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SECTI ON 5. SYSTEM ADM NI STRATI ON

5.1 SYSTEM ADM NI STRATI ON OVERVI EW

5.1.1 System Administration Main W ndow

The Title Bar identifies that you are in the System Adnmi ni strati on w ndow
(Figure 5-01). This window has three nenu options on the nenu bar: File,
Mai nt enance, and Uilities. The File menu has only one option: Exit.

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.

The Maintenance nmenu option enables the creation and maintenance of
course, class, and course ID records, report headings, and user fields; the
creation and inportation of COD/PO files; and the preparation of a course
conpari son report. The Maintenance nenu option is available to the Prinmary
System Admi nistrator and to any Course Adninistrator(s) that the Prinmary
System Adm ni strator appoints. The Course Adm nistrator can apply the menu
options to only those courses to which he/she has been granted access.

The Utilities menu option enables the Primary System Administrator to
perform system nai nt enance functions. These functions include packing and
i ndexi ng the databases, perform ng backup and restoration of the system
files, and maintaining user ID tables, reports, and logs. The functions
under this nenu option are not available to Course Adm nistrators.
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Figure 5-01. System Adm nistrati on W ndow

5.1.2 MCAINMS Prinmary System Adnministrator's Role

The MCAIMB Prinary System Administrator's responsibility is two-fold: to
protect the MCAI MS dat abases and to naintain systemintegrity by
controlling access to the MCAIMs data. The Prinmary System Admi ni strator
grants user access to the MCAI M5 nodul es (Curricul um Managenent, Eval uation
Managenent, or Student Managenent), functions (nenu options), and specific
courses based on need to know and work. For exanple, sone users nmay nheed
to create courses, classes, student records, or exans; while other users
may only need to print reports. Note that the Prinmary System Admi ni strator
autonmatically has access to every course created and to every function
under every nodul e.

5.1.3 Course Adninistrator

A Course Administrator is a user who has been granted access by the Prinary
System Adm nistrator to the Miintenance nenu under the System
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Admi ni stration nodule. A Course Adninistrator can performany function for
speci fic courses under the Mintenance nenu, except for those functions
under the CID Table that are restricted to the Prinmary System Admi ni strator
at Ground Training Branch. A Course Adninistrator can add or retrieve a
course and assign access to other users, providing the course retrieved did
not already exist in the system The Prinmary System Admi ni strator nust
assign the Course Adninistrator access to courses that he or she did not
add or retrieve into MCAIMS. A Course Adnministrator can edit, delete,
copy, archive, or change the status of any course to which he or she has
access. He/she can also add, edit, or delete classes for any Approved
course to which he/she has access.

5.2 MAI NTENANCE

The seven menu options under the Mintenance drop-down nmenu are Course,

Cl ass, Export Files, Course Conparison Report, ClD Table, Report Headings,
and User Fields. Fromthis nenu, you can nmanage course information, class
i nfornation, formal course identification, report headi ngs, and user fields
as well as create CDDPO inport files and prepare course conparison
reports.

5.2.1 Course

A course is a prescribed programof instruction, defined by academ c and
adm nistrative paranmeters. Only a MCAIMS Primary System Adm nistrator or
Course Admi nistrator nmay create a course record in the MCAIMS System \When
you establish a course record, remenber that the curricul um devel oper
depends on you to enter the course record infornmation accurately.

1. dick on the Tools icon. The System Adm nistration w ndow (Figure
5-01) opens.

