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PREFACE
Introduction

This manual implements the Training and Education Application Management System and provides an overview of TEAMS and its products.  It also describes step-by-step processes in the requesting of courses and management of course quota allocations in accordance with the users’ functional level permissions.  Brief instructions are provided on accessing additional products to aid in the decision-making process regarding training for members.  This manual applies to personnel working in education and training functions at the MAJCOM (HQ ANG) and wing level with view only access available for recruiters and unit training managers.

Future Update Releases

In order to achieve a high degree of customer service it will be necessary for TEAMS to gradually evolve to enhance its processes and performance.  Notifications regarding update releases to the system will be posted on the TEAMS homepage as soon as they have been accomplished.

How To Use This Manual

To achieve the best results from this manual, first make a printed copy of this guide then follow each step in sequence.  

Technical Questions

Refer technical questions to the System Administrator at HQ ANG/DPYD, DSN 327-5908 or COMM (703) 607-5908 or via an email to MSgt Jacks at Kalynn.Jacks@ngb.ang.af.mil.
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(fig. 1 LG1)

Step 1.  Log on to the AFPC website at www.afpc.randolph.af.mil. Double click on the Site Index (blue menu bar) at the top of the homepage. 
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(fig 2 LG2)

Step 2.  Double click on Air National Guard Stats.
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(fig 3 LG3)

Step 3.  Click the plus sign for Interactive Applications.   Save to Favorites for faster access to this web page.
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(fig 4 LG4)

Step 4.  Double click Retrieval Applications.
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(fig 5 LG5)

Step 5.  Click OK.
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(fig 6 LG6)

Step 6.  First time users click AF Military or Civilian Registration.   

Note:   Previous users may need to register again if password has expired.  For assistance with creating passwords contact DSN 665-2233 or email dpsarabr@afpc.randolph.af.mil . 
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(fig 7 LG7)

Step 7.  Complete the information above then click Continue.   Insure MAJCOM and Marital Status data matches MilPDS system data.
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(fig 8 LG8)

Step 8.  Click on Password Rules button to view rules.  Insure email address and DSN Phone are entered correctly.   Build a password then click Register.
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(fig 9 LG9)

Step 9.  Once registration is complete click Go Login.
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(fig 10 LG5)

Step 10.  Click Ok. 
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(fig 11 LG6)

Step 11.  Using the newly created Password log in to the Retrieval Applications Website.  Note:  Three unsuccessful log in attempts will lock out the user. Contact AFPC/DPSARA at DSN 665 -2233.  

The Retrieval Application Website is accessible from dot mil domains only.
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(fig 12 LG10)

Step 12.  The links page will display the applications available to the user.   Click End Session.  Next contact the System Administrator, DSN 327-5908 to request access to TEAMS then repeat Log In starting at Step 11.
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(fig 13 LG11)

Step 13.  Now the links page will show the TEAMS application as being available to the user.   Click the underlined word TEAMS to access the application from this point.

Chapter 2

Base Education and Training Manager
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(fig 1 BM1)

Welcome to TEAMS!  New information pertaining to this application will be added to the scrolling text above.  Move the mouse over the scrolling text to pause and read.

Step 1.  Next, click the Allocation Wizard.
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(fig 2 BM2)

This page will appear.
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(fig 3 BM3)

Step 2.  Use the drop down menu to select search criteria, i.e., Course ID, PDS Code, or Course Title.  Note: Only CC10 courses are available at this time.

Examples:

Course ID “3S031”

PDS Code “998”

Course Title “BASIC MILITARY TRAINING”
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(fig 4 BM4)

Step 3.  In this example, we will search for allocations for Basic Military Training.  Type “Basic Military” in the For: box and click Search.
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(fig 5 BM5)

Step 4.  Click on the Course ID.  (Depending on the search criteria, additional courses may be listed.)
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(fig 6 BM6)

Step 5.  Click on the [image: image22.png]


 button at the bottom of the screen or double click the Course ID.
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(fig 7 BM7)

The display shows Class Number, Start Date, Graduate Date, Class Length and the following:


(OTA) Alloc. is the TOTAL allocations for ANG.


(OTA) Sub Alloc. is the number of allocations already booked.


