STUDENT ACCOUNTING TRAINING GUIDE
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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REPORT A STUDENT WITHOUT A TLN (ADD A PERSON)

Use these forms when force gaining a student who is not ADAF.
1.  Double click on Report a Student without a TLN.
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2. Type in the TRQI.

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. Click on Add Person at the bottom of the form.
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6.  Click NO on changing the current date.
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7.  Type in the last name.

8.  Type in the first name.
9.  Type in the title if it is a civilian.

10.  Type in the middle initial (if applicable).

11.  Choose male or female.

12.  Click on “type” and it will automatically choose external.

13.  Hit SAVE then once it has saved, click on the EXTRA PERSON button at the bottom.
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14. Type in the military status or hit the LOV and select.
15. Type in the current grade or hit the LOV and select.

16. Type in the current PAS or hit the LOV and select.

17. Hit OK.

18. Hit the yellow disk at the top to save.
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19. Once record is saved, it will return to original force gain screen.  

20. Type in the quota type.

21. Type in the student status (ET).

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

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

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

25. Type in any remarks.

26. Click on SAVE.  Record will save and the S-TLN will populate the TLN block on the form.
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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.

COURSE/CLASS TRANSFER
Use these screens to do a course/class transfer.

1.  Double click on course/class transfer.
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CLASS TRANSFER

2. Hit F7, type in the TLN or SSAN if known, Hit F8.  Data will populate.

3. Select Class Transfer option, within the new class number the student should be moved to.

4. Select student status (type it in or use the LOV and select) and date.

5. Hit SAVE at the bottom of the form.
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COURSE TRANSFER
2. Hit F7, type in the TLN or SSAN, hit F8.  Data will populate.

3. Select course transfer (system will only allow courses that are authorized for transfer).

4. Select new Course in the New Course block.

5. Select new class number in the New Class Number block.

6. Type in the student status and date.

7. Hit Save at the bottom of the form.
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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.

[image: image19.png]Action Edt Quety Go Folder Special Help Window

7| FlF%) 0] Esf=A2 2
=lox|
Class Rosters
Course # Class#| csD 6D
Tng Lo
Cot | TRa! [ sSN Narme
[ Group Selection Option
Prirary Category 2nd Category 3rd Category 4th Category
[COURSE_NUMBER [CLASS_START_DATE [QUOTA_STATUS
[MAFSNCOA 100 [F To_DATE(21JUL2003,0D [IN (A*"C)
Reset Find
Course Number Class Number csD 6D N TR
| IGSIETMEI  [2003E MAFSNCOA 100 [p1UC2003 [04-SEP2003  [MX20301268 [MX20
MAFSNCOA 100 [20USE MAFSNCOA 100 [1JUC2003 [p4-SEP2003 [ MX20301269 [MX20
MAFSNCOA 100 [2003E MAFSNCOA 100 [1JUCZ003 [p4-SEP2003 _ [BBOU3000TS [AMTY
MAFSNCOA 100 [2003E MAFSNCOA 100 [1JUCZ003 [04-SEP2003 _|PFIM300056 |AMTS
MAFSNCOA 100 [2003E MAFSNCOA 100 [1JUCZ003  [04-SEP2003 [DMIL301279 |AMTS

)

Count 5 v

=181]





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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