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SECTI ON 6. CURRI CULUM MANAGEMENT

6.1 CURRI CULUM OVERVI EW

The menus for the Curricul um Managenent function are arranged in a left to
right and top to bottom hierarchy. Several options are avail abl e under
each selection. Typically, you will progress through the menus fromleft
toright (i.e., Tables, Mintenance, Reports, PO Reports) in devel oping
instruction. Furthernore, you will probably conplete all options under one
menu item fromtop to bottom before moving to the next nenu item One
exception to this approach is with the reports nenu where certain reports
(e.g., Learning njective Wrksheets) are avail able before all data is
entered under mai ntenance. This logical functional hierarchy should
facilitate your devel opnent of the curriculum The linear design of this
function | eads you to create the curriculumin an order consistent with the
Systens Approach to Training (SAT).

Note that certain command buttons are shaded out (e.g., Edit, Delete)
if records do not exist. After a record is created (Add button), these
ot her command buttons becone accessi bl e.

6.1.1 Curriculum Devel opnent Overvi ew

The design of the Curricul um Managenent function of the MCAINMS for
W ndows system follows SAT in a |ogical progression. Depicted belowis an
overvi ew of the steps you will nornmally follow in devel opi ng your
curricul umusi ng MCAI MS,

1. Fromthe Select a Course selection |ist box, select a course
(Paragraph 6.1.2) for which you have been granted access. Renmenber
that only the MCAIMS Primary System Adnministrator or a Course
Admi nistrator (a user with access to the Mintenance nenu under
System Admi nistration) is permtted to establish a course record
using the System Adninistration function. |f you are neither of
t hese admi nistrators and the course you need to devel op has not
al ready had a course record established, either type of
adm ni strator can establish it for you, but only the Prinary System
Admi ni strator can assign you access to it.

2. Fromthe Tabl es nenu under Curricul um Managenent, begin preparing
for your course by establishing nethods, nedia, and references
(Par agraph 6.2).

3. Fromthe Miintenance nenu, continue setting up the course by
i nputting annexes, duties, and tasks.

a. Create annex designators that represent nmjor subject areas of
your course (Paragraph 6.3.1).

b. Enter valid duties (groups of tasks) fromthe appropriate ITS
Order or T&R Manual (Paragraph 6.3.2).

c. Enter the task list fromthe appropriate ITS Order or T&R
Manual (Paragraph 6.3.3). (Wien you create a task, a
correspondi ng term nal |earning objective (TLO record is
autonmatically added under the Learning Objective nenu option.)

d. Enter the performance steps and all associ ated know edge and
skills for each task.

e. Produce the Learning Anal ysis Wrksheet for reference when
devel opi ng the enabling | earning objectives (ELGs).
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After entering the required tasks, you can now devel op the | earning
obj ectives. TLGCs, ELGCs, and their associated nethods, nedia, and
test itenms formthe foundation for the Learning Objective Wrksheet
(LOW (Paragraph 6.3.4). Each TLO carries the sane uni que
identifier as the task it supports. |In turn, each ELOis
identified by that same designator plus one or two al phabetic
characters.

After entering all |earning objective data, you are ready to create
concept cards (Paragraph 6.3.5). Each concept card represents an
acadeni c | esson or an admnistrative event. The data included on
the concept card forns a "snapshot" of the | esson.

The Course Descriptive Data (CDD) (Paragraphs 6.3.8 and 6.3.9) is
devel oped next. The CDD, prinmarily a resourcing docunment, provides
a detailed sunmary of 24 el enents of the course.

The final developnental step is to create the Program of
Instruction (PA) (Paragraph 6.3.10). The conpleted PO will
contain the foll ow ng:

e Record of Changes
« PA Preface
« PO Table of Contents

e Section | - Course Descriptive Data
e Section Il - Sunmmary of Hours
e Section Ill - Scope of Annexes

e Section IV - Concept Cards
e Section V - Student Perfornmance Eval uation
e Section VI - Distribution List

The Reports menu allows you to print many useful curriculumrel ated
reports (Paragraph 6.4).

Finally under the Curricul um Managenent function, the PO Reports
menu allows you to create and print the separate conponents of a
PO or the PO inits entirety.

Sel ect a Course

Cick on the Book icon. The Select a Course selection |ist box
(Figure 6-01) displays a list of all the course records to which
you have access.

Select a Course

COURSE ID STATUS COURSE TITLE 4]
MO2RGU4 WORKING __|INFANTRY OFFICER COURSE
APPROVED _|INFANTRY OFFICER COURSE
WORKING __|BASIC OFFICER COURSE
APPROVED |BASIC OFFICER COURSE

MO2RMGA SUBMITTED _BASIC OFFICER COURSE
[WORKING _ [WARRANT OFFICER BASIC COURSE
APPROVED |WARRANT OFFICER BASIC COURSE

i
CRS Created: 11/ CRS Retrieved: 11/ POl Approved: 200310813
CRS Archived: /! CDD Exported: 2003:08:01 POI Due: 2006/08/01
CDD Submitted: 200308101 CDD Imported: 20030801 CID:MO2RMG4
POl Submitted: 2003/08:01 CDD Approved:2003108/13
Sort | Select | Quit |

Figure 6-01. Select a Course
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2. Refer to Table 6-01 for an explanation of the data fields appearing
in the dial og box.

Tabl e 6-01. Select a Course

| TEM DESCRI PTI ON
Course 1D Uni que code assigned to this specific course.
St at us Wor ki ng, Locally Approved, or Submtted.
Course Title Short title of the course.
CRS Created Non-editabl e field displaying the system generated date

when the highlighted course is created. The date is
generated through the Course Add, Course Copy, and
Change Course Status functions.

CRS Archived Non-editable field displaying the date that is system
generated each tine the highlighted course is archived.
This date is renmoved if the status of the course is
changed.

CDD Subnmitted Non-editable field displaying the date the CDD for the
hi ghli ghted course is subnmitted by the school or
received by a GIB analyst. Enter this date under the
Course Statistics option in the Curricul um Managenent
nodul e (Paragraph 6.3.7). The date applies to the
overall CIDin every status (Wrking, Approved, or
Submi tt ed).

PO Subnitted Non-editable field displaying the date the PO for the
hi ghli ghted course is subnmitted by the school or
received by a GIB analyst. Enter this date under the
Course Statistics option (Paragraph 6.3.7). The date
applies to the overall CIDin every status (Wrking,
Approved, or Submitted).

CRS Retrieved Non-editable field displaying the date that is system
generated each tine the highlighted course is retrieved.
This date is renoved if the status of the course is
changed. It is updated with each new retrieval. The
date applies to the overall CIDin every status
(Wor ki ng, Approved, or Subnitted).

CDD Exported Non-editable field displaying the date that is system
generated each tine an export file is created for the
hi ghli ghted Submitted course. This date is renoved if
the status of the Approved course is upgraded to
overwite the Submitted course. The date is al so
removed if a course archive of a Subnmitted course is
retrieved to either a Wrking or Approved status.

CDD I nported Non-editable field displaying the date that is system
generated each tine the highlighted Submtted course is
imported. This date is renoved if the status of the
Approved course is upgraded to overwite the Subnitted
course. The date is also renoved if a course archive of
a Submitted course is retrieved to either a Wrking or
Approved st at us.

CDD Approved Non-editable field displaying the date the CDD was
approved. Enter this information under the Course
Statistics option in the Curricul um Managenent nodul e
(Paragraph 6.3.7). The date applies to the overall CD
in every status (Working, Approved, or Subnmtted).

PO  Approved Non-editable field displaying the date the PO was
approved. Enter this information under the Course
Statistics option in the Curricul um Managenent nodul e
(Paragraph 6.3.7). The date applies to the overall CD
in every status (Working, Approved, or Submtted).

Version 4.0 6-3 8/ 26/ 03



MCAI M5 32 USER S NMANUAL

| TEM DESCRI PTI ON
PO Due Non-editable field displaying the date the PO is due.
Enter this information under the Course Statistics
option in the Curricul um Managenent nodul e (Paragraph
6.3.7). The date applies to the overall CIDin every
status (Working, Approved, or Subnitted).
aD Non-editable field displaying the fornmal CID for the
hi ghl i ghted course as entered upon creation or update of
the course (Paragraph 5.2.1.1).

3. If you want to change the organi zation of the list (by CID or
course title), click on Sort. The Sort Courses dial og box opens.

a. Choose the sorting option you desire. Note that the Cl D order
is the default option.

b. ddick on Set. This returns you to the Select a Course sel ection
list box.

Note that you may search for the desired course by right-clicking
and bringing up the Search Course |ID dialog box. You may enter the
desired course ID or title.

4. Scroll through the list and highlight the desired course and status
(Paragraph 2.6, Description of Course Statuses). Either click on
the Sel ect button or double-click the desired course to select it.
The Curricul um Managenment w ndow (Fi gure 6-02) opens.

e

i Marines

The Few. The Proud,

[am e [ine [oammeza [1ianas |

Fi gure 6—02.wmaﬁﬁﬁiculunlwhnagenent W ndow

Note that the CID and status of the course you selected is depicted in
the title bar. This wi ndow has five options on the Curricul um Managenent
menu bar: File, Tables, Mintenance, Reports, and PO Reports. These
options are discussed in this section, with the exception of File, which
has two choices under it: Select and Exit. The Select option allows you to
sel ect another course for which you can devel op the curricul um

Note the Main Menu button to the right of the Exit icon on the icon

bar. This button allows you to exit the current nodule and return to the
Mai n Menu wi ndow.
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6.2 TABLES

The three options under the Tables nmenu are Method Codes, Media Codes, and
References. Use these tables to ensure that you have access to all the
data you will need to devel op your course.

