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6.3.5 Concept Card

The Curricul um Managenment process in MCAIMS for Wndows is based on the
Desi gn Phase of the Systens Approach to Training (SAT). Logically, before
you can work on the concept card menu option, a duty, a task, and | earning
obj ectives nmust already exist for the course. However, if a concept card
neeting the needs for your course already exists in another course or has
been archived, you may copy or retrieve the concept card, with all the
data used to build it. The copied concept card will include ELGs, parent
TLGs, tasks, and duties. You should edit the copied elenents to ensure
they are appropriate for your course. Note that concept cards copied to
the Local ly Approved version do not include test itens; concept cards from
anot her course, archived concept cards, and retrieved concept cards may
contain test itenms under certain conditions.

Concept cards provide fornmal schools/training centers with
"snapshots" of individual |essons and adm nistrative events. They are
critical to the production of CDDs and PO's. Consequently, a concept card
nmust exi st for each | esson or administrative event in the course.

Col l ectively, these concept cards reflect the instruction each student
will receive in a course.

A concept card outlines a lesson in terns of its unique identifier,
title, annex, and total hours of student instruction. Also depicted are
the methods (with their associated hours and student-to-instructor ratios)
and nedia enployed in the | esson. Learning objectives or a |esson purpose
statenent are clearly identified as are any references associated with the
| essons. Concept cards may al so include ammunition requirenents and
appl i cabl e not es.

Lessons/ events are of two basic types:

e Academnmic - Associated with Annexes A through Y, these | essons address
required instructional content (theory and practical) or evaluation of
such subject matter.

Acadenmic lessons fall into two categories:

« Task Oriented - Instructional content relates to at | east one task
in the task list for the course and, therefore, addresses one or
nore TLO ELGs bei ng taught or eval uated.

« Lesson Purpose - Instructional content is not specifically related
to a task in the task Iist for the course and does not address any
TLO ELGCs. Each lesson includes a clearly defined | esson purpose
statement reflecting the content. They are not eval uated.

« Administrative - Associated with Annex Z, these events include all of
the non-instructional hours required to efficiently conduct the course.

It is inmportant to conplete your concept cards for all |essons
before creating the CDD and PO for two reasons. First of all, a course
cannot be upgraded to a higher status if it contains any draft concept
cards.

A draft concept card is any of the follow ng:
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An academ ¢ concept card wi thout:

e Either a | esson purpose statement or |earning objectives
« At |east one nethod code

e Valid ratios assigned to all nethod codes

e Valid hours assigned to all nethod codes

« At |east one nedia code.

An adm nistrative concept card without:
« At |east one nethod code
e Valid hours and ratios assigned to all method codes.

There is another conpelling reason to conplete all your concept
and to devel op them accurately and conpletely before attenpting to

create the CDD and PO. These two docunents sunmari ze the information

cont ai
nunber
(vice

ned within the concept cards. Note that the CDD and PO reflect the
of hours a student receives in instruction for a particular course
how long it takes the instructors to teach the course). The

information contained in the CODO)PA is critical for several reasons:

It serves as the primary resource docunment for the course

It identifies the |earning objectives that the students nust master.
It provides structure to the course by associating hours and net hods
to periods of instruction.

The PO documents a fornmal nilitary course; the PO is eval uated by
the American Council of Education (ACE) in determ ning equival ent

col I ege-1evel educational credit for a nmilitary course.

1. Fromthe Mintenance drop-down menu, choose Concept Card. The
Concept Card Mai ntenance selection |list box (Figure 6-72) opens.
Concept Card Maintenance
LESSON ID ANNEX B TLOs/ELOs
310000 A
310101 A Lesson Purpose
310102 A
310104 A Methnde/H
J0104% S =
Ll L Media
Lesson Title -
Course Introduction [-] LD (R iEEE
Beferences
Total Hours: 12.00 Academic Lesson Purpose Lesson Student Instructions
Add | Edit | Delete | Copy | Yiew | Notes | Done |
Figure 6-72. Concept Card Mi ntenance
2. Refer to Table 6-134 for an explanation of the data fields
appearing in the selection |ist box.
Tabl e 6-134. Concept Card Mi ntenance
| TEM DESCRI PTI ON

Lesson ID | Non-editable field displaying the unique code assigned to a

single, specific | esson or examw thin the course.

Annex

Non-editable field displaying the subject area groupings. A-
Y are reserved for academic |lessons; Z is reserved for
admi ni strative tine.
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| TEM

DESCRI PTI ON

Lesson
Title

Non-editable field displaying the title of the highlighted

| esson.

Not e that when you highlight a lesson id in the concept card nmi ntenance
selection list box, its total hours and concept card type appear in the
fields below the lesson title. The hours reflect the total hours that
have been assigned to the nethods of instruction used to teach the

| esson.

Tabl e 6-137 explains the requirenents for each type of concept card
depicted. |If a concept card does not contain all of the required
elements for a specific type, it will be | abeled as one of the follow ng:
a Draft Acadenmic Lesson, a Draft Task-Oriented Lesson, a Draft Lesson
Pur pose Lesson, a Draft Acadenic Exam or a Draft Adm nistrative Event.

Tabl e 6-137. Concept Card Requirements by Type
Type Annex Exam Box O'Iglear ning Lesson Met hods Ratio Hour s Medi a Ammo
j ectives Pur pose
Academ ¢ AY Not At | east Not At | east Must be Must be At | east one | Optional
Task- checked one nust al | oned one nust assi gned assi gned nust be
Oiented be present be present to each to each present
Lesson nmet hod nmet hod
Academi ¢ AY Not Not Must be At | east Must be Must be At |east one | Not
Lesson checked al | oned present one nust assi gned assi gned nmust be al | oned
Pur pose be present to each to each present
Lesson net hod net hod
Acadeni ¢ AY Checked At | east Not At | east Must be Must be At |east one | Optional
Task- one nust al | oned one nust assi gned assi gned nust be
Oriented be present be present to each to each present
Exam nmet hod nmet hod
Admi ni s- z Not Not Not At | east Must be Must be Opti onal Not
trative checked al | oned al | oned one nust assi gned assi gned al | oned
Event be present to each to each
net hod net hod

3. As summarized in Table 6-136, only certain conmand buttons are
avai |l abl e to you based on the status of the course with which you
are working. |If available, click on the desired command button.

Tabl e 6-136. Access to Concept Card Functions
COMVAND BUTTON WORKI NG | APPROVED | SUBM TTED
Add Yes No No
Edit *Edit Phase, Group, & Last Review Only Yes Yes* Yes**
**\iew Only
Del et e Yes Yes No
Copy *Archive Only Yes Yes* Yes*
Vi ew Yes Yes Yes
TLGs/ ELGCs *View Only Yes Yes* Yes*
Lesson Purpose *View Only Yes Yes* Yes*
Met hods/ Hour s *View Only Yes Yes* Yes*
Medi a *View Only Yes Yes* Yes*
Ammo Requi renent s *View Only Yes Yes* Yes*
Ref er ences *View Only Yes Yes* Yes*
Student Instructions *View Only Yes Yes Yes*
Not es *View Only Yes Yes Yes*
6.3.5.1 Add
This conmmand all ows you to add a concept card for your course. Note that

the basic information you enter be included in the

Concept Card Report.

in this dialog box wll
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Tabl e 6-137 sunmarizes the availability of this command based on
course status. |If available, continue with the follow ng steps.

Tabl e 6-137. Access to Add Concept Card
COVWAND BUTTON WORKI NG APPROVED | SUBM TTED
Add Yes No No

1. Fromthe Concept Card Maintenance selection list box (Figure 6-72),
click on Add. The Concept Card Add dial og box (Figure 6-73) opens.

Concept Card Add

ANNEX: LESSON ID:

LESSON TITLE:

PHASE: GROUP: I
LAST REVIEW: |1999/03111

HOURS: 0.00 |

" EXAM?

Spell Check | Save | Exit wjo Save |

Figure 6-73. Concept Card Add

2. Referring to Table 6-138 for an explanation of the data fields,
enter the required information to create a concept card for a

| esson.
Tabl e 6-138. Concept Card Add
PARAVETERS/
| TEM DESCRI PTI ON EORVAT

Annex From the drop-down list, select the annex 1 al pha
(subj ect area) to which you want to assign this |character
concept card. Use Annex Z for al
adm nistrative events.

Lesson I D | Unique code assigned to this specific Iesson or |Up to 10
adm ni strative event. You nust conplete this al phanuneric
field to save this record. characters,

def aul t
upper case

Lesson Title (generally reflecting content) assigned Up to 75

Title to |l esson or administrative event. You nust al phanuneri c
conplete this field to save this record. characters.

Phase The phase of the course (week, nmonth, etc.) Up to 4
during which the specific | esson or event takes |al phanumeric
place. Optional field entry. characters

Group The instructional group or section responsible Up to 3
for devel oping or teaching this | esson. al phanuneri c
Optional field entry. characters

Last Date this concept card was | ast nodified or yyyy/ nmi dd

Revi ew reviewed. Entry not required but may be
i mportant for historical purposes.

Hour s System generated total of all hours currently assigned to
nmet hods on this concept card.

Exam If this concept card is for an exam check this checkbox. Do
not select this field if this concept card is not for an
exam
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3. Cdick on Save. This returns you to the Concept Card Mai ntenance
selection list box. Note that beneath the Lesson Title, the system
wi Il indicate whether the new concept card is for a Draft Acadenic
Lesson, a Draft Academic Exam or a Draft Adm nistrative Event.

6.3.5.2 Edit

This command allows you to edit the basic information concerning the
concept card, but not specific elenents such as TLOs/ELGs, nethods, hours,

or mnedi a.

Tabl e 6-139 sunmarizes the availability of this command based on
course status. |If available, continue with the foll ow ng steps.

Tabl e 6-139. Access to Edit Concept Card

COVIVAND BUTTON WORKI NG APPROVED | SUBM TTED
Edit *Edit Phase, Group, & Last Review Only | Yes Yes* Yes**
**\iew Only

1. Fromthe Concept Card Maintenance selection |list box (Figure 6-72),
hi ghlight the desired lesson by clicking on it.

2. Cdick on Edit. A dialog box similar to the one in Figure 6-73

opens.
HINT: |f you attenpt to change an acadeni c | esson from any annex between
A and Y to an administrative event in Annex Z, you will receive a nessage
advi sing you that you nust first renove all |earning objectives and

amunition (for a task-oriented |esson) or the | esson purpose (for a
| esson purpose | esson) before continuing. This is because such itens are
i nappropriate for an adm nistrative event.

HINT: |f you attenpt to change an acadenic exam from any annex between A
and Y to an administrative event in Annex Z, you will receive a nessage
advi sing you that you nust first renpve all |earning objectives and

ammuni ti on and uncheck the Exam box before conti nuing.

3. Referring to Table 6-138 for an explanation of the data fields,
edit the information as needed.

4. dick on Save. This returns you to the Concept Card Maintenance
sel ection |ist box.

6.3.5.3 Delete

This command all ows you to delete the highlighted concept card record. |If
you are deleting a concept card froma Locally Approved course, other

el ements of information may al so be deleted if they are not required for
ot her concept cards. Deleting a concept card froma Locally Approved
course deletes all test itens assigned to |earning objectives. Note that
test items deleted froma concept card will also be deleted from any

unl ocked tests to which the test itens were assigned.

Tabl e 6-140 sunmarizes the availability of this command based on
course status. |If available, continue with the follow ng steps.
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Tabl e 6-140. Access to Del ete Concept Card

COMVAND BUTTON WORKI NG APPROVED | SUBM TTED

Del et e

Yes Yes No

1. Fromthe Concept Card Mai ntenance sel ection |list box (Figure 6-72),
hi ghlight the desired lesson by clicking on it.

2. Cick on Delete.

a.

Version 4.0

If the concept card is in the Wrking status, a nmessage appears
to confirmyour wish to delete this concept card. Cick on

Yes. MCAI M5 depicts the deletion of the concept card and
returns you to the Concept Card Maintenance sel ection |ist box.

If the concept card is in the Approved status, you do not have
access to Eval uation Maintenance, and there are test itens
assigned to at | east one |earning objective on the concept card
bei ng del eted, you receive a nmessage advi sing you that you
cannot delete the concept card. Cick on OK MCAI M5 ret urns
you to the Concept Card Maintenance selection |ist box.

If the concept card is in the Approved status and (1) you have
access to Eval uation M ntenance or (2) you do not have access
to Eval uation Mintenance but there are no test itens assigned
to any | earning objectives on the concept card being deleted, a
nmessage appears to confirmyour wish to delete this concept
card. Click on Yes. MCAIMs depicts the deletion of the
concept card and the deletion of any orphaned el enents of
information in the Locally Approved course. Wen the deletion
process is conplete, the systemresponds in one of two ways.

(1) If the deletion of the concept card did not create
or phaned (unassi gned) elenents of information in the
Local | y Approved course, a nmessage appears to advi se you
that the concept card has been deleted. dick on K.
This returns you to the Concept Card Mintenance sel ection
[ist box.

(2) If the deletion of the concept card did create orphaned
(unassi gned) elements of information in the Locally
Approved course, MCAIMS generates a report alerting you
that such items were deleted. You are also alerted about
any tests that were affected by the deletion of test

items. |If tests were affected, you should regenerate test
keys.
The following deletions will initiate a report:

(a) The annex for the deleted concept card is not used on
any other concept card. MCAIM del etes that annex
along with the concept card.

(b) None of the learning objectives associated with a
duty are used on any other concept card. MCAINMS
del etes the duty and all subordi nate tasks, TLGs,
ELGCs, and test itens along with the concept card.

(c) None of the learning objectives associated with a
task are used on any other concept card. MCAINMS
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del etes the
and test

(d)

del etes the

t ask,

ELO and al

wi th the concept card.

(e) A nethod of

ot her concept card or

its TLO, and all
itenms along with the concept card

An ELO i s not

used on any ot her concept card.
subordi nate test

subordi nate ELGCs

MCAI M5

items al ong

instruction is not associated with any

| ear ni ng obj ecti ve.

MCAI M5

deletes the nethod fromthe Method Table (unless it
is a mandatory nethod in the table).

(f)

card or

mediumin the table).

