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6.4 REPORTS

You may create nmany reports fromthe data stored in the MCAI M5 dat abases.
MCAI M5 di spl ays standard nenu and icon bars regardl ess of the report
requested (Figure 6-134).

File Page

J_| Ii"l"l"l"il E@l @ Factor: |1 j Page number: 1 of 27

Figure 6-134. MCAIMS Standard Menu and |con Bars for Reports

The nmenu bar includes two options:

File allows you to Print or Exit.

« Page allows you to select First, Previous, Next, Last, Go To, Zoom
Nor mal , Two pages, or One page.

The icon bar includes 10 options:

IE Click this icon to return to the Curricul um nenu.

|4a Cick this icon to display the first page of the report.

Cick this icon to display the previous page of the report.

"N Click this icon to go to a specific page of a nultiple page
report. A dialog box appears for you to enter the desired
page. dick on OK

e Cick this icon to display the next page of the report.

e Cick this icon to display the | ast page of the report.

Cick this icon to select zoomor normal views. The appearance
of the icon is dynamic. The magnifier appears on the icon when
t he page view is normal.

si ngl e- page to doubl e-page di splay (or vice versa).

Click this icon to select the printing range and to print the

D:l Cick this icon to change the screen presentation froma
@ current documnent.

ﬂ Factor. dick the desired nunber in the drop-down box. The
font size increases wth higher nunbers.

1

Note that the icon bar duplicates every option avail able under the Page
menu. You may choose either nmethod to acconplish the task you desire.

HI NT: The USMC enblemis automatically printed on all MCAI M5-
generated reports. Reviewers are assured that mathemati cal

cal cul ations are correct and MCAI M5 has run a number of checks and
bal ances.
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Tabl e 6-283 sunmarizes the availability of each report based on course

status. |If available, continue with the foll owi ng steps.
Tabl e 6-283. Access to Reports
PARA OPTI ON WORKI NG APPROVED SUBM TTED

6.4.1 Task Inventory Report by Duty Yes Yes Yes

6.4.2 Task Inventory Report by Task Yes Yes Yes

6.4.3 Learni ng Anal ysis Wrksheet (LAW Yes Yes Yes

6.4.4 Knowl edge/ Skill s G oupi ng Wor ksheet Yes Yes Yes

6.4.5 Concept Card Report Yes Yes Yes

6.4.6 Hours by Lesson Report Yes Yes Yes

6.4.7 Hours by Met hod Report Yes Yes Yes

6.4.8 Met hods by Lesson Report Yes Yes Yes

6.4.9 Learni ng bj ective Worksheet by Duty Yes Yes Yes

6.4.10 Learni ng bj ective Wrksheet by Task Yes Yes Yes

6.4.11 Learni ng Objective Worksheet for Yes Yes Yes
Sel ected Learni ng Obj ectives

6.4.12 Learni ng bjective Report by Duty Yes Yes Yes

6.4.13 Learni ng bjective Report by Task Yes Yes Yes

6.4.14 Location of Learning Objectives Report Yes Yes Yes

6.4.15 Location of References Report by Yes Yes Yes
Ref erence

6.4.16 Location of References Report by Yes Yes Yes
Lesson

6.4.17 Sumary of Exam Concept Cards Report Yes Yes Yes

6.4.18 St udent Advance Sheet Wth LO Yes Yes Yes
Descriptions in Each Lesson

6.4.19 St udent Advance Sheet Wth List of LO Yes Yes Yes
Descriptions at End

6.4.20 St udent Advance Sheet Wthout LO Yes Yes Yes
Descri pti ons

6.4.21 Course Statistics Report Yes Yes Yes

6.4.22 Anmuni tion Report by Task Yes Yes Yes

6.4.23 Anmuni tion Report by DODI C Yes Yes Yes

6.4.24 Course Descriptive Data (CDD) for No No Yes
Submi ssi on

6.4.25 Downgr ade Justificati on Report Yes Yes Yes

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 Reports option on the nenu bar. MCAI M displays the
Reports drop-down nenu (Figure 6-135).

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

Fil=  Tables Mainkenance | Reports POIL Reporks

earning Analysis 3
Concepk Card
Hours by Lesson
Hours by Method
Methods by Lesson
Learning Objectives [3
References »
Surnmary of Exam Concept Cards
Student Advance Shest 3
Course Statistics

Ammunition >
oD For Submission
Crowwngrade Justification

Figure 6-135. Reports Drop-down Menu

4. Choose the desired option. Note that sonme options are nested
within a nore generic option.
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6.4.1 Task I nventory Report by Duty

The Task Inventory Report by Duty lists the selected duties and all tasks
subordinate to those duties. Any task |list notes entered on the CDD Course
Record 2 will appear on the report.

Tabl e 6-284 sunmarizes the availability of this nenu option based on

course status. |If available, continue with the follow ng steps.
Tabl e 6-284. Access to Task Inventory Report by Duty
OPTI ON WORKI NG APPROVED | SUBM TTED
Task I nventory Report by Duty Yes Yes Yes

1. Fromthe Reports drop-down menu, choose Task Inventory. Then
choose By Duty. The Task Inventory Report by Duty dial og box
(Figure 6-136) opens.

Task Inventory Report by Duty [ %]
Duty/Duties

0331.01

0331.02
0331.03
0331.04
PVTX.20

" Include Task Hours

Start Report | ‘ Quit |

Figure 6-136. Task Inventory Report by Duty

2. Referring to Table 6-285 for an explanation of the data fields
appearing in the dialog box, make the appropriate sel ections.

Tabl e 6-285. Task Inventory Report by Duty

| TEM DESCRI PTI ON
All This button allows you to generate a report based on al
duti es.
Sel ect ed This default option allows you to use the multiple select
Recor ds feature to select the desired duty(ies) in the selection
list box.

I nclude Task | Optional selection to include task hours associated with
Hour s each task

Duty/ Duti es Selection list box displaying the code for each duty in
the course. Use the nultiple select feature to sel ect
those duties you desire to include in the report.

3. Cdick on Start Report. A message advises "Building Report" before
a view of the report appears.

6.4.2 Task I nventory Report by Task

The Task Inventory Report by Task categorizes the selected tasks into duty
areas and lists them accordingly.

Tabl e 6-286 sunmarizes the availability of this nenu option based on
course status. |If available, continue with the follow ng steps.
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Tabl e 6-286. Access to Task Inventory Report by Task
OPTI ON WORKI NG APPROVED | SUBM TTED

Task I nventory Report by Task Yes Yes Yes

1. Fromthe Reports drop-down nenu, choose Task Inventory. Then
choose By Task. The Task Inventory Report by Task dial og box
(Figure 6-137) opens.

Task Inventory Report by Task [ %]
Task]s]

Task B

0300.01.01 ]
0331.01.01
0331.01.02
0331.01.04
0331.01.05
0331.01.06
0331.02.01
0331.02.02 -

" Include Task Hours

Start Report | ‘ Quit |

Figure 6-137. Task Inventory Report by Task

2. Referring to Table 6-287 for an explanation of the data fields
appearing in the dialog box, make the appropriate sel ections.

Tabl e 6-287. Task Inventory Report by Task
| TEM DESCRI PTI ON
Task('s) Sel ection list box displaying the code for each task in the
course. Use the nultiple select feature to select the tasks
you desire to include in the report.

I ncl ude Optional selection to include task hours associated with each
Task Hours |task

3. dick on Start Report. A message advises "Building Report" before
a view of the report appears.

6.4.3 Learning Anal ysis Wrksheet (LAW

The Learning Anal ysis Wrksheet (LAW report includes the performance steps
associated with a given task and the know edge/skills required for each
performance step. To the left of each know edge/skill in the report is the

group to which it was assigned during the |learning analysis (see Paragraph
6.3.3.5.4.1).

Tabl e 6-288 sunmarizes the availability of this nenu option based on

course status. |If available, continue with the follow ng steps.
Tabl e 6-288. Access to Learning Analysis Wrksheet (LAW
OPTI ON WORKI NG APPROVED | SUBM TTED
Lear ni ng Anal ysis Wrksheet (LAW Yes Yes Yes

1. Fromthe Reports drop-down menu, choose Learning Analysis. Then
choose LAW The Learning Anal ysis Wrksheet (LAW dial og box
(Figure 6-138) opens.
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Learning Analysis Worksheet [LAW]
List Format
@ List All Tasks Gl
" List by MOS ALL =l
" List by Duty
" List by Task

! Start Report | Quit |

Figure 6-138. Learning Analysis Wrksheet

LAW

2. Referring to Table 6-289 for an explanation of the data fields

appearing in the dial og box,

make t he appropriate sel ections.

Tabl e 6-289. Learning Anal ysis Wrksheet (LAW
| TEM DESCRI PTI ON

List Al This default button enables the Al tasks selection in the drop-

Tasks down list to the right.

All Only option avail abl e under drop-down nenu when List Al
Tasks radio button is selected. MCAIMS will generate a
report based on all tasks in the course.

List by MOS | This button enables a selection of MOSs in the drop-down i st
to the right.

MOS Choose the MOSs you wish to include in the report.

Li st by This button enables a selection of duties in the drop-down

Duty list to the right.

Dut y Choose the duties you wish to include in the report.

Li st by This button enables a selection of tasks in the drop-down

Task list to the right.

Task Choose the tasks you wish to include in the report.

3. dick on Continue.

A nessage advi ses "Building Report" before a

view of the report appears.