2. Choose the Mintenance option on the nenu bar. This displays the
Mai nt enance drop-down menu (Figure 5-02).
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Fi gure 5-02. Mai ntenance Drop-down Menu

3. Choose Course. The Course Information Mintenance selection |ist
box (Figure 5-03) opens with a |ist of courses to which you have
access. Only the Primary System Administrator will see all the
courses. The list may be sorted in al phabetical order by Course ID
or by course title. Note that the CDD and PO fields beneath the
sel ected course will reflect information entered under the Course
Statistics option in the Curricul um Managenent nodul e (Paragraph
6.3.7). The Training Days field will reflect information entered
under the CDD - Course Record 2 option (Paragraph 6.3.9). The CID
field will reflect information entered upon creation of the course
(Paragraph 5.2.1.1). A newy created course will have no data.
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Course Information Maintenance:

COURSE TITLE 5|
INFANTRY OFFICER COURSE
RESERVE INFANTRY OFFICER COURSE

M0ZH4R4 WORKING __ MARTIAL ARTS INSTRUCTOR TRAINER COURSE
APPROVED _|CLOSE COMBAT INSTRUCTOR TRAINER COURSE
SUBMITTED |CLOSE COMBAT INSTRUCTOR TRAINER COURSE

WORKING 'WARRANT OFFICER RESERVE {SHORT)
'WORKING INFANTRY OFFICER COURSE

CRS Retrieved: //

CRS Created: //

POl Approved:2003/103/29

CRS Archived: 1/
CDD Submitted: 20030120

POI Submitted: 2003/01/20

Add |

CDD Exported: [/ Training Days:35

CDD Imported: 1/ CID:MO2H4R4

CDD Approved:2003103/29

Edit | Delete | Copy |

Archive |

Retrieve | Status | Sort | Done |

Fi gure 5-03.

Course Informati on Mai nt enance

4. Refer to Table 5-01 for an explanation of the data fields appearing
in the dial og box.

Tabl e 5-01. Course Information Mintenance
| 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 renoved if the status of the course is
changed.

CDD Submitted

Non-editable field displaying the date the CDD for the
hi ghl i 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).

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).

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

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 Working or Approved status.

CDD | 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.
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| TEM DESCRI PTI ON
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
(Par agraph 6.3.7).
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
(Par agraph 6.3.7).
Trai ni ng Days Non-editabl e field displaying the nunber of training
days required for the highlighted course. This data
appears autonatically for an archived or copi ed Approved
course but nust be entered for a new course under the
CDD - Course Record 2 option (Paragraph 6.3.9).
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).

5. dick on the desired commuand button
5.2.1.1 Add

This conmand all ows you to add a new course record that contains basic
course infornmation. Note that it is mandatory to conplete sone data fields

and text boxes in order to establish a course. In addition, required
entries nmust be nmade in sone nenp text boxes before upgrading a course to a
hi gher status (see Paragraph 5.2.1.7). It is inportant that you consider

the follow ng facts when conpleting this record:
Only a course designated as a fornal course can:
« Interface (upload/ download) with BNA records.

« Have class records included in the TRRVS extract.

The Course ID for a course designated as formal nust natch the Fornal
Course code in order to

« Change the course status from Locally Approved to Submtted.

« Print a COD)PAO for subm ssion.

A course not designated as fornmal can be changed to the Submitted
status, and a CDD and PO can be produced.

HI NT: Course Adninistrators can grant other users access to any course
that they create.

1. Fromthe Course Infornmation Mintenance selection |list box, click
on Add. A nessage appears to advise you the course record format
is being created. Then the Course Information Add dial og box
(Figure 5-04) opens.
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Course Information Edit

2x

BASIC OFFICER COURSE

Course ID: Icnoznnz Short Title:
[ Formal Course ‘I
Other SCN: Nifs Class Freq: 6
Avg Calendar Days: | 166
MASL Number: | p121801 Annual Input: | 1430

MOS Received

Class Capacity
F" 1: [ s

Initial Training Setting: IS(andardiPreliminaly -

Locationl Eurposel Scope | Prgrequisitesl Quota Control | Funding | Reporting Instr |

