DOD PURCHASE CARD TUTORIAL

On September 27, 2002, Ms. Deidre Lee, Director, DoD Defense Procurement and Acquisition Policy, USD(AT&L) signed a memo, requiring that all DoD personnel holding a Government Purchase Card complete a Defense Acquisition University GPC training module.

This tutorial, a self-paced course comprised of ten lessons, presents the mandatory requirements and other guidelines to consider and apply, as appropriate, when utilizing the GPC.  Its purpose is to provide training to cardholders and approving officials and help them to at ease with using the GPC.  If you are currently a program participant, you should have already completed this requirement.  If you are contemplating participation in the GPC program, you must complete this training, in addition to that outlined above, prior to the issuance of a GPC account.

The average cumulative time for course completion is four seat hours.  You may take this self-paced course over time, with the ability to return to the last page you accessed.  The course includes periodic review questions and a post-test.  The post-test requires a minimum score of 70% and may be taken as many times as necessary to obtain a passing score.  A certificate of completion is available at the conclusion of a successful post-test and must be printed and forwarded to this office, to document your completion of this mandatory requirement.

Ensure you take the DoD version of the tutorial and NOT the GSA version.  NOTE:  This requirement does NOT replace the initial or refresher training attendance requirement.

Instructions for Accessing the GPC Training Module at DAU On-Line Training Module

Open a browser window and type http://clc.dau.mil directly into the address box, click ENTER.  Then click REFRESH!
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Some users have experienced problems when using a bookmark or clicking a link in an email.

· When the site comes up, there is a picture in the screen.

· Click Register (left side)

· First time users MUST register with the system

· Create a Login name and Password

· Login 

· Select Learning Center
· Select Course Information & Access
· Under Self-Paced Modules, select DoD Government Purchase Card Tutorial
· Read and follow the on-line instructions on how to take the course to receive your training certificate.  The course will allow you to browse the course and answer the test questions but if you do not properly log in to the site, you will not receive credit for taking the course and a certificate of completion will not be issued.

· Instructions on how to obtain a copy of the certificate are provided within the text
· Select Take Course button

ALL PROSPECTIVE CARDHOLDERS AND BILLING OFFICIALS MUST COMPLETE THE COURSE PRIOR TO ATTENDING THE IN HOUSE TRAINING GIVEN BY 61 CONS/LGCP.  IF YOU DO NOT HAVE THE CERTIFICATE YOU WILL NOT BE ALLOWED TO ATTEND THE CLASS.  BOTH ARE REQUIRED TO BE APPOINTED AS A CARDHOLDER OR BILLING OFFICIAL.

IF YOU ARE EXPERIENCING PROBLEMS, TRY THIS:

Clear your temporary internet files and history.  Open a browser window and type http://clc.dau.mil directly into the address box.  Some users have experienced problems when using a bookmark or clicking a link in an email.  Finally, please follow the directions below according to your browser type and version in order to solve the issues:
Internet Explorer 4.X

1. From the toolbar at the top of IE 4, select VIEW, a popup menu will appear. 

2. At the bottom of this popup, select INTERNET OPTIONS, another window opens with a series of tabs across the top. 

3. Select GENERAL (normally, this is already displayed). 

4. Select SETTINGS, Ensure the radio button "Every Visit to the Page" is checked. 

5. Select OK. 

6. From the tabs across the top select ADVANCED, this will display a scroll list of options to check. 

7. Scroll down to COOKIES - Check the box "Always accept cookies". 

8. Close and restart your browser. 

Internet Explorer 5.X

1. From the toolbar at the top of IE 5, select TOOLS then select INTERNET OPTIONS. 

2. Select the GENERAL tab and then select SETTINGS under the Temporary Internet Files Section. 

3. On the SETTINGS page you need to select the EVERY VISIT TO THE PAGE radio button. 

4. Select OK. 

5. Select the "DELETE FILES..." button. 

6. Under the SECURITY tab click on the "CUSTOM LEVEL..." button. 

7. Under RESET CUSTOM SETTINGS select MEDIUM. 

8. Select OK to close the dialogue box. 

9. Close and restart your browser.

Internet Explorer 6.X

1. From the toolbar at the top of IE 6, select TOOLS then select INTERNET OPTIONS. 

2. Select the GENERAL tab and then select SETTINGS under the Temporary Internet Files Section. 

3. On the SETTINGS page you need to select the EVERY VISIT TO THE PAGE radio button. 

4. Select OK. 

5. Select the "DELETE FILES..." button. 

6. Under the SECURITY tab click on the "CUSTOM LEVEL..." button. 

7. Under RESET CUSTOM SETTINGS select MEDIUM. 

8. Select OK to close the dialogue box. 

9. Close and restart your browser.

Once finished, access http://clc.dau.mil and the site should work properly on your computer.

