Information Technology Division

HOW TO UPDATE AKO
Version 1, Dated: July 29, 2016

This guide will instruct users when and how to update Army Knowledge Online (AKO) account
information.

1.1 AKO Support

If you have any questions, contact AKO Support at 1-866-335-ARMY (2769) and chose option
number 3, or e-mail at army.esd-w.support@mail.mil.

1.2 When to Update AKO
Users should update AKO account information when they:

e Receive Permanent Changes of Station Orders (PCS)
e Change Service Status

e Change Rank or Civilian Grade

e Change Name

e Change Duty Position/Title

1.3 Accessing AKO
1. Access the AKO website by going to https://login.us.army.mil, and then click | Accept.
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This information system is approved for UNCLASSIFIED/FOUO data

YOU ARE ACCESSING A U.S. GOVERNMENT (USG) INFORMATION SYSTEM (1S)
THAT IS PROVIDED FOR USG-AUTHORIZED USE ONLY.

By using this IS (which includes any device attached to this 1S}, you consent to the
following conditions:

+ The USG routinely infercepts and menitors communications on this |S for purposes.
including, but not limited to, penetration testing, COMSEC monitoring, network:
operations and defense, personnel misconduct (PM), law enforcement (LE), and
counterintelligence (Cl) investigations.

» At any time, the USG may inspect and seize data stored on this IS.

+ Communications using, or data stored on, this IS are not private, are subject to
routine monitoring, interception, and search, and may be disclosed or used for any
USG-authorized purpose.

+ This IS includes security measures (e.g., authentication and access controls) to
protect USG interests--not for your personal benefit or privacy.

U.5. Anmy Soldiers, assigned to 173rd Airborne Brigade, conduct sling load

eperations with UH-80 helicoplers from 1t Alr Gavalry Brigade, 1st Cavalry division O N L o LA = O
part of an artilery raid during Exercise Allied Spirit IV at 7th Army JMTC's Joint Cl investigative searching or monitoring of the content of privileged
Multinational Readiness Center in Hohenfels, Germany, Jan. 26, 2018 communications, or work product, related to personal representation or services by

attorneys, psychotherapists, or clergy, and their assistants. Such communications
and work product are private and confidential. See User Agreement for details.

This information system is approved for UNCLASSIFIEDIFOUO data
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2. Sign in using your Common Access Card (CAC) by clicking Sign In.

L CACIPIV Login 1 don't have a CAC/PIV

Sign in using your CACIPIV

Insert yo [PV, into the card

der, then Signin.

[ | Low Bandwidth
|| Sign in directly to Webmail

Having frouble accessing AKO?

New to AKO? Sign up
U 8. Amy Soldiers, sssigned to 173rd Airborne Brigade, conduct sling load

operations with UH-60 helicopters from 1st Air Cavalry Brigade, 1st Cavalry division, Create Account with CAC
part of an artillery raid during Exercise Allied Spirit I' &t 7th Army JMTC's Joint

Multinational Readiness Center in Hohenfels, Germany, Jan. 26, 2016.

Do you need assi: ? Please contact the

QUO data

Once logged in, the following screen will appear.

AKOEE:

e S

My Account ~  Favorites v

> ——
New Notifications (0)

Mr. John A. Doe
Organization: United States Army

Training and Professional

'New In My Files (0) Development Announcements Legal Services Agency {USALSA),
Learn about educational programs available to DA Civilian / Army Retired
Army personnel Address: _9273 ‘Gunston Road,
1l CPT AKO/Tell 15G More » | Mark as Read Fort Belvoir, VA 22060

T: (703) 693-0001
SHARP Program

AKO Fo%'l T!'z'li'lingf

Last Login

24 Jun 2016 10:32 GMT via cac fromip 134.11.40.25

Last Password Change
Your last password change was on 17 Jun 2016
‘Your password will expire on 14 Nov 2016

My Professional Data

My DEERS
CAC Resource Cente! ; i i My Leader Deveiopment
* Help the Combat Effectiveness of Soldiers Army Career Tracker/Structured Self Development
* Think AKO is Complicated? The Hunt Can Help Status
« Prove Your AKO Mettle Army Career Tracker Information
= Resetting AKO Passwords Without Help Desk Assistance Army Links
— = Confé and Seminars Army Civilian Corps Creed
[Career Opportunities ] + Special Event Announcements Civillan Personnel On-ine (CPOL)
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3. Under My Account, click My Profile Page.