6.4.4 Know edge/ Skills G oupi ng Wrksheet

The Know edge/ Skills G oupi ng Wr ksheet categorizes al

know edge/ skills

associated with a task by assigned grouping rather than by the parent step
For exanple, this report may have a section for all know edge/skills
assigned to group "A'. The know edge/skills under this group nay derive
fromany step for the task or all steps for the task. At the end of each
groupi ng, lines are provided for recording notes on the printed report
concerning that grouping. At the end of all groupings, all unassigned
know edge/skills are printed and preceded by the followi ng statenent:

"The foll owi ng know edge/skills,
task, have not been assigned to a specific group. Each

know edge/ skill has been anal yzed, and a determ nati on has been made
that they are either duplicates or are not appropriate for the target
student of this course.”

derived fromvarious steps for this

However, do not assune the preceding statenent is always true.
Know edge/ skills appearing in the |ast section of the report may have been

i nadvertently overl ooked during the Learning Anal ysis phase. You can
return to the Task option under the Miintenance nmenu to assign

know edge/skills to groups at any tine.
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This report is intended to be printed by curricul um devel opers for use
during the |l eaning anal ysis process. Typically, an enabling |earning
objective (ELO w Il be devel oped for each grouping.

Tabl e 6-290 sunmarizes the availability of this nenu option based on

course status. |If available, continue with the follow ng steps.
Tabl e 6-290. Access to Know edge/ Skills G oupi ng Wrksheet
OPTI ON WORKI NG APPROVED | SUBM TTED
Know edge/ SkilI's Groupi ng Wr ksheet Yes Yes Yes

1. Fromthe Reports drop-down nmenu, choose Learning Analysis. Then
choose By Group. The Knowl edge/ Skills Groupi ng Wrksheet dial og
box (Figure 6-139) opens.

Knowledge/Skills Grouping Worksheet
List Format
@ List All Tasks Gl
 List by MOS ALL =l
" List by Duty
" List by Task

! Start Report | Quit |

Figure 6-139. Know edge/ Skills G oupi ng Wrksheet

2. Referring to Table 6-291 for an explanation of the data fields
appearing in the dialog box, make the appropriate sel ections.

Tabl e 6-291. Know edge/ Skills G oupi ng Wrksheet

| TEM DESCRI PTI ON

List All Tasks This default button enables the Al tasks
sel ection in the drop-down list to the right.

All Only option avail abl e under drop-down nenu when
List Al Tasks radio button is selected. MCAI M
will generate a report based on all tasks in the
cour se.

Li st by MOS This button enables a selection of MOSs in the
drop-down list to the right.

MOS Choose the MOSs you wish to include in the report.

Li st by Duty This button enables a selection of duties in the
drop-down list to the right.

Dut y Choose the duties you wish to include in the
report.

Li st by Task This button enables a selection of tasks in the drop-
down list to the right.

Task Choose the tasks you wish to include in the
report.

3. dick on Continue. A nessage advises "Building Report" before a
view of the report appears.

6.4.5 Concept Card Report

The Concept Card Report provides an overview of a |esson to include annex,
lesson ID, title, methods, hours, student-instructor ratios, mnedia,

TLOs/ ELOCs or a | esson purpose statenent, amunition requirenments, notes,
references, and signature block with dates. The references are listed in
al phanuneri c sequence by reference code.
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You can choose to print this report for every lesson in the course,
every lesson in a specific annex, or specific lesson(s). The report is
useful in determning the work that has been conpleted for given | esson(s)
and what remains to be done. The report includes system generated warnings
under certain conditions. That is, if you had previously selected an
ammunition DODIC that is no longer valid or no |longer exists in the current
dat abase, the report will state "invalid amunition code" in lieu of the
DODI C on the report. You will also receive a nessage if a concept card is
still a draft, and MCAIMS will tell you what is mssing. Wen al
i nfornmati on concerning the lesson is finalized, the concept card can be
printed and staffed to appropriate school personnel for signature.

Tabl e 6-292 sunmarizes the availability of this nenu option based on

course status. |If available, continue with the follow ng steps.
Tabl e 6-292. Access to Concept Card Report
OPTI ON WORKI NG APPROVED | SUBM TTED
Concept Card Report Yes Yes Yes

1. Fromthe Reports drop-down menu, choose Concept Card. The Concept
Card Report dialog box (Figure 6-140) opens.

= Lesson B
IA J 310000 |
Oral 310101
310102
O By Specific Annex 310104
S 310104X
@® Selected Records: 310105
310107
310109
310110
310200%
310201
Start Report | ‘ Quit | 310202
310203
310204
310204 X -

Figure 6-140. Concept Card Report

2. Referring to Table 6-293 for an explanation of the data fields
appearing in the dialog box, nmake the appropriate selections. This
report includes the basic concept card infornmation you entered
under the Concept Card nenu option.

Tabl e 6-293. Concept Card Report

| TEM DESCRI PTI ON
All Select this button to report on every lesson in the course.
By This button allows you to report on every lesson in a
Specific sel ected annex. |If you select this option, you nust indicate
Annex the desired annex in the drop-down list to the right.
Sel ect ed This default button allows you to use the multiple select
Recor ds feature to select specific | essons for your report. If you

sel ect this option, you nust indicate the desired |lessons in
the selection |ist box.

Annex Choose the desired annex for which you wish to include al

(Untitled) |lessons. Be sure the By Specific Annex radio button is al so
sel ect ed.

Lessons Selection list box displaying all lessons in the course. Use

(Untitled) |[the multiple select feature to choose the | essons for which
you wi sh to produce the report. Be sure the Sel ected Records
radio button is al so sel ected.
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Report. A nessage advi ses "Buil ding Report" before

a view of the report appears.

6.4.6

Hours by Lesson Report

The Hours by Lesson Report groups al
i ncludes the lesson ID
sunmari zes the hours for each annex and provides a tota

sel ected | essons by Annex and
hours, and type. The report
at the end of the

| esson title,

report.
The report is useful in determning the total hours for selected
| essons, annexes, or the entire course. The report is sinmlar to the

Acadeni ¢ and Administrative Sunmaries included in Section IV of the PO.

Tabl e 6-294 sunmarizes the availability of this nenu option based on

course status.

If available, continue with the foll owi ng steps.

Tabl e 6-294. Access to Hours by Lesson Report
OPTI ON WORKI NG APPROVED | SUBM TTED
Hours by Lesson Report Yes Yes Yes
1. Fromthe Reports drop-down nmenu, choose Hours by Lesson. The Hours

by Lesson Report dial og box (Figure 6-141) opens.

|'°‘ j LESSON ANNEX |
[310000 A =
Ol 310101 A
310102 A
O By Specific Annex 310104 A
[, 310104X X
® Selected Records: 310105 A
310107 A
310109 A
310110 A
310200% X
310201 B
Start Report | ‘ Quit | 310202 B
310203 B
310204 B
310204% X =
Figure 6-141. Hours by Lesson Report

2. Referring to Table 6-295 for an explanation of the data fields

appearing in the dial og box,

make t he appropriate sel ections.

Tabl e 6-295. Hours by Lesson Report
| TEM DESCRI PTI ON
All Select this button to report on every lesson in the course.
By This button allows you to report on every lesson in a
Specific sel ected annex. |If you select this option, you nust indicate
Annex the desired annex in the drop-down list to the right.
Sel ect ed This default button allows you to use the multiple select
Recor ds feature to select specific | essons for your report. If you
sel ect this option, you nust indicate the desired |essons in
the selection |ist box.
Annex Choose the desired annex for which you wish to include al
(Untitled) |lessons. Be sure the By Specific Annex radio button is also
sel ect ed.
Lessons Selection list box displaying all lessons (with their
(Untitled) |corresponding annexes) in the course. Use the nultiple

sel ect feature to choose the | essons for which you wish to
produce the report. Be sure the Sel ected Records radio
button is al so sel ected.
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3. dick on Start Report. A message advises "Building Report" before
a view of the report appears.

6.4.7 Hours by Met hod Report

The Hours by Method Report groups all |essons enploying a specific nmethod
and includes the nunbers of garrison hours, field hours, and total hours
devoted to that nethod. The report is available for selected nethod(s) or
all nethods in a course. The report presents each nethod al phabetically,
according to its abbreviation, title, and ratio. There may be multiple
categories for the sanme method code, each with a different ratio. The
report sumarizes the hours for each nethod and provides a total at the end
of the report.

The report is useful in determning the total hours for selected
net hods or for all nethods in the course. Note that if a method has not
been assigned to a concept card, that method will not appear on this
report. The infornmation in this report will be sunmmarized in Section Il
Curricul um Breakout, Appendix A, Instructor Conputation Wrksheet, of the
Course Descriptive Data report.

Tabl e 6-296 sunmarizes the availability of this nenu option based on

course status. |If available, continue with the follow ng steps.
Tabl e 6-296. Access to Hours by Method Report
OPTI ON WORKI NG APPROVED | SUBM TTED
Hours by Met hod Yes Yes Yes

1. Fromthe Reports drop-down nenu, choose Hours by Method. The Hours
by Met hod Report dial og box (Figure 6-142) opens.

Hous by Method Repat [
CL Al
@ Selected Records ISMT
L
X(P)
X{W]
Stant Report | ‘ Quit |

Figure 6-142. Hours by Method Report

2. Referring to Table 6-297 for an explanation of the data fields
appearing in the dialog box, make the appropriate sel ections.