At the tine a course is established, MCAIMS autonatically installs a
default set of nmethods that are i nmedi ately avail abl e when the nmethod table
is accessed. A default set of nedia is also added to the nedia table.
There are, however, no pre-installed references. You may add, edit, copy,
or del ete non-default records to expand and update these tables to neet the
needs of your particular course. Later, when you begin devel opi ng | earning
obj ectives and | essons, you may sinply select the methods, nedia, and
ref erences you have al ready added for your course. The tine you will save
later will nore than nmake up for the initial effort of conpleting these
t abl es.

Notice there are check marks to the left of default nethods and nedi a.
These nmarks indicate that this is a default entry and, therefore, cannot be
edited (except for adding ratios to nethod codes) or deleted. You nay,
however, edit or delete any nethod, nedium or reference that you add to
t hese tabl es.

The follow ng steps sunmarize how to access the options under the
Tabl es menu.

1. dick on the Book icon. The Select a Course selection |ist box
(Figure 6-01) is displayed.

2. Highlight and select a course or double-click the desired course.
The Curricul um Managenment w ndow (Fi gure 6-02) opens.

HI NT:  You can change from course to course by clicking on Sel ect
under the File nenu.

3. Choose the Tables option on the nenu bar. The Tabl es drop-down
menu (Figure 6-03) is displayed.

i Curriculum Management  {COURSE: MOZRMG4, STATUS: WORKING)

File | Tables Maintenance Reports POI Reports
[991  Method Codes ¢
jl ; Curriculum
=2 Media Codes
References
CID Table CID Table Maintenance
= Staffing Status
Credit Recommendation
CID Export 3

Fi gure 6-03. Tabl es Drop-down Menu
4. Choose the desired option

6.2.1 Method Codes

MCAI M5 for Wndows is delivered with an installed Iist of Methods (Table
6-02). Fromthis table, you can select the appropriate nmethods of
instruction for presenting your course. |If required, you nmay add new

nmet hods to your course table or copy nethods from another course. Note
that the copy function prevents the creation of duplicate records for the
sanme net hod on the sanme conputer or server as your MCAIMS installation

Noti ce that each default nethod code has a check mark to the |left of
it. The mark indicates that this is one of the default nethods and
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nodi fi ed,
however,

t heref ore cannot be del eted or
instructor ratio. You nay,
to the table.

except to change the student:
edit or delete any nmethod that you add

Note that the default ratios for all nethods are set to zero; you can

determ ne the appropriate ratios and edit this field. However, this is the
only change you nmay nake to a default nethod.
Table 6-02. List of Default Methods
CCODE RATI O DESCRI PTI ON
ADM N 0:0 ADM NI STRATI VE
CBT 0:0 Conput er - Based Tr ai ni ng
CR 0:0 Critique
D 0:0 Denonstrati on
FEX 0:0 Fi el d Exerci se
FFEX 0:0 Field Firing Exercise
€3] 0:0 Gui ded Di scussi on
G 0:0 GQuest Lecture
| CW 0:0 Interactive Courseware
L 0:0 Lecture
N A 0:0 Not Applicable
PA 0:0 Practical Application
S 0:0 Sem nar
SPI 0:0 Sel f-Paced I nstruction
STEX 0:0 Sand t abl e Exerci se
TEWD 0:0 Tacti cal Exercise Wthout Troops
WGE 0:0 War Gane Exerci se
X(P) 0:0 Per f or mance Exam
X(W 0:0 Witten Exam
1. Fromthe Tables drop-down nmenu, choose Met hod Codes. The Met hod

Tabl e Mai ntenance sel ection |ist box (Figure 6-04) opens.

Method Table Maintenance

Method Code Description

Counseling =]

Add |

Fi gure 6-04.

Edit | Delete | Copy | Done |

Met hod Tabl e Mai nt enance

2. Refer to Table 6-03 for an explanation of the data fields.

Tabl e 6-03. Method Tabl e Mai nt enance

for a nethod of instruction used in a course.

| TEM DESCRI PTI ON PARAVETERS/
FORMAT
Code Non-editable field displaying the abbreviation | Up to 10

al phanuneric
characters
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| TEM DESCRI PTI ON PARAMVETERS/
FORVAT
Rati o Non-editabl e field displaying the default Up to 3
(nmost common) student:instructor ratio nuneric
associated with a specific nethod of characters
instruction used in a course. The first field |for 1st
represents the number of students generally field; 2 for
taught using that instructional nethod. The 2nd field

second field represents the nunber of

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

Met hod Code | Non-editable field displaying the nane of the Up to 112
Description | highlighted instructional nethod. al phanuneri c
characters

3. As sumuarized in Table 6-04, only certain conmmand 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 6-04. Access to Method Tabl e Functi ons
COVIVAND BUTTON WORKI NG APPROVED | SUBM TTED
Add Yes No No
Edi t Yes No No
Del et e Yes No No
Copy Yes No No

HI NT: Review the default nethods and check the copy list for

exi sting nethods created for other courses before adding any of your

own codes. Adding default ratios to all nethods used will save tine

later. |If necessary, the default ratio can be edited when the nethod
is assigned to a | earning objective or concept card.

6.2.1.1 Add

This conmmand all ows you to add nethods not included in the default list to
the Method Table. Before you add a new nethod, be sure to check the copy
function to see if that nethod al ready exists in another course.

Tabl e 6-05 sumari zes the availability of this command based on course

status. |If available, continue with the foll owi ng steps.
Tabl e 6-05. Access to Add Met hods
COVWAND BUTTON WORKI NG APPROVED | SUBM TTED
Add Yes No No

1. Fromthe Method Tabl e Mai ntenance selection Iist box (Figure 6-04),
click on Add. The Method Code Add dial og box (Figure 6-05) opens.
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Method Code Add

CODE: |
RATIO: o :|0 [Student : Instructor]

DESCRIPTION: |

Save | Exit wjo Save |

Figure 6-05. Method Code Add

2. Referring to Table 6-06 for an explanation of the data fields,
enter the required information to add a nethod to your Method

Tabl e.
Tabl e 6-06. Method Code Add
| TEM DESCRI PTI ON PARAMVETERS/
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 the record. characters
Rati o Default (npbst 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 | Nane of the instructional nmethod. You nust Up to 112
conplete this field to save the record. al phanuneri c
characters

3. Cdick on Save. This returns you to the Method Tabl e Mai ntenance
sel ection |ist box.

6.2.1.2 Edit

This conmand allows you to edit a highlighted nethod. You may edit the
code, the ratio of students to instructors, and the description of the
i nstructional nethod for any nmethod you have added. However, only the
rati os may be edited for one of the default Method Codes.

HINT: Editing the method code ratios at this tine under the Table menu is
atine saver. It will reduce a lot of repetitious work |ater when you are
devel opi ng | earni ng objectives and | essons.

HI NT: Editing a nethod code or description in the Method Tabl e updates the
correspondi ng data on any existing | earning objectives or concept cards
where that nethod is used. Editing a nethod's student:instructor ratio has
no effect on existing |earning objectives or concept cards.

Tabl e 6-07 sumari zes the availability of this command based on course

status. |If available, continue with the foll owi ng steps.
Tabl e 6-07. Access to Edit Methods
COVWAND BUTTON WORKI NG APPROVED | SUBM TTED
Edi t Yes No No
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1. Fromthe Method Tabl e Mai ntenance selection list box (Figure 6-04),
hi ghlight the desired record by clicking on it.

2. Cdick on Edit. A dialog box simlar to the one in Figure 6-05
opens.

3. Referring to Table 6-06 for an explanation of the data fields, edit
the ratio for default nethod codes or edit appropriate information
in each field in the dialog box for any nethod code you have added.

4. dick on Save. A nessage appears to explain the inpact of this
action and to confirmyour wish to continue. Note that a method
code or description changed here will also be changed on any
exi sting | earning objective and/or concept card on which it is
used. Ratios, however, will not be changed autonatically.

5. Cick on Yes. The nethod is edited.

a. |If no learning objectives or concept cards are affected, you
will receive a message to that effect. Click on OK.  This
returns you to the Method Tabl e Mai ntenance sel ection |ist box.

b. If learning objectives or concept cards are affected, you are
provided lists for your review. Cick on Print or Quit.
Ei ther selection returns you to the Method Tabl e Mai nt enance
sel ection |ist box.

6.2.1.3 Delete

This conmmand all ows you to delete a highlighted nethod. You cannot delete
a nmethod fromthe default Method Table |ist; however, you nmay del ete any
nmet hod that you have added to the table.

HI NT: Deleting a method fromthe Method Tabl e deletes that nethod from al
exi sting |l earning objectives or concept cards containing that nethod.

Tabl e 6-08 sumari zes the availability of this command based on course

status. |If available, continue with the foll owi ng steps.
Table 6-08. Access to Delete Method
COVWAND BUTTON WORKI NG APPROVED | SUBM TTED
Del et e Yes No No

1. Fromthe Method Tabl e Mai ntenance sel ection |ist box (Figure 6-04),
hi ghlight the desired method by clicking on it. Renenber that you
can delete records for only those nethods you have added to the
list.

