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Bottom Line Up Front (BLUF) 

• GCSS-Army is very different from your STAMIS. 
• You need up-front training to get ready for your installation 

of GCSS-Army. 
• Follow the instructions provided in this brief to get you to 

the exact training that fits your use of GCSS-Army. 
• Once you register for the GCSS-Army WBT course, you 

can begin the WBT training modules you will need to take, 
based on your job role and use of GCSS-Army features. 

• The knowledge you will gain about GCSS-Army through 
these WBT lessons will be of personal benefit to you as 
you join the Army’s transition to its new logistics system.  
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Accessing ALMS via the AKO 

1. From the browser home page, 
type https://www.us.army.mil  
and press ENTER. 
 

Tip: Set the AKO address as  
a ‘Favorite’ on the Favorites 
menu in your browser. 

 

2. When the AKO portal 
appears, click “I Accept”.  

Two steps will get you from your browser’s home page to the AKO front page. 

http://www.us.army.mil/�
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Login to the AKO (1) 

1. From the AKO portal, insert your 
CAC card and click Sign In.  

2. Click to select a Digital Certificate, 
then click OK.  
 

Note: You must have a valid AKO ID 
in order to take GCSS-Army WBT 
classes for credit. 

Name and issuer removed 
for privacy purposes. 

             

Two more steps will get you from the AKO portal to the Digital Certificate screen. 
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Login to AKO (2)  

1. Enter your PIN and then click OK. 
2. When the AKO Main Menu appears, 

click the Self Service option in the 
menu bar.  

             

Note: You must enter a valid 
PIN in a maximum of three (3) 
attempts, or your ID will be 
locked out. 

             

Two more steps will get you from the CAC PIN screen to the AKO Main Menu. 
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Accessing the ALMS from the Self-Service Menu 

             

1. In the Self Service Menu, click “My Training”. 
2. When the ALMS window appears, click the 

ALMS logo. 
3. See p.10 for the new ALMS portal.   

Note: There will be other 
options in windows on the  
My Training page. Find the 
one with the ALMS logo, as 
shown.  

             

End of Topic 

Two more steps will get you from the Self-Service Menu to the ALMS servlet.  
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Accessing the ALMS Directly 

1. Open your browser and navigate to https://www.lms.army.mil.  
2. Insert your CAC into the reader. Click Sign in with CAC.  

             

You can also access the ALMS directly (without going through AKO).  

             
Note: Secure login (https). 

https://www.lms.army.mil/�
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Digital Certificates 

Accessing the ALMS Directly (2)  

Note: You must enter a valid PIN in a maximum of three (3) attempts, or your ID will be locked out.   

             

1. Select a digital certificate and click OK. 
2. When the ActivClient Login screen appears, enter your PIN and click OK. 

9 
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ALMS Selection Page  

Most frequently 
used buttons.  
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Note: Not used for GCSS-Army WBT  Click here for access 

Click to leave the ALMS 

If you receive a Security Warning, 
click “No”. 

             

The ALMS GUI was recently changed. 
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Mandatory Courses 

Mandatory Courses 

Note: The Exit option will take you completely out of the ALMS.  

Most frequently 
used buttons.  
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• The Mandatory Training option shows all mandatory courses for that user. 
• GCSS-Army WBT courses are not found under the Mandatory Training option. 
• If you access this page by accident, click the “Go To ALMS Homepage” button. 
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The first time the ALMS Home Page loads, you will see this message. 

• You MUST watch this video COMPLETELY ONE TIME before you can access the ALMS Home Page. 
• If you leave the video before completing it, you will have to start over from the beginning. 
• The video does NOT require any special software to run, and will start automatically.  

Playback/volume controls:  

   
 

 

 
 
 
 
 

Sound Up/Down (press for slider) 

    

Pause/Play   

Slider (drag to advance) 

Slider (right side) 

Rewind to beginning 

Fast Forward to end 

Hide player window 
Tutorial Video – 1st screen 
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When the video has completed, click the         button to go to the ALMS Home Page. 

             To re-run the tutorial from the 
ALMS Home Page, click here. 

End of Topic 
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Registering for GCSS-Army Courses 

Note: Be sure that your pull-down menu (above) reads My Home.  

Most frequently 
used buttons.  

