NEO Online Training

Newly-hired Army Technicians and AGRs may complete the online web-based courses listed below prior to NEO. Doing so, would  excuse them from some or all of the training, provided that certificates of completion are turned in to one of the following personnel prior to the second day of NEO training.  

MSgt Jim Brewster  614-336-7120
jim.brewster@us.army.mil
SMSgt Renee Frey  614-336-7450
renee.frey@us.army.mil
Mrs. Dana Pharis     614-336-7054
dana.pharis@us.army.mil
1. U.S. Constitution Training:  Upon completion, provide certificate to the HRO Human Resources Development office AGOH-HRO-HRD. 
To begin the training, type the following URL into your web browser address bar: http://constitutionday.cpms.osd.mil
a. Remember to use the earphones. 

b. Scroll down to the bottom and click on Take Course.

c. 15 – 20 minutes for basic course

d. Fill in your name and annotate the date at the bottom of the certificate.  (Do not attempt to save as it will not retain your name and date)

Army e-Learning Completion:  Submit a copy of MY PROGRESS  (Printer friendly) to the Employee Development Office; AGOH-HRO-TN-ED.

The training is accessible via AKO Army e-Learning for courses identified on the schedule.

AKO Helpdesk:   1-866-335-2769

Army e-Learning Helpdesk:  703-373-1383; 
SkillSoft Tech Support 24x7 Help Desk: 1-888-562-4777

2. Logon to the Computer using the information on the computer station.

3. Insert CAC Card – Click on the little mouse icon on the bottom right hand corner (ActivClient Agent Smart Card)

a. Double Click on My Personal Info and it will prompt you to enter your pin number.

b. Click Ok and exit out of the program.

c. Be careful not to push the keyboard in with your CAC card in the reader!

4. Self Register with the Defense Travel System (DTS) – A user guide will be handed out at the Distance Learning Center.

· Remember to bring your EFT info and GOVCC.

5. Army e-LearningTraining ~ (Complete 2007 Word/Outlook/PowerPoint/Excel)  
https://usarmy.skillport.com - Army e-Learning Helpdesk: 703-373-1383

 To register for access, go to AKO at www.us.army.mil > Self Service > My Education > Army e-Learning Portal Page > New User Link

· Insert your AKO Username and Password

· Complete the entire registration form and submit

· Login with your AKO username and the Army e-Learning password that is sent to you

· To complete required courses from the Army e-Learning 

STEP 1:
Click on the Catalog Tab on the left side of the page

STEP 2:  
Click on the Army Custom Curricula folder

STEP 3:   
Click on the OHIO National Guard Technician Prerequisite Training

STEP 4:  
Click on the folder containing the courses, i.e., Microsoft 2007: Beginning Word; then click on the first course and then click the blue arrow (Launch Link)

STEP 5:
On the “Course Menu” screen you can either take the course step-by-step by viewing each topic and completing each test -OR- if you are proficient on that particular subject you may click on “Course Test” in the upper right corner of the Course Menu and complete.  You must get a minimum of 70% in each lesson to pass.  

STEP 6:
You may view your test scores under “My Progress”; Completed Tab.

STEP 7:
You will receive completion certificates via email to your AKO account in approximately 48 hours.


STEP 8:
Submit a copy of MY PROGRESS to the Employee Development Office; NGOH-HRO-D by clicking on the Print Report while in My Progress; then choose Completed; then right click on your mouse and click on print. 
