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Creating an Applicant Household on the Web 
Athletes and coaches will create an account when applying for their Sport. They will 
need to fill in all required fields (Marked in Red) before being able to save the account. 
This account will be used to apply for their Sport and track the progress of their All-Army 
Sport application. 
 
To create an applicant household on the web, please follow the instructions below: 
 
1. Click Sign In/Register on the menu bar. 
 
 

 
 
2. Click Don’t Have an Account, Sign Up Now. 
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3. Under the Username field, enter a desired username for your account. 
Please note: your Username will need to have a minimum of 8 characters. 
 

4. Under Password field, please type in the desired Password for your account 
 

5. Confirm Password 
 

6. Enter Applicant’s First Name 
 

7. Enter Applicant’s Last Name 
 

8. Under the Military Status field, select the Applicant's Military Status from the drop-down 
menu. 
 

9. Under the Garrison field, select the Applicant’s Garrison from the drop-down menu. 
 

10. Enter Applicant’s Birthday 
 

11. Under the DEERs Gender field, select Applicant’s DEERS Gender from the drop-down menu. 
 

12. Enter Applicant’s Military Email 
 

13. Confirm Applicant’s Military Email 
 

14. Enter Applicant’s Personal Email 
 

15. Enter Applicant’s Work Phone 
 

16. Enter Applicant’s Cell Phone 
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17. Enter Applicant’s Mailing Address 
 

18. Enter Applicant’s City 
 

19. Under the State field, select the Applicant’s State from the drop-down menu. 
 

20. Enter Applicant’s Zip Code 
 

21. Under the Country field, select Applicant’s Country, from the drop-down menu. 
 

22. Enter Applicant’s Marital Status 
 

23. Under the US Citizen? Field, select the Applicant’s citizenship status from the drop-down 
menu. 
 

24. Complete the ReCAPTHA verification. 
 

25. Click the Save button. 
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Applying for a Sport (Menu Direct Search) 
Once an athlete or coach has created an account, they can find the application for the 
desired sport with a targeted menu search.  
 
To apply for a sport from the Menu Direct Search, please follow the instructions 
below: 
 

1. Click on Apply Now from the menu bar. 
 
2. Choose the sport you would like to apply for from the drop-down menu. 
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   3. Click the Shopping basket to apply for the correct sport. 

 
 
 

4. Click the Continue button. 
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5. Click Application Form button. 

 
6. Verify pre-filled email is correct 

 
7. Verify pre-filled First Name is correct 

 
8. Verify pre-filled Last Name is correct 

 
9. Fill in the last four digits for Social Security Number.      

                                                                                                          
10. Fill in the DoD ID Card Number 
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11. Fill in your experience playing the sport the applicant is applying to. 
 
12. Fill in a brief description of the Applicant’s Military Career. 

 
13. Fill in the Applicant’s Athletic Goals. 

 
 
 
 
 
 
 
 
 
 
 
 
 



    RecTrac 3.1 
 All Army Sports 

©2026 by Vermont Systems 12 

 

 

Xplor Technologies - CONFIDENTIAL 

 
 

14. Upload a copy of the Soldier/Officer Record Brief 
Please note: The Soldier/Officer Record Brief needs to be dated within 30 days of the 
application to be accepted. 
 

15. Upload a Supporting file for athletic achievement. 
Please note: This step is optional. 
 

16. Upload a Supporting file for athletic achievement. 
Please note: This step is optional. 
 

17. Upload a Supporting file for athletic achievement. 

                     Please note: This step is optional. 
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18. Upload a Supporting file for athletic achievement. 
Please note: This step is optional. If you chose to upload a supporting file, the maximum file 
size allowed is 50 MB. 

19. Upload a Supporting file for athletic achievement. 
Please note: This step is optional. If you chose to upload a supporting file, the maximum file 
size allowed is 50 MB. 
 

20.  Fill in Supporting Websites for athletic achievement.  
Please note: This step is optional. If you chose to upload a supporting file, the maximum file 
size allowed is 50 MB. 
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21. Select height in feet from the drop-down menu. 
 

22. Select additional inches from the drop-down menu. 
 

23. Fill in weight (in pounds). 
 

24. Choose Gender for Clothing/Shoes from the drop-down menu. 
 

25. Select T-Shirt Size (Unisex) from the drop-down menu. 
 

26. Select Warmup Top Size from the drop-down menu. 
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27. Select Warmup Pant Size from the drop-down menu. 
 

28. Select Uniform Top Size from the drop-down menu. 
 

29. Select Uniform Shorts Size from the drop-down menu. 
 

30. Select Polo Shirt Size from the drop-down menu. 
 

31. Select Shorts Size from the drop-down menu. 
 

32. Select Athletic Shoe Size from the drop-down menu. 
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33. Select Hoodie Size (Unisex) from the drop-down menu. 
 

34. Select Sweatpants Size (Unisex) from the drop-down menu. 
 

35. Select Long Sleeve Shirt Size (Unisex) from the drop-down menu. 
 

36. Select Quarter Zip Long Sleeve Size from the drop-down menu. 
 

37. Select Dri-Fit T-Shirt Size from the drop-down menu. 
 

38. Select Shorts Size from the drop-down menu. 
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39. Select Non-Deployed Installation Name from the drop-down menu. 
 

40. Select Actual Duty Location from the drop-down menu. 
 

41. In the Deployed Now field, select the applicant’s deployment status from the drop-down 
menu. 
 

42. If you selected “Yes” in Step 41, please fill out the applicant’s deployment location in the 
deployment location field. If you selected “No” in Step 41, please skip to Step 43. 
 

43. Fill in Full Unit Name 
 

44. Fill in Unit’s Street Address 
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45. Fill in Unit City. 
 

46. Select Unit State from the drop-down menu. 
 

47. Fill in Unit Zip Code. 
 

48. Fill in Unit Country. 
 

49. Select PCS Date, by selecting the calendar widget. 
 

50. Fill in Next Duty Station (If known). 
Please note: This is an optional field. 
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51. Select End of Active Date (If Known), by selecting the calendar widget. 
Please note: This is an optional field. 
 

52. Fill in the Full name on Passport or Travel ID 
 

53. Select the Closest Major Airport from the drop down menu. 
 

54. If unable to find the airport closets to the applicant’s location from step 53, please use this 
step to fill in the airport (if not listed above) 
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55. If in the National Guard – Upload DA1058R 
Please note: This step is only applicable to applicants who are enlisted in the 
National Guard, please skip to Step 59, if this does not apply to you. If this step 
does apply to you, the maximum file size allowed is 10 MB. 
 

56. If in the National Guard – Upload DA5960 
Please note: This step is only applicable to applicants who are enlisted in the 
National Guard, please skip to Step 59, if this does not apply to you. If this step does 
apply to you, the maximum file size allowed is 10 MB. 
 

57. If in the National Guard – Upload DA Form 5500/5501 
Please note: This step is only applicable to applicants who are enlisted in the 
National Guard, please skip to Step 59, if this does not apply to you. If this step 
does apply to you, the maximum file size allowed is 10 MB. 
 

58. If in the National Guard – Upload DA Form 705 
Please note: This step is only applicable to applicants who are enlisted in the 
National Guard, please skip to Step 59, if this does not apply to you. If this step 
does apply to you, the maximum file size allowed is 10 MB. 
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59. Fill in the First Name of the Applicant’s Commander. 
 

60. Fill in the Last Name of the Applicant’s Commander. 
 

61. Select the Commander’s Rank from the drop-down menu. 
 

62. Fill in the Commander's Military Email. 
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63. Fill in the Commander’s Alternate Email. 
Please note: This step is optional. 
 

64. Fill in the Commander’s Commercial Phone Number. 
 

65. Fill in the Commander’s DSN Number 
Please note: This step is optional. 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



    RecTrac 3.1 
 All Army Sports 

©2026 by Vermont Systems 23 

 

 

Xplor Technologies - CONFIDENTIAL 

66. Select the Date of Completion for Level I Anti-Terrorism Training. 
Please note: If you do not have an up-to-date or have completed a “Level 1 Anti-
Terrorism Training” in the past, you will not be allowed to continue with your 
application until this is done. If your need to complete/update your Level 1 Ant-
terrorism training, please follow these instructions below to update your training. 
Users need to enroll in the “Level 1 Anti-Terrorism Training” to receive credit for the 
training. 

 
1. Please go to https://jkodirect.jten.mil/ 
2. At login screen, select “login using my CAC”. 
3. Go to the “Course Catalog” tab 
4. At the “Course Catalog” tab, enter “terrorism” in the first search box and 
select “Level 1 Anti-Terrorism Training”. 
5. Select “Enroll”. 
6. Select “Launch” to take the training (approximately 2 hours to complete). 

 

 
 
 
 
 

https://jkodirect.jten.mil/
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67. In the Signature of Applicant (Full Name) field, please type in the full name of Applicant. 
 

68. Select Date Signed for the calendar widget. 
 

69. In the Will you be PCS’ing in the next six months field, select appropriate response 
from the drop-down menu. 
 

70. If you selected “Yes” in Step 69, please select the applicant’s PCS date from the 
calendar widget. 
 

71. Complete the ReCAPTCHA verification and click the Submit button. 
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Applying for a Sport (Splash Button Search) 
If applying for multiple sports, you can use the Athlete or Coach Splash button to enter 
a blank search screen. This will allow the Athlete or Coach to filter the results to find the 
sport(s) they wish to apply for. 
 
Please follow the instructions below to apply for a sport: 
 

1. Click on “Athletes” tile button. 
 

 
2. Select the Sport you would like to search for under the Sport Filter. 

 
3. Select the Gender, under the Sport Gender filter. 

Please note: this step is optional. 
 

4. Select the Branch, under the Branch filter. 
Please note: this step is optional. 
 

5. Click the Search button. 
 

6. Click the Shopping basket to apply for the correct sport 
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7. Click the Continue button. 
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8. Click Application Form button. 

 
9. Verify pre-filled Email is correct. 

 
10. Verify pre-filled First Name is correct. 

 
11. Verify Pre-filled Last Name is correct. 

 
12. Fill in the last four digits for Social Security Number. 
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13. Fill in the DoD ID Card Number. 

 
14. Fill in your experience playing the sport that the applicant is apply for. 

 
15. Fill in a Brief Description of Military Career. 

 
16. Fill in Applicant’s Athletic Goals. 
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17. Upload a copy of the Soldier/Officer Record Brief. 
Please note: The Solider/Officer Record Brief needs to be dated within 30 days of this 
application for it to be accepted. The maximum file size allowed is 50 MB. 
 

18. Upload a Supporting file for Athletic Achievement. 
Please note: This step is optional. If you choose to upload a supporting file, the 
maximum file size allowed is 50 MB. 
 

19. Upload a Supporting file for Athletic Achievement. 
Please note: This step is optional. If you choose to upload a supporting file, the 
maximum file size allowed is 50 MB. 
 

20. Upload a Supporting file for Athletic Achievement. 
Please note: This step is optional. If you choose to upload a supporting file, the 
maximum file size allowed is 50 MB. 
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21. Upload a Supporting file for Athletic Achievement. 
Please note: This step is optional. If you choose to upload a supporting file, the 
maximum file size allowed is 50 MB. 
 

22. Upload a Supporting file for Athletic Achievement. 
Please note: This step is optional. If you choose to upload a supporting file, the 
maximum file size allowed is 50 MB. 
 

23.  Fill in Supporting Websites for Athletic Achievement. 
Please note: This step is optional 

 
 
 
 



    RecTrac 3.1 
 All Army Sports 

©2026 by Vermont Systems 31 

 

 

Xplor Technologies - CONFIDENTIAL 

 
 

24. Select Height in Feet from the drop-down menu. 
 

25. Select Additional Inches from the drop-down menu. 
 

26. Fill in Weight (in pounds). 
 

27. Select Gender for Clothing/Shoes from the drop-down menu. 
 

28. Select T-Shirt Size (Unisex) from the drop-down menu. 
 

29. Select Warmup Top Size from the drop-down menu. 
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30. Select Warmup Pant Size from the drop-down menu. 
 

31. Select Uniform Top Size from the drop-down menu. 
 

32. Select Uniform Shorts Size from the drop-down menu. 
 

33. Select Polo Shirt Size from the drop-down menu. 
 

34. Select Shorts Size from the drop-down menu. 
 

35. Select Athletic Shoe Size from the drop-down menu. 
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36. Select Hoodie Size (Unisex) from the drop-down menu. 
 

37. Select Sweatpants Size (Unisex) from the drop-down menu. 
 

38. Select Long Sleeve Shirt Size (Unisex) from the drop-down menu. 
 

39. Select Quarter Zip Long Sleeve Size from the drop-down menu. 
 

40. Select Dri-Fit T-Shirt Size from the drop-down menu. 
 

41. Select Shorts Size from the drop-down menu. 
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42. Select Non-Deployed Installation Name from the drop-down menu. 
 

43. Select Actual Duty Location from the drop-down menu. 
 

44. In the Deployed Now field, select the applicant’s deployment status from the drop-down 
menu. 
 

45. If you selected “Yes” in Step 41, please fill out the applicant’s deployment location in the 
deployment location field. If you selected “No” in Step 41, please skip to Step 43. 
 

46. Fill in Full Unit Name. 
 

47. Fill in Unit’s Street Address. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



    RecTrac 3.1 
 All Army Sports 

©2026 by Vermont Systems 35 

 

 

Xplor Technologies - CONFIDENTIAL 

 
 

48. Fill in Unit City. 
 

49. Select Unit State from the drop-down menu. 
 

50. Fill in Unit Zip Code. 
 

51. Fill in Unit Country. 
 

52. Select PCS Date from the calendar widget. 
 

53. Fill in Next Duty Station (If Known). 
Please note: This step is optional. 
 

54. Select End of Active Date (If Known), from the calendar widget. 
Please note: This step is optional. 
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55. Fill in the Full name on Passport or Travel ID. 
 

56. Select the Closest Major Airport from the drop-down menu. 
 

57. If unable to find the airport closest to the applicant’s location from Step 56, please use 
this step to fill in the airport (if not listed above). 
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58. If in the National Guard – Upload DA1058R. 
Please note: This step is only applicable to applicants who are enlisted in the National 
Guard, please skip to Step 62, if this does not apply to you. If this step does apply to you, 
the maximum file size allowed is 10 MB. 
 

59. If in the National Guard – Upload DA5960. 
Please note: This step is only applicable to applicants who are enlisted in the National 
Guard, please skip to Step 62, if this does not apply to you. If this step does apply to you, 
the maximum file size allowed is 10 MB. 
 

60. If in the National Guard – Upload DA Form 5500/5501. 
Please note: This step is only applicable to applicant’s who are enlisted in the National 
Guard, please skip to Step 62, if this does not apply to you. If this step does apply to you, 
the maximum file size allowed is 10 MB. 
 

61. If in the National Guard – Upload DA Form 705. 
Please note: This step is only applicable to applicant’s who are enlisted in the National 
Guard, please skip to Step 62, if this does not apply to you. If this step does apply to you, 
the maximum file size allowed is 10 MB. 
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62. Fill in the First Name of the Applicant’s Commander. 
 

63. Fill in the Last Name of the Applicant’s Commander. 
 

64. Select the Commander’s Rank from the drop-down menu. 
 

65. Fill in the Commander's Military Email. 
 

66. Fill in the Commander’s Alternate Email. 
Please note: This step is optional. 
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67. Fill in the Commander’s Commercial Phone Number. 
 

68. Fill in the Commander’s DSN Number. 
Please note: This step is optional. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



    RecTrac 3.1 
 All Army Sports 

©2026 by Vermont Systems 40 

 

 

Xplor Technologies - CONFIDENTIAL 

69. Select the Date of Completion for Level I Anti-Terrorism Training 
Please note: If you do not have an up-to-date or have completed a “Level 1 Anti-
Terrorism Training” in the past, you will not be allowed to continue with your 
application until this is done. If your need to complete/update your Level 1 Anti-
terrorism training, please follow these instructions below to update your training. 
Users need to enroll in the “Level 1 Anti-Terrorism Training” to receive credit for 
the training. 

 
1. Please go to https://jkodirect.jten.mil/ 
2. At login screen, select “login using my CAC”. 
3. Go to the “Course Catalog” tab 
4. At the “Course Catalog” tab, enter “terrorism” in the first search box and 
select “Level 1 Anti-Terrorism Training”. 
5. Select “Enroll”. 
6. Select “Launch” to take the training (approximately 2 hours to complete). 

 
 
 
 
 

https://jkodirect.jten.mil/
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70. In the Signature of Applicant (Full Name) field, type in the Full Name of Applicant. 
 

71. Select Date Signed from the calendar widget. 

 
72. In the Will you be PCS’ing in the next six months field, select appropriate response from the drop-
down menu. 
 
73.If you selected “Yes” in Step 72, please select the applicant’s PCS date from the calendar widget. 
 
 
74.Complete the ReCAPTCHA verification and click the Submit button. 
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Continuing an Application 
After registering for the Sport of choice, an Athlete or Coach can resume the application 
process at a later date. The steps below walk through the process of locating the 
existing application that needs to be completed. 
 
Please follow the instructions below to continue an existing application: 
 

1. Click on Sign In/Register at the top right corner of the screen. 
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2. Enter your Username. 
 

3. Enter your Password. 
 

4. Click the Login button. 

 
5. Click on your User Menu in the top right-hand corner of the screen. 

 
6. Select “My Application Forms”. 
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7. Click “Edit Draft” button next to the application you wish to continue editing. 
 

8. Complete Application as needed. 
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