14 

             

Registration for GCSS-Army Courses begins in the 
Course Search portlet 
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Searching for GCSS-Army WBT Courses 

• Set the search parameters as shown below and click the Search button 
• One result will appear when searching for “gcss” (GCSS-Army ALL - V2.0) 
• Click GCSS-Army All – V2.0 for course details or click Register to continue 

             

Course Search Portlet 

             

             

Do not use the Advanced Search option 

Click Here 

Not Here 



GCSS-Army WBT Quick Reference Guide 

Click the GCSS-Army All – V2.0 
button to see the course modules.   
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Displaying the GCSS-Army WBT Course Iteration Details 

             

Note: Scroll down to see the Back 
to search results button. Click this 
button to return to the previous 
screen for registration.   

There are eight Modules that make up the GCSS-Army ALL - V2.0 course.  

             



GCSS-Army WBT Quick Reference Guide 

17 

Creating an ‘Order’ 

Note: Mod 007 is missing. This is OK.   

             

Click Continue Registration.  

The                      button will appear 
(grayed out).  

The Create Order screen will appear showing seven (7) modules.  

Do not attempt to unselect any of the Modules. 
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Registration Confirmed 

Note: Mod 007 is 
missing. This is OK.   

             Click Go to Enrollments. 

The Registration Confirmation screen will appear showing seven (7) modules confirmed.  
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Opening the My Enrollments Table 

1. Click the “+” sign to expand 
the course into its modules. 

3. Click the “+” sign to expand 
the requirements into 
lessons (see next page). 

Open all levels of the My Enrollments table by clicking the “+” signs. 

2. Click the “+” sign to expand the 
module into its requirements.  
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Launching Lessons 

Click this                   
button to start the  
1st lesson in the 
module. 

Now that you have registered, you may begin the GCSS-Army WBT lessons. 
When the module is completely expanded, the Launch buttons will appear.  

We recommend that the Core Curriculum (MOD 000) be taken in order (Overview, 
Basic Nav, Intermediate Nav, Reports). Other modules may be taken in any order. 

Note: This completes the Registration portion of the GCSS-Army WBT. 
You may begin the lessons immediately.  
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Which Modules Do I Take? 

 
 

All GCSS-Army users must complete the POI by completing the following sections: 

• Core Curriculum – Four lessons relevant to most system users. 
• Functional Area (Overview) – A short introductory lesson to introduce an area of 

specialization, such as Retail Supply or Finance. 
• Functional Area (Additional) - Lessons developed to introduce a particular 

concept (such as the Spending Chain for Finance).  Not available for every 
Functional Area.  

• Exams – Multiple choice assessment tools to measure how well the student 
understood the materials. There is no exam for the GCSS-Army Overview lesson 
or for the EUM+ Overview.  

• Survey – Feedback form for constant improvement of the WBT materials.  

Now that you have registered, you may begin the GCSS-WBT lessons. 
A set of lessons is called a Module. 

A set of Modules (plus its exams and survey) is called a Plan of Instruction (POI). 
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Which Modules Do I Take? 

Do I have to take all seven modules? Where do I start? 
Start at the top with the Core Curriculum. 

The Core Curriculum consists of WBT material relevant to most users of the 
system. Modules include: 
 
1. GCSS-Army Overview – A history and high level explanation of the GCSS-Army 

program. 
2. Basic Navigation – The absolute necessities of entry and exit (logon / logoff), 

moving to and through menus and tables, how to create and use favorites, how to 
get help, etc. Simulations (guided learning) are also introduced.  

3. Intermediate Navigation – Tips on sorting, filtering, finding; variants, layout, fields, 
and data manipulation.  

4. Using EUM+ - An introduction to GCSS-Army’s very powerful online Help system. 
5. Using GCSS-Army Reports – An introduction to the look and feel of GCSS-Army 

reports; how to read, generate, 'drill down', manipulate variants, format, print, 
transfer, and store report information. 
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Which Modules Do I Take? 

I finished the Core Curriculum! What’s next? 

For students in Retail Supply jobs: 
Take the Retail Supply Overview (MOD 001)  

• Warehouse - SSA Receiving, storing, and issuing goods 
• Warehouse Managers - Stock control, inventory, and reporting 

  
For students in Materiel Management jobs: 
Take the Materiel Management Overview and Processing Material Through  
GCSS-Army (MOD 002). [If you have time, take the lessons in MOD 001 as well.] 