Tabl e 6-297. Hours by Met hod Report

| TEM DESCRI PTI ON
All Select this button to report on every nethod used in the
cour se.
Sel ect ed This default button allows you to use the multiple select
Recor ds feature to select specific nmethods for your report. If you
sel ect this option, you nust indicate the desired nethods in
the selection |ist box.
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| TEM DESCRI PTI ON

Met hods Sel ection list box displaying the nethod/rati o conbinations
(Untitled) |upon which you can base your report. Use the nultiple select
feature to choose the desired nethod/ratio conbinations. Be
sure the Sel ected Records radio button is al so sel ected.

3. dick on Start Report. A message advises "Building Report" before
a view of the report appears.

6.4.8 Met hods by Lesson Report

The Met hods by Lesson Report identifies the nethods enployed in sel ected

| esson(s) or in all |lessons of the course. The report presents each | esson
al phabetically according to its lesson identifier and then identifies each
met hod enployed in the I esson to include the nethod description, ratio of
students to instructors, garrison hours, field hours, and total nethod
hours. The report also totals the garrison hours, field hours, and tota
net hod hours for each | esson and for all selected | essons.

The report is useful in determning the breakdown of nethod hours for
each lesson in the course. Note that if a nethod has not been assigned to
a concept card, that nethod will not appear on this report. If no nethods
have been assigned to a | esson, the report will include the statenent:
"There are no nethods associated with this | esson."

Tabl e 6-298 sunmarizes the availability of this nenu option based on

course status. |If available, continue with the follow ng steps.
Tabl e 6-298. Access to Methods by Lesson Report
OPTI ON WORKI NG APPROVED | SUBM TTED
Met hods by Lesson Report Yes Yes Yes

1. Fromthe Reports drop-down nenu, choose Methods by Lesson. The
Met hods by Lesson Report dial og box (Figure 6-143) opens.

[Hotiocs by Lossn fopon |
LESSON ID [ANNEX B
310000 A n
Can 310101 A
) 310102 A
@ Selected Records 310104 A
310104 X
310105 A
310107 A
310109 A
310110 A
310200% X
310201 B
Stant Report | ‘ Quit | 310202 B
310203 B
310204 B 4

Figure 6-143. Methods by Lesson Report

2. Referring to Table 6-299 for an explanation of the data fields
appearing in the dialog box, make the appropriate sel ections.

Tabl e 6-299. Methods by Lesson Report

| TEM DESCRI PTI ON
All Select this button to report on every lesson in the course.
Sel ect ed This default button allows you to use the multiple select
Recor ds feature to select specific | essons for your report. If you
sel ect this default option, you nust indicate the desired
| essons in the selection |ist box.
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| TEM DESCRI PTI ON
Lessons(Un | Selection list box displaying all lessons (with their
titled) correspondi ng annexes) in the course. Use the nultiple

sel ect feature to choose the | essons for which you wish to
produce this report. Be sure the Selected Records radio
button is al so sel ected.

3. dick on Start Report. A message advises "Building Report" before
a view of the report appears.

6.4.9 Learning Objective Wrksheet by Duty

The Learning Cbjective Wrksheet (LON by Duty produces a separate |earning
obj ecti ve worksheet for each |earning objective subordinate to the sel ected
duties. The report presents the parent task, the | earning objective being
reported on, any downgrade justification, the associated nethods, the
associ ated medi a, concept cards containing the | earning objective (if

sel ected), tests evaluating the learning objective (if selected for an
Approved course only), test itens/evaluation information (if user has
access to Eval uation Maintenance), and signature block (if selected).

The report is useful in reviewing the work that has been conpleted for
each | earning objective subordinate to a given duty.

Tabl e 6-300 sunmarizes the availability of this nenu option based on

course status. |If available, continue with the follow ng steps.
Tabl e 6-300. Access to Learning Objective Wrksheet by Duty
OPTI ON WORKI NG APPROVED | SUBM TTED
Learni ng Objective Wrksheet by Duty Yes Yes Yes

1. Fromthe Reports drop-down menu, choose Learning Cbjectives. Then
choose LON Then choose By Duty. The Learning Objective Wrksheet
by Duty dial og box (Figure 6-144) opens.

Leaining Objective Worksheet by Duly [ %]
Duty/Duties
DUTY B

0300.01 ]
0331.01

Al 0331.02
0331.03
@® Selected Records 0331.04

PVTX.Z0

Duty Description

MARCH UNDER A COMBAT LOAD

[ Include References to Associated Concept Cards
I” Include Associated Tests
I Include Signature Block ‘ Start Report I | Quit I

Fi gure 6-144. Learning Objective Wrksheet by Duty

2. Referring to Table 6-301 for an explanation of the data fields
appearing in the dialog box, make the appropriate sel ections.

< [

Tabl e 6-301. Learning Objective Wrksheet by Duty

| TEM DESCRI PTI ON
All Select this button to report on every |earning objective in
t he course.
Sel ect ed This default button allows you to use the multiple select
Recor ds feature to select specific duties for your report. |If you
select this default option, you nmust indicate the desired
duties in the selection |ist box.
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| TEM DESCRI PTI ON

Duty/Duties | Sel ection Iist box displaying the designator for every duty
in the course. Use the nmultiple select feature to choose
the duties for which you wish to produce the report. Be
sure the Sel ected Records radio button is al so sel ected.

Duty Non-editabl e field displaying the descriptive title of the

Description | highlighted duty designator

I ncl ude dick checkbox if you wish to include a list of all concept

Ref erences |cards containing the given | earning objective.

to

Associ at ed

Concept

Car ds

I ncl ude Cick checkbox if you wish to include a list of all tests

Associ at ed
Tests

eval uating the given learning objective. Inaccessible for Wrking
status because only Locally Approved data nmay be used to create a
test.

I ncl ude
Si gnature
Bl ock

dick checkbox to include signature block on each report.

3. dick on Start

Report. A nessage advi ses "Buil ding Report" before

a view of the report appears.

6.4.10 Learning Objective Wrksheet

by Task

The Learning Objective Wrksheet

(LON by Task report produces a separate

| earni ng obj ective worksheet for each |earning objective subordinate to the

sel ect ed tasks.
obj ective being reported on
t he associ ated nedi a,

nmet hods,

objective (if selected),
sel ected for an Approved course only),

The report presents the parent task, the |earning

any downgrade justification, the associated
concept cards containing the |earning
tests evaluating the |earning objective (if

test itens/evaluation infornmation

(if user has access to Evaluation Mintenance), and signature block (if
sel ected).
The report is useful in reviewing the work that has been conpleted for

each | earning objective subordinate to a given task.

Tabl e 6-302 sunmarizes the availability of this nenu option based on

course status.

If available, continue with the foll owi ng steps.

Tabl e 6-302. Access to Learning Objective Wrksheet by Task
OPTI ON WWORKI NG APPROVED | SUBM TTED
Learni ng Obj ective Wrksheet by Task Yes Yes Yes

1. Fromthe Reports drop-down menu,
choose LOWN Then choose By Task.

choose Learning bjectives. Then
The Learning Cbjective Wrksheet

by Task di al og box (Figure 6-145) opens.
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Leaining Objective Worksheet by Task [ %]

Task(s]
[TASK <]

oot ——————————————— |
0331.01.01
Al 0331.01.02
0331.01.04
@® Selected Records 0331.01.05
0331.01.06

Task Description

March under a combat load. =

[ Include References to Associated Concept Cards
I” Include Associated Tests
I Include Signature Block ‘ Start Report I | Quit I

Fi gure 6-145. Learning Objective Wrksheet by Task

2. Referring to Table 6-303 for an explanation of the data fields
appearing in the dialog box, make the appropriate sel ections.

Tabl e 6-303. Learning Objective Wrksheet by Task

| TEM DESCRI PTI ON

All Select this button to report on every | earning
obj ective in the course.

Sel ected Records | This default button allows you to use the multiple
sel ect feature to select specific tasks for your

report. |If you select this default option, you mnust
i ndicate the desired tasks in the selection Iist box.
Task('s) Sel ection list box displaying the designator for every

task in the course. Use the multiple select feature to
choose the tasks for which you wish to produce the
report. Be sure the Selected Records radio button is
al so sel ect ed.

Description Non-editabl e field displaying the descriptive title of
the highlighted task designator

I ncl ude dick checkbox if you wish to include a list of al

Ref erences to concept cards containing the given | earning objective.

Associ at ed
Concept Cards
I ncl ude dick checkbox if you wish to include a list of al
Associ ated Tests |tests evaluating the given | earning objective.

I naccessi bl e for Wrking status because only Locally
Approved data nay be used to create a test.

I ncl ude dick checkbox to include signature block on each

Si gnat ure Bl ock report.

3. dick on Start Report. A message advises "Building Report" before
a view of the report appears.

6.4.11 Learning Objective Wrksheet for Sel ected Learni ng Obj ectives

The Learning Objective Wrrksheet for Selected Learning Objectives produces
a separate |learning objective worksheet for each selected | earning
objective. The report presents the parent task, the |earning objective
bei ng reported on, any downgrade justification, the associated nethods, the
associ ated medi a, concept cards containing the |earning objective (if

sel ected), tests evaluating the |learning objective (if selected for an
Approved course only), test itens/evaluation information (if user has
access to Eval uation Maintenance), and signature block (if selected).