2. Cick on Delete. A nmessage appears to explain the inmpact of this
action and to confirmyour wish to continue. Note that a method
del eted fromthe Method Table will also be deleted from any
exi sting | earning objective and/or concept card on which it is
used.

3. Cick on Yes. The record is deleted.

a. |If no learning objectives or concept cards are affected, you
receive a nessage to that effect. dick on OK. This returns
you to the Method Tabl e Mai ntenance sel ection |ist box.

b. If learning objectives or concept cards are affected, you are
provided lists for your review. Cdick on Print or Quit.
Ei ther selection returns you to the Method Tabl e Mai nt enance
sel ection |ist box.
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6.2.1.4 Copy

This conmmand all ows you to access a list of all nethods that have been
added to other courses on the same conputer or server as your MCAI M
installation. Fromthat list, you may copy sel ected nethods to the course
you are devel opi ng.

Tabl e 6-09 sumari zes the availability of this command based on course

status. If available, continue with the follow ng steps.
Tabl e 6-09. Access to Copy Methods
COVIVAND BUTTON WORKI NG APPROVED | SUBM TTED
Copy Yes No No

1. Fromthe Method Tabl e Mai ntenance sel ection |ist box (Figure 6-04),
click on Copy. The Copy Method Codes selection |ist box (Figure 6-
06) opens with a list of all other nethods added to other courses
on the sane conputer or server as your MCAIMS installation

Copy Method Codes. i x|

Select | Quit |

Figure 6-06. Copy Method Codes
2. Using the nmultiple select feature, mark the desired nethod code(s).

w

Cick on Select. This returns you to the Method Tabl e Maintenance
selection list box.

6.2.2 Medi a Codes

MCAI M5 for Wndows is delivered with an installed Iist of Media (Table 6-
10). Fromthis table, you can select the appropriate nedia for presenting
your instruction. |If required, you nmay add new nedia to your course table
or copy nedia fromanother course. Note that the copy function prevents
the creation of duplicate records for the sane medi umon the sane computer
or server as your MCAIMS installation.

Noti ce that each default nedia code has a check mark to the |eft of
it. The mark indicates that this is one of the default nmedia and,
t herefore, cannot be deleted or nodified. You may, however, edit or delete
any nediumthat you add to the table.

Tabl e 6-10. List of Default Media

VEDI A CODE DESCRI PTI ON
Al O Actual Itenf Obj ect
AT Audi o Tape
B Bl ackboard
C Chart
CPU Conput er
F Filnmstrip
HO Handout
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MEDI A CODE DESCRI PTI ON
I VD Interactive Videodi sc
M Model
MJ Mockup
S Sli des
SIM Si nul at or
TP Transpar enci es
VT Vi deot ape
VBK Wor kbook

1. Fromthe Tables drop-down nenu, choose Media Codes. The Media
Tabl e Mai ntenance sel ection |ist box (Figure 6-07) opens.

=13l

Media Table Maintenance

Media Code Description

Model [=]

Add | Edit | Delete | Copy | Done |
Figure 6-07. Media Table Mintenance

2. Refer to Table 6-11 for an explanation of the data fields appearing
in the selection |ist box.

Table 6-11. Media Tabl e Mai nt enance

| TEM DESCRI PTI ON PARAVETERS/

FORMAT

Code Non-editable field displaying the abbreviation |[Up to 20

for a nediumused to deliver instruction in a al phanuneri c

cour se. characters

Description | Non-editable field displaying the nane of the Up to 130
hi ghl i ghted instructional medi um al phanuneri c

characters

3. As sumuarized in Table 6-12, only certain conmmand 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 6-12. Access to Media Tabl e Functions
COVIVAND BUTTON WORKI NG APPROVED | SUBM TTED
Add Yes No No
Edi t Yes No No
Del et e Yes No No
Copy Yes No No
HI NT: Revi ew t he default nedia and check the copy list for existing

nedi a created for other courses before addi ng any of your own codes.

6.2.2.1 Add

This conmand all ows you to add a nmediumto the Media Table. This is used
only to add additional media not found in the default list. Before you add
a medium be sure to check the copy function to see if that nedi um al ready
exi sts in another course.
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Tabl e 6-13 sumari zes the availability of this command based on course

status. |If available, continue with the foll owi ng steps.
Tabl e 6-13. Access to Add Media
COVWAND BUTTON WORKI NG APPROVED | SUBM TTED
Add Yes No No

1. Fromthe Media Tabl e Mai ntenance selection |list box (Figure 6-07),
click on Add. The Media Code Add dial og box (Figure 6-08) opens.

Media Code Add

CODE: |

DESCRIPTION:

Save | Exit wjo Save |

Figure 6-08. Media Code Add

2. Referring to Table 6-14 for an explanation of the data fields,
enter the required information to add a nediumto your Media Table.

Tabl e 6-14. Media Code Add

| TEM DESCRI PTI ON PARAVETERS/

FORVAT

Code Abbrevi ation for the nediumused to deliver Up to 20

instruction in a course. You rmust conplete al phanuneri c

this field to save the record. characters

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

characters

3. dick on Save. This returns you to the Media Table Maintenance
sel ection |ist box.

6.2.2.2 Edit

This conmand allows you to edit a highlighted medi umthat you have added to
the Media Table. You may not edit any mediumthat is part of the default
list.

HI NT: Editing the code or description for a nmediumin the Media Tabl es
updat es the correspondi ng data on any existing | earning objectives or
concept cards where that nediumis used.

Tabl e 6-15 sumari zes the availability of this command based on course

status. |If available, continue with the foll owi ng steps.
Tabl e 6-15. Access to Edit Media
COVWAND BUTTON WORKI NG APPROVED | SUBM TTED
Edi t Yes No No

1. Fromthe Media Tabl e Miintenance selection Iist box (Figure 6-07),
hi ghlight the desired record by clicking on it.

2. Cdick on Edit. A dialog box similar to the one in Figure 6-08
opens.
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3. Referring to Table 6-14 for an explanation of the data fields, edit
appropriate information for any media code you have added.

4. dick on Save. A nmessage appears to explain the inmpact of this
action and to confirmyour wish to continue. Note that a nedia
code or description changed here will al so be changed on any
exi sting | earning objective and/or concept card on which it is
used.

5. Cdick on Yes. The nediumis edited.

a. |If no learning objectives or concept cards are affected, you
receive a nessage to that effect. dick on OK.  This returns
you to the Media Tabl e Mai ntenance sel ection |ist box.

b. If learning objectives or concept cards are affected, you are
provided lists for your review. Cdick on Print or Quit.
Ei ther selection returns you to the Media Tabl e Mai nt enance
sel ection |ist box.

6.2.2.3 Delete

This conmmand all ows you to delete a highlighted nedium You cannot delete
a mediumfromthe list of default nedia; however, you nay del ete any nedi um
you have added.

HINT: Deleting a mediumfromthe Media Table deletes that medi um
fromall existing |earning objectives or concept cards containing
t hat nmedi um

Tabl e 6-16 sumari zes the availability of this command based on course

status. |If available, continue with the foll owi ng steps.
Tabl e 6-16. Access to Delete Media
COVWAND BUTTON WORKI NG APPROVED | SUBM TTED
Del et e Yes No No

1. Fromthe Media Tabl e Mai ntenance selection |list box (Figure 6-07),
hi ghlight the desired mediumby clicking on it. Renenber that you
can delete records for only those nedia you have added to the |ist.

2. Cick on Delete. A nessage appears to explain the inmpact of this
action and to confirmyour wish to continue. Note that a medi um
del eted fromthe Media Table will also be deleted fromany existing
| earni ng obj ectives and/or concept card on which it is used.

3. Cick on Yes. The record is deleted.

a. |If no learning objectives or concept cards are affected, you
receive a nessage to that effect. dick on OK. This returns
you to the Media Tabl e Mai ntenance sel ection |ist box.

b. If learning objectives or concept cards are affected, you are
provided lists for your review. Cdick on Print or Quit.
Ei ther selection returns you to the Media Tabl e Mai nt enance
sel ection |ist box.

6.2.2.4 Copy

This conmmand all ows you to access a list of all nedia that have been added
to other courses on the same conputer or server as your MCAI M
installation. Fromthat list, you may copy selected nedia to the course
you are devel opi ng.
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Tabl e 6-17 sumuari zes the availability of this command based on course

status. |If available, continue with the follow ng steps.
Table 6-17. Access to Copy Medi a
COVIVAND BUTTON WORKI NG APPROVED | SUBM TTED
Copy Yes No No

1. Fromthe Media Tabl e Mai ntenance selection |list box (Figure 6-07),
click on Copy. The Copy Media Codes selection |ist box (Figure 6-
09) opens with a list of all other nedia added to courses on the
sanme conputer or server as your MCAIMS installation

Copy Media Codes.

Media Code Description

Chemical Spray

Select | Quit |
Figure 6-09. Copy Medi a Codes
2. Using the nultiple select feature, mark the desired nedia code(s).

3. dick on Select. This returns you to the Media Tabl e Mai ntenance
selection list box.

6.2.3 References

MCAI M5 for Wndows is delivered without an installed Iist of references
because these docunents are generally course specific. You can add al
appropriate references for devel opi ng your uni que course or you can copy
references from another course. Note that the copy function prevents the
creation of duplicate records for the sanme reference on the sane conputer
or server as your MCAIMS installation

1. Fromthe Tables drop-down nenu, choose References. The Reference
Tabl e Mai ntenance sel ection |ist box (Figure 6-10) opens.