• Supply Management I - Below SSA, Plant 2000 
• Supply Management II - SSA & Above, Plant 2001 

 
For students in Finance jobs: 
Take the Finance Overview and Spending Chain Overview (MOD 006) 

• Resource Management - Daily/Weekly Activities, Budgeting, CM, P/E, Y/E Close 
• DFAS I - Process Journal Vouchers, P/E Close, Y/E Close 
• DFAS II - Cash Balancing (UMC), Cash Balancing (UMD) 
• DFAS III – Navigating Financial Reports (optional elective) 
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Which Modules Do I Take? 

My job isn’t listed above. What do I take? 
For jobs in other areas, complete one of the following modules. 

For students in Organizational Supply jobs: 
Take the Organizational Supply Overview (MODs 003/004). 

• Property Book - Displaying, authorizing, transferring, requesting & receipting of equipment 
• Asset Visibility - Displaying organizational data as it relates to materiel, viewing a materiel    
BOM, verify assigned NIIN/LINs 
• Unit Supply - Displaying, transferring, managing, inventorying, requesting and receipting of 
supplies and equipment 
• S4 - Displaying organizational data as it relates to materiel. Conduct due diligence, view a 
hand receipt, manage reservations from units 

  
For students in the Maintenance  Functional Area, including: 
Take the Maintenance Overview (MOD 005). 

• Parts Record Clerk - Weapon/equipment systems configuration and equipment readiness 
reporting, dispatch process, maintenance notification, and work order processing 
• Ground Maintenance Managers - Reporting tools used for planning resources for 
maintenance activities and analysis for equipment readiness  
• Master Drivers - Processes to record and maintain operator qualification profiles. Print 
Operator Permits and generate Qualified Operator reports 
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Which Modules Do I Take? 

I don’t fit into one of the preceding categories. 

For Access Administrators: 
• Lessons DUA-1 and DUA-2. Contact GCSSArmyTraining@ngc.com for details.  

  
For new GCSS-Army personnel and new instructors in the GCSS-Army program: 

• All modules, all areas.  
 

For Army leadership (Commanders and Senior Staff): 
• MOD 000 (or at least the Overview of GCSS-Army [1st lesson]).  

End of Topic 

NOTE:  All modules are available for all students.  Please complete your POI first, then feel free 
to study other materials as time allows.  Exams do not have to be taken in other modules unless 
a certificate is desired.  
 
Please do NOT ‘drop’ modules from your Table of Enrollments.  Lessons not completed will 
automatically disappear from the table after 180 days. ‘Dropped’ lessons cannot be re-registered 
by the student and require advanced Help Desk support to resolve.  

mailto:GCSSArmyTraining@ngc.com�
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Launching Lessons 

If you exit and re-enter the ALMS system, you will have to navigate back to 
your Enrollments Table in order to launch your lessons.  

Click the Enrollments option under the 
Execute Training portlet to restart your 
Enrollments Table.  
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Launching Lessons 

Click this                   
button to start the  
1st lesson in the 
module. 

The course offering will be ‘collapsed’ in its default configuration (see p.19). 
Be sure to click all plus signs (+), so that the Launch buttons will appear.  
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Table of Contents 

NOTE: Always leave the Table of Contents window open when the lesson is open. 
The Table of Contents may not appear anywhere in SCORM 2004 lessons.  

The Progress Indicator will fill 
when you complete the lesson. 
The table below shows how to 
read it.  

Box Fill Course Progress Color B&W 
Empty/none Course not started None None 
Half Full Course started, but not 

completed Half Green Half Grey 

Full Course completed 
successfully (or 
assessment passed) 

Green Grey 

Full Course completed 
unsuccessfully (or 
assessment failed) 

Red Grey 

Clicking the Launch button displays the lesson Table of Contents, which has one or 
more entries. To start the lesson, click the hyperlink in the Table of Contents.  

 
However, if the cover page appears to the right of the Table of Contents, start the 

lesson by clicking the green arrow instead of the hyperlink.  
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WBT Cover Page 

Click the green 
arrow          to 
start the lesson. 

The cover (1st) page of all GCSS-Army WBT lessons is the same. 

Lesson with TOC in 
separate window 
(SCORM 1.2). 

