AFSVC

AF Services Genius Learner Guide

Version 1.7 19 May 2022

AIR FORCE SERVICES CENTER
TRAINING AND DEVELOPMENT
3515 SOUTH GENERAL MCMULLEN
PORT SAN ANTONIO, TEXAS 78226



Introduction

This document outlines the processes for registering for courses, organizations, building an
account, requesting course credit, withdraw from a course, printing certificates, and downloading
transcripts. The new Genius Student Information System will allow for students to register for their own
courses, launch active courses, obtain transcripts of FSS Courses, and upload all supporting documents.
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Registering for Courses without an Account

1. Inyour web browser, preferable google chrome, navigate to the following web address
https://afservices.geniussis.com

2. On this page, click the Catalog link to be taken to the Course Catalog to select the course

AIR FORCE SERVICES CENTER

(limmen Umkiﬂg Cave Q@f Wirmen... ((nywkewe. ([ng‘fime

Sign in
Login

Password

Recover password

3. Scroll down until you find the course that you want to register for; click the Sign-Up button.
Note, you can also use search tools to filter available Courses

S FORCE D e

TENAF@tr_a.cting .
offeer Refresher SRS =2

[l " I AFSVC Functional B Supplemental Su ippl
AFNAF Contracting Officer Cashier PCI Security Standards Commercial Sponsorship and Customer Experience (CX)
Refresher at the Point of Sale Advertising - Demographics Online Self-Paced | Ongoing
Online Self-Paced | Ongoing Online Self-Paced | Ongoing Online Self-Paced | Ongoing 95 seats available
99 seats available 98 seats available 99 seats available

Online CBT Course
Online CBT Course Online CBT Course
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4. After clicking Sign-up, click Complete Registration in the upper right hand corner of the screen
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5. This is where you will fill out your information to create your own account to access the course

Select your FSS Unit

Register

6. Once you click Complete Registration, a confirmation screen will show. On this screen, you need
to click the “Info” button to continue registration

Registration Fill out all of the necessary fields.
New to the Learning Portal? Create your account below.
’ ‘ a. First Name
b. Last Name
’ ‘ ’ ‘ ¢. Work Email (will be used as your Username)
’ ‘ ’ ‘ d. Select the branch that you work for (will
most likely be Air Force)
’ ‘ ’ electRank- ‘ e. Select your Rank
’ ‘ ’ ‘ f. Select your Status
g. Select your Command
’ Select Base (Military/Government Installe ‘ ’ ‘ h' Select your Base
| |




3 FORCE

Course Confirmation

Total Amount:

There is 1 courses selected:

Course
Test-CSA IMI

Change Courses

Welcome to the Course Catalog

To confirm your enroliment please click the Confirm button below.

Make sure you check the date, time, and location, of the selected class(as).

Instructors

Computer-Based Training

Start Date

Hello, Jane Doe

Location Must

Remave

7. This page will have information on the course; once you have read over the information make
sure to click “l read” before clicking “Close”

True Colors

Explore how to enhance

Military unit per

build resilient teams and
strong leaders.

Strong leadership is foundational for
successful units. The most productive
military members are clear and strong

Ongoing communicators who bring out the best in

those around them. Effective

communication requires active listening,
understanding biases, and tailoring the
delivery of messages to each situation

Enhancing the way military personnel and

their leadership communicate with each

other positively impacts resiliency,
engagement, morale and productivity.

AFSVC Staff
Development
True Colors

Vicki Guist

San Antonio, TX

True Colors teaches miltary personnel at all levels how to communicate more
effectively and how to apply techniques for maximum impact within their base, at home
and in their communities. True Golors provides a language for

pre-equisite course.

This course does not have any required
document.

This course does not have any other
recommended course.

This course is not associated to any
learning path,

individual personality traits and provides frameworks for applying new communication

techniques. We distill complex personality and learning theory into a user-friendly practical tool that can be applied to virtually all

missions and workplace situations

| read

8. Click the Confirm button to finalized your request to register for the course

3 FORCE

Course Confirmation

Total Amount:

Thereis 1 courses selected
Course

True Colors

Change Courses

Welcome to the Course Catalog

To confirm your enrollment please click the Confirm button below
Make sure you check the date, time, and location, of the selected class{es).