Reference Table Maintenance

REFERENCE [« ] Title
ACSM Il
Standard of Personal Conduct

ACTS OF WAR
ADLER
ALEXANDER
ALEXANDERZ
ALL

ALMAR (DRAFT)
ALMAR 176/89
ALMAR 217191

ALMAR 288/91
ALMAR 85/89
ANDERSON
ARMY =
Add | Edit | Delete | Copy | Sort | Done |

Figure 6-10. Reference Tabl e Mii ntenance

2. Refer to Table 6-18 for an explanation of the data fields appearing
in the selection |ist box.
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Tabl e 6-18. Reference Tabl e Mai nt enance

| TEM DESCRI PTI ON PARAMVETERS/

FORVAT

Ref er ence Non-editabl e field displaying the code (if one Up to 20

exists) of a publication that is used during al phanuneri c

t he devel opnent or execution of a course. characters

Title Non-editabl e field displaying the nane of the Up to 150
hi ghl i ghted reference. al phanuneri c

characters

3. As summarized in Table 6-19, only certain comand 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 6-19. Access to Reference Tabl e Functions
COVIVAND BUTTON WORKI NG APPROVED | SUBM TTED
Add Yes No No
Edi t Yes No No
Del et e Yes No No
Copy Yes No No
Sor t Yes Yes Yes

6.2.3.1 Add

This conmand allows you to add a reference to the Reference Table. The
reference that you add in this dialog box is unique to your course.
However, MCAIMs for Wndows will add it to a conprehensive reference |ist
fromwhich it can be copied to other courses.

HI NT: First check the copy list for existing references in other
courses before addi ng any of your own references.

Tabl e 6-20 sumari zes the availability of this command based on course

status. If available, continue with the foll owi ng steps.
Tabl e 6-20. Access to Add References
COVWAND BUTTON WORKI NG APPROVED | SUBM TTED
Add Yes No No

1. Fromthe Reference Tabl e Mintenance selection list box (Figure 6-
10), click on Add. The Reference Add dial og box (Figure 6-11)
opens.

REFERENCE:

TITLE:

Spell Checker | Save | Exit wjo Save |

Figure 6-11. Reference Add

2. Referring to Table 6-21 for an explanation of the data fields,
enter the required information to add a reference to the Reference
Tabl e.
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Tabl e 6-21. Reference Add

| TEM DESCRI PTI ON PARAMVETERS/

FORVAT

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

that is used during the devel opment or al phanuneri c

execution of a course. characters

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

characters

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

6.2.3.2 Edit

This conmmand allows you to edit any highlighted reference in your Reference
Tabl e.

HINT: Editing a reference code or title in the Reference Table
updat es the correspondi ng data on any existing tasks, |earning
obj ectives, or concept cards where that reference is used.

Tabl e 6-22 sumari zes the availability of this command based on course

status. |If available, continue with the foll owi ng steps.
Tabl e 6-22. Access to Edit References
COVWAND BUTTON WORKI NG APPROVED | SUBM TTED
Edi t Yes No No

1. Fromthe Reference Tabl e Miintenance selection list box (Figure 6-
10), highlight the desired record by clicking on it.

2. Cick on Edit. A dialog box similar to the one in Figure 6-11
opens.

3. Referring to Table 6-21 for an explanation of the data fields, edit
appropriate information in each field in the dial og box.

4. dick on Save.

a. |If the reference code or title you entered does not already
exi st in another course, a nessage appears to explain the
i mpact of this action and to confirmyour w sh to continue.
Note that a reference code or title changed here will also be
changed on any existing task, |earning objective, and/or
concept card on which it is used.

(1) Cdick on Yes. The reference is edited.

(2) I'f no tasks, learning objectives or concept cards are
af fected, you receive a nmessage to that effect. Cick on
K. This returns you to the Reference Tabl e Mai nt enance
sel ection |ist box.

(3) If tasks, learning objectives, or concept cards are
affected, MCAIMS provides lists for your review. dick on
Print or Quit. Either selection returns you to the
Ref erence Tabl e Mai ntenance sel ection |ist box.

b. If the reference code or title you entered does al ready exi st
i n another course, a nessage appears to explain the inpact of
this action and to confirmyour w sh to continue. Not e t hat
the existing reference code or title will be copied to this
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course and affected tasks, |earning objectives, and/or concept
cards will be changed to reflect this change. Any page
references related to a concept card will be del eted.

(1) dick on Yes. The reference is copied from another
cour se.

(2) If no tasks, l|earning objectives or concept cards are
af fected, you receive a nmessage to that effect. Cick on
K. This returns you to the Reference Tabl e Mai nt enance
sel ection |ist box.

(3) |If tasks, learning objectives, or concept cards are
affected, MCAIMS provides lists for your review. dick on
Print or Quit. Either selection returns you to the
Ref erence Tabl e Mai ntenance sel ection |ist box.

6.2.3.3 Delete

This conmmand all ows you to del ete any selected reference fromthe Reference
Tabl e.

HI NT: Deleting a reference fromthe Reference Tabl e del etes that
reference fromall existing tasks, |earning objectives or concept
cards containing that reference.

Tabl e 6-23 sumari zes the availability of this command based on course

status. |If available, continue with the foll owi ng steps.
Tabl e 6-23. Access to Del ete References
COVVAND BUTTON WORKI NG APPROVED | SUBM TTED
Del et e Yes No No

1. Fromthe Reference Tabl e Mintenance selection list box (Figure 6-
10), nark the reference(s) you wish to delete using the multiple
sel ect feature

2. Cick on Delete. A nmessage appears to explain the inmpact of this
action and to confirmyour wish to continue. Note that a reference
del eted fromthe Reference Table will be deleted from any existing
tasks, |earning objectives, and/or concept cards on which it is

used.
3. Cick on Yes. The record(s) will be deleted.
a. |If no tasks, learning objectives or concept cards are affected,

you receive a nessage to that effect. dick on OK. This
returns you to the Reference Tabl e Mai ntenance sel ection |ist
box.

b. |If tasks, |earning objectives, or concept cards are affected,
MCAI M5 provides lists for your review Cick on Print or Quit.
Ei ther selection returns you to the Reference Tabl e Mii ntenance
sel ection |ist box.

6.2.3.4 Copy

This conmand all ows you access to a list of all references that have been
added to other courses on the same conputer or server as your MCAI M
installation. Fromthat list, you may copy selected references to the
course you are devel opi ng.

Tabl e 6-24 sumari zes the availability of this command based on course
status. |If available, continue with the foll owi ng steps.
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Tabl e 6-24. Access to Copy References
COVIVAND BUTTON WORKI NG APPROVED | SUBM TTED
Copy Yes No No

1. Fromthe Reference Tabl e Miintenance selection list box (Figure 6-
10), click on Copy. The Copy References selection list box (Figure
6-12) opens with a conprehensive list of all other references added
to other courses on the same conputer or server as your MCAI M5
installation.

Copy References. = x|

REFEREHCE B Title

DISA CIR 310-70-1

FM 2390 Engineer Operations

FM 2420
FM 24.22
FM33
FM 33F
FM 34
FM 35
FM 44
FM 790
FM 908
FMFM 0-1
FMFM 0-1A

Sort | Select | Quit |

Figure 6-12. Copy References

2. Sort references if they are not arranged in the nost efficient
manner for you. (See Paragraph 6.2.3.5, Sort.)

3. Using the nmultiple select feature, mark the reference(s) you desire
to copy to your course

4. dick on Select. This returns you to the Reference Table
Mai nt enance selection |ist box.

6.2.3.5 Sort

This command allows you to sort the references in your Reference Table
according to Reference Code or Title. This feature hel ps you |l ocate
references in the quickest manner possible.

Tabl e 6-25 summari zes the availability of this command based on course

status. If available, continue with the follow ng steps.
Tabl e 6-25. Access to Sort References
COVMVAND BUTTON WORKI NG APPROVED | SUBM TTED
Sor t Yes Yes Yes

1. Fromthe Reference Tabl e Miintenance selection list box (Figure 6-
10), click on Sort. The Sort References dial og box opens.

Choose the sorting option you desire.

Cick on Sort. This returns you to the Reference Tabl e Mai ntenance

selection |ist box.

6.2.4 CID Tabl e Mi ntenance

In the System Adninistration nodule, the CID Tabl e option provides a nethod
to add formal school codes between rel eases of MCAIMS software. This nenu
option is available only to the Primary System Adni ni strator, when

aut hori zed by G ound Trai ning Branch (GTB)
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In the Curricul um Managenent nodul e, the CID Table option allows you
to verify that the CID and course title are correctly entered in the PO
that is being devel oped or reviewed. The use of a CID (representing a
currently recognized formal course) is nmandatory for any course record that
requires interface (uploadi ng/ downl oadi ng records) with BNA and TRRVB
records.

1. dick on the Book icon. The Sel ect a Course selection |list box
(Figure 6-01) is displayed.

2. Highlight and select a course or double-click the desired course.
The Curricul um Managenment w ndow (Fi gure 6-02) opens.

HI NT:  You can change from course to course by clicking on Sel ect
under the File nenu.

