AIRMAN LEADERSHIP SCHOOL TRAINING GUIDE

BUILD REQUIREMENTS

Build requirements using the below screens when the requirements do not exist in OTA already.  

1.  Double click on TRQI Requirements
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2. Type in the TRQI, Course ID (ensure there is proper spacing within the course ID), FY and Priority. NOTE:  If the requirements already exist, an error block will pop up.

3. Tab to NET (put first day of the FY), NLT (last day of the FY) and the amount of allocations needed for entire FY.
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4. Type in any TRQI remarks needed and hit Release.  This will release your requirements to the course owner so that seats may be allocated.

CHANGE REQUIREMENTS

Use these screens when requirements already exist, but modification needs to be done.

1.  Hit F7, type in the TRQI, Course ID, FY and Priority.  Hit F8.  Screen will populate.
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2. Change the existing requirements in the “current” block and hit release.  This will release the requirements to the course owner so that seats may be allocated.

Note:  Course owner must validate requirements before seats can be allocated.

Note:  Requirements can not be blanked out once a course owner has taken action against the requirements.

OWNER REQUIREMENTS

Use these screens to answer the requirements built for a course so that seats may be allocated.
1.  Double click on Owner Requirements.
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2.  Hit F7, type in the TRQI, Course ID, FY and priority.  Hit F8.  Data will populate.
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3. Click in the Owner blocks and validate the requirements as shown above.

4. Type in any remarks in the Owner remarks.

5. Hit the release button.

BUILD MAINTAIN CLASS AND ALLOCATIONS
Use these screens to build classes under a certain course.

1. Double click on build and maintain class and allocations.
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2. Type in the class number in the “title” block.

3. Type in the course ID in the “activity” block.

4. Type in the CSD in the “from” block.

5. “To” block should automatically populate.

6. Click in User Status, select LOV (T-tentative).

7. Hit the yellow disk at the top of the screen to save. 
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8. Hit the aqua Z at the top of the screen.

9. Click on the blue space of Class Definitions.

10. Click in the first blank line of the details block below.
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11. Cls Training Location – select the location by clicking the LOV.

12. Confirmation date – type in a date.

13. Minimum attendees – type in a number.

14. Maximum attendees – type in a number.

15. Travel Status Locked – Y or N.

16. Pers ID Flag Locked – Y or N.

17. Click OK.

18. Hit the yellow disk at the top to save.
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19.  Go back to the main form and change the status to Active.  Save.
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20. Hit the aqua Z at the top again.

21. Click on the blue space of Class Definitions.

22.  Click in the first blank line in the details block below.
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23. TRQI – Hit the LOV and select
24. Allocation Status will automatically update.

25. Go down the screen and allocate the seats in the appropriate blocks.

26. Click OK.
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27. Click on the yellow disk at the top to save.
LOAD STUDENT WITHOUT TLN (FORCE GAIN)

Use these screens to force gain students into a class that they were not projected for.

1.  Double click on Report Student without a TLN.
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2. Type in the TRQI member is assigned to.

3. Type in the course ID or hit the LOV and select.

4. Type in the class ID or hit the LOV and select.

5. Type in the quota type.

6. Type in the student status (ET).

7. Type in the student status effective date (usually the class start date).

8. Type in the SSAN (the gender, name, mil status, current and projected grade, current and projected PAS will automatically populate).

9. Type in the actual travel status or hit the LOV and select.

10. Type in any remarks.

11. Click on SAVE.  Record will save and the S-TLN will populate the TLN block on the form.
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S-RECORDS PROCESSING

Use these screens to process the S-Records.

1.  Double click on Process S-Records.
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2. Hit F7, type in the TLN, hit F8.  Data will populate.

3. Click in the MAJCOM Confirm button.

4. Click SAVE/MERGE TLN.   Suspense TLN will change from the S-TLN to the first four digits of the TRQI responsible for the member.
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DELETE AN S-RECORD

Use these screens to delete an S-Record.

1.  Double click on Report Student without a TLN.
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2. Hit F7, type in the TLN in the TLN block, hit F8.  Screen will populate.

3. Click on the Delete S Record at the bottom.  A decision block will pop up, click yes.  Record will be deleted.
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UPDATE STUDENT STATUS

Use these screens to update student status.

1.  Double click on Update Student Status.
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2.  Hit F7, type in the TLN, hit F8.  Data will populate.
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3.  Click in the New Student Status block and type in the student status, or hit the LOV and select.
4.  Click in the New Student Status Effective Date and put in the date the student entered training.

5.  Hit Save at the bottom.  The student status and date will move to the Current Student Status and date.
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NOTE: To graduate a student, follow the same procedures, but the code will be a GE# code.  To eliminate a student, use the elimination codes, etc.

NOTE:  If an error is made (only if the entered or graduation codes/dates are wrong…an elimination cannot be backed out) use code CS.  Type in CS in the new student status and hit save.  It will automatically populate the last student status prior to the one removed.

CLASS ROSTER

Use these screens to pull a class roster.
1.  Double click on class roster display.
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2. Click in the Group Selection Option.  

3. Click in Primary Category, click on LOV and select course number.  Once box pops up, select the appropriate course ID.

4. Click in 2ND Category, click on LOV, select class start date.  Type in the class start date.

5. Click in 3rd Category, click on LOV, select Quota Status, select A.

6. Hit find.  Data will populate.  Export the data into excel by following screens on page 10-12.
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EXPORTING PROCEDURES

1. Export the data as follows:

2. Data should be populated in lower half of the form.
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3.  Click on Action (at the top) and export.
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4. Click on “To a text file” and name the file (no longer than 8 characters.xls)

5. Click on Export.  Data will continue to export every 100 lines, unless the button “continue to end” is clicked.
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6.  Box will appear when the exporting is completed.
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7. Import the data into excel by opening My Computer and then Temp file.  
8.  Save it to “my documents, as an excel 5.0 file and then making any changes as necessary by going into page setup/print preview/etc.
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