Instructors Start Date

Vicki Guist

Hello, Jane Doe

Location Must
Read

i m

Remove

San Antonio, TX




9. You will get a Registration confirmation page, click “Go to Dashboard”

Welcome to the Course Catalog

Learner Registration
Thank you, your registration was received!

You will receive an email with instructions.

10. Once you have registered, your course will show up in either Active Courses, Learning Paths or
Pending courses depending on the type of course. If the course requires approval prior to
enrollment or any additional documents to be submitted for approval, then the course will
appear under Pending Courses and you will receive a Course Requires Approval email. Submit
the Student Registration form IAW the Course Requires Approval email you will receive. Submit
any required documents IAW the Adding External Files sections of this guide

Jane Doe
Logged in as g 8 0 0 0
Completed Courses Page Views Assignments Completed Overdue Courses

ogout
£ ACTIVE COURSES ™ COMPLETED COURSES
& Dashboard
S NAF Financial Management 101 Procurement for the Rest of Us >  P-Card Annual Refresher Trainnig 100%

* Sign-Up for Course 0%  rovie zmonovi 2om 00  evis 2020 nov 17, 202 W Completed on Nov 18, 2020

© Request Credit ™  NAF Financial Management Accou 95%
In Progress Not Started Overdue ¥ completed on Nov 18, 2020

% Withdraw from Course

; NAF Internal Controls 90%

Completed on Nov 18, 2020
[® Print Transcript

> S5C myPers CX System 100%
I External Files ¥ completed on Nov 18. 2020
> SSC Using myPers for NAF Account
? Help ¥ Purposes 100%

& Edit Account
™ PENDING COURSES & LEARNING PATHS
= GotolMS
Microsoft Excel (Basics)

Requested Approval on 11/18/2020

True Colors
Requested Approval on 11/18/2020

11. Your Username and a temporary password will be emailed to the email address that you
provided at registration

Back to Table of Contents




Registering for Courses with an Account

1. Inyour web browser, preferable google chrome, navigate to the following web address
https://afservices.geniussis.com

2. On this page enter your username and password

AIR FORCE SERVICES CENTER

(Linmen Uaking Care Q@f Uirmen... ((nywhewe. ([n’y‘fim,e

Sign in
Login

Password

Recover password

Campleted Courses: Page Views Assignments Completed Overdue Courses

JURSES I COMPLETED COURSES

@& Dashboard

- MNAF Financial Management 101 Procurement for the Rest of Us > P-Card Annual Refresher Trainnig 100%
00  Novis 2020-New 021 00  rovts w20 Novta. 21 % Complcted on o 18, 7020

© Request Credit > NAF Financial Management Accou
» 95%
Competeton v 18, 2020

InProgress @ NotStarted @ Overdue
*_Withdraw from Course
*  NAF intornal Cantrols 0%
¥ Compleced on Now 18,2020
(3 Print Transcript
~  S5CmyPars CX System 100%
I Extemal Files ¥ compiorad an riov 18, 2020
? »  SSCUsing myPers for NAF Account "
? Help $ Purposer 100%
& Edit Account
W PENDING COURSES B LEARNING PATHS
= GotolMs

Microsoft Excel (Basics)
Requestad Approvallan 111872020

Trus Colors

= Requested Approval an 1111812020

4. Scroll down until you find the course that you want to register for; click the Sign-Up button.
Note, you can also use search tools to filter available Courses
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5. After clicking Sign-Up, click Complete Registration in the upper right hand corner
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6. Once you click register, a registration confirmation screen will show. On this screen, you need to
click the “Info” button to continue registration



3 FORCE

Course Confirmation

Total Amount

There is 1 courses selected:

Course
Test- CSA IMI

Change Courses

Welcome to the Course Catalog

To confirm your enroliment please click the Confirm button below.
Make sure you check the date, time, and location, of the selected class(es).

