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Postgraduate/Advanced Education Overview 

 
Introduction This guide provides the procedures for the submission/endorsement of a 

Postgraduate/Advanced Education application in Direct Access (DA). 
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Submitting a Postgraduate/Advanced Education 
Application 

 
Introduction This guide provides the procedures for submitting a postgraduate/ 

advanced education application in DA.  

 
Procedures See below.  

 

Step Action 

1 Navigate to Member Self Service via the drop-down or by page arrows.  

 
     

1.5 Select the Member Career Details tile. 

 
 

  

Continued on next page 
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Submitting a Postgraduate/Advanced Education 
Application, Continued 

 

Procedures, 

continued 
 

 

Step Action 

2 Select the Panel Submissions option. 

 
 

 

Continued on next page  
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Submitting a Postgraduate/Advanced Education 
Application, Continued 

 
Procedures, 

continued 
 

 

Step Action 

3 The My Panel Submissions page will display. Select Advanced Training from 

the Panel Source drop-down. Then click Go. 

 
 

  

Continued on next page 
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Submitting a Postgraduate/Advanced Education 
Application, Continued 

 
Procedures, 

continued 
 

 

Step Action 

4 This page will display with specific instructions. Select the appropriate Bus 

Unit and AD/Res Ind from the drop-down menus.  Enter the Job Code or this 

may be left blank. 

 
 

  

Continued on next page 
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Submitting a Postgraduate/Advanced Education 
Application, Continued 

 
Procedures, 

continued 
 

 

Step Action 

5 Once the appropriate options have been selected, click Search. 

 
 

6 The list of Open Panels will display. Click View All to see the entire list.  

 
 

  

Continued on next page 
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Submitting a Postgraduate/Advanced Education 
Application, Continued 

 
Procedures, 

continued 
 

 

Step Action 

7 Check the boxes under Apply for only the desired programs. Then click 

Submit. 

 
 

8 You must first enter the Ranking number for each course listed under My 

Advanced Training Preferences. Once rankings have been entered, click Edit 

for each panel to input and submit your comments to your Command/Endorser. 

 
 

  

Continued on next page 
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Submitting a Postgraduate/Advanced Education 
Application, Continued 

 
Procedures, 

continued 
 

 

Step Action 

9 Enter Member Comments. Enter the EMPLID or use the lookup to select an 

Endorser and click Save. 

NOTE: Per ALCGENL 104/23 – Member comments have been shortened to 

500 characters. Any content longer than 500 characters will not be provided to 

the panel. Comments shall not contain gender indicators, personal pronouns, 

first names, or other prohibited content. 

 
 

10 Upon saving, the 1st Submitted Endorser, Last Upd DtTm, and by fields will 

populate. Click Return to My Panel Submissions. 

 
 

  

Continued on next page  
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Submitting a Postgraduate/Advanced Education 
Application, Continued 

 
Procedures, 

continued 
 

 

Step Action 

11 After all comments have been entered, the My Panel Submissions page will 

reorder the My Advanced Training Preferences per the Rankings entered in 

step 8 of this guide. Click Save.   
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Endorsing a Postgraduate/Advanced Education 
Application 

 
Introduction This guide provides the procedures for endorsing a 

postgraduate/advanced education application in Direct Access. 

 
Procedures See below. 

 

Step Action 

1 Navigate to Member Self Service via the drop-down or by page arrows.  

 
    

1.5 Select the Member Career Details tile. 

 
 

  

Continued on next page 
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Endorsing a Postgraduate/Advanced Education 
Application, Continued 

 

Procedures, 

continued 
 

 

Step Action 

2 Select the Assignments Endorsements option. 

 
 

 

Continued on next page 
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Endorsing a Postgraduate/Advanced Education 
Application, Continued 

 
Procedures, 

continued 
 

 

Step Action 

3 The My Assignments Endorsements page will display. Click the 

Endorsements Requested From Me radio button. Leave the Submission 

Status at the default of Pending and click Populate Grid. 

 
 

4 The results will display. ALWAYS click View All.  

 
 

  

Continued on next page 
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Endorsing a Postgraduate/Advanced Education 
Application, Continued 

 
Procedures, 

continued 
 

 

Step Action 

5 Click the appropriate View Endorsement link. 

 
 

6 The member’s Endorsement Summary will display. Click the Edit button to 

endorse the application. 

 

Note:  Only those endorsements assigned to the Endorser will be available for 

edit. 

 
 

  

Continued on next page 
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Endorsing a Postgraduate/Advanced Education 
Application, Continued 

 
Procedures, 

continued 
 

 

Step Action 

7 The Endorsement Summary will display. Endorser Comments are required. 

Select Recommend/Not Recommended. Check the Mark Final box. Click 

Save. 

NOTE: Per ALCGENL 104/23, Command endorsements have been shortened 

to 500 characters. Any content longer than 500 characters will not be provided 

to the panel. Comments shall not contain gender indicators, personal pronouns, 

first names, or other prohibited content. 

 
 

8 Upon saving, the application will be Marked Final. 
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