Instructions

1. Click http://www.us.army.mil, or enter this address in your Internet browser Address block. 

2. Click I'm A New User. 

3. If Security Alert messages appear, click OK or Yes. 

4. If member of one of the groups indicated in the Full Account - Click Next section, Click Next>> to right of this section. 

NOTE: Department of the Army Civilians, select DA Civilian (Do NOT select DoD Civilian from the Guest Account section.) 

5. If member of one of the groups indicated in the Guest Accounts - Click Next section, your supervisory representative must have a Full Account established and must sponsor you. Click Next>> to right of this section. You will need to enter your sponsor's AKO account Email address in the Army Sponsor Email Address box. 

NOTE: In Pay Entry Base Date (PEBD) section: 

  If military, PEBD is on your Leave and Earnings Statement. 

  If civilian, re-enter date of birth in this section. 

6. Click Next>> at bottom of screen and continue completing requested information. 

NOTE: Although your Email information, Email Address and Confirm Email Address, is optional it will be helpful to enter it here. If you ever forget your password, simply go to and select lost password; the system will then send a notice to that Email address that will allow you to reset your password. 

7. On screen that requests you to enter your User Name and to enter and confirm your Password, select and click the User Name from the options available. (Options may include use of nickname or inclusion of middle initial. Recommend you use firstname.lastname.) Passwords must be at least nine alphanumeric characters. 

8. Click Finish. If Full Account member, you should get a message that indicates your AKO Account has been successfully created. Go to Step 10. 

9. If Guest Account member, you should get a message that indicates account has been created pending approval from your AKO sponsor. Once you are notified by Email that your sponsor has approved your account, go to Step 10. 

10. Once you have an account, go to http://www.us.army.mil, and select Sign In. Enter the User ID and Password you just created. If Security Alert messages appear, click OK or Yes. 

11. Although optional, you should click the Edit Personal Info link in the My Army Portal channel in the upper left corner of the screen. 

a. If Security Alert messages appear, click OK or Yes. 

b. Enter your primary Email account (e.g., Microsoft Exchange Outlook) address in the Forwarding Email Address block. 

NOTE: Entering the forwarding information will enable you to automatically forward your AKO Email to your primary Email account. For example, mail sent to your AKO Email address will appear in your Microsoft Exchange account. You will not have to manage both Email accounts. 

12. To customize your AKO account, click the Personalize tab at the top left of the screen and then select the various channels you may be interested, such as Training Links, People, and Pay Tables.