(9)

card or |ear

ni ng obj ecti ve.

mandatory reference in the table).

d. Cdick on Print or Quit.
Mai nt enance sel ection |i st

6.3.5.4 Copy

In a Wrking course,
Local |l y Approved status,
the current concept card, or

Local | y Approved or Submitted course,
automatically initiates the archive process,

A nmediumis not associated with any other concept
| ear ni ng obj ecti ve.
medi um fromthe Media Table (unless it

MCAI M5 del etes the
is a nandatory

A reference is not associated with any ot her concept
MCAI M5 del etes the
reference fromthe Reference Table (unless it

is a

This returns you to the Concept Card

box.

this command all ows you to copy a concept card to the
copy a concept card from anot her course,
retrieve an archived concept card
pressing the Copy button
the only option avail abl e.

archi ve
In a

When copying a concept card, MCAIMS copies virtually everything

associated with the sel ected concept card.

are incl uded:
parent TLOs, tasks, duties,
(with student: instructor

requi renents; references; student

and annexes;
rati os and hours);

All

nmedi a;
i nstructi ons;

of the follow ng el enents
any | earning objectives on the concept card including al

| esson purpose statenent;
antuni ti on
and notes.

net hods

HINT: |If you plan to copy a concept card to the Locally Approved status
or to archive a concept card, you nust first highlight the concept card
you wi sh to copy or archive before you click on the Copy button

Tabl e 6-141 sunmarizes the availability of this command based on

course status. |f avail abl e,

continue with the follow ng steps.

Tabl e 6-141. Access to Copy Concept Card

COVIVAND BUTTON WORKI NG APPROVED | SUBM TTED

Copy *Automatical ly initiates Archive Yes Yes* Yes*
Concept Card

OPTI ON BUTTON WORKI NG APPROVED | SUBM TTED
Copy Concept Card to Locally Approved Status Yes No No
Copy Concept Card From Anot her Course Yes No No
Archive Concept Card *Archive process Yes No* No*

initiated by Copy button

Retri eve a Concept Card Yes No No

1. Fromthe Concept Card Mintenance selection |ist

click on Copy.
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a. In a Wrking course, the Current Concept Card dial og box
(Figure 6-74) opens. Proceed to Step 2.

Current Concept Card 310000

 Copy Concept Card to Locally Approved Status:

" Copy Concept Card from Another Course
" Archive Concept Card

" Retrieve a Concept Card

Proceed Quit

Figure 6-74. Current Concept Card

b. In a Locally Approved or Submitted course, the Archive
Concept Card di al og box opens. Skip to Paragraph 6.3.5.4.3.

2. Choose the appropriate option

6.3.5.4.1 Copy Concept Card to Locally Approved Status (Option Avail able
From Only a Working Course)

This command all ows you to take a concept card that was created in the
Wor ki ng course and copy it to the Locally Approved version of the sane
cour se.

e |f the concept card you have chosen to copy does not already exist
in the Locally Approved course, it will be added.

« |f the concept card you have chosen to copy already exists in the
Local |y Approved course, the existing one will be del eted and
replaced with the newly copi ed one.

When you copy the highlighted concept card, MCAIMS includes all of
the data used to build it (conprising ELGCs, parent TLOs, tasks, and
duties). Any existing test itenms associated with the [ earning objectives
at the Working level will not be copied to the Approved version. Test
itenms nmust be inported using the Test Item option under the Eval uation
nodul e.

HINT: |If you are not sure that the correct |lesson is highlighted, select
Quit to return to the Concept Card Mai ntenance selection |ist box.

Hi ghlight the correct concept card and click Copy again. Note that MCAI M5
for Wndows will not allow the copying of a DRAFT concept card to a
Local | y Approved status.

HI NT: Proper execution of this function requires (1) that the concept
card being copied not be a draft; (2) that there be a Locally Approved
version of the sanme course; (3) that you have access to the Locally
Approved version of the sane course; and (4) that you are not attenpting
to replace a task-oriented concept card with a | esson purpose concept card
contai ning the sane Lesson |ID
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Tabl e 6-142 sunmarizes the availability of this command based on
course status. |If available, continue with the follow ng steps.

Tabl e 6-142. Access to Copy Concept Card to Locally Approved Status

OPTI ON BUTTON WORKI NG | APPROVED | SUBM TTED

Copy Concept Card to Locally Approved Yes No No

St at us

1

WARNI NG

From the Current Concept Card dial og box, choose Copy Concept Card
to Locally Approved Status and click on Proceed. MCAIMS conducts a
nunber of checks that are invisible to you. You will receive a
nmessage advi sing you that you cannot proceed with the copy process
if (1) the concept card being copied is a Draft, (2) there is no
Local |y Approved version of the course, (3) you do not have access
to the Locally Approved version of the course, or (4) you attenpt
to replace a task-oriented concept card with a | esson purpose
concept card containing the sane Lesson | D

If you nmeet the four conditions for proceeding with the copy
process, you will receive one of two nmessages.

a. |If there is no corresponding concept card in the Locally

Approved course, you receive a nessage explaining that the
Wor ki ng concept card, with all elenments used to build it, wll
be added to the Locally Approved course. Note that no test
items will be copied and no tests will be inmpacted by this
process. Cick on Continue. MCAIMS depicts the copy process.
Then the systemreturns you to the Concept Card Mai ntenance
sel ection list box.

If other concept cards were affected or new TLGs/ELGs were
added to the Locally Approved course, MCAIMS provides lists for
you to review. (Note that the Test ID columm wll always be
enpty.) dick on Print or Quit. Either selection returns you
to the Concept Card Maintenance selection |ist box.

b. If there is a corresponding concept card that will be

overwritten in the Locally Approved course, you receive a
message expl aining that the Wrking concept card, with all the
el ements used to build it, will replace the Locally Approved
concept card and all of its corresponding el ements. ELGs,
TLGOs, tasks, and duties will be repl aced.

Gick on Continue. MCAIM depicts the copy process.

(1) If no other concept cards or tests in the Locally Approved
course were affected by this action, no new TLCs/ELOs were
added, and no orphans were created, the systemreturns you
to the Concept Card Maintenance selection |ist box.

(2) |If any other concept cards or any tests in the Locally
Approved course were inpacted or if any new TLOs/ELGCs were
added to the Locally Approved course, MCAIMS provides
lists for you to review Cdick on Print or Quit. Either
sel ection returns you to the Concept Card Maintenance
sel ection list box.

In the process of copying a concept card fromthe Wrking course

to the Locally Approved course, you nust renenber that |earning objectives
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fromthe Wirking concept card will replace correspondi ng | earning
obj ectives in the Locally Approved course.

6.3.5.4.2 Copy Concept Card From Anot her Course (Option Avail able From
Only a Working Course)

This conmand all ows you to copy a concept card to the current Working
course fromany other course on the sane MCAIMS for W ndows
installation/server to which you have been granted access. Note that the
desired concept card nmay exist in a Wrking, Locally Approved, or
Submitted course. However, you may copy only to a Wirking course.

« |If the concept card you have chosen to copy does not already exist in
the Working course, it will be added.

« |If the concept card you have chosen to copy already exists in the
Wor ki ng course, you must either renanme it to add it to the Wrking
course or choose to have the existing one deleted and replaced with the
new y copi ed one.

When you copy a concept card, MCAIMs includes all of the el enents used
to build the concept card (including but not limted to ELOs, parent TLOGs,
tasks, duties, methods, nedia, and references). |f you have access to
Eval uati on Mintenance, you may elect to include test items. |f you do
not have access to Eval uati on Mai ntenance, you cannot proceed with the
copy process if test items in either course are associated with at | east
one | earning objective on the concept card bei ng copi ed.

HI NT: Proper execution of this function requires (1) that the course from
whi ch you wish to copy exist on the sane MCAIMS for W ndows
installation/server and that you have access to it and (2) that you have
access rights to Evaluation Maintenance if test itens in either course are
associ ated with any | earning objective on the concept card you wish to

copy.

Tabl e 6-143 sunmarizes the availability of this option based on
course status. |If available, continue with the follow ng steps.

Tabl e 6-143. Access to Copy Concept Card From Anot her Course

OPTI ON BUTTON WORKI NG APPROVED | SUBM TTED
Copy Concept Card From Anot her Course Yes No No
1. Fromthe Current Concept Card dial og box (Figure 6-74), choose Copy
Concept Card From Another Course and click on Proceed. |If there

are no other courses to which you have access, you will receive a
nmessage to that effect. QOherwi se, the Sel ect Course selection
list box (Figure 6-75) opens with a |ist of other courses to which
you have been granted access.

Version 4.0 6-109 8/ 19/ 03




MCAI M5 32 USER S MANUAL

COURSE ID__ [STATUS COURSE TITLE [ <]

M030334 WORKING  [MACHINEGUNNER W

M030334 APPROVED \MACHINEGUNNER

030334 SUBMITTED |MACHINEGUNNER

M03HDGA WORKING |SAMPLE

M03HDG4 APPROVED |SAMPLE

TEST WORKING | TEST W TEST ITEMS

TEST APPROVED |TEST W TEST ITEMS

: _>IJ
Select | Quit |

Figure 6-75. Select Course

Choose the desired course and click on Select. The Select Concept
Card To Copy selection list box (Figure 6-76) opens. Note the

| esson title of the highlighted | esson appears in the field bel ow
the Iist of concept cards.

Select Concept Card to Copy
LESSON D JANNEX COURSE STATUS [ <]
30102 A M030334 WORKING
310104 A M030334 WORKING
310104X X MO30334 WORKING

310105 A M030334 WORKING =
4 >

Lesson Title

Techniques Of Fire

Select | Quit |

Figure 6-76. Select Concept Card To Copy

Choose the desired I esson and click on Select. |f you do not have
access to Eval uation Maintenance and test items in either course
are associated with at | east one of the | earning objectives on the
concept card being copied, you will receive a nessage advising you
that you cannot proceed with the copy process. Oherw se, you wll
recei ve one of four nessages.

a. If (1) you do not have access to Eval uati on Mai ntenance, (2)
there are no test items in either course associated with any
| earni ng objective on the concept card being copied, and (3)
there is no correspondi ng concept card in the Wrking course,
you recei ve a nessage explaining that the sel ected concept
card, with all elenents used to build it, will be added to the
Working course. Cick on Continue.

b. If (1) you do not have access to Eval uati on Mai ntenance, (2)
there are no test items in either course associated with any
| earni ng obj ective on the concept card being copied, and (3)
there is a correspondi ng concept card in the Wrking course,
you receive a nmessage explaining that all elenents used to
build the concept card you wish to copy will replace the
correspondi ng el enents in the Wirking course. dick on
Conti nue.

c. |If (1) you do have access to Eval uati on Mai ntenance and (2)
there is no correspondi ng concept card in the Wrking course,
you receive a nmessage explaining that the sel ected concept
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card, with all elenents used to build it, will be added to the
Wor ki ng course. You nust choose whether to copy the test itens
(if any exist) associated with the | earning objectives on this
concept card. (MCAIMS does not actually check beforehand to
see if there are any test itens in either course associated
with any | earning objective on the concept card being copied.)
Gick on Yes or No.

d. If (1) you do have access to Eval uati on Mai ntenance and (2)
there is a correspondi ng concept card in the Wrking course,
you recei ve a nessage explaining that all elenents used to
build the concept card you wish to copy will replace the
correspondi ng el enents in the Wrking course. You nust choose
whet her to include test itenms (if any exist) in the copy
process. (MCAI M5 does not actually check beforehand to see if
there are any test itens in either course associated with any
| earni ng obj ective on the concept card being copied.) Cick on

Yes or No.
WARNING: I n the process of copying a concept card from anot her course
you nust renenber that all |earning objectives associated with the concept
card being copied will also be copied and will replace correspondi ng
| earni ng objectives in the current Working course (if any exist). |If you
choose to include test itenms in the copy process, test itens associated
with an overwitten Wrking course | earning objective will be deleted even

if there are no test itens associated with the correspondi ng | earning
obj ective being copied fromthe other course.

4. Before continuing with the copy process, MCAIMS checks the annex
desi gnator associated with the concept card being copied and
conpares it to all existing annex designators in the Wrking
course. |If it finds a match, it also conpares the title and scope
associated with that annex in each course. 1In the dialog box that
follows, MCAIMS will present you with one of these nessages
dependi ng upon which of these conditions is true:

The annex designator associated with the concept card being copied
does not already exist in the Wrking course. Proceed to Step 5
for an explanation of the options associated with this nessage.

The annex designator associated with the concept card being copied
al ready exists in the Wirking course, but with a different title
and/ or scope. Proceed to Step 6 for an explanation of the options
associated with this nessage.

The annex designator, title, and scope associated with the concept
card being copied already exists in the Wrking course. Proceed to
Step 7 for an explanation of the options associated with this
nessage.

5. If the annex designator associated with the concept card you chose
to copy does not already exist in the current Working course,
MCAI M5 of fers you two options. Choose the appropriate option and
click on Proceed.

a. |f you choose Add as New Annex, you are instructing MCAINMS to
copy the annex designator, title, and scope associated with the
i ncom ng concept card and to add that annex to the Working
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course. MCAIMS will then assign the inconing concept card to
that annex. Proceed to Step 8.

b. If you choose Sel ect Another Annex, the Select Different Annex
To Copy To selection list box (Figure 6-77) opens. You are
presented with a list of all existing annexes in the Wrking
cour se.

i Select Different Annex to Copy To

COURSE ANNEX [ | OPERATE THE M240G MACHINEGUN
B m

M030334

M030334
M030334
M030334
M030334

=1l

Select | Quit |

Figure 6-77. Select D fferent Annex To Copy To

Hi ghli ght the annex to which you wish to assign the incom ng
concept card and click on Select. Proceed to Step 8.

6. |If the annex designator associated with the concept card you have
chosen to copy already exists in the Working course, but with a
different title and/or scope, MCAIMS offers you three options.
Choose the appropriate option and click on Proceed.

a. |If you choose Overwite Current Annex |Information, MCAIMS will
assign the inconing concept card to the same annex desi gnat or
that it had in its original course. MCAIMS will also copy the
annex title and scope fromthe original course and overwite
those sane elenents in the Wrking course. These changes wil |
af fect every other concept card assigned to that annex in the
Wor ki ng course. Proceed to Step 8.

b. If you choose Sel ect an Existing Annex, the Select Different
Annex To Copy To selection |ist box (Figure 6-77) opens. You
are presented with a list of every annex in the Wrking course
i ncluding the one with the matching designator. Highlight the
annex to which you wish to assign the incom ng concept card.

If you choose the annex with the same designator, MCAIMS will
not overwite the annex title and scope in the Wrking course.
Proceed to Step 8.

c. |If you choose Create a New Annex, the Enter New Annex To
Create dial og box (Figure 6-78) opens.

Version 4.0 6-112 8/ 19/ 03



MCAI M5 32 USER S MANUAL

Enter New Annex to Create [ %]

Please enter a designator for the new annex to be created. The
title and scope will be entered automatically to match those
agsociated with the concept card being copied.

Annex:

(

[1].4 | Cancel |

Figure 6-78. Enter New Annex to Create

Enter a new annex designator (one al phanumeric character) that
does not already exist in the Wrking course. MCAINMS will
autonmatically add the same annex title and scope that is
associ ated with the concept card being copied. You nust
conplete this field to save the record. Cdick on OK.  Proceed
to Step 8.

7. |If the annex designator, title, and scope associated with the
concept card being copied already exist in the Wrking course,
MCAI M5 of fers you three options. Choose the appropriate option and
click on Proceed.

a.