3. Choose the Tables option on the nenu bar. The Tabl es drop-down
menu (Figure 6-03) is displayed.

4. Choose CID Table. Then choose CID Tabl e Mintenance. The CID
Tabl e selection list box (Figure 6-13) opens. Note that none of
the conmand buttons is avail able.

CID Table E x|
WED TITLE [ «]
AD1CO4M DEF PKG OF HAZARDOUS MATERIALS FOR TRANS
AD1COVZ DEF INSPECTION OF PACKAGED PERSONAL PROPERTY
ADGBC1 SMALL ARMS REPAIRER (REFRESHER) (USMC)
AD1GBD1 LIGHT ARMORED VEHICLE REPAIRMAN {USMC)
AD1GBF2 DEFENSE PACKAGING DATA SYSTEMS
AD1GBG1 TANK SYSTEM TECHNICIAN
AD1GBH1 LIGHT ARMORED VEHICLES TECHNICIAN {USM
[ [AD1GBM1 ORDNANCE CHIEF
AD1GBO1 TANK SYSTEMS TECHNICIAN (M1A1) (USMC)
AD1GBS1 GROUND ORDNANCE MAINTENANCE CHIEF {(USMC)
AD1GBT1 ORDNANCE VEHICLE TECHNICIAN (USMC)
AD1RGZ1 ORDNANCE OFFICER (USMC)
AD1SAS2 DEFENSE ADVANCED PRESERVATION AND PACKING
Add | Edit | Delete | Exit |

Figure 6-13. CID Table

5. Scroll through the list of CIDs to verify that the CID and course
title are correctly entered in the PO you are devel opi ng or
revi ew ng.

6.2.5 Staffing Status

HINT: This option is unavailable to users outside Ground Training Branch
Such users may track course status through the Course Statistics option
under the Mai ntenance nmenu of the Curricul um Managenent nodul e (Paragraph
6.3.7).

In the System Adninistration nodule, the Staffing Status option is
avai l abl e to designated task anal ysts within Ground Trai ning Branch ( GIB)
who are responsi ble for nonitoring the staffing status of CDDs/ PO s.

In the Curricul um Managenent nodule, the Staffing Status option all ows
designated task analysts within GIB to verify the status of CDDs/POs. The
option enables you to produce a report or to view the dialog box of
captured information.

The report |ists courses pending approval by the CG Training Comrand.
The report, which is triggered when a date is entered for GIB s receipt of
the CDD for staffing, |ists each service school code (SSC), CID, course
title, point of contact, section, and date CDD receipt. Where appropriate,
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dates are listed for the COD/PO letter, PO letter received, CDD approval
and |ast CDD/ PO approval. Once a date is entered under PO approval, the
course is omtted fromthis report.

The View option presents all the staffing status infornmation avail able
in the report, plus any entry for the PO approval

1. dick on the Book icon. The Sel ect a Course selection |list box
(Figure 6-01) is displayed.

2. Highlight and select a course for which you have been given access
or double-click the desired course. The Curricul um Managenent
wi ndow (Fi gure 6-02) opens.

3. Choose the Tables option on the nenu bar. The Tabl es drop-down
menu (Figure 6-03) is displayed.

4. Choose CID Table. Then choose Staffing Status. The Staffing
Status selection |list box (Figure 6-14) opens.

5. Choose the desired comand button. Refer to Step 6 if you wish to
produce a report. Refer to Step 7 if you wish to view the contents
of the Status Staffing Infornmation for Course dial og box.

Staffing Status B x|
SSC__[CID s [« ]
014 F110141 MILITARY JUDGE SEMINAR
015 A180152 POSTAL OPERATIONS
015 |A350151 POSTAL OPERATIONS
01c MO301C8 PERSONNEL CLERK
01C_ |M1001C1 PERSONMNEL CLERK
01D A1001D1 APPRENTICE CID SPECIAL AGENT
010 |A1001DG APPRENTICE CID SPECIAL AGENT
01D A1601D3 APPRENTICE CID SPECIAL AGENT
01J MO0301.J6 RESERVE ADMINISTRATION COURSE
1L [ND101L1 LEGAL OFFICER
01L NO101L4 LEGAL OFFICER
01L  |NDSD1L1 LEGAL OFFICER
01pP ND501P1 BASIC LAVWYER

Report | View | Exit |

Figure 6-14. Staffing Status

6. Cick on Report if you wish to view all the courses pending CG
Trai ni ng Command approval. The Choose Report or Text File dialog
box (Figure 6-15) opens.

x
" Save report as a text file
Enter the number of lines per page to be used when saving the report(s).
Lines: 40
Enter the file name(s] to be used when saving the report(s).
| Browse... I
Continue I Quit |

Figure 6-15. Choose Report or Text File
a. Referring to Table 6-26, nmake the appropriate sel ections.
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Tabl e 6-26. Choose Report or Text File

| TEM DESCRI PTI ON PARAVETERS/
FORVAT
Previ ew This default radio button will allow you to print or preview
Print the desired report. |If this is your choice, the other fields
Report are not enabl ed.
Save Select this button to save the report to a text file. |

report to this is your choice, the fields bel ow are enabl ed.
a text

file
Li nes Leave at the default (40) or enter the nunber Up to 2
of lines per page to be used when saving the nuneric
report(s). characters
Br owse Cick this button if you wish to see what other text files in
the Save As |ist box are naned.
Untitled. Enter the file nane(s) to be used when saving Up to 30
the report(s). You nust conplete this field to |al phanuneric
save the text (.txt) file. characters
b. dick on Continue. |If you chose Preview Print Report, the
Staffing Status report is displayed. |If you chose Save Report
to Text File, the system saves the report and returns you to
the Curricul um Managenent w ndow.
7. |If you wish to see all the staffing status infornmation for a

sel ected course, choose the desired course and click on View Note
that you can search by SSC by right-clicking in the Staffing Status
di al og box (Figure 6-14). The Status Staffing Information for
Course dial og box (Figure 6-16) opens for you to reviewthe

entries.
a
Date of School CDD Letter: 2002{05/17 Current Date

CDD Letter Received from School: 2002{05{17  Current Daie
CG, Training Command Approval of CDD: i} Current Date

Last CDD Approval: il Current Date
Date of School POI Letter: T’ Current Date
POI Letter Received from School: T’ Current Date
CG, Training Command Approval of POIL: T‘ Current Date
Last POl Approval: il Current Date

Cognizant Section within GTB for CDD/POL: |GCE
GTB POC for CDD{POI: [CONNIE YOUNG

|

Clear | Save | Exit w/o Save |

Figure 6-16. Status Staffing Infornmation for Course

6.2.6 Credit Recommendati on

HI NT: This option is not intended to be available to users outside G ound
Trai ning Branch

In the System Adninistration nodule, the Credit Recomendation option is
avai l abl e to designated task anal ysts within Ground Trai ning Branch ( GIB)
who are responsi ble for nonitoring courses in review by the American
Counci| on Education (ACE)

In the Curricul um Managenent nodule, the Credit Recommendati on option
al | ows designated task analysts within GIB to produce a report listing
courses pendi ng ACE recomendati ons or to view the dialog box of captured
credit recomendation information about a specific course.
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The report of pending recomendations is triggered when an entry date
is entered for an emmil sent to ACEE The report lists each SSC, ClD,
course title, and the date the email was sent. Once a date is entered for
recei pt of an ACE recomendati on for a course, that course is omtted from
this report.

The View option presents any entries for the date that the ACE letter
was drafted, signed, and nmiled; dates for email sent to and acknow edged
by ACE, ACE response, and school notification; type of credit; nunber of
senester hours credited; field of credit; and recomendati on effective
dat e.

1. dick on the Book icon. The Select a Course selection |list box
(Figure 6-01) is displayed.

2. Highlight and select a course for which you have been given access
or double-click the desired course. The Curricul um Managenent
wi ndow (Fi gure 6-02) opens.

HI NT:  You can change from course to course by clicking on Sel ect
under the File nenu.

3. Choose the Tables option on the nenu bar. The Tabl es drop-down
menu (Figure 6-03) is displayed.

4. Choose CID Table. Then choose Credit Recommendation. The Credit
Recommendati on sel ection list box (Figure 6-17) opens.

ot fscomendation |
#W1 | MO39 APPLIED EXPLOSINE TECHNIQUE (Il MAF)
011 M030118 PERSONNEL OFFICER
013 C030132 NIS BASIC AGENTS
014 F110141 MILITARY JUDGE SEMINAR
015 A180152 POSTAL OPERATIONS
015 A350151 POSTAL OPERATIONS
01C  |M0301C8 PERSONNEL CLERK
01C_ |M1001C1 PERSONMNEL CLERK
01D A1001D1 APPRENTICE CID SPECIAL AGENT
01D |A1001DG APPRENTICE CID SPECIAL AGENT
01D A1601D3 APPRENTICE CID SPECIAL AGENT
01J M0301.8 RESERVE ADMINISTRATION COURSE
| Beport | | View I | Exit I

Figure 6-17. Credit Recommendati on

5. Choose the desired conmand button. Refer to Step 6 if you wish to
produce a report. Refer to Step 7 if you wish to view the contents
of the Credit Recommendation dial og box.

6. Cick on Report if you wish to view all the courses pendi ng ACE
recomendati ons. The Choose Report or Text File dialog box (Figure

6- 18) opens.
x
" Save report as a text file
Enter the number of lines per page to be used when saving the report(s).
Lines: 40
Enter the file name(s] to be used when saving the report(s).
| Browse... I
Continue I Quit |

Figure 6-18. Choose Report or Text File
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a. Referring to Table 6-27, nmake the appropriate sel ections.