Instructors

Computer-Based Training

Hello, Jane Doe

Start Date Location Must

Read

Remove

Remove

Online

7. This page will have information on the course; once you have read over the information make
sure to click “l read” before clicking “Close”

Ongoing

AFSVC Staff
Development
True Colors

Vicki Guist

San Antonio, TX

True Colors

Explore how to enhance
ry unit per

build resilient teams and
strong leaders.

Strong leadership is foundational for
successful units. The most productive
military members are clear and strong
communicators who bring out the best in
those around them. Effective
communication requires active listening,
understanding biases, and tailoring the
delivery of messages to each situation
Enhancing the way military personnel and
their leadership communicate with each
other positively impacts resiliency,
engagement, morale and productivity.

True Colors teaches military personnel at all levels how to communicate more

effectively and how to apply techniques for maximum impact within their base, at home
and in their communities. True Golors provides a language for

pre-requisite course.

This course does not have any required
document.

“This course does not have any other
recommended course.

Learning Path

“This course is not associated to any
learning patt

individual personality traits and provides frameworks for applying new communication
techniques. We distil complex personality and learning theory into a user-friendly practical tool that can be applied to virtually all

missions and workplace situations.

1 read

8. Click the Confirm button to finalized your request to register for the course

_+FORCE

Course Confirmation

Total amount:
There is 1 courses selocted
Course

Trua Colors

Change Courses

Welcoma to the Course Catalog

Ta confirm your enroliment please click the Confirm button below.
Mske sure you check the dats, fime, and location, of the selected class{es)

Instructors

Vicki Guist

Start Date

Hello, Jane Doe

Location Must  Remove
Read

San Antonio, TX e m
Canfiom
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9. You will get a Registration confirmation page, click “Go to Dashboard”

Welcome to the Course Catalog

Learner Registration
Thank you, your registration was received!

You will receive an email with instructions

10. Once you have registered, your course will show up in either Active Courses, Learning Paths or
Pending courses depending on the type of course. If the course requires approval prior to
enrollment or any additional documents to be submitted for approval, then the course will
appear under Pending Courses and you will receive a Course Requires Approval email. Submit
the Student Registration form IAW the Course Requires Approval email you will receive. Submit
any required documents IAW the Adding External Files sections of this guide

Jane Doe
Logged in as L 8 0 0 0
ogout Completed Courses Page Views Assignments Completed Overdue Courses
2B ACTIVE COURSES 8 COMPLETED COURSES
@& Dashboard
NAF Financial Management 101 Procurement for the Rest of Us > P-Card Annual Refresher Trainnig
% Sign-Up for Course 00  tovra 20 now s 20 00 | Mevts 0. nevay. 202 ¥ Completed on Nov 18, 2020 100%
© Request Credit > NAF Financial Management Accou 950%
In Progress Not Started Overdue ¥ completed on Nov 13, 2020
x Withdraw from Course
> NAF Internal Controls 90%
b
¥ completed on Nov 12, 2020
(& Print Transcript
> SSCmyPers CX System o
" 100%
B External Files Completed on Nov 18. 2020
> S5C Using myPers for NAF Account
#:Hep % purposes 100%

& Edit Account

™ PENDING COURSES & LEARMNING PATHS
= GololMS
Microsoft Excel (Basics)

—< Requested Approval on 11/18/2020

True Colors
=< Requested Approval on 11/18/2020

Back to Table of Contents
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Registering for Organizations without an Account

1. Inyour web browser, preferable google chrome, navigate to the following web address

https://afservices.geniussis.com

2. On this page, click the Create Account link

© httpsi//afservicesgeniussiscom X [ Content x| +

&

HE Apps 8 AFSVC Gen

c a JPublicWelcome.aspx

earning - Your In AirForce Development Sites AFTai

ning its

Industry Training OF.

