ACE ONLINE REGISTRATION
STEP 1
Go to:

https://www.acenet.edu/transcripts/register
STEP 2 
Please follow Steps 1-3

To Register
Please save your USERNAME & PASSWORD

CLICK – registration complete

STEP 3
Screen: Confirm your information

Review

CLICK – create my account

STEP 4 
Screen: Account Created
CLICK – return to main

STEP 5 
Screen: ACE COURSE CATALOG

Search Criteria

CLICK - Organization List – U.S. Office of Personnel Management

All other fields should be cleared

CLICK – search catalog

STEP 6

List of U.S. Office of Personnel Management Course List

Select Course

Example: Supervisory Leadership Seminar

CLICK – Add Course

STEP 7

Screen – STATUS OF SELECTED COURSES

Pending: Example Supervisory Leadership Seminar

CLICK – send record for review

FINAL - STEP 8
Information will be emailed to Carra Carlton
OPM-Western Management Development Center

303-671-1022 or Carra.Carlton@opm.gov

Reviewed By OPM – Approved or Denied

You will be notified by e-mail whenever one of your requests has been approved or denied. When all your requests have been resolved and you’ve received approval(s), you will be notified again by e-mail and given a link to the ACE Online Transcript System. Using the Online Transcript System, you can once again view your complete file, change your address if necessary, and then order your first ACE transcript. At that time, you will need to pay the one-time fee of $40.00 to activate your ACE Transcript account. The $40.00 fee includes your first transcript. Each additional transcript request will be $15.00. 

ACE Call Center is open M-F 8:45 am – 4:45pm and can be reached at 202/939-9434, 202/939-9470 or credit@ace.nche.edu. Staff is able to assist you with courses that carry ACE recommendations for both civilian organizations and training obtained through the military. Please read ACE’s Privacy Notice http://www.acenet.edu/privacy.cfm for additional details.