IPD | Cony

Save | Exit wio Save |

Figure 5-04. Course Information Add
2. Referring to Table 5-02 for an explanation of the data fields,
conplete information in each field as required.
HI NT: Course ID, Short Title, dass Frequency, Annual I|nput, Avg
Cal endar Days, Maxi mum Optinum and M ninum Cl ass Capacity, Quota
Control, and Funding data are nandatory entries to establish a
cour se.
Tabl e 5-02. Course Information Add
| TEM DESCRI PTI ON PARAVETERS/
FORVAT
Course ID |[A unique identifier you assign to this course. |Field
For a formal course, this is generally the requires 7
Course IDthat is listed in the TIP. You nmust |al pha-nuneric
complete this field to save the record. Note characters
that once this record is saved, you cannot
edit this field. |If after significant
devel opnment, you realize the Course IDis
incorrect, you nay copy the course and ensure
the Course IDis correctly entered.
HI NT: Different versions of the sane course
may be created when the courses are conducted
simul taneously but with sone mnor variations
(refer to Paragraph 5.2.1.4, Course Copy).
Short Short descriptive title that appears in report |[Up to 40
Title headi ngs and |ist boxes. You nust conplete al phanuneri c
this field to save the record. characters
For nal Clicking on this check box brings up a conprehensive list of
Cour se currently recognized formal courses. dick on the desired 7-
character Formal Course code. Note that if the desired
formal code (an approved CID) does not exist in the list, add
it tothe CID table (Paragraph 5.2.3.1). Then you access the
desired code here. Use of this feature is nandatory for any
course record that requires interface (uploadi ng/ downl oadi ng
records) with BNA and TRRMS records. Select this field only
for currently approved formal courses.
O her SCN | O her Service Course Nunber. Code assigned by [Up to 8
the host service to the sanme course. Leave al phanuneri c
bl ank if none. characters
MASL The Mlitary Articles and Service List code Up to 8
Number nunber of a course for international mlitary al phanuneri c
training. characters

Version 4.0
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| TEM DESCRI PTI ON PARAVETERS/
FORVAT
Cl ass Freq | Nunber of classes required to support the Up to 3
t hroughput as contained in the TIP for that nuneric
fiscal year. You nust conplete this field to characters
save the record
Annual The nunber of students programmed to attend a Up to 5
| nput given course during a specific fiscal year nuneric
(often called "throughput"). You nust characters
conplete this field to save the record
Avg The course length. Note that this field in Up to 3
Cal endar all existing course records is set to zero. nuneric
Days Ensure that you edit this information on all characters
exi sting course records. You nust conplete
this field to save the record
Max Maxi mum Cl ass Capacity. The naxi mum nunber of [Up to 3
students in one class for this course based on |nuneric
avai |l abl e resources, such as existing characters
facilities, nmessing, billeting, equipnent
budget, and personnel linmitations. You nust
conplete this field to save the record
Opt Optinmum Cl ass Capacity. The ideal class size Up to 3
that capitalizes on all facilities/ equipnent nuneric
and instructional capabilities of the school. characters
You nust conplete this field to save the
record
M n M ni mrum Cl ass Capacity. The m ni num cl ass Up to 3
size below which it is no |onger cost nuneric
effective to run a class. You nust conplete characters
this field to save the record
MOS The MOS assi gned upon successful conpletion of |4 nuneric
Recei ved the course. Refer to the TIP for this characters
(six informati on. Leave blank if none.
fields)
H NT: Move fromone MOS field to the next by
pressing [Enter]. Pressing [Tab] advances to
the Quota Control field.
Initial Dr op- down box from which you nmay choose the default Standard/
Trai ni ng Prelimnary designation or the Core/ Core Plus designation
Setting If you change the setting to Core/Core Plus, you will receive
an advi sory nessage about the effect of this setting upon
tasks. The task screen under Curriculumw Il reflect the
setting chosen.

3. Cdick on Location. A nmeno text box opens. Enter
whi ch the course is taught.
4. dick on Purpose. A nenp text box opens. Enter

the | ocation at

a conci se

statenent concerning the goals of the training provided by the

Version 4.0

course.

Cick on Scope.

S A nenp text box opens.
subj ect matter

covered in this course

Enter a synopsis of the

Cick on Prerequisites. A nenmp text box opens. Enter the
qualifications that personnel desiring to attend this course nust
meet. For an existing course, you can find this information in the
target popul ation description devel oped in the design phase and
filed at the school. If you do not enter data in this field,

MCAI M5 autonatically includes the statenent “prerequisites have not
been defined by the school” in Paragraph 16 of the CDD. Note that
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this field nust be conpleted before upgrading the course to the
Subnitted status.