Lesson with TOC 
in same window 
(SCORM 2004). 
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WBT Cover Page 

Click the link or see the User’s Guide for information on: 
Changing Screen Resolution, Auto-Hiding the Toolbar, 

and Turning Off the Pop-Up Blocker 

Click the green 
arrow          to 
start the lesson. 

The cover page also contains important links. 
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Navigation and the Lesson Menu 

The Lesson Menu can be used to quickly navigate through the lesson. 

NOTES: 
• An arrow (  ) to the right of the Topic Name 

indicates a pop-out menu with additional  
sub-topics on it.  

• There may be one or two pop-out menus.  
• Simply roll over the topic of interest and click to    

display it.  
• The ALMS ‘bookmarks’ the last location visited in 

the lesson, so you can leave the lesson, and then 
restart in the same place. 

Click the Lesson Menu icon in the bottom left corner of the page  
to return to the menu. 

The Forward () and Back () 
buttons are normally used to 
navigate through a lesson one 
page at a time.   

Print this lesson page. 

Go to the Glossary. 

Open SmartBook Help. 

Other icons  at the bottom of the page 
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Navigation and the Table of Contents 

Do I really have to read every page of the lesson? 
How to read the colors and circles in the Table of Contents 

NOTE: 
• The requirement to read every page of the lesson IN ORDER was removed in the newest version of 

GCSS-Army ALL (v2.0), and the student will be able to skip to any topic in the lesson, as soon as it is 
opened and the Table of Contents is displayed for the first time.  

• After completing a topic and its Knowledge Check questions once, the student may skip to any specific 
page in the lesson using options in the TOC. 

• The lesson will not be considered completed, however, unless ALL topics are reviewed.   

Circle Fill 
Course 

Progress 
Color Text 

Full 

Topic 
Complete 
(Lesson 
Check 
passed) 

Green Brown 

Half Full 

Topic 
Incomplete 
(Lesson 
Check 
incomplete) 

Brown 

Brown 

Green 

Full 
Topic not 
started 

Brown Grey 

End of Topic 
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Running Simulations 

NOTE: Simulations exist in the Basic Navigation, Intermediate Navigation, 
and Using GCSS-Army Reports lessons, as well as DUA-1 and DUA-2.  

Look for the  
‘movie camera’ 
icon, which  
indicates there is 
a simulation for 
the topic. 
Click the        
button to start the 
simulation. 
Please start only 
one simulation at 
a time.  
 

Simulations allow the student to practice performing GCSS-Army transactions 
without a GCSS-Army system running in the background.  

NOT EVERY TOPIC WILL HAVE SIMULATIONS!  
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Running Simulations 

• Although the simulation will start in a separate 
window, the lesson portal window shown here 
should no longer appear.  
• Information about the simulation load is shown in 
the bottom left corner of the screen. 
• A blue progress bar will appear as the simulation 
finishes its load.  
• The simulation is ready to start when the screen 
shown on the next page appears.   

NOTE: Simulations take 30-60 seconds to load, depending on network speeds and the 
size of the simulation. Please be patient. If the Lesson Portal still appears, please contact 
the Help Desk.   

GCSS-Army WBT simulations no longer use a Lesson Portal window. 
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Running Simulations 

Press ENTER 
to start, or click 
“X” to close.  

Simulations are loaded and ready to run when  
the simulation’s title screen appears. 

NOTE: Both the keyboard and the mouse are used while running a simulation. 
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Running Simulations 

NOTES:  
• Not all simulation screens will have screen objectives. If there is a screen objective, it will normally appear first. 
• Clicking the                    button closes the objectives screen, but leaves the instruction window [      ] open. 
• Click        for a laser pointer, which points to the object referenced by the instruction window. 
• Click        for the “Show Me How” mode, which performs the instruction in the instruction window automatically.  
• Click       in the instruction window to close the sim. Your work is not saved [no bookmark], but you can use the 
 and  controls to rapidly move to the point where you left off when you re-enter the sim.   

Follow the numbered instructions to see how the transaction works. 
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Other Hands-On Examples 

NOTE: All GCSS-Army WBTs contain links (underlined words), which will display pop-ups, another lesson 
page, or a web site. Click the link to take you to the new information.  

