Online Registration Instructions for Students
The following steps aid the user with enrolling in an AFSVA In-Residence Course via the Online Registration process.
All questions and concerns regarding FSKC online registration should be forwarded to the FSKC Help Desk (DSN 969-7196, toll free 800-443-4825 or email afsvalms2@us.af.mil). 

All personnel attending AFSVA courses must ensure their user profile is updated.  The student must review profile for accurate organization, email address, and Unit Training Manager’s email address.
How to Update Profile: 

· Log into the FSKC and select “My Profile” from the right tool bar.

· Click “Change Organization” to verify and update organization using the drop-down menus.  Return to “My Profile” by using the ‘back button’ or select “My Profile” on the bottom tool bar.

· Click on “Update Profile” and verify the email address and base are correct.  Ensure current UTM’s email address is listed in the UTM/UDM email box at the bottom of the profile page.

60 Days Prior to Start
· Course appears in the Course List (button located bottom, middle of screen) and listed under the topic AFSVA In-Residence Course Registration.
· Between 60-14 days prior to the start of class, students request access from the MAJCOM TM to enroll in AFSVA In-Residence Courses.

· This will be a 4-step process for students:

1. Students obtain authorization from their supervisor and UTM to request approval from the MAJCOM TM (Units develop local procedures for this process).  
2. Students log into FSKC, open the Course List, select the AFSVA In-Residence Course Registration topic, and click the blue icon next to the course they are requesting to attend (i.e.…Prime RIBS Management 11-01).  FSKC provides a statement informing students they are required to obtain approval prior to enrolling in the course.  Students select the “Request Access” button (Step 1 must be accomplished).  An email is sent to the student, student’s UTM, and all Course Approvers (MAJCOM TMs) stating that the student has requested access to enroll in the course.  
3. The respective MAJCOM TM verifies the student is an authorized attendee.   The MAJCOM TM approves/denies the student in FSKC, and the student receives a system-generated email stating the MAJCOM TM’s decision.  If approved, the student may enroll in the course.
4. Student Enrollment Process:  Students log into the FSKC, open the Course List, select the AFSVA In-Residence Course Registration topic, and click the blue icon next to the course they are approved to attend.  In the right viewing pane, the students scroll to the bottom and click the Enroll hyperlink.  
NOTE:  Prerequisites must be met BEFORE students enroll.

· After students are approved and enrolled, they have access to the Course Team Room.  The Team Room contains the welcome letter (30 days prior), the reporting message (30 days prior), and other information pertinent to the course.  Students are responsible for entering the team room and viewing its contents.  
· Steps for entering the Course Team Room
· Select “Teaming Center “from the left side tool bar

· Select  “Team Rooms” button

· Click “Search” in the right hand corner or search the course name in the Keyword box

· Select “Course Team Room”(i.e…Prime RIBS Managers Course 11-01)
· Select “VIEW/ADD Content”
· Select and open the documents from the left side of the screen.  A pop-up window with the document will open and may be downloaded or printed.

30 Days Prior to Start

· Welcome Letter, Agenda and 30-day reporting message are placed in the course Team Room by course manager.
 14 Days Prior to Start
· Course is closed and all changes to attendees are handled on a case by case basis.
· All changes to the course roster are coordinated through the course manager (Instructor).