Tabl e 6-27. Choose Report or Text File

| TEM DESCRI PTI ON PARAMVETERS/
FORVAT
Previ ew This default radio button will allow you to print or preview
Print the desired report. |If this is your choice, the other fields
Report are not enabl ed.
Save Select this button to save the report to a text file. |

report to this is your choice, the fields bel ow are enabl ed.
a text

file

Li nes Leave at the default (40) or enter the nunber Up to 2
of lines per page to be used when saving the nuneric
report(s). characters

Br owse Cick this button if you wish to see what other text files in
the Save As |ist box are naned.

Untitled. Enter the file nane(s) to be used when saving Up to 30
the report(s). You nust conplete this field to |al phanuneric
save the text (.txt) file. characters

b. dick on Continue. |If you chose Preview Print Report, the
Credit Recomendation report is displayed. |If you chose Save
Report to Text File, the system saves the report and returns
you to the Curricul um Managenent w ndow.

7. If you wish to see all the credit reconmendation entries for a
sel ected course, choose the desired course and click on View Note
that you can search by SSC by right-clicking in the Staffing Status
di al og box (Figure 6-14). The Credit Recomendati on Information for
Course dial og box (Figure 6-19) opens for you to review the entries.

Gt Recomnendation inomation o WSTT1E ]
ACE Letter Drafted: [eoniiins
ACE Letter Signed: [zo01p1na
ACE Letter Mailed: 2001711714
Email Sent to ACE: [2001712701
Email Acknowledged by ACE: [2001/12/02
ACE Responded: rz_[l_[i_lm-ﬂ_

School Notified of ACE Credit: [2001/12/07 Type of Credit: [ vocational 7]
Semester Hours Credited: 2.50

Field of Credit: [BUSINESS

ACE Recommendation Effective: [2001/12/20

| Save I | Exit wio Save I

Figure 6-19. Credit Recommendation Information for Course

6.2.7 C D Export

In the System Adninistration nodule, the CID Export option is available to
desi gnated task anal ysts within Ground Trai ning Branch (GIB), who are
responsi ble for nmonitoring course infornation. This option allows the
production of a text file of current or historical CID data that can be
used with Mcrosoft Access as a nmanagenent tool. This option is not
avai l able in the Curricul um Managenent nodul e.
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6.3 MAI NTENANCE

Most of the curricul um managenent process is acconplished using the nine
options under the Maintenance nenu. Fromthis nenu, you can establish
annexes for the PO, input duties and tasks, and record | earning
objectives. This is also the nenu you will use to devel op concept cards,
i nput signature block information, store course statistics, and enter
additional information that MCAIMS will require to produce the CDD (under
the Reports menu) and the PO (under the PO Reports nenu).

The followi ng steps sunmarize how to access the options under the
Mai nt enance nenu.

1. dick on the Book icon. The Select a Course selection |list box
(Figure 6-01) is displayed.

2. Highlight and select a course to which you have access (or doubl e-
click on the course). The Curricul um Managenent w ndow (Fi gure 6-
02) opens.

HI NT: You can change from course to course by clicking on Sel ect
under the File nenu

3. Choose the Maintenance option on the nenu bar. This displays the
Mai nt enance drop-down menu (Figure 6-20).

i Curriculum Management  {COURSE: MOZRMG4, STATUS: WORKING)

File Tables | Maintenance Reports POI Reports

e Curriculum
Dby

Task

Learning Objective
Concept Card
Signature Block
Course Statistics

oD »
POI

Fi gure 6-20. Maintenance Drop-down Menu
4. Choose the desired option

6.3.1 Annex

Bef ore begi nning the actual curriculum devel opnent process, you should
first establish the annexes that will be included in your PO. These
annexes represent subject areas into which you will group your concept
cards. You nay organi ze your annexes according to the duty areas by which
I ndi vi dual Training Standards (I TSs) are organi zed or according to sone
other logical grouping. You will assign each annex an al phabetic character
that will determine its sequence in the PO. Annexes A through Y are
reserved for academic | essons and exans. Annex Z is reserved for

adm nistrative tine. Note that the systemtreats academni c and

adm nistrative events differently.

1. Fromthe Mintenance drop-down nenu, choose Annex. The Annex
Mai nt enance sel ection |ist box (Figure 6-21) opens.
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Annex Maintenance

ANNEX []
A

LAND NAVIGATION

HEEEEEE R REEIE

i |

Edit |

Delete |

coy |

Done |

Fi gure

6-21.

Annex Mai nt enance

2. As sumuarized in Table 6-28, only certain command 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 6-28. Access to Annex Menu
COVVAND BUTTON WORKI NG APPROVED | SUBM TTED
Add Yes No No
Edi t *View Only | Yes Yes* Yes*
Del et e Yes No No
Copy Yes No No
6.3.1.1 Add

This conmand all ows you to add an annex to the PO.

Tabl e 6-29 sumuari zes the availability of this command based on course

status. If available, continue with the follow ng steps.
Tabl e 6-29. Access to Add Annex
COVWAND BUTTON WORKI NG | APPROVED | SUBM TTED
Add Yes No No

1. Fromthe Annex Maintenance selection |ist box (Figure 6-21),

on Add. The Annex Add di al og box (Figure 6-22) opens.
x|
ANNEX:]|—
TITLE:
SCOPE: =
Spell Checker | Save | Exit wlo Save |
Figure 6-22. Annex Add

click

2. Referring to Table 6-30 for an explanation of the data fields,

enter information to

Version 4.0

add an annex to the PO .
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Tabl e 6-30. Annex Add

| TEM DESCRI PTI ON PARAVETERS/
FORVAT
Annex Al phabetic character assigned to a subject One al pha
area. Wen you add a new annex, use the next character

available letter. Annex Z is reserved for

adm nistrative tine and shoul d al ways be

i ncluded. You nust conplete this field to save
this record.

Title Descriptive title of the Annex. You nust Up to 136
conplete this field to save this record. al phanuneri c

characters
Scope Description of the annex in terms of its Up to 64,000
content. This information is printed in al phanuneri c

Section Il of the PO. characters

3. Cdick on Save. This returns you to the Annex Mi ntenance sel ection
l'ist box.

6.3.1.2 Edit
This conmand allows you to edit the highlighted PO annex.

Tabl e 6-31 sumari zes the availability of this command based on course

status. |If available, continue with the foll owi ng steps.
Tabl e 6-31. Access to Edit Annex
COVVAND BUTTON WORKI NG APPROVED | SUBM TTED
Edit *View Only Yes Yes* Yes*

1. Fromthe Annex Maintenance selection |ist box (Figure 6-21),
hi ghlight the desired record by clicking on it.

2. Cick on Edit. A dialog box similar to the one in Figure 6-22
opens.

3. Referring to Table 6-30 for an explanation of the data fields, edit
appropriate information in each field in the dial og box.

4. dick on Save.

a. |If you have edited data in either the Annex or the Title
fields, a nessage appears to advise you of the inpact of this
change on existing concept cards. Note that if you continue,
all concept cards that use this annex will be automatically
updated. Cick on Yes to continue.

(1) If no concept cards are affected by this change, you
receive a nessage to that effect. dick on OK. This
returns you to the Annex Mai ntenance selection |ist box.

(2) If concept cards are affected, you are provided a list for
your review. Cick on Print or Quit. Either selection
returns you to the Annex Mai ntenance selection Iist box.

b. If you have edited the Scope field, the change occurs and you
are returned to the Annex Mai ntenance selection |ist box.
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6.3.1.3 Delete
This conmand all ows you to delete a highlighted PO annex.

Tabl e 6-32 sumari zes the availability of this command based on course

status. |If available, continue with the foll owi ng steps.
Tabl e 6-32. Access to Del ete Annex
COVWAND BUTTON WORKI NG APPROVED | SUBM TTED
Del ete Yes No No

1. Fromthe Annex Maintenance selection |ist box (Figure 6-21),
hi ghlight the desired record by clicking on it.

2. Cick on Delete.

a. |If the annex is not used on any concept cards, a nessage
appears to confirmyour choice. dCick on Yes. The annex is
del eted, and MCAI M5 returns you to the Annex Mai ntenance
sel ection |ist box.

b. If the annex is used on any concept cards, MCAIMS will not
all ow you to delete the annex until you edit each concept card
and select an alternate annex. Then MCAI MS provides you a |ist
of concept cards for your review. dick on Print or Quit.
Ei ther selection returns you to the Annex Tabl e Mai nt enance
sel ection |ist box.

6.3.1.4 Copy

This conmand all ows you to copy an annex to the Approved version of the
course to replace an existing annex at that level. That is, copy may occur
only if the annex has been added to a concept card and the concept card has
been copied to the Approved course. Thus, this conmand prevents you from
creating an orphan annex at the Approved | evel

Tabl e 6-33 sumari zes the availability of this command based on course

status. |If available, continue with the foll owi ng steps.
Tabl e 6-33. Access to Copy Annex
COVIVAND BUTTON WORKI NG APPROVED | SUBM TTED
Copy Yes No No

1. Fromthe Annex Maintenance selection |ist box (Figure 6-21),
hi ghlight the desired record by clicking on it.

2. Cick on Copy.

a. |f the annex does not exist in the Approved version of the
course, you receive a nessage so advising you. You nust add
the annex to a concept card and copy the concept card to the
Approved version. dick on Yes. MCAIMS returns you to the
Annex Mai ntenance sel ection |ist box.

b. If the annex is used on any concept cards at the Approved
| evel , you receive a nessage confirmng your desire to replace
the existing annex. ddick on OK. MCAINMS provides you a list
of concept cards that will be affected by the change. dick on
Print or Quit. Either selection returns you to the Annex Table
Mai nt enance sel ection |ist box.
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6.3.2 Duty

A duty is a grouping of closely related tasks perforned within a functional

ar ea.
for your course.

