
**Please note: APPLYING FOR A COURSE OF STUDY IS NOT BOOKING A CLASS! Please do not make any 
plans for attendance based off this step alone** 

1. Navigate to the AU Learner Portal Home screen https://aueems.cce.af.mil/sap/bc/ui2/flp/#Shell-
home

2. Select the Create/Submit Application tile

3. Fill out the required information marked with an asterisk in order. *Note: This will create your new
Enterprise Canvas Account and your Air University Profile

4. The applicant will continue the application by completing the Personal Details. This information is
self-explanatory. Please fill out all questions with an asterisk (* ) at minimum.

*Please use your .mil email address, if you have one

https://aueems.cce.af.mil/sap/bc/ui2/flp/#Shell-home
https://aueems.cce.af.mil/sap/bc/ui2/flp/#Shell-home


 

5. Once all red asterisk boxes are fill in click (Continue with application) in bottom right corner, you will 
see the following page 
 

 
 
 
 
 
� Preliminary Details- Informational o LS courses fall under PCE (Professional Continuing Education) 
PDE(Professional Developmental Education) Non-degreed PME(Professional Military Education) 
programs  
 
*Note: Transcripts are not required for AFIT LS programs  
• Personal Information- Should be auto filled  
 
• Address Information- Should be auto filled except your phone number  
 
• Residence Information- Self-explanatory (start typing in the box to auto populate)  
 
• Civilian Information- Should be auto filled  
 
*Note: This tab (if applicable) will be filled in by DEERS after the application is submitted. If there is 
erroneous information, no need to take action.  
• Military Information- Should be auto filled  



 

 
*Note: This tab (if applicable) will be filled in by MILPDS after the application is submitted. If there is 
erroneous information, this cannot be corrected thru the AU Learner Portal. Air Force Portal should be 
your next stop.  
 
• Supervisor Information- PLEASE BE ACCURATE HERE!! FOR SUPERVISORS EMAIL USE THEIR .MIL; 
**Note: Preferably their us.af.mil if they have one and not mail.mil or spaceforce.mil**  
 
• Additional Questions- Will focus on what audience the applicant will apply under using the dropdowns 
under using the drop downs (Primary or secondary) status.  
 
• Terms & Conditions- Student must check the “I agree” box  
 
4. Once all information is complete the applicant can click “Submit” located in the bottom right corner of 
the screen.  
 
*Note: If the application is not submitted and it is saved, it moves to the “My Applications” on the AU 
Learner Portal tile where the applicant can complete it at a later time. Once the applicant clicks on the 
application they will need to click continue at the bottom right of the screen to complete, if the 
applicant tries to start a new application for the same course the system will error with a duplicate 
application notification.  
 
NOTE: Once the student’s application has completed the approval process with Supervisor and Course 
Director Approvals (if needed) and receive and email that their application has been processed, the 
student will need to book the specific course offering they wish to attend. Review “Book course 
Instruction.” 
 



 

 
 