Sign in

Login

Password

2

Create Account

3. Thisis where you will fill out your information to create your own account to access the course

Registration

New to the Learning Portal? Create your account below.

|
|
|

Select Rank...*

|
|

Select Base (Military/Government Installz

|
|
|
|
|
|

12

Fill out all of the necessary fields.

o o0 oo

@ o

First Name

Last Name

Work Email (will be used as your Username)
Select the branch that you work for (will
most likely be Air Force)

Select your Rank

Select your Status

Select your Command

Select your Base

Select your FSS Unit

Enter your Office Symbol



https://afsvc.geniussis.com/

4. Now that you have created an account and are logged in, open the registration invite email you
received from the Subject Matter Expert (SME), then copy and paste the registration URL into

your Chrome web window and hit the Enter key to go

O nttpsfafservicesgeniussscom’ X [l Content x| o+
€ 3 @ O npsasenicesgenissiscomRegistation sspezade4atd o

s 10 - G
John Doe
Log backin 0 0
Completed Courses Page Views Assignments Completed
Logout
= B ACTIVE COUR:

& Dashboard
* Sign-Up for Course a.“ X b AttachFile= | * -
i < |
peeer e T Adlechtin: Do Marking  Sign
© Request Cred = Drsgnatwer | 4 Categoryr Encypte
Cipboatd BasicTe e |Tags &
1B Yo ik o R R P I T feractiorss CRER e S i
.. | [Doe, o
ce
Send
B external Files piect

2 Helf
& Edi Account ™ Welcome to the Library Community!
™= Gotolms In order to officialy join, you will need to register by visiting mass'a

7 Gotomyleamning Once you access the site, BEFORE selecting "confirm,” you must dlick on the
"info" button. Once you click on the infa” button, locate the *| read"
‘option on the bottom right of the pop up. Once you've read the terms to
Joining the community, you may select *confirm" to enroll

Additional instructions [ocated within the Leamer Guide have bean attsched
for your convenience. Please let me know if you have any issues navigating
enroliment for this community.

VIR,

Library Instructor

Copyright Genius SIS © 2000 - 2022

0

Querdue Courses

Hther bogkmarks

5. click the Info button to read over information on the organization; once you have read it, you

must click | read then click Close

13



AF Senices | Onfine Course Regi- % | [l Content x| + v - 8 x
> C @ afservices.geniussis.com/PublicStudentPay.aspx7aid=4410 e % O & ¢
Apps & AFSVCGenivs [ AFSVC Blackboard. (7) SCORM Cloud I InLearning - Your n firforce (| DeveopmentSites ||| AF TimingSits [ Incustry Taining O%. Course Evaluation [ TDYTrainings || Tutorisls % Defense TraveiSyst. @ o365 fndUseGuid Other boskmarks
© ,FORCE Welcome to the Course Catalog Fillo, ofini Doa:
Click the info button below then clck the * read” check box after reading the cowse information.
Click the Confirm button to confirm your registration requast
Course Confirmation
Total Amourt
There is 1 courses selected:
Course Instructors Start Date Leeation MustRead  Remove
Ubeary Organization David van Kik slackboard e PP
Ghange Courses
—
AF Senvices | Onfine Course Reg % | [l Contert x| + S - I
€ - C @ afservices.geniussis.com/PublicStudentPay.aspx7aid=4410 2 & 0O &
Apps & AFSVCGenivs [ AFSVC Blackboard. (7) SCORM Cloué I InLearning - Your In firforce (] DeveopmentSites ||| AF TaimingSits [ Incustry Taining O%. Course Evaluation [ TDYTrainings [ Tutorisls % Defense TraveiSyst. @ o365 fndUseGuid Other boskmarks

Library Organization

This Community provides the Library team a
platform 16 shars best practices, learn updates o
policies and overall, connect. The course within
the commanity is designed to provide training to
Lits vity managers in the oparational
aspects of Libraries. This course includes
administration, financial management, facilty
management, siaff development. procurement,
customer service, readiness suppot, and Alr
Force Library Information System Components
{AFLIS) procedures and operations

Library
David Van Kirk

Blackboard

14

This course does nat have any other
pre-requisite course.

i i Documans

This course does not have any required
document.