If you choose Retain Current Annex, the concept card will be
assigned the sanme annex designator in the Wrking course that
it had in the course fromwhich it was copied. |In this case,
the annex title and scope will also be identical. Proceed to
Step 8.

If you choose Sel ect Anot her Annex, the Select Different Annex
To Copy To selection |list box (Figure 6-77) opens. You are
presented with a list of all other annexes in the Wrking
course to which you could assign the inconm ng concept card.

Hi ghlight the desired annex and click on Select. Proceed to

Step 8.

If you choose Create a New Annex, the Enter New Annex to Create
di al og box (Figure 6-71) opens. Enter a new annex desi gnator
(one al phanuneric character) that does not already exist in the
Worki ng course. MCAIMS will automatically add the sane annex
title and scope that is associated with the concept card being
copied. You nust conplete this field to save the record.

Cick on OK.  Proceed to Step 8.

8. After MCAIM5 knows to which annex in the Wrking course to assign
the concept card being copied, it will performone of two actions.

a.
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If there is no correspondi ng concept card in the Wrking course
with the sane Lesson ID, MCAIMS will copy the concept card and
add it to the Wirking course.

(1) If no other Working concept cards were affected by this
process and no new TLOs or ELCs were added to the Wrking
course, you receive a nessage to that effect. dick on K
to return to the Concept Card Mintenance sel ection |ist
box.
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(2) If other Working concept cards were affected by this
process or new TLOs or ELOs were added to the Wirking
course, MCAIMS provides a list for your review Cick on
Print or Quit. E ther selection returns you to the
Concept Card Mai ntenance sel ection |ist box.

b. If there is a correspondi ng concept card in the Wrking course
with the sanme Lesson I D, the Copy Concept Card from Anot her
Course di al og box opens with three options.

(1) If you click on Rename, the Rename Concept Card dial og box
(Figure 6-79) appears to allow you to enter a new | esson
ID and title for the concept card being copied, thus
preventing the correspondi ng Wrki ng concept card from
bei ng overwitten.
[Fename Conoopt Cgd K
Please enter a new Lesson ID and_iitle for the concept card
you are copying.
Id:
|
Title:
|
0K | Cancel |
Figure 6-79. Renane Concept Card
(a) Referring to Table 6-144, conplete the information in
t he di al og box.
Tabl e 6-144. Renane Concept Card
| TEM DESCRI PTI ON PARAMVETERS/
FORVAT
I D Uni que code assigned to this specific lesson or |Up to 14
event. You nust conplete this field to save al phanuneri c
this record. Characters
Title Title (generally reflecting content) assigned Up to 30
to the |l esson or administrative event. You al phanuneric
nmust conplete this field to save this record. Characters
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(b) dick on OK. MCAIMS copies the concept card to the
Wor ki ng course and assigns it the new Lesson I D and
title at the same tine.

1 If no other Working concept cards were affected
by this process and no new TLOs or ELCs were
added to the Working course, you receive a
message to that effect. dick on OKto return to
t he Concept Card Maintenance sel ection |ist box.

I f other Working concept cards were affected by
this process or new TLGCs or ELCs were added to
t he Worki ng course, MCAIMS provides a list for
your review. Cick on Print or Quit. Either

N
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selection returns you to the Concept Card
Mai nt enance sel ection |ist box.

(2) If you click on Overwite, MCAIMS deletes the
correspondi ng concept card in the Wrking course and
replaces it with the concept card being copied.

(a) If no other Working concept cards were affected by
this process and no new TLOs or ELOs were added to
t he Worki ng course, you receive a nmessage to that
effect. Cdick on OKto return to the Concept Card
Mai nt enance sel ection |ist box.

(b) If other Working concept cards were affected by this
process or new TLOs or ELOs were added to the Wirking
course, MCAIMS provides a list for your review
Cick on Print or Quit. Either selection returns you
to the Concept Card Mai ntenance selection |ist box.

c. |If you click on Quit, the copy process will halt and you are
returned to the Concept Card Maintenance selection |ist box.

6.3.5.4.3 Archive Concept Card

This conmmand all ows you to archive the concept card you highlighted in the
Concept Card Maintenance selection list box before you clicked on the Copy
button. The archived concept card with all of its descriptive information
(including but not linmted to TLOs/ELGCs, tasks, duties, nethods, nedia,
references, and in some cases, test itens) can be distributed to and used
at another MCAIMS site or installation/server. Note that this function
differs fromcopying a concept card in that the process creates a
conpressed (zipped) file that can be retrieved at a later date rather than
i medi ately affecting anot her course.

HINT: |f you are not sure that the correct |esson is highlighted, select
Quit to return to the Concept Card Maintenance sel ection |ist box.
Hi ghlight the correct concept card and click Copy again.

Tabl e 6-145 sunmarizes the availability of this command based on
course status. |If available, continue with the follow ng steps.

Tabl e 6-145. Access to Archive

OPTI ON BUTTON WORKI NG APPROVED | SUBM TTED
Archi ve Concept Card Yes No* No*
*Archive process initiated by Copy button

1. Fromthe Current Concept Card dial og box (Figure 6-74) in a Wrking
course, choose Archive Current Concept Card and click on Proceed.
(In a Locally Approved or Subnmitted course, click on Copy fromthe
Concept Card Mai ntenance selection list box.) The Archive Concept
Card di al og box opens for you to designate a file name and
desti nati on.

2. After assigning the desired name and location, click on OK  The
nmet er bar depicts the status of the copy process.

a. |If you do not have access to Evaluation Miintenance, a nessage
appears to advise you that you may not archive the test itens
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associated with any | earning objectives on the concept card.
Cick on OK. After conpleting the copy process depicted in the
nmeter bar, your screen briefly turns black while it adds
records (excluding the test itens) to the Zip file. A nessage
then appears for you to confirmthe conpletion of the copy
process; click on OK. A nessage appears to advise you that the
Zip file has been created in the directory you specified.

b. If you have access to Eval uation Miintenance, your screen
conpl etes the copy process depicted in the neter bar and then
briefly turns black while it adds records to the Zip file. A
nmessage then appears for you to confirmthe conpletion of the
copy process; click on OK. A nessage appears to advi se you
that the Zip file has been created in the directory you
speci fi ed.

3. dick on OK. The systemreturns you to the Concept Card
Mai nt enance sel ection |ist box.

6.3.5.4.4 Retrieve a Concept Card (Option Available From Only a Wrki ng
Cour se)

This command allows you to retrieve an archived concept card file, whether
it was archived fromthe current course or from another course that nmay
not even be on the same MCAIMS for Wndows installation/server. This
process is nearly identical to the copy process (Copy Concept Card from
Anot her Course) described in Paragraph 6.3.5.4.2.

e |If the concept card you have chosen to retrieve does not already
exist in the Wrking course, it will be added.

« |f the concept card you have chosen to retrieve already exists in
the Worki ng course, you nust either renane it to add it to the
Wor ki ng course or choose to have the existing one del eted and
replaced with the retrieved one.

When you retrieve a concept card, MCAIMS includes all of the elenents
used to build the concept card (including but not linted to ELCs, parent
TLGOs, tasks, duties, nethods, nedia, and references). |If you have access
to Eval uation Maintenance, you may elect to include test items. |f you do
not have access to Eval uati on Mai ntenance, you cannot proceed with the
retrieval process if test itenms are present in the archived file or if
test items in the Working course are associated with at |east one | earning
obj ective on the concept card being retrieved.

HI NT: Proper execution of this function requires that you have access
rights to Eval uation Maintenance if test itens in the archived file or in
the Working course are associated with any | earning objective on the
concept card you wish to retrieve

Tabl e 6-146 sunmarizes the availability of this option based on
course status. |If available, continue with the foll ow ng steps.
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Tabl e 6-146. Access to Retrieve

OPTI ON BUTTON WORKI NG APPROVED | SUBM TTED

Retrieve a Concept Card Yes No No

1. Fromthe Current Concept Card dial og box (Figure 6-74), choose
Retrieve a Concept Card and click on Proceed. The Retrieve From
di al og box opens allow ng you to choose the file from which you
wish to retrieve a concept card

2. Locate and highlight the file for the archived concept card you
wish to retrieve. Be sure it is a file for an archived concept
card. If not, you will receive an advi sory nessage.

3. dick on OK.  Your screen will turn black while it expands and
checks records fromthe designated Zip file. Then a message
appears for you to confirm conpletion of the copy process; click on

K

If you do not have access to Eval uati on Miintenance and test

itenms in the archived file or in the Wrking course are associ ated
with at | east one of the |learning objectives on the concept card
being retrieved, you will receive a nessage advi sing you that you
cannot proceed with the retrieval process. Oherw se, you will
recei ve one of four nessages.

a.
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If (1) you do not have access to Eval uati on Mai ntenance, (2)
there are no test itens in the archived file or in the Wrking
course associated with any |earning objective on the concept
card being retrieved, and (3) there is no correspondi ng concept
card in the Wrking course, you receive a nessage expl ai ning
that the selected concept card, with all elements used to build
it, will be added to the Wrking course. dick on Continue

If (1) you do not have access to Eval uati on Mai ntenance, (2)
there are no test itens in the archived file or in the Wrking
course associated with any |earning objective on the concept
card being retrieved, and (3) there is a correspondi ng concept
card in the Wrking course, you receive a nmessage expl ai ning
that all elements used to build the concept card you wish to
retrieve will replace the corresponding elements in the Wrking
course. dick on Continue.

If (1) you have access to Evaluation Miintenance and (2) there
is no correspondi ng concept card in the Wrking course, you
recei ve a nessage explaining that the sel ected concept card,
with all elements used to build it, will be added to the
Wor ki ng course. You nust choose whether to retrieve the test
items (if any exist) associated with the | earning objectives on
this concept card. (MCAIMS does not actually check beforehand
to see if there are any test itens in the archived file or in

t he Worki ng course associated with any | earning objective on
the concept card being retrieved.) Cick on Yes or No.

If (1) you have access to Evaluation Miintenance and (2) there
is a corresponding concept card in the Wrking course, you
receive a nessage explaining that all elenents used to build
the concept card you wish to retrieve will replace the
correspondi ng el enents in the Wbrking course. You nust choose
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whet her to include test itens (if any exist) in the retrieva
process. (MCAI M5 does not actually check beforehand to see if
there are any test itens in the archived file or in the Wrking
course associated with any | earning objective on the concept
card being retrieved.) Click on Yes or No.

WARNING. I n the process of retrieving a concept card, you nust renenber

that all Iearning objectives associated with the concept card being
retrieved will also be copied and will replace corresponding | earning
objectives in the current Working course (if any exist). |[If you choose to

include test itens in the retrieval process, test itens associated with an
overwritten Working course |earning objective will be deleted even if
there are no test itenms associated with the correspondi ng | earning

obj ective being retrieved fromthe other course.

4. Before continuing with the retrieval process, MCAI M5 checks the
annex designator associated with the concept card being retrieved
and conpares it to all existing annex designators in the Wrking
course. |If it finds a match, it also conpares the title and scope
associated with that annex in each location. In the dialog box
that follows, MCAIMS will present you with one of these nessages
dependi ng upon which of these conditions is true:

The annex designator associated with the concept card being
retrieved does not already exist in the Wrking course. Proceed to
Step 5 for an explanation of the options associated with this
nessage.

The annex designator associated with the concept card being
retrieved already exists in the Wrking course, but with a
different title and/or scope. Proceed to Step 6 for an expl anation
of the options associated with this nessage.

The annex designator, title, and scope associated with the concept
card being retrieved already exists in the Wrking course. Proceed
to Step 7 for an explanation of the options associated with this
nessage.

5. If the annex designator associated with the concept card you chose
to retrieve does not already exist in the current Wrking course,
MCAI M5 of fers you two options. Choose the appropriate option and
click on Proceed.

a. |f you choose Add as New Annex, you are instructing MCAIMS to
copy the annex designator, title, and scope associated with the
retrieved concept card and to add that annex to the Working
course. MCAIMS will then assign the retrieved concept card to
that annex. Proceed to Step 8.

b. If you choose Sel ect Another Annex, the Select Different Annex
To Copy To selection |list box (Figure 6-80) opens. You are
presented with a list of all existing annexes in the Wrking
cour se.
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COURSE ANNEX [ | OPERATE THE M240G MACHINEGUN
B m

M030334

M030334
M030334
MO30334
MO30334

N X |m|o|o

Select | Quit |

Figure 6-80. Select Different Annex To Copy To

Hi ghl i ght the annex to which you wish to assign the retrieved
concept card and click on Select. Proceed to Step 8.

6. |If the annex designator associated with the concept card you have
chosen to retrieve already exists in the Wrking course, but with a
different title and/or scope, MCAIMS offers you three options.
Choose the appropriate option and click on Proceed.

a.
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If you choose Overwite Current Annex Information, MCAINMS will
assign the retrieved concept card to the sane annex desi gnator
that it had in its original course. MCAIMS will also copy the
annex title and scope fromthe archived file and overwite
those sane elenents in the Wrking course. These changes wil |
af fect every other concept card assigned to that annex in the
Wor ki ng course. Proceed to Step 8.

If you choose Sel ect an Existing Annex, the Select Different
Annex To Copy To selection list box (Figure 6-80) opens. You
are presented with a list of every annex in the Wirking course
i ncluding the one with the matching designator. Hi ghlight the
annex to which you wish to assign the retrieved concept card.
If you choose the annex with the same designator, MCAIMS will
not overwite the annex title and scope in the Wrking course.
Proceed to Step 8.

If you choose Create a New Annex, the Enter New Annex To Create
di al og box (Figure 6-81) opens.

Enter Mew Annex to Create

Please enter a designator for the new annex to be created. The
title and scope will be entered automatically to match those
agsociated with the concept card being copied.

Annex:

I

oK | Cancel |

Figure 6-81. Enter New Annex to Create

Enter a new annex desi gnator (one al phanuneric character) that
does not already exist in the Wirking course. MCAIMS will
automatically add the same annex title and scope that is
associated with the concept card being retrieved. You mnust
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conplete this field to save the record. Cdick on OK. Proceed
to Step 8.

7. |If the annex designator, title, and scope associated with the
concept card being retrieved already exist in the Wrking course,
MCAI M5 of fers you three options. Choose the appropriate option and
click on Proceed.

a.

If you choose Retain Current Annex, the concept card will be
assigned the sanme annex designator in the Wrking course that

it had in the archived file. In this case, the annex title and
scope will also be identical. Proceed to Step 8

If you choose Sel ect Anot her Annex, the Select Different Annex
To Copy To selection list box (Figure 6-80) opens. You are
presented with a list of all other annexes in the Wrking
course to which you could assign the retrieved concept card.

Hi ghli ght the desired annex and click on Select. Proceed to
Step 8.