The report is useful in reviewing the work that has been conpleted for
sel ected | earning objectives in the course.
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Tabl e 6-304 sunmarizes the availability of this nenu option based on
course status. |If available, continue with the follow ng steps.

Tabl e 6-304. Access to Learning Objective Wrksheet for
Sel ected Learni ng Objectives

OPTI ON WORKI NG APPROVED | SUBM TTED
Learni ng Qbj ective Worksheet for Yes Yes Yes
Sel ected Learni ng Objectives

1. Fromthe Reports drop-down menu, choose Learning Cbjectives. Then
choose LON Then choose By LO. The Learning Objective Wrksheet
for Selected Learning Objectives dialog box (Figure 6-146) opens.

0331.01.01

Al 0331.01.01a
0331.01.01k
@® Selected Records 0331.01.01c
0331.01.01d

Combined Learning Objective Description

Without the aid of the reference, given the appropriate

equipment, identifying a tactical or administrative
requirement to move 35 miles by foot, march under a

[ Include References to Associated Concept Cards
I” Include Associated Tests
I Include Signature Block
Figure 6-146. Learning Cbjective Wrksheet for
Sel ected Learni ng Objectives

‘ Start Report I | Quit I

2. Referring to Table 6-305 for an explanation of the data fields
appearing in the dialog box, make the appropriate sel ections.

Tabl e 6-305. Learning bjective Wrksheet for Selected Learning Objectives

| TEM DESCRI PTI ON

All Select this button to report on every | earning
obj ective in the course.

Sel ected Records | This default button allows you to use the multiple
select feature to select specific |earning objectives
for your report. |If you select this default option
you nust indicate the desired | earning objectives in
the selection Iist box.

Lear ni ng Sel ection list box displaying the designator for every
hj ective(s) | earni ng objective in the course. Use the multiple
sel ect feature to choose the | earning objectives for
whi ch you wi sh to produce the report. Be sure the

Sel ected Records radi o button is al so sel ected.

Conbi ned Non-editabl e field displaying the descriptive title of
Lear ni ng the highlighted | earni ng objective designator

hj ective

Description

I ncl ude dick checkbox if you wish to include a l'ist of all concept
Ref er ences to cards containing the given |earning objective.

Associ at ed
Concept Cards

I ncl ude dick checkbox if you wish to include a list of al
Associ ated Tests |tests evaluating the given | earning objective.

I naccessi bl e for Wrking status because only Locally
Approved data nay be used to create a test.

I ncl ude dick checkbox to include signature block on each
Si gnat ure Bl ock report.
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Report. A nessage advi ses "Buil ding Report" before

a view of the report appears.

6.4.12

Lear ni ng bj ective Report

by Duty

The Learning Objective Report
course subordinate to the selected duty(ies).
grouped by the task they support.

format with the Duty at the highest
The | earni ng objectives can be displayed as three individua
behavi or,

(condition,

by Duty lists all |earning objectives in the
Lear ni ng objectives are
The report is presented in an outline

| evel followed by Task, TLO and ELO
conponent s
standard) or as one conbi ned statenent.

Tabl e 6-306 sunmarizes the availability of this nenu option based on

course status.

If available, continue with the foll owi ng steps.

Tabl e 6-306. Access to Learning Objective Report by Duty
OPTI ON WORKI NG APPROVED | SUBM TTED
Learning bjective Report by Duty Yes Yes Yes
1. Fromthe Reports drop-down menu, choose Learning Cbjectives. Then

choose LO Report.
Report

Then choose By Duty. The Learning Objective

by Duty dial og box (Figure 6-147) opens.
Duty/Duties
Duty =]
0300.01 n
CLAll 0331.01

0331.02
0331.03
0331.04
PYTX.20

@ Selected Records

™ Print with Combined LO

Start Report | ‘ Quit |

-

Figure 6-147. Learning Objective Report by Duty

2. Referring to Table 6-307 for an explanation of the data fields

appearing in the dial og box,

make t he appropriate sel ections.

Tabl e 6-307. Learning bjective Report by Duty
| TEM DESCRI PTI ON

All Select this button to report on every |earning objective in
t he cour se.

Sel ect ed This default button allows you to use the multiple select

Recor ds feature to select specific duties for your report. |If you
select this default option, you nmust indicate the desired
duties in the selection |ist box.

Print wwth |dick checkbox to display the |earning objectives as

Conbi ned LO | conmbi ned statements. Oherwi se, they will be displayed in
three parts: condition, behavior, and standard.

Duty/Duties | Sel ection list box displaying the designator for every duty
in the course. Use the nultiple select feature to choose
the duties for which you wish to produce the report. Be
sure the Sel ected Records radio button is al so sel ected.

3. dick on Start

Report. A nessage advi ses "Buil ding Report" before

a view of the report appears.
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6.4.13 Learning Objective Report by Task

The Learning Objective (LO Report by Task lists all |earning objectives
in the course subordinate to the selected task(s. Learning objectives are
grouped by the task they support. The report is presented in an outline
format with the Duty at the highest level followed by Task, TLO and ELO
The | earning objectives can be displayed as three individual conmponents
(condition, behavior, standard) or as one conbi ned statemnent.

Tabl e 6-308 sunmarizes the availability of this nenu option based on

course status. |If available, continue with the follow ng steps.
Tabl e 6-308. Access to Learning bjective Report by Task
OPTI ON WORKI NG APPROVED | SUBM TTED
Learni ng bj ective Report by Task Yes Yes Yes

1. Fromthe Reports drop-down menu, choose Learning Objectives. Then
choose LO Reports. Then choose By Task. The Learning Objective
Report by Task dial og box (Figure 6-148) opens.

Learning Objective Report by Task
Task(s)
Task B

0300.01.01 B
0331.01.01

0331.01.02

0331.01.04
0331.01.05
0331.01.06
0331.02.01
0331.02.02 -

[ Print with Combined LO

Start Report | Quit |

Figure 6-148. Learning Objective Report by Task

2. Referring to Table 6-309 for an explanation of the data fields
appearing in the dial og box, make the appropriate sel ections.

Tabl e 6-309. Learning bjective Report by Task

| TEM DESCRI PTI ON
Task('s) Use the nmultiple select feature to choose the
tasks for which you wish to produce this report.
Print with Conbined LO |Click checkbox to display the | earning objectives
as conbined statenents. Qherwi se, they will be
di splayed in three parts: condition, behavior
and st andard.

3. dick on Start Report. A nessage advises "Building Report" before
a view of the report appears.

6.4.14 Location of Learning Objectives Report

The Location of Learning Objectives Report identifies every concept card
within a course to which each selected | earning objective is assigned. The
report presents each | earning objective in al phanunmerical order. Follow ng
each learning objective is a list of all lessons (in Lesson |ID order)

contai ning that |earning objective. The list includes Lesson ID, Lesson
Title, and the PO Annex to which the I esson is assigned. You can choose
to produce the report for

e Al learning objectives in the course

Version 4.0 6-212 8/ 26/ 03




e Al
o Al
e Al

MCAI M5 32 USER S NMANUAL

| earni ng obj ectives subordinate to a specific MOS
| earni ng obj ectives subordinate to a specific duty

| earni ng obj ectives subordinate to a specific task

Tabl e 6-310 sunmarizes the availability of this nenu option based on

course status.

If available, continue with the foll owi ng steps.

Tabl e 6-310. Access to Location of Learning Objectives Report
OPTI ON WORKI NG APPROVED | SUBM TTED
Location of Learning Objectives Report Yes Yes Yes

1. Fromthe Reports drop-down nmenu,
choose Location of LGCs.

choose Learning bjectives. Then
The Location of Learning Objectives Report

di al og box (Figure 6-149) opens.

Fi gure 6-149.

Location of Learning Objectives Report

List Format

 List All TLOS/ELOs
: S -
" List by MOS
" List by Duty
" List by Task
Start Report Quit

Location of Learning Objectives Report

2. Referring to Table 6-311 for an explanation of the data fields

appearing in the dial og box,

make t he appropriate sel ections.

Tabl e 6-311. Location of Learning Objectives Report
| TEM DESCRI PTI ON

List Al This default button enables the Al |earning objectives

TLOs/ ELCs sel ection in the drop-down list to the right.

All Only option avail abl e under drop-down nenu when List Al
TLOs/ELGCs radio button is selected. MCAIMS will generate
a report based on all |earning objectives in the course.

Li st by MOS This button enables a selection of MXSs in the drop-down
list to the right.

MOS Choose the MOSs you wish to include in the report.

Li st by Duty This button enables a selection of duties in the drop-down Iist

o to the right.

Dut y Choose the duties you wish to include in the report.

Li st by Task This button enables a selection of tasks in the drop-down
list to the right.

Task Choose the tasks you wish to include in the report.

3. dick on Continue.

A nessage advi ses "Building Report" before a

view of the report appears.

6.4.15 Location of References Report by Reference

The Location of References Report by Reference identifies every concept
card within a course to which each selected reference is assigned. The
report presents each reference followed by the Iist of |essons to which
that reference is assigned.
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Tabl e 6-312 sunmarizes the availability of this nenu option based on
course status. |If available, continue with the follow ng steps.

Tabl e 6-312. Access to Location of References Report by Reference

OPTI ON

WORKI NG APPROVED | SUBM TTED

Ref er ence

Location of References Report by Yes Yes Yes

1. Fromthe Reports

drop-down nenu, choose References. Then choose

Location by Reference. The Location of References Report by

Ref erence di al og

Location of References Repoit by Reference [ %]

box (Figure 6-150) opens.