7. Cick on Quota Control. A nmenp text box opens. Enter the name of
t he agency that manages quotas. This information can be obtained
fromthe Cccupational Field sponsor. You nust conplete this field
to save the record

8. Cick on Funding. A nenmp text box opens. Enter the nane of the
agency funding tenporary additional duty incidental to a student's
attendance at the course. |If the using agency nust al so bear cost,
such as tuition, make a statenment to this effect. You nust
conplete this field to save the record

9. dick on Reporting Instr. A nenp text box opens. Designate to
whom t he student nust report when arriving at the school. |nclude
i nfornati on on transportation and directions. Also include a
statenent indicating the availability of Governnent billeting and
messi ng. Wen you attenpt to save, a remi nder of the requirenent
to enter comrents concerning the availability of nessing and
billeting facilities for students w |l appear.

10. dick on TPD. A nenp text box opens. Designate the target

popul ation description for this course. If you do not enter data
inthis field, MCAIMS automatically includes the statenent “target
popul ati on has not been defined by the school” in Paragraph 16 of
t he CDD.

11. dick on Copy. The Copy Course Information to the Locally Approved
Course dial og box (Figure 5-05) opens. Although the Copy button is
accessi bl e when adding a course, the copy function is not. Since
this Working course is just being established, pressing Continue
will always pronpt a nessage stating that no Locally Approved
version of the course exists. Once a Locally Approved version of
the course has been created, this function can be accessed by
selecting the Edit button. See Paragraph 5.2.1.2 for an
expl anation of this function

Copy Course Information to the Locally Approved Course x|

@ Al

~ Selected Information
[ Basic Course Record [ Location r éﬁ‘rﬁd‘s‘éﬁ
" Scope " Prerequisites I™ Quota Control
I~ Funding [~ Reporting Instructions I 1PD

Continue | Quit |

Figure 5-05. Copy Course Information to the Locally Approved Course
12. dick on Save.

a. |If the Formal School option is not selected, a message appears
to advise you of the effect of this choice on the option to
export TRRMS files and to download BNA files. Cick on K

b. Then the Select User IDs selection |list box pronpts you to
establish access to the course for appropriate users. Note
that Course Adninistrators nay al so assign access to other
users for any course they create.
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(1) Double-click on each user requiring access to this course.
A checkmark appears next to the User ID. (Alternatively,
you can single-click each user and i mmedi ately choose
Sel ect .)

(2) dick on Done button. This returns you to the Course
I nformati on Mai nt enance sel ection |ist box.

5.2.1.2 Edit

This conmmand allows you to edit information for the highlighted course.
You can edit the course record for only those courses with a Wrking
status. However, you may copy changes you have made for all or selected
itenms of the course record (e.g., Cass Frequency, Annual |nput, Max d ass
size) fromthe Working version of the course to the correspondi ng Approved
version (Step 4). [Note that you can al so copy | earning objectives,
concept cards, and the CDD so that you do not overwite any tests you have
devel oped in the Approved version by changing the status of the Wrking
course. ]

You may select the Edit button to view course data entries for Locally
Approved or Submitted courses. Note that you can edit a course only if you
have been granted access to it (i.e., you are the Prinmary System
Admi nistrator or a Course Adnministrator for that course).

HI NT: You cannot edit a Course ID. However, you can copy the
course, assign it a unique Course ID, and delete the origina
cour se.

HI NT: Be sure that you edit basic course information (i.e. Cass
Frequency, Annual Input, Max C ass size) according to the

requi renents established in the TIP for each fiscal year

Val i dati on shoul d be acconplished prior to submtting the CDD to
Ground Training Branch for review. The CDD nust reflect the actua
TIP requirements for a given fiscal year.

