module section.  It’s best to select the “Letter of Instruction (LOI)” first.  Next to the “Letter of Instruction” module, click on the “Launch Content” link.  A pop-up box will appear.  Select “Open.”  A Microsoft Word document will open up asking you to please read the entire document (highlighted in yellow).  You could save the LOI to your desktop or other file folder on your computer as a reference because the information is very good.  When you are finished reading the LOI, close the document by clicking on the “X” at the upper right-hand corner.  You may also need to click on the “X” in the upper right-hand corner of the pop-up window if it’s still open.  Then you will receive a message that ALMS is saving data and you should see “Successful” in the “Completion Status” column for the LOI module.   
  
10.  To continue to the next module, select the “In Progress Learning” link from the menu at the left side of the screen (or from the “More Actions” box at the upper right side of the screen).

11.  Find the course that you registered for either by sorting (at the top of the screen) by “Assigned on Date, Event Start Date, Registration Date, Due Date, or Alphabetical” if you have a lot of courses in your profile (easiest is to sort by Registration Date since you most likely know when you registered for the course).   

12.  You will see the LOI listed.  Since you have reviewed the LOI, there should be a note in parentheses that says “Progress:  1 of 1 learning items required.  1 of 1 completed.”  

13.  Click on the Plus Sign “(+)” found in a box next to (to the left of) the module title you want to launch next.  When the screen refreshes, scroll up to the beginning of the list of modules within the course and note that the plus sign you clicked on will change to a minus sign (-).  Immediately below that minus sign (-), click on the Plus Sign “(+)” for the module.  

14.  When the screen refreshes, you will see a grey box containing two training content items.  The first one is for the module and the second is for the exam related to the module.  

15.  Click on the “Launch” box to the right of the training content line item for the module.    

16.  A Microsoft PowerPoint file will open up in a new window with slides for you to review carefully and prepare for the module exam.  (Hint:  It’s a good idea to save the PowerPoint files from each module to your desktop or other file location for future reference or to review during the exam.  Move your mouse curser over the new window with the slides inside and find options to print, save, or zoom in/out to view the file larger or smaller.)

17.  When you are finished reviewing the slides (and/or saving the slides), close the file by clicking on the “X” at the upper right-hand corner of the new window.  Then you will receive a message that ALMS is saving data and you should see “Successful” in the “Completion Status” column for that module.   

18.  Then click on the “Launch” box at the right-hand side of the screen to open the Exam for that module.  You can then click on “Exit” if you aren’t ready for the exam or click on “Next” to take the exam.  You need to earn 70% correct answers to pass the multiple-choice exam.  After answering all questions (typically ten (10)) click on either the “Exit” box at the end of the exam if you wish to go back and out of the exam without grading or saving your answers – or click on the “Submit” box for grading.  (Sometimes the system lags, and other times it does not.  Be patient).  Then you will receive a message that ALMS is saving data and you should see “Successful” in the “Completion Status” column for that module if you passed the test with at least 70% correct answers.  If you did not, start step #18 over again.        

19.  Repeat steps 10 through 18 to complete each remaining modules and exams within the course.  (Note:  While you will be able to print out the certificate for each module completed, it’s best to wait and print out the certificate for the entire course.  You will only be able to print out the certificate for the entire course when you complete all modules, pass all exams, and open/close the LOI).  

20. To print the certificate of completion for the entire course, click on “Completed Learning” from the left side menu bar.  Sort courses to see the courses you completed most recently by clicking on “Assigned On Date” in the top row of the course list, next to “Assigned By.”  Find the course you just finished.  If the color bar shows all green and a Certification Path = 100%, the certificate for that course is available.  If you cannot see all of the options at the right of the screen, use your mouse to pull the scroll bar (bottom of screen) all the way to the right.  In the line for the course you completed, click on the “Actions” link, way over to the right side of the screen.  A dialogue box will open with actions.  Click on the last action on the list to “Print Certificate.”  You will see the word “Print” in the upper left hand corner.  Click on “Print” and a printer options window will open, allowing you to direct the certificate to a printer or to print to a .PDF file and save it to your hard drive, along with other options.   


If you encounter issues or problems with ALMS, please contact the ALMS Helpdesk at:

Website: https://athd-crm.csd.disa.mil/ 
Toll Free: 1-800-275-2872 or 1-877-251-0730
Email: athd@mailds01.csd.disa.mil 
Hours of Operation: 24/7


For course content or general questions, the HQDA MICP Staff can be reached at:  

usarmy.pentagon.hqda-asa-fm.mbx.army-mngrs-internal-cntl-prog@mail.mil