=

This course does not have any other
recommendad course.

This course is not associated to any

leaning path.

Q.

Close




a5 Sanices | Onine Course Reci- x| [l Contart x|+ v - B %

> € @ afservicesgeniussis.com/PublicStudentPay.aspxlaid=4410 e % 0@
Apps & AFSVCGenus [l AFSVE Blackbosrd.. ) SCORM Cloud I8 InLesrning - Your . Arfore | DevebopmestStes || AFTamingSts | Industy Trining CF. Course Bvsustion || TOYTminings | Tutorsle B Defemse Tovel Syt @8 o365 fndUseGuid. # | || Otherboskmarks
© ,FORCE Welcome to the Course Catalog Fillo, ofini Doa:

Click the info button below then clck the * read” check box after reading the cowse information.
Click the Canfirm button to confirm your registration request

Course Confirmation

Total Amount

There is 1 courses selected

Course Instructors Start Date Loeation MustRead  Remove

Uibeary Organization David Van Kirk Blackboard

Ghange Courses

GY

6. Click Go to Dashboard to continue

AF Senices | Online Course Regi- X | = v - A x

€« C a om/PUBIC JgnUpOK.as 5 0 @
Apps & AFVC Genius [l AFSVC Slackonard. ) SCORM Cloud N InLearning - Your n. AirForee Develapment Siees AF Trsining Site Inclustry Traiming Of.. Course Evaluation TOY Trainings Tutorisle B Detense Tavel Szt @ 2365 EndUseruid. » Other boskmarks
© ,FORCE Welcome to the Course Catalog

Learner Registration
Thank you, your registration was received!

You will receive an smail with instructions.

N

7. Click on the Organization located in your Active Courses section of your Genius Dashboard to
open the Organization in Blackboard
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ranscript
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7 Help
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Copyright
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Past Due

Retention Canter Alerts

Activity Alerts

Needs Attention

Actions

Back to Table of Contents
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Registering for Organizations with an Account

1. Navigate to Genius and log in using your username and password that was emailed to you when
you registered for the course. The link to Genius is as follows https://afservices.geniussis.com

training B development

Sign in

Login

Password

Create Account

2. Open the registration invite email you received from the Subject Matter Expert (SME), then copy

and paste the registration URL into your Chrome web window and hit the Enter key to go

B mpssiafervicesgeniussiscom’ x| [ Content x| +
& 5 O @ npatsenicesgenissiscomRegistation aspx?ad=4410] e
" a id-4410
—
Cor d C Page Views Assignments Completed
= AcTvECOU
© Dashboard
& Sign-Up for Course
Mg - Atach e DoDMarking Sy
1Cred [ signsture- el
® Withdraw from Course
B Print Transcript r
send
W Extemal Files Subiect  [Ubeary Grganiaation Regetiation
L Gen FE—
7 Helg wanea | ) Sonies & .
& Edit Account s Welcome to the Library Community!
-~
= GotoLMs

7= Goto myLeaming

Copyright Genius SIS @ 2009 - 2022

In order to officially Join, you will need to register by visiting this SD

Onee you access the site, BEFORE selecting “confirm,  you must click on the
"infa" button. Once you click on the "info” button, locate the | read”
option on the bottom right of the pop up. Onee you've read the terms to
joining the community, you may select "eonfirm” to enroll,

s located within the Learmer Guide have been attached
venience, Please let me know if you have sny issues navigating

enrollment for this community.