1. Fromthe Course Information Mintenance selection |ist box,
hi ghlight the desired course. Note that you nmay search for the
desired course by right-clicking and bringing up the Search Course
I D di al og box.

2. Cdick on Edit. A message, with neter bar, advises you the course
record is being | oaded. Then a dialog box simlar to the one in
Fi gure 5-04 opens.

3. Refer to all but Step 10 in the Add paragraph (Paragraph 5.2.1.1)
for an explanation of all data fields and command buttons except
for the Copy button. Edit entries as appropriate. |f you change
the Initial Training Setting for existing tasks, you receive an
advi sory nessage. Continue with Step 4 below for an expl anation of
the Copy button.

4. dick on Copy. The Copy Course Information to the Locally Approved
Course dial og box (Figure 5-05) opens.

a. Referring to Table 5-03 for an explanation of the data fields
appearing in the dialog box, check the appropriate category to
copy the desired el enents. This function allows you to
transfer changes nmade at the Wirking level to the Locally
Approved version of the same course if it already exists. Note
that this is a very inportant option. Transferring changes
(vice upgrading the status of the Working course) allows the
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Approved version to be updated w thout overwriting any test

itens or tests.
Tabl e 5-03. Course Information
| TEM DESCRI PTI ON
All VWhen this radio button is selected, you may check no
B other option on the screen. MCAIMS copies al
i nformation on the course record.
Sel ect ed VWhen this radio button is selected, you may check

I'nformation

specific options on the screen

Basi ¢ Course
Record

When checked, all information on the Main Course Record
(Figure 6-98) is copied except informati on accessed
t hrough command butt ons.

I'nstructions

Locati on VWhen checked, only infornation in the Location text box

B is copied.

Pur pose When checked, only infornmation in the Purpose text box

B is copied.

Scope VWhen checked, only information in the Scope text box is

copi ed.

Prerequisites VWhen checked, only information in the Prerequisites text
B box is copi ed.

Quot a Control VWhen checked, only information in the Quota Control text

B box is copi ed.

Fundi ng VWhen checked, only infornmation in the Funding text box

B is copied.

Reporting VWhen checked, only infornmation in the Reporting

Instructions text box is copied.

TPD

When checked, only infornmation in the Target
Description text box is copied.

Popul ati on

b. dick on Continue.

(1) When a Locally Approved version of this course exists, a
nmessage appears advi sing you when the copy to the Locally

Approved status is conplete.

(2) When a Locally Approved version of this course does not

exi st,

c. dick on &
di al og box.

a nmessage appears advising you of

5.2.1.3 Delete

This conmmand all ows you to del ete the highlighted course.

t hat fact.

This returns you to the Course Information Edit

There are three

condi tions associated with this comand. You nust have access to a course
(i.e., as the Primary System Adninistrator or a Course Adm nistrator) to
delete it. You cannot delete a Locally Approved course if the course is

bei ng used by a current class or could be used by a pendi
must have access to Evaluation Maintenance if test itens

ng class. You
are associ at ed

with | earning objectives in the selected course that you wish to delete.

users are |logged into

um Managenent

HINT: If you attenpt to delete a course while other
System Admi ni stration, Evaluation Managenment, or Curricu
nodul es, you will receive a nessage advising you that the process cannot be

perfornmed at this tine.

A list of the users and the nodul es they are using

appears on the screen.
If all

functi on.
this option,
try again.

process,

Version 4.0

Ask those users to exit while you performthis
users have exited MCAIMS and you still cannot perfor
ask the Primary System Adninistrator to clear the User Lo
“critica

recei ve a nessage advi sing that course

5-9 9/ 25/

m
g and

If users attenpt to log onto the systemduring the deletion
they will

03



MCAI M5 32 USER S NMANUAL

processes are being perforned at this tine. Please wait a few nonents and
try again.” As a courtesy, advise those users who you asked to | og off
when you have conpl eted the del ete process.