If you choose Create a New Annex, the Enter New Annex to Create
di al og box (Figure 6-81) opens. Enter a new annex designator
(one al phanuneric character) that does not already exist in the
Worki ng course. MCAIMS will automatically add the sane annex
title and scope that is associated with the concept card being
retrieved. You must conplete this field to save the record.
Cick on K. Proceed to Step 8.

8. After MCAI M5 knows to which annex in the Wirking course to assign
the concept card being retrieved, it will performone of two
actions.

a.
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If there is no correspondi ng concept card in the Wrking course
with the sane Lesson ID, MCAIMS will retrieve the concept card
and add it to the Working course.

(1) If no other Working concept cards were affected by this
process and no new TLOs or ELCs were added to the Working
course, you receive a nessage to that effect. dick on K
to return to the Concept Card Mintenance sel ection |ist
box.

(2) If other Working concept cards were affected by this
process or new TLOs or ELOs were added to the Wirking
course, MCAIMS provides a list for your review Cick on
Print or Quit. E ther selection returns you to the
Concept Card Mai ntenance sel ection |ist box.

If there is a correspondi ng concept card in the Working course
with the sane Lesson I D, the Copy Concept Card di al og box opens
with three options.

(1) If you click on Rename, the Rename Concept Card dial og box
(Figure 6-82) appears to allow you to enter a new | esson
ID and title for the concept card being retrieved, thus
preventing the correspondi ng Wrki ng concept card from
bei ng overwitten.
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Rename Concept Card [ %]

Please enter a new Lesson ID and title for the concept card
you are copying.

0K | Cancel |

Fi gure 6-82. Renane Concept Card

(a) Referring to Table 6-147, conplete the information in
t he di al og box.

Tabl e 6-147. Renane Concept Card

| TEM DESCRI PTI ON PARAVETERS/
FORVAT
ID Uni que code assigned to this specific lesson or |Up to 14
event. You nust conplete this field to save al phanuneri c
this record. Char acters
Title Title (generally reflecting content) assigned Up to 30
to the |l esson or administrative event. You al phanuneri c
nmust conplete this field to save this record. Characters
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(b) dick on OK. MCAIMS retrieves the concept card to
the Worki ng course and assigns it the new Lesson ID
and title at the sane tine.

1 If no other Working concept cards were affected
by this process and no new TLOs or ELCs were
added to the Working course, you receive a
nmessage to that effect. Cdick on OKto return to
t he Concept Card Maintenance sel ection |ist box.

N

I f other Working concept cards were affected by
this process or new TLOs or ELOs were added to
t he Worki ng course, MCAIMS provides a list for
your review. Cdick on Print or Quit. Either
selection returns you to the Concept Card

Mai nt enance sel ection |ist box.

(2) If you click on Overwite, MCAIMS deletes the
correspondi ng concept card in the Wrking course and
replaces it with the concept card being retrieved.

(a) If no other Working concept cards were affected by
this process and no new TLOs or ELOs were added to
t he Worki ng course, you receive a nmessage to that
effect. Cdick on OKto return to the Concept Card
Mai nt enance sel ection |ist box.

(b) If other Working concept cards were affected by this
process or new TLOs or ELOs were added to the Wirking
course, MCAIMS provides a list for your review
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Cick on Print or Quit. Either selection returns you
to the Concept Card Maintenance selection |ist box.

c. If youclick on Quit, the retrieval process will halt and you
are returned to the Concept Card Mintenance sel ection |ist
box.

6.3.5.5 View

This conmand all ows you to view a sel ected concept card. Note that MCAI MS
identifies the report date in the upper right corner and places the Marine
Corps synmbol in the lower right corner.

Concept cards differ depending upon their types and whether optiona
el ements of information (such as anmmunition or notes) are present. MCAlI M5
i ncl udes a warning nessage on all draft concept cards and al so alerts you
to any code changes affecting the concept card. That is, if you had
previously selected an amunition code that is no |longer valid or no
| onger exists in the current database, the report will state "invalid
ammuni tion code" in lieu of the DODIC code on the report.

Tabl e 6-148 sunmarizes the availability of this comrand based on
course status. |If available, continue with the foll ow ng steps.

Tabl e 6-148. Access to View Concept Card
COVIVAND BUTTON WORKI NG APPROVED | SUBM TTED
Vi ew Yes Yes Yes

1. Fromthe Concept Card Mai ntenance selection list box (Figure 6-61),
hi ghlight the desired lesson by clicking on it.

2. Cdick on View A nessage advises you the systemis building a
report before the system displays the report.

3. After viewing the concept card, click on either the Printer or Door
icons. Either selection returns you to the Concept Card
Mai nt enance sel ection |ist box.

6.3.5.6 TLGOs/ELGs

This conmmand all ows you to assign TLOs and ELOCs to a task-oriented
academi c | esson or exam

Tabl e 6-149 sunmarizes the availability of this command based on

course status. |If available, continue with the follow ng steps.
Tabl e 6-149. Access to TLOs/ELGs on Concept Card
COVWAND BUTTON WORKI NG APPROVED | SUBM TTED
TLOs/ ELCs *View Only Yes Yes* Yes*

1. Fromthe Concept Card Mai ntenance selection list box (Figure 6-61),
hi ghlight the desired lesson by clicking on it.

HI NT: Be sure the concept card type below the | esson title states that
you are selecting a Draft Academ c Lesson, a Draft Academ c Exam a Draft
Task-Ori ented Lesson, an Acadenic Task-Oriented Lesson, or an Acadenic
Task-Ori ented Exam
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2. Aick on TLOs/ELOs. The Concept Card Learning Objectives for Lesson
selection list box (Figure 6-83) opens. Note that MCAIMS identifies
the lesson in the title bar

TLO |LO SEQUENCE B
Z0331.01.01 1 ]

0331.01.01a 2

0331.01.01h 3

0331.01.01c 4

0331.01.01d 5

0331.01.01e 6

0331.01.01f 7

0331.01.01g 8

0331.01.01h 9

0331.01.01i 10

0331.01.01j 1

0331.03.07a 12

Add | Delete | Resequence | Hours F‘erTaskl Done |

Fi gure 6-83. Concept Card Learning Objectives for Lesson

HI NT: |If you selected a concept card that already contains a Lesson
Pur pose statenent, a nessage appears to advise you to delete the | esson
purpose statenent if you wish to add | earning objectives. Note that you

nust sel ect the Lesson Purpose button to delete this statenent. |f you
sel ected an admi nistrative event, you receive a nessage advi sing you that
| earni ng objectives are not appropriate. |In either case, click on K

This returns you to the Concept Card Maintenance selection Iist box.

3. Refer to Table 6-150 for an explanation of the data fields
appearing in the selection |ist box.

Tabl e 6-150. Concept Card Learning Objectives for Lesson

| TEM DESCRI PTI ON
TLO A check mark in this columm indicates the correspondi ng
| earni ng objective is a TLO rather than an ELO
LO Non-editable field displaying the designators for the

| earni ng obj ectives assigned to the concept card.

Sequence Non-edi tabl e field displaying the sequential order in which
| earni ng objectives are to be taught. Regardless of the
assi gned sequence nunbers, TLOs will al ways precede ELGCs on
the printed concept card.

4. As summarized in Table 6-151, only certain conmand buttons are
avai |l abl e to you based on the status of the course with which you
are working. |If available, click on the desired conmand button

Tabl e 6-151. Learning bjectives Functions

COVIVAND BUTTON WORKI NG APPROVED | SUBM TTED
TLGs/ ELGs - Add Yes No No
TLGOs/ ELGCs - Delete Yes No No
TLGOs/ ELOCs - Resequence *View Only Yes Yes Yes*
TLOs/ ELOCs - Hours Per Task *View Only Yes Yes Yes*

6.3.5.6.1 Add

This conmmand all ows you to add a | earning objective to the highlighted
concept card.
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Tabl e 6-152 sunmarizes the availability of this command based on
course status. |If available, continue with the follow ng steps.

Tabl e 6-152. Access to Add LOs to Concept Card

COMVAND BUTTON WORKI NG APPROVED | SUBM TTED

TLOs/ ELCs - Add Yes No No

1. Fromthe Concept Card Learning Cbjectives for Lesson selection |ist
box (Figure 6-83), click on Add. The Concept Card LO Add sel ection

list box (Figure 6-84) opens.

Concept Card LO Add

‘ ANNEX: A LESSON ID: 310101

TLOsS/ELOs
Combined Learning Objective

0300.01.01

Without the aid of the reference, given a =
list of choices, select the purpose of ||
overhead cover, per FM 23-65.

0331.01.01c

0331.01.01d
0331.01.01e
0331.01.01fF -

Select and Save | Exit wjo Save |

Figure 6-84. Concept Card LO Add

2. Referring to Table 6-153 for an explanation of the data fields, use
the multiple select feature to mark the desired | earning objectives
to add to the selected | esson

HI NT: The [ earning objectives selected should be those taught during a

| esson. There is no requirenent to include the parent TLO for any ELO on
a concept card. The learning objectives should reflect the content of a
| esson.

Tabl e 6-153. Concept Card LO Add

| TEM DESCRI PTI ON

Annex Non-editable field displaying the annex designator for the
concept card to which you will be addi ng | earni ng objectives.

Lesson ID | Non-editable field displaying the |l esson ID for the concept
card to which you will be adding | earning objectives.

TLGs/ ELCs List of all learning objectives entered for this course from
whi ch you may nmake selections for this concept card.

Conbi ned Description that includes the condition, behavior, and

Lear ni ng standard for the highlighted | earning objective.

hj ective

HI NT: Only those | earning objectives that have been edited so that a
conbined LOis created will appear as available. |If you suspect that

| earni ng objectives are missing, go to the Learning Objective nenu option
and ensure that a conbined | earni ng objective has been created and saved
for each LOID listed (Paragraph 6.3.4.2).

3. dick on Select and Save. A nessage appears to advise you of the
potential inpact on this concept card fromthe addition of new
nmet hods, media, or references. You may need to adjust the method
hours associated with the concept card. |If references, nethods,
and nedia assigned to these | earning objectives are | ater updated,
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these updates will not autonmatically alter this concept card. Note
that methods, nedia, or references will not be duplicated except
for nmethod codes with different student:instructor ratios.

4. dick on K. This returns you to the Concept Card Learni ng
bj ectives for Lesson selection |ist box.

6.3.5.6.2 Delete

This command all ows you to delete the selected | earning objective(s) from
this concept card.

Tabl e 6-154 sunmarizes the availability of this command based on
course status. |If available, continue with the foll ow ng steps.

Tabl e 6-154. Access to Delete LOs From Concept Card
COVIVAND BUTTON WORKI NG APPROVED | SUBM TTED
TLGOs/ ELGCs - Del ete Yes No No

1. Fromthe Concept Card Learning Cbjectives for Lesson selection |ist
box (Figure 6-83), mark the |earning objectives you wish to renove
fromthe concept card using the nultiple select feature.

2. Cick on Delete. One of two nessages appears depending upon the
situation.

a. |If you are deleting only a portion of the |earning objectives
fromthe concept card, a nessage advi ses you that none of the
concept card's nethods, nmedia, or references is affected. You
shoul d review these itens and the anmunition requirenments for
the lesson to see if they are still required to support the
| earni ng obj ectives remai ning on the concept card.

b. If you are deleting all of the |earning objectives fromthe
concept card, a message advi ses you that all nethods, nedia,
references, and amunition will also be renmobved fromthe

concept card.

3. dick on Yes. The appropriate items are renoved fromthe concept
card and you are returned to the Concept Card Learning Objectives
for Lesson selection list box.

6.3.5.6.3 Resequence

This command all ows you to rearrange the order of the highlighted |earning
obj ectives on this concept card. The |earning objectives should appear in
the order they will be presented during the period of instruction

al t hough on the printed concept card, TLOs will precede ELGCs.

Tabl e 6-155 sunmarizes the availability of this command based on
course status. |If available, continue with the follow ng steps.

Tabl e 6-155. Access to Resequence LOs on Concept Card

COMVAND BUTTON WORKI NG APPROVED | SUBM TTED

TLOs/ ELOs - Resequence *View Only Yes Yes Yes*

1. Fromthe Concept Card Learning Objectives for Lesson selection |ist
box (Figure 6-83), highlight the desired | earning objective.
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2. Cick on Resequence. The Concept Card LO Resequence dial og box
(Figure 6-85) opens. Note that MCAIMS identifies the annex, Lesson
I D, and designator for the TLO ELO bei ng resequenced

ANNEX: A LESSON ID: 310101 ‘
TLO/ELO: 0331.01.01 SEQUENCE: | S -
Save | Exit wlo Save |

Figure 6-85. Concept Card LO Resequence

3. dick on the desired sequence nunber for the | earning objective in
t he Sequence drop-down selection list.

4. dick on Save. This returns you to the Concept Card Learning
hj ectives for Lesson selection list box. Note that the
hi ghl i ghted | earni ng objective and all subsequent | earning
obj ectives are appropriately reordered.

6.3.5.6.4 Hours Per Task

This command all ows you to assign hours to each task associated with this
concept card. Note that task hours may overlap because you can perform
sonme tasks concurrently. Method hours, on the other hand, nay not

overl ap.

Tabl e 6-156 sunmarizes the availability of this command based on
course status. |If available, continue with the follow ng steps.

Tabl e 6-156. Access to Hours Per Task

COMVAND BUTTON WORKI NG APPROVED | SUBM TTED

TLOs/ ELOCs - Hours Per Task *View Only Yes Yes Yes*

1. Fromthe Concept Card Learning Objectives for Lesson selection |ist
box (Figure 6-83), click on Hours Per Task. The Task Hours dial og
box (Figure 6-86) opens with a consolidated |ist of the parent
tasks associated with all |earning objectives on this concept card.

Task Hours

~Lesson Hours

[TASK 1D Total Hours for Lesson ID 310101 : 9.00
0331.01.01

Lesson Hours are derived from Method Code Hours.

~ Task Hours
Total Task Hours for Lesson ID 310101 : 0.00

Total Task Hours may exceed, but should not be less than
this Lesson ID's Total Hours.

Individual Task Hours :| 0.00

Individual Task Hours should not exceed this Lesson ID's
Total Hours.

Dans | Minutes Save

Figure 6-86. Task Hours

- Individual Task Hours
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2. Referring to Table 6-157 for an explanation of the data fields,
assign individual task hours to each task for this concept card.

Tabl e 6-157. Task Hours

| TEM DESCRI PTI ON PARAMVETERS/
FORVAT
Task I D Non-editable field displaying a consolidated Iist of parent
tasks associated with all |earning objectives on this concept
card.
Lesson Non-editable field displaying length of | esson based on hours
Hour s per method.

Task Hours | Non-editable field displaying total hours currently assigned
to tasks associated with this concept card. This field

refl ects the conbined hours assigned to individual tasks,
sonme of which may be perforned concurrently. The total task
hours shoul d be equal to or greater than | esson hours
(derived from hours per nethod).

