S-RECORDS

A. PULL ALL S-RECORDS

1. TRQI Menu

2. TRQI Suspense Folder, click Open
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3.  S-Records Display
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4.  Hit F7, type in the TRQI in the block as shown, hit F8.  All records can be seen in the bottom display block.
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5.  Export the data.
B.  PROCESS S-RECORDS

1. TRQI Menu

2. Process S-Records
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3.  Hit F7, type in the S-record, hit F8.
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4.  Data will populate on that record.  Ensure that the quota type is correct.  If it is incorrect, contact the school house and ask them to fix it to the correct quota type.  If the TRQI is wrong, put the correct TRQI in the block and press SAVE/MERGE TLN and it will send it to the correct TRQI.
5.  Click cursor in the MAJCOM Confirm block in the middle of the form.  Press the SAVE/MERGE TLN at the bottom of the screen.  This will confirm the quota.
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PULL NO-SHOWS
1. TRQI Menu  

2. TRQI Suspense Folder
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3.  Click on No Show Processing.

[image: image8.png]Action Edt Quety Go Folder Special Help Window

[~ TR Suspense Folder

Reset d
Group Selection Option

Primary Category 2nd Category. 3rd Category 4th Category

TN TRQI  Course Number Class Number csD c6D

) I

Count 0




4. Click on TRQI.  Another box will pop up.
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5.  Select the appropriate TRQI.
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6. Group Selection Option – Second Category.

7. Select Class Start Date
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8.  Choose Less than or Equal to – this will pull ALL data from the present backwards.
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9.  Export the data.
NOTE: The TRQI can pull all data under their responsibilities by choosing the No-Show Processing button and then clicking on find.
CANCEL NO-SHOWS
1. TRQI Menu
2. Maintain Suballocations
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3. Hit F7
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4. Type in the TLN

5. Hit F8 – data will populate
6. Click in the Action Code, change to “W” and hit Save at the bottom.  Record will update to No Show charger to base.
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PULLING OVERDUE CONFIRMATIONS
1. TRQI Menu

2. TRQI Suspense Folder
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3.  Click on Overdue Confirmations
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4.  Click cursor in Group Selection Option.  Choose TRQI.
5.  Another block will pop up, choose the appropriate TRQI.
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6.  Choose Group Selection Option – Second Category

7. Choose Class Start Date
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8.  Select less than or equal to if ALL overdue confirmations are to be displayed.
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9.  Export the data.
PULLING EXECUTION RATES

1.  Training Folders
2.  Allocations Display
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3.  Group Selection Option – Choose TRQI
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4.  Another box will pop up, choose the appropriate TRQI.
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4. Group Selection Option – Second Category.

5.  Choose Class Start Date.
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6.  Choose “between”.  The dates will be the first day of the FY to the current date (or the last day of the last month).  Click Find.
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7.  Export the data.