1. Fromthe Course Information Mintenance selection |ist box,
hi ghl i ght the desired course record

2. Cick on Delete.

a. |If there is at least one class in session or a class pending
start for an Approved course, you will receive a nessage
advi sing you what to do before you can begin the delete
process. Click on OKto return to the Course Information
Mai nt enance sel ection |ist box.

b. |If test items are associated with |earning objectives in the
sel ected course that you wish to delete and you do not have
access to Eval uation Mintenance, you will receive a nessage
advi sing you that the deletion cannot take place. dick on K
to return to the Course Informati on Maintenance selection |ist
box.

3. If the preceding conditions do not exist, a message appears
expl ai ning the inmpact of this deletion (the deletion of all data,
including test itens and tests) and confirm ng your wish to
conti nue.

4. dick on Yes. A neter bar depicts the deletion process. Then the
systemreturns you to the Course Information Maintenance sel ection
list box.

5.2.1.4 Copy

This conmmand all ows you to copy the highlighted course. This is a useful
feature when you want to use an existing course as the basis for a new one.
Note that you may copy a course fromany status but only to the Working

st at us.

Bef ore copying a course, MCAIMS perforns certain data integrity
checks. If all the records are successfully copied, including the course
i nformation and course statistics records, MCAI M5 then ensures the
following criteria are net:

« At |east one annex, duty, task, |earning objective, and concept card
record is established for this course.

« Methods, nedia, and | earning objectives are assigned to the concept
card.

« A CDD record and an instructor staffing record are established for
t his course.

« A PO record and a distribution record are established for this
cour se.

If you receive a nessage that one of the above el enents is m ssing,
then you nust add at |least one itemto satisfy the record requirenent. |If
the default media or nmethod code records for the course are purported to be
m ssing, the process may have failed due to network connectivity problens.
In that case, just re-try the process.
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HINT: |If you attenpt to copy a course while other users are |ogged into
System Admi ni strati on, Eval uation Managenent, or Curricul um Managenent

nodul es, you will receive a nessage advising you that the process cannot be
perfornmed at this tine. A list of the users and the nodul es they are using
appears on the screen. Ask those users to exit while you performthis

function. |If all users have exited MCAIMS and you still cannot perform
this option, ask the Primary System Adninistrator to clear the User Log and
try again. |If users attenpt to log onto the systemduring the copy course

process, they will receive a nessage advising that “critical course
processes are being perforned at this tine. Please wait a few nonents and
try again.” As a courtesy, advise those users who you asked to | og off
when you have conpl eted the copy process.

HI NT: Proper execution of this function requires (1) that you have access
to the course you wish to copy, (2) that you have access to the course
bei ng overwritten by the copy process if one exists, and (3) that you have
access to Evaluation Maintenance if test itenms are associated with the

| earni ng objectives in the existing course being overwitten by the copy
process or in the course you wish to copy. |If these conditions are
satisfied, you may choose whether to include the testing-rel ated
information in the copy process.

1. Fromthe Course Information Maintenance selection |list box (Figure
5-03), highlight the desired course record.

2. Cick on Copy. The Copy Course dialog box (Figure 5-06) opens.

Copy Course: MOZH4R 4 Status: SUBMITTED B x|

For the course you wish to create, please enter the new
Course |d and Course Title below:

This course will be created with the following status:
WORKING

0K | Cancel |
Figure 5-06. Copy Course

3. Referring to Table 5-04, enter a course ID and course title for the
new course. Note that the course ID nust be different fromthe one
being copied if it is also a Wrking course.

Tabl e 5-04. Copy Course

| TEM DESCRI PTI ON PARAVETERS/
FORMAT
I D Course ID. The unique code assigned to this Field
specific course. You nust conplete this field requires 7
to proceed. Note that once this record is al phanuneri c

saved, you cannot edit this field. Ensure that |characters
the Course IDis correctly entered.
Title Short title of the course. You rmust conplete Up to 40
this field to proceed. al phanuneri c
characters

4. dick on K. |If MCAIMS determ nes that a course to which you do
not have access will be overwitten, you receive a nessage stating
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that you cannot copy the course. Oherwi se, one of the foll ow ng
processes takes place.

a. |If (1) you do not have access to Eval uati on Mai ntenance and (2)
there is no correspondi ng course that would be overwitten, the
system checks for the existence of test itens in the course
bei ng copi ed.