Use the mouse and keyboard to view additional information. 
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Completing Lessons 

NOTE: Clicking                       will close the window and take you back to the Enrollments table. 
 
The ALMS has a four (4) hour automatic timeout when no keyboard or mouse activity is detected.  
Please logout of the ALMS when finished with the GCSS-Army WBT.  

End of Topic 

The last page of all GCSS-Army WBT lessons is the same. 
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Launching Exams 

NOTE: All lessons have an exam, except the GCSS-Army Overview.  

Click              
to start the 
exam.  

After completing the lesson, you must take and pass a short  
multiple choice test in order to receive credit for the module.  



GCSS-Army WBT Quick Reference Guide 

40 

Launching Exams 

Use the Next button instead.  If not ready for the exam, click Exit. 
Exams may take 30-60 seconds to launch.  

Do not begin the exam from the SABA Table of Contents. 
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Completing Exams 

Click the button to choose the answer, then click         to continue.  
Be sure to complete all questions in the exam.  

End of Topic 

Each test contains between 10 and 20 multiple choice questions.  
Each question has only one correct answer.  

NOTE:  
• The exam should be taken in a single sitting. If you choose to exit the   

exam before finishing it, you will have to retake it from the beginning.  
 

• You must finish the GCSS-Army WBT exam within four (4) hours, or it will 
close automatically and record the score you had at that time.  
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Checking Scores and Answers 

1. Click the              tab, then click 
Detailed Training Records. 

The ALMS displays exam results in the Detailed Training Record (transcript).  
You can see your question-by-question results in a few steps:  
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Checking Scores and Answers 

2. Check the Completion Date 
range. Change if necessary, 
then click               to display 
the DTR Table. 

3. Click Actions, then View Content.   

Search by Completion Date 

Note: The default Completion Date range is 30 days.  
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Checking Scores and Answers 

4. Click more actions,  
then View Results 
by Lesson.   

5. Click Responses.  

NOTE: Your percentage score is shown in the Score column.   
The Mastery Score is shown as a raw number (multiply by 100 to find the 
passing percentage). To pass, your percentage score must equal or exceed 
the Mastery Score (normally 0.7 [70%]). 

The ALMS displays the Progress Report.  
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Checking Scores and Answers 

Incorrect answers are 
shown in the Result column. 

NOTE: Responses were 
removed from screen shot (left). 
Responses will be shown in 
actual DTR tables.  

End of Topic 

The responses you gave are shown for each question. 
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Launching the Survey 

Launch the survey here. 

After completing all lessons, you must complete the online WBT Survey.  
The WBT Survey is Module 008 in the GCSS-Army ALL - V2.0 course.  

It is the last entry in the Enrollments table. 
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Launching the Survey 

Use the Next button to start the survey.  If not ready for the survey, click Exit.  

GCSS-Army WBT Survey Cover Page 
 

Your input helps us make any changes necessary to maintain excellent training. 
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Launching the Survey 

Use the Next button to proceed to the next question.  If not ready for the survey, click Exit.  

End of Topic 

The survey contains classification questions, questions about the WBT 
materials, and has a section for text entry. 

It should take only 5-10 minutes to complete. 

NOTE:  
• The survey should be completed in a single sitting. If you choose to exit the survey 

before finishing it, you will have to start over from the beginning.  
 

• You must also finish the exam within four (4) hours, or it will close automatically 
and record the responses you had at that time.  



GCSS-Army WBT Quick Reference Guide 

49 

Printing Certificates 

The ALMS allows you to print a Certificate of Completion for the 
GCSS-Army course from the Detailed Training Record.  

You can print the certificate as follows:  

1. Click the               tab, then click 
Detailed Training Records.                             
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Printing Certificates 

2. Check the Completion Date 
range. Change if necessary, 
then click               to display 
the DTR Table. 

Search by Completion Date 

Note: The default Completion Date range is 30 days.  

3. Click Print Certificate of 
Completion under the 
Completion Status column.  

Note: Do not print the official certificate from the Course Iteration Name column. 
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Printing Certificates 

4. The Crystal Reports 
Viewer window will 
appear. Click the Printer 
icon in the toolbar. 

5. The Print to PDF 
window will appear.  
Do not change the Page 
Range. Click Export. 

The certificate is exported to a PDF document file for printing. 
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Printing Certificates 

5. The File Download will 
appear. Click Open to 
display the certificate in 
an Adobe PDF reader. 

6. Click the printer icon on the 
toolbar (or press CTRL+P.) 

A standard Windows Print dialog box will appear. Check or change the options, then click OK. 
The best results are obtained by changing to Landscape mode and printing to a local color printer.  