VIR,

Library Instructor

17
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https://afsvc.geniussis.com/

3. click the Info button to read over information on the organization; once you have read it, you

must click | read then click Close

AF Services| Online Course Regi- X | [l Content x| +

€ > C @ afservicesgeniussis.com/PublicStudentPay aspx?aid=4410

2 % O® :
& ArsucGenu: [ AFSVC Bisckonard.. ) SCORM Clous B Intesrning - Your n. Airforce (] DevelopmentSites [ AFTmmingSits [ IndusiyTmining Of.. [ CourseEviluation [l TOYTrainings [ Tueesls % Deferse TaveiSym. @ 0363 EndUsercui.  # | (1 Otnerbockmans
& ,FORGE Welcome to the Course Catalog Hiley dobeipos
Click the info button below then click the *| read” check box after reading the course information.
Click the Canfirn butten to confirn your registration request
Course Confirmation
Total Amount:
There is 1 courses selected:
Cour Instructors Start Date Location MustRead  Remove
FP— Daidvan Kirk Blackbosrd e T - |
Ghange Courses
AF Senvices | Onfine Course Regi- X [l Content x| + wioow @l X
€ > C @ afservices.geniussis.com/PublicStudentPay aspx?aid=4410 e & O & i
t Apps & AFSCGenus [l AFSYCBlackboard.. G SCORM Cloud IEN InLeaming - Your n. Arforce | DevtlopmestSims || AFTmmngSit | ledutyTmningOf. || CourseEviiaton || TOYTminings | Tumodsle S DeferseTovelSym. @ o365 fndseGud.  » | | Gtherbookmorks

Library Organization

This Commurity pravides the Library team a = 3
pltform o share best praciices, leam updales to [ERAERCTEIS
policies and overall, connect. The course within
the community is designed ta p ing to d
Library activily managars in the operational

aspects of Libsaries. This course includes

administration, financial management, faciity

management, staff developmont. procurament. "
customer service. raadiness support and Al s his

Force Library Information System Components.

GAFLIE i omiaies s piesatine i colese doss not have any required

document

5 not have any other
pre-requisite course.

i Recommendstions
Library

This course does not have any other

tacommendad course,
David Van Kirk

Blackboard

This course is not assoeiated fo any

leaming path.

o I read Close
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AF Senvices | Onfine Course Regi- % | [l Contant x| + v. = A X
> © @ afservicesgeniussiscom/PublicStudentPay.asplaid=4410 2 % 0=
Apps & AFSVCGenius [l AFSVC Blackboard. ) SCORM Toud I8 InLearning - Your n. firforce [ DevelopmentSites [ AF TrmingSits |1 Industry Training OF.. Course Evaluation [ TDYTrainings [ Tutorials S Deferse TavelSyst. @ o365 EndlserGuic Ot boskmaris
© ,FORCE Welcome to the Course Catalog Hello, John Dos.
Glick the info button below then click the ' read" check bax. after reading the cowrse information.
Click the Confirm button to confirm your registration request.
Course Confirmation
Total Amount
There is 1 courses selected
Course Instructors Start Date: Loestion MustResd Remove
Libeary Organization David van Kirk Blackboard e m
Ghange Courses
©
AF Senices | Onfine Course Regi X | 4 v A
> C @ afservices.geniussis.com/PublicStudentSignUpOK.aspx. e % 0O &
App: & AFSVC Genius [l AFSVC Blackboard.. ) SCORM Tloud 1B InLearning - Your n. Mirforce [ DevelopmentSites [ AF TrmingSits |1 Incusty Training OF.. Course Evaliation [, TDYTrainings [ Tutorials % Deferse TavelSyst., @ o365 EndserGuich.  » G boskmars

© ,FORCE Welcome to the Course Catalog

Learner Registration
Thank you, your registration was received!

You will receive an srmail with insiructions.

0 EECTTI

5. Click on the Organization located in your Active Courses section of your Genius Dashboard to

open the Organization in Blackboard
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Printing Certificates

1. Navigate to Genius and log in using your username and password that was emailed to you when
you registered for the course. The link to Genius is as follows https://afservices.geniussis.com

AIR FORCE SERVICES CENTER

(Linmen Uaking Care Q@f Uirmen... ((nywhewe. ([n’y‘fim,e

Sign in
Login

Password

Recover password

2. Click on the title of the course you completed in the Completed Courses section on the right
side of your dashboard page