When entering duties into MCAI M5

consult the ITS Order appropriate
You nmust add a duty into MCAIMS for Wndows before you

can add any tasks subordinate to it (using the Task Add command button).

1. Fromthe Mintenance drop-down nenu,

choose Duty.

Mai nt enance selection |ist box (Figure 6-23) opens.

Duty Maintenance

Dr A - |
[9901.01 |
9901.02

9901.03
9901.04
9901.05
9901.06
9901.07
9901.08
9901.09

add | Edit

PERFORM MARINE BATTLE SKILLS

Delete | Copy |

Done |

Fi gure 6-23.
2. As summarized in Table 6-34,

Duty Mai ntenance

The Duty

only certain conmand buttons are

avai l able to you based on the status of the course with which you
click on the desired conmand button.

are wor ki ng.

I f avail abl e,

Tabl e 6-34. Access to Duty Menu
COVWAND BUTTON WORKI NG APPROVED | SUBM TTED
Add Yes No No
Edi t Yes No No
Del et e Yes No No
Copy *Archive Only Yes Yes* Yes*
6.3.2.1 Add

This conmand all ows you to add a duty.

Tabl e 6-35 sumuari zes the availability of this command based on course

status. |If avail able,

Tabl e 6-35. Access to Add Duty

continue with the follow ng steps.

COVIVAND BUTTON WORKI NG APPROVED | SUBM TTED
Add Yes No No
1. Fromthe Duty Miintenance selection |ist box (Figure 6-23), click
on Add. The Duty Add dial og box (Figure 6-24) opens.
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Duty —
N B

DESCRIPTION:

Save | Exit wlo Save |

Figure 6-24. Duty Add

2. Referring to Table 6-36 for an explanation of the data fields,
enter information to add a duty for your course.

Tabl e 6-36. Duty Add

| TEM DESCRI PTI ON PARAVETERS/
FORVAT
Duty The conpl ete designator representing a duty XXXX. 99

area. The four al phanuneric characters before
the period represent the job (or MOS) of which
the duty is a part. The two digits after the
peri od represent a specific duty area within a
job or MOS. You nust conplete this field to
save the record

Description | Descriptive title assigned to the duty area. Up to 100
You nmust conplete this field to save the al phanuneri c
record. characters

3. Cick on Save. This returns you to the Duty Mintenance sel ection
list box.

6.3.2.2 Edit
This conmand allows you to edit the highlighted duty.

Tabl e 6-37 sumari zes the availability of this command based on course

status. If available, continue with the foll owi ng steps.
Table 6-37. Access to Edit Duty
COVWAND BUTTON WORKI NG APPROVED | SUBM TTED
Edi t Yes No No

1. Fromthe Duty Maintenance selection |list box (Figure 6-23),
hi ghlight the duty you wish to edit by clicking on it.

2. Cick on Edit. A dialog box simlar to the one in Figure 6-24
opens.

3. Referring to Table 6-36 for an explanation of the data fields, edit
appropriate information in any fields of the dial og box.

4. dick on Save. Your changes are made.

a. |f you changed nothing or edited only the duty description, you
recei ve a nessage advi sing you about the possible effects of
your actions on certain reports. Cdick on OK This returns
you to the Duty Maintenance selection |ist box.
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you receive a nessage

If you edited only the duty designator
| ear ni ng

advi si ng you about the inmpact on subordinate tasks,
obj ectives, and test items. Cick on OK

(1) If no concept cards were affected, you receive a nessage
to that effect. Click on K This returns you to the
Duty Mai ntenance selection |ist box.

(2) If concept cards were affected, MCAIMS provides you a |ist

toreview Cick on Print or Quit. Either selection
returns you to the Duty Maintenance selection |ist box.

6.3.2.3 Delete

This conmmand all ows you to delete the highlighted duty. A deleted duty
will result in the deletion of all associated tasks, |earning objectives,
and test itens. Learning objectives renmining on concept cards are
resequenced.

Tabl e 6-38 sumari zes the availability of this command based on course

status. |If available, continue with the foll owi ng steps.
Table 6-38. Access to Delete Duty
COVWAND BUTTON WORKI NG APPROVED SUBM TTED
Del et e Yes No No
1. Fromthe Duty Maintenance selection list box (Figure 6-23),
hi ghlight the duty you wish to delete by clicking on it.
2. Cdick on Delete. |If you do not have access to Eval uation
Mai nt enance and test itens are associated with | earning objectives
subordinate to this duty, you receive a nessage advising you that
you cannot delete this duty. Click on OKto return to the Duty
Mai nt enance sel ection list box. Oherw se, a nessage appears to
explain the inpact of this action and to confirmyour wish to
conti nue.
3. dick on Yes. The status of the deletion process is depicted.

Wien the deletion is conmplete, MCAIMS provides you additional

i nfornati on about its inpact.

a. |If no concept cards were affected, you receive a nessage to
that effect. Cick on K This returns you to the Duty
Mai nt enance sel ection |ist box.

b. If concept cards were affected, MCAIMS provides you a list for

your review. Cick on Print or Quit. Either selection returns
you to the Duty Maintenance selection |ist box.

6.3.2.4 Copy

This conmand all ows you to copy a duty from another course to which you
have access, archive the current duty, or retrieve an archived duty.

Tabl e 6-39 sumari zes the availability of this command based on course

status. |If available, continue with the foll owi ng steps.
Table 6-39. Access to Copy Duty

COVVAND BUTTON WORKI NG APPROVED | SUBM TTED
Copy * Archive Only Yes Yes* Yes*

OPTI ON BUTTON WORKI NG APPROVED | SUBM TTED
Copy Duty from Anot her Course Yes No No
Archive Current Duty Yes Yes Yes
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COVMVAND BUTTON

WORKI NG

APPROVED

SUBM TTED

Retrieve a Duty

Yes

No

No

1. Fromthe Duty Mintenance selection |ist click

on Copy. The Current

box (Figure 6-23),
Duty dial og box (Figure 6-25) opens.

X

Current Duty 9901.01

 Copy Duty from another Course;

" Archive Current Duty

" Retrieve a Duty

Proceed Quit

Fi gure 6-25.

2. Choose the appropriate option.

Current Duty

6.3.2.4.1 Copy Duty From Anot her Course

This conmmand all ows you to copy a duty fromany other course to which you
have access on the same MCAIMs for Wndows installation/server. Wen you
copy a duty, MCAIMS includes all of its subordinate el enments (tasks,

| earni ng objectives, and test itens).

Tabl e 6-40 sumari zes the availability of this option based on course

status. |If available, continue with the foll owi ng steps.
Tabl e 6-40. Access to Copy Duty From Anot her Course
OPTI ON BUTTON WORKI NG APPROVED | SUBM TTED
Copy Duty from Anot her Course Yes No No

1. Fromthe Current Duty dialog box (Figure 6-25), choose Copy A Duty
From Anot her Course and click on Proceed. The Sel ect Course
selection list box (Figure 6-26) opens, displaying only those
courses to which you have access.

Select Course i x|

COURSE ID STATUS COURSE TITLE [ <]

MO2HZC4

WORKING

RESERVE INFANTRY OFFICER COURSE

MOZH4R4

WORKING

CLOSE COMBAT INSTRUCTOR TRAINER COURSE

MOZH4R4

APPROVED

CLOSE COMBAT INSTRUCTOR TRAINER COURSE

MOZH4R4

SUBMITTED

CLOSE COMBAT INSTRUCTOR TRAINER COURSE

MOZRGLM

WORKING

INFANTRY OFFICER COURSE

MOZRGLU4

APPROVED

INFANTRY OFFICER COURSE

MOZRMG4

WORKING

BASIC OFFICER COURSE

MO2ZRMG4

APPROVED

BASIC OFFICER COURSE

MOZRMG4

MOZRMN4

SUBMITTED

M0ZRMN4 WORKING

APPROVED

BASIC OFFICER COURSE

WARRANT OFFICER BASIC COURSE
WARRANT OFFICER BASIC COURSE

MO9DR.J WORKING MOBILE TECHHICAL CONTROL COURSE
MO9DRJ1 APPROVED |MOBILE TECHNICAL CONTROL COURSE
Select I Quit |
Figure 6-26. Select Course

2. Choose the desired course and click on Select. The Copy a Duty
From Anot her Course sel ection |ist box (Figure 6-27) opens. Note
that the title of the highlighted duty is depicted in the field
bel ow the list of duties.
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Copy a Duty from another Course . x|
DUTY COURSE STATUS B
9901.01 MOZRMN4 WORKING | |
9901.02 MOZRMN4 WORKING
9901.03 MOZRMN4 WORKING
9901.04 MOZRMN4 WORKING
9901.05 MOZRMN4 WORKING =

Duty Description
PERFORM MARINE BATTLE SKILLS [«]
Select | Quit |

Figure 6-27. Copy a Duty From Anot her Course

3. Choose the desired duty and click on Select. |f you do not have
access to Evaluation Miintenance and test items are associated with
| earni ng obj ectives subordinate to the duty you wi sh to copy, you
recei ve a nessage advi sing you that you cannot copy this duty.
Cick on OKto return to the Duty Mintenance selection |ist box.