I ndi vi dual | Hours associated with a specific task. Enter Up to 2
Task Hours [tine in hundredths of an hour, using the nuneric
m nut es conversion chart accessed in this characters
di al og box. pl us deci mal

a. Highlight the task to which you wi sh to assign hours.

b. Enter Individual Task Hours in minutes and hundredths of a
m nute. For example, to reflect 2 hours and 30 minutes, enter
2.50. MCAIMS pernmits no substitutions. (If necessary, click
on Mnutes to access a reference chart converting mnutes to
hundr edt hs of an hour.)

3. Cdick on Save. This returns you to the Concept Card Learning
oj ectives for Lesson selection list box. If you choose not to
enter Task Hours, click on Done to return to the Concept Card
Learni ng Objectives for Lesson selection |ist box.

6.3.5.7 Lesson Purpose

This command all ows you to input a | esson purpose statenent on an acadenic
concept card that is not related to any task in the task list.

Tabl e 6-158 sunmarizes the availability of this command based on
course status. |If available, continue with the follow ng steps.

Tabl e 6-158. Access to Lesson Purpose

COMVAND BUTTON WORKI NG APPROVED | SUBM TTED

Lesson Purpose *View Only Yes Yes* Yes*

1. Fromthe Concept Card Maintenance selection list box (Figure 6-61),
hi ghlight the desired lesson by clicking on it.

HI NT: Be sure the concept card type below the | esson title states that
you are selecting a Draft Acadenic Lesson, Draft Academ c Lesson Purpose
Lesson, or an Acadeni c Lesson Purpose Lesson

2. Cick on Lesson Purpose. The Concept Card Lesson Purpose meno text
box (Figure 6-87) opens.
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Concept Card Lesson Purpose for Lesson 310000 [ %]
This is for the purpose of giving an overview of the 0331 POl This lesson will ﬂ
introduce the instructors to the student and provide information to the student
concerning what will be expected of the student during this course.

Spell Checker | Delete | Save | Exit wfo Save |

Fi gure 6-87. Concept Card Lesson Purpose

HI NT: |If you selected a task-oriented concept card, a nessage appears to
advise you to delete all TLOs and ELOCs associated with this concept card
in order to add a | esson purpose statenent. Note that you nust select the
TLCs/ ELCs button to delete the |earning objectives. [If you selected an
adm ni strative event, you receive a nessage advising you that a | esson
purpose statenent is not appropriate. 1In either case, click on OK  This
returns you to the Concept Card Maintenance sel ection |ist box.

3. Add or edit the I esson purpose statenent for this concept card.
This statement is required for a lesson that is not related to any
task in the task list and that will not be evaluated. You mnust
conplete this field to save the record

4. dick on Save. This returns you to the Concept Card Maintenance
sel ection |ist box.

6.3.5.8 Methods/Hours

This conmmand all ows you to access and mai ntain nethods of instruction
student:instructor ratios, and hours for the selected | esson. Methods and
rati os added to a | earning objective are brought forward to any concept
card to which that |earning objective is assigned. Although severa

| earni ng objectives on the same concept card may enploy the sane nethod of
instruction, a nethod will appear only once on a concept card for a given
student: instructor ratio. You may add, edit, or del ete nethods, ratios,
and hours associated with the concept card as appropriate. You should
renenmber, however, that if you later add or delete the nethods and ratios
associated with a | earning objective al ready assigned to concept cards,

t hose concept cards are not autonmatically updated. (See Learning

oj ective, Paragraphs 6.3.4.5.1 and 6.3.4.5.2.)

Since | esson purpose | essons and adm nistrative events do not
contain | earning objectives, you nust nanually add nethods, ratios, and
hours to all these type concept cards.

Be particularly careful when assigning ratios to nethods on a
concept card. Default ratios brought to a concept card with the I earning
obj ectives may not be appropriate for a particular Iesson. The ratio
assigned to a given nethod on a concept card should reflect the exact
nunbers of students and instructors present at the tinme instruction on

that |earning objective using that nethod takes place. If the entire
class of students is present, use the maxi mum class size for the nunber of
students. MCAIMS will cal culate the number of students per instructor so

there is no need for you to reduce the ratio. Any changes nmde to ratios
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on the concept card do not affect the default ratios assigned to the
| earni ng objectives or to the methods in the Method Tabl e.

Be very careful, also, when assigning hours to each nethod/ratio
conbi nation on the concept card. The sumof all such hours deternines the
| ength of the lesson and ultimately the length of the course.

HI NT: Accuracy is extrenely inmportant when assigning ratios and hours to
the nmet hods of instruction on all concept cards. MCAIMS consolidates this
information and uses it to determine the curricul um breakdown and the

i nstructor conputation worksheet requirenents for the course, both of
which are reported in the course descriptive data (CDD) and Program of
Instruction (PO).

Tabl e 6-159 sunmarizes the availability of this command based on
course status. |If available, continue with the follow ng steps.

Tabl e 6-159. Access to Methods/Hours for Concept Card

COMVAND BUTTON WORKI NG APPROVED | SUBM TTED

Met hods/ Hour s *View Only Yes Yes* Yes*

1. Fromthe Concept Card Maintenance selection list box (Figure 6-61),
hi ghlight the desired lesson by clicking on it.

2. dick on Methods/Hours. The Concept Card Methods for Lesson

sel ection |ist box (Figure 6-88) opens. The listing displays any
nmet hods that have al ready been added to the concept card.

Concept Card Methods for Lesson 310101

CODE RATIO _[GARRISON HOURS FIELD HOURS B
laG) 453 o0 (800

D

L

Method Code Description

Demonstration [=]

| Add I | Edit I | Delete I|MethudTahIe || Done I

Figure 6-88. Concept Card Met hods for Lesson

3. Refer to Table 6-160 for an explanation of the data fields
appearing in the selection |ist box.

Tabl e 6-160. Concept Card Methods for Lesson

| TEM DESCRI PTI ON
Code Non-editabl e field displaying the abbreviation for a nethod
of instruction assigned to the lesson listed in the title
bar .
Rati o Non-editable field displaying the student:instructor ratio

associated with a specific nethod of instruction assigned
to the lesson listed in the title bar

Garrison Non-edi tabl e field displaying the nunber of instructiona
Hour s hours spent in a garrison environnent using a specific
met hod of instruction at a specific student:instructor
ratio during the lesson listed in the title bar.
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Field Hours |Non-editable field displaying the nunber of instructiona
hours spent in a field environnment using a specific nethod
of instruction at a specific student:instructor ratio
during the lesson listed in the title bar.

Met hod Code | Non-editable field displaying the nane of the highlighted
Description |instructional nethod.

4. As sunmarized in Table 6-161, only certain conmand buttons are
avai l able to you based on the status of the course with which you
are working. If available, click on the desired conmand button

Tabl e 6-161. Access to Methods/ Hours Functi ons

COVVAND BUTTON WORKI NG APPROVED | SUBM TTED
Met hods/ Hours - Add Yes No No
Met hods/ Hours - Edit Yes No No
Met hods/ Hours - Del ete Yes No No
Met hods/ Hours - Method Table *View Only Yes Yes* Yes*

6.3.5.8.1 Add

This command all ows you to add methods of instruction, student:instructor
rati os, and hours to the concept card appearing in the title bar. The
hours assigned to individual nmethods on a concept card deternine the tota
hours, both for the concept card and the course. You nust add nethods,
rati os, and hours to all Lesson Purpose and Adm nistrative Event concept
cards. You nmay also use this command to add additional nethods (not
brought forward with the | earning objectives) to task-oriented concept
cards.

It is inmperative that each concept card reflect the instruction the
student will receive. The lesson or syllabus hours on the concept card
signifies individual student hours. The student-to-instructor ratio
reflects the nunber of instructors required to teach that |esson
Precision is required in assigning student-to-instructor ratios and hours
to nethods of instruction in all courses of instruction. The follow ng
exanmples will clarify how the hours and student-to-instructor ratio that
you establish under this conmand shoul d be portrayed on the | CW

Exanple 1. dass size of 15 students

a. |If a concept card represents a lecture for three hours and is
taught by one instructor, the student-to-instructor ratio is 15:1. The
total concept card hours are 3.0. See |CWexanple bel ow

TRAI NI NG MAX CLASS MAX RATI O | NSTRUCTOR( S) SYLLABUS | NSTRUCTCR
S| TUATI ON S| ZE (X 1) REQUI RED HOURS MAN- HOURS
Lecture 15 / 15 = 1 X 3.0 = 3.0

b. If a concept card represents a denonstration for one-half hour

with two instructors assisting the primary instructor and each of the
three instructors handling five students at a tinme, the student-to-
instructor ratio is 15:3 or 5:1 reduced. The total concept card hours for
the class are 0.5. See | CWexanple bel ow

TRAI NI NG MAX CLASS MAX RATI O I NSTRUCTOR( S) SYLLABUS I NSTRUCTOR
S| TUATI ON SI ZE (X:1) REQUI RED HOURS MAN- HOURS
Denonstration 15 / 5 = 3 X 0.5 = 1.5
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c. |If a perfornmance exam (PE) is given for two hours and only one
i nstructor and one student can use the only piece of equi pment avail able
during the PE (e.g., AN TPS-59 Radar), the ratio is 15:15 or 1:1 reduced.
The total hours for that concept card are 2.0. The hours on the concept
card nust be the total hours required to conplete the block of instruction
for one student. The two hours would be transferred to the syllabus hours
on the ICW Note that the PE nay have to be given 15 tines to get the
entire class evaluated. See | CWexanple bel ow

TRAI NI NG MAX CLASS MAX RATI O | NSTRUCTOR( S) SYLLABUS | NSTRUCTOR
SI TUATI ON Sl ZE (X 1) REQUI RED HOURS MAN- HOURS
PE 15 ! 1 = 15 X 2.0 = 30. 00
Exanple 2. Cdass size of 5 students. If a PEis given for two

hours to a class of five students, but only four can be eval uated at one
time by four instructors because of resource constraints (a tactical air
control center sinulator where tasks are perforned sinultaneously) and the
fifth student nust al so be evaluated by four instructors, the concept card

ratio will reflect 5:8 for two hours. See | CWexanple bel ow
TRAI NI NG MAX CLASS MAX RATI O | NSTRUCTOR( S) SYLLABUS | NSTRUCTOR
SI TUATI ON Sl ZE (X 1) REQUI RED HOURS MAN- HOURS
PE 5 ! 0.63 = 7.94 X 2.0 = 15. 87
Exanple 3. dass size of 28 students. |If a PE is given for four

hours to a class of 28 students, but only 14 students can be eval uated at
one time by three instructors because of resource constraints, and the
remai ni ng 14 students nust al so be evaluated by three instructors, the

concept card will reflect 28:6 for 4 hours. See |ICWexanple bel ow
TRAI NI NG MAX CLASS MAX RATI O | NSTRUCTOR( S) SYLLABUS | NSTRUCTOR
SI TUATI ON Sl ZE (X 1) REQUI RED HOURS MAN- HOURS
PE 28 / 4.67 = 6.0 X 4.0 = 23.98

Tabl e 6-162 sunmarizes the availability of this command based on
course status. |If available, continue with the follow ng steps.

Tabl e 6-162. Access to Add Met hods/ Hours to Concept Card

COMVAND BUTTON WORKI NG APPROVED | SUBM TTED

Met hods/ Hours - Add Yes No No

1. Fromthe Concept Card Methods for Lesson selection list box (Figure
6-88), click on Add. The Add Methods to Lesson dial og box (Figure

6-89) opens.
Add Methods to Lesson 310000
Method Code Description
j Practical Application [Group)

—Ratio

I 45 |3— [Student : Instructor]
~Hours

Minutes are entered in Hundredths. Click on the
Minutes Button for Guidance on Entering Minutes.

Garrison: | 0.00 Field: | 0.00
Minutes

Save | Exit wio Save |

Figure 6-89. Add Methods to Lesson
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2. Referring to Table 6-163 for an explanation of the data fields, add
a nmethod of instruction to this concept card.

Tabl e 6-163. Add Methods to Lesson

| TEM DESCRI PTI ON PARANVETER/
FORVAT
Met hod A drop-down list of all nethods in the Method
Code Table for this course. Note that the

description of the highlighted nmethod is

di splayed to the right of the box. Scrol

t hrough the drop-down list and click on the
desired code.

HI NT: This listing displays all methods for
the selected course. |If you cannot find the
method you desire in this list, select Exit wo
Save to return to the Concept Card Methods for
Lesson selection |list box. You can then access
the Method Table by clicking on the Method
Tabl e button (see Paragraph 6.3.5.8.4.1).

After you add the nethod to the Method Tabl e,

it will be available to add to the |esson.

Rati o The student:instructor ratio associated with Up to 3
the sel ected method of instruction when applied |numeric
to this lesson. The first field represents the |characters

nunber of students present during instruction for

using that instructional method. The second st udents;
field represents the nunmber of instructors 2 for
required to present the instruction to those i nstructors
students using that nethod. |f you choose to

add a duplicate nethod of instruction to a
concept card, it nust be at a different
student:instructor ratio in order to save the

record

Hours: Nurmber of | esson hours devoted to the sel ected Up to 3

Garrison method and ratio in a garrison environment. |f |numeric
needed, click on the Mnutes button for characters
gui dance in entering mnutes as hundredths of pl us deci mal
an hour.

Hours: Nurmber of | esson hours devoted to the sel ected Up to 3

Field nmethod and ratio in a field environment. |If nuneric
needed, click on the Mnutes button for characters
gui dance in entering mnutes as hundredths of pl us deci mal
an hour.

HI NT: Curricul um designers should be precise in assigning ratios and
hours to methods. |If the lecture portion of a Iesson will be 1 hour |ong
and taught to 150 students by one instructor, the ratio should be 150:1
and the hours should be 1.0. If the lesson also includes denponstration
for one-half hour with two instructors assisting the primary instructor
the ratio is 150:3 and the hours are 0.50. It is not necessary to reduce
the ratio to 50:1 for the denmonstration portion of the |esson

3. dick on Save. A nmessage appears to inquire if you want to add
anot her met hod.
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a. Cicking on Yes returns you to the Add Methods to Lesson dial og
box.

b. dicking on No returns you to the Concept Card Methods for
Lesson selection list box if the total hours for the concept
card have not changed. |If the total hours for the concept card
have changed, a nessage appears to advi se you of a possible
i mpact on task hours. dick on OK This returns you to the
Concept Card Met hods for Lesson selection |ist box.

6.3.5.8.2 Edit

This command all ows you to change a concept card's highlighted nethod of
instruction to a different nmethod or edit its associated
student:instructor ratio or hours. Al task-oriented concept cards mnust
be edited to assign hours to the nethods brought forward with the assigned
| ear ni ng obj ecti ves.

Tabl e 6-164 sunmarizes the availability of this command based on
course status. |If available, continue with the follow ng steps.