(1) If there are test itens associated with | earning
obj ectives in the course being copied, a nessage appears
explaining that tests and test itens will not be included
in the copy process. Cick on OK The message box
di spl ays the status for copying to a tenporary file.

(a) If the data integrity check fails, you will receive

an advi sory nessage. |If you are copying a Wrking
course, you nay be allowed to continue by clicking on
Yes. |If you are copying a Locally Approved or

Submitted course, you nust exit the process and take

corrective action. dick on Print for a copy of the

i ssues requiring resolution. Click on Exit to return
to the Course Information Mintenance selection |ist

box.

(b) If each required database is present and contains the
required mnimal records, a nessage box displays the
status for copying to the new course record. Then
you are returned to the Course Information
Mai nt enance sel ection |ist box.

(2) If there are no test itens associated with | earning
obj ectives in the course being copied, the system perforns
the data integrity checks described in the precedi ng steps
(a) and (b) before copying the course and returning you to
the Course Information Maintenance selection |ist box.

HI NT: By default, you and the Primary System Admi nistrator are
the only users granted access to the new course. Consult your
Primary System Administrator if you wish to grant access to
addi ti onal users.

b. If (1) you do not have access to Eval uation Mai ntenance and (2)
there is a correspondi ng course that would be overwitten, you
recei ve a nessage explaining that all current data for the
existing course will be overwitten with the data in the course
you have chosen to copy. Click on Yes to continue and Yes
again to reconfirm

(1) If there are test itens associated with | earning objectives
in the existing course that would be overwitten or in the
course you wish to copy, you are advised that you cannot
copy the course because you do not have access to
Eval uation Maintenance. dick on OK This returns you to
t he Copy Course dialog box. Either enter another ID and
Title (so no course will be overwitten) or click on
Cancel. This returns you to the Course Information
Mai nt enance sel ection |ist box.

(2) If there are no test itens associated with | earning
obj ectives in the existing course that would be
overwritten or in the course you wish to copy, a nessage
box displays the deletion of the existing records and the
copying of the new records to a tenporary file.
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(a) If the data integrity check fails, you will receive

an advi sory nessage. |If you are copying a Wrking
course, you nay be allowed to continue by clicking on
Yes. |If you are copying a Locally Approved or

Submitted course, you nust exit the process and take

corrective action. dick on Print for a copy of the

i ssues requiring resolution. Click on Exit to return
to the Course Information Mintenance selection |ist

box.

(b) If each required database is present and contains the
required mnimal records, a nessage box displays the
status for copying to the new course record. Then
you are returned to the Course Information
Mai nt enance sel ection |ist box.

HINT: By default, the access rights to the newy copied course
are identical to those that existed for the overwitten course.

If (1) you have access to Eval uation M ntenance and (2) there
is no correspondi ng course that would be overwitten, MCAI M
checks for the existence of test itens in the course being
copi ed.

(1) If there are no test itens associated with | earning
obj ectives in the course you wish to copy, the nessage box
di spl ays the copying of the course to a tenporary file.

(a) If the data integrity check fails, you will receive

an advi sory nessage. |If you are copying a Wrking
course, you nay be allowed to continue by clicking on
Yes. If you are copying a Locally Approved or

Submitted course, you nust exit the process and take

corrective action. dick on Print for a copy of the

i ssues requiring resolution. Click on Exit to return
to the Course Information Mintenance selection |ist

box.

(b) If each required database is present and contains the
required mnimal records, a nessage box displays the
status for copying to the new course record. Then
you are returned to the Course Information
Mai nt enance sel ection |ist box.

(c) If you are a Course Administrator, you are returned
to the Course Informati on Mai nt enance sel ection |ist
box.

HI NT: By default, you and the Primary System

Admi nistrator are the only users granted access to
the new course. Consult your Primary System

Admi nistrator if you wish to grant access to
addