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Chapter 8

Education and Training

8.1.  College Course Information.  The College Course structure updates those courses tracked through the active duty Education Office, and the Air National Guard and Air Force Reserve Education and Training Offices to update college course completions.  Courses are tracked: by Grade, Completion Date, Payment Method, Reimbursement Method, Government Cost, Student Cost, and Withdrawal Reason.

8.1.1.  Responsibility.

8.1.1.1.  Active Duty Base Level Education Office is responsible for updating this information.

8.1.1.2.  Air National Guard and Air Force Reserve are responsible for updating this form through the Base Level Military Personnel Flight, and Base Education and Training Office.

8.1.2.  Navigation.

8.1.2.1.  Active Duty Base Level Education Office:  Select College Course Information, and College Course Update.  Click the Open button or double-click each selection. The People Folder will appear.

8.1.2.2.  Air National Guard MPF:  Select Education and Training, Education Services, College Course Information, and College Course Update.  Click the Open button or double-click the selection.  The People Folder will appear.

8.1.2.3.  Air Force Reserve MPF:  Select Base Education and Training, and Education Services, College Course Information, and College Course Update.  Click the Open button or double-click each selection.  The People Folder will appear.

8.1.3.  Update Procedures.

8.1.3.1.  Press the F7 function key to enter the query mode.  Type the member's SSN in the National Identifier field and press the F8 function key to execute the query.

8.1.3.2.  Click the College Course button.

8.1.3.3.  Update the two fields by typing the appropriate information and click the OK button.

8.1.3.4.  Click in the Details field being updated.

8.1.3.5.  Update all required entries by either typing the information or clicking the LOV button and selecting the appropriate value from the list.  Click the OK button.

Figure 8.1.  Update College Course Information
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8.1.3.6.  Save the update by clicking the save button.

8.1.4.  Output Product(s).

8.1.4.1.  RIP RRMAD7 is produced when the student's Grade is “D”, when in graduate, or post-Graduate classes, or when the Grade is “F”, “U”, “W” or “X”.  While the student is using Tuition Assistance, the Withdrawal Reason is not applicable.  A suspense action will occur and move a “T” to withdraw reason and suspense 30 days out in the Reimbursement Date field.

8.1.4.2.  RIP RRMAD8 is produced for the overdue suspense when the 30 days has expired.

8.1.4.3.  RIP RRMAD6 is produced when the student has an incomplete grade while using tuition assistance.  The withdrawal reason of "N/A" is changed to "Suspensed" and reimbursement date is set for 30 days.

8.1.4.4.  RIP RRAA52 is produced when the student is enrolled under Non-Terminal TDY, Terminal TDY, or Reduction Deferment programs, and the course has either: begun or ended on the current day and the grade updated to space.  This RIP identifies members who are enrolled in courses to complete Bootstrap TDY or Educational Deferment requesting verification of satisfactory completion of courses for the current term and/or registration for the following term.

8.1.4.5.  Transaction Notices:  A number of transactions notices are produced based on whether a student is projected for reassignment, separation, etc. to remind the TA program manager to make decisions on reimbursement or posting of a grade.  These transaction notices are as follows:

8.1.4.5.1.  Transaction notice SUEY1 is produced indicating that a reimbursement decision must be made when a student has a projected RNLTD and has received a grade of  "F," "U," "W," or "X" and their Withdraw Reason is Unknown or spaces and the student is using tuition assistance, PET or MCMEP.

8.1.4.5.2.  Transaction notice SUEY2 is produced indicating that a reimbursement decision must be made when a student has a projected separation date and has received a grade of  "F," "U," "W," or "X" and their Withdraw Reason is "Unknown" or spaces.  The student is using Tuition Assistance, PET or MCMEP.

8.1.4.5.3.  Transaction notice SUEY3 is produced indicating that course grades must be posted prior to the student's separation when a student's separation date is within 60 days and they have a Grade in the system of "null" or "Unknown".  The course end date will expire after the student is separated.

8.1.4.5.4.  Transaction notice SUEY4 is produced requiring a verification of course status and action to be taken, if necessary when a student's separation date is within 60 days and has a Grade in the system of 'null' or "Unknown".  The end date of the course has not yet transpired.

8.1.4.5.5.  Transaction notice SUEDR is produced indicating an action must be taken to update the grade or start reimbursement action prior to the member's PCS departure when a student's departure date is within 31 days and has an grade of "null" or "Unknown".  Is using tuition assistance.

8.1.4.5.6.  Transaction notice SUEY5 is produced if a student's departure date is within 31 days with an "Unknown" or "null" grade and the RNLTD that will happen after the course is finished.

8.1.4.5.7.  Transaction notice SUEY6 is produced if the student's RNLTD is prior to the Course End Date.

8.1.4.5.8.  Transaction notice SUIEZ2 is produced requesting verification of grade status and To update of the course when the student's course end date has expired and 30 days have passed, the Withdrawal Reason reflects "Suspensed", the Grade "Incomplete" and the current Reimbursement Method "space".

8.1.4.5.9.  Transaction notice SUEZ0 is produced when the same conditions exist, but 60 days have passed.

8.1.4.5.10.  Transaction notice SUEY7 is produced requesting verification of a withdrawal reason and conduct reimbursement action if necessary when the student's Course End Date has expired and 60 days have passed.  The student received a grade of  "F," "U," "W," or "X," has used Tuition Assistance and the Withdraw Reason was "Unknown," "N/A" or "null".

8.2.  College Course Folder.  This folder serves as a central point for querying against college course related data that may be tracked for the Air Force Tuition Assistance Program.  Data elements that are contained in this folder consist of Course Title, Education Institution, Begin and End Dates, Credit Hours, Grade, Level of the Course, Enrollment Reason, Payment Method, Student & Government Costs, Accumulative Govt Cost for a given fiscal year, and Reimbursement Information.  Query procedures are explained at length below.  This folder can be found on base level active duty Education Offices, and Air National Guard and Air Force Reserve MPF as well as MAJCOM menus. 

8.2.1.  Navigation.

8.2.1.1.  Active Duty MPF:  Select Reports and Retrievals, Folders, and College Course Folder.  Click the Open button or double-click each selection. 

8.2.1.2.  ANG MPF:  Select Education and Training MPF, Education Services, College Course Information, and College Course Folder.  Click the Open button or double-click each selection. 

8.2.1.3.  Air Force Reserve MPF:  Select Base Education and Training, Education Services, College Course Information and College Course Folder.  Click the Open button or double-click each selection.

8.2.1.4.  MAJCOM:  Select Field Support, Education and Training, College Course Information, and College Course Folder.  Click the Open button or double-click each selection.

8.2.1.5.  HQ AFPC:  Select DPP - Personnel Programs, Education and Training, and College Course Folder.  Click the Open button or double-click each selection.

8.2.2.  Query Procedures.

8.2.2.1.  Individual Queries:  Type the member’s full name or SSN and click the Find button.  If the member’s full name or SSN are not known, place the cursor in the Full Name or SSAN field and click the LOV button.  The Enter Reduction Criteria for Long List window will appear.  Type the first few letters of the member’s last name or SSN and click the OK button.  A list of names beginning with the selected letters or SSN will appear.  Select the appropriate name from the list and click the OK button.  The window will populate with the member’s Name and SSN.

8.2.2.1.1.  Click the Find button.  The lower portion of the window will populate with the member’s current course information.

8.2.2.1.2.  Click the Reset button to clear the query.

8.2.2.2.  Group Queries: Place the cursor in the Primary Category field and click the List of Values (LOV) button.  Select the appropriate entry from the list and click the OK button.  The Primary Category field will populate with the selection and a new LOV will appear.

8.2.2.2.1.  Select the appropriate entry and click the OK button.  The second field in the Primary Category group will populate with the second selection.

8.2.2.2.2.  Continue using the same procedure for subsequent group selection categories.  Once all information is requested, click the Find button.  Example:  To obtain a listing of all members who withdrew from a course due to TDY, place the cursor in the Primary Category, click the LOV button, select “Withdraw” from the list, and click the OK button.  Another LOV will appear.  Select “TDY” and click the OK button.  Click the Find button.  The system will return a list of individuals who withdrew from a course due to TDY.

Figure 8.2. Querying the College Course Folder
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8.2.2.3.  Querying on Columns of the Folder: Place the cursor in the Full Name column and press the F7 function key to enter the query mode.  Tab to the respective column or columns and type the select criteria.  Example:  To get a list of staff sergeants receiving Tuition Assistance at the 90 percent rate, Tab to the “Grade” column and type SS%.  Tab to the “PAYMENT_METHOD” column, type “B” and press the F8 function key to execute the query.  The system will return a list of staff sergeants receiving Tuition Assistance at the 90 percent rate.  This procedure is case sensitive.

8.3.  AFOQT Folder.  The AFOQT Folder is viewed by base level and Headquarters agencies.  The AFOQT Folder is a tool used to perform multiple queries to include: Age, ANG State, Control Code, Member Type, Gender, Service Component, TCO Code, Exam Date, and Unit PAS.  This Folder replaced many legacy reports such as the Multiple Entry Report, Report, Illegal Retest Report, Retest Report, & the Cumulative Entry Report.  The returned queries can then be downloaded to Excel or Application Data Export (ADE) to Excel.

8.3.1.  The AFOQT Folder is primarily used: by HQ AFPC/DPPPWE, and is located at base level under the Exam Folder areas of Education Services of the Education & Training responsibilities.

8.3.2.  Navigation.

8.3.2.1.  HQ AFPC/DPPPWE:  Select AFOQT Folder and click the Open button.

8.3.2.2.  Active Duty Education Office:  Select Exam Folders, and AFOQT Folder.  Click the Open button or double-click each selection.

8.3.2.3.  Air Force Reserve MPF:  Select Base Education and Training, Education Services, Exam Folders, and AFOQT Folder.  Click the Open button or double-click each selection.

8.3.3.  Query Procedures.

8.3.3.1.  Individual Queries:  Using the upper portion of the window, execute individual queries based on name or SSN.  If the member’s full name or SSN is known, type the name or SSN and click the Find button.  If the member’s full name or SSN is not known, place the cursor in the Full Name or SSAN field and click the LOV button.  The Enter Reduction Criteria for Long List window will appear.  Type the first few letters of the member’s last name or first few numbers of the member’s SSN and click the OK button.  A list of names beginning with the selected initials or numbers will appear.  Select the name and click the OK button. Click the Find button.  This will populate the lower half of the form with the member’s AFOQT information.  Click the Reset button to clear the query.

8.3.3.2.  Group Queries:  Place the cursor in the Primary Category field and click the List of Values (LOV) button.  Select the appropriate entry and click the OK button.

8.3.3.2.1.  A second window with the available values for that selection will appear.  Select from the list and click the OK button.  Use the same procedure for subsequent group selection categories.  After completing the desired select criteria, click the Find button to execute the query.  The requested data will populate the fields in the lower half of the folder.

8.3.3.2.2.  Click the Reset button to clear the query.

8.3.3.3.  Querying on Columns:  In the lower portion of the window, place the cursor in the Full Name field and press the F7 function key to enter the query mode.  Tab to any column of data, place the cursor in a columnar field and press the F8 function key to execute the query.  A list of members meeting the select criteria will appear.

8.3.3.3.1.  Click the Reset button to clear the query.

8.3.3.4.  Querying Using Group Selections and Columns:  Make the Group Category selections and place the cursor in the Name column on the lower half of the folder.  Press the F7 function key to enter the query mode.  Tab to the applicable columns and type the criteria.  Press the F8 function key to execute the query.  The system will retrieve all members meeting the select criteria.

8.3.3.4.1.  Click the Reset button to clear the query.

8.3.4.  From the Folder LOV, data may be sorted in the first three columns by ascending or descending order.  Any column can be moved to one of the first three column positions for sorting.

8.4.  Test Control Officer (TCO) Folder.  The TCO Folder was designed primarily for HQ AFPC/DPPWE.  They maintain the Test Control Offices that are in the AF Index 1. These TCOs are designated by the TCO TYPE = “TCO”.  This folder also has two other types of Test Control Offices from which to query.  These are:  TCO TYPE = “DANTES” and TCO TYPE = “ECI.”  Querying capabilities include the following:

· TCO TYPE

· TCO CODE

· STATE

· ZIP CODE

8.4.1.  Additional queries may be executed through the Folder columns.  To keep this folder up to date, three separate agencies are responsible for the update of the test control information:

8.4.1.1.  The Extension Course Institute (ECI) provides the information for the ECI Test Control Offices.

8.4.1.2.  DANTES provides the information for the DANTES Test Control Office.

8.4.1.2.  One base may have all three types of Test Control Offices for the same unit because each Test Control Office has a specific responsibility for specific types of test control examinations.

8.4.2.  Navigation.

8.4.2.1.  HQ AFPC/DPPWE:  The TCO Folder is available from the Main Menu.

8.4.2.2.  Active Duty Base Level Education Office: Select TCO Folder and click the Open button.

8.4.2.3.  ANG MPF:  Select Education and Training MPF, Reports and Retrievals, Folders, and TCO Folder.  Click the Open button or double-click each selection.

8.4.2.4.  Air Force Reserve MPF: Select Reports and Retrievals, Folders and TCO Folder.  Click the Open button or double-click each selection.

8.4.2.5.  MAJCOM:  Select Reports and Retrievals, Folders, and TCO Folder.  Click the Open button or double-click each selection.

8.4.2.6.  HQ AFPC:  Select Reports and Retrieval, Folders, and TCO Folder.  Click the Open button or double-click each selection.

8.4.3.  Query Procedures.

8.4.3.1.  Group Queries:  Place the cursor in the Primary Category and click the LOV button.  Select the appropriate entry from the list and click the OK button.  A second window will appear.  Select the appropriate value and click the OK button.  Use the same procedure for subsequent group selection categories.  After completing the desired select criteria, click the Find button to perform the query.  Up to five elements may be chosen.  Example:  To execute a query showing all Test Control Offices in Georgia, place the cursor in the Primary Category and click the LOV button.  Select “State” from the list and click the OK button.  This will activate a second LOV.  Select “Georgia” from the list and click the OK button.  Click the Find button.  The system will produce a list meeting the selected criteria.

8.4.3.1.1.  Click the Reset button to clear the query.

8.4.3.2.  Querying on Columns:  Place the cursor in the Full Name column and press the F7 function key to enter the query mode.  Tab to the respective column or columns and type the required criteria.  Example:  To get a list of AFROTC Test Control Offices, place the cursor in the first column of the folder and press the F7 function key to enter the query mode.  Tab to the “TCO Name” column, type “AFROTC%” and press the F8 function key to execute the query.  The system will produce a list of AFROTC Test Control Offices 

8.4.3.2.1.  Click the Reset button to clear the query. 

8.4.3.3.  Querying Using Group Selections and Columns:  A combination of group selections and columnar selections may be used.  Example:  To execute a query showing all AFROTC test control offices in Georgia, use the Group Selection Option.  Place the cursor in the Primary Category, click the LOV button and select State from the list.  Click the OK button.  A second LOV will activate.  Select Georgia from the list and click the OK button.  Place the cursor in the first column of the folder and press the F7 function key to enter the query mode.  Tab to the TCO Name column. Type “AFROTC%”, and press the F8 function key to execute the query.  The system will return a query of all test control offices in Georgia.

8.4.3.3.1.  Click the Reset button to clear a query.

*8.5.  Education Folder.  This folder allows the Base Education/Training managers to select and sort Academic Education Level data, suitably arrange that data based on local needs, and export that data to external applications for printing, E-mail or additional manipulation.  This folder supplies Education and related personnel data once provided through PDS and PC III.

8.5.1.  Responsibility:  Active Duty, Air Force Reserve, and Air National Guard Education/Training managers are responsible for maintaining Academic education level data on members assigned or attached to Air Force installations.  This includes the entry, day-to-day maintenance, and reporting of each member’s education level information.  The Education Folder assists managers by allowing the group selection and sorting of education level data.  This folder is a query only application.  Managers now have the capability to obtain data at Unit and Base Level. 

8.5.1.  Navigation.

8.5.1.1.  Active Duty Education Office:  Select Academic Education, and Education Folder.  Click the Open button or double-click each selection.  The Education window will appear.

8.5.1.2.  Air National Guard and Air Force Reserve MPF:  Select Base Education and Training, Education Services, Academic Education, and Education Folder.  Click the Open button or double-click each selection.  The Education window will appear.

8.5.2.  Update Procedures.

8.5.2.1.  In the Education Folder, place the cursor in the Primary Category and click the List of Values (LOV) button.  Select the appropriate category or data name, and click the OK button.  Depending on the selected category, another window may appear.  Select the appropriate value or code, and click the OK button.  The Primary Category fields will populate, and establishes the type of records the folder will display.  Up to four categories and values are allowed.  Proceed to the 2nd, 3rd, and 4th category (as needed) and follow the steps above.  After completing all categories, click the Find button.  The bottom portion of the Education Folder will populate with a list of members meeting the select criteria.

8.5.3.  Query Procedures.

8.5.3.1.  Individual Queries:  Using the upper portion of the folder, queries can be made based on name or SSN.  If the member’s full name or SSN is known, type the name or SSN in the appropriate fields and click the Find button.  If the full name or SSN is not known, place the cursor in the Full Name or SSAN field and click the LOV button.  The Enter Reduction Criteria for Long-List form will appear.

8.5.3.1.1.  Type the first few letters of the member’s last name and click the OK button.  A list of names beginning with those initial letters or numbers will appear.  Select the record being updated and click the OK button.  Click the Find button.  The lower half of the form will populate with the selected member’s education information.

8.5.3.1.2.  Click the Reset button to clear the Query.

8.5.3.2.  Group Queries:  Place the cursor in the Primary Category field and click the LOV button.  Select the appropriate entry from the Category list and click the OK button.  Another List of Values will appear.  Select the appropriate value and click the OK button.  Use the same procedure for subsequent group selection categories.  Click the Find button after all select items are identified.  The lower half of the form will populate with the selected member’s education information.

8.5.3.3.  Querying on Columns:  Place the cursor in the first column of the lower half of the folder and press the F7 function key to enter the query mode.  Tab to the column or columns being queried and type the select criteria.  Example:  To get a listing of instructors with Associate Degrees, Tab to the “Degree” column (labeled DE) and enter “H” in the column.  Type a “T%” in the “DAFSC” column and press the F8 function key to execute the query.  The system will produce a list of individuals who have a “T” DAFSC prefix (indicating they are instructors) and an Associate Degree.  AETC uses this type query to ensure CCAF instructors have an Associate’s Degree.

8.5.3.3.1.  Click the Reset button to clear the query.

8.5.4.  Data Manipulation:  By clicking the Folder Tools button in the toolbar, the user may accomplish various data manipulations.  Example:  Columns of data can be moved right or left, hidden or made narrower or wider.  Using the “Show Order-By” option available from the Folder pull-down menu, member records can be sorted in ascending or descending order of data in any of the first three columns.  Any column can be moved to one of the first three column positions for sorting.

8.5.5.  Miscellaneous:  After obtaining folder results based on a particular set of selection criteria, the results can be saved as a “standard” folder for later use.  Example:  There may be a recurring requirement for a listing of all members in a particular PAS_CODE.  Once the user defines the criteria, performs the query, and HR returns the results, the user may save the folder criteria for future reports.  From the Folder pull-down menu, click on Save a, then type a folder name.

8.5.5.1.  Any Folder customizations, such as hidden columns, rearranged columns, etc., will automatically display whenever the saved folder is opened.

8.5.5.2.  The saved folder can also automatically ask, when opened, if the user prefers to display a subset of the original definition.  That is, if the user sometimes needs the PAS Code folder (mentioned above) to show SSgts only, he or she can allow for that need by using “Autoquery”.

8.5.5.2.1.  Set Autoquery to “Always”, “Never”, or “Ask each time”.  This sets the folder to display all the records from the original saved query.

8.5.5.2.2.  If either “Never” or “Ask each time” is selected, the user will be able to pause to further define the select criteria before displaying the records.

8.5.5.2.3.  When “Always” is selected, the folder will immediately display all records from the original criteria whenever it is opened.

8.5.5.3.  To open a saved folder, proceed to the Folders pull-down menu, click the Open button and select the previously named folder from the list of available folders.

8.5.5.2.  Using the Export option from the Special pull-down list, any data returned from group selection queries can be exported to Microsoft Excel or to a text file.  The data exported can be manipulated further, saved, and printed from that application.  Reports extracted through the ADE function into Excel can also be E-mailed to other training managers, staff personnel, and commanders.  Note:  Data is not updateable from the Folder.  However, the ECI Update task flow button will take the user to the member’s ECI Course Info form, where an update can be performed.

8.6.  ECI Course Enrollment Request.  This process is accomplished on receipt of a member's documentation requesting enrollment in an ECI Course by correspondence.  This function allows Base Education Offices and Base Training Offices to update course requests for electronic interface with Extension Course Institute, Maxwell AFB, AL.  DINs replaced include ECK (Course Name), ECL (Enrollment Reason), ECM (TCO Zip Code), ECN (Unit address), ECO, ECP, ECQ and ECR (which constitute members' mail address).  The process replaces updates accomplished through PTI ECI in the legacy system.  Applicable record types are officer and enlisted Active Duty, ANG, and Air Force Reserve, and JS.