This information system is approved for UNCLASSIFIED//FOUO dat
GNLINE |
My Account Login Options Sponsor Management 'KO Passwords
<= St ! My Sponsored Accounts p Desk Assistance
z e low AKO account holders to reset
My Tasks CAC/Certificate Registration ithout calling the help desk. The
i N are: receiving a reset link via a
My Stuff Notifications Idress and receiving a reset code
3 . 2. To utilize both of these options,
Account Information My Notifications : their account information with
Y { g address and a cell phone
Change Password Notification Settings 's on adding this information, click
Security Questions Read
Login Questions
P———— |
4. Update applicable information by clicking the Edit
[T Ty ALK Wy FICT
My Basic Profile
(=
i ; =
= Basic Informavior] == ] AKO Badges s
— Ful tame Johe A Tos Zrons o) Ba0001
Tarven Ay s Erai m.mgmq_ 0 E’ @
Organizsfion  Unied Simeg Aoy Ligl Servces gery  Seconcary Emal phnaidee mil
i (UBALEA) ey BITS Guesion Road, Fort Beher, Vit 2080
Experience Ao Trpe D04 Gl | Ay Rislired Wik o My Profile.  Hetpes wwew wa. sy snlbatierpecimichael dob
ComesiDufies:  JAGCHe! Project Dfficer B Help DieskieJUNS oy
Marager s [ My Leadership
E =
Time Abecad 3 i i M hissl Dot
Mo surmrmary found
Educanon & Traming - izl
Expenence; s«
Mikary
il - Whaen Poitn Organenatsn Location Connections
: Hg prasicng have been enisred
Chilian
= Whaen Poaiton (Organuton Locasion Connections
Cernfications & Qualificanons 4 peaors s been anterss
- .l
Persnnal Aibiunes Time Abeoad: e
s Time L) Alwoad found.
[t - i el
25 Education: ex
5. Click Save after making edits.
| Save || Cancel |

HOW TO UPDATE AKO VERSION 1 (7/22/2016) 3



Information Technology Division

1.4 Completing the Fields
An example of each section’s fields are below.

Section Example

Basic Info el Contact Info o E

* Civilian Title: Phone: ]
'
Suffix: Fax: | |
My Leal
First Name: DSN:
| J Mr Mich
Middle Name: Official Email: I ‘
Last Name: i T
¥
Email: [7] L ‘
Maiden Name: T |
Job Title [] Ifehecked, my secondary email will be
: | | visible to all users that view my profile.
o e The Secondary Email Address may be any valid

| commercial or government email address. This
address is used for several nofification messages
Eeaitiant s including new AKOC account registration, AKO

account expiration, and password reset.

| Street [ |
Address:
S [ |
50613000 charac e State: \ |
Zip Code: | |
Cell Phone [ 1
|
Your cell phone number will not be displaye
to other users, unless you opt in below.
[] Ifchecked, my cell phone number will |
visible fo all users that view my profile.
Cell Phone
Brvitii [Mon-US or Mot Listed vl

Cell phone provider is needed to enable
password resets by cell phone. This is the
only way your cell phone information will be
used. Only U.5. cell phone numbers are
supported at this time for password resets.

Experience Click Add New Position, and then complete the fields.

el [=]

Experience: :
Add Mew Position | Sort Positions Oldest First | Sort Positions Most Recent First Done
Military

When Position QO izati 1 i Connections Action
Mo positions have been entered.
Civilian

When Position O izati Locati Connections Action
Mo positions have been entered.
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Experience:
Dates From
|2016
To

|2016
= Pesition/Job Title | |

Job Type IMili!aw IE
Organization | |

* Location | |
Use commas to =eparate address components

Duty Description
0 of 2000 characters
Skills i
Skills:
0 of 500 characters
Use commas to separate values
| Save || Cancel
Time Abroad 5
Time Abroad:
LI [-noT sELECTED-[&]
LOR] [1ioT SELECTED ]
* Country  ['NOT SELECTED-
City/Region | |
Use commas to separate address components
5 [voT sELecTED- =]
Operation I El

* Organization | |
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Education :
Education:
Dates From
|2018
To
|2015
* School |
" Degree  [Chot Selected-
= Other Degree [ ]
Major/Concentration | |
| Save || Cancel
Certifications — —
and Certifications and Qualifications:
o . o Retum to Edit Cerlifications \iew
Qualifications
* Choose New Cerification Type:
= ~]
* Choose a DoD 8570.01 Certification from the List
|A+
Certification Earned Date M-’dﬁf)‘\fh'_ |
{Optional) Date: certification was eamed (Format) Y V-MM-DD or MMIDDNYYY.
Certification 1D ]
{Optional) Enter your unique Cerification 1D,
* Choose a Computer Environment Certificafion from the List:
|{CHARCS) MET Training [~
Certification Earned Date [y pyyyy | |
{Optional} Dale cerfification was sarmed (Formath YYYY-MM-DD or MMDDIYYYY.
Certification ID | |
i{Opﬁunal} Enteryour unique Cerlification 1D
Personal )
Attribut Personal Attributes:
ributes Select 5 attributes that best describe you, and S that are lesst dezcriptive of you. View Attribute Descriptions
The leaszt descriptive are for your development only and will not be displayed to other uzers.
Most Descriptive of Me: Least Descriptive of Me:
"1 [ Select— 1 [select —
"2 [Tselect— 2 [“seiect—
F3- [select— 3. [“select—
"4 [Csetect— 4 [“select—
"5 [Fselect— ~] 3 [“select— ~]
| Save || Cancel |
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Inter(?sts and e e T e
Hobbies
0 of 500 characters
Use commas to separate values
| Save || Cancel
Save Click Save after all edits.
| save || cancel |
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