Jane Doe
Log backin 5 0 3 0
Completed Courses Page Views Assignments Completed Qverdue Courses
Logout
Leamer ~
£ ACTIVE COURSES W COMPLETED COURSES
@& Dashboard cus:umer£¢§$rience (€X) Annual ; Offline - Dram Shop Training FY21 70%

Completed on Nov 15,20

Refresher F
0%

Apr 28, 2021 - Apr 27, 2022

% Sign-Up for Course
> P-Card Annual Refresher Training Qg

In Progress Not Started Overdue Completed on Nov 13, 2020
© Request Credit
> Golf 2020 100%
* Withdraw from Course ¥ completed on Mar 24, 2020
(@ Print Transcript » Offline - NAF Internal Controls FY2 (.
Completed on Dec 16, 2020
B exEmel i y  Offline- Customer Service Refrash o,
@ Trai
? Help
™ PENDING COURSES & LEARNING PATHS
& Edit Account

™ GotolMS

3. Click Download Certificate
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Jane Doe
sl 5 0 3 0
Completed Courses Page Views Assignments Completed Overdue Courses
Logout
Leamer ~ -
£ ACTIVE COURSES M COMPLETED COURSES
€ Dashboard (usmmerfrg?rience(Cx]nnnual % Offline - Dram Shop Training F¥21 70,

Refresher FY.
0% Apr 28, 2021 - Apr27, 2022

¥ Completed on Nov 18, 2020

* Sign-Up for Course
Download Cetlificate | P-Card Annual Refresher Training 90%

o R i Cradi In Progress NotStartdg @ Go to course Completed on Nov 13, 2020
equest Credi

Golf 2020 100%

Completed on Mar 24, 2020

-

% Withdraw from Course

Offline - NAF Internal Controls FY2 (0,

B Print Transcript
@ pi Completed on Dec 16, 2020

B External Files & g
3 Offline- Customer Service Refresh g
»
? Help
& | EARNING PATHS
& Edit Account
™ GotolMs

4. Save the certificate to your computer
a. Select the location on your computer you wish to save the certificate
b. Rename the certificate
c. Click Save

€ save s x
T & > ThisPC » Downloads e v (&) O Search Downloads
Organize ~ New folder X 0
=
® This PC Name Date modified Type Size
_# 3D Objects ~ Today (1)
I Desktop [ﬁ Certificate (34) 472872021 1:53 PM Adobe Acrobat D... l
Documents ~ Last week (2)
4 Downloads [£) sfsom @) /2272021 10:25 AM Adobe Acrobat D... 2
D Music [£) genius_howTa_SQl Statements /19/2021 9:52 PM Adobe Acrobat D.. 7
&= Pictures ~ Earlier this month (4)
i Videos [ﬁ blooms-original-taxonomy 41372021 217 PM Adobe Acrobat D... 9
. Windows (C) E Steps to Selfenroll_Student 471372021 9:51 AM Adobe Acrobat D... 7
[J: CARA D1 NI DAarfarmmanca Damadk AF7NY1 44.17 ARA AAdnbka Arraba+ T =
i Network i &
File name: hed
Save as type: ‘Adobe Acrobat Document ~
~ Hide Folders Cancel
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Downloading Transcripts

1. Navigate to Genius and log in using your username and password that was emailed to you when
you registered for the course. The link to Genius is as follows https://afservices.geniussis.com

AIR FORCE SERVICES CENTER

(Linmen Uaking Care Q@f Uirmen... ((nywhewe. ([n’y‘fim,e

Sign in
Login

Password

Recover password

2. Once you have logged in click Print Transcript

Victoria Bacon
Logged in as Learner 0 0

0 0

Logout )
Learner Completed Courses Page Views Assignments Completed Overdue Courses

-~

& Dashboard

W Register for Course :“’_"‘f" 'te;;::“”
ssistant 20-4

Aug 17, 2020 - Nov 20, 2020
© Request Credit

x Withdraw from Course n Progress Not Started Overdue
Print Transcript

B External Files

? Help

& Edit Account

3. Once the page loads, click Click to Download the Transcript. As you finish courses, they will
populate here
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Victoria Bacon
Logged in as Learner PRINT TRANSCRIPT

Logout

Learner Click to Download the Transcripi "

& Dashboard
= Register for Course
© Request Credit

x Withdraw from Course LEARN ER TRAN SCRIPT

Print Transcript
Learner ID: 24768 Generated On: 8/25/2020 8:53:29 AM

I External Files Name: Victoria Bacon

? Help

& Edit Account

4. Your transcript will then be downloaded to your computer so you can print it or send to anyone
that you need to

Back to Table of Contents
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Course Credit Request

1. Navigate to Genius and log in using your username and password that was emailed to you when
you registered for the course. The link to Genius is as follows https://afservices.geniussis.com

AIR FORCE SERVICES CENTER

(linmen Jaking Cave Qf (inmen.. (lnywhe~e, (Ungtime

Sign in
Login

Password

Recover password

2. Once you have logged in click Request Credit

Jane Doe
Logged in as Learner 1 0 3 0
Logout

Completed Courses Page Views Assignments Completed Overdue Courses
Learner ~

~

ACTIVE COURSES ™ COMPLETED COURSES

€ Dashboard

'™ Register for Course P-Card Annual Refresher Trainnig Golf 2020 100%

© Request Credit

% Withdraw from Course

Sep 23, 2020- Sep 22, 2021 Completed on Mar 24, 2020

In Progress Not Started Overdue

Print Transcript
B External Files
? Help

& Edit Account
% PENDING COURSES § LEARNING PATHS

Military Marketing 20-01
Requested Approval on 9/23/2020
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3. Click Request new Credit

Jane Doe
Logged in as kearner

Logout

Learner ~
o I Request new Credit

€ Dashboard There are no credits requested for this learner.

'™ Register for Course
© Request Credit

% Withdraw from Course
Print Transcript

I External Files

? Help

& Edit Account

Copyright Genius SIS © 2009 - 2020 Gobacktotop v

4. Fill out the request credit pop-up (please submit for one (1) course at a time), be sure to select
an Equivalent Course from the drop down, upload your completion certificate into the bottom
box of the pop-up, and click Request Credit

Fill all information below and submit for request your credits

Activity Date (*)
Course (*)

Description (*)

Select Equivalent Course... ~

Requested Credits (*)

Drop files here to upload

Request Cr Close

5. Your request for course credit will be reviewed and a response will be emailed to you

Back to Table of Contents
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Withdraw From Course

1. Navigate to Genius and log in using your username and password that was emailed to you when
you registered for the course. The link to Genius is as follows https://afservices.geniussis.com

AIR FORCE SERVICES CENTER

(liwmen Jaking Cave Qf (irmen.. (nywhe~e, (Ungtime

Sign in
Login

Password

Recover password

2. Once you have logged in click Withdraw from Course

Jane Doe

Logged in as Learner 1 0 3 o

L

i‘:ﬁ::, Completed Courses Page Views Assignments Completed Overdue Courses

@ Dashboard LETED COURSES

= Register for Course P-Card Annual Refresher Trainnig Crime and Justice 2021 > Golf2020 ok
Sep 203030 Sep 71, 2021 Oct 14, 2020 - Oet 13,2021 Completed on Mar 24, 2020

© Request Credit
In Progress Not Started Overdue
[® Print Transcript
& Extemal Files
? Help

& Edit Account

Human Resources Assistant 20-01

Requestcd Approval on 10/26/2020

Military Man

" Requested App

3. Click Request new drop

27


https://afsvc.geniussis.com/

There are no drops requested for this learner.

Select the active Course you wish to request to be dropped from. *Note if this is a facilitated
online, blended or face-to-face course (not a CBT), you must also coordinate this request
through the Registrar (afsvc.vit.training@us.af.mil) if you have not received a welcome letter.
If you have received a welcome letter, you must coordinate the drop request through your
Unit Training Manager (UTM). They must notify your course manager and the registrar of the
request.
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