Tabl e 6-164. Access to Edit Methods/Hours for Concept Card
COVWAND BUTTON WORKI NG APPROVED | SUBM TTED

Met hods/ Hours - Edit Yes No No

1. Fromthe Concept Card Methods for Lesson selection list box (Figure
6-88), highlight the record you wish to edit by clicking on it.

2. Cdick on Edit. A dialog box simlar to the one in Figure 6-89
opens.

3. Referring to Table 6-164 for an explanation of the data fields,
edit the nethod, ratio, or hours as appropriate.

HI NT: Curricul um designers should be precise in assigning ratios and
hours to methods. |If the lecture portion of a Iesson will be 1 hour |ong
and taught to 150 students by one instructor, the ratio should be 150:1
and the hours should be 1.0. If the lesson also includes denponstration
for one-half hour with two instructors assisting the primary instructor
the ratio is 150:3 and the hours are 0.50. It is not necessary to reduce
the ratio to 50:1 for the denmonstration portion of the |esson

4. dick on Save.

a. |If the total hours for the concept card have not changed, this
returns you to the Concept Card Methods for Lesson selection
list box.

b. If the total hours for the concept card have changed, a nessage

appears to advi se you of a possible inmpact on task hours.
Cick on K. This returns you to the Concept Card Methods for
Lesson sel ection |ist box.

6.3.5.8.3 Delete

This conmand all ows you to renove the selected nmethod(s) of instruction
fromthe concept card listed in the title bar. Wen you renove a net hod,
the student: instructor ratio and hours associated with that nethod are
al so renoved. Any change to hours on a concept card has a direct effect
on the total course hours as reported in the CDD and PO .
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Tabl e 6-165 sunmarizes the availability of this command based on

course status. |If available, continue with the follow ng steps.
Tabl e 6-165. Access to Del ete Methods/ Hours From Concept Card
COVIVAND BUTTON WORKI NG APPROVED | SUBM TTED
Met hods/ Hours - Del ete Yes No No

1. Fromthe Concept Card Methods for Lesson selection Iist box (Figure
6-88), nark the nethod(s) you wish to remove fromthe concept card
using the nultiple select feature.

2. Cick on Delete. A nessage appears to confirmyour w sh to delete
t hi s net hod.

3. dick on Yes.

a. |If the total hours for the concept card have not changed, this
returns you to the Concept Card Methods for Lesson selection
list box.

b. If the total hours for the concept card have changed, a nessage

appears to advi se you of a possible inmpact on task hours.
Cick on K. This returns you to the Concept Card Methods for
Lesson selection |ist box.

6.3.5.8.4 Method Table

This conmand all ows you to access the Method Table to add or copy a method
to the table for the course, thus making it available to add to the
concept card with which you are worKking

Tabl e 6-166 sunmarizes the availability of this command based on

course status. |If available, continue with the follow ng steps.
Tabl e 6-166. Access to Method Table
COVVAND BUTTON WORKI NG APPROVED | SUBM TTED
Met hods/ Hours - Method Table *View Only Yes Yes* Yes*

1. Fromthe Concept Card Methods for Lesson selection |ist box (Figure
6-88), click on Method Table. The Method Tabl e Maintenance
sel ection list box (Figure 6-90) opens.

Method Table Maintenance [ O] =]

Method Code Description
Field Firing Exercise [=]

Add | Edit | Delete | Copy | Done |
Fi gure 6-90. Method Tabl e Mai ntenance

2. As sumarized in Table 6-167, only certain conmand buttons are
avail able to you based on the status of the course with which you
are working. |If available, click on the desired conmand button
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Tabl e 6-167. Access to Method Tabl e Functions

COVVAND BUTTON WORKI NG APPROVED | SUBM TTED
Met hods/ Hours - Method Table - Add Yes No No
Met hods/ Hours - Method Table - Copy Yes No No

H NT: Only the Add and Copy buttons are accessible fromthis selection
list box. You nust return to the nethod option under the Tables drop-down
menu to edit or delete any nethod listed in this selection |ist box.

6.3.5.8.4.1 Add

This command all ows you to add a new nethod to the Method Table for your
course. After you update the Method Table, you nmay then add the sel ection
to your concept card.

HI NT: Before adding a new nmethod to your course, check the copy list for
net hods added to other courses. |If the nmethod you desire is present, copy
it rather than add it.

Tabl e 6-168 sunmarizes the availability of this command based on
course status. |If available, continue with the follow ng steps.

Tabl e 6-168. Access to Add Met hod Codes to Method Tabl e

COMVAND BUTTON WORKI NG APPROVED | SUBM TTED

Met hods/ Hours - Method Table - Add Yes No No

1. Fromthe Method Tabl e Mai ntenance selection |ist box (Figure 6-90),
click on Add. The Method Code Add dial og box (Figure 6-91) opens.

Method Code Add [x]

CODE: |
RATIO: 0 :|u_ (Student : Instructor)

DESCRIPTION: |

Save | Exit wlo Save |

Figure 6-91. Method Code Add

2. Referring to Table 6-169 for an explanation of the data fields,
enter the required information to add a nethod of instruction to
your Method Tabl e.

Tabl e 6-169. Met hod Code Add

| TEM CONTENTS PARAVETERS/
FORVAT
Code Abbreviation for a nethod of instruction used Up to 10
in a course. You nust conplete this field to al phanuneri c
save this record. characters
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Rati o Default (mpbst conmon) student-instructor ratio |Up to 3
associated with a specific nethod of nuneric
instruction used in a course. The first field |characters
represents the number of students generally for 1st
taught using that instructional nethod. The field, 2 for
second field represents the nunber of 2nd field

i nstructors necessary to teach those students
using that instructional nethod.

Description | Name of the instructional method. You mnust Up to 112
conmplete this field to save this record. al phanuneri c
characters

3. dick on Save. The nmethod is added and you are returned to the
Met hod Tabl e Mai ntenance sel ection |ist box.

HINT: |f you wish to add the new nethod to the concept card wi th which
you are working, click on Done to return to the Concept Card Methods for
Lesson selection list box. Then click on Add. Follow the instructions
listed in Paragraph 6.3.5.8.1.

6.3.5.8.4.2 Copy

This command all ows you to access a list of all nethods not contained in
the Method Table of the current course, but that have been added to ot her
courses on the sane conputer or server as your MCAIMS installation. From
that list, you may copy selected nmethods to the Method Table for the
course you are devel opi ng.

Tabl e 6-170 sunmarizes the availability of this comrand based on

course status. |If available, continue with the follow ng steps.
Table 6-170. Access to Copy Methods to Method Table
COVWAND BUTTON WORKI NG APPROVED | SUBM TTED
Met hods/ Hours - Method Table - Copy Yes No No

1. Fromthe Method Tabl e Mai ntenance selection list box (Figure 6-90),
click on Copy. The Copy Method Codes selection list box (Figure 6-
92) opens with a list of all method codes added to other courses on
the sane conputer or server as your MCAIMS installation

Copy Method Codes. [ %]

Method Code Description

Practical Application [Individual] =

Select | Quit |
Figure 6-92. Copy Method Codes

2. Using the multiple select feature, mark the method(s) you want to
copy to the Method Table for the course with which you are working.

3. Cick on Select. Each method is copied, and you are returned to
the Met hod Tabl e Mai ntenance sel ection |ist box.
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HINT: |If you wish to add the newly copied nethod(s) to the concept card
wi th which you are working, click on Done to return to the Concept Card
Met hods for Lesson selection list box. Then click on Add. Follow the
instructions listed in Paragraph 6.3.5.8.1.

6.3.5.9 Media

This command all ows you to access and mmintain instructional nedia for the
sel ected | esson. Media added to a | earning objective are brought forward
to any concept card to which that |earning objective is assigned.

Al t hough several |earning objectives on the sanme concept card nmay enpl oy
the sane nedia, a mediumw || appear only once on a concept card. You may
add or delete nedia associated with the concept card as appropriate. You
shoul d renenber, however, that if you later add or del ete nedia associ ated
with a |l earning objective already assigned to concept cards, those concept
cards are not automatically updated. (See Learning Objectives, Paragraphs
6.3.4.6.1 and 6.3.4.6.2.)

Since they do not contain |earning objectives, you nust nanually add
media to all | esson purpose concept cards. Media are not required for
adm ni strative events.

Tabl e 6-171 sunmarizes the availability of this command based
on course status. |If available, continue with the foll ow ng steps.

Tabl e 6-171. Access to Media

COMVAND BUTTON WORKI NG APPROVED | SUBM TTED

Media *View Only Yes Yes* Yes*

1. Fromthe Concept Card Mai ntenance sel ection |list box (Figure 6-61),
hi ghlight the desired lesson by clicking on it.

2. Cick on Media. The Concept Card Media for Lesson selection |ist
box (Figure 6-93) opens. The listing displays any nedia that have
al ready been added to the concept card.

Add Media to Lesson 310000

Media Code Description

Interactive Videodisc

Select and Save | Exit wio Save |

Figure 6-93. Concept Card Media for Lesson

3. Refer to Table 6-172 for an explanation of the data fields
appearing in the selection |ist box.
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Tabl e 6-172. Concept Card Media for Lesson
| TEM DESCRI PTI ON
Medi a Code Non-editable field displaying the abbreviation for a medi um
of instruction assigned to the lesson listed in the title
bar .
Medi a Code Non-edi tabl e field displaying the nane of the highlighted
Description |instructional nedium

4. As sunmarized in Table 6-173, only certain conmand buttons are
avai l abl e to you based on the status of the course with which you

are working. |If available, click on the desired conmand button
Table 6-173. Access to Concept Card Media for Lesson
COVVAND BUTTON WORKI NG APPROVED | SUBM TTED
Media - Add Yes No No
Media - Delete Yes No No
Medi a - Media Table *View Only Yes Yes* Yes*

6.3.5.9.1 Add

This command allows you to add nmedia to the concept card listed in the
title bar. You nust add nmedia to all Lesson Purpose concept cards. You
may al so use this command to add additional nedia (not brought forward
with the | earning objectives) to task-oriented concept cards. You may add
nmedia to Administrative Events although it is not required.

Tabl e 6-174 sunmarizes the availability of this command based on

course status. |If available, continue with the follow ng steps.
Table 6-174. Access to Add Media to Concept Card
COVVAND BUTTON WORKI NG APPROVED | SUBM TTED
Media - Add Yes No No

1. Fromthe Concept Card Media for Lesson selection list box (Figure
6-86), click on Add. The Add Media to Lesson dialog box (Figure 6-
94) opens. Note that this listing displays all avail able nedia
t hat have not already been added to the concept card.

Add Media to Lesson BO014

Media Code Description

Audio Tape -]

Select and Save | Exit wjo Save |

Figure 6-94. Add Media to Lesson

2. Referring to Table 6-175 for an explanation of the data fields, use
the multiple select feature to mark the nedia you want to add to
your concept card.
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Table 6-175. Add Media to Lesson
| TEM DESCRI PTI ON
Medi a Code Non-edi table field displaying the abbreviation for all nedia
in the Media Table for this course that are not already
assigned to the lesson listed in the title bar.
Medi a Code Non-edi tabl e field displaying the nane of the highlighted
Description |instructional nedium

HINT: This nedia listing displays all nedia that have not al ready been
added to the concept card for the selected course. |f you cannot find a
nmedi um you desire in this list, select Exit w o Save to return to the
Concept Card Media for Lesson selection list box. You can then access the
Medi a Table by clicking on the Media Table button (see Paragraph
6.3.5.9.3.1). After you add the nediumto the Media Table, it will be
avail able to add to the | esson.

3. dick on Select and Save. This returns you to the Concept Card
Media for Lesson selection lIist box.

6.3.5.9.2 Delete

This command all ows you to renove sel ected nedia fromthe concept card
listed in the title bar.

Tabl e 6-176 sunmarizes the availability of this command based on
course status. |If available, continue with the follow ng steps.

Table 6-176. Access to Delete Media From Concept Card
COVWAND BUTTON WORKI NG APPROVED | SUBM TTED
Media - Delete Yes No No

1. Fromthe Concept Card Media for Lesson selection list box (Figure
6-93), nark the nmedia you wish to renove fromthe concept card
using the nultiple select feature.

2. Cick on Delete. A message appears to confirmyour choice.
3. dick on Yes. This returns you to the Concept Card Media for
Lesson sel ection |ist box.

6.3.5.9.3 Media Table

This command all ows you to access the Media Table to add or copy a medi um
to the table for the course, thus making it available to add to the
concept card with which you are worKki ng.

Tabl e 6-177 sunmarizes the availability of this command based on
course status. |If available, continue with the follow ng steps.

Table 6-177. Access to Media Table for Concept Card
COVIVAND BUTTON WORKI NG APPROVED | SUBM TTED
Media - Media Table *View Only Yes Yes* Yes*

1. Fromthe Concept Card Media for Lesson selection list box (Figure
6-93), click on Media Table. The Media Tabl e Maintenance sel ection
list box (Figure 6-95) opens.
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Media Table Maintenance

AlD

[_[O]]

=
=]

W

==
b

Media Code Description

Add | Edit | Delete | Copy |

Done |

Fi gure 6-95.

Medi a Tabl e Mai nt enance

2. As sunmmarized in Table 6-178,

only certain conmand buttons are

avail able to you based on the status of the course with which you

are wor ki ng.

I f avail abl e,

click on the desired conmand button

Tabl e 6-178. Access to Medi a Tabl e Functi ons

COVVAND BUTTON WORKI NG APPROVED | SUBM TTED
Medi a - Media Table - Add Yes No No
Media - Media Table - Copy Yes No No

H NT: Only the Add and Copy buttons are accessible fromthis selection

list box. You nust

6.3.5.9.3.1 Add

return to the Media option under the Tabl es drop-down
nmenu to edit or delete any nedia listed in this selection |ist

box.

This conmand all ows you to add a new nediumto the Media Table for your

cour se.
to your concept card.

HI NT:
nedi a added to ot her courses.
it rather than add it.

After you update the Media Table,

Bef ore addi ng a new nmedi umto your course,
If the mediumyou desire is present,

you may then add the selection

check the copy list for
copy

Tabl e 6-179 sunmarizes the availability of this command based on

cour se st at us. I f avail abl e,

continue with the follow ng steps.

6-179. Access to Add Medi a Codes to Media Tabl e
COVIVAND BUTTON WORKI NG APPROVED | SUBM TTED
Media - Media Table - Add Yes No No

1. Fromthe Media Tabl e Mi ntenance sel ection |ist

click on Add.

Version 4.0

box (Figure 6-95),

The Medi a Code Add di al og box (Figure 6-96) opens.
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Media Code Add [x]

CODE: [

DESCRIPTION:

Save | Exit wl/o Save |

Figure 6-96. Media Code Add

2. Referring to Table 6-180 for an explanation of the data fields,
enter the required information to add a nedium of instruction to
your Medi a Tabl e.

Tabl e 6-180. Medi a Code Add

| TEM DESCRI PTI ON PARAMVETERS/

FORVAT

Code Abbreviation for a nediumused to deliver Up to 20

instruction in a course. You nmust conplete al phanuneri c

this field to save this record. characters

Description | Nane of the instructional medium You mnust Up to 130
conplete this field to save the record. al phanuneri c

characters

3. dick on Save. The mediumis added and you are returned to the
Medi a Tabl e Mai ntenance sel ection |ist box.

HINT: If you wish to add the new mediumto the concept card with which
you are working, click on Done to return to the Concept Card Media for
Lesson selection list box. Then click on Add. Follow the instructions
listed in Paragraph 6.3.5.9.1.

6.3.5.9.3.2 Copy

This command all ows you to access a list of all nedia not contained in the
Medi a Tabl e of the current course, but that have been added to other
courses on the sane conputer or server as your MCAIMS installation. From
that list, you nmay copy selected nedia to the Media Table for the course
you are devel opi ng.

Tabl e 6-181 sunmarizes the availability of this comrand based on
course status. |If available, continue with the follow ng steps.

Tabl e 6-181. Access to Copy Media Codes to Media Table

COMVAND BUTTON WORKI NG APPROVED | SUBM TTED

Media - Media Table - Copy Yes No No

1. Fromthe Media Tabl e Mai ntenance selection Iist box (Figure 6-95),
click on Copy. The Copy Media Codes selection |ist box (Figure 6-
97) opens with a list of all other nedia added to other courses on
the sane conputer or server as your MCAIMS installation
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Copy Media Codes. [ %]

Media Code Description

P
SHO Tactical Vehicle

TP

WPN

Select | Quit |
Figure 6-97. Copy Medi a Codes

2. Using the multiple select feature, mark the nmedia you want to copy
to the Media Table for the course with which you are worki ng.

3. Cick on Select. Each mediumis copied, and you are returned to
the Medi a Tabl e Mai ntenance selection |ist box.

HINT: |If you wish to add the newly copied nmedium (nmedia) to the concept
card with which you are working, click on Done to return to the Concept
Card Media for Lesson selection |ist box. Then click on Add. Follow the
instructions listed in Paragraph 6.3.5.9.1.

6.3.5.10 Ammp Requirenents

This conmand al |l ows you to docunent amunition requirenments for the

sel ected task-oriented | esson. MCAIMS provides a table of Marine Corps
DODI Cs from which you select the desired anmunition. [If a school requires
DODI Cs from ot her service branches, you may identify those DODI C
requirenents in the Concept Card Notes (Paragraph 6.3.5.13) and in the
trai ni ng/ educati on support notes under CDD Item 23 (Paragraph 6.3.9.5.4).
Note that the CDD will reflect only Marine Corps expendabl e amunition
requirenents.

Tabl e 6-182 sunmarizes the availability of this command based on

course status. |If available, continue with the follow ng steps.
Tabl e 6-182. Access to Ammp Requi renment s
COVVAND BUTTON WORKI NG APPROVED | SUBM TTED
Amo Requirenments *View Only Yes Yes* Yes*

1. Fromthe Concept Card Mintenance selection list box (Figure 6-
61), highlight the desired task-oriented | esson by clicking on it.

2. Cdick on Ammo Requirenents.

a. |If you have selected a | esson purpose | esson or an
adm ni strative event, you receive a nessage that you cannot add
amunition to the concept card. Cdick on OK  This returns you
to the Concept Card Maintenance sel ection |ist box.

b. If you have selected a task-oriented | esson, the Concept Card
Anmuni tion for Lesson selection |ist box (Figure 6-98) opens.
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Concept Card Ammunition for Lesson BO101R ﬂ

DODIC [PER STUD (EX) _ [SUPPORT (EX)  [PER STUD (UN) _ [SUPPORT {UN)
A0 2.000 1,000 1,000 0.000

Nomenclature Note: [EX] = Expendable

CTG, 12 GAGE #00 BUCKSHOT (UN) ziUnexpendable

Learning Objective: 9901.07.05

Done |

Edit | Delete |

Figure 6-98. Concept Card Amunition for Lesson
3. Refer to Table 6-183 for an explanation of the data fields
appearing in the selection list box.
Tabl e 6-183. Concept Card Ammunition for Lesson
| TEM DESCRI PTI ON

DODI C Non-edi tabl e field displaying the Departnent of Defense
Identification Code for each type of amunition assigned to
the lesson listed in the title bar

Per St ud Non-edi tabl e field displaying the nunber per student of

(Ex) expendabl e units allotted for each DODI C during the
execution of the | esson. Expendable neans that the
ammunition is actually discharged during the period of
i nstruction.

Support Non-edi tabl e field displaying the nunber of expendabl e

(Ex) support units (for an entire class of students) allotted
for each DODI C during the execution of the |esson

Per St ud Non-edi tabl e field displaying the nunber per student of

(Un) unexpendabl e units allotted for each DODI C during the
execution of the | esson. Unexpendabl e nmeans that the
ammunition is used during a period of instruction but is
not actually di scharged.

Support Non-editable field displaying the nunber of unexpendable

(Un) support units (for an entire class of students) allotted
for each DODI C during the execution of the |esson

Nonencl ature | Non-editable field displaying the nane of the highlighted
DODI C

Lear ni ng Non-edi table field displaying the | earning objective to

hj ecti ve whi ch the highlighted DODI C has been assi gned

4., As summmrized in Table 6-184,

only certain conmand buttons are

avai l able to you based on the status of the course with which you

are working. If available,

click on the desired command button

Tabl e 6-184. Access to Ammp Requi rements Functions
COVWAND BUTTON WORKI NG APPROVED | SUBM TTED
Amp Requi renents - Add Yes No No
Amp Requi renents - Edit Yes No No
Ammo Requirenents - Delete Yes No No
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6.3.5.10.1 Add

This conmmand all ows you to add ammunition requirenents to the concept card
listed in the title bar. Note that ammunition consists of consumabl es
(replacement required after each use) and nonconsumabl es (reusabl e and
does not require frequent replacenent).

Tabl e 6-185 sunmarizes the availability of this command based on
course status. |If available, continue with the follow ng steps.

Tabl e 6-185. Access to Add Amunition to Concept Card

COVWAND BUTTON WORKI NG APPROVED | SUBM TTED
Anmo Requi renents - Add Yes No No

1. Fromthe Concept Card Ammunition for Lesson (Figure 6-98) selection
list box, click on Add. The Add Anmmunition Requirenments to Lesson
di al og box (Figure 6-99) opens.

Add Ammunition Requirements to Lesson BO101R. .- : x|

M. 1
r (3

DODIC: | s011 -
I—JI CTG, 12 GAGE #00 BUCKSHOT

~Learning Objective

9901.07.05 -

Units
Ammunition is always measured in Units of Issue. Units of Issue consist of only
two types: EACH and FEET.

Expended:  Each per Student: 2.000 Each for Support: 1.000
Unexpended:  Each per Student: 1.000 Each for Support;] | 0.000

Save | Exit wjo Save |

Figure 6-99. Add Ammunition Requirenents to Lesson

2. Referring to Table 6-186 for an explanation of the data fields, add
ammuni tion requirements to this concept card.

Tabl e 6-186. Add Anmunition Requirenments to Lesson

| TEM DESCRI PTI ON PARAMETERS/
FORVAT

DODI C A drop-down list of all Departnment of Defense

I dentification Codes for ammunition. Note that the
nonencl ature is displayed to the right of the sel ected
DODI C. Scroll through the drop-down Iist and click on
the desired code.

Lear ni ng A drop-down list of term nal and enabling I earning

hj ective obj ectives. Choose the TLO or ELO to which the sel ected
amuni tion DODIC wi Il be attached.

Units
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| TEM

DESCRI PTI ON

PARAMETERS/
FORVAT

Each (or Feet)
Per Student

Note that this
title changes
dependi ng on
whet her the unit
is "each" or
"feet"

Nurmber of units (each or feet) allotted
for each student in the class. Enter a
nunber for the expended and unexpended
requirenents.

Exanpl es of DODI Cs neasured in feet

i nclude: M570, MBP80, MB81l, MB82, MMO,
MM1, MM2, and MM3. Either this field
or the Support field nust be greater
than zero to save this record.

Conmpute Units (each) Per Student
with the follow ng formul a:

( EPS)

EPS = (Wx U/C
= Nunber of weapons using the given DODI C
Units to be fired with each weapon
Maxi mum cl ass si ze

w
U
C

Conpute Units (feet) Per Student (FPS) with
the follow ng fornmul a:

FPS = U C
Total units (feet)
Maxi mum cl ass si ze

U
C

3 digits to
right and left
of deci mal

poi nt

Note that with this formula, EPS may equal

| ess than one unit per student in sonme cases.
Therefore, you may enter units to the third
decimal place in this field. Enter a
justification for this formula in the Notes
Section (Paragraph 6.3.5.13).

Each (or Feet)
for Support

Note that this
title changes
dependi ng on
whet her the unit
is "each" or

Nurmber of support units (each or feet)

allotted for the entire class. Enter a
nunber for the expended and unexpended

requirenents.

A non-consunmabl e DODIC (e.g., K231) is
al ways assigned a value in the Support
(vice per student) field. Enter a note

3 digits to
right and left
of deci mal

poi nt

"feet" about replacement of a non-consumable in
the CDD (Paragraph 6.3.9.5.5). Exanples
of DODI Cs nmeasured in feet include:
M670, MB8O, MD81, MB82, MU0, MHAIL,
MJM2, and MM3. Either this field or
the Per Student field nust be greater
than zero to save this record.
EXCEPTI ONS: The treatnent of two DODI Cs causi ng confusion (M/66 and
K231) is explai ned bel ow.
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e The Mr66 (lgniter, Time, Blasting, Ms0O) is considered a
consumabl e and the Unit of Issue is Each. Since not every
student will receive this DODIC, calculate the Unit of I|ssue
in one of two ways:

e ldentify the total number of M/66s needed and divi de that
nunber by the number of students supported and enter this
value in the Each per Student field. For exanple, If one
M/66 supports five students, the value is 0.20.

e ldentify the total number of M/66s needed and enter that
value in the Each for Support field.

* The K231 is considered a nonconsumabl e, and the Unit of I|ssue
is entered in the Each for Support field. Note anticipated
repl acenent of nonconsunables in the nmeno field under
Trng/ Educ Support (ltem 23) of the CDD - Course Record 2
(Paragraph 6.3.9.5.4).

3. Cick on Save. This returns you to the Concept Card Ammunition for
Lesson selection list box.

HI NT: \When produci ng the course descriptive data (CDD) or Program
of Instruction (PO), the anmunition requirements are totaled for
the entire course, not just for individual |essons.

6.3.5.10.2 Edit

This command all ows you to change a concept card's highlighted DODIC to
another DODIC or edit its associated units per student or support units.

Tabl e 6-187 sunmarizes the availability of this command based on
course status. |If available, continue with the follow ng steps.

Tabl e 6-187. Access to Edit Anmunition for Concept Card

COVWAND BUTTON WORKI NG APPROVED | SUBM TTED
Amo Requirements - Edit Yes No No

1. Fromthe Concept Card Amunition for Lesson selection |ist box
(Figure 6-98), highlight the record you wish to edit by clicking on
it.

2. Cick on Edit. A dialog box simlar to the one in Figure 6-99
opens.

3. Referring to Table 6-186 for an explanation of the data fields,
edit ammunition requirenments in the appropriate fields of the
di al og box.

4. dick on Save. This returns you to the Concept Card Ammunition
for Lesson selection |ist box.

6.3.5.10.3 Delete

This command all ows you to renmove the sel ected anmunition requiremnment(s)
fromthe concept card listed in the title bar
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Tabl e 6-188 sunmarizes the availability of this command based on
course status. |If available, continue with the follow ng steps.

Tabl e 6-188. Access to Delete Amunition From Concept Card

COMVAND BUTTON WORKI NG APPROVED | SUBM TTED

Anmp Requi renents - Delete Yes No No

1. Fromthe Concept Card Amunition for Lesson selection |ist box
(Figure 6-98), mark the amunition you wish to renpbve fromthe
concept card using the nmultiple select feature.

2. Cdick on Delete. A message appears to confirmyour w sh to delete
this requirement fromthe concept card

3. dick on Yes. This returns you to the Concept Card Maintenance
sel ection |ist box.

6.3.5.11 References

This conmand all ows you to access and maintain references for the sel ected
concept card. References added to a | earning objective are brought
forward to any concept card to which that |earning objective is assigned.
Al t hough several |earning objectives on the same concept card nmay incl ude
the sane reference, a reference will appear only once on a concept card.

If you later add or delete references associated with a | earning objective
al ready assigned to concept cards, those concept cards are not
automatically updated. (See Learning Objective, Paragraphs 6.3.4.7.1 and
6.3.4.7.2.)

Since they do not contain |earning objectives, you nust nanually add
references to all concept cards for |esson purpose | essons and
adm ni strative events, if required.

Tabl e 6-189 sunmarizes the availability of this command based on
course status. |If available, continue with the follow ng steps.

Tabl e 6-189. Access to References

COMVAND BUTTON WORKI NG APPROVED | SUBM TTED

Ref er ences *View Only Yes Yes* Yes*

1. Fromthe Concept Card Maintenance selection list box (Figure 6-61),
hi ghlight the desired lesson by clicking on it.

2. Cick on References. The Concept Card References for Lesson
selection list box (Figure 6-100) opens. All references currently
assigned to this concept card are listed here. Note that MCAIMS
identifies the concept card in the title bar
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Concept Card References for Lesson: 310105 [ %]
REFERENCE Title

FMFRP 6-15

Delete |

Page/Chapter |

Machineguns and Machinegun [«]

Gunneny

Beference Table |

Done |

Figure 6-100. Concept Card References for Lesson

3. Refer to Table 6-190 for an explanation of the data fields

appearing in the selection list box. All references currently
assigned to this concept card are listed here. Note that MCAI MS
identifies the concept card in the title bar
Tabl e 6-190. Concept Card References for Lesson
| TEM DESCRI PTI ON
Ref erence Non-editable field displaying the code (if one exists) for a
reference associated with this |earning objective.
Title Non-editabl e field displaying the nane of the highlighted

r ef er ence.

4, As summarized in Table 6-191

only certain conmand buttons are

avail able to you based on the status of the course with which you

are wor ki ng.

I f avail abl e,

click on the desired command button

Tabl e 6-191. Access to Concept Card Reference Functions
COVIVAND BUTTON WORKI NG APPROVED | SUBM TTED
Ref erences - Add Yes No No
Ref erences - Delete Yes No No
Ref erences - Page/ Chapter Yes No No
Ref erences - Reference Table *View Only Yes Yes* Yes*

6.3.5.11.1

Add

This conmand all ows you to add a reference to the highlighted concept

card.

Tabl e 6-192 sunmarizes the availability of this command based on

course status. |If available, continue with the follow ng steps.
Tabl e 6-192. Access to Add References to Concept Card
COVIVAND BUTTON WORKI NG APPROVED | SUBM TTED
Ref erences - Add Yes No No

1. Fromthe Concept Card References for
(Figure 6-100),

click on Add.

Lesson sel ection |i st

box

The Add References to Lesson

sel ection |ist box (FigurE 6- 101) opens displaying all references
currently in the Reference Table for this course
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Add References to Lesson 310105 [ %]

Title

FM 2327
FM 2365

Operator's Manual for the Night Vision [+]
FM 2367 Sight, Crew Served Yeapon, ANTYS-5 |

FMFRP 0-1B

TM 08521A-10/14

T 08670B-10/1A
TM 0868A-13&P/1
T 11.5855-213-10
[TM 11.5855-214-10

T 9-1005-213-10

Sort | Select | Quit |

Figure 6-101. Add References to Lesson

2. Use the Sort button to sort references by title rather than
reference code, if desired.

3. Referring to Table 6-190 for an explanation of the data fields, use
the multiple select feature to mark the desired reference(s) to add
to the selected | esson.

HINT: |f you cannot find the reference you desire in this list, select
Quit to return to the Concept Card References for Lesson selection |ist
box. You can then access the Reference Table by clicking on the Reference
Tabl e button (see Paragraph 6.3.5.11.4). After you add the references to
the Reference Table, they will be available to add to the | esson

4. dick on Select. The reference is added, and you are returned to
the Concept Card References for Lesson selection |ist box.

6.3.5.11.2 Delete

This command all ows you to delete the selected reference(s) fromthis
concept card.

Tabl e 6-193 sunmarizes the availability of this comrand based on
course status. |If available, continue with the foll ow ng steps.

Tabl e 6-193. Access to Delete References From Concept Card
COVWAND BUTTON WORKI NG APPROVED | SUBM TTED
References - Delete Yes No No

1. Fromthe Concept Card References for Lesson selection |ist box
(Figure 6-100), mark the reference you wish to renove fromthe
concept card using the multiple select feature.

Gick on Delete. A nessage appears to confirmyour choice.

3. dick on Yes. The reference is deleted, and you are returned to
the Concept Card References for Lesson selection |ist box.

6.3.5.11.3 Page/ Chapt er

This conmmand all ows you to record specific page and chapter assignnents
for the highlighted reference.

Tabl e 6-194 sunmarizes the availability of this command based on
course status. |If available, continue with the follow ng steps.
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Tabl e 6-194. Access to Reference Page/ Chapter
COMVAND BUTTON WORKI NG APPROVED | SUBM TTED
Ref erences - Page/ Chapt er Yes No No
1. Fromthe Concept Card References for Lesson selection Iist box
(Figure 6-100), highlight the desired reference.
2. Cick on Page/Chapter. The Page/Chapter Notes Edit menp text box
(Figure 6-102) opens.
Page/Chapter Notes Edit
Reference Title
FM 23-27 Machinegun MK19
PagefChapter Notes
| -
Spell Checker | Save | Exit wio Save |
Fi gure 6-102. Page/ Chapter Notes Edit

3. Referring to Table 6-195 for an explanation of the data fields,

enter notes about this reference.
Tabl e 6-195. Page/ Chapter Notes Edit
| TEM DESCRI PTI ON PARAVETER/
FORNMAT
Ref er ence Non-editable field displaying the code (if one

card.
di spl ayed to the right of the box.

exists) for a reference associated with this concept
Note that the title of the reference is

Page/ Chapt er

Not es

Field for optional user conmrents about
the selected reference relevant to
this | esson.

Up to 64, 000
al phanuneri c
characters

field to save the record

You nust conplete this

4. dick on Save.
Lesson sel ection |ist

box.

6.3.5.11.4 Reference Table

This returns you to the Concept Card References for

This conmand all ows you to access the Reference Table to add or copy a

reference to the table for

this course,

the concept card with which you are worKking.

thus making it available to add to

Tabl e 6-196 sunmarizes the availability of this comand based

on course status.

I f avail abl e,

continue with the follow ng steps.

Tabl e 6-196. Access to Reference Table
COVIVAND BUTTON WORKI NG APPROVED | SUBM TTED
Ref erences - Reference Table *View Only Yes Yes* Yes*
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1. Fromthe Concept Card References for Lesson selection |ist box
(Figure 6-100), click on Reference Table. The Reference Table
Mai nt enance sel ection list box (Figure 6-103) opens.

REFERENCE B Title
FM 23 27 — " :
FM 2365 Maintain Physical Fitness

FM 23.67
FMFM 6.5
FMFRP 0-1B

FMFRP 615

woosmy o
T 08521A-10/1A

T 08670A-10/1A

T 08670B-10/1A

T 0868A-138P/1

TM 11-5855-213-10

T 11.5855-214-10 =

Add | Edit | Delete | Copy | Sort: | Done |

Figure 6-103. Reference Tabl e Mi ntenance

2. As sumarized in Table 6-197, only certain conmand buttons are
avail able to you based on the status of the course with which you
are working. |If available, click on the desired conmand button

Tabl e 6-197. Access to Reference Tabl e Functions

COVWAND BUTTON WORKI NG APPROVED | SUBM TTED
Ref erences - Reference Table - Add Yes No No
Ref erences - Reference Table - Copy Yes No No

H NT: Only the Add and Copy buttons are accessible fromthis selection
list box. You nust return to the References option under the Tables drop-
down nmenu to edit or delete the references listed in this selection |ist
box.

6.3.5.11.4.1 Add

This command all ows you to add a new reference to the Reference Table for
your course

HI NT: Before adding a new reference to your course, check the copy |ist
for references added to other courses. |If the reference you desire is
present, copy it rather than add it (Paragraph 6.3.5.11.4.2).

Tabl e 6-198 sunmarizes the availability of this command based on
course status. |If available, continue with the foll owi ng steps.

Tabl e 6-198. Access to Add References to Reference Tabl e

COMVAND BUTTON WORKI NG APPROVED | SUBM TTED

Ref erences - Reference Table - Add Yes No No

1. Fromthe Reference Tabl e Miintenance selection list box (Figure 6-
103), click on Add. The Reference Add di al og box (Figure 6-104)
opens.
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Reference Add [ %]

REFERENCE: I

TITLE:

Spell Checker | Save | Exit wjo Save |

Figure 6-104. Reference Add

2. Referring to Table 6-199 for an explanation of the data fields,
enter the required information to add a reference to the Reference

Tabl e.
Tabl e 6-199. Reference Add

| TEM DESCRI PTI ON PARAMVETERS/

FORVAT

Ref er ence Code (if one exists) depicting a publication. Up to 20

al phanuneri c

characters

Title Name of the reference. You nmust conplete this Up to 150
field to save the record. al phanuneri c

characters

3. Cdick on Save. This returns you to the Reference Tabl e Maintenance
sel ection |ist box.

HINT: |If you wish to add the new reference to the concept card wth which
you are working, click on Done to return to the Concept Card References
for Lesson selection list box. Then click on Add. Follow the
instructions listed in Paragraph 6.3.5.11. 1.

6.3.5.11.4.2 Copy

This command all ows you to access a list of all references not contained
in the Reference Table of the current course, but that have been added to
ot her courses on the sanme conputer or server as your MCAIMS installation
Fromthat list, you may copy selected references to the Reference Table
for the course you are devel opi ng.

Tabl e 6-200 sunmarizes the availability of this comrand based on
course status. |If available, continue with the foll ow ng steps.

Tabl e 6-200. Access to Copy References to Reference Tabl e

COMVAND BUTTON WORKI NG APPROVED | SUBM TTED

Ref erences - Reference Table - Copy Yes No No

1. Fromthe Reference Tabl e Mintenance selection list box (Figure 6-
103), click on Copy. The Copy References selection |ist box
(Figure 6-105) opens with a list of all references added to other
courses on the sane conputer or server as your MCAIMS installation
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REFERENCE B Title

FM 2327 -

FM 2365 I Operators Manual for Machinegun, [«]
FM 2367 7.62MM, M240 W

FMFRP 6-15
T DB670DA-10/1A
TM D868A-138P/1

Sort | Select | Quit |

Fi gure 6-105. Copy References
Sort references by title rather than reference code, if desired.

3. Using the multiple select feature, nark the reference(s) you want
to copy to the Reference Table for the course with which you are
wor ki ng.

4. dick on Select. Each reference is copied, and you are returned to
the Reference Tabl e Maintenance sel ection |ist box.

HINT: |If you wish to add the newly copied reference(s) to the concept
card with which you are working, click on Done to return to the Concept
Card References for Lesson selection list box. Then click on Add. Follow
the instructions listed in Paragraph 6.3.5.11. 1.

6.3.5.12 Student Instructions

This command al l ows you to document student requirements for the

hi ghli ghted | esson. The student requirenents will be provided to students
i n advance of the class on the Student Advance Sheet, but are not part of
and wi |l not appear on the concept card.

Tabl e 6-201 sunmarizes the availability of this command based on

course status. |If available, continue with the follow ng steps.
Tabl e 6-201. Access to Student Instructions
COVIVAND BUTTON WORKI NG APPROVED | SUBM TTED
Student Instructions *View Only Yes Yes Yes*

1. Fromthe Concept Card Maintenance selection |list box (Figure 6-61),
hi ghlight the desired lesson by clicking on it.

2. Cdick on Student Instructions. The Student Instructions neno text
box (Figure 6-106) opens.
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Student Instructions for Lesson 310000 [ %]
[=]
Spell Checker | Delete | Save | Exit wfo Save |

Fi gure 6-106. Student Instructions

3. Add or edit student instructions for students to read prior to
receiving this lesson. You nust conplete this field to save the
record

4. dick on Save. This returns you to the Concept Card Maintenance
selection list box. Note that if nothing is entered here, the
foll owi ng statement appears on the Student Advance Sheet for this
| esson: "No student information has been entered."

6.3.5.13 Notes

This conmmand al |l ows you to docunent information for the instructor for the
hi ghlighted | esson. These notes are an optional entry on the concept
card.

Tabl e 6-202 sunmarizes the availability of this command based on
course status. |If available, continue with the follow ng steps.

Tabl e 6-202. Access to Notes

COMVAND BUTTON WORKI NG APPROVED | SUBM TTED

Not es *View Only Yes Yes Yes*

1. Fromthe Concept Card Mintenance selection |list box (Figure 6-61),
hi ghlight the desired lesson by clicking on it.

2. Cick on Notes. The Concept Card Notes menop text box (similar to
Fi gure 6-106) opens.

3. Add or edit notes to appear on the concept card for the highlighted
| esson, exam or event. Exanples of notes include instructor
requi renents, scheduling notes, special prerequisites,
identification of exanms that will test this material, further
expl anation, logistics. You nust conplete this field to save the
record.

4. dick on Save. This returns you to the Concept Card Maintenance
sel ection |ist box.

6.3.6 Signature Bl ock

This menu option allows you to enter names or titles for up to five

officials. This block automatically appears on the bottom of the |ast
page of each concept card for this course. It is also an option on al
LOW (Learni ng ojective Wrksheet) reports. You will probably want to
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conplete this informati on before printing the Concept Card or an LOW
report.

Tabl e 6-203 sunmarizes the availability of this option based on
course status. |If available, continue with the follow ng steps.

Tabl e 6-203. Access to Signature Bl ock

MENU OPTI ON VORKI NG APPROVED SUBM TTED

Si gnat ure Bl ock Yes Yes Yes

1. Fromthe Miintenance drop-down nmenu, choose Signature Bl ock. The
Si gnature Bl ock dial og box (Figure 6-107) opens.

Signature Block for MACHINEGUNNER

Signatures:

IBME, ITB WEST

ISME, ITB EAST

Save | Exit wjo Save |

Fi gure 6-107. Signature Bl ock

2. Referring to Table 6-204 for an explanation of the data fields,
conpl ete the required information.

Tabl e 6-204. Signature Bl ocks

| TEM DESCRI PTI ON PARAVETERS/
FORVAT
Signatures | These five fields allow up to five different Up to 30
nanes and titles to be printed on the Concept capital
Card. Begin with the first field for the first |al phanumeric
official and continue as needed. characters
per field

3. dick on Save. This returns you to the Curricul um Managenent
wi ndow.

6.3.7 Course Statistics

This menu option allows you to maintain a historical record of dates for
conpl etion of the Course Descriptive Data (CDD), Program of Instruction
(PA), and Course Content Review Board (CCRB). The dates that you enter
here appear on the Course Infornation Mintenance di al og box (Figure 5-03)
and the Select a Course selection |list box (Figure 6-01). You can obtain
a hard copy of this information by printing out the Course Statistics
report.

Tabl e 6-205 sunmarizes the availability of this option based on
course status. |If available, continue with the follow ng steps.
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Tabl e 6-205. Access to Course Statistics

MENU OPTI ON WWORKI NG

APPROVED

SUBM TTED

Course Statistics *Interface invoked between Yes
GIB and TRRMB

Yes

Yes*

1. Fromthe Mintenance drop-down nenu, choose Course Statistics. The

Critical Dates dialog box (Figure 6-108) opens.

Critical Dates for MACHINEGUNNER [ %]

~CDD

Date Last CDD Submitted: i
Date Last CDD Approved: il

~PaOl

Date Last POl Submitted: i
Date Last POl Approved: [
Date Next POl Due: IR}
~CCRB
Date Last CCRB Held: !
Date Next CCRB Scheduled: i
Date ROP Submitted: il

Save | Exit wfo Save |

Figure 6-108. Critical Dates

2. Referring to Table 6-206 for the format for your entry,
appropriate dates in the fields provided. Note that dates entered

under any course |level (Wrking, Locally Approved,

reflected in the other two course | evels.

Table 6-206. Critical Dates

enter the

or Submitted) or

| TEM DESCRI PTI ON PARAMVETERS/
FORVAT
CDD
CDD Enter date submitted to or received by |yyyy/nmdd
Subni tt ed/ Recei ved GTB.
CDD MCCDC Appr oved Enter date approval is granted for the |yyyy/ mmdd
devel opnent of a PO .
PO
PO Enter date submitted to or received by |yyyy/nmdd
Subnmi tt ed/ Recei ved GIB for consideration.
PO MCCDC Approved Enter date approved by the Conmandi ng yyyy/ nmi dd
CGeneral , MCCDC. When entered by a
GIB anal yst, a process is invoked to
transfer selected elenents of a CDD to
TRRNVS.
Date Next PO Due Enter date. yyyy/ nmi dd
CCRB
Date Last CCRB Held | Enter date. yyyy/ nmi dd
Dat e Next CCRB Enter date. yyyy/ nmni dd
Schedul ed
Date ROP Submitted Enter date. yyyy/ mi dd

3. dick on Save. This returns you to the Curricul um Managenment

w ndow.
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