O herwi se, you will receive one of two nessages, dependi ng upon
whi ch of the followi ng conditions is true.

The designator of the duty being copied does not already exist in
current course. Proceed to Step 4.

The designator of the duty being copied already exists in current
course. Proceed to Step 5.

4. If the designator of the duty you chose to copy does not already
exist in the current Wrking course, a nessage appears to explain
the inmpact of this choice and to confirmyour w sh to continue.
Note that the new | earning objectives will not be assigned to
exi sting concept cards and you nust assign all |earning objectives
to concept cards before you can copy the course to the Locally
Approved st at us.

a. Cick on Yes. A succession of two nmessage boxes will display
t he updating (loading, adding) of the record. MCAINMS will
autonmatically add the new duty and all tasks, |earning
obj ectives, and test items subordinate to it. After the
process is conpleted, a nessage appears to advise you that the
new duty (with its original designator) has been added to this
Wor ki ng course

b. dick on OK. The systemrem nds you that no concept cards were
affected and then returns you to the Duty Mi ntenance sel ection
list box after you click on OK again.

5. |If the designator of the duty you chose to copy already exists in
the current Working course, a nessage appears to advi se you of
this, to offer you two choices (Replace or Renunmber), and to
explain the effects of those choices. dick on the appropriate
response.

a. |If you click on Replace and you do not have access to
Eval uati on Mai nt enance, MCAI M5 checks for the presence of test
itens associated with | earning objectives subordinate to the
duty that will be replaced. |If test itens are found, you
recei ve a nessage advising you that you cannot copy this duty.
Cick on OKto return to the Duty Mintenance selection |ist
box. Oherw se, MCAIMS replaces the existing duty and al
subordi nate tasks, |earning objectives, and test itenms. MCAIMS
depicts the del eting, |oading, and adding of the duty record.
Upon conpl etion of the process, a nessage appears to advi se you
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that the new duty (with the sane designator as the origina
duty) has been added to this Wrking course. Cick on K

(1) I'f no concept cards were affected, you receive a nessage to
that effect. dCicking on OK returns you to the Duty
Mai nt enance sel ection |ist box.

(2) If concept cards were affected, MCAIMS provides you a |ist
for your review. Note that any new | earni ng objectives
wi Il not be assigned to existing concept cards and you

nmust assign all |earning objectives to concept cards
before you can copy the course to the Locally Approved
st at us.

Cick on Print or Quit. Either selection returns you to
the Duty Mai ntenance sel ection |ist box.

b. If you click on Renunber, MCAIMS retains the existing duty and
assigns a new designator starting with "XXXX" to the duty you
have chosen to copy. A succession of message boxes will
di splay the updating (loadi ng, renunbering, adding) of the
record. Upon conpl etion of the process, a nessage appears to
advi se you that the new duty (with its new designator) has been
added to this Wirki ng course.

Cick on OK. The system advi ses you that no concept cards were
affected and then returns you to the Duty Mi ntenance sel ection
list box after you click on OK again.

HI NT: |f you choose to have MCAI M5 renunber a duty that you copy
from anot her course, renenber that MCAIMS assigns a designator
starting with "XXXX." You should edit that MCAlI M5-generated
designator and change it to an appropriate designator for your
current course.

6.3.2.4.2 Archive Current Duty

This command all ows you to archive a duty with all of its descriptive and
subordinate informati on (tasks, |earning objectives, and test itenms) for
distribution to and use at another MCAI M5 for Wndows site or
installation/server.

Tabl e 6-41 summari zes the availability of this command based on course
status. If available, continue with the follow ng steps.

Tabl e 6-41. Access to Archive Current Duty
OPTI ON BUTTON WORKI NG APPROVED | SUBM TTED
Archive Current Duty Yes Yes Yes

1. Fromthe Current Duty dial og box (Figure 6-25), choose Archive
Current Duty and click on Proceed.

HINT: |If you are not sure that the correct duty is highlighted,
select Quit rather than Proceed to return to the Duty Maintenance
selection list box. H ghlight the correct duty and click Copy
agai n.

If you do not have access to Eval uation Miintenance and test itens
are associated with [ earning objectives subordinate to this duty,
you receive a nmessage advising you that you cannot archive this
duty. Click on K to return to the Duty Miintenance sel ection |i st
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box. Oherw se, the Archive Duty dial og box opens for you to
designate a file name and destination

2. After assigning the desired name and |ocation, click on OK  Your
screen will turn black while it adds records to the Zip file. A
nmessage appears for you to confirmconpletion of this process.

3. Cdick on OK. A nessage appears to advise you that the Zip file has
been created in the directory you specified.

4., Cdick on K. The systemreturns you to the Duty Mai ntenance
sel ection |ist box.

6.3.2.4.3 Retrieve a Duty

This conmmand allows you to retrieve an archived duty file, whether it was
archived fromthe current course or from another course that may not even
be on the sane MCAIMS installation/server. This process is nearly
identical to the process described in Paragraph 6.3.2.4.1 (Copy Duty From
Anot her Course).

Tabl e 6-42 sumari zes the availability of this command based on course

status. |If available, continue with the foll owi ng steps.
Tabl e 6-42. Access to Retrieve a Duty
OPTI ON BUTTON WORKI NG APPROVED | SUBM TTED
Retrieve a Duty Yes No No

1. Fromthe Current Duty dial og box (Figure 6-25), choose Retrieve A
Duty and click on Proceed. The Retrieve Duty dial og box opens for
you to select a duty.

2. Locate and highlight the file for the archived duty you wish to
retrieve. Be sure it is a file for an archived duty. |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 conpressed file. A nessage appears for you
to confirmconpletion of this process.

4., dick on K. If you do not have access to Eval uati on Mi nt enance,
and test itens are associated with | earni ng objectives subordi nate
to this duty, you receive a nessage advi sing you that you cannot
retrieve this duty. Click on OKto return to the Duty Maintenance
selection list box. Oherw se, when the process is finished, you
will receive one of two nessages, dependi ng upon which of the
following conditions is true.

The designator of the duty being retrieved does not already exist
in current course. Proceed to Step 4.

The designator of the duty being retrieved already exists in
current course. Proceed to Step 5.

5. If the designator of the duty you chose to retrieve does not
al ready exist in the current Wrking course, a nessage appears to
explain the inpact of this choice and to confirmyour wish to
continue. Note that the new | earning objectives will not be
assigned to existing concept cards and you nust assign all [|earning
obj ectives to concept cards before you can copy the course to the
Local | y Approved status.

a. dick on Yes. A succession of two message boxes will display
t he updating (loading, adding) of the record. MCAINMS will
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autonmatically add the new duty and all tasks, |earning

obj ectives, and test items subordinate to it. After the
process is conpleted, a nessage appears to advise you that the
new duty (with its original designator) has been added to this
Wor ki ng cour se.

b. dick on K The systemrem nds you that no concept cards
were affected and then returns you to the Duty Mai ntenance
selection list box after you click on OK again.

6. |If the designator of the duty you chose to retrieve already exists
in the current Wbrking course, a nessage appears to advi se you of
this, to offer you two choices (Replace or Renunmber), and to
explain the effects of those choices. dick on the appropriate
response.

a. |If you click on Replace and you do not have access to
Eval uati on Mai ntenance, MCAIMS checks for the presence of test
itens associated with | earning objectives subordinate to the
duty that will be replaced. |If test items are found, you
recei ve a nessage advising you that you cannot retrieve this
duty. dCick on OKto return to the Duty Miintenance sel ection
list box. Oherw se, MCAIMS replaces the existing duty and al
subordi nate tasks, |earning objectives, and test itens. MCAlI M5
depicts the del eting, |oading, and adding of the duty record.
Upon conpl etion of the process, a nessage appears to advi se you
that the new duty (with the sane designator as the origina
duty) has been added to this Wrking course. Cick on K

(1) If no concept cards were affected, you receive a nessage
to that effect. dCicking on OK returns you to the Duty
Mai nt enance sel ection |ist box.

(2) If concept cards were affected, MCAIMS provides you a |ist
for your review. Note that any new | earni ng objectives
wi Il not be assigned to existing concept cards and you
nmust assign all |earning objectives to concept cards
before you can copy the course to the Locally Approved
status. dick on Print or Quit. Either selection returns
you to the Duty Maintenance selection |ist box.

b. If you click on Renunber, MCAIMS retains the existing duty and
assigns a new designator starting with "XXXX" to the duty you
have chosen to retrieve. A succession of nmessage boxes will
di splay the updating (loadi ng, renunbering, adding) of the
record. Upon conpl etion of the process, a nessage appears to
advi se you that the new duty (with its new designator) has been
added to this Wirki ng course.

Cick on OK. The system advi ses you that no concept cards were
affected and then returns you to the Duty Mi ntenance sel ection
list box after you click on OK again.

HI NT: |f you choose to have MCAIMS renunber a duty that you
retrieve from another course, renenber that MCAIMS assigns a
designator starting with "XXXX." You should edit that MCAI M5-
gener ated designator and change it to an appropriate designator
for your current course.
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