GPC Cardholder and Billing Official Training

DoD Government Purchase Card Tutorial:

This self-paced course is comprised of ten lessons that present the mandatory requirements and other guidelines to consider and apply, as appropriate, when utilizing the Government Purchase Card.  The DoD Government Purchase Card Tutorial was developed in order to train Government Purchase Cardholder and Billing Official nominees to be at ease with the use of the Government Purchase Card.

This course is to be supplemented with Directorate of Contracting (DOC) Local Procedures Training prior to issuance of the Government Purchase Card.

The average cumulative time for course completion is four seat hours.  You may take this self-paced course with the ability to return to the last page you accessed.  The course includes periodic review questions and a post-test.  The post-test requires a minimum score of  70% and may be taken as many times as necessary to obtain a passing score.  Please note that you do not have the ability to return to the last page you accessed while taking the post-test.  As a result, if you do not complete the post-test before logging off, you will be required to take the entire test again.  

A Certificate of Completion is available at the conclusion of a successful post-test.  Upon earning the certificate, it will be available anytime in your personal student transcript.  Student transcripts are found in the Administration Building / Student Records/ Student Transcripts.  Select the course title hyperlink to obtain the certificate.  Please email a copy of your certificate to Dennis Bolen or Diane Schneider, mailto:creditcard@apg.army.mil.
The DoD Government Purchase Card Tutorial at the DAU Continuous Learning Center is posted at http://clc.dau.mil/kc/no_login/portal.asp.  Please follow these instructions carefully to view and/or take the DoD GPC Tutorial:

1. Register or Log-In.

2. Click on “Learning Center.”

3. Click on “Course Information and Access.”

4. Type “Government Purchase Card” in the box marked “Keywords” and hit the “enter” key or click on “Search.”  

5. Scroll down in the window entitled “Self Paced Modules” until you find DoD Government Purchase Card Tutorial.”

6. Scroll down to the link entitled “Take Course” and click on “Take Course.”

7. Complete the course modules.

8. After completing the last module, click on “Next” and scroll down to link entitled “Take Post-Test” and click on “Take Post-Test.”

9. Please remember that you do not have the ability to go back to the test once you have logged off the tutorial.  As a result, you must complete the post-test during your first sitting or suffer the consequences of taking it again. 

