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If you have any questions about the Career Field Certification program, please contact: 

certhelp@jhtpax.com 

 

 

This is an official U.S. Navy web site (GILS Number: 001973). Please direct all 
DAWIA policy questions to your Command's DAWIA point of contact and all training 
questions to your Command's Training point of contact. Please contact DACM On-

Line Webmaster,  

dacmwebmaster@hq.navy.mil 

for technical issues specific to this website. 
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1 Introduction 

1.1 What is Career Field Certification? 

The Defense Acquisition Workforce Improvement Act (DAWIA) was passed in 1990. 
It was enacted to improve the overall effectiveness and professionalism of military 
and civilian personnel charged with management and administration of Defense 
acquisition programs. DAWIA emphasized improving the education, training and 
experience levels of acquisition professionals. 

1.2 The Certification Process 

DoD implemented DAWIA by establishing a certification process. All personnel 
working in acquisition positions must be certified. Certification is the process 
through which the DON determines that an individual meets the minimum 
mandatory education, training, and work experience requirements established for 
an acquisition career field and position. Each acquisition career field and position 
category is divided into three career levels for the purposes of establishing 
education, training and experience standards. 

1.3 Career Levels 

The career levels are described as follows: 

* Level I (Basic Level): This level is for individuals in the civilian grades of GS-05 
through GS-08 (except for civilians in the purchasing career field) and military 
grades of O-1 through O-3. Basic level training standards are designed to 
establish fundamental qualifications and expertise in the individual's job series, 
functional area or career field. Development at the basic level lays the 
foundation for career progression and is designed to prepare qualified, 
motivated personnel for positions of increasing responsibility. 

* Level II (Intermediate Level): This level is for individuals in the civilian grades 
of GS-09 through GS-12 (except for civilians in the purchasing career field). At 
the beginning of the intermediate level, specialization is emphasized, then an 
individual should later begin to broaden his or her background toward a more 
general expertise in the overall processes of their career field. Development of 
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the experience in the individual's primary career field should optimally be 
followed by a lateral movement to a related specialty. 

* Level III (Senior Level): This level is for individuals in the civilian grades of GS-
13 and above (except for civilians in the purchasing career field). By the time an 
individual reaches Level III, he or she should have completed all the mandatory 
training and education requirements up to that level and should have advanced 
through a career pattern that has given them an in-depth knowledge in their 
career field and breadth of knowledge across the entire acquisition process. 

* For Purchasing Levels: For purchasing, GS-5 is level I; GS-6 through 8 is level 
II and GS-9 is level III.  

1.4 Applying for Certification 

You must apply for certification. To apply, please point your browser to: 

   http://www.register-now.cms.navy.mil/ 

Then click on the Career Field Certification icon and then follow the instructions in 
our Quickstart in this SUM at 2.4. 

1.5 Certification Standards Checklists 

These checklists, found in the DAU catalog, are organized by acquisition career 
field and career field level and define requirements for progression from one level to 
the next. 

They can be found online on the Register Now Career Field Certification main 
menu, under the Links link. 

1.6 Waivers 

When individuals enter into their DAWIA positions, they have 18 months to become 
certified to the level required of their position. Mandatory certification standards 
(education, work experience, and training) must be met NO LATER THAN 18 
months after the assignment or a waiver must be obtained per SECNAVINST 
5300.36, Part II, Chapter 5 and SECNAVINST 5300.36, Appendix M. 
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1.7 Things You Need To Know To Use This SUM 

Here are other things you need to keep in mind to understand how this Software 
Users Manual (SUM) is to be used: 

1. Bolding – In this SUM, wherever a word is printed in bold letters that 
means that those bolded words appear exactly that way on the website.  
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2  Student Section 

The first time you use the Register Now Career Field Certification system you must 
login and create a profile. This profile will save you time later on because the 
information you provide on the profile page will automatically populate other pages. 

NOTE: You must be a civilian (not yet available to military members) in the 
Acquisition Workforce. 

2.1 Getting Started 

The Register Now Career Field Certification system is very easy to use. But you will 
need four things to get started: 

* Your organization (your Command), 

* Your Social Security Number (SSN), 

* Your Date of Birth (DOB), 

* Your .mil email address, 

* Your supervisor’s .mil email address. 

Once you have these four things, all you need to do is to create your profile, which 
will take about 2 minutes. 
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2.2   QUICKSTART: Registrant Profile 

This is where you review and update your profile information. 

As you login, you will always be taken to your profile to be sure that your information 
is accurate since many functions in the system depend on accurate and current 
information. 

1. To get started, you have to login to the system. Point your browser to: 

   http://www.register-now.cms.navy.mil/ 

The Register-Now! for Career Field Certification main menu window will 
display (see Fig. 1). 