8.6.1.  Responsibility.

8.6.1.1.  For Active Duty members, the Base Education Services Office updates the member’s enrollment data.

8.6.1.2.  For ANG and Air Force Reserve members, the Base Education and Training Office of the Military Personnel Flight (MPF) accomplishes the update.

8.6.2.  Navigation.

8.6.2.1.  Active Duty Base Level Education Office:  Select Extension Course Institute and click the Open button.  The People window will appear.

8.6.2.2.  ANG MPF:  Select Education and Training ANG MPF, Formal Training, and Extension Course Institute.  Click the Open button or double-click each selection.  The People window will appear.

8.6.2.3.  Air Force Reserve MPF:  Select Base Education and Training, Education Services, and Extension Course Institute.  Click the Open button or double-click each selection.  The People window will appear.

8.6.2.4.  Active Duty MPF:  Select Base Training office, and Extension Course Institution (ECI).  Click the Open button or double-click each selection.  The People window will appear.

8.6.3.  Update Procedures.

8.6.3.1.  Place the cursor in the first blank Full Name field and press the F7 function key to enter the query mode.  Type the name of the person whose record is being updated, or Tab to the National Identifier field and type the member’s SSN.  Press the F8 function key to execute the query.  The query will produce the name of the individual being updated.

8.6.3.1.  Click the ECI Course Info button.  This will provide a view of the person's record, listing any ECI courses the member has on file.

8.6.3.2.  To request, cancel, order an Exam, change or extend an enrollment in the Extension Course Institute the procedures are the same.

8.6.3.2.1.  Select the Extension Course Institute option and click the Open button.

8.6.3.2.2.  Obtaining a record:  Press the F7 function key to enter the query mode.  Type the member's SSN in the Social Security field and press the F8 function key to execute the query.  Once the member list appears, select the appropriate record and click the ECI Info button.  The ECI Course Info window will appear.

8.6.3.2.3.  Move the cursor down and click in the Details field being updated.

8.6.3.2.4.  To update all required fields click the LOV button and select a course that is not listed on the member’s course history.  Click the OK button.

8.6.3.3.  To request an Enrollment:  Type the following information into the appropriate fields:

· ECI Action

“1”  (Enrollment)

· Enrollment Reason
“N” or “L” (“N” = Voluntary;  “L” = Mandatory) 

· TCO ZIP CODE

Choose from LOV

· Status


“11” (When ECI Action is “1’, Status always equal “11”)

· Status Date

Format:  DD-MMM-YYYY

· Begin Date

Current Date in Format DD-MMM-YYYY

8.6.3.4.  Extension Course Institute (ECI) Cancel Enrollment.  To cancel an Enrolment, type the following information in the appropriate field:

· ECI Action

“3”  (Cancel) or “6” (Cancel same day enrollment)

· Enrollment Reason
(No Change)

· TCO ZIP CODE

(No Change)

· Status


(No Change)

· Status Date

(No Change)

· Begin Date

(No Change)

8.6.3.5.  Add a new line:  Click in the first blank Details field on the ECI Course Info window.  A blank Course Name window will appear.

8.6.3.6.  View past course details:  Click in the descriptive flexfield box  ([]) at the end of the row containing the course ID in question.  The Additional Person Analysis Details window will appear, where fields such as ECI Action, Enrollment Reason, TCO Zip Code, Status, Status Date, Begin Date, etc., are available for update or review.

8.6.3.7.  On the Additional Person Analysis Details window, update of ECI Action, Enrollment Reason, Status, Begin Date, and TCO Zip Code are mandatory for updates.  A LOV is available for all but Begin Date.

8.6.3.8.  Seminar is required for certain officer courses (the word "Seminar" is identified in the course title), but will cause a reject in all other courses.

8.6.3.9.  Enrollment Category is a derived field.  It will be filled in automatically to indicate the member's Service Component (such as, RegAF Amn, Officer ANG, etc).

8.6.4.  Output Product(s):  Enrollment in ECI courses produces a variety of TRs, and alert messages.

8.6.4.1.  Transaction Register (TR):

· MEMBER HAS BEEN ENROLLED IN MANDATORY ECI COURSE (INSERT COURSE NUMBER)

· ENROLLMENT IN VOLUNTARY COURSE (INSERT COURSE NUMBER) HAS BEEN REQUESTED

8.6.4.2.  Alert Messages:

· Member must have a valid address in system before requesting enrollment on RECORD STATUS = 18, 19, 28 or 29

· ECI ACTION, COURSE NAME, BEGIN DATE, ENROLLMENT REASON, STATUS and TCO ZIP CODE must be input for enrollments

· STATUS MUST ALWAYS EQUAL "11" WHEN UPDATING ECI ACTION TO  "1"

· MEMBER DOES NOT MEET THE GRADE REQUIREMENTS FOR THE COURSE AND TO CONSULT THE ECI CATALOG

· ENROLLMENT FOR THESE COURSES IS RESTRICTED TO OFFICER MEMBERS

·  ENROLLMENT REJECTED.  OFFICER HAS NOT BEEN SELECTED FOR MAJOR

·  ENROLLMENT REJECTED.  STUDENT DOES NOT MEET THE GRADE REQUIREMENTS FOR THIS COURSE CONSULT THE ECI CATALOG

·  ENROLLMENT REJECTED.  ACTIVE DUTY MEMBERS ARE NOT ELIGIBLE FOR ENROLLMENT IN THIS COURSE

· CONTACT HQ AFOSI TO ENROLL IN THIS COURSE

· ENROLLMENT REJECTED.  AUTOMATED ENROLLMENT IN EXPLOSIVE ORDINANCE DISPOSAL COURSE IS NOT ALLOWED.  CONTACT THE USAF FUNCTIONAL MANAGER

· RE-ENROLLMENT IN THIS CDC IS NOT AUTHORIZED.  MEMBER HAS FAILED TO PROGRESS OR HAS WITHDRAWN FROM THE CDC COURSE.  REFER ANY QUESTIONS TO YOUR MAJCOM EDUCATION AND TRAINING SECTION 

· RE-ENROLLMENT IN THIS COURSE IS NOT AUTHORIZED.  MEMBER HAS PREVIOUSLY FAILED THIS COURSE.  REFER ANY QUESTIONS TO YOUR MAJCOM EDUCATION AND TRAINING SECTION

· WHEN ENROLLING STUDENT IN COURSES 00024A - 00029Z, SEMINAR NUMBER MUST REMAIN BLANK

· ENROLLMENT REJECTED.  ENROLLMENT IN PME NOT MANDATORY.  USE ENROLLMENT REASON = N

8.7.  Extension Course Institute (ECI) Order Exam.

8.7.1.  Navigation:  Select Extension Course, and Voluntary ECI Crs Enrollment.  Click the Open button or double-click each selection.  The People Folder will appear.

8.7.2.  Update Procedures.

8.7.2.1.  Press the F7 function key to enter the query mode.  Type the member's SSN in the SSAN field and press the F8 function key to execute the query.  The People Folder will populate with the selected member’s current information.

8.7.2.2.  Click the ECI Course Info button.  The ECI Vol Crs Mail Addr window will appear.

8.7.2.3.  Move the cursor down and click in the Details field being updated.  The Extra Person Information window will appear.  Ensure valid data exists in the Street Address, City, State, ZIP Code fields.

8.7.2.4.  Update all required entries by either typing the information or clicking the List of Values (LOV) button and selecting the appropriate designator from the list.  Click the OK button.  The ECI Vol Crs Mail Addr window will populate with the new information.

8.7.2.5.  Save the update by clicking the save button.

8.7.2.6.  Close the window or application by clicking the “X” located in the top right corner of each window.

8.7.3.  Output Product(s):  Transaction Register (TR) Notice ETTR02 will be produced.

*8.8.  Enlisted Education Level Update.  The Enlisted Education Level form updates education data for enlisted members.  The data elements that are contained in this form include the Degree Level, Academic Level Date, Specialty, Method, and School.  The Community College of the Air Force (CCAF) updates from the CCAF interface are updated to this structure.

8.8.1.  Responsibility:  This form can be found primarily in the Base Level MPF and the Base Education Office.

8.8.2.  Navigation.

8.8.2.1.  Active Duty Education Office:  Select Academic Education, and Enlisted Education.  Click the Open button or double-click each selection.  The Enlisted Education window will appear.

8.8.2.2.  Air National Guard, and Air Force Reserve MPF:  Select Base Education and Training, Education Services, Academic Education, and Enlisted Education. Click the Open button or double-click each selection.  The Enlisted Education window will appear.

8.8.3.  Update Procedures.

8.8.3.1.  Press the F7 function key to enter the query mode.  Type the member's SSN in the SSAN field and press the F8 function key to execute the query.  The Enlisted People Folder will populate with the member’s name.

8.8.3.2.  Click the Enl Education button.  The Enlisted Education window will appear.

8.8.3.3.  Creating a new education level entry: Click in the small blue box preceding the Rank field of the first blank line.  Because the Rank field is automatically system-generated, the cursor will default to the Degree Level field (right arrow).  Type the required data in the following update fields:

· Rank:  The user does not rank the Education Levels - the system does this automatically by the Degree Level.  If there are two similar degree levels, the system then ranks them according to Academic Level Date - most current is the highest.)

· Degree Level:  Select from the LOV.  Note the update restrictions listed below.

· Academic Level Date:  Date of the degree level (DD-MMM-YYYY).   

· Specialty:  The discipline in which the member studied.  Select from the LOV.  A Longlist box will appear.  Type a partial value and Click the OK button.  This will narrow the full Specialty list to a more manageable size.

· Method:  Select from the LOV.  Method “I” [College Senior Engineering Program] is not allowed for enlisted members.  Select from the LOV.

· School:  The Educational Institution from which the member graduated.  Select from the LOV. 

· Miscellaneous Mandatory Update requirements and restrictions:  The minimum segments that must be updated are Degree Level, Academic Level Date (DD-MMM-YYYY), Specialty, Method, and School.

Figure 8.3.  Updating the Enlisted Education Level
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8.8.3.4.  The user may update up to five occurrences of education data:

· If the Degree Level is “H” or above (Associate Degree or above), the Specialty cannot be “ZZZZ” (Unknown) or “YYYY” (Not Applicable).

· When the Degree Level = “A” - “D” (High School or less), the Specialty must be “YYYY” (Not Applicable).

· Degree Levels “4” (AFIT Professional Degree Program) or “5” (AFIT Medical Certification Program) are not valid codes for Reserve, Guard, or IMA members.

· Degree Levels  “1,” “2,” or “3” can only be updated by HQ AFIT/RR.

· Once a Degree Level equal to at least an Associates Degree (“H”) is updated, user is not allowed to update Degree Level of High School or below (“A” - “D”)

· Two associate degrees (Degree Level  = “H”) with the same Specialty and Method cannot be updated.

· Two RN degrees (Degree Level  = “I”) cannot be updated.

· When CCAF (Method  = “J”) is updated, Degree Level is restricted to the values of “E” to “H”.

· Cannot update Degree Level equal to “O” or “3” unless the member already has a Master’s degree (Degree Level = “P”) on file.

· For Degree Levels equivalent to High School or below (Degree Level  “A” - “D”), Education Institute must be N/A (ZZZ).

8.8.3.5.  It is not necessary to exit after the user updates a new education occurrence.

8.8.3.6.  It is necessary to click the save button after updating each occurrence.

8.8.3.7.  The system will not allow the user to space out an occurrence.  Use the Red X button to delete an occurrence.   

8.8.3.8.  Click the Save button to save the update.

8.8.3.9.  To update an existing degree level, access the record being updated as discussed above.  Place the cursor in the “Degree Level” field, click the LOV button and select Degree Level code from the list.  Click the Save button.  This update will produce RIP RRFM33.

8.8.4.  Output Product(s).

8.8.4.1.  RIP RRFM33 will be produced when DEGREE LEVEL is updated to all levels exept A, D or 6 on all enlisted member types.

8.8.4.2.  Transaction Register (TR) notice NOSBA will be produced for active duty Air Force members when the Method is “C,” “G,” “L,” “R,” or “S”.

8.8.4.3.  Transaction Register (TR) notice NO402 will be produced whenever there is an update to the education level on all enlisted member types.

8.9.  Officer Education Display.

8.9.1.  Responsibility:  The Military Personnel Flight (MPF) can view (not update) an officer's education record.

8.9.2.  Navigation.

8.9.2.1.  Active Duty:  Select Officer Education Display and click the Open button.

8.9.2.2.  Air National Guard, Air Force Reserve, and IMA:  Select Base Education and Training, Education Services and Officer Education Display. Click the Open button or double-click each selection.  The Enlisted Education People Folder will appear.

8.9.3.  Obtaining a record:  Press the F7 function key to enter the query mode.  Type the member's SSN in the Social Security field and press the F8 function key to execute the query.

8.10.  AFIT Eligibility Updates.  This custom form replaces the legacy PTI 402 form completed by the HQ AFIT/RR office at Wright Patterson AFB, OH.  The user updates an officer member’s AFIT Eligibility Status, ranging from Code 'B', AFIT Centrally Identified - Eligible to Code 'X' - Senior Commander Option/Non Volunteer, GPA, Prior Months, AFIT Program, and Degree Information must also be included at time of initial update.

8.10.1.  Responsibility:  HQ AFIT/RR is responsible for updating AFIT Eligibility.

8.10.2.  Navigation:  Select AFIT Eligibility Update and click the Open button.  The AFIT People Folder will appear.

8.10.3.  Update Procedures:  Update the following fields:

· Eligibility Status - LOV is available

· GPA - Range is from 0.0 to 4.0

· Prior Months - Type the number of months

· Academic Program - LOV is available

· Program Education Level - LOV is available

· Type comments if applicable

Note:  For every Program, there must be an Education Level and for every Education Level, there must be a Program.

8.10.4.  The following are some guidelines to consider when making updates:

8.10.4.1.  When the Degree Level is an AFIT Program, the Academic Level Year being updated must be greater than or equal to the current year.

8.10.4.2.  When the Degree Level equals 1 - 5, the AFIT Start, Stop Date, and Document status must be updated.

8.10.4.3.  When the Degree level is updated, the AFIT GPA (on the AFIT Eligibility Form) will be zeroed out.

8.10.4.4.  The Academic Level Year must match the AFIT Stop Date.

8.10.4.5.  When Eligibility Status is updated, Prior Months, AFIT GPA and at least one occurrence of AFIT program data and degree information must also be updated.  For every Program Educ Level updated, there must be an Academic Program and vice versa.

8.10.4.6.  Save the update by clicking the save button.

8.10.4.7.  After saving the update, press the F8 function key and re-enter the form and ensure changes were updated.  Check the AFIT Eligibility form to ensure the AFIT GPA is zeroed out.

8.10.5.  Output Product(s).

8.10.5.1.  Transaction Register (TR) notice (NOSBA) will be produced.

8.10.5.2.  The following RIPs will be produced:

· When Eligibility Status = "C", RIP RRAFCC is produced.

· When Eligibility Status = "F", RIP RRAFCF is produced.

· When Eligibility Status = "H", RIP RRAFCH is produced.

· When Eligibility Status = "B", RIP RRAFCB is produced.

· When Eligibility Status = "V", RIP RRAFCV is produced.

*8.11.  Officer Education Levels Update.  The Officer Education Level form updates education data for officers.  The data elements contained in this form include:  Degree Level, Academic Level Date, Specialty, Method, and School.

8.11.1.  Responsibility.

8.11.1.1.  HQ AFIT/RR has the sole responsibility for updating officer education data.

8.11.1.2.  Base Level Education Offices (Active Duty) and Education and Training offices (Guard and Reserve) forward official transcripts on officers to HQ AFIT for update.  Base level will be able to view officer education data through the Education Folder.

8.11.1.3.  HQ AFPC/DPPAT has access to the Officer Academic Education Level, but in the Display Only mode. 

8.11.2.  Navigation.

8.11.2.1.  HQ AFIT/RR:  Select Officer Education and click the Open button.  The Officer Education window will appear.

8.11.2.2.  Active Duty Education Office:  Select Academic Education, and Officer Education.  Click the Open button or double-click each selection.  The Officer Education window will appear.

8.11.2.3.  Air National Guard and Air Force Reserve:  Select Base Education and Training, Education Services, Academic Education, and Officer Education.  Click the Open button or double-click each selection.  The Officer Education window will appear.

8.11.2.4.  HQ AFPC/DPPAT:  Select Education Services, Education Level, and Officer Education - Display.  Click the Open button or double-click each selection.  The Officer Education window will appear.

8.11.3.  Update Procedures.

8.11.3.1. Press the F7 function key to enter the query mode.  Type the member's SSN in the Social Security field and press the F8 function key to execute the query.  The Officer Education window will populate with the member’s current information.

8.11.3.2.  Click the Off Education button.  The Officer Education (name) window will appear.

8.11.3.3.  Click in the Details field (small blue box to the left of the rank field).

8.11.3.4.  Click the LOV button and select Degree Level from list.  Click the OK button.  The cursor will automatically move to the Academic Level Date field.

8.11.3.4.1.  Type the date the degree level was achieved or click the LOV button and select the date from the calendar.  Click the OK button.  The date will fill the field.

8.11.3.4.2.  In the Specialty field, type the discipline in which the member studied.  If using the List of Values (LOV), the first window to appear will be the Long-list.  Type the first few digits of the specialty code, and click the OK button.  This procedure will reduce the full Specialty list into a more manageable size from which to select.

8.11.3.4.3.  In the Method field, type the purpose for which the member attended the school, such as:  Civilian College/University, AFIT Civ, etc.  A LOV is available.

8.11.3.4.4.  In the School field, type the Educational Institution from which the member graduated.  A LOV is available.

8.11.3.4.5.  Document Status is the Source Document used to verify the degree.  A LOV is available.

8.11.3.4.6.  AFIT Start Date is the date the AFIT Degree Program started.

8.11.3.4.7.  AFIT Stop Date is the date the AFIT Degree Program ended.  Note:  Not all fields are visible on the form.  Scroll to the far right to type the remaining data items.

8.11.3.5.  Save the update by clicking the save button.

Figure 8.4.  Creating a New Officer Education Level
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8.11.4.  Deleting an Officer Education Level:  Place the cursor in the empty field preceding the Rank field.  Click the Red X button on the main toolbar.

8.11.5.  Updating or Changing and existing Officer Education Level:  Click on the areas being changed, update the appropriate information and click the Save button to save the updates.

8.11.6.  Miscellaneous. 

8.11.6.1. Education Levels must not be ranked, the system does this automatically by Degree Level.  If there are two similar degree levels, the system ranks them according to Academic Level Date—the most current is the highest.

8.11.6.2.  The Accession occurrence is also built after the first occurrence is updated.  The Accession ranking cannot be updated.

8.11.6.3.  Academic Level Date must be greater than the current date for Degree Levels “1” through “5”.

8.11.6.4.  When using Degree Levels “1” through “5," AFIT Program Start Date and AFIT Program Stop Date must be updated.

8.11.6.5.  For Active Duty Officers, the Document Status cannot be unknown when the Education Institute is known and the Degree Level is unknown.

8.11.6.5.1.  The GPA in the AFIT Eligibility form is changed to zero (0.0) when the Degree Level is updated to “1” through “5.”

8.11.6.5.2.  The AFIT Program Stop Date must match Academic Level Date.

8.11.6.5.3.  The AFIT Program Start Date and AFIT Program Stop Date only apply to the most recent degree (occurrence #1).

8.11.7.  Output Product(s).

8.11.7.1.  Transaction Register (TR) notice will be produced when a member’s AFIT STOP DATE expires requesting for a revalidation and update of the transcript.

8.11.7.2.  Transaction Register (TR) notice NOSBA will be produced for Active Duty Air Force members when the METHOD = C, G, L, R or S requesting a computer and update the member’s AFIT Active Duty Service Commitment date from information on the PCS orders.

8.11.7.3.  Transaction Register (TR) notice EDTINC will be produced when DOCUMENT STATUS - D indicating the member’s education transcript is incomplete and to contact HQ AFIT/RR at DSN 785-6231.

8.11.7.4.  Transaction Register (TR) notice SUEDO will be produced for Active Duty officers when Record Status is not 18 (Active but incomplete record); 19 (Record pending build); 28 (Active but incomplete record - projected separation); 29 (Active record - projected retirement - pending record build).  When the EAD (Extended Active Duty) Date +8 months is less than the current date, the functional category = A, and the Date Arrived Station +30 days is less than the current date, and Degree Level and Specialty are unknown, indicating the base to furnish an official transcript.

8.12.  Active Duty GI Bill.  The Active Duty GI Bill application updates GI Bill eligibility status for active duty members resulting in deductions from pay for future tuition benefit.  This MILMOD process replaces the PTI 41V process in Legacy for the Air Force Reserve and Air National Guard components.  For the active duty component, this replaces DIN EBZ update (AC-NGIB-ELIG-STAT).  The MILMOD data element is contained in the form of Active Eligibility Status.

8.12.1.  Responsibility:  This form can be found primarily at Air National Guard and Air Force Reserve MPF, and Active Duty Base Education Office.

8.12.2.  Navigation.

8.12.2.1.  Active Duty Base Education Office:  Select Montgomery GI Bill and click the Open button.  The Active and Reserve GI Bill People Folder will appear.

8.12.2.2.  Air National Guard MPF:  Select Retention Office Manager, and Montgomery GI Bill.  Click the Open button or double-click each selection.   The Active and Reserve GI Bill People Folder will appear.

8.12.2.3.  Air Force Reserve MPF:  Select Base Education and Training, Education Services, and Montgomery GI Bill.   Click the Open button or double-click each selection.   The Choices for Reserve or Active GI Bill and Reserve GI Bill People Folder will appear.

8.12.3.  Update Procedures.

8.12.3.1.  Press the F7 function key to enter the query Mode.  Type the member's SSN in the National Identifier field and press the F8 function key to execute the query.

8.12.3.2.  Click the Active GI Bill button at the bottom of the folder.

8.12.3.3.  Move the cursor down and click in the Details field being updated.  The Extra Person Information window will appear.  The Extra Person Information window has two fields:

8.12.3.3.1.  Active Eligibility Status:  Type the code, or use the List of Values (LOV) to update the appropriate value.

8.12.3.3.2.  MGIB Jumps Flag (The MGIB Jumps Flag is for information only.  Although a LOV is available, it cannot be updated.  Attempts to do so will result in a reject).   

8.12.3.4.  Update the required data and click the Save button.  A Save message will appear.  Any other message will indicate a reject and a reason for the reject.

8.12.3.5.  Close the window or application by clicking the "X" located in the top right corner of each window.

8.12.4.  Miscellaneous.

8.12.4.1.  The LOV in MILMOD for Reserve Eligibility Status has remained the same as in Legacy except the "Reserved" values, "1," "2," "3"," 4," and "J" have been deleted.  The LOV for Recoupment Status has remained the same as in Legacy except for the addition of value "Z" (Not Applicable).

8.12.4.2.  The Reserve GI Bill application in MILMOD ensures basic eligibility IAW with the Montgomery GI Bill - Selected Reserve Educational Assistance Program, as outlined in Chapter 1606 of Title 10 U.S. Code.  MILMOD ensures rejects when basic eligibility requirements are not met.  These basic requirements include, but are not limited to:

8.12.4.2.1.  A six-year obligation to serve in the Selected Reserve (for officers, agreement to serve six years in addition to current obligation) is incurred.

8.12.4.2.2.  Completion of Initial Active Duty Training (IADT) Meeting the requirements to receive a high school diploma or equivalent certificate before completion of IADT.

8.12.4.2.3.  Satisfactory participation in a Drilling Selected Reserve or Guard Unit (or position for Reserve Individual Mobilization Augmentee (IMA) based on unsatisfactory participation or 9 unexcused absences.

8.12.4.2.4.  ANG and Reserve members are eligible for Chapter 30 MGIB (Active GI Bill) when serving on an Active Guard/Reserve (AGR) qualifying tour, and are not eligible under Chapter 1604 benefits.

8.12.4.2.5.  Authorized Source of Input for ANG and Reserve members is restricted to HQ AFRC/DPTS (Reserve Unit members) and HQ ARPC/DAT (Reserve - IMAs) or HQ ANG (Guard members).  Rejects are in place for unauthorized updates.

8.12.5.  Output Product(s).

8.12.5.1.  Transaction Registers (TR):  NONGI, RCCPAG, RCCPBG, RCCPBR, RCCPAR.

8.12.5.2.  RIP:  RRSAP.

8.13.  Air National Guard and Air Force Reserve GI Bill Update.  The Reserve GI Bill form updates GI Bill eligibility status for Air Force Reserve and Air National Guard members resulting in payment of tuition benefits.  This MILMOD process replaces the PTI 41V process in Legacy for the Air Force Reserve and Air National Guard components.  The Legacy data element “Resc-NGIB-Elig-Stat” is replaced in MILMOD by data element Reserve Eligibility Status.

8.13.1.  Responsibility:  This form can be found primarily at ANG and AF Reserve MPF Education Offices, including HQ ARPC/DAT functioning as an MPF for IMA members.

8.13.2.  Navigation.

8.13.2.1.  Air National Guard MPF:  Select Retention Office Manager, and Montgomery GI Bill.  Click the Open button or double-click each selection.  The Active and Reserve GI Bill People Folder will appear.

8.13.2.2.  Air Force Reserve and ARPC (for IMA) MPF:  Select Base Education and Training, Education Services, and Montgomery GI Bill.  Click the Open button or double-click each selection.  The Active and Reserve GI Bill People Folder will appear.

8.13.3.  Update Procedures.

8.13.3.1.  Obtaining a record:  Press the F7 function key to enter the query mode.  Type the member's SSN in the Social Security field and press the F8 function key to execute the query.  The Active and Reserve GI Bill people folder will appear populated with the member’s name.

8.13.3.2.  Click the Reserve GI Bill button.  The Reserve GI Bill window will appear.

8.13.3.3.  Click anywhere in the Details field.  The Extra Person Information window will appear with the cursor in the Reserve Eligibility Status Field.

8.13.3.4.  Once the applicable fields have been updated, click the OK button, then save the update.

8.13.3.5.  Close the window or application by clicking the “X” located in the top right corner of each window.

8.13.3.6.  Update the data in the fields listed below:

· Reserve Eligibility Status (Select from LOV)

· Eligibility Start Date

· Termination Date

· Execution Date

· Obligated Months

· Recoupment Status (Select from LOV)

8.13.4.  Miscellaneous.

8.13.4.1.  The LOV in MILMOD for Reserve Eligibility Status has remained the same as in Legacy except the Reserved values, "1," "2," "3"," 4," and "J" which have been deleted.

8.13.4.2.  The LOV for Recoupment Status has remained the same as in Legacy except for the addition of value "Z" (Not Applicable).

8.13.4.3.  The Reserve GI Bill application in MILMOD ensures basic eligibility IAW the Montgomery GI Bill - Selected Reserve Educational Assistance Program, as outlined in Chapter 1606 of Title 10 U.S. Code.  MILMOD ensures rejects when basic eligibility requirements are not met.  These basic requirements include, but are not limited to:

8.13.4.4.  A six-year obligation to serve in the Selected Reserve (for officers, agreement to serve six years in addition to current obligation) will be incurred.

8.13.4.5.  Completion of Initial Active Duty Training (IADT).

8.13.4.6.  Meeting the requirements to receive a high school diploma or equivalent.

8.13.4.7.  Certification before completion of IADT.

8.13.4.8.  Satisfactory participation in a Drilling Selected Reserve or Guard unit (or position for Reserve Individual Mobilization Augmentees (IMA) based on unsatisfactory participation or 9 unexcused absences.

8.13.4.9.  ANG and Air Force Reserve members are eligible for Chapter 30 MGIB (Active GI Bill) when serving on an Active Guard/Reserve (AGR) qualifying tour, and are not eligible under Chapter 1604 benefits.

8.13.4.10.  Authorized Source of Input for ANG and Air Force Reserve members is restricted to HQ AFRC/DPTS (Reserve Unit members) and HQ ARPC/DAT (Reserve - IMAs) or HQ ANG (Guard members).  Rejects are in place for unauthorized updates.

8.13.5.  Output product(s).

8.13.5.1.  Transaction Register (TR):  NONGI, RCCPAG, RCCPBG, RCCPBR, RCCPAR will be produced.

8.13.5.2.  RIP:  RRSAP will be produced.

8.14. Community College of the Air Force (CCAF).  CCAF has the sole responsibility for updating CCAF status.

8.14.1.  Navigation.

8.14.1.1.  To check a member’s status in the Air National Guard and Air Force Reserve: Select Education and Training, Education Services, and Education Folder.  Click the Open button or double-click each selection.  The People Folder will appear.

8.14.1.2.  To check an individual’s status in the Active Duty Component:  Select Education Folder and click the Open button.  The People Folder will appear.

8.14.2.  Update Procedures.

8.14.2.1.  Obtaining a record:  Press the F7 function key to enter the query mode.  Type the member's SSN in the Social Security field and press the F8 function key to execute the query.  The People Folder window will appear populated with the member's name.

8.14.2.2.  To locate individuals in a specific CCAF code:  Click on the Primary Category of the Group Selection Option and click the LOV button.  Select CCAF Status from the list.  This will fill the Primary Category and automatically open another LOV.  Select the appropriate CCAF code(s) for the requested records from the list.  Click the OK button.

8.14.2.2.1.  A list of records meeting the select criteria will populate the form.  The Folder Tools is used to manipulate data.

8.14.2.3.  The Application Data Export (ADE) feature may be used to export this data for further manipulation and sorting.

8.14.2.3.1.  To activate the Application Data Export, click on the word “Action” on the toolbar followed by “Export” from the drop-down menu.

8.14.2.3.2.  The system will provide periodic status messages advising what the system is doing, how many records are being accessed at a given moment, etc.

8.14.2.3.2.1.  The Text Import Wizard will display the data.  Click the Next button.

8.14.2.3.2.2.  The wizard will show the column markings.  Click on Finish.

8.15.  Exams.  The responsibilities and location of examination information vary from component to component.  Exams may be grouped differently from one component to another.

8.15.1.  Air National Guard Component Exam Update Procedures.

8.15.1.1.  Select Education Services, and Exams.  Click the Open button or double-click each selection.  The Air National Guard component has four exam choices: DANTES Controlled Exams, Certification Exam, Guidance Interest Exam and Reading Abilities Test.

8.15.2.  Active Duty Component Exam Update Procedures.

8.15.2.1.  Most of the exams for the Active Duty component are accessed through the Base Education Services Office.

8.15.2.1.1.  Select Exams and click the Open button.  The Active component has four exam choices: DANTES Exam Program, Certification Exam, Guidance Interest Exam and Reading Abilities Test will appear.  There is also a “Display Only” view of the Language Proficiency Exam.

8.15.2.1.2.  The Active Duty component updates Language Proficiency and ASVAB/AFCT through the Career Enhancement Section of the MPF.

8.15.3.  Exams updated in Career Enhancement Section (ASVAB/AFCT Exams and Language Proficiency).

8.15.3.1.  ASVAB/AFCT Exams.

8.15.3.1.1.  Select Base Education and Training, Education Services, and Exams.  Click the Open button or double-click each selection.

8.15.3.1.2.  Select ASVAB/AFCT, and click the Open button.  The ASVAB People Folder will appear.

8.15.3.1.3.  Press the F7 function key to enter the query mode.  If the member’s full name is not known, type the first few characters of the member’s last name, followed by the percent sign (i.e., FON%) and press the F8 function key to execute the query.  This will populate the form with a list of last names beginning with those initial letters.

8.15.3.1.4.  Select the record being updated.  Click the ASVAB Exam button.

8.15.3.1.5.  Type the data as illustrated in the update fields below.  The first window will have only one update field.  Type the data and click the OK button.  The remaining update fields will automatically appear.

8.15.3.1.6.  Update data in the remaining fields and click the OK button.  The ASVAB Exam form will re-appear.

8.15.3.1.7.  Click the Save button.

· Activity Version: Select from ASVAB/AFCT LOV

· Test Control Office: Select from LOV

· Exam Date: DD-MMM-YYYY

· Exam Status: “Completed” or “Required”

· Exam Status Date: DD-MMM-YYYY

Note:  If Exam Status = Required, do not update Exam Date, Score, or TCO.  If Exam Status = Completed, the Exam Status Date must be the same as the Exam Date.

· General Score:  Range “01” to “99”

· Administrative Score:  “01” to “99”

· Mechanical Score:  “01” to “99”

· Electronics Score:  “001” to “400”

· AFQT Score:  “01” to “99”

· Composite Score:  “001” to “400”

· Sequence Number:  “1” to “5” (Sequence number should be equal to the number of times the member has taken this test; for example, if the member has two details of the exam and you are entering a third, enter “3” as the sequence number)

· Days from Last Test:  Exam date plus 180 days

· Next Test Date:  DD-MMM-YYYY

8.15.3.1.8.  To update Subs-cores: Click the ASVAB Sub-score button.  The ASVAB/AFQT Sub-score form will appear with the Activity Version already populated.

8.15.3.1.8.1.  Click the OK button.  The remainder of the update fields will appear.  Type the data as illustrated below and click the OK button. The ASVAB Sub-score form will re-appear.

8.15.3.1.8.2.  Click the Save button.

8.15.3.1.8.3.  To exit the ASVAB Sub-score form, click the “X” located in the top right corner of each window.

8.15.3.1.8.4.  ASVAB/AFCT Sub-score Activity Version: Click the LOV button and select the appropriate designator.  Click the OK button and proceed to the remaining fields:

· Sub-score 1 range “01” to “99”

· Sub-score 2 range “01” to “99”

· Sub-score 3 range “01” to “99”

· Sub-score 4 range “01” to “99”

· Sub-score 5 range “01” to “99”

· Sub-score 6 range “01” to “99”

· Sub-score 7 range “01” to “99”

· Sub-score 8 range “01” to “99”

· Sub-score 9 range “01” to “99”

· Sub-score 10 range “01” to “99”

Note:  Updating Sub-score information is not mandatory; however, if one Sub-score is updated, all Sub-scores must be updated.

8.15.4.  Language Proficiency Exam.

8.15.4.1.  Active Duty:  Select Customer Support, Career Enhancements, and Promotions and Testing.  Click the Open button or double-click each selection.

8.15.4.2.  Air National Guard and Air Force Reserve:  Select Customer Support, Career Enhancements, and Language.  Click the Open button or double-click each selection.

8.15.4.3.  HQ AFPC/DPPPWE:  Select Exams, and Language Prof Exam/FLPP.  Click the Open button or double-click each selection.

8.15.4.4  Update Procedures.

8.15.4.4.1.  Press the F7 function key to enter the query mode.  If the member’s full name is not known, type the first few characters of the member’s last name or numbers of the member’s SSN, followed by the percent sign (i.e., FON%).  Note:  A record may also be accessed, by typing the full name or the member’s SSN.

8.15.4.4.2.  Press the F8 function key to execute the query.  This will populate the form with a list of last names beginning with those initial letters.

8.15.4.4.3.  Select the record being updated and click the Exam Info button.  The Promotions and Testing Enlisted Exams Folder will appear.

8.15.4.4.4.  Select Language Proficiency and click in the Details field being updated.  Update data in the fields as illustrated below.

· Activity Version:  Select applicable language code from LOV

· Language Exam:  Select applicable language code from LOV (the Language field and Activity Version field should have the same value)

· Test Control Office:  Select from the LOV

· Exam Date:  Format DD-MMM-YYYY (no future date)

· Reading Rating: LOV is available

· Listening Rating: LOV is available

· Speaking Rating: LOV is available (optional)

8.15.4.2.6.  Output Product(s):  RIP RRLPRF

8.15.5.  Reserve Component Updates Procedures.

8.15.5.1.  Select Base Education and Training, Education Services, and Exams.  Click the Open button or double-click each selection.

8.15.5.2.  The Air Force Reserve component has five exam choices:  DANTES Exam Program, Other Exams, ASVAB/AFCT Exam, Certification Exams, and Guidance Interest Exams.

8.15.5.3.  ASVAB/AFCT Exams.

8.15.5.3.1.  Select Customer Support, Career Enhancements, Promotion and Testing, and Other Exam Information.  Click the Open button or double-click each selection.  The People Folder will appear.

8.15.5.3.2.  Press the F7 function key to enter the query mode.  If the member’s full name or SSN is not known, type the first few characters of the member’s last name or numbers of the SSN, followed by the percent sign (i.e., FON%) and press the F8 function key to execute the query.  This will populate the form with a list of names with the selected criteria.  

8.15.5.3.3.  Select the record being updated and click the ASVAB/AFCT Exam button.

8.15.5.3.4.  Type the data as illustrated in the update fields below.  The first window will have only one update field.  Type the data and click the OK button.  The remaining update fields will automatically appear.

8.15.5.3.5.  Update data in the remaining fields and click the OK button.  The ASVAB Exam form will re-appear.

8.15.5.3.6.  Click the Save button.

· Activity Version: Select from ASVAB/AFCT Exam LOV

· Test Control Office: LOV is available

· Exam Date: DD-MMM-YYYY (no future date)

· General Score:  Range “01” to “99”

· Administrative Score:  “01” to “99”

· Mechanical Score:  “01” to “99”

· Electronics Score:  “001” to “400”

· AFCT Score:  “01” to “99” (Guard and Reserve only)

· Composite Score:  “001” to “400” (Guard and Reserve only)

8.15.5.3.8.  To update AFCT Sub-scores (raw scores), click the AFCT Sub-score button.  The AFCT Sub-score form will appear.

8.15.5.3.9.  Click in the Details row in the lower part of the window.  The Extra Person Information window will appear with the cursor in the AFCT Test ID field.

8.15.5.3.10.  Update the AFCT fields as described below:

· AFCT Test ID - Click the LOV button and select the appropriate value from the list.  Click the OK button.  

· Exam Date:  DD-MMM-YYYY (no future date)

· GS Raw Score:  Range “01” to “99”

· AR Raw Score:  Range “01” to “99”

· WK Raw Score:  Range “01” to “99”

· PC Raw Score:  Range “01” to “99”

· NO Raw Score:  Range “01” to “99”

· CS Raw Score:  Range “01” to “99”

· AS Raw Score:  Range “01” to “99”

· MK Raw Score:  Range “01” to “99”

· MC Raw Score:  Range “01” to “99”

· EI Raw Score:  Range “01” to “99”

8.15.3.11.  Click the OK button.  The AFCT Sub-score window will re-appear.

8.15.3.12.  Save the update by clicking the save button. 

8.15.5.3.13.   Certification Exams.

· Activity Version: LOV is available 

· Test Control Office: LOV is available

· Exam Date: Format DD-MMM-YYYY (no future date)

Note:  If Exam Status = Required, do not update Exam Status Date, Core or TCO.  If the Ex am Status = Completed, the Exam Status Date must be the same as the Exam Date.

· Score: "FAIL" or "PASS"

· Exam Sub-score 1:  “000” - “999”

· Exam Sub-score 2:  “000” - “999”

· Exam Sub-score 3: “000” - “999”

· Certification Expiration Date: DD-MMM-YYYY

· Certification Level: “1”- “9” (Select from the LOV)

8.15.5.3.14.  Output Product(s):  If the Exam Status is completed, update will produce RIP RRCERT.

8.15.5.4.  Guidance Interest Exam:

· Activity Version:  Select from the Guide Int Exam LOV

· Test Control Office:  LOV is available

· Exam Date:  Format DD-MMM-YYYY

8.15.6.  Output Product(s):  RIP RRGUIT will be produced.

8.15.7.  Other Exams.

8.15.7.1.  Select Base Education and Training, Exams, and Other Exams.  Click the Open button or double-click each selection.  The People Folder will appear.

8.15.7.2.  Press the F7 function key to enter the query mode.  If the member’s full name or SSN is not known, type the first few character of the member’s last name or numbers of the SSN, followed by a percent sign (i.e., FON%) and press the F8 function key to execute the query.  This will populate the form with a list of last names beginning with the select criteria. 

8.15.7.3.  Select the appropriate record from the list and click the Other Exams button located on the lower left corner of the window.  The Education/Training Other Exams form will appear.

8.15.7.4.  Select the exam being updated and click in the Details field being updated.  The first window to appear will be the people the Activity Version of the exam being updated.

8.15.7.5.  Type the data and click the OK button.  A second window will appear.  It will contain the remaining update fields.

8.15.7.6.  Update the appropriate data and click the OK button.   The Education/Training Other Exams form will re-appear.

8.15.7.7.  Click the Save button.

8.15.7.8.  To exit the window or application, click the “X” located in the top right corner of each window.

8.15.8.  Defense Language Aptitude Battery.

· Activity Version:  DLAB Exams only; clicking the LOV button will automatically populate the field

· Test Control Office:  LOV is available

· Exam Date:  DD-MMM-YYYY

· Exam Status:  “Completed” or “Required”

· Exam Status Date:  Format DD-MMM-YYYY

· Score 000-164;  the minimum passing score is 95

Note:  If Exam Status = Required, do not update Exam Date, Score, or TCO; if Exam Status = Completed, the Exam Status Date must be the same as the Exam Date.

8.15.9.  Electronic Data Processing Test.

· Activity Version:  EDPT1 is the only valid value; clicking the LOV button will automatically populate the field

· Test Control Office:  LOV is available

· Waiver Code:  Code C - 180 day waiting period waived (updated the HQ AFPC only); Code N - None (updated by all)

· Exam Date:  DD-MMM-YYYY (no future date)

· Exam Status Date:  Completed or Required

· Score:  Range “000” - “128”

Note:  If Exam Status = Required, do not update Exam Date, Score, or TCO; if Exam Status = Completed, the Exam Status Date must be the same as the Exam Date.

8.15.9.1.  Output Product(s):  When Exam Status is completed a RIP will be produced.

8.15.10.  English Comprehension Test.

· Activity Version:  ECLT Exams Only; clicking the LOV will automatically populate the field

· Test Control Office:  LOV is available

· Exam Date:  DD-MMM-YYYY

· Exam Status:  Completed or Required

· Exam Status Date:  Format DD-MMM-YYYY

· Score:  Range “01” to “99”

Note:  If Exam Status = Required, do not update Exam Date, Score, or TCO; if Exam Status = Completed, the Exam Status Date must be the same as the Exam Date.

8.15.11.  General Language Exam.

· Activity Version:  General Language Exams only

· Test Control Office:  LOV is available

· Exam Date:  Format DD-MMM-YYYY (no future date)

· Exam Status:  Completed or Required

· Exam Status Date:  DD-MMM-YYYY (Note: If Exam Status = Required, do not update Exam Date, Score, or TCO; if Exam Status = Completed, the Exam Status Date must be the same as the Exam Date)

· Score:  Range “000” to “100”

8.15.11.1.  Output Product(s):  If the Exam Status is completed, update will produce RIP RRGLANG.

8.15.12.  National Dental Exam.

· Activity Version:  LOV contains two choices:  National Dental Exam Part I and National

· Dental Exam Part II

· Test Control Office:  LOV is available for all Test Control Offices

· Exam Date:  DD-MMM-YYYY (no future date)

· Exam Status:  Completed or Required (Note:  If Exam Status = Required, do not update Exam Date, Score, or TCO.  If Exam Status - Completed, the Exam Status Date must be the same as the Exam Date)

· Exam Status Date:  Format DD-MMM-YYYY

· Part I Score - Range 00-99

· Part II Score - Range 00-99

8.15.13.  Radio Communications Analysis.

· Activity Version:  Radio Comm Analysis Test.  Clicking the LOV will automatically populate field

· Test Control Office:  LOV is available

· Exam Date:  DD-MMM-YYYY

· Exam Status: “Completed” or “Required” (Note:  If Exam Status - Required, do not update Exam Date, Score, or TCO.  If Exam Status = Completed, the Exam Status Date must be the same as the Exam Date)

· Exam Status Date:  Format DD-MMM-YYYY

· Score:  Range 00-99

8.15.14.  Reading Abilities Test.

8.15.14.1.  Select Reading Abilities Test and click the Open button.  The People Folder will appear.

8.15.14.2.  Press the F7 function key to enter the query mode.  If the member’s full name or SSN is not known, type the first few characters of the member’s last name or numbers of the SSN, followed by a percent sign (i.e., FON%) and press the F8 function key to execute the query.  This will populate the form with a list of last names beginning with the select criteria. 

8.15.14.3.  Select the record being updated and click the Reading Abilities button.  The Reading Abilities Test window will appear.

8.15.14.4.  Click in the Details field being updated and update the data in the fields listed below:

· Activity Version:  LOV is available

· Test Control Office:  LOV is available

· Exam Date:  Format DD-MMM-YYYY

· Exam Status: "Completed" or "Required"

· Exam Status Date:  DD-MMM-YYYY

Note:  When Exam Status = 3 (Required), do not update the Exam Date, Exam Status Date, Scores, Reading Grade Level or TCO.  If Exam Status = 1 (Completed), the Exam Status Date must be the same date as the Exam Date.

· Vocabulary Score:  “5.0" to "12.9"

· Comprehension Score:  "5.0" to "12.9"

· Reading Grade Level:  "5.0" to "12.9"

8.15.14.5.  Click the Save button.

8.15.14.6.  To close the window or application, click the "X" in the upper right corner of each window.

8.15.14.7.  Output Product(s):  If the Exam Status is completed, update will produce RIP RRREA

8.15.15.  DANTES Exam Program.

8.15.15.1.  The DANTES Exam Program option is comprised of a set of exams for which DANTES is responsible.

8.15.15.2.  To update/retrieve information on one of these exams, select DANTES and click the Open button.  The Enlisted/Officer Folder will appear.

8.15.15.3.  Press the F7 function key to enter the query mode.  If the member’s full name or SSN is not known, type the first few characters of the member’s last name or numbers of the SSN, followed by the percent sign (i.e., FON%).  Click the F8 function key to execute the query.  This will populate the form with a list of last names beginning with the select criteria.

8.15.15.4.  Select the record on the list and click the DANTES Exam button on the lower left corner of the Folder.  The DANTES window will appear.  Notice the list of exams on the upper half of the form.  If information currently exists on a member, the field under "Information Exists" adjacent to each exam will have an "X" in it.

8.15.15.5.  The first update window, for each exam, will contain only one field, the Activity Version.  Once you update the information and click the OK button, the second window with the remainder of the update fields, will appear.

8.15.15.6.  Type the update data and click the OK button.  The DANTES Form will re-appear.

8.15.15.7.  Click the Save button.

8.15.15.8.  Close the window or application by clicking the "X" located in the upper right corner of each window.

8.15.16.  American College Testing (ACT) Exam Fields.

8.15.16.1.  Activity Version:  ACT Exam is the only valid value; clicking the LOV will automatically populate the field.

· Test Control Office:  Select from the LOV

· Exam Status:  "Completed" is the only valid value; clicking the LOV will automatically populate the field

· Exam Status Date:  Format DD-MMM-YYYY

· Exam Date:  Format DD-MMM-YYYY

Note:  Exam Status Date must be the same as the Exam Date.

· English Score:  Ranges from "01"- "36"

· Math Score:  Range from "01"- "36"

· Science Reasoning Score:  Range "01"- "36"

· Reading Score:  Range "01"- "36"

8.15.16.2.  Output Product(s):  RIP RRACT will be produced.

8.15.28.  REGENTS Exam (Formerly called:  ACTPEP Exam).

· Activity Version:  Select Regent Exam subject areas Test ID from the LOV

· Test Control Office:  LOV is available

· Exam Date:  DD-MMM-YYYY (no future date)

· General Score:  Range “01” - “99”

8.15.18.  CLEP General Exam Fields.

· Activity Version:  Select CLEP General Categories from LOV

· Test Control Office: LOV is available

· Exam Date:  DD-MMM-YYYY

· General Score:  Range "000" - "999"

8.15.18.1.  Output Product(s):  RIP RRCLGN will be produced.

8.15.19.  CLEP Subject Exam.

· Activity Version:  Select CLEP Subject from LOV

· Test Control Office:  LOV is available

· Exam Date:  DD-MMM-YYYY

· General Score:  Range "00" - "99"

8.15.19.1.  Output Product(s):  RIP RRCLSB will be produced.

8.15.20.  DSST Exam Fields.

· Activity Version:  DSST is the only valid value; clicking the LOV will automatically populate the field

· Test Control Office:  LOV is available

· Exam Date:  DD-MMM-YYYY

· Score:  Range "000" - "999"

8.15.20.1.  Output Product(s):  RIP RRDSST will be produced.

8.15.21.  GED Exam Fields.

· Activity Version:  GED Exam ID is the only valid value; clicking the LOV will automatically populate the field

· Test Control Office:  LOV is available

· Exam Date:  DD-MMM-YYYY

· Exam Status:  "Completed" or "Required" (Note:  If Exam Status = 3 (Required), do not update Exam Date, Score, or TCO.  If Exam Status = 1 (Completed), the Exam Status Date must be the same as the Exam Date)

· Exam Status Date: Format DD-MMM-YYYY

· Score:  Range "20" - "80"

8.15.21.1.  Output Product(s):  If Exam Status is completed the update will produce RIP RRGED.

8.15.22.  Graduate Management Admissions Test Fields.

· Activity Version:  Select from GMAT LOV

· Test Control Office:  LOV is available

· Exam Date:  Format DD-MMM-YYYY

· Score:  Range "200" - "800"

· Verbal Sub-score (General Test):  Range "00" - "60"

· Quantitative Sub-score:  Range “00” - “60”

· Analytical Writing Sub-score:  Range “00” - “60”

8.15.22.1.  Output Product(s):  RIP RRGMAT.

8.15.23.  Graduate Record Exam Fields.

· Activity Version:  Select from the GRE LOV

· Test Control Office:  LOV is available

· Exam Date:  Format DD-MMM-YYYY (no future date)

· Score:  Range "200" - "800"

8.15.23.1.  Output Product(s):  RIP RRGRE will be produced.

8.15.24.  LSAT Exam.

· Activity Version:  Only one LSAT Test ID is available.  Selecting the LSAT LOV, the Test ID will automatically populate.  Click the OK button.

· Test Control Office:  LOV is available

· Exam Date:  Format DD-MMM-YYYY (no future date)

· Score:  Range "120" - "180"

8.15.24.1.  Output Product(s):  RIP RRLSAT will be produced.

8.15.25.  PRAXIS Exam.

· Activity Version:  Select from PRAXIS LOV

· Test Control Office:  LOV is available

· Exam Date:  Format DD-MMM-YYYY

· Score:  Range "200" - "800"

8.15.25.1.  Output Product(s):  RIP RRPRAX will be produced.

8.15.26.  SAT I.

· Activity Version:  Select from SAT exam list

· Test Control Office:  LOV is available

· Exam Date:  Format DD-MMM-YYYY (no future date)

· Verbal Sub-score:  Range "200" - "800"

· Math Sub-score:  Range "200" - "800"

· Composite Sub-score:  Range "200" - "1600"

8.15.26.1.  Output Product(s):  RIP RRSATI.

8.15.27.  SAT II.

· Activity Version:  Select from SAT II Exam LOV

· Test Control Office:  LOV is available

· Exam Date:  Format DD-MMM-YYYY

· Score:  Range "200" - "800"

8.15.27.1.  Output Product(s):  RIP RRSTII will be produced.

8.16.  Pilot Candidate Selection Method (PCSM).  PCSM is a mathematical model that was designed to predict a candidate's potential to succeed through Specialized Undergraduate Pilot Training (SUPT).  A candidate's PCSM score is calculated using three factors:  The students AFOQT-Pilot Composite score, previous civilian flying hours, and 8 measures taken from the Basic Attributes Tester (BAT).  The BAT is a series of five (5) computer tests that provide eight (8) measures of a student's psychomotor, cognitive and affective (personality) ability.  The AFOQT is administered and managed by the MPF Career Enhancement Section or in a MEPS environment; then sent to AFPC for scoring.  AFOQT scores are forwarded to AETC for inclusion with the BAT and flying hours to produce the PCSM score.  The PCSM score is sent back to AFPC for recording in the individuals' records and generation of RIPs to the individual.  The BAT test can only be taken once.  However, the individual can increase the PCSM score by retaking the AFOQT and/or adding additional civilian flying hours.

8.16.1.  Responsibility:  Although the function is received in an interface, update capability exists at HQ AFPC/DPPPWE only.

8.16.2.  Update Procedures.

8.16.2.1.  In the ET People Folder:  Place the cursor in the first blank SSAN field and press the F7 function key to enter the query mode.  Type the SSN of the person whose record is being updated and press the F8 function key to execute the query.  The query will provide the name of the individual queried.

8.16.2.1.1.  Click the PCSM button.  The PILOT CANDIDATE SEL METH INFORMATION window will appear for the selected member.

8.16.2.1.2.  Click in the Details field being updated.  The PCSM DATA window appears.

8.16.2.1.3.  Click the LOV button.  The Activity Version field in the PCSM DATA window will automatically populate with "B1".  Click the OK button.

8.16.2.1.4.  The Additional Person Analysis Detail window will appear where the following fields are available for update:  TCO, EXAM DATE, PCSM SCORE, and CIVILIAN FLYING HOURS.

8.16.3.  Update Procedures:  Some updates are mandatory:

· Activity Version

· Exam Date - cannot be greater than SYSTEM DATE (CURRENT DATE)

· Pilot Candidate Sel Math Score - must be within 01-99

· Civilian Flying Hours

8.16.3.1.  Only the most current occurrence of PCSM data is allowed.  Note:  Currently there is only one ACTIVITY VERSION: B1.

8.16.4.  List of Values.

8.16.4.1.  TCO:  Listing all Test Control Officer locations, by designated code:

CIV FLYING HOURS:
0
NONE

1
1-5





2
6-10





3
11-20





4
21-40





5
41-60





6
61-80





7
81-100





8
101-200





9
over 200
8.16.5.  Output Product(s).

8.16.5.1.  RIP RRPCSM will be produced.

8.16.5.2.  Transaction Register (TR) notice NOPCSM will be produced.

8.17.  OJT Program and Training Status Codes.  The OJT Program and Training Status Codes are managed at the member level from the OJT Management form for all components.  Unit and Base Training Managers are responsible for ensuring each member is in the correct training status code at all times.  Training Status affects promotion and assignment and requires timely updating of Training Status changes.

8.17.1.  Navigation.

8.17.1.1.  Active Duty MPF:  Select Base Training Office - AFB, OJT Management and OJT Management.  Click the Open button or double-click each selection.  The OJT Enlisted People window will appear.

8.17.1.2.  Air National Guard MPF:  Select Education and Training - ANG MPF, OJT Management, and OJT Management.  Click the Open button or double-click each selection.  The OJT Enlisted People window will appear.

8.17.1.3.  Air Force Reserve MPF:  Select Base Education and Training, OJT Management, and OJT Management.  Click the Open button or double-click each selection.  The OJT Enlisted People window will appear.

8.17.2.  Update Procedures.

8.17.2.1.  Press the F7 function key to enter the query mode, type the member's SSN in the Social Security field and press the F8 functions key to execute the query.  The Enlisted ET People Folder will populate with the member’s current information.

8.17.2.2.  Click the OJT Management button. The OJT Management window will appear with OJT Information highlighted.

8.17.2.3.  Click in the Details field being updated.  The Extra Person Information window will appear.

8.17.2.4.  Update the status code and date.  Click the OK button.  Below is a Table of Training Status ID.

A
INITIAL UPGRADE TRAINING TO THE 3-SKILL LEVEL (Usually updated from K, M, T, or Y or it is an initial TRAINING STATUS.  This TRAINING STATUS requires a 1-level Control and Primary AFSC.

B
UPGRADE TRAINING FOR INITIAL AWARD OF THE 5-SKILL LEVEL (Usually updated from TRAINING STATUS K following arrival at the first duty station after graduation from operational training school.  It requires a 3-level Control and Primary AFSC).

C
UPGRADE TRAINING FOR INITIAL AWARD OF THE 7-SKILL LEVEL (Usually updated from TRAINING STATUS R.  Fully qualified active duty members usually enter this TRAINING STATUS on 1 Sep of each year following release of line numbers for promotion to SSgt.  Fully qualified ARC members enter upgrade training to the 7-level on the same date as actual promotion to SSgt.  Entry into this TRAINING STATUS is usually an automatic system action requiring no update by base or unit training managers).

D
QUALIFICATION TRAINING WHEN PAFSC IS COMMENSURATE WITH GRADE (Always updated from TRAINING STATUS R.  This TRAINING STATUS is used for members that hold the highest PAFSC possible within their CAFSC but need additional training due to changes in duty position training requirements).

E
UPGRADE TRAINING TO THE 3-SKILL LEVEL WHEN RETRAINING FROM ANOTHER CURRENT OR PREVIOUSLY HELD AFSC AT THE 3 OR HIGHER SKILL LEVEL (This TRAINING STATUS is only used for members retraining via OJT to another AFSC and who have held at least a 3-level in another AFSC.  When updating to this TRAINING STATUS an INITIAL RETRAINING ENTRY DATE is required and the CAFSC must have been updated to a 1-skill level.)

F
UPGRADE TRAINING TO THE 5-SKILL LEVEL WHEN RETRAINING FROM ANOTHER CURRENT OR PREVIOUSLY HELD AFSC AT THE 5 OR HIGHER SKILL LEVEL (Usually updated from TRAINING STATUS E.  This TRAINING STATUS is only used for members retraining to a 5-level via OJT and who have held at least a 5-level in another AFSC.  It IS NOT necessary for the member to hold the previous 5-level AFSC.  This TRAINING STATUS requires an INITIAL RETRAINING ENTRY DATE; however, this should have already been updated when training to the 3-level via OJT or school started.  Only in rare instances will an INITIAL RETRAINING ENTRY DATE be entered when updating to this TRAINING STATUS.  An updated 3-skill level CAFSC is required prior to updating to this TRAINING STATUS.)

G
UPGRADE TRAINING TO THE 7-SKILL LEVEL WHEN RETRAINING FROM ANOTHER CURRENT OR PREVIOUSLY HELD AFSC AT THE 7 OR HIGHER SKILL LEVEL (Usually updated from TRAINING STATUS F.  This TRAINING STATUS is only used for members retraining to a 7-level via OJT and who have held at least a 7-level in another AFSC.  It IS NOT necessary for the member to hold the previous 7-level AFSC.  This TRAINING STATUS requires an INITIAL RETRAINING ENTRY DATE; however, this should have already been updated when training to the 3-level via OJT or school started.  Only in rare instances will an INITIAL RETRAINING ENTRY DATE be entered when updating to this TRAINING STATUS.  An updated 5-level CAFSC is required prior to updating to this TRAINING STATUS.)

I
RE-QUALIFICATION TRAINING FOR GRADES SrA - TSgt WHEN RETURNED TO AN AFSC HELD COMMENSURATE WITH GRADE AND HAS NOT PERFORMED DUTY IN THE RE-QUALIFICATION AFSC FOR MORE THAN 6 MONTHS (This update occurs automatically within the system for fully qualified (TRAINING STATUS R) SrA - TSgt members meeting the above conditions.  This TRAINING STATUS will automatically revert to TRAINING STATUS R after six months.)

K
OPERATIONAL TRAINING IN A 3-SKILL LEVEL AWARDING COURSE (Entry into this TRAINING STATUS should be an automatic action; however, it can be updated manually.  Members must be enrolled in a 3-level AFSC awarding course and have a 1-level CAFSC.)

M
APPROVED RETRAINING VIA FORMAL COURSE AND CAFSC AND DAFSC HAS BEEN CHANGED TO THE PROJECTED RETRAINING AFSC, FOR ANG/RESERVE TRAINEES WITH 1-SKILL LEVEL CAFSC AND WAITING FORMAL SCHOOL  (NOT TO EXCEED 12 MON).  This TRAINING STATUS is used for active duty members with approved retraining, are awaiting attendance at an operational training course, and have been placed in the DAFSC and CAFSC in which they will be retraining.  ARC members are placed in this TRAINING STATUS for up to 12 months when awaiting formal operational training school.

P
TRAINING DISCONTINUED DUE TO DUTY STATUS OR LACK OF TRAINING CAPABILITY (Use this TRAINING STATUS for members previously in TRAINING STATUS A, B, C, E, F or G whose upgrade training has been interrupted due to hospitalization, confinement, or other training interruptions.  It can also be used when there is a lack of training capability.  Update back to the appropriate TRAINING STATUS once the interruption condition no longer exists.)

R
FULLY QUALIFIED FOLLOWING EITHER UPGRADE OR QUALIFICATION TRAINING (This status is updated when a member has satisfied all upgrade or qualification training requirements.  As a rule, AB through SrA members must have a 5-level PAFSC and SSgt through CMSgt members must have at least a 7-level PAFSC to be placed in this TRAINING STATUS.  Exceptions occur for members in AFSCs with no 5-skill levels.  The Training Status Date must be updated simultaneously when updating to this training status.  Do not update or delete the Initial Retraining Entry Date when entering a member into this TRAINING STATUS.  It will expire automatically after two years.

S
DIRECTLY OR INDIRECTLY CHANGING TO ANOTHER AFSC WITH THE SAME SKILL- LEVEL AS THE PREVIOUS AFSC.  HQ 

AFPC is the only agency that can update the TRAINING STATUS.

T
NOT RECOMMENDED FOR ENTRY INTO UPGRADE TRAINING OR WITHDRAWN FROM TRAINING FOR FAILURE TO PROGRESS (This TRAINING STATUS is used to reflect trainees withdrawn from upgrade training (TRAINING STATUS A, B, C, E, F or G) for failure to progress. It is updated after the withdrawal action has been fully approved.  This status requires a new Training Status Date that must also be updated after the withdrawal action approval.  Note: This TRAINING STATUS is critical.  It affects eligibility for assignment and promotion.

Y
MEMBER NOT ON FILE OR NOT IN PROCESSED

8.17.2.5.  Save the update by clicking the save button.

8.17.2.6.  Press the F8 function key to refresh the OJT Management window to show the latest Training Status transaction.  Previous Training Status data will also be displayed.  The most recent Training Status change will be the upper-most entry on the form.

8.17.3.  Miscellaneous Update Information.

8.17.3.1.  Training Status Date:  The date a member’s skill level training, qualification training or non-training status started.  This date can be adjusted without changing the Training Status.  It is also very important since it “starts the clock” on minimum times for upgrade training for affected members in an upgrade training status.

8.17.3.2.  Initial Retraining Entry Date:  This date is used when initially entering a member into training status codes E, F, G, K or I.  Once updated, this date can be changed: by HQ AFPC/DPPAT only.  This date is not changed when updating from a retraining status to another retraining status or when updating from a retraining status to Training Status R, fully qualified.  This date will automatically expire after 24 monthS.  The date must be the date the member initially started retraining, whether by OJT or by attendance at a formal course.  THIS DATE IS VERY IMPORTANT SINCE IT AFFECTS AN MEMBER’S WAPS ELIGIBILITY AND TESTING STATUS.  Note:  In many cases the rules effecting Training Status update require the previous update of awarded and Control AFSCs.  The AWARD AFSC button on the OJT Enlisted People Window routes the user to the window used to update Primary, Second, Third and Fourth AFSCs.

8.17.3.3. To award an AFSC, select the member's record.  When the Enlisted People Folder is populated, click the P/2/3AFSC Update button.

8.17.3.4.  To re-designate the primary AFSC as Secondary, click in the AFSC Type, click the LOV button and select the secondary AFSC from the list.  Click the OK button.  

8.17.3.5.  To add the new primary AFSC, place the cursor in the AFSC field and click the LOV button.  The Enter Reduction Criteria for Long-List window will appear.  Type the partial AFSC followed by a percent sign and click the OK button.  A list of AFSCs containing those initial characters will display.  Select the AFSC being awarded and click the OK button.

8.17.3.6.  Save the update by clicking the save button.

8.17.3.7.  Change a Control AFSC (CAFSC):  Select the member's record as stated above.  When the Enlisted People Folder is populated, click the CAFSC Update button.  The Extra Assignment window will appear with Assignment Duty Control highlighted.

