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Point of Contact: 
CPMC Course Issues: maxwell.ecpd.cpmc@maxwell.af.mil  

MPMC Course Issues: maxwell.ecpd.mpmc@maxwell.af.mil  

USAF Supervisor Course Issues: maxwell.ecpd.usaf.sc@maxwell.af.mil 

All Other DL Courses: scott.tukuloff@us.af.mil or juanita.shover@us.af.mil 

 

mailto:maxwell.ecpd.cpmc@maxwell.af.mil
mailto:maxwell.ecpd.mpmc@maxwell.af.mil
mailto:maxwell.ecpd.usaf.sc@maxwell.af.mil
mailto:scott.tukuloff@us.af.mil
mailto:juanita.shover@us.af.mil


2 
 

This guide is designed to describe the enrollment process for DL training offered at the AF Human Resource 

Management School.   

 

 

Table of Contents 

Description                Page Number 

Creating an AU Portal Account………………………………………………………………………………………………..     3 

How to View and Apply for a DL Course………………………………………………………………………………….    10 

 
 
 
 
 
 
POC for the supervisory courses (Civilian Personnel Management Course, Military Personnel Management Course, USAF 
Supervisory Course, and the Advanced USAF Supervisory Course) are the Supervisory Course Registrars at DSN 493-8944/9545, 
CPMC Course Issues: maxwell.ecpd.cpmc@maxwell.af.mil  
MPMC Course Issues: maxwell.ecpd.mpmc@maxwell.af.mil  
USAF Supervisor Course Issues: maxwell.ecpd.usaf.sc@maxwell.af.mil. 
 
POCs for Basic Civilian Training Force Development Specialist Course, the Advanced Civilian Training Force Development Specialist 

Course, and the Basic Employee-Management Relations Course are Susi Shover, juanita.shover@us.af.mil, DSN 493-3125 or Scott 

Tukuloff, scott.tukuloff@us.af.mil; DSN 493-9761.  
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Creating an AU Portal Account 

 

Once you log onto https://auportal.maxwell.af.mil , click on “Click here to login or create a new account.” 

https://auportal.maxwell.af.mil/
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If are an existing user, login with your CAC or Password (located on the left side of the screen).  If you are a new user ensure that the 

proper “criteria” is selected (Use you Common Access Card (CAC)) is already selected and click “Create New Account.” 
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Select your certificate, and click “OK.” 
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Enter your PIN and click “Ok.” 
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Enter your “Personal Information” and click “Next.” 
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Now your AU Portal account is created, and you can now click on “Login to AU Portal”. 
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You will be taken back to the AU Login screen and try to log in with your CAC. 
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How to View and Apply for a DL Course 

After you login, you will be taken to the main AU Portal page. To view/register for our current DL courses, mouse over “Distance 

Learning”, “AF Human Resource Management School Virtual Campus”, and click “Apply.” 
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Click on the “drop down arrow” and select the course you are interested in taking. 
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You will now see the “Course Description.”  The next step in the process is to select “Check for Eligibility.”  Note: The “Check for 

Eligibility” feature is part of the system process and does not pertain to our courses due to system limitations.  Please read the 

course description to determine course eligibility. 
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After the “Eligibility Check” runs, you will then be taken to “Step 2,” which is to update your AU Portal contact information.  Click 

“Next.” 
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Begin to update your AU Portal Information. 
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Once your AU Portal information is updated, click “Save.” 
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You are now on “Step 3.”  Click “Submit Application” to apply for admission for the desired course.  
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Your application is now being received and processed.    
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Note:  The registration process is not complete.  Within a few minutes you will receive a system generated email stating the “Class 

Enrollment Not Complete…”  We require additional information that the AU Portal is unable to capture for us, so YOU MUST click on 

the link that has been provided to you in the email and fill out the required information to complete the process. 

Until the registration process is complete, YOU WILL NOT BE ENROLLED.  You have 5 days, from receipt of the email to complete the 
registration process.   This does not guarantee you a place in the class, as classes can reach student capacity quickly, but failure to 
complete the registration process will result in a non-enrollment, and you will have to re-apply again. 
 
POC for the supervisory courses (Civilian Personnel Management Course, Military Personnel Management Course, USAF 
Supervisory Course, and the Advanced USAF Supervisory Course) are the Supervisory Course Registrars at DSN 493-8944/9545, 
CPMC Course Issues: maxwell.ecpd.cpmc@maxwell.af.mil  
MPMC Course Issues: maxwell.ecpd.mpmc@maxwell.af.mil  
USAF Supervisor Course Issues: maxwell.ecpd.usaf.sc@maxwell.af.mil. 
 
POCs for Basic Civilian Training Force Development Specialist Course, the Advanced Civilian Training Force Development Specialist 
Course, and the Basic Employee-Management Relations Course are Susi Shover, juanita.shover@us.af.mil, DSN 493-3125 or Scott 
Tukuloff, scott.tukuloff@us.af.mil; DSN 493-9761. 
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