C All References

@ Selected Records!

Reference Description

Machinegun MK19

| Start Report I | Quit |

Fi gure 6-150. Location of References Report by Reference

2. Referring to Tab
appearing in the

e 6-313 for an explanation of the data fields
di al og box, nake the appropriate selections.

Tabl e 6-313. Location of References Report by Reference

| TEM

DESCRI PTI ON

Al'l References

Select this button to report on every reference
in the course.

Sel ect ed Records

This default button allows you to use the
multiple select feature to select specific
references for your report. |If you select this
option, you nust indicate the desired references
in the selection |ist box.

Ref erences(Unti tl ed)

Selection list box displaying the reference code
for every reference in the course. Use the

mul tiple select feature to choose the references
for which you wish to produce the report. Be
sure the Sel ected Records radio button is also
sel ect ed.

Ref erence Description

Non-edi table field displaying the descriptive
title of the highlighted reference code.

3. Cdick on Start Report. If you have not assigned references to
concept cards, you will receive a nessage that a report cannot be
gener at ed because of this fact. Oherw se, a nessage advi ses

"Bui | di ng Report’

before a view of the report appears.

6.4.16 Location of References Report by Lesson

The Location of References Report by Lesson lists all of the selected
| essons (in Lesson ID order) and the references contained in each

Tabl e 6-314 sunmarizes the availability of this nenu option based on
course status. |If available, continue with the follow ng steps.
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Tabl e 6-314. Access to Location of References Report by Lesson
OPTI ON WORKI NG APPROVED | SUBM TTED
Location of References Report by Lesson Yes Yes Yes

Then choose
by Lesson

1. Fromthe Reports drop-down nenu, choose References.
Location by Lesson. The Location of References Report
di al og box (Figure 6-151) opens.

Location of References Repoit by Lesson [ %]

‘ O AllLessons @ Selected Records

LESSON ID LESSON TITLE [ <]
T

Construct A Machinegun Fighting Position ]
Field Expediant Lay

Prepare A Range Card

Prepare A Range Card Examination
Techniques Of Fire

Overhead Fire

ANPYS 4

Organization Of A Weapons Platoon

M240G Gunner's Examination

Characteristics 8 Nomenclature Of The M240G

310102
310104
310104 X
310105
310107
310109
310110
310200%
310201

| Start Report I | Quit I

Figure 6-151. Location of References Report by Lesson

2. Referring To Table 6-315 For An Explanation O The Data Fiel ds
Appearing In The Di al og Box, Make The Appropriate Sel ections.

Tabl e 6-315. Location O References Report By Lesson
| TEM DESCRI PTI ON
Al'l Lessons Sel ect This Button To Report On Every Lesson In The
Cour se.
Sel ect ed Records This Default Button Allows You To Use The Miultiple
Sel ect Feature To Sel ect Specific Lessons For Your

Report. If You Select This Default Option, You Mist
I ndicate The Desired Lessons In The Sel ection Li st
Box.

Lesson(s) (Untitled) |Selection List Box D splaying The Lesson Id And
Lesson Title For Every Lesson In The Course. Use
The Multiple Select Feature To Choose The Lessons
For Wiich You Wsh To Produce The Report. Be Sure

The Sel ected Records Radio Button Is Al so Sel ect ed.

3. Cdick On Start Report. If you have not assigned references to
concept cards, you will receive a nessage that a report cannot
gener at ed because of this fact. Oherwi se, a nessage advi ses
"Buil ding Report" before a view of the report appears.

be

6.4.17 Summary of Exam Concept Cards Report

The Sunmary of Exam Concept Cards Report lists al
as exans in a course. The report identifies the examID, examtitle,
hours for each concept card (not just the hours devoted to eval uation

concept cards designated
and

nmet hods). Refer to item9 on the CDD for the nunber of hours devoted
exclusively to evaluation (e.g., 8 hours witten exam 20 hours perfornmance
exam .

Tabl e 6-316 sunmarizes the availability of this nenu option based on
course status. |If available, continue with the follow ng steps.

Tabl e 6-316. Access to Summary of Exam Concept Cards Report
OPTI ON WORKI NG APPROVED | SUBM TTED
Sunmary of Exam Concept Cards Report Yes Yes Yes
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From the Reports drop-down menu, choose Summary of Exam Concept
Cards. A nmessage advises "Building Report" before a view of the
report appears.

6.4.18 Student Advance Sheet with LO Descriptions Included in Each Lesson

The Student Advance Sheet Wth Lo Descriptions Included in Each Lesson
report presents a student with an overview of each selected | esson. (Draft
concept cards are so identified.)

This report presents each lesson ID in al phanunerical order with its
| esson title. Inmediately bel ow each | esson, the report displays (1) any
student infornmation previously entered (Paragraph 6.3.5.12) and (2) al

| earni ng objectives (or the | esson purpose statenment) associated with the
| esson.

If provided to students in advance of a |l esson, this report can be
used to conmunicate instructions to the students (e.g., honmework

requi renents, advanced preparations, itens to bring) as well as provide an
overvi ew.

Tabl e 6-317 sunmarizes the availability of this nenu option based on
course status. |If available, continue with the follow ng steps.

Tabl e 6-317. Access to Student Advance Sheet
Wth LO Descriptions Included in Each Lesson

OPTI ON WORKI NG APPROVED | SUBM TTED
St udent Advance Sheet Wth LO Yes Yes Yes
Descriptions Included in Each Lesson

1. Fromthe Reports drop-down menu, choose Student Advance Sheet.
Then choose LO Descriptions in Lesson. The Student Advance Sheet
Wth LO Descriptions Included in Each Lesson dial og box (Figure 6-

152) opens.

= Lesson B
IA J [310000 W

Oral 310101

310102

O Specific Annex 310104

B 310104X

@® Selected Records: 310105

310107

310109

" Mew Page for Each Lesson S10140

310200%
310201
| 310202
310203

Start Report | ‘ Quit

310204
310204 X -

Fi gure 6-152. Student Advance Sheet Wth LO Descri ptions
I ncl uded in Each Lesson

2. Referring to Table 6-318 for an explanation of the data fields
appearing in the dialog box, make the appropriate sel ections.

Tabl e 6-318. Student Advance Sheet Wth LO Descriptions
I ncl uded in Each Lesson
| TEM DESCRI PTI ON
All Select this button to report on every lesson in
t he course.
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| TEM DESCRI PTI ON

Speci fic Annex This button allows you to report on every
| esson in a selected annex. |If you select this
option, you nust indicate the desired annex in
t he

Sel ect ed Records This default button allows you to use the
multiple select feature to select specific
| essons for your report. |If you select this

option, you nust indicate the desired | essons
in the selection |ist box.

New Page for Each Lesson | Check this box to stipulate starting a new page
upon change of |esson. Each new page has a
conpl ete header and report title, and

pagi nati on begins with nunber 1.

Annex (Untitl ed) Choose the desired annex for which you wish to
include all |essons. Be sure the Specific
Annex radio button is al so sel ected.

Lessons(Untitl ed) Sel ection list box displaying the Iesson ID and
title for all lessons in the course. Use the

multiple select feature to choose the | essons

for which you wish to produce the report. Be

sure the Sel ected Records radio button is also
sel ect ed.

3. dick on Start Report. A message advises "Building Report" before
a view of the report appears.

6.4.19 Student Advance Sheet Wth List of LO Descriptions at End

The Student Advance Sheet Wth List of LO Descriptions at End report
presents a student with an overvi ew of each selected | esson. (Draft
concept cards are so identified.)

This report presents each lesson ID in al phanunerical order with its
| esson title. Inmediately bel ow each | esson, the report displays (1) any
student information previously entered (Paragraph 6.3.5.12) and (2) col umms
contai ning the designators only (LOIDs) for the | earning objectives
associated with the I esson. For |esson purpose | essons, the | esson purpose
statenment will be displayed in place of the colums of LO IDs.

At the end of all lessons for which the report is being generated, the
student will find a consolidated sumary of all |earning objective
descriptions (in LO ID order).

If provided to students in advance of a |l esson, this report can be
used to conmunicate instructions to the students (e.g., honmework
requi renents, advanced preparations, itens to bring) as well as provide an
overvi ew.

Tabl e 6-319 sunmarizes the availability of this nenu option based on
course status. |If available, continue with the follow ng steps.

Tabl e 6-319. Access to Student Advance Sheet Wth List of
LO Descriptions at End
OPTI ON WORKI NG APPROVED | SUBM TTED
St udent Advance Sheet Wth List of LO Yes Yes Yes
Descriptions at End

1. Fromthe Reports drop-down menu, choose Student Advance Sheet.
Then choose LO Descriptions at End. The Student Advance Sheet
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Wth List of LO Descriptions at End dial og box (Figure 6-153)

opens.
mlliessn
IA J 310000 |
Clan 310101
310102
O Specific Annex 310104
o 310104
@® Selected Records: 310105
310107
310109
310110
" Mew Page for Each Lesson 110200%
310201
Start Report | ‘ Quit | 310202
310203
310204
310204% -

Fi gure 6-153. Student Advance Sheet Wth List of LO Descriptions at End

2. Referring to Table 6-320 for an explanation of the data fields
appearing in the dialog box, make the appropriate sel ections.

Tabl e 6-320. Student Advance Sheet Wth List of LO Descriptions at End

| TEM DESCRI PTI ON

All Select this button to report on every lesson in the
cour se.

Speci fic Annex This button allows you to report on every lesson in a
sel ected annex. |If you select this option, you nust
indicate the desired annex in the drop-down list to the
right.

Sel ected Records | This default button allows you to use the nultiple
sel ect feature to select specific | essons for your

report. If you select this option, you nust indicate
the desired |l essons in the selection |ist box.

New Page for Check this box to stipulate starting a new page upon

Each Lesson change of |esson. Each new page has a conplete unit
address and report title, and pagination begins with
nunmber 1.

Annex (Untitled) | Choose the desired annex for which you wish to include
all lessons. Be sure the Specific Annex radi o button
is al so sel ected.

Lessons Selection list box displaying all lessons in the

(Untitled) course. Use the nultiple select feature to choose the

| essons for which you wish to produce the report. Be
sure the Sel ected Records radio button is al so
sel ect ed.

3. dick on Start Report. A message advises "Building Report" before
a view of the report appears.

6.4.20 Student Advance Sheet Wthout LO Descriptions

The Student Advance Sheet Wthout Lo Descriptions report presents the
student with an overvi ew of each selected | esson. (Draft concept cards are
so identified.)

This report presents each lesson ID in al phanumerical order with its
lesson title. Imrediately bel ow each | esson, the report displays (1) any
student information previously entered (Paragraph 6.3.5.12) and (2) columms
contai ning the designators only (LOIDs) for the | earning objectives
associated with the I esson. For |esson purpose | essons, the | esson purpose
statement will be displayed in place of the colums of LOIDs. Note that
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the | earning objective descriptions are not provided in this report and
nmust be provided separately to naximze the benefit.

If provided to students in advance of a |l esson, this report can be
used to conmunicate instructions to the students (e.g., honmework
requi renents, advanced preparations, itens to bring) as well as provide an
overvi ew.

Tabl e 6-321 sunmarizes the availability of this nenu option based on

course status. |If available, continue with the follow ng steps.
Tabl e 6-321. Access to Student Advance Sheet Wt hout LO Descriptions
OPTI ON WORKI NG APPROVED | SUBM TTED
Student Advance Sheet Wthout LO Yes Yes Yes

Descri ptions

1. Fromthe Reports drop-down menu, choose Student Advance Sheet.
Then choose Wthout LO Descriptions. The Student Advance Sheet
Wt hout LO Descriptions dialog box (Figure 6-154) opens.

= Lesson B
IA J [310000 W
Oral 310101
310102
O Specific Annex 310104
o 310104X
@® Selected Records: 310105
310107
310109

310110
310200%
310201
| 310202
310203
310204
310204 X -

" Mew Page for Each Lesson

Start Report | ‘ Quit

Fi gure 6-154. Student Advance Sheet W thout LO Descriptions

2. Referring to Table 6-322 for an explanation of the data fields
appearing in the dialog box, make the appropriate sel ections.

Tabl e 6-322. Student Advance Sheet Wthout LO Descriptions

| TEM DESCRI PTI ON
All Select this button to report on every lesson in
t he course.
Speci fic Annex This button allows you to report on every | esson
in a selected annex. If you select this option

you nust indicate the desired annex in the drop-
down list to the right.

Sel ect ed Records This default button allows you to use the multiple
sel ect feature to select specific | essons for your
report. |If you select this option, you nust
indicate the desired |l essons in the selection |ist
box.

New Page for Each Check this box to stipulate starting a new page

Lesson upon change of |esson. Each new page has a

conplete unit address and report title, and
pagi nati on begins wth nunber 1.

Annex (Untitl ed) Choose the desired annex for which you wish to
include all |essons. Be sure the Specific Annex
radio button is al so sel ected.
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| TEM DESCRI PTI ON
Lesson (Untitl ed) Selection list box displaying all lessons in the
course. Use the nultiple select feature to choose
the | essons for which you wish to produce the
report. Be sure the Selected Records radio button
is al so sel ected.

3. dick on Start Report. A message advises "Building Report" before
a view of the report appears.

6.4.21 Course Statistics Report

The Course Statistics Report summarizes a course in terms of its hours and
critical dates or deadlines. Courses are presented in al phanumerical order
by course ID followed by the course title. The report includes both
academ ¢ and adnministrative hours for Wrking, Approved, and Subnitted
statuses. The report also presents the critical dates related to CDDs,
PO's, and CCRBs as entered in Paragraph 6.3.7.

Tabl e 6-323 sunmarizes the availability of this nenu option based on

course status. |If available, continue with the follow ng steps.
Tabl e 6-323. Access to Course Statistics Report
OPTI ON WORKI NG APPROVED | SUBM TTED
Course Statistics Report Yes Yes Yes

1. Fromthe Reports drop-down menu, choose Course Statistics. The
Course Statistics Report dialog box (Figure 6-155) opens. Note
that the courses presented will be a list of Wirking, Locally
Approved, or Subnitted courses, depending on the course status from
whi ch you sel ected this option.

Course Statistics Report

COURSE NAME [ <]

MACHINEGUNNER, WEST n
CAl SPECIAL OPERATIONS

’ TACTICAL OPERATIONS
& Selected Records MACHINEGUNNER, EAST

Start Report Quit

Fi gure 6-155. Course Statistics Report

2. Referring to Table 6-324 for an explanation of the data fields
appearing in the dialog box, make the appropriate sel ections.

Tabl e 6-324. Course Statistics Report

| TEM DESCRI PTI ON
Al 'l Select this button to report on every course devel oped using
MCAI M5 32 on your PC or server. The list includes all the
courses available fromthe course status (Wrking, Locally
Approved, or Subnitted) from which you selected this option
Sel ect ed This default button allows you to use the multiple select
Recor ds feature to select specific courses for your report. |If you
select this default option, you nust indicate the desired
courses in the selection |ist box.
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| TEM DESCRI PTI ON
Cour ses Selection list box displaying the course ID and nanme of
(Untitled) every course on your PC or server for the selected status.

Use the multiple select feature to choose the courses for
whi ch you wish to produce the report. Be sure the Selected
Records radio button is al so sel ected.

3. Cdick on Start Report. A nmessage advises "Building Report" before
a view of the report appears.

6.4.22 Amunition Report by Task

The Amunition Report by Task presents a sunmary of both expendabl e and
unexpendabl e amunition requirenents by task for all tasks within the
course. The report presents each task designator (in nunerical order)
followed by the | esson I D, each DODIC, its nonenclature, the units per
student, and the units for support. You nay elect to include the LCs and
the LO descriptions for each task

Furt hernmore, each report identifies any previous versions of MCAI VB
That is, if you had previously selected a DODIC that is no | onger valid or
no | onger exists in the current database, the report will state "invalid
ammuni tion code" in lieu of the DODIC on the report. This alerts you to
make appropriate corrections on the concept card before submitting the
course for approval

Tabl e 6-325 sunmarizes the availability of this nenu option based on

course status. |If available, continue with the follow ng steps.
Tabl e 6-325. Access to Ammunition Report by Task
OPTI ON WORKI NG APPROVED | SUBM TTED
Anmruni ti on Report by Task Yes Yes Yes

1. Fromthe Reports drop-down menu, choose Ammunition. Then choose By
Task. The Ammunition Report by Task dial og box (Figure 6-156)
opens.

Ammunition Report by Task [ %]
TASK B

0331.01.02 ]

0331.04.02

™ Include LO
nclode LOiDescription

Start Report Quit

Figure 6-156. Ammunition Report by Task

2. Referring to Table 6-326 for an explanation of the data fields
appearing in the dialog box, make the appropriate sel ections.

Tabl e 6-326. Ammunition Report by Task

| TEM DESCRI PTI ON
All This default button provides a report of
ammuni tion requirements by task for the entire
cour se.
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| TEM DESCRI PTI ON
Sel ect ed Records This button allows you to report on every DODI C
in a selected task. If you select this option

you nust indicate the desired task in the list
to the right.

Task Sel ection list box displaying the designator for
every task requiring amunition in the course.
Use the multiple select feature to choose the
tasks for which you which to produce the report.
Be sure the Sel ected Records radio button is

al so sel ect ed.

I ncl ude LO When checked, MCAIMS includes the TLOs and ELGs
cont ai ni ng anmuni ti on under each task

I ncl ude LO Description VWhen checked, MCAI M5 includes descriptions of
the TLGs and ELGs contai ning anmmunition under
each task.

3. dick on Start Report. A message advises "Building Report" before
a view of the report appears.

6.4.23 Amunition Report by DODIC

The Amunition Report by DODIC presents a sumary, by DODI Cs, of al
expendabl e and unexpendabl e amunition requirenents within the course. The
report presents each DODIC, its nonenclature, and the number of student and
support units required. You may choose to organi ze the report by task, by
LO or by lesson. The total DODI Cs by nunber of student and support units
required is presented for each task, LO, or |esson

Furt hernmore, each report identifies any previous versions of MCAI V5.
That is, if you had previously selected a DODIC that is no | onger valid or
no | onger exists in the current database, the report will state "invalid
ammuni tion code" in lieu of the DODIC on the report. This alerts you to
make appropriate corrections on the concept card before submtting the
course for approval

Tabl e 6-327 sunmarizes the availability of this nenu option based on

course status. |If available, continue with the follow ng steps.
Tabl e 6-327. Access to Anmuniti on Report by DODIC
OPTI ON WORKI NG APPROVED | SUBM TTED
Anmruni ti on Report by DODI C Yes Yes Yes

1. Fromthe Reports drop-down nenu, choose Ammunition. Then choose By
DODI C. The Ammunition Report by DODIC dial og box (Figure 6-157)
opens.

Ammunition Report by DODIC [ %]

Al

~ Selected Records

Summarized By:
' Task
L0

" Lesson

Start Report Quit

Figure 6-157. Ammunition Report by DODIC
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2. Referring to Table 6-328 for an explanation of the data fields
appearing in the dialog box, make the appropriate sel ections.

Tabl e 6-328. Ammunition Report by DODI C
| TEM DESCRI PTI ON
All This button provides a report of amunition
requirenents for all DODICs in the course.
Sel ected Records | This default button allows you to report on sel ected

DODICs in the course. |If you select this option, you
must indicate the desired DODICs in the list to the
right.

DODI C Sel ection list box displaying every DODIC in the

course. Use the nultiple select feature to choose the
DODI Cs for which you which to produce the report. Be
sure the Sel ected Records radio button is also

sel ect ed.

Task This button provides a report of ammp requirenents by
DODI C, summari zed by task.

LO This button provides a report of ammp requirenents by
DODI C, summari zed by LO.

Lesson This button provides a report of ammp requirenents by

DODI C, summari zed by | esson.

3. dick on Start Report. A message advises "Building Report" before
a view of the report appears.

6.4.24 Oficial Course Descriptive Data Report for Subm ssion

The Course Descriptive Data (CDD) is a report that docunents the course
description, the resource requirenents, and any justification for the

devel opnent or refinenment of the program of instruction. This report, also
call ed CDD for Submission, is a stand-al one docunment that is submtted to
CG MCCDC (C 461) for review and approval. Wile it can only be produced
after the course is copied to the Submitted status, it can be printed for
revi ew by choosing the PO CDD (l) report while the course is in any

st at us.

The report contains the followi ng 24 required el ements:

e Course Title

« Location

« Course ID (or fornal course code (CID) if it exists)
e Oher Service Course Nunber

« Mlitary Articles and Service List Nunber

« Purpose

« Scope

« Length (Peacetine)

« Curriculum Breakdown (Peacetinme) (includes |ists of nethods and their
correspondi ng nunber of curriculumhours under academ c and
adm ni strative categories)

« Length (Mobilization) (If there are no training days entered on the
Course Record 2 option and no explanation entered in the Mbilization
Conmmrent nmeno box under the PO option, MCAI M displays this
statenment: “Mbilization length is stated as zero traini ng days
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because this course is not taught during periods of nobilization.”
O herwi se, any training hours or coments entered are displayed.)

« Curriculum Breakdown (Mbilization)
« Maxi num Cl ass Capacity

« Optinum Class Capacity

« Mninum Cl ass Capacity

« (O ass Frequency

« Target Popul ation Description/Prerequisites (If the target popul ation
or prerequisites have not been defined by the school, the two
subpar agraphs beneath this elenent will include a statenent to that
effect.)

- MOS Recei ved

« Quota Control

« Fundi ng

« Reporting Instructions

« Instructor Staffing Requirenents (with reference to Instructor
Conput ati on Worksheet (1 CW at Appendi x A)

« School Overhead

« Training/ Educati on Support Requirenents (includes table of amunition
requi renents sorted by the termnal |earning objective(s) to which
t hey are assi gned)

« Task List (with reference to Appendi x B)

The CDD al so contains three areas for optional notes, one follow ng
t he basi ¢ docunent and one followi ng each of the two appendices. Al though
nost of the elenents in the CDD reflect information that was entered into
meno text boxes or other fields directly, the curricul um breakdown,
i nstructor conputation worksheet, and anmunition table contain cal cul at ed
fields based on information entered primarily on concept cards. Therefore,
these el enents are a direct reflection of the course as it has been
devel oped.

Note that Section Il, Curriculum Breakout, of the Instructor
Conput ati on Wbrksheet (I CW summarizes net hods and hours for task-rel ated
(but not administrative) lessons. The list may include nmultiple categories
for the sanme method, each with a different ratio. The syllabus hours
reflects the total task-related nethod hours entered under the Concept Card
function.

Furt hernore, each report identifies any previous versions of MCAI V5.
That is, if you had previously sel ected anmunition code that is no |onger
valid or no |l onger exists in the current database, the report will state
"invalid ammunition code" in lieu of the DODIC on the report. Only
expended Marine Corps ammunition will be identified in the CDD

MCCDC (C 461) is responsible for the review, coordination, and
approval of the CDD. In addition to the printed CDD that you must submit
by producing this report, you nust also submit a CDD/PAO export file
produced under the System Administration Utilities nenu. Wen you submt
the CDD for approval, do not forget to record the date under the Course
Statistics function (Paragraph 6.3.7).
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Tabl e 6-329 sunmarizes the availability of this nenu option based on

course status. |If available, continue with the follow ng steps.
Tabl e 6-329. Access to CDD for Subm ssion
OPTI ON WORKI NG APPROVED | SUBM TTED
O ficial Course Descriptive Data Report No No Yes
for Subm ssion

1. Fromthe Reports drop-down nenu, choose CDD for Submission. A
di al og box opens for you to enter the desired fiscal year (two
digits).

2. Cdick on K A nmessage advi ses "Building Report" before a view of
the report appears.

6.4.25 Downgrade Justification Report

The Downgrade Justification Report pertains only to term nal |earning
objectives. This report allows you to quickly identify those TLGCs for

whi ch the TLO Behavi or does not match the Task Title because it has been
nodi fied. |In such cases, the report lists the TLOID, the Task Title, the
nodi fi ed TLO Behavi or, and the Downgrade Justification that was provided at
the tinme of nodification.

Tabl e 6-330 sunmarizes the availability of this nenu option based on

course status. |If available, continue with the follow ng steps.
Tabl e 6-330. Access to Downgrade Justificati on Report
OPTI ON WORKI NG APPROVED | SUBM TTED
Downgr ade Justification Report Yes Yes Yes

From the Reports drop-down menu, choose Downgrade Justification. A
nmessage advi ses "Buil ding Report" before a view of the report
appears.
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6.5 PA REPORTS

A major nilestone in the devel opnent of any course is the production of the
Program of Instruction (PO). This report is a training managenent
docunent that describes a formal course in terns of structure, delivery
systems, length, intended |earning outcones, and eval uati on procedures.

The conpleted PO is subnmitted to CG MCCDC for approval .

Al t hough the conprehensive PO for Submission report is the one that
nmust be subnmitted to CG MCCDC for approval, MCAIMS 32 allows you to
produce conponents of the PO as needed for your convenience in review ng
the docunment. Carefully read the docunent before submitting it in order to
identify any needed corrections to the course.

MCAI M5 di spl ays standard nmenu and icon bars regardl ess of the report
requested (Figure 6-158).

File Page
JJ Ii"l"l"i"ﬂl M@l @I Factor: |1 «| Page number: 1 of 27

Fi gure 6-158. MCAIMS Standard Menu and |con Bars for Reports

The nmenu bar includes two options:

e File allows you to Print or Exit.

e Page allows you to select First, Previous, Next, Last, CGo To,
Zoom Normal, Two pages, or One page.

The icon bar includes 10 options:

IE Click this icon to return to the Curricul um menu.

|4a Cick this icon to display the first page of the report.

4 Cick this icon to display the previous page of the report.
"N Click this icon to go to a specific page of a nultiple page

report. A dialog box appears for you to enter the desired
page. dick on OK

e Cick this icon to display the next page of the report.
e Cick this icon to display the |ast page of the report.

Click this icon to select zoomor normal views. The appearance
of the icon is dynamic. The magnifier appears on the icon when
t he page view is normal.

Cick this icon to change the screen presentation froma
si ngl e- page to doubl e-page di splay (or vice versa).

B £

Cick this icon to select the printing range and to print the
= current documnent.

&
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1 ﬂ Factor. dick the desired nunber in the drop-down box. The
font size increases wth higher nunbers.

HI NT: The USMC enblemis automatically printed on all MCAI M5- generated
reports. Reviewers are assured that mathematical cal culations are correct
and MCAIMS has run a nunber of checks and bal ances.

Tabl e 6-331 sunmarizes the availability of this nenu option based on

course status. |If available, continue with the follow ng steps.
Tabl e 6-331. Access to PO Report Menu Options
PARA OPTI ON WORKI NG | APPROVED | SUBM TTED
6.5.1 PO Record of Changes Yes Yes Yes
6.5.2 PO Preface Yes Yes Yes
6.5.3 PO Tabl e of Contents Yes Yes Yes
6.5.4 PO CDD (1) Yes Yes Yes
6.5.5 PO Sunmary of Hours (I1) Yes Yes Yes
6.5.6 PO Scope of Annexes (II1) Yes Yes Yes
6.5.7 PO Introduction (I1V) Wth Concept Yes Yes Yes
Car ds
6.5.8 PO Introduction (I1V) Wthout Yes Yes Yes
Concept Cards
6.5.9 PO Student Eval uation (V) Yes Yes Yes
6.5.10 |PO Distribution (V) Yes Yes Yes
6.5.11 |PO for Subm ssion No No Yes

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 PO Reports option on the nenu bar. MCAIMs displays the
PO Reports drop-down nmenu (Figure 6-159).