8.17.3.7.1.  Click in the Details field being updated.  The Further Assignment Information window will appear.

8.17.3.7.2.  Place the cursor in the CAFSC field and click the LOV button.  The Longlist window will appear.  Type a partial CAFSC value to narrow the list of CAFSC.  Select the appropriate CAFSC from the list and click the OK button.  Type the effective date of the new CAFSC (DD-MMM-YYY format) and click the OK button.

8.17.3.8.  The Extra Assignment Information window will re-appear.

8.17.3.9.  Save the update by clicking the save button.

8.17.4.  Training Status Codes (or Training Status ID):  Define the level or status of training an Air Force enlisted member is in at any one time. This includes: operational training, upgrade training to the next skill level, qualification training, non-training statuses, withdrawal from training, and fully qualified status.  This HELP information is not intended to be directory in nature.  However, it does describe system requirements in this personnel data area.  Always refer to applicable Air Force Instructions and specific base or MAJCOM policy for additional information.

8.17.4.1.  Responsibility:  Training Status ID is managed at the member level from the OJT Management form for all components.  Unit and Base Training Managers are responsible for ensuring each member is in the correct training status code at all times. Training Status effects promotion and assignment. This requires timely updating of Training Status changes.

8.17.4.2.  Navigation.

8.17.4.2.1.  Base Training Office:  The user must first sign on from an MPF Responsibility to get to the Base Training Office menu option (Education and Training ANG MPF and Base Education and Training options for Air National Guard and Air Force Reserve responsibilities respectively).  Click both occurrences of the OJT Management menu options.  The OJT Enlisted People Folder will activate.

8.17.4.2.2.  A member can be selected either by a general search or by using name, SSN or wildcards.  After selecting a member, click the OJT Management button.  The member’s OJT Information will display and after putting the cursor in the Detail field in the lower portion of the window, the "OJT Management" form becomes active.  This form is where the user updates OJT data.  The Training Status is selected using the list displayed after clicking the LOV button.  The Training Status Date and Initial Retraining Entry Date are entered in the DD-MON-YEAR format.

8.17.4.2.3.  The user then clicks on the OK button on the Extra Person Information Form and then on the SAVE button on the toolbar.  A message will appear indicating the transaction was saved or a reject message will display if any part of the update violated rules regarding the action.

8.17.4.2.4.  The user can then press the F8 function key to "refresh" the OJT Management form to show the latest Training Status transaction.  Previous Training Status data will also be displayed.  The most recent TRAINING STATUS change will be the lower-most entry on the form.  Note:  In many cases the rules effecting Training Status update require the previous update of awarded and Control AFSCs.  The AWARD AFSCs button on the OJT Enlisted People Form routes the user to the form used to update Primary, Second, Third and Fourth AFSCs.  Separate HELP is available for this procedure.

8.17.4.3.  Additional update fields:

8.17.4.3.1.  INITIAL RETRAINING ENTRY DATE:  This date is only used when initially entering a member into training status codes E, F, G, K or I.  Once entered, this date can only be changed: by HQ AFPC/DPATT.  This date is not changed when updating from a retraining status to another retraining status or when updating from a retraining status to TRAINING STATUS R, fully qualified.  This date will automatically expire after 24 months.  Use extreme care when first entering a date here - it must be the date the member initially started retraining, whether by OJT or by attendance at a formal course.  THIS DATE IS VERY IMPORTANT.  IT DIRECTLY AFFECTS A MEMBER'S WAPS ELIGIBILITY AND TESTING STATUS.

8.17.4.3.2.  TRAINING STATUS DATE:  The date a member's skill level training, qualification training or non-training status started.  This date can be adjusted without changing the Training Status, if needed.  It is also very important since it "starts the clock" on minimum times for upgrade training for affected members in an upgrade training status.

8.17.4.3.3.  TRAINING STATUS:  Select a member from the OJT Enlisted People Folder and click the OJT Management button.  The Extra Person Information form used for updating Training Status will be displayed.

8.17.4.3.3.  Place the cursor in the Training Status field and click the LOV button.  Select the appropriate TRAINING STATUS from this list and click the OK button.  The Table of Training Status ID appears with guidance on relationships among Training Status, Control and Primary AFSCs and dates that must be considered.

*8.18.  OJT Folder Information.  The OJT Folder allows training managers to select and sort OJT data, arrange that data based on local needs, and export that data to external applications for printing, email or additional manipulation.  This folder supplies all OJT and related personnel data typically provided through PDS and PC-III.  

8.18.1.  Responsibility.

8.18.1.1.  Unit and Base Training Managers are responsible for assuring each member is in the correct training status codes and dates are managed and updated at the individual member level from the OJT Management form found on the OJT MANAGEMENT menu option for all components.

8.18.1.2.  The OJT Folder assists training managers by providing options to query data on one individual or a group of individuals that meet specified criteria using the Group Selection Options or F7/F8 queries.  It provides training managers the capability to obtain aggregate training and qualification data at unit and base level.  This includes numbers and names of personnel in fully qualified status, in various upgrade training statuses, in withdrawn from training status, training status by time in years and months, Career Development Course completion and enrollment status, and other information.  

8.18.2.  Navigation.

8.18.2.1.  Active Duty MPF:  Select Base Training Office - AFB, OJT Management and OJT Folder.  Click the Open button or double-click each selection.  The View OJT Information Folder will appear.

8.18.2.2.  Air Force Reserve MPF:  Select Base Education and Training, OJT Management and OJT Folder.  Click the Open button or double-click each selection.  The View OJT Information Folder will appear.

8.18.2.3.  ANG MPF:  Select Education and Training ANG MPF, OJT Management and OJT Folder.  Click the Open button or double-click each selection.  The View OJT Information Folder will appear.

8.18.3.  Query Procedures.

8.18.3.1.  Individual Query:  Tab to the SSAN field, type the member’s SSN and click the Find button.

8.18.3.1.1.  Click the Reset button to clear the current Query before performing a new query.

8.18.3.2.  Group Query:  Up to four different criteria may be updated to select a group of personnel.  Place the cursor in the Primary Category field and click the List of Values (LOV) button.  The following options will be displayed:

· TNG STAT ID

· PAS NBR

· CAFSC

· MAJCOM

· MPF

· YR MON IN TNG

· ECI STATUS

· ECI STATUS DATE

8.18.3.2.1.  Select an option from the list and click the OK button.  Another window with the available values for that selection will appear.  Example:  To get a list of people in 7-level upgrade training, select TNG_STAT_ID from the LOV and click the OK button.   This will activate the TNG-STAT_ID LOV.  Select "C" from the TNG_STAT_ID LOV.  Use the same procedure for subsequent group selection categories.

8.18.3.2.2.  The select criteria will populate the Group Selection fields.  Click the Find button to execute the query.

8.18.3.2.3.  The data meeting the select criteria will populate the lower half of the folder. 8.18.3.2.4.  Click the Reset button to clear the current query.

8.18.3.3.  Querying on Columns of the Folder:  Place the cursor in the Full Name field and press the F7 function key to enter the query mode.  Tab to any column of data to place the cursor in a columnar field.  Example:  To get a roster by office symbols beginning with a “C,” Tab to the Office Symbol column and type a “C” followed by the percent sign. Click the F8 function key to execute the query.  This will return all members with an Office Symbol beginning with “C.”  This procedure is case sensitive.

8.18.3.3.1.  Clear the query by, clicking the New or Clear button.

8.18.3.4.  Querying Using Group Selections and Columns:  To receive a roster by TRN-STAT-ID and Office Symbol, click in the Primary Category field and click the LOV button.  Select TRN_STAT_ID and click the OK button.  A second LOV will appear.  Select a TRN_STAT_ID value and click the OK button.  Select a second category.  Select YR_MON_IN_TRNG and click the OK button.  A YR_MON_IN_TRNG value window will appear.  Use the drop-down window to select greater than, equal to, etc. the year and month.  Click the OK button.  Place the cursor in the Full Name column on the lower half of the folder and press the F7 function key to enter the query mode.  Tab to OFF_SYM and type two or three letters of the office symbol followed by the percent sign.  Press the F8 function key to execute the query.  The system will return a list by TRN-STAT-ID by Office Symbol (all office symbols beginning with those initial letters).  To clear the query, click the Reset button.

8.18.3.5.  Manipulate data by using the Oracle Folder Tools, and the Show Order by function.  Example:  Move columns of data right or left, hide them, widen them or narrow them.  To use the Folder Tools, select Folder.  From the drop-down menu, select Folder Tools.  The Folder Tool Palette will appear.

8.18.3.5 1.  Place the cursor in the column being manipulated.  Use the left, right, up, and down arrows to move the columns.

8.18.3.5.2.  Using the Show Order By option available from the Folder pull down menu data in the first three columns can be sorted by ascending or descending order. Any column can be moved to one of the first three column positions for sorting.

8.18.3.5.3.  After obtaining folder results based on a unique selection criterion, the results can be saved as a “standard” folder for later use.  Example:  There may be a requirement for a listing of all members in TRNG STAT ID ‘B’ with over 15 months in training.

8.18.3.5.4.  Once the criteria has been defined, the query made, and the results returned, the user can select Save As from the Folder drop-down menu.  Type a name for the Folder, select parameters for the Auto query portion (“Ask Each Time” and “Public”) and click the OK button.  This will save the Folder for later use.  (“Ask each time” will prompt the user to select all records the next time this folder is opened.  “Public” is used to make the folder available for all users logged in on the current responsibility.)

8.18.3.5.5.  To open the Folder, go to the Folders drop-down menu, select Open, and the Folder previously named from the list of available folders.

8.18.3.5.6.  Once the lower potion of the window has been populated the data can be exported to a text file and then manipulated using various desktop programs.

8.18.3.5.6.1.  Click on the word Action on the toolbar and select Export.  The Export Data window will open.  Select the To a text file (Tab-delimited) option.  This will activate the Browse field.  Type the directory being saved and the file name (example: C:\TEMP\TNGSTAT.XLS).

8.18.3.5.6.2.  If a directory is not updated the file will automatically be saved to the Temp Folder on the C: drive.  Click the Export button.  A window will be displayed showing the progress of the export.  If there are more than 100 records the system will make the decision of whether to Stop, Continue to End, or Continue.  If Stop is selected, the system will ask if you wish to export the initial 100 records already retrieved - choose No or Yes.  If Continue to End is selected, the system will continue to the last record.  If Continue is selected the system will retrieve the next 100 records.  The system will continue to prompt the user after retrieving each 100 records until it comes to the last record.  Once the file has been exported a message will be displayed indicating the file name created.  Click the OK button.

8.18.3.5.6.3.  If Excel is used to manipulate the file, open Excel, File, and Open. Remember the file is in the (C:\Temp) directory or chosen directory.   To find and open the file, choose the “files of type:” option to “TXT” or “All Files” to open the file if the “TXT” extension was not used when exporting the file.  Select the file, choose “Next”, make sure the delimiter is checked for “Tab”, choose “Next”, and press the “shift” key on the keyboard.  In the Data Preview field, scroll across to the last column using the horizontal scroll bar.  While holding the “shift” key down click the left mouse button on the last column (this will highlight all columns), release the shift key, select “Text” from Column Data Format, select “Finish” and file will open in Excel.  Text must be selected for the Column Data Format or any AFSC that has the letter E in it will be converted to an exponential number and will look like this example: 3.00E+271.

8.18.3.5.6.4.  Select the OJT MANAGEMENT menu option.  The OJT Folder option will be displayed and selected. The folder will display with the cursor in the Full Name field.

8.18.4.  Data manipulation:  Various data manipulations are accomplished by using the Folder Tools button available from the toolbar.  Example:  Columns of data can be moved right or left, hidden or made narrower or wider.  Using the Show Order by option available from the Folder pull down menu data in the first three columns can be sorted by ascending or descending order.  Any column can be moved to one of the first three column positions for sorting.  One additional sort method exists, as well.  The user may Tab to any column of data to place the cursor in a columnar field.  For example, once the cursor has been placed in the Office Symbol field, the F7 function key can be pressed to query the system that a query is to be performed.  A “C” followed by the percent sign (%) can be entered immediately following the “C” and then the F8 function key may be pressed to execute this further query.  This will return all members from the prior query results with an Office Symbol beginning with “C.”  This procedure is case sensitive.
8.18.5.  Miscellaneous:  After obtaining folder results based on a particular set of selection criteria, the results can be saved as a “standard” folder for later use.  Example: There may be a requirement for a listing of all members in TRNG STAT ID ‘B’ with over 15 months in training.  Once the criteria is defined, the query made, and the results returned the user can select Save As from the Folder pull down menu.  A name for the folder must be typed. Then “Ask each time” and “Public” are selected and the OK button clicked.  This will save the folder for later use.  Ask each time - will prompt the user to select all records the next time this folder is opened.  Public: Is used to make the Folder available for all users logged in on the current responsibility.

8.18.51.  Opening the Folder is accomplished by going to the Folders pull down menu, clicking the Open button, then selecting the folder previously named from the list of available folders.

8.18.6.  Query Procedures:

8.18.6.1.  Individual Queries:  Using the upper portion of the folder, one can make individual queries based on name and SSAN.  Example: The last name can be updated followed by the Return Key.  A window will display listing all members with that last name from which to choose.  After selecting the desired member, the full name and SSAN populate their respective fields.  The user then clicks the Find Button to display all pertinent OJT and associated personnel data in the fields below.

8.18.6.2.  Group Queries:  To perform group queries place the cursor in the Primary Category field and click the List of Values (LOV) button.  This will display the options TNG STAT ID, PAS NBR, CAFSC, MAJCOM, MPF, and YR MON IN TNG from with to choose.  After selecting one option another window with the available values for that selection will display for selection.  The same procedure is used for subsequent group selection categories.  Upon completing the desired selection criteria, click the Find Button to perform the query.  The requested data will shortly populate the fields below.

8.18.6.2.1.  Data returned from group selection queries may be exported to Microsoft Excel by using the Application Data Export (ADE) button on the toolbar.  This is performed: by selecting “Current Folder” from the initial ADE window, clicking the Fetch and Sheet button.  The data is then exported to Excel and can be further manipulated, saved, printed, and attached to email.  Note:  Data export can be performed, by clicking the word Action from the pull down menu followed by clicking the word “Export.” 

8.19.  Maintain Test Control Office.  The Test Control Office information is maintained under the Organization Form.  There are three types of Test Control Offices (TCO) within the Personnel System.  TCO is the designator for test control offices maintained by Air Force Index 7 exams.  ECI is the designator for TCO maintained by the Extension Course Institute, and DANTES is the designator for those test control offices that are maintained for administration of DANTES exam types.  Currently, only the TCO types are maintained and updated through the Organization Form.  This information is used to control those test control offices that administer Air Force Exams such as the AFOQT, ASVAB, EDPT, etc.

8.19.1.  Responsibility:  HQ AFPC/DPPPWE is responsible for updating the Test Control offices and related information governed by AFIND 7.

8.19.2.  Navigation.

8.19.2.1.  Select Update/View TCO Organizations and click the Open button.  The Organization window will appear.

8.19.2.2.  Adding A New TCO.

8.19.2.2.1.  In the Name field of the Organization form, type the word “TCO”, followed by the TCO Number, a four digit numeric code such as “1001” followed by the Unit designation such as “10 MSS/DPMPE”.

8.19.2.2.2.  In the Type field of the Organization form, click the LOV button, and select Non-PAS from the list.  Click the OK button.

8.19.2.2.3.  Save the update by clicking the Save button.

8.19.2.2.4.  Click in the Name field under Organization Classifications area.  Click the LOV button and select Test Control Office from the list.

8.19.2.2.5.  Click in the Enabled field to the right of the form to enable the organization classification.  Click the Save button to save the update.

8.19.2.2.6.  Click the Others button.

8.19.2.2.7.  Click in the first available Details field in the Additional Organization Information form.  This will activate the Test Control Office form.

8.19.2.2.8.  In the TCO form, in the TCO Type field, click the LOV button and select TCO from the list.  In the TCO CODE and TCO Name, update the same code as designated shown above.

8.19.2.2.9.  Complete all information for the TCO Officer, Test Examiner 1, Test Examiner 2, Address 1, Address 2, City, State, ZIP, Phone Type, Phone Number, and TCO Personnel Admin.  Then click the OK button.

8.19.2.2.10.  The Additional Organization Information form will re-appear.  Click the Save button.  Then click the OK button in this form to return to the organization form.

8.19.2.3.  Changing a Current TCO.

8.19.2.3.1.  In the Name field of the Organization form, press the F7 function key to enter the query mode.  Type the 4-digit TCO code followed by a percent sign (Example: TCO 1001%) and press the F8 function key to execute the query.

8.19.2.3.2.  When the TCO code is returned from the query, click the Others button.

8.19.2.3.3.  When the Additional Organization Information form appears.  Click in the Details field being updated to activate the TCO form.

8.19.2.3.5.  Click the Save button to save the update.

8.19.2.4.  Deleting a Current TCO.

8.19.2.4.1.  In the Name field of the Organization form, press the F7 function key to enter the query mode.  Type the 4-digit TCO code being deleted followed by a percent sign (Example: TCO 1001%) and press the F8 function key to execute the query.  This will populate the form with the TCO record.

8.19.2.4.2.  To Delete a record place the cursor on the information being deleted and click the Red X button on the toolbar. 

8.19.2.4.3.  Click the Save button to save the update.

8.19.3.  The Manage Ancillary and Miscellaneous Training window updates the Ancillary/Misc Training data for enlisted and officer personnel.  The data elements contained in this window include the Course Name and Completion Date.

8.19.3.1.  Responsibility

8.19.3.1.1.  This form can be found primarily at base level ANG/AFR MPF’s and the active duty Base Training Office responsibilities until the Other Agencies responsibility is created.

8.19.3.2.  Navigation.

8.19.3.2.1.  Active Duty MPF:  Select Base Training Office- AFB, Formal Training, and Ancillary/Misc Training.  The ET PEOPLE Folder will appear.

8.19.3.2.2.  Air National Guard MPF: Select Base Education and Training office, Formal Training and Ancillary/Misc Training.  The ET PEOPLE Folder will appear.

8.19.3.2.3.  Air Force Reserve MPF (including the IMA MPF, ARPC (96)): Select Base Education and Training office, Formal Training, and Ancillary/Misc Training. The ET PEOPLE Folder will appear.

8.19.3.2.4.  Select a member, and click the Ancillary/Misc Trng button.

8.19.3.2.4.1.  The minimum segments that must be updated are:

· COURSE NAME – LOV is available

· COMPLETION DATE

8.19.3.2.4.2.  Some things to keep in mind.

8.19.3.2.4.2.1.  Users cannot update a future completion date.

8.19.3.2.4.2.2.  Duplicate COURSE NAME entries are not allowed.  If updating a previous completed COURSE NAME, select the existing course by clicking in the Details area and update the new COMPLETION DATE.

8.19.3.2.4.2.3.  Update capability is restricted to the OPR for that COURSE NAME, (i.e., CATM), Social Actions, Wing Safety, etc.

It is not necessary to exit after the user updates a new Ancillary/Misc Trng course, click the Save button after updating each occurrence.

8.19.3.2.4.2.4.  Click the RED X button located in the toolbar to delete an occurrence

8.20.  Air Force Ancillary Training Programs.  The Ancillary/Miscellaneous Training window updates Ancillary/Misc Training data for enlisted and officer personnel.  The data elements contained in this form include the Course Name and Completion Date.  This window is found primarily at base level ANG/AFR MPF’s and the active duty Base Training Office responsibilities until the Other Agencies responsibility is created.

8.20.1.1.  Navigation.

8.20.1.1.1.  Active Duty MPF:  Select Base Training Office - AFB, Formal Training, and Ancillary/Misc Training.  Click Open after each selection or double-click the selection.  The People Folder will appear.

8.20.1.1.2.  ANG MPF:  Select Education and Training ANG MPF, Ancillary/Misc Training, and Ancillary/Misc Training.  Press Open after each selection or double-click each selection.  The People Folder will appear.

8.20.1.1.3.  Air Force Reserve MPF (including the IMA MPF, ARPC (96)):  Select the Base Education and Training, Ancillary/Misc Training, and Ancillary Misc Training.  Press Open after each selection or double-click each selection.  The People Folder will appear.

8.20.2.  Update Procedures.

8.20.2.1.  Press the F7 function key to enter the query mode.  Type the member's SSN in the Social Security field.  Press the F8 function key to execute the query.

8.20.2.1.1.  The folder will populate with the member's information.  Press the Ancillary/Misc Trng button on the lower left corner.

8.20.2.1.2.  The Ancillary/Misc Training window displays with Ancillary Misc Training highlighted.  To enter an Ancillary Training course, click in the Details field of the first blank line.  The Extra Person Information window will appear.  Type the information in the fields as discussed in the paragraphs below.  These fields are both mandatory entries:

· Course Name:  Select from LOV

· Course Date:  Enter date in DD-MMM-YYYY format (Note: Date cannot be a future date).

8.20.2.1.3.  Save the update by clicking the save button.

8.20.2.1.4.  To update an existing course record: Follow the procedures above.  When the Ancillary/Misc Training window appears, click in the Details field of the course being updated.  The Extra Person Information window will appear.  Change the completion date to the new date.  Click the OK button.  Save the record.

