Registering for a Treasury Acquisition Institute Class 

in FAITAS

(The Federal Acquisition Institute Training Application System)

The Federal Acquisition Institute (FAI) launched FAITAS on May 31, 2011.  This system replaces the former system (ACMIS) as the system of record for all acquisition certification programs (FAC-C, FAC-COR and FAC-P/PM).  The system is also used to register for Federal Acquisition Institute (FAI), Defense Acquisition University (DAU) and Department of Homeland Security courses, and Treasury Acquisition Institute (TAI) courses. 
Frequently Asked Questions for FAITAS are located at https://www.atrrs.army.mil/faitas/External/FAQ.  

A FAITAS Employee Quick Start Guide is located under the Help Menu from the FAITAS log in page.  Additional guides are located under the Help Menu once logged into FAITAS.

You must register in FAITAS and create a profile prior to performing any actions in FAITAS.

CREATING A PROFILE IN FAITAS:

Before you begin – Internet Explorer 8 (IE8) is required to access FAITAS.  If you have IE8, please proceed with creating a profile as follows:
1. Open Internet Explorer and go to the Federal Acquisition Institute website: www.fai.gov
2. Click on the “FAITAS v.2” link along the top menu.


Security Certificate Error Message: If you are experiencing technical difficulties with accessing FAITAS, it is because of your agency's internal firewalls.  Please contact the IT Help Desk and provide the following guidance so they may assist you with gaining access:

Download the new DOD Certificates at http://dodpki.c3pki.chamb.disa.mil/rootca.html.  A “File Download” window should appear; click ‘Open’.  In the following window, “Certificates”, left-click the C:\DOCUMENTS AND SETTINGS folder, then double left-click the ‘Certificates’ folder.  Scroll to the bottom and double click the last certificate in the list: DoD Root CA 2’, and click ‘Install Certificate’.  Left-click ‘Next >’ in the Certificate Import Wizard and ‘Next’ again, while the radio button next to ‘Automatically select the certificate store based on the type of certificate’ is highlighted (this option should already be selected).  Lastly, click ‘Finish’ to install the certificate.  
After you install the Root CA, add the FAITAS 2.0 homepage to your trusted site list.  Please be advised that you may need to reinstall the certificate if you receive any updates to your computer system. 

If you are an IRS employee and continue having a problem getting assistance with the security certificate, please contact the FAC-COR Program Office *AWSS FAC-COR (awss.fac-cor@irs.gov).

3. At the next window, please click “I Agree” to acknowledge that you are accessing a U.S. Government Information System.

4. The FAITAS login screen will appear.


5. Click “Register Here” to begin your registration.


6. After entering your email address, you will get a message stating that an email will be sent to you.


7. Close the FAITAS screen and retrieve your email confirmation.

8. Click on the link in the email.


9. At the FAITAS screen, select “Click here to continue registration process.”


10. Enter the requested data.

Social Security Number - You will only have to enter your SSN the first time you log in.  FAITAS connects to the OPM personnel system where all federal government personnel and training data are maintained.  These systems will share data to ensure information is consistent and you are who you say you are.  After initial registration, you will not need to enter your SSN again.  You will only need to enter your email address and the password you create to log into FAITAS.

ENTERING PROFILE INFORMATION

Home Address
FAI requests the home address to determine where classes should be scheduled based on the location of the majority of students.  If you do not feel comfortable providing your home address and phone number, you can provide your work address and phone number in both the home and work sections.  
Profile Information:

Acquisition Workforce Member? – You are a member of the acquisition workforce if you are one of the following:

1. 1102-Series 

2. FAC-COR Certified

3. FAC-C Certified

4. FAC-PPM Certified
*If you are applying for certification, you must wait until your request is approved before returning to your profile to update this option.

Acquisition Workforce Details:

Do not select “Yes” to being a COR unless you are currently appointed to a specific contract action as a COR.  


Supervisor Information
Enter your supervisor's first and last name to search for them.  If the system cannot find your supervisor, it means your supervisor has not yet created a profile in FAITAS.  You can leave this field blank for now and click “Update Information” at the bottom of the page to create your profile, but you will get a message that states that you need to designate a supervisor.  
IMPORTANT NOTE: Until your supervisor registers in the system and you designate them in your profile, you will be able to log into the system, but will not be able to register for classes or perform any other functions.

After you create your profile, log out of FAITAS and send an email to your supervisor asking them to register.  Once they create a profile, they should notify you via email so you can go back into the system and update your profile with their name.

Supervisory approval is required for any requests in the FAITAS system.  FAITAS sends all requests via email to your supervisor first for approval.

REGISTERING FOR A TREASURY ACQUISITION INSTITUTE (TAI) CLASS IN FAITAS

You must first create a profile in FAITAS before registering for a class.  Please follow the above instructions and/or use the user guide from the FAITAS Help menu to help you register in FAITAS.  

After you have registered in FAITAS, please take the following steps to register for a TAI class:
 

1. Log into FAITAS
2. Select Manage Career > Training > Search for Training menu
3. In the Course Search, select Advanced Search

4. Search by Teaching School: TAI – Treasury Acquisition Institute 
OR
Search by Location: Select Oxon Hill, MD
5. Select the class
6. Select Request Training
7. Select Submit Request
What’s Happens After You Submit Your Request?
Treasury Acquisition Institute Notice

If you are submitting a course request in response to an email about FREE classes, please disregard the Treasury Acquisition Institute Notice pop-up message in FAITAS and proceed with your registration. 
 

IMPORTANT: Your seat in the class is NOT confirmed until you receive an email from training@fai.gov with the subject “Training Request Approved by Federal Acquisition Institute” and/or the status shows “Reserved” in FAITAS.

Your training request will be submitted via email to the supervisor selected in your profile.  Your supervisor must go into FAITAS and approve your request before it is submitted to the Treasury Acquisition Institute (TAI) Registrar for approval.  

You will receive system emails regarding the status of your training request.  You can also check in your FAITAS dashboard for a status.  

CANCELLING A TAI TRAINING REQUEST IN FAITAS

1. Log into FAITAS
2. Under My Current Class List, select the class you wish to cancel 
3. Select Submit Cancellation Request
TREASURY ACQUISITION INSTITUTE (TAI) WITHDRAWAL AND CANCELLATION POLICY

If you are unable to attend a class for which you are registered, you must cancel your registration in FAITAS no less than two weeks before the class start date (four weeks for classes with pre-course work). 

Canceling your registration later than the timeframes above, may result in a penalty preventing you from registering for the same course for a period of up to 3 months.

If TAI cancels a course for any reason, we will make every effort to notify all confirmed participants and discuss enrollment in a future session.
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