
NCO Academy
Attachment Instructions



Step 1

-Logging into IPPS-A and Search for the SM in the “Manage Assignments” Screen



Step 2

-Under Temporary Assignments, in the drop down click “School” 

Attachment
School

NOTE- IF A SM HAVE ANY OTHER PENDING ASSIGNMENTS, THEN THOSE MUST BE PROCESSED FIRST



Step 3

Projected Begin Dt will be the SM’s Course Start Date and the Projected End Date will be 
their Graduation Date

Assignment From will
Remain “Required”

Under UIC enter:
W6ZRA7: Attending ALC
W6ZRA8: Attending SLC

Attachment
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Step 4

-    Once you entered the corresponding UIC, the Position Field will show up
-    Click the Magnifying Glass and Select any “Student” Position from the selection
- Then enter the Job Code which will be the SM’s MOS
- For the “Duty Title”, you can copy and paste the description from the Job Code 
- Then enter a “Q” in “Duty Position Qual”
- Once Complete, click “Submit” at the top of the screen



Step 5

- If done correctly, you will now see an approve assignment under Temporary 
Assignments



Step 6

- Once the SM departed for school, Go back into “Manage  Assignments” and depart the 
SM 

- The NCO Academy will “Arrive” the SM to the “Temporary 
Assignment” when they  arrive
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