8.20.2.1.5.  To delete a course record: Follow the procedures above.  When the Ancillary/Misc Training window appears, select the course being deleted and click the Red X button on the toolbar.

8.21.  Ancillary Training Folder.  The Ancillary Training Folder allows base, unit ancillary training managers, and training providers the capability to select and sort Ancillary Training data, suitably arrange that data based on local needs, and export that data to external applications for printing, e-mail or additional manipulation.  This folder supplies all Ancillary/Misc training and related personnel data typically provided through PDS and PC-III.

8.21.1.  Responsibility:  Base training providers are responsible for ensuring each member has had the correct Ancillary/Misc course updated in MILMOD.  COURSE NAME and COMPLETION DATES are managed and updated at the individual member level from the Ancillary/Misc Training form found in the Base Training, Wing Safety, and Equal Opportunity menus.  A mass update capability is provided to other training provider agencies utilizing the use of a .TXT file into an interface form.

8.21.1.1.  The Ancillary Training Folder assists training managers and training providers by providing many options for group selection and sorting of Ancillary Training data.  The Ancillary Training Folder is a query-only application.  This tool provides training managers the capability to obtain aggregate Ancillary training data at unit and base level.  This includes Course Names and Date Completed of personnel.

8.21.2.  Navigation:  The user must first sign on from an MPF Responsibility to get to the Base Education and Training menu option for the Air National Guard and Air Force Reserve, the Base Training office for active duty personnel.  Open the Ancillary/Misc Training option, and the Ancillary Training Folder.  The folder will display with the cursor in the Full Name field.

8.21.3.  Query Procedures.

8.21.3.1.  Individual Queries:  Using the upper portion of the folder, individual queries based on name and SSAN individual queries can be made.  Example:  The last name can be entered followed by the Return Key.  A window will display listing all members with that last name from which to choose.  After selecting the desired member, the full name and SSN populate their respective fields.  The user then clicks the Find Button to display all pertinent Ancillary Training and associated personnel data in the fields listed below.

8.21.3.2.  Group Queries:  To perform group queries place the cursor in the Primary Category field and select the List of Values (LOV) button on the toolbar.  This will display the options PAS_CODE, CAFSC, DAFSC, PAFSC, RECORD_STATUS, DATE_ARRIVED STATION, GENDER, RACE, and ETHNIC_GROUP from which to choose.  Another window with the available values for that selection will appear.  The same procedure is used for subsequent group selection categories.  Upon completing the desired selection criteria, click the Find Button to perform the query.

8.21.4.  Data Manipulations:  Various data manipulations may be accomplished by using the Folder Tools button on the toolbar.  Example:  Columns of data can be moved right or left, hidden or made narrower or wider.  Using the Show Order by option available in the Folder pull down menu data in the first three columns can be sorted by ascending or descending order. Any column can be moved to one of the first three column positions for sorting.  The user may Tab to any column of data to place the cursor in a columnar field.  Once the cursor has been placed in the Office Symbol field, the F7 function key can be selected to let the system that a query is to be performed.  A “C” followed by the percent sign (%) can be updated immediately following the “C” and then the F8 function key is pressed to execute this further query.  This will return all members from the prior query results with an Office Symbol beginning with “C”.  This procedure is case sensitive.

8.21.4.1.  Data returned from group selection queries may be exported to Microsoft Excel by using the Application Data Export (ADE) button on the toolbar.

8.21.4.2.  Select Current Folder from the initial ADE window, clicking the Fetch button, and selecting the Sheet button.  The data will then be exported to an Excel spreadsheet and can be further manipulated, saved, and printed from that application.

8.21.4.3.  Reports extracted through the ADE function into Excel can also be e-mailed to other training managers, training providers, staff personnel, and commanders.

8.21.6.  Miscellaneous:  Results can be saved as a standard folder for later use after obtaining folder results based on a particular set of selection criteria.  Example:  There may be a requirement for a listing of all members in a particular PAS_CODE.  Once the criteria has been defined, the query made, and the results returned the user can select Save As from the Folder pull down menu.  Type the name of the folder.   Then Ask Each Time and Public are selected and click the OK button. This will save the folder for later use.  Ask each time - Will prompt the user to select all records the next time this folder is opened.  Public - Is used to make the folder available for all users logged in on the current responsibility.  Opening the folder is accomplished by again going to the Folders pull-down menu, clicking the Open button and selecting the folder previously named from the list of available folders.

8.22.  Ancillary Training Program Update by Other Agencies.  This process allows the Training Providers the capability to make multiple updates of Ancillary/Misc Training courses.  It is accomplished with the creation of a Text file in Microsoft (MS) Word and updated in MILMOD through the Ancillary Misc Training Data Load function.

8.22.1.  Responsibility.

8.22.1.1.  Ancillary/Misc Training providers are responsible for ensuring each member has had the correct Ancillary/Misc Training courses updated into MILMOD.  With the exception of the Wing Safety and Equal Opportunity offices, other agencies will update MILMOD by creating a text file with the member’s SSN, Course Name, and Completion Date.  The provider is also responsible for ensuring the file is forwarded to the Military Personnel Flight (MPF).

8.22.1.2.  MPF:  Updates MILMOD through the Ancillary/Misc Training Data Load function.  Two files are generated upon successful loading of a text file created by the training providers.  The files will generate a report, identifying members with a successful update and another file identifying records that rejected.

8.22.2.  Navigation.

8.22.2.1.  Active Duty MPF:  Select Base Training Office-AFB, Ancillary/Misc Training, and Ancillary/Misc Training.  Click the Open button or double-click each selection.  The People Folder will appear.

8.22.2.2.  Air Force Reserve and Air National Guard MPF:  Select Base Education and Training, Ancillary/Misc Training, and Ancillary/Misc Training.  Click the Open button or double-click each selection.  The People Folder will appear.

8.22.2.3.  HQ AFPC/DPPAT:  Select Training Management, Ancillary/Misc Training, and Ancillary/Misc Training.  Click the Open button or double-click each selection.  The People Folder will appear.

8.22.3.  Update Procedures.

8.22.3.1.  With the cursor in the SSAN field, press the F8 function key to populate the folder with member’s records.

8.22.3.2.  Click the Ancillary/Misc Training button.  The Ancillary/Misc Training window will appear.

8.22.3.3.  Move the cursor down and click in the Details field being updated.  The Extra Person Information window will appear.

8.22.3.4.  Update all required fields by either typing the information or clicking the List of Values (LOV) button and selecting the appropriate designator from the list.  Click the OK button if using the LOV.  The Ancillary/Misc Training window will populate with the new information.

8.22.3.5.  Save the update by clicking the save button.

8.22.3.6.  Close the application by clicking the “X” located in the top right corner of each window.

8.22.4.  File Format.

8.22.4.1.  Using Microsoft Word, create a text file (*.txt).  The Training provider creates a record by typing in Courier font, single line, and uppercase in the format below  (Use the “COL” field located in the bottom status bar of MS Word to determine the cursor position):

· Position 1 - 11:  Type the SSN

· Position 12:  Leave blank

· Position 13 - 15:  Type the 3 digit Course Name (i.e., ATT)

· Position 16:  Leave blank

Position 17 - 27:  Type the Completion Date (i.e., 03-JAN-2000)

8.22.4.2.  Click on the word File in the main menu and select Save As.

8.22.4.3.  Save the file:  C:\TEMP\ANC_BATCH.  Save as Text only.

8.22.5.  Ancillary/Misc Training Data Load Form.

8.22.5.1.  Navigation:  Select Base Training Office-AFB, Ancillary/Misc Training, and Ancillary Training Batch Update.  Click the Open button or double-click each selection.  The Important AFOQT Exam Information window will appear.

8.22.5.2.  Update Procedures.

8.22.5.2.1.  There are three required file paths to update the Batch process.  (1) Input File Path: Type the name of the text file received from the Ancillary Training provider.  (2) Output File Path:  Type the path and file name of the text file (i.e., c:\temp\updt) to be generated for a successful update.  (3) Error File Path:  Type the path and file of the text file (i.e., c:\temp\rejt) to be generated for any errors or rejects.  Note:  Do not include file extensions.

8.22.5.2.2.  After typing the three file paths, click the Load button.  The Note window will appear.

Figure 8.5.  Ancillary/Misc Training Data Load Form
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8.22.5.2.3.  Close the application by clicking the “X” located in the top right corner of each window. 

8.22.6.  Output Product(s).

8.22.6.1.  The Output File provides a listing of multiple updates, which were loaded that show Course Completion.  These output files are what the Training Provider receives.

8.22.6.2.  The Error File provides the user an “update string” on what was attempted to be updated and Reject reason.  The more common reject reasons are Invalid Course Name; Future dates not allowed or No matching SSAN on file.  The system date is included in both files.

8.22.6.3.  The “update string” within the Error File can be edited to correct errors with a cut and past to another MS Word document to be reloaded using the batch processing method.

8.23.  Ancillary or Miscellaneous Training Data Load Form.

8.23.1.  Navigation:  Select Base Training Office-AFB, Ancillary/Misc Training, and Ancillary Training Batch Update.  Click the Open button or double-click each selection.  The Important AFOQT Exam Information window will appear.

8.23.1.1.  There are three required file paths to update the Batch process:

· Input File Path:  Type the name of the text file received from the Ancillary Training provider.

· Output File Path:  Type the path and file name of the text file (i.e., c:\temp\updt) to be generated for a successful update.

· Error File Path:  Type the path and file of the text file (i.e., c:\temp\rejt) to be generated for any errors or rejects.

8.23.1.2.  After typing the three file paths, click the Load button.  The Note window will appear.

8.23.1.3.  Close the application by clicking the “X” located in the top right corner of each window.

8.24.  Enlisted Professional Military Education (PME).  This process is accomplished on receipt of a member’s documentation requesting enrollment in a PME Course by correspondence, or on receipt of certification of an enlisted member's completion of a PME Correspondence Course.  This function allows HQ AFPC Training Management Office, and ANG or Air Force Reserve Base Education and Training Offices to update course actions for electronic interface with Extension Course Institute, Maxwell AFB, AL.  ANG DINs replaced are the components of DIN EDB (Prof Mil School): including DINs EDC (Prof Mil Crse Last), EDD (Prof Mil Sch Yr Last), and EDE (Prof Mil Met Sty Sch Last).  Active Duty or Air Force Reserve DINS replaced are the components of DIN EBN (Prof Mil Sch):  Including DIN EBO (Prof Mil Sch Crs), EBP (Prof Mil Sch Yr Mo), and EBQ (Prof Mil Sch Method).  Course Name and Study Method have Lists of Values to help populate the fields.  A new field to PME is COURSE RANKING.  The LOV shows rankings as Last, 2nd from Last, and 3rd from Last.  The system will re-sequence the ranking of classes based on completion date, after an entry is saved.

8.24.1.  Responsibility.

8.24.1.1.  Active Duty enlisted personnel, and HQ AFPC Training Management Office is responsible for updates of PME Courses that do not flow from HQ ECI.

8.24.1.2.  Air Force Reserve and Air National Guard enlisted members, local Military Personnel Flight Base Education and Training offices update PME data.

8.24.2.  Navigation.

8.24.2.1.  ANG MPF:  Select Education and Training, Professional Military Educ, and Enlisted PME.  Click the Open button or double-click each selection.  The Education and Training Enlisted People Folder will appear.

8.24.2.2.  AFR MPF:  Select Education and Training, Professional Military Educ, and Enlisted PME.  Click the Open button or double-click each selection.  The Education and Training Enlisted People Folder will appear.

8.24.2.3.  Active Duty MPF:  Select Relocations and Employment, Personnel Employment, Classifications, and Enlisted PME.  Click the Open button or double-click each selection.  The ET People Folder will appear.

8.24.3.  Update Procedures.

8.24.3.1.  Obtaining a record:  Place the cursor in the SSN field and press the F7 function key to enter the query mode.  Type the member's SSN in the Social Security field and press the F8 function key to execute the query.  If the member’s SSAN is not known, press the F7 function key, followed by the F8 function key to execute the query and arrow down or page down to the member’s name.

8.24.3.1.1.  After the name is populated and selected, click the Enlisted PME button, the Enlisted PME Info window will appear.  The Details column in this window shows all occurrences (if any) of the individual's PME history.

8.24.3.1.2.  To view data from one of these courses: Click in the flexfield box ([  ]).  The Additional Person Analysis Details window will appear reflecting the Begin Date, End Date, Study Method, and Course Ranking for that course.

8.24.3.1.3.  To add a new course: Click twice in the first blank row under the Details column.  The Enlisted PME window will appear with the cursor in the Course Name box, allowing update.  A LOV containing the appropriate course codes is available.  After clicking the OK button, the Additional Person Analysis Details window will appear allowing update.  Begin Date and End Date must be in DD-MMM-YYYY format.  A LOV is available to update the Study Method field, and the Course Ranking field is derived, automatically entered based on course completion.

8.24.4.  Output Product(s):  Transaction Register (TR) NOEBN:  This TR is produced when PME Course Completion requires a change to the student's Active Duty Service Commitment (ADSC).  The TR will state that the course and study method has been updated, and will list the resultant ADSC Code and Date.

*8.25.  Professional Military Education (PME) Folder.  The PME Folder allows the Base Training Office/Education Services Office managers to select and sort Professional Military Education data, suitably arrange that data based on local needs, and export that data to external applications for printing, E-mail or additional manipulation.  This folder supplies PME and related personnel data once provided through PDS and PC III.

8.25.1.  Responsibility:  Active Duty MPF, Air National Guard, and Air Force Reserve Base Education and Training Office managers are responsible for maintaining PME data on members assigned or attached to Air Force installations.  This includes the entry, day-to-day maintenance, and reporting of each member’s PME course information.  The PME Folder assists Education/Training managers by allowing the group selection and sorting of PME data.  This folder is a query only application.  Education/Training managers now have the capability to obtain course enrollment/completion data at unit, base, and HQ level.

8.25.2.  Navigation.

8.25.2.1.  Active Duty MPF:  Select Relocations and Employment, Personnel Employment, Classification, and PME Folder.  Click the Open button or double-click each selection.  The PME Folder will appear.

8.25.2.2.  Active Duty Education Office:  Select Professional Military Educ, and PME Folder.  Click the Open button or double-click each selection.  The PME Folder will appear.  

8.25.2.3.  Air National Guard and Air Force Reserve MPF:  Select Base Education and Training, Professional Military Education, and PME Folder.  Click the Open button or double-click each selection.  The PME Folder will appear.

8.25.3.  Update Procedures.

8.25.3.1.  In the PME Folder, place the cursor in the Primary Category and click the List of Values (LOV) button in the toolbar.  Select the appropriate value and click the OK button.  Depending on the selected value, another window may appear.  Select the appropriate value and click the OK button.  Do this until the selections for the category are satisfied.

8.25.3.1.1.  Proceed to the 2nd, 3rd, and 4th categories is needed and follow the steps above.

8.25.3.2.2.  Click the Find button after completing all categories.  The bottom portion of the PME Folder will populate with a list of member’s meeting the select criteria.

8.25.3.2.3.  Normally, data cannot be updated from a Folder.  However, a task flow button called “ENL PME UPDT” has been added.  After selecting a record from the lower portion of the window, the user clicks the button to navigate to the “Enlisted PME Info” window.  Here, the user may update Course Name, End Date, and Study Method by either typing the information or clicking the List of Values (LOV) button and selecting the appropriate designator from the list.  After closing this window and refreshing the folder by pressing the F8 function key, the updated data will be reflected in the Folder.

8.25.4.  Query Procedures.

8.25.4.1.  Individual Query:  Individual queries based on Name and SSAN are made, by using the upper portion of the PME Folder.  Example:  Type the last name into the Full Name field, followed by pressing the return key.  A Name window will appear listing all members with the same last name.  After selecting the appropriate name click the OK button.  The selected name will populate the Full Name field in the PME Folder.  Click the Find button to display all pertinent PME Course data in the bottom portion of the folder.

8.25.4.2.  Group Query:  Place the cursor in the Primary Category field and click the LOV button in the toolbar.  Select the appropriate designator from each of the following windows and click the OK button after each selection.  After completing the desired selection criteria, click the Find button to perform the query.  PME Course data for members meeting the requested criteria will populate the bottom portion of the PME Folder.  Additional query is available.  The user may ask for records based on any field shown in the bottom portion of the PME Folder.  Example:  Place the cursor in the Office Symbol field and press the F7 function key.  Type any part of an Office Symbol, followed by a percent sign (i.e., DPI%), and press the F8 function key to execute the query.  All members from the prior query will appear who have an Office Symbol beginning with “DPI”.  This procedure is case sensitive.

8.25.5.  Data Manipulation:  By clicking the Folder Tools button in the toolbar, the user may accomplish various data manipulations.  Example:  Columns of data can be moved right or left, hidden or made narrower or wider.  Using the “Show Order-By” option available from the Folder pull-down menu, member records can be sorted in ascending or descending order of data in any of the first three columns.  Any column can be moved to one of the first three column positions for sorting.

8.25.6.  Miscellaneous:  After obtaining folder results based on a particular set of selection criteria, the results can be saved as a “standard” folder for later use.  Example:  There may be a requirement for a listing of all members who completed Squadron Officer School.  Once the criteria have been defined, the query made, and the results returned, the user selects “Save As” from the Folder pull-down list.  A name for the folder must be typed.  Click on “Ask each time” and “Public” and click the OK button.  This action will save the folder for later use.  Opening the folder is accomplished by going to the Folders pull-down list and selecting Open, and selecting the folder previously named from the list of available folders.

8.25.6.1.  Using the Export option from the Special pull-down list, any data returned from group selection queries can be exported to Microsoft Excel or to a text file.  The data will be exported and can be manipulated further, save, and printed from that application.  Reports extracted through the ADE function into Excel can also be E-mailed to other training managers, staff personnel, and commanders.

8.26.  Extension Course Institute (ECI) Folder.  The Education ECI Folder allows Education Service Office/Base Training Office managers to select and sort Extension Course Institute data, suitably arrange that data based on local needs, and export that data to external applications for printing, E-mail or additional manipulation.  This folder applies all ECI and related personnel data typically provided through PDS and PC III.  This information is not directive in nature; however, it does describe system capabilities in the Education and the Training functional areas.  Always refer to applicable Air Force Instructions and specific base or MAJCOM policies for procedural information.

8.26.1.  Responsibility:  HQ AFPC/DPPAT, Active Duty, Air National Guard, and Air Force Reserve Base Education and Training Office managers are responsible for maintaining ECI data on members assigned or attached to Air Force installations.  This includes the entry, day-to-day maintenance, and reporting of each member’s course information.  The Education ECI Folder assists education/training managers by allowing for group selection and sorting of ECI data.  This folder is a query-only folder.  Education/Training managers have the capability to obtain course enrollment/completion data at unit, base, and HQ level.  This includes numbers and names of personnel and their Correspondence Course/Career Development Course completion, enrollment status, and other information.

8.26.2.  Navigation.

*8.26.2.1.  Active Duty Education Office:  Select Extension Course Institute, and ECI Folder.  Click the Open button or double-click each selection.  The Education ECI Folder will appear.

8.26.2.2.  Active Duty MPF:  Select Base Training Office-AFB, Extension Course Institute, and ECI Folder.  Click the Open button or double-click each selection.  The Education ECI Folder will appear. 

*8.26.2.3.  Air National Guard MPF:  Select Base Education and Training, Extension Course Institute, and ECI Folder.  Click the Open button or double-click each selection.  The Education ECI Folder will appear.

*8.26.2.4.  Air Force Reserve MPF:  Select Base Education and Training, Education Services, Extension Course Institute, and ECI Folder.  Click the Open button or double-click each selection.  The Education ECI Folder will appear.

*8.26.3.  Query Procedures.

8.26.3.1.  In the Education ECI Folder place the cursor in the Primary Category and click the List of Values (LOV) button.  Select the appropriate query field from the list and click the OK button.  Depending on the selected query field, another window may appear containing allowable fields.  Continue by selecting the required allowable value from the list and click the OK button.

8.26.3.2.  Proceed to the 2nd, 3rd, and 4th categories as needed and follow the steps above.

8.26.3.3.  After completing all categories and selections, click the Find button.  The bottom portion of the Education ECI Folder will populate with a list of members meeting the select criteria.

8.26.4.  Data Manipulation:  By clicking the Folder Tools button in the toolbar, the user may accomplish various data manipulations.  Example:  Columns of data can be moved right or left, hidden or made narrower or wider.  Using the “Show Order-By” option available from the Folder pull-down menu, member records can be sorted in ascending or descending order of data in any of the first three columns.  Any column can be moved to one of the first three column positions for sorting.

8.26.5.  Miscellaneous:  After obtaining folder results based on a particular set of selection criteria, the results can be saved as a “standard” folder for later use.  Example:  There may be a recurring requirement for a listing of all members in a particular PAS_CODE.  Once the user defines the criteria, performs the query, and HR returns the results, the user may save the folder criteria for future reports.  From the Folder pull-down menu, click on Save a, then type a folder name.

8.26.5.1.  Any Folder customizations, such as hidden columns, rearranged columns, etc., will automatically display whenever the saved folder is opened.

8.26.5.2.  The saved folder can also automatically ask, when opened, if the user prefers to display a subset of the original definition.  That is, if the user sometimes needs the PAS Code folder (mentioned above) to show SSgts only, he or she can allow for that need by using “Autoquery”.