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

File Tables Maintenance Reports | POI Reports

i POI Record of Ch ;
ﬂl Tﬂa'n E?l = Curriculum
b * POI Preface

POI Table of Contents
POICOD (T

POT Summary of Hours (11)
POI Scope of Annexes (IIT)

POI Introduction (T4 wWith Concept Cards
POI Student Evaluation (V) Without Concept Cards

POI Distribution {YI)
POI Far Submission

Figure 6-159. PO Reports
4. Choose the desired option.
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6.5.1 PO Record of Changes

This sel ection produces a systemgenerated docunent to record the changes
made since the PO was published. Each entry indicates the change number,
dat e of change, date received, date entered, and the signature of the

i ndi vidual entering the change.

Tabl e 6-332 sunmarizes the availability of this nenu option based on

course status. |If available, continue with the follow ng steps.
Tabl e 6-332. Access to PO Record of Changes
OPTI ON WORKI NG APPROVED SUBM TTED
Record of Changes Yes Yes Yes

From the PO Reports drop-down menu, choose PO Record of Changes.
A nessage advi ses "Building Report" before a view of the report
appears.

6.5.2 PO Preface

The preface presents a brief purpose statenment and provi des an address for
submitting comments and reconmendati ons concerning the PO. This docunent
is based on the data you entered under the PO nenu option.

Tabl e 6-333 sunmarizes the availability of this nenu option based on

course status. |If available, continue with the follow ng steps.
Tabl e 6-333. Access to PO Preface
OPTI ON WORKI NG APPROVED | SUBM TTED
PO Preface Yes Yes Yes

From the PO Reports drop-down menu, choose PO Preface. A nessage
advi ses "Building Report" before a view of the report appears.

6.5.3 PA Table of Contents

The system generated table of contents details the standardi zed contents of
the PO .

Tabl e 6-334 sunmarizes the availability of this nenu option based on

course status. |If available, continue with the follow ng steps.
Tabl e 6-334. Access to PO Table of Contents
OPTI ON WORKI NG APPROVED | SUBM TTED
PO Table of Contents Yes Yes Yes

From the PO Reports drop-down menu, choose PO Table of Contents.
A nessage advi ses "Building Report" before a view of the report
appears.

6.5.4 PO CDD (I)

The CDD docunents the course description, the resource requirenents, and
any justification for the devel opnent or refinenment of the PO. Appendix A
of the CDD contains the Instructor Conputation Wrksheet (ICW. If the
total nunmber of instructors |isted appears insufficient to efficiently and
effectively teach the course, there are two areas in the systemto justify
additional instructors required to conduct the course. Refer to Paragraphs
6.3.9.3.4 (Comment) and 6.3.9.9 (I CWNotes) for guidance in providing the
docunent ati on.
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Note that this report reflects only Marine Corps anmunition
requirenents. Ammunition that is not expended or that is provided by
anot her service is not included in this report. The entire CDD, al so
avai | abl e as a stand-al one report, is included in the PO.

Tabl e 6-335 sunmarizes the availability of this nenu option based on
course status. |If available, continue with the follow ng steps.

Tabl e 6-335. Access to PO CDD (1)
OPTI ON WORKI NG APPROVED | SUBM TTED
PO CDD (1) Yes Yes Yes
Fromthe PO Reports drop-down nenu, choose PO CDD (l). The GCet

FY di al og box appears. Select the default (current) fiscal
enter another FY. dick on OK. A nessage advises "Buil ding
Report" before a view of the report appears.

year or

6.5.5 PO Sunmmary of Hours (I1)

The sunmary of hours includes a breakdown of the peaceti ne academ ¢ and

adm ni strative hours for the course. This docunent is system generated

fromthe hours you entered for each nethod on each concept card for the

course. Also appearing on this report is a sunmary of the peacetinme and
nmobi l'i zation tinme plus the nobilization conment you entered under the PO
menu option.

If no training days are entered on the Course Record 2 option and no
expl anation entered in the Mbilization Corment neno box under the PO
option, MCAIMS displays this statenent: “Mbilization length is stated as
zero training days because this course is not taught during periods of
nobi | i zation.”

Tabl e 6-336 sunmarizes the availability of this nenu option based on
course status. |If available, continue with the follow ng steps.

Tabl e 6-336. Access to PO Sunmary of Hours (I11)
OPTI ON WORKI NG APPROVED | SUBM TTED
PO Summary of Hours (I1) Yes Yes Yes

From the PO Reports drop-down nmenu,
A nessage advi ses "Building Report"
appears.

choose PO Sunmary of Hours (11).
before a view of the report

6.5.6 PO Scope of Annexes (II1)

This report lists each annex in the course and describes its contents.
This docunent is systemgenerated fromthe data you entered under the Annex
menu option.

Tabl e 6-337 sunmarizes the availability of this nenu option based on
course status. |If available, continue with the follow ng steps.

Tabl e 6-337. Access to PO Scope of Annexes (I111)
OPTI ON WORKI NG APPROVED | SUBM TTED
PO Scope of Annexes (I11) Yes Yes Yes

From the PO Reports drop-down menu, choose PO Scope of Annexes
(rr1)y. A nessage advises "Building Report" before a view of the
report appears.
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6.5.7 PO

Introduction (1V) Wth Concept Cards

In addition to printing each concept card,

this report option includes

i ntroductory infornmation that describes each el enent of a concept card,

reports on the |location of each | earning objective in the course,
provi des sunmary informati on by annex concerning | essons,
Thi s docunent

(1 esson purpose, task-oriented, or exam.

you entered throughout the Curricul um Managenent functi on.

hour s,
is based on data

and
and type

Tabl e 6-338 sunmarizes the availability of this nenu option based on

course status. |f avail abl e,

continue with the follow ng steps.

Tabl e 6-338. Access to PO Introduction (I1V) Wth Concept Cards
OPTI ON WORKI NG APPROVED | SUBM TTED
PO Introduction (IV) Wth Concept Cards Yes Yes Yes
From the PO Reports drop-down menu, choose PO Introduction (IV).
Then choose Wth Concept Cards. A nessage advises "Buil ding
Report" before a view of the report appears.
6.5.8 PA Introduction (I1V) Wthout Concept Cards

This report option includes introductory information that describes each

el ement of a concept card,
obj ective in the course,
concerni ng | essons, hours,
exam .
Thi s docunent
Managenment functi on.

and type (Il esson

pur pose,

The concept cards normally included in Section IV are not
is based on data you entered throughout the Curricul um

reports on the location of each |earning
and provides sunmary i nfornmation by annex
task-oriented,

or
printed.

Tabl e 6-339 sunmarizes the availability of this nenu option based on

course status. |f avail abl e,

continue with the follow ng steps.

Tabl e 6-339. Access to PO Introduction (IV) Wthout Concept Cards
OPTI ON WORKI NG APPROVED | SUBM TTED
PO Introduction (IV) Wthout Concept Yes Yes Yes

Car ds

From the PO Reports drop-down nmenu,
Then choose Wt hout Concept Cards.
Report" before a view of the report

6.5.9 PA Student Evaluation (V)

This report begins with the Student
under the PO option. Follow ng that
tabl e summari zing all

choose PO

appears.

I ntroduction (1V).
A nessage advi ses "Buil ding

Eval uation infornation you entered
information is a system generated
of the exanms included in your course.

Tabl e 6-340 sunmarizes the availability of this nenu option based on

course status. |f avail abl e,

continue with the follow ng steps.

Tabl e 6-340. Access to PO Student Evaluation (V)
OPTI ON WORKI NG APPROVED | SUBM TTED
PO Student Eval uation (V) Yes Yes Yes
Fromthe PO Reports drop-down nenu, choose PO Student Eval uation

(V).

report appears.
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6.5.10 PA Distribution (V)

This report docunents every agency that is to receive this PO to include
the quantity. This docunent is generated fromthe data you enter under the
Di stribution List of the PO menu option.

Tabl e 6-341 sunmarizes the availability of this nenu option based on

course status. |If available, continue with the follow ng steps.
Tabl e 6-341. Access to PO Distribution (V)
OPTI ON WORKI NG APPROVED | SUBM TTED
PO Distribution (VI) Yes Yes Yes

From the PO Reports drop-down menu, choose PO Distribution (V).
A nessage advi ses "Building Report" before a view of the report
appears.

6.5.11 PA for Subm ssion

The PO provides a detail ed course description including structure,
delivery system |ength, |earning objectives, and eval uati on procedures.
This docunent is generated fromthe data you entered under the System

Admi ni stration and Curricul um Managenent functions and includes many built-
in calculations and cross-references of data.

After you finish devel oping the course and upgrade its status to
Submitted (Paragraph 5.2.1.7), you can print the PO for Subm ssion. CG
MCCDC (C 461) is responsible for the review, coordination, and approval of
the PO. |In addition to the printed PO that you nust submt by producing
this report, you nust also subnit a CDDY PO export file produced under the
System Administration Utilities menu. After you submt the PO, do not
forget to record the date in the Course Statistics function (Paragraph
6.3.7).

Tabl e 6-342 sunmarizes the availability of this nenu option based on

course status. |If available, continue with the follow ng steps.
Tabl e 6-342. Access to PO for Subni ssion
OPTI ON WORKI NG APPROVED | SUBM TTED
PO for Subm ssion No No Yes

Fromthe PO Reports drop-down menu, choose PO for Submission. A
nmessage advi ses "Buil ding Report" before a view of the report
appears.
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