TRAINING FOLDERS GUIDE
COURSE DISPLAY FOLDER

Use these screens to display information about a course.

1. Double click on Course Display.
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2. Type in the course number or PDS code (whichever is known).
3. Hit Find.  Data will populate.
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NOTE:  This screen will display the Course ID, PDS code, status, length, etc.
NOTE:  A roster can also be pulled to display all courses under a certain course owner code, or location code.  Type it at the top and hit find.  Data will populate below.

NOTE:  Double clicking in the fields at the bottom will display further information about the course.
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CLASS DISPLAY

Use these screens to display classes in a course.  
1. Double click on class display.
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2. Click in the Course ID block and type in the course ID.  
3. Hit find.  This will pull up every class that has ever been scheduled for that course…all FY’s.
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NOTE:  To pull classes within a certain FY,  follow the next procedures.
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4. Hit F7, type in the Course ID in the bottom course number block, then scroll to the class number block and type in the FY%, hit F8.  Data will populate.
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CLASS ROSTER DISPLAY

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 16-19.
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NOTE:  The top section of the form can be used as well…follow the below procedures:
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Export the data by following procedures on pages 16-19.

REQUIREMENTS DISPLAY
Use these screens to view all requirements built for a particular TRQI or course.

1.  Double click on Requirements Display.
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2. Type in the course number in the course number block.

3. Type in the FY.

4. Type in the priority.

5. Hit Find.  Data will populate.  To get the course owner and TRQI remarks to display, double click in the course number block at the bottom.
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NOTE:  Data can also be pulled by TRQI.  Type in the TRQI at the top and hit find…data will display at the bottom.

ALLOCATIONS DISPLAY
Use these screens to display allocations for a particular course/class.

1.  Double click on Allocations Display.
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2. Type in the course number in the top block and class number or class start date (if known).

3. Hit find.  Data will populate.
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NOTE:  Data can also be pulled by using the following procedures:

4. Ensure cursor is in the course number block at bottom, hit F7, type in the course number.

5. Type in the class number, one space, course number.

6. Hit F8.  
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7.  Data is displayed.
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QUOTA DISPLAY
Use these screens to display quota information.

1. Double click on Quota Display.
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2. Click in the TLN block and type in the TLN.

3. Hit find.  Data will populate below.

NOTE:  If the SSAN is known, data can be pulled that way.  It will display every TLN ever assigned to that member.
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NOTE: To display information in the reporting instructions, double click in the TLN block at the bottom.

NOTE: Data can also be pulled by hitting F7, typing in the TLN below and hitting F8.
FUNCTIONAL OPR DISPLAY

Use these screens to display functional OPRs.
1. Double click on Functional OPR Display.
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2. Type in the course in the course number block at the top.

3. Hit Find.  Data will display below.
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NOTE: Data can also be displayed by typing the PDS code and the top, or a particular TRQI.
PROJECTED AND COMPLETED TRAINING

Use these screens to look up the projected and completed training on a member.

1. Double click on Projected and Completed Training.
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2. Type in the SSAN or the name (if known).

3. Hit Find.  Data will populate.
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The data that can be viewed in this display is all formal training courses attended (only PDS codes will be visible) along with the status and grad date.  In addition, PME data can be viewed.
STUDENT EVENTS DISPLAY

Use these screens to display information in student events folder.

1. Double click on Student Events Display.
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2. Type in the TLN.

3. Hit find.  Data will display.  The most current status will be displayed at the top.  The lines at the bottom of the screen will display the chronological order of the history of that TLN.
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NOTE: The data can also be pulled by the SSAN, but this will pull up every TLN ever assigned to that member.
ALS/NCOA ELIGIBILITY DISPLAY

Use this folder to display eligible airmen and NCO’s for ALS and NCOA

1.  Double click on ALS/NCOA Eligibility Display.

[image: image25.png]Action £ Ouzy o fode Special Help Window

Relocations and Employment:Personnel Rel
ALS/NCOA Eligibility Folder

+ Reports and Retrievals
- Relocations and Employment
- Personnel Relocations
Veriy Eligbity
ments/Separations

Dons
+ Outhound Assignments
Relocations Folder
- Formal Training
- MPF OTATra

Course

Class Display

Class Roster Display

Quota Display
Student Events Display
Out of Cycle Regs Display

Table
MPF Suspense Folder
Base Out Of Cycle Request
Confirm/Reclama/Suspense Q
Update Non-OTA Graduation
Port Call
+ Personnel Employment

+ Personnel Readiness

+ Customer Support

+ Base Training Office - AFB

+ Local Data

¥ Close Existing Windows
]

=181]

Count 0




2.  Click in Primary Category,  hit the LOV, select Current Grade (SrA for ALS or TSgt for NCOA)

3.  Click in Second Category, hit LOV, select Military Status (B)

4.  Hit Find, data will populate with eligible members from that base only

5.  Export the data into excel.
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TABLE DISPLAY
These screens will display all course owners, course managers, TRQI POC’s, and student status codes.

1.  Double click on Table display.
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COURSE OWNER TABLE
2.  Ensure the Course Owner block is pressed and click find.  Data will display.  Export by following the procedures on pages 16-19.
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COURSE MANAGER

3.  Ensure the Course Manager block is pressed and click find.  Data will display.  Export by following the procedures on pages 16-19.
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TRQI
4.  Ensure the TRQI block is pressed and click find.  Data will display.  Export by following the procedures on pages 16-19.
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STUDENT STATUS CODES
5.  Ensure the Student Status Codes block is pressed and click find.  Data will display.  Export by following the procedures on pages 16-19.
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EXPORTING PROCEDURES

1. Whatever form is open, 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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1. Click on “To a text file” and name the file (no longer than 8 characters.xls)

2. Click on Export.  Data will continue to export every 100 lines, unless the buttong “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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