8.26.5.2.1.  Set Autoquery to “Always”, “Never”, or “Ask each time”.  This sets the folder to display all the records from the original saved query.

8.26.5.2.2.  If either “Never” or “Ask each time” is selected, the user will be able to pause to further define the select criteria before displaying the records.

8.26.5.2.3.  When “Always” is selected, the folder will immediately display all records from the original criteria whenever it is opened.

8.26.5.3.  To open a saved folder, proceed to the Folders pull-down menu, click the Open button and select the previously named folder from the list of available folders.

8.26.5.2.  Using the Export option from the Special pull-down list, any data returned from group selection queries can be exported to Microsoft Excel or to a text file.  The data will be exported and can be manipulated further, save, and printed from that application.  Reports extracted through the ADE function into Excel can also be E-mailed to other training managers, staff personnel, and commanders.  Note:  Data is not updateable from the Folder.  However, the ECI Update  task flow button will take the user to the member’s ECI Course Info form, where an update can be performed.

8.27.  Armed Forces Classification Test (AFCT) Sub-score Update.  The AFCT Sub-score Update structure updates the results of an individual's In-Service completion of the ASVAB/AFCT Examination.  The ASVAB exam produces four aptitude scores: Mechanical (M), Administrative (A), General (G) and Electronics (E).  These scores are predictive of an individual's likelihood of: succeeding through training for a variety of military occupations.  Comprised of 10 to 12 sub-tests making up the MAGE composites. The AFCT evaluates airmen in the same four aptitude areas as the ASVAB (i.e., the MAGE composites).  These aptitude areas relate to training success in particular groups of AFSs.

8.27.1.  Responsibility.

8.27.1.1.  Military Personnel Flights (MPF) Promotion and Testing Section update Active Duty records.

8.27.1.2.  Air Force Reserve and Air National Guard MPF perform the update through the Base Education and Training menu.

8.27.2.  Navigation.

8.27.2.1.  Active Duty MPF:  Select Customer Support, Career Enhancements, Promotions and Testing, and other exam information.  Click the Open button or double-click each selection. The People Folder will appear.

8.27.2.2.  ANG and Air Force Reserve MPF:  Select Base Education and Training, Education Services, Exams, ASVAB/AFCT Exam. Click the Open button or double-click each selection.  The ASVAB People Folder will appear.

8.27.3.  Update Procedures.

8.27.3.1.  Press the F7 function key to enter the query mode.  Type the member’s SSN in the National Identifier field and press the F8 function key to execute the query.  The ASVAB/People Folder will populate with the member’s current information.

8.27.3.2.  Click the AFCT Sub-score button.  The AFCT Sub-score window will appear.  Click in the Details field being updated.  The Extra Person Information window will appear.

8.27.3.3.  Update the following fields:

· AFCT Test ID:  LOV is available

· Exam Date:  DD-MMM-YYYY format

· Test Control Office:  LOV is available

· GS (General Science) - Raw Score:  Type the information

· AR (Arithmetic Reasoning) - Raw Score:  Type the information

· WK (Work Knowledge) - Raw Score:  Type the information

· PC (Paragraph Comprehension) - Raw Score:  Type the information

· NO (Numerical Operations) - Raw Score:  Type the information

· CS (Coding Speed) - Raw Score:  Type the information

· AS (Auto and Shop Information) - Raw Score:  Type the information

· MK (Math Knowledge) - Raw Score:  Type the information

· MC (Mechanical Comprehension) - Raw Score:  Type the information

· EI (Electronics Information) - Raw Score:  Type the information

8.27.3.4.  Click the OK Button.

8.27.3.5.  Save the record and exit the application.

8.27.6.  Output Product(s):  RIP RRAFC will produce when the examinee already has ASVAB scores on file.

8.28.  Air Force Voluntary Education Programs Report.  This Report enables AFPC/DPPAT the ability to provide all Air Force active duty, voluntary education data to Air Staff for quarterly and annual periods needed for budget and management purposes.  Capability includes individual Base, individual MAJCOM and total AIR Force reporting.

8.28.1.  Responsibility:  This report is available to base level Active Duty Education Offices, MAJCOM and HQ AFPC/DPPAT.

8.28.2.  Navigation.

8.28.2.1.  Active Duty Education Offices:  Select Reports and Submit Process.  Click the Open button or double-click each selection.  The Submit Requests window will appear.

8.28.2.2.  MAJCOM:  Navigation to be determined when DPSIMD, Operations Systems, adds the MAJCOM responsibilities.

8.28.2.3.  HQ AFPC/DPPAT:  Select Reports and click the Open button.  The Submit Requests window will appear.

8.28.3.  Update Procedures:  With the cursor in the Name field, click the LOV button.  Select AF Voluntary Education Program Report (ROVEPR) and click the OK button.  The Parameters window opens:

· Enter Fiscal Year:  YYYY (for reporting desired year)

· Enter Reporting Period:  LOV is available

· Enter MPF ID:  LOV is available

· Enter MAJCOM ID:  LOV is available (leave blank for individual base reporting)

8.28.3.1.  Click the OK button.

8.28.3.2.  Click the Submit button.

8.28.4.  Output Product(s):  Air Force Voluntary Education Programs Report.
8.29.  Medical Intern Professional Training.  The Medical Intern Prof Training structure updates the medical intern training information for Active Duty and Reserve Officers.

8.29.1.  Responsibility:  HQ AFIT/CI, HQ AFPC/DPAME, HQ AFPC/DPAMD, HQ AFPC/DPAMP, HQ AFPC/DPAMS, and HQ AFPC/DPAMN are responsible for updating this information.

8.29.2.  Navigation.

8.29.2.1.  HQ AFPC/DPAMD/DPAMP/DPAMS and DPAMN:  Select Med Intern Prof Tng and click the Open button.  The Officer People Folder will appear.

8.29.2.2.  HQ AFPC/DPAME:  Select Medical Educ & Prof Tng and click the open button.  The Officer People Folder will appear.

8.29.2.3.  HQ AFIT/CI:  Select Health Stop/Start Date and click the Open button.  The People Folder will appear.

8.29.3.  Update Procedures.

8.29.3.1.  Press the F7 function key to enter the query mode.  Type the member’s SSN in the National Identifier field and press the F8 function key to execute the query.  The Officer People (people folder for HQ AFIT/CI) Folder will populate with the member’s current information.

8.29.3.1.1.  For HQ AFIT/CI click the AFIT Health Data button, and the Medical Intern Prof window will appear.

8.29.3.1.1.1.  Move the cursor down and click in the Details field.  The Extra Person Information window will appear.  Update the AFIT Health Start Date, AFIT Health Stop Date, and click the OK button.  

8.29.3.1.2.  For HQ AFPC offices click the Med Educ/Prof Tng button, and the Medical Mil/Civ Educ Prof Tng window will appear.

8.29.3.1.3.  For HQ AFPC - Select Medical Intern Prof Tng, click in the Med Intern Prof Tng row in the upper portion of the window.  Move the cursor down and click in the Details field, the Extra Person Information window will appear.  Update the following fields:

· Med Prof School - Education Institute where the member received his or her medical/professional degree - Select from the LOV

· Med Prof Sch Grad Date - Date the member graduated from Medical/Professional school

· Med Prof Procurement Prog - Identifies the numerous medical education programs - Select from the LOV

· Date Training Began - Date the member entered into the Medical Reserve Program

· Date Training Completed - Date the member completed the Medical Reserve Program

· Med Intern Tng Start Dt - Date the member started Medical Intern Training

· Med Prof Clin AFSC

· AFIT Health Start Date

· AFIT Health Stop Date

8.29.3.2.  Click the OK button.

8.29.3.3.  Save the update by clicking the Save button.

8.29.3.4.  Close the window or application by clicking the “X” located in the top right corner of each window.

8.29.4.  Miscellaneous:  If the member type is equal to one of the conditions listed below, the date for the Med Prof Sch Grade Date is automatically updated to reflect the AFIT Health Stop Date plus one year.

· A reserve officer

· The AND (Commission Agreement) is equal to 40 (Medical Officer Accession)

· The source of input is not equal to 60 through 685 (HQ AFIT/CI)

· The AFIT Health Stop Date is equal to October, November, or December

8.29.4.1.  Assignment Availability Code 48:  Is added whenever there is a change or update to the AFIT Health Stop Date for active duty officers.  The assignment availability date is changed to equal the AFIT Health Stop Date.  The AAC 48 is added only if there is not an existing AAC 48 already updated in the member’s record.

8.30.  Ancillary Training Report.  The ancillary Training Report allows training managers the capability to select, sort, and arrange Ancillary Training data, based on local needs.  They may also export the data to external applications for printing, e-mail or additional manipulation.  The functionality of this report is to provide a listing of those members who have completed or require ancillary training.  The Ancillary Training Report is a query-only application.

8.30.1.  Responsibility.

8.30.1.1.  Military Personnel Flight, Base Equal Opportunity and Wing Safety Offices update Active Duty records.

8.30.1.2.  Air National Guard and Air Force Reserve MPF Base Education & Training Unit, Base Equal Opportunity and Wing Safety Offices.  Ancillary training providers/managers are responsible for ensuring each member has the correct Ancillary/Misc courses updated.  Course Name and Completion Dates are managed and updated at the individual member level from the ancillary/Misc Training form found on the Mass update capability is provided to other training manager agencies utilizing the use of a TXT file into an interface form.

8.30.2.  Navigation.

8.30.2.1.  Active Duty MPF:  Select Base Tng Office, Ancillary/Misc Training, and Ancillary Reports.  Click the Open button or double-click each selection.  The Ancillary Reports window will appear.

8.30.2.2.  Air Force Reserve and Air National Guard MPF:  Select Base Education & Training, Ancillary/Misc Training, and Ancillary Reports.  Click the Open button or double-click each selection.  The Ancillary Reports window will appear.

8.30.2.3.  Active Duty, Air National Guard and Air Force Reserve Base Equal Opportunity & Wing Safety Offices:  Select Reports and click the Open button or double-click each selection.  The Ancillary Reports window will appear.

8.30.3.  Query Procedures.

8.30.3.1.  Individual Query:  To perform individual queries, identify which report type by clicking on either Training Required or Training Completed.

8.30.3.1.1.  Select the course type from the drop down menu.  Move cursor to the empty field next to course type, click the LOV button and select an Ancillary Training Course.  Click the OK button.

8.30.3.1.2.  Place the cursor in the Primary Category Field, click the LOV button, select a category from the list and click the OK button.

8.30.3.1.3.  Click the Find button to display the pertinent Ancillary Training Course and the associated personnel data.  The requested data will populate in the lower pane.  Click on the submit button.

8.30.3.2.  Group Query:  To perform group queries, identify which report type by clicking on either Training Required or Training Completed.

8.30.3.2.1.  Select the course type from the drop down menu.  Move cursor to the empty field next to course type, click the LOV button and select an Ancillary Training Course.  Click the OK button.

8.30.3.2.2.  Place the cursor in the Primary Category Field and click the LOV button, select a category from the list and click the OK button.

8.30.3.2.3.  Move cursor to the 2nd Category and click the LOV button and select a category from the list.  Click the OK button.

8.30.3.2.4.  Repeat this procedure for 3rd and 4th category if necessary.

8.30.3.2.5.  Click the Find button to display the pertinent Ancillary Training Course and the associated personnel data.  The requested data will populate in the lower pane.  Click on the submit button.

8.30.4.  Miscellaneous:  After obtaining report results based on a particular set of selection criteria, the results can be saved as a standard folder for later use.  Example:  There may be a requirement for a listing of all members in a particular PAS CODE.  Once the criteria has been defined, the query made, and the results returned, the user can select Save As from the Oracle Folder pull down menu.  A name for the folder must be updated.  Then Ask Each Time and Public are selected and the OK button clicked.  This will save the folder for later use.  (“Ask Each Time” will prompt the user to select all records the next time this Report folder is opened.  “Public” is used to make the Report available for all users logged in on the current responsibility).  Opening the Report folder is accomplished by again going to the pull down menu, selecting Open, then selecting the folder previously named from the list of available folders.

8.30.4.1.  Using the Oracle Special pull-down menu on the tool-bar, data returned from group selection queries can be exported to Microsoft Excel.  This is performed: by selecting “Current Folder” from the initial ADE window, clicking the Fetch, and Sheet button.  The data will export to an Excel spreadsheet and can be further manipulated, saved, and printed from that application.  Reports extracted through the ADE function into Excel can also be e-mailed to other training managers, training providers, staff personnel, and commanders.

8.31.  Medical Dental Mil/Civ Education Update.  Medical Dental Mil/Civ Educ structure updates the military and civilian training information for Physicians and Dentists.  This application is restricted to Active Duty Officer’s with a competitive category (COMP CATEGORY) = “M” or “D” and with a Primary AFSC = 40, 44, 45, 47, and 48.

8.31.1.  Responsibility:  HQ AFPC/DPAMF1 and DPAME are responsible for updating this information.

8.31.2.  Navigation:  HQ AFPC/DPAMF1 or DPAME: Select Military/Civilian Medical Educ and click the Open button.  The Officer People Folder will appear.

8.31.3.  Update Procedures.

8.31.3.1.  Press the F7 function key to enter the query mode.  Type the member’s SSN in the National Identifier field and press the F8 function key to execute the query.  The Officer People Folder will populate with the member’s current information.

8.31.3.2.  Click on the Mil/Civ Educ button.  The Medical/Dental Mil/Civ Educ window will appear.

8.31.3.3.  Click in the Details field being updated.  The Extra Person Information window will appear.

8.31.3.4.  Update the following fields if the Medical Intern Tng is equal to “N”:

· Medical Intern Tng

· Years Civ Grad Prof Ed

· Months Civ Grad Prof Ed

· Grad Prof Source, 

· Years Mil Grad Prof Ed Civ

· Specialty Status

· Years Mil Grad Prof Ed

· Graduate Prof Educ Status

8.31.3.5.  Update the fields listed below if: the Medical Intern Tng is equal to “Y”.  If the Effective Date ASP (Med Den Opt Special Pay), ISP Start Date (Med Den Opt Special Pay), ISP Amount (Med Den Opt Special Pay), ISP Expiration Date (Med Den Opt Special Pay), and the Cert Status Date Certification) is equal to “Null”.

· Medical Intern Tng

· Years Civ Grad Prof Ed

· Months Civ Grad Prof Ed

· Grad Prof Source

· Years Mil Grad Prof Ed Civ

· Specialty Status

· Years Mil Grad Prof Ed

· Graduate Prof Educ Status

8.31.3.6.  Click the OK button.  Save the record and exit the application.

8.31.4.  Update Terms.

8.31.4.1.  Medical Intern Tng:  Indicates whether member will or will not be entering internship training upon Extended Active Duty.  LOV is available

8.31.4.2.  Years Civ Grad Prof Ed:  Number of Years of internship/residency training performed while not on active duty.  Type the information

8.31.4.3.  Months Civ Grad Prof Ed:  Number of Months (up to 11) of internship/residency training performed while not on active duty.  Type the information

8.31.4.4.  Years Mil Grad Prof Ed Civ:  Number of Years internship/residency training completed on active duty at a civilian institution.  Type the information

8.31.4.5.  Years Mil Grad Prof Ed:  Number of Years internship/residency training completed on active duty at a military institution.  Type the information

8.31.4.6.  Grad Prof Source:  Type of graduate professional education training facility source (i.e. military, civilian).  LOV is available

8.31.4.7.  Specialty Status:  Indicates if member is board certified, Board eligible, or if still in training for their specialty.  LOV is available

8.31.4.8.  Graduate Prof Educ Status:  LOV is available

8.32.  Armed Services Vocational Aptitude (ASVAB) Score Update.  This update action is accomplished when individuals are administered the ASVAB examination, and their final General, Administrative, Mechanical, and Electronic scores have been computed from the initial, raw scores.  At Military Personnel Flights (MPF), the ASVAB is primarily administered to individuals enlisting into the Air National Guard or Air Force Reserve.  In most cases, enlistees will have taken the exam upon entry to active duty, and their scores will be updated:  by the Military Enlistment Processing Station (MEPS).

8.32.1.  Navigation.

8.32.1.1.  Air Force Reserve and Air National Guard MPF:  Select Base Education and Training, Education Services, Exams, and ASVAB/AFCT Exam.  Click the Open button or double-click each selection.  The ASVAB People Folder will appear.

8.32.1.2.  Active Duty MPF:  Select Customer Support, Career Enhancements, Promotions and Testing, and Other Exam Information.  Click the Open button or double-click each selection.  The People Folder will appear.

8.32.1.3.  HQ AFPC/DPPPWE:  Select Exams, and ASVAB/AFCT.   Click the Open button or double-click each selection.  The ASVAB People Folder will appear.

8.32.2.  Update Procedures.

8.32.2.1.  Press the F7 function key to enter the query mode.  Type the member’s SSN in the National Identifier field and press the F8 function key to execute the query.

8.32.2.2.  Click the ASVAB/AFCT Exam (Active Duty) button or the ASVAB Exam button for Air National Guard, Air Force Reserve and HQ AFPC.  The ASVAB Exam window will appear.

8.32.2.3.  Click in the Details field containing current ASVAB data, or the first blank row, if this is an initial entry.  The ASVAB/AFCT Exam window will appear.

8.32.2.4.  Update the following fields:

· Activity Version:  LOV is available

· Click the OK button.  The Additional Person Analysis window will appear

· Test Control Office:  LOV is available

· Exam Date:  DD-MMM-YYYY format

· General Score:  Type the information

· Administrative Score:  Type the information

· Electronics Score:  Type the information

· AFCT Score:  Type the information (Guard and Reserve Only) 

· Composite Score:  Type the information  (Guard and Reserve Only)

· Group Category:  Automatic Update

· Waiver Approved:  LOV is available

8.32.2.5.  Click the OK button.  Save the record and exit the application.

8.32.3.  Output Product(s).

8.32.3.1.  RIP RRASVB:  Indicates the member’s newly updated scores

8.32.3.2.  TR NOAFCTN:  Only for disapproved waiver requests

8.32.3.3.  TR NOAFCTY:  Only for approved waiver requests

8.33.  Non-Air Force Record Build/Update.  This process allows the user, Base Education Services Office (ESO), to create temporary education records for customers who have no MILMOD education records on file.  The functions covered here will replace Legacy (JS File) PIT 1JS, where ESO could create temporary education records for USAF personnel not serviced by the MPF, members of the other military services, and US DOD civilian members.  It also replaced Legacy (JS File) PTI 4TR, which allowed update of general education data items on temporary records.  The Military Personnel Data System will allow ESO access to all USAF education files, regardless of the servicing MPF, using Air Force Wide Education responsibility.  This function is limited to creating/updating records for members of other military branches and US civilians employed by the USAF.

8.33.1.  Responsibility:  Base Education Offices use this function to create temporary records for members from other military services they service, and for US DOD civilian members.  Records created or updated through this process will have an Member Type = External.

8.33.2.  Navigation.

8.33.2.1.  Creating a New Record.  Select Non AF (Temporary) Educ Rcd and click the Open button.  The Find Person window will appear.

8.33.3.  Update Procedures.

8.33.3.1.  Click the New button.  The Non Air Force Ed Record will appear.

Update the member’s name (first and last name).

8.33.3.2.  Tab to the Gender field, press the down arrow and select the appropriate gender.  Tab to the Type field and click the LOV button.  The field will populate with the word “External”.

8.33.3.3.  Tab to the Social Security field and type the member’s SSN (with dashes).  Click the appropriate action button located in the bottom of the window.

8.33.3.4.  Click the Save button.  The Build Non-AF Educ Record window will appear.

Move the cursor down and click in the Details field being updated.  The appropriate update window will appear.

8.33.3.5.  Update all required fields by either typing the information or clicking the LOV button and selecting the appropriate designator from the list.  Click the OK button.

Figure 8.6.  Non AF Record Build/Update
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8.33.3.6.  To Create a New Record the following fields are mandatory:

· Service Component - LOV is available

· Grade - LOV is available

· MPF ID - LOV is available

· Duty Location - Type the information

8.33.3.7.  Optional update fields:

· Active GI Bill Status - LOV is available

· DAFSC - Type the information

· PAFSC - Type the information

· Date of Separation - DD-MMM-YYYY

· Expiration Term of Service - DD-MMM-YYYY

· DEROS - DD-MMM-YYYY  

8.33.3.8.  Save the update by clicking the save button.  Note:  The Non AF Rcd area must be completed and saved before the user can update College Course, ECI, or Academic Education Information.

8.33.3.9.  Close the window or application by clicking the “X” located in the top right corner of each window.

8.33.4.  Update an Existing Record.  To call up the member’s existing record, the user has three choices:

8.33.4.1.  Tab to the Social Security field and type the member’s SSN.  Click the Find button.

8.33.4.2.  Tab to the Full Name field and type the member’s Last, First and Middle Initial, and click the Find button.

8.33.4.3.  When only a partial name or SSN is known, click the LOV button.  Type the first few numbers of the SSN in the Social Security field or the first few letters of the last name in the Full Name field followed by a percent sign (i.e., FON% or 123%) and click the Find button.

8.33.4.4.  Click the applicable button located in the bottom of the window to proceed with the update action.

8.33.4.5.  Expiration Date.  Non-Air Force (Temporary) Record educational data (College Course, ECI, and Academic Education Information) will be maintained for one year from date of last update.  The Expiration Date will be automatically updated to equal one year from date of last update.  The Education Office may also update the Expiration Date to expire the record prior to the established expiration date.  The Expiration Date can be updated to a past or future date (but not to exceed one year).  Approximately one week prior to the expiration date, TR NODROP and RIP RREDDA will be generated and the Expiration Date will be deleted during the weekly suspense run.  The next weekly suspense run will remove College Course, ECI, and Academic Education data.  The Person Record (Name, SSAN) will not be deleted from the database.

8.33.5.  Output Product(s):  The output products from updates to Non-Air Force Education records are the same as those produced through any update.  That is, enrolling a non-Air Force member into an ECI Course will create the same RIP and TR created for an Air Force member.  The many products vary, and HELP is available through each individual context.

*8.34.  Reserve GI Bill Folder.  This process allows Base Education/Training or Retention Office managers to select and sort Reserve GI Bill data, suitably arrange the data based on local needs, and export the data to external application for printing, e-mail, or additional manipulation.  This folder supplies GI Bill and related personnel data once provided through PDS and PC III.

8.34.1. Responsibility:  Active Duty, Air Force Reserve, and Air National Guard Education/Training managers are responsible for maintaining GI Bill data on members assigned or attached to Air Force installations.  This includes:  The entry, day-to-day maintenance, and reporting of each member’s GI Bill information.  The Reserve GI Bill Folder assists managers by allowing the group selection and sorting of GI Bill data.  This folder is a query only application.  Managers have the capability of obtaining data at Unit and Base level. 

8.34.2. Navigation.

8.34.2.1.  ANG MPF:  Select Retention Office Manager and Reserve GI Bill Folder.  Click the open button or double click each selection.  The view Reserve GI Bill Folder will appear.

8.34.3.  Query Procedures.

8.34.3.1.  Individual Query:  Tab to the SSAN field and type the member’s SSN.  Click the Find button.  The member’s data will populate the lower portion of the folder.

8.34.3.2.  Click the Reset button to clear the current query before performing a new query.

8.34.4.  Group Query:  Up to four different criteria may be updated to select a group of personnel.  Place the cursor in the Primary Category field and select the List of Values (LOV) button.  This will display the following options:

· ACADEMIC_LEVEL_DATE

· AFR_MANDATORY_SEPARATION_DATE

· AFR_SECTION_ID

· CAFSC

· DATE_INIT_ENT_MIL_SVC

· DATE_OF_ENLISTMENT

· DIERF

· DT_ASGN_MPF

· ED_LVL

· EFF_DATE_EDSCA

· MEMBER_TYPE

· EXPIRATION_TERM_OF_SERVICE

· MGIB_ELIG_START_DATE

· MGIB_ELIG_STATUS

· MGIB_ELIG_TERM_DATE

· MGIB_EXECUTION_DATE

· MGIB_RECOUP_STATUS

· OFF_SYM

· PAS

· PAY_DATE

· RECORD_STATUS

· SERVICE_COMPONENT

Figure 8.7. View Reserve GI Bill Folder (Group Inquiry)
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8.34.4.1.  After selecting an option click the OK button.  Another window with the available values will appear.  Use the same procedure for subsequent group selection categories.  The select criteria will populate the Group Selection Fields.  After completing the desired selection criteria, click the find button to execute the query.

8.34.5.  A task flow button is included at the bottom of the folder to allow you to go directly to the Reserve GI Bill update area.

8.34.6.  Miscellaneous.

8.34.6.1.  After obtaining folders results based on a particular selection criteria, the results can be saved as “standard” folder for later use.  Example:  There may be a recurring requirement for a listing of all members in a particular PAS_CODE.  Once the user defines the criteria, performs the query, and the results returned, the user may save the folder criteria for future reports.  From the “Folder” pull down menu, click “Save as”, and type a folder name. 

8.34.6.1.1.  Any Folder customizations, such as hidden columns, rearranged columns, etc., will automatically display whenever the saved folder is opened.

8.34.6.1.2.  The saved folder can also automatically ask, when opened, if the user prefers to display a subset of the original definition.  That is, if the user sometimes needs the PAS Code folder (mentioned above) to show SSgts only, he or she can allow for that need by using “Autoquery”.

8.34.6.1.2.1.  Set Autoquery to “Always”, “Never”, or “Ask each time”.  This sets the folder to display all the records from the original saved query.

8.34.6.1.2.2.  If either “Never” or “Ask each time” is selected, the user will be able to pause to further define the select criteria before displaying the records.

8.34.6.1.2.3.  When “Always” is selected, the folder will immediately display all records from the original criteria whenever it is opened.

8.34.6.2.  To open a saved folder, proceed to the Folders pull-down menu, click the Open button and select the previously named folder from the list of available folders.

8.34.6.3.  Using the Export option from the Special pull-down list, any data returned from group selection queries can be exported to Microsoft Excel or to a text file.  The data exported can be manipulated further, saved, and printed from that application.  Reports extracted through the ADE function into Excel can also be E-mailed to other training managers, staff personnel, and commanders.

*8.35.  Military Equal Opportunity (MEO) Folder.  This process allows the Base Military Equal Opportunity managers to select and sort MEO data, arrange the data based on local needs, and export the data to external applications for printing, e-mail or additional manipulations.  This folder supplies MEO and related personnel data once provided through PDS and PC III.

8.35.1.  Responsibility:  The Active Duty Military Equal Opportunity managers are responsible for maintaining MEO personnel data on members assigned or attached to Air Force installations.  This includes the entry, day-to-day maintenance, and reporting of each member’s MEO information.  The MEO Folder assists manager by allowing the group selection and sorting of MEO data.  This folder is a query only application.  Managers now have the capability to obtain data at Unit, Base, and Wing level.

8.35.2.  Navigation.

8.35.2.1.  Active Duty MEO Office:  Select Tng/Equal Opportunity Folder and click the Open button.  The Equal Opportunity Folder will appear.

8.35.3.  Update Procedures.

8.35.3.1.  In the MEO Folder, place the cursor in the Primary Category and click the List of Values (LOV) button.  Select the appropriate category or data name from the list and click the OK button.  Depending on the selected category, another window may appear.  Continue by selecting the appropriate value or code from each list and click the OK button.  Up to four categories and values are allowed.  Proceed to the 2nd, 3rd, and 4th category as needed and follow the steps above.

8.35.3.2.  After updating all categories and selections, click the Find button.  The bottom portion of the MEO Folder will populate with a list of member’s meeting the select criteria.

8.35.3.3.  Data is not updated from this folder.

8.35.5.  Query Procedures.

8.35.5.1.  Individual Query:  Individual queries based on Name and SSAN are made, by using the upper portion of the folder.  Example: Type the last name into the Full Name field, followed by pressing the return key.  A Name window will appear listing all members with the same last name.  After selecting the appropriate name click the OK button.  The selected name will populate the Full Name field in the folder.  Click the Find button to display all pertinent Ancillary Training and associated personnel data in the fields listed in the bottom portion of the folder.

8.35.5.2.  Group Query:  Place the cursor in the Primary Category field and click the LOV button.  Select the appropriate designator from each of the following windows and click the OK button.  After completing the desired selection criteria, click the Find button to perform the query.  The requested data will populate the fields in the bottom portion of the folder.

8.35.6.  Data Manipulation.

8.35.6.1.  Clicking the Folder Tools button on the main toolbar, the user may accomplish various data manipulations.  Using the “Show Order-By” option available from the Folder pull-down menu, member records can be sorted in ascending or descending order of data in any of the first three columns.  Any column can be moved to one of the first three column positions for sorting.  Additional sort methods exist.  The user may Tab to any column of data to place the cursor in a columnar field.  Example:  Once the cursor has been placed in the Office Symbol field, press the F7 function key to enter the query mode.  A “C” followed by a percent sign (i.e., C%, and press the F8 function key to execute the query.  This action will return all members from the prior query results with an Office Symbol beginning with a “C”.

8.35.6.  Miscellaneous:  After obtaining folder results based on a particular set of selection criteria, the results can be saved as a “standard” folder for later use.  Example:  There may be a recurring requirement for a listing of all members in a particular PAS_CODE.  Once the user defines the criteria, performs the query, and the results returned, the user selects “Save As” from the Folder pull-down list.  A name for the folder must be typed.  Click on “Ask each time” and “Public” are selected and click the OK button.  This action will save the folder for later use.  Opening the folder is accomplished by going to the Folders pull-down list and selecting Open, and selecting the folder previously named from the list of available folders.

8.35.6.1.  Any Folder customizations, such as hidden columns, rearranged columns, etc., will automatically display whenever the saved folder is opened.

8.35.6.2.  The saved folder can also automatically ask, when opened, if the user prefers to display a subset of the original definition.  That is, if the user sometimes needs the PAS Code folder (mentioned above) to show SSgts only, he or she can allow for that need by using “Autoquery”.

8.35.6.2.1.  Set Autoquery to “Always”, “Never”, or “Ask each time”.  This sets the folder to display all the records from the original saved query.

8.35.6.2.2.  If either “Never” or “Ask each time” is selected, the user will be able to pause to further define the select criteria before displaying the records.

8.35.6.2.3.  When “Always” is selected, the folder will immediately display all records from the original criteria whenever it is opened.

8.35.6.2.4.  The user can allow other users logged into the same responsibility to have access to the saved criteria by highlighting the “Public” field

8.35.6.3.  To open a saved folder, proceed to the Folders pull-down menu, click the Open button and select the previously named folder from the list of available folders.

8.36.6.4.  Using the Export option from the Special pull-down list, any data returned from group selection queries can be exported to Microsoft Excel or to a text file.  The data exported can be manipulated further, saved, and printed from that application.  Reports extracted through the ADE function into Excel can also be E-mailed to other training managers, staff personnel, and commanders.

*8.36.  Extension Course Institute (ECI) Actions.  This process supports the base-level management of data regarding mandatory Career Development Courses and voluntary Professional Military Education courses. This function allows Education Offices and Unit On-the-Job Training/Base Training Offices to update course requests for electronic interface with the Air Force Institute for Advanced Distributed Learning or AFIADL (formerly the Extension Course Institute) Maxwell AFB, AL.

8.36.1.  These ECI Actions include:  Canceling Open ECI Enrollments, Extending Open ECI Enrollments for Four Months, Change Open ECI Enrollments, and Order an Exam.

8.36.2.  Previous Personnel Data System (PDS) PTIs replaced with this application include:  ECC (Change Enrollment), and ECX (Cancel, Extend Existing Enrollment/Order an Exam).

8.36.3.  Responsibility:  This process replaces updates accomplished through PTI ECI and ECX in PDS.  Applicable record types are officer and enlisted active duty, Air National Guard, and Air Force Reserve.  For Active Duty members, the Base Education Office (voluntary courses) or On-the-Job Training managers (mandatory courses) update member enrollment data.  For ANG and Air Force Reserve members, the MPF Base Education and Training accomplishes the update.

8.36.4.  Update Procedures.

8.36.4.1.  From the People folder, place the cursor in the first blank "SSAN" field and press the F7 function key to enter the query mode.  Type the SSN in the SSAN field and press the F8 function key to execute the query.

8.36.4.2.  The query will provide the name of the individual being searched.  If a list of names is provided, select the record being updated by clicking in that member’s Full Name field.

8.36.4.3.  Click the "ECI Course Info" button.  This will display the ECI Vol Course Mailing Address window for voluntary (PME) enrollments, or the ECI Mand Crs Mailing Address window (mandatory courses:  CDCs).
8.36.4.4.  By clicking the Detail field, the address window appears.  The student’s address MUST be updated in order to enroll in an ECI course.  The fields except Street Address 2nd are required updates.

8.36.4.5.  Voluntary Enrollments:  Unit Mailing Address, Street Address, Base, State, ZIP Code, and Plus 4 ZIP.

8.36.4.6.  Mandatory Enrollments:  Street Address 1st, Street Address 2nd, City, State, ZIP Code, and Plus 4 ZIP.




8.36.4.7.  After making the appropriate changes, click the OK button.

8.36.4.8.  Save the updates by clicking the save button.

8.36.4.9.  Clicking the ECI Update button will open the ECI Course Info form listing all ECI courses the member has on file.

8.36.4.10.  To view past course details, click the descriptive flexfield ([ ]) box at the end of the row containing the course ID in question.

8.36.4.11.  To add a new line, click the first blank "Detail" field on the ECI Course Info form, the ECI form displays with a blank Course Name field ready for update, using the LOV to select a course.

8.36.4.12.  The Additional Person Analysis Details window will appear next with fields such as ECI Action, Enrollment Reason, TCO Zip Code, Status, Status Date, Begin Date, etc., are available for update or review.

8.36.4.13.  Change an Open ECI Enrollment:  The only fields users are allowed to change for an open enrollment are: ECI Action, TCO ZIP Code, and the member’s Address.  Update:  ECI ACTION:  2 - Change Enrollment (LOV is available), and TCO ZIP Code:  LOV is available.  Click the OK button and save the update by clicking the save button.

8.36.4.14.  Cancel an Existing Enrollment.  Update:  ECI Action:  3 - Cancel Enrollment for Existing Course.  Click the OK button and save the update by clicking the save button.  Note:  If the cancellation occurs on the same day in which the enrollment was initially entered, it qualifies as a “Cancellation of a Same-Day Enrollment.”  In these instances, after the ECI Action Code 3 is saved, the ECI Action Code will automatically change to ECI Action Code 6 - Cancel Same-Day Enrollment.

8.36.4.15.  Extend an Existing Enrollment:  ECI Action:  4 - Extend Enrollment.  Click the OK button and save the update by clicking the save button.

8.36.4.16.  Order an Exam:  ECI Action:  5 - Order Exam.  Click the OK button and save the update by clicking the save button.

8.36.5.  Miscellaneous.

8.36.5.1.  Some updates for ECI courses are mandatory.  Updating the ECI Course Name is required, and a List of Values (LOV) containing current courses is available.

8.36.5.2.  On the "Additional Person Analysis Details" window, update of "ECI Action", Enrollment Reason", "Status",  "Begin Date", and "TCO Zip Code" are mandatory for enrollments.  LOV is available for all, but "Begin Date".

8.36.5.3.  For initial enrollments, "ECI Action" update must always equal "1" (Enrollment).  "Status" update must always equal "11" (Course Enrollment - Request to ECI).

8.36.5.4.  "Seminar" is required for enrollment in certain officer courses (when the word "Seminar" is identified in the course title), but will cause a reject in all other courses.

8.36.5.5.  "Enrollment Category" is a derived field.  This means it will be filled in automatically to indicate the member’s Service Component (such as Active Amn, Officer ANG, etc.) after an update has been saved.

8.36.6.  Output Product(s).

8.36.6.1.  ECI actions produce a variety of Transaction Registers (TR) and alert messages.

8.36.6.1.1.  Transaction Registers (TR).

8.36.6.1.1.1.  MEMBER HAS BEEN ENROLLED IN MANDATORY ECI COURSE (INSERT COURSE NUMBER).

8.36.6.1.1.2.  ENROLLMENT IN VOLUNTARY COURSE (INSERT COURSE NUMBER) HAS BEEN REQUESTED.

8.36.6.1.1.3.  THE FOLLOWING ECI ACTION CANCELLATION HAS PROCESSED WITH THE FOLLOWING ECI COURSE INFORMATION (INSERT COURSE NUMBER) ON  (INSERT TRANSACTION DATE).

8.36.6.1.1.4.  REQUEST FOR COURSE EXAM (INSERT COURSE NUMBER) HAS BEEN SENT TO ECI.

8.36.6.1.1.5.  A FOUR-MONTH EXTENSION HAS BEEN REQUESTED FOR ECI COURSE (INSERT COURSE NUMBER).  INFORMATION ONLY.  NO ACTION REQUIRED.

8.36.6.1.2.  Alert Messages.

8.36.6.1.2.1.  MEMBER MUST HAVE A VALID ADDRESS IN SYSTEM BEFORE REQUESTING ENROLLMENT ON RECORD STATUS = 18, 19, 28 or 29.

8.36.6.1.2.2.  ECI ACTION, COURSE NAME, BEGIN DATE, ENROLLMENT REASON, STATUS AND TCO ZIP CODE MUST BE INPUT FOR ENROLLMENTS.

8.36.6.1.2.3.  STATUS MUST ALWAYS EQUAL '11' WHEN UPDATING ECI ACTION TO  '1'.

8.36.6.1.2.4.  MEMBER DOES NOT MEET THE GRADE REQUIREMENTS FOR THE COURSE AND TO CONSULT THE ECI CATALOG.

8.36.6.1.2.5.  ENROLLMENT FOR THESE COURSES IS RESTRICTED TO OFFICER MEMBERS.

8.36.6.1.2.6.  ENROLLMENT REJECTED.  OFFICER HAS NOT BEEN SELECTED FOR MAJOR.

8.36.6.1.2.7.  ENROLLMENT REJECTED.  STUDENT DOES NOT MEET THE GRADE REQUIREMENTS FOR THIS COURSE.  CONSULT THE ECI CATALOG.

8.36.6.1.2.8.  ENROLLMENT REJECTED.  ACTIVE DUTY MEMBERS ARE NOT ELIGIBLE FOR ENROLLMENT IN THIS COURSE. 

8.36.6.1.2.9.  CONTACT HQ AFOSI TO ENROLL IN THIS COURSE.

8.36.6.1.2.10.  ENROLLMENT REJECTED.  AUTOMATED ENROLLMENT IN EXPLOSIVE ORDINANCE DISPOSAL COURSE IS NOT ALLOWED.  CONTACT THE USAF FUNCTIONAL MANAGER.

8.36.6.1.2.11.  RE-ENROLLMENT IN THIS CDC IS NOT AUTHORIZED.  MEMBER HAS FAILED TO PROGRESS OR HAS WITHDRAWN FROM THE CDC COURSE.  REFER ANY QUESTIONS TO YOUR MAJCOM EDUCATION AND TRAINING SECTION.

8.36.6.1.2.12.  RE-ENROLLMENT IN THIS COURSE IS NOT AUTHORIZED.  MEMBER HAS PREVIOUSLY FAILED THIS COURSE.  REFER ANY QUESTIONS TO YOUR MAJCOM EDUCATION AND TRAINING SECTION.

8.36.6.1.2.13.  WHEN ENROLLING STUDENT IN COURSES 00024A - 00029Z, SEMINAR NUMBER MUST REMAIN BLANK.

8.36.6.1.2.14.  ENROLLMENT REJECTED.  CANNOT MANDATORY ENROLL IN A PME COURSE.  USE ENROLLMENT REASON = N.

8.36.6.1.2.15.  COURSE NUMBER CANNOT BE CHANGED.

8.36.6.1.2.16.  ECI ACTIONS 3 - 6 ARE NOT ALLOWED FOR COURSES 00020A - 00049Z.

8.36.6.1.2.17.  COURSE DETAIL MUST BE ON FILE FOR ECI ACTIONS 2 - 6.

*8.37.  Air Force Automated Education Management System (AFAEMS) File Exchange Report.  The Air Force Automated Education Management System (AFAEMS) is a local stand-alone Education Office automated system used to manage the Tuition Assistance Program.  This report will select Active Enlisted and Officer employee-specific data from HR, creating a file used to upload data into the local base level Education AFAEMS to track and monitor Tuition Assistance Management.

8.37.1.  Responsibility:  Active Duty Base Education Service Offices are responsible for producing this report.

8.37.2.  Navigation Path:  Select Reports, and Submit Process.  Click the Open button or double-click after each selection.  The Submit Process window will appear.

8.37.3.  Update Procedures.

8.37.3.1.  From the Submit Requests window and with the cursor in the Name field, click the LOV button, select Air Force Automated Education Management System Extract (REAEMS) from the list and click the OK button.

8.37.3.2.  At this point, the user may desire to change the Print Options.  Adjust the number of copies, the Output Style (LOV is available), and/or the Printer ID (an LOV is available).

8.37.3.3.  Click the box labeled “Save Output” if it is necessary to maintain a copy of the report in the system.

8.37.3.4.  Change the Run Options:  Set the Resubmit box to show how often the Report will be created using the same criteria, i.e., Never, At a certain day/time, or at a certain Interval of days.  Set the period in which the resubmission will begin and end.

8.37.3.5.  Click the Submit button.  The details about the report will show in the Submission History area in the lower portion of the window.

8.37.3.6.  For report tracking purposes, write down the Request ID number from the Submission History area.  Note:  If this report is run on a large base, it can take a while to complete.  Exit the application and continue later, depending on the number of records maintained by the Education Office.

8.37.3.7.  Click on the word Help located on the main menu, and select View My Requests.  A Request window will appear.

8.37.3.8.  The identification number will appear in the Request ID column.  The progress of the report will appear in the Phase column (i.e., Pending, Running, or Completed).  The Status of the report will appear in the Status column (i.e., Normal or Error).  Note:  If an Error appears the report did not run successfully.  Click the Request Log button to display the error message.

8.37.3.9.  If the report has completed successfully, click the Report button at the bottom of the window; the completed report displays in Notepad.

8.37.3.10.  Save the report as a  .TXT file by selecting File from the top line menu, scroll down to Save as, and click once.  In the File Name field, type AFAEMS.TXT and press the Tab key.

8.37.3.11.  In the Save as type field, use the pull down arrow to select “Text Documents (*.txt)”, if not already selected.  Click the Save button.  Close the Notepad.

8.37.4.  Output Product(s):  The Report will provide the following data item information for each of the employees:
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