 

Fig. 1: Register Now! for Career Field Certification main menu 

2. Enter your Social Security number in the dialog boxes provided using 
numbers ONLY. 

3. Enter your date of birth in the dropdown boxes provided. 

4. Click on the Logon button to continue. 
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 The Registrant Profile window is displayed (see Fig. 2). 

 

Fig. 2: Registrant Profile window 

 NOTE: It is very important that the information in your profile is up to date. 
That’s why the Register Now! system makes you look at your profile every 
time you logon. It is especially important to be sure that three items are 
correct: 

* Your organization (your command) 

* Your SubUIC 

* Your current email address 

* Your supervisor’s email address 

 If these four items are not correct, your application will not be processed 
correctly (or at all). 

5. After entering all your profile information, click on the Update Profile button 
to continue. 

 A Profile confirmation window displays (see Fig. 3). 
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Fig. 3: Profile Confirmation notice 

 Congratulations!  You’ve just updated your profile. 
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2.3   QUICKSTART: How Do I Check my Certification History? 

This is where you can review your history of Career Field certifications earned. 

1. If you are already logged into the system, simply click on Certification 
History in the blue navigation frame in the left frame, then jump up to Step 
#9. 

2. If you are not logged onto the system, then you have to login to the system. 
Point your browser to: 

   http://www.register-now.cms.navy.mil/ 

The Register-Now! for Career Field Certification main menu window will 
display (see Fig. 4).  

 

Fig. 4: Register Now! for Career Field Certification main menu 

3. Enter your Social Security number in the dialog boxes provided using 
numbers ONLY. 

4. Enter your date of birth in the dropdown boxes provided. 

5. Click on the Logon button to continue. 
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 The Registrant Profile window is displayed (see Fig. 5). 

 

Fig. 5: Registrant Profile window 

 NOTE: It is very important that the information in your profile is up to date. 
That’s why the Register Now! system makes you look at your profile every 
time you logon. It is especially important to be sure that three items are 
correct: 

* Your organization (your command) 

* Your SubUIC 

* Your current email address 

* Your supervisor’s email address 

 If these four items are not correct, your application will not be processed 
correctly (or at all). 

6. If you have no changes to your profile, simply click on the Certification 
History in the blue navigation frame on the left side of the window to 
continue. 

7. If you have made changes, click on the Update Profile button to continue. 
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 A Profile confirmation window displays (see Fig. 6). 

 

Fig. 6: Profile Confirmation notice 

8. Click on the OK button to continue. 

The Register-Now! For Career Field Certification main menu window 
displays without the data boxes where you entered your SSN and DOB when 
you logged in (see Fig. 7). 

 

Fig. 7: Register Now! for Career Field Certification main menu 

9. Click on Certification History in the navigation frame at the left of the main 
menu window (see Fig. 7 above). 

10. The Certification History window displays (see Fig.8). 
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Fig. 8: Certification History window   

 Congratulations!  You’ve just checked your Certification History. 
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2.4   QUICKSTART: How Do I Apply for Certification in my Primary or 
Subsidiary Career Field? 

This is where you can submit an application for Primary Career Field certification. 

1. If you are already logged into the system, simply click on Certification 
Application in the blue navigation frame in the left frame, then jump up to 
2.4, Step #9 below. 

2. If you are not logged onto the system, then you have to login at: 

   http://www.register-now.cms.navy.mil/ 

The Register-Now! for Career Field Certification main menu window will 
display (see Fig. 9).  

 

Fig. 9: Register Now! for Career Field Certification main menu 

3. Enter your Social Security number in the dialog boxes provided using 
numbers ONLY. 

4. Enter your date of birth in the dropdown boxes provided. 

5. Click on the Logon button to continue. 
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 The Registrant Profile window is displayed (see Fig. 10). 

 

Fig. 10: Registrant Profile window 

 NOTE: It is very important that the information in your profile is up to date. 
That’s why the Register Now! system makes you look at your profile every 
time you logon. It is especially important to be sure that three items are 
correct: 

* Your organization (your command) 

* Your SubUIC 

* Your current email address 

* Your supervisor’s email address 

 If these four items are not correct, your application will not be processed 
correctly (or at all). 

6. If you have no changes to your profile, simply click on the Certification 
Application in the blue navigation frame on the left side of the window to 
continue, then jump to the Career Field Selection window (see Fig. 12). 
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7. If you have made changes, click on the Update Profile button to continue. 

 A Profile confirmation window displays (see Fig. 11). 

 

Fig. 11: Profile Confirmation notice 

8. Click on the OK button to continue. 

9. The  Career Field Selection window is displayed (see Fig. 12). 

 

Fig. 12: Career Field Selection window 

You may choose between the Primary and Subsidiary career fields. The 
differences between these two major categories of career fields are as 
follows: 

Primary Career Field 

Your Primary Career Field is based on your current profile in DCPDS. 
Also, if you click on your Primary Career Field, the Certification 
Level Pursued dropdown will default to the next highest level. You 
may select a higher level, if you desire AND if the higher level is 
required for your position. This reflects your ability to pursue any level 
in your Primary Career Field.  
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Subsidiary Career Field 

Your Subsidiary Career Field is totally user defined. To define your 
Subsidiary Career Field click on the Subsidiary radio button. The 
Career Field dropdown box becomes active. Make a selection from 
the available fields in the dropdown box (see Fig. 13). 

 

Fig. 13: Subsidiary Career Field 

 Notice that the Certification Level Pursued dropdown box is grayed 
when the Subsidiary radio button is checked. This reflects your inability 
to jump levels in your Subsidiary Career Field unlike you can in your 
Primary Career Field. In your Subsidiary Career Field, you must start at 
Level I and work your way up. 

 NOTE: Although you may click on the Subsidiary radio button 
before you are certified in your Primary Career Field, you are 
strongly encouraged to acquire certification in your Primary Career 
Field first. 

 

Selecting Primary Career Field 

10. When you click on the Primary radio button, the Career Field dialog box 
defaults to the primary career field entered on your profile (see Fig. 14). 
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Fig. 14: Primary Career Field default 

 (If you want to click on the Subsidiary radio button please jump to Step #13 
to continue.) 

11. If the default displayed under the Career Field heading is not correct, return 
to your profile to make changes by clicking on Registrant Profile in the 
navigation frame.  

12. If this default is correct, click on the Continue button to continue (jump to 
Step 14). 

 

Selecting Subsidiary Career Field 

13. Your Subsidiary Career Field is totally user defined. To define your 
Subsidiary Career Field click on the Subsidiary radio button. The Career 
Field dropdown box becomes active. Make a selection from the available 
fields in the dropdown box (see Fig. 15). 
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Fig. 15: Subsidiary Career Field 

 Notice that the Certification Level Pursued dropdown box is grayed out. 
This reflects your inability to jump levels in your Subsidiary Career Field 
unlike you can in your Primary Career Field. In your Subsidiary Career Field, 
you must start at Level I and work your way up. 

 NOTE: Although you can click on the Subsidiary radio button before 
you are certified in your Primary Career Field, you are strongly 
encouraged to acquire certification in your Primary Career Field first. 

14. Click on the Continue button. 

 The Certification Checklist window is displayed (see Fig. 16). 

 NOTE: Although the requirements of each Career Field will be different 
as displayed in the Certification Checklist window as shown in Fig. 16 
below, from this point on, the actions you will take will be identical for 
either the Primary or the Subsidiary Career Field from this point on.  

 Also note that this online Certification Checklist is identical to that 
published in the Defense Acquisition University (DAU) Course 
Catalog.  
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Fig. 16: Certification Checklist window 

15. Check the box besides each requirement that you have met. Note that both 
of the mandatory requirements: Experience, and Training must be met for 
certification to be approved.  

Also note that the Education requirement is (Desired) and not mandatory for 
this Career Field (in some Career Fields, it is mandatory). Therefore, if either 
the Experience or the Training checkboxes are not checked, the 
certification request process will stop. However, the certification process will 
continue if the Education checkbox is not checked because it is only listed 
as (Desired). 

16. If you do not need to check the alternative training methods checkbox under 
the Training heading (shown in Fig. 17 below), click on the Continue button 
and jump up to Step #19. 
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Fig. 17: Alternative Training Methods checkbox 

17. If you feel your have met all or part of the Training requirement through the 
fulfillment program and/or equivalent training and/or academic courses, 
check the additional checkbox under the Training heading. You will be 
required to provide additional details later in the application process. 

 The Fulfillment/Equivalent Training Description window appears (see Fig. 
18). 

 

Fig. 18: Fulfillment/Equivalent Training Description window 
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2.4.1      Fulfillment Program 

18. For each training course met by the fulfillment program, please 
provide the training course and the date this fulfillment was 
approved. If you have fulfillments on file with the Register Now 
program, the Register Now system will automatically populate the 
scrolling box under the Fulfillment Program heading with all the 
fulfillments it has on record. Please add to, modify, or delete from 
this list as necessary. 

19. When completed, click on the Continue button. 

 The Career Field Certification Application window displays (see Fig. 
19). 

 

Fig. 19: Career Field Certification Application 

20. Please be sure that your email address is correct, as well as the 
email address of your Supervisor. Click on the Submit Application 
button to submit the application to your Supervisor for approval.  

 A Confirmation window displays (see Fig. 20). 
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Fig. 20: Confirmation window 

2.4.2      Equivalent Training 

21. For each training course met by Equivalent Training, please provide 
the training course, the name of the equivalent training (include 
course number if applicable), the name of the institution where the 
training occurred, the start and end dates of the training, and eth 
grade you received. 

22. When completed, click on the Continue button. 

 The Career Field Certification Application window displays (see Fig. 
21). 
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Fig. 21: Career Field Certification Application 

23. Please be sure that your email address is correct, as well as the 
email address of your Supervisor. Click on the Submit Application 
button to submit the application to your Supervisor for approval.  

 A Confirmation window displays (see Fig. 22). 

 

Fig. 22: Confirmation window 

 Congratulations!  You’ve just applied for certification in your Primary  or 
your Subsidiary Career Field. 
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2.5   QUICKSTART: How Do I Check My Application Status? 

This is where you check the status of your applications. 

1. If you are already logged into the system, simply click on Application Status 
in the blue navigation frame on the left, then jump up to Step #8 in this 
section. 

If you are not logged in, you will need to do so.  

2. Point your browser to: 

   http://www.register-now.cms.navy.mil/ 

The Register-Now! for Career Field Certification main menu window will 
display (see Fig. 23). 

 

Fig. 23: Register Now! for Career Field Certification main menu 

3. Enter your Social Security number in the dialog boxes provided using 
numbers ONLY. 

4. Enter your date of birth in the dropdown boxes provided. 
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5. Click on the Logon button to continue. 

 The Registrant Profile window is displayed (see Fig. 24). As you login, you 
will always be taken to your profile to be sure that your information is 
accurate since many functions in the system depend on accurate and current 
information. 

 

Fig. 24: Registrant Profile window 

 NOTE: It is very important that the information in your profile is up to date. 
That’s why the Register Now! system makes you look at your profile every 
time you logon. It is especially important to be sure that three items are 
correct: 

* Your organization (your command) 

* Your SubUIC 

* Your current email address 

* Your supervisor’s email address 

 If these four items are not correct, your application will not be processed 
correctly (or at all). 
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6. After entering all your profile information, click on the Update Profile button 
to continue. 

 A Profile confirmation window displays (see Fig. 25). 

 

Fig. 25: Profile Confirmation notice 

7. Click on the OK button to continue. 

8. The Register-Now! for Career Field Certification main menu window 
displays without the data boxes where you entered your SSN and DOB when 
you logged on (see Fig. 26). 

 

Fig. 26: Register Now! for Career Field Certification main menu 

9. In the navigation frame at the left of this window, click on Application 
Status. 
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10. The Application Status window displays (see Fig. 27). 

 

Fig. 27: Application Status window 

 Congratulations!  You’ve just applied for certification in your Application 
Status. 
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2.6   QUICKSTART: How Do I Check My Training History? 

This is where you can review your ACQ Training History. 

1. If you are already logged into the system, simply click on Training History in 
the blue navigation frame on the left, then jump up to Step #8 in this section. 

If you are not logged in, you will need to do so.  

2. Point your browser to: 

   http://www.register-now.cms.navy.mil/ 

The Register-Now! for Career Field Certification main menu window will 
display (see Fig. 28). 

 

Fig. 28: Register Now! for Career Field Certification main menu 

3. Enter your Social Security number in the dialog boxes provided using 
numbers ONLY. 

4. Enter your date of birth in the dropdown boxes provided. 
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5. Click on the Logon button to continue. 

 The Registrant Profile window is displayed (see Fig. 29). As you login, you 
will always be taken to your profile to be sure that your information is 
accurate since many functions in the system depend on accurate and current 
information. 

 

Fig. 29: Registrant Profile window 

 NOTE: It is very important that the information in your profile is up to date. 
That’s why the Register Now! system makes you look at your profile every 
time you logon. It is especially important to be sure that three items are 
correct: 

* Your organization (your command) 

* Your SubUIC 

* Your current email address 

* Your supervisor’s email address 

 If these four items are not correct, your application will not be processed 
correctly (or at all). 
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6. After entering all your profile information, click on the Update Profile button 
to continue. 

 A Profile confirmation window displays (see Fig. 30). 

 

Fig. 30: Profile Confirmation notice 

7. Click on the OK button to continue. 

8. The Register-Now! for Career Field Certification main menu window 
displays without the data boxes where you entered your SSN and DOB when 
you logged on (see Fig. 31). 

 

Fig. 31: Register Now! for Career Field Certification main menu 

9. In the navigation frame at the left of this window, click on Training History. 

10. The Training History window displays (see Fig. 32). 
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Fig. 32: Training History window 

 Congratulations!  You’ve just checked your Training History. 
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2.7   Links 

Clicking on the Links link takes you to a list of links (see Fig. 33). 

 

Fig. 33: Links 

Clicking on this link takes you to Appendix B – Certification Standards 
Checklists of the Defense Acquisition University Course Catalog. 

 