The certificate is downloaded to a PDF document file for printing. 
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Printing Certificates 

End of Topic 

Preferred Version (Official - Shows Lesson Title): 2013 
From Completion Status column print option 

Here are examples of the Certificate of Training:  
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Printing Certificates 

End of Topic 

Student Version (with Army seal): 2013 
From Course Iteration Name column 

Here are examples of the Certificate of Training:  
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Contact Points for GCSS-Army Training 

End of Topic 

Here are some contact points for GCSS-Army Training via the ALMS:  

• For problems with your AKO UserID or password, call the 
AKO Help Desk at 1-866-335-ARMY (2769).  

• For problems with ALMS system, call the ALMS Help Desk 
at 1-877-251-0730.  

• For questions about GCSS-Army training (WBT/IFT) call 
the GCSS-Army Help Desk at 1-866-547-1349 or    
DSN: 687-1051, or send e-mail to:  
 usarmy.lee.sec.mbx.leee-seclee-cso@mail.mil 

• For the Help Desk website, go to https://s4if.lee.army.mil 
• For network problems, call the CONUS TNOSC              

1-800-305-3036, or 1-520-538-6798 or DSN: 879-6798. 

mailto:usarmy.lee.sec.mbx.leee-seclee-cso@mail.mil�
mailto:usarmy.lee.sec.mbx.leee-seclee-cso@mail.mil�
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	I don’t fit into one of the preceding categories.
	If you exit and re-enter the ALMS system, you will have to navigate back to your Enrollments Table in order to launch your lessons. 
	The course offering will be ‘collapsed’ in its default configuration (see p.19).�Be sure to click all plus signs (+), so that the Launch buttons will appear. 
	Clicking the Launch button displays the lesson Table of Contents, which has one or more entries. To start the lesson, click the hyperlink in the Table of Contents. ��However, if the cover page appears to the right of the Table of Contents, start the lesson by clicking the green arrow instead of the hyperlink. 
	The cover (1st) page of all GCSS-Army WBT lessons is the same.
	The cover page also contains important links.
	The Lesson Menu can be used to quickly navigate through the lesson.
	Do I really have to read every page of the lesson?�How to read the colors and circles in the Table of Contents
	Simulations allow the student to practice performing GCSS-Army transactions without a GCSS-Army system running in the background. �NOT EVERY TOPIC WILL HAVE SIMULATIONS! 
	GCSS-Army WBT simulations no longer use a Lesson Portal window.
	Simulations are loaded and ready to run when �the simulation’s title screen appears.
	Follow the numbered instructions to see how the transaction works.
	Use the mouse and keyboard to view additional information.
	The last page of all GCSS-Army WBT lessons is the same.
	After completing the lesson, you must take and pass a short �multiple choice test in order to receive credit for the module. 
	Do not begin the exam from the SABA Table of Contents.
	Each test contains between 10 and 20 multiple choice questions. �Each question has only one correct answer. 
	The ALMS displays exam results in the Detailed Training Record (transcript). �You can see your question-by-question results in a few steps: 
	Search by Completion Date
	The ALMS displays the Progress Report. 
	The responses you gave are shown for each question.
	After completing all lessons, you must complete the online WBT Survey. �The WBT Survey is Module 008 in the GCSS-Army ALL - V2.0 course. �It is the last entry in the Enrollments table.
	GCSS-Army WBT Survey Cover Page��Your input helps us make any changes necessary to maintain excellent training.
	The survey contains classification questions, questions about the WBT materials, and has a section for text entry.�It should take only 5-10 minutes to complete.
	The ALMS allows you to print a Certificate of Completion for the�GCSS-Army course from the Detailed Training Record. �You can print the certificate as follows: 
	Search by Completion Date
	The certificate is exported to a PDF document file for printing.
	The certificate is downloaded to a PDF document file for printing.
	Here are examples of the Certificate of Training: 
	Here are examples of the Certificate of Training: 
	Here are some contact points for GCSS-Army Training via the ALMS: 

