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Introduction

Effective May 1st, 2025, the Army Training and Certification 
Tracking System (ATCTS) is no longer supported. This TTP will 
cover the steps SOCOM, MEDCOM, and Air Force students 

will need to take to receive an account. This is a TEMPORARY 
process until the new account creation process system is 

finished. 
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Overview of the process
• If student can not access the IGA website below, the student must request dual tenant 

entitlements
• Unit’s entitlement manager

• Send required documents to NCOA S-6
• Dalton.B.Lewis2.civ@army.mil

• Submit 2875
• https://iga.army.mil/identityiq/workitem/commonWorkItem.jsf

• Submit New System Access Request 
• https://www.aesmp.army.mil/

• Approval and account creation
• Supervisors and ISSO/ISSM’s
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Required Training and Documents
• Army Cyber Awareness Training Certificate

• https://cs.signal.army.mil/
• Army IT User Agreement

• https://cs.signal.army.mil/
• Records Management Training Certificate

• https://www.lms.army.mil
• Controlled Unclassified Information 

Training Certificate
• https://www.cdse.edu/training
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In ONE email, please send your 
name, DOD ID, identify that you are 
permanent party or a student with 

graduation date, all required 
training completion certificates and 

Army IT user agreement to : 
Dalton.B.Lewis2.civ@army.mil 



DoD Cyber Awareness Training
1. Log-in to cs.signal.army.mil
2. On the FY25 DOD Cyber Awareness Training panel, select 

“Take Training”
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At the end of your training, make 
sure to download a copy of the 
completion certificate. 

Name the document: 
YYYYMMDD_CUI_NCOA_DoDCyber
Awareness_lastname_firstname



Army IT User Agreement
• After completing the DoD Cyber Awareness Training, select 

“Sign Mandated Army IT User Agreement”
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Army IT User Agreement
• After reading the user agreement, fill out your information 

at the bottom of the webpage and select “Click to digitally 
sign”
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After digitally signing the Army 
IT User Agreement, make sure 
to download a copy.

Name the document:
YYYYMMDD_CUI_NCOA_Army
ITUserAgreement_lastname_fi
rstname



Records Management Training
Log-in to https://www.lms.army.mil

7th Army NCO Academy 05 May 2025

“LEADERS TRAINING LEADERS”



Records Management Training
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Select Catalog and then search “Records Management Training” . 
The exact course name is Records Management Training Course.

At the end of your training, make sure to download a copy of the completion 
certificate. Name the document: 
YYYYMMDD_CUI_NCOA_RecordsManagementTraining_lastname_firstname



Controlled Unclassified Info Training
Log-in to https://www.cdse.edu/training
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Controlled Unclassified Info Training
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Hover over “I’m in need of…” and then 
select “Controlled Unclassified 
Information (CUI) Training”. On the 
new webpage select the hyperlink 
“DOD Mandatory Controlled 
Unclassified Information (CUI)”



Controlled Unclassified Info Training
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On the webpage that 
opens, select launch 
course

At the end of your training, 
make sure to download a 
copy of the completion 
certificate.

Name the document:
YYYYMMDD_CUI_NCOA_C
UIInfoTraining_lastname_fir
stname



Submitting Baseline 2875
Sign-in to https://iga.army.mil/identityiq/home.jsf
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Submitting Baseline 2875
Select “Submit (2875) Baseline SAAR Request”
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Submitting Baseline 2875
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Select which option 
works for your case

Review your information and select next



Submitting Baseline 2875
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Select NIPR

Require NIPRNET to perform duties while assigned as a student at the 7th ATC 
NCOAYour supervisor’s email or 

assigned Academy Small Group 
Leader’s Email

Your unit’s Security 
Manager (Contact your 
G2/S2) 

Dalton.B.Lewis2.civ@army.mil Check date of training on 
cs.signal.army.mil

Check date of training on 
cs.signal.army.mil

Select Submit

After selecting 
submit, contact 
your supervisor 
to approve your 
2875



Submitting AESMP Ticket
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• Navigate to https://www.aesmp.army.mil
• Search “new system access request”

• Select this option

https://www.aesmp.army.mil/


Submitting AESMP Ticket
This page has a video and step-by-step instructions on how to 

submit your access request. 
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Step one of the guide 
is the link to request 
access to a new 
systems, where you 
will fill out the form 
needed to submit 
your ticket. 



Last Step

Once you have emailed your certificates, submitted your 
2875 and, submitted your AESMP Ticket; send a confirmation 
email to your supervisor and Dalton.B.Lewis2.civ@army.mil 
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Click to edit Master title style
• Click to edit Master text styles

• Second level
• Third level

• Fourth level
• Fifth level
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