TEAMS Alloc. lists the remaining allocations available.


Pending Actions lists the number of requests awaiting PTM action.

Use the following as needed: [image: image24.png]


 to go to previous screen, [image: image25.png]


 to go to the next screen, [image: image26.png]Crimson Form



 (see Chapter 3), and [image: image27.png]Help



 button.

Step 6.  Click on the [image: image28.png]ETCA



 to access the Education and Training Course Announcement website.  This will open a new window where the BETM can research the course prerequisites, location, etc.

   NOTE:  This will open in a new window and remain open for further use.

[image: image29.png]il

SEARCH

12 April 1999

C

Education and Training

)

ourse Announcements

)
© m ;??)_
ALEN

3@

Department of the Air Force USAF Formal Schools





(fig 8 BMET1)

Click the Search button to research course prerequisites.  Remember, the BETM is responsible for ensuring the member meets the course prerequisites prior to requesting an allocation.

Step 7.  Click the small X in the upper right hand corner to close this window and return to TEAMS.  
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(fig 9 BM8)

Step 8.  Double click on a class date that has allocations available in the TEAMS Alloc. column.

OR

Click on a class date then click the [image: image31.png]


 button.

When TEAMS Alloc. are not available for the fiscal year, go to Chapter 3 to use the CRIMSON Form.
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(fig 10 BM9) 

Step 9.  Click in the For box to enter the member’s SSAN, including dashes.
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(fig 11 BM10) 

Step 10.  Click Search.
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(fig 12 BM11)

Step 11.  Verify the name of the member.  Double click the highlighted name 

OR

click on the [image: image35.png]Student RIP



 to bring up the member’s information.
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(fig 13 BM12)

Step 12.  Verify the student training information.  Then click the [image: image37.png]Submit Request



 button.
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(fig 14 BM13)

Step 13.  A Confirmation Number will be assigned for the request.

  Hint:  The BETM should use some type of log sheet to track all requests.   Click the [image: image39.png]Home



 button to return to the Homepage to repeat steps 1 through 11. 

After approval by the PTM, a Training Line Number (TLN) RIP will flow through the Oracle Training Application (OTA) to the BETM.

To cancel a request prior to the PTM’s approval, call or email the PTM with the member’s name, and course number.

Use OTA to cancel approved TLNs.

Chapter 3-CRIMSON Form
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(Fig. 15 BM_7CR)

Step 1.  To submit a Crimson Request, begin with Chapter 2, steps 1-8.  When there are no seats available for the fiscal year in the TEAMS Alloc. column, click on the [image: image41.png]Crimson Form



 button.    
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(fig 16 BMCR14)

Step 2.  Complete the Crimson Form.  Use the first two letters of the PAS code in the Unit box, Section 1, No. 1.  The BETM’s name must be used as requestor, Section II, No. 11.

Step 3.  Verify all information is correct and click Submit.  This will forward the Crimson Form to the PTM.  A Record ID will be assigned to this request.

Chapter 4-PTM
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(fig 1 PM1)

Step 1.    From the Home Page, select PTM Menu.

Step 2.    Select Approvals.  The screen above will come up and show pending requests, sequenced by earliest submitted.
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(fig 2 PM2)

Step 3.    Click on a name to request a SMURF to check eligibility or click on Reports & Retrievals, then click on SMURF.

Step 4.    Click on ETCA to view course prerequisites.

Step 5.    Click Yes or No for approval or disapproval.

Step 6.    Click on the pull-down menu for Reason For Disapproval.

Step 7.    Click Submit.
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(fig 3 PM3)

This is the screen that comes up after submitting all approvals/disapprovals.  The transactions have been forwarded to AFPC.

Step 6.    Click Log Off to exit system.

Chapter 5-Reports and Retrievals
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(fig 1 RR_1)

Step 1.  Click the folder for Reports and Retrievals to access SMURFS, All Courses, and Upcoming Allocations.
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(fig 2 RR_2)

Reports display as view only.  Use the scroll bar on the right to see more reports.

Chapter 7-Help Menu
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(fig 1 HM_1)

Step 1.  Click the Help folder to access AFIs.  Point and click to make selection.

Step 2.  Click Log Off to exit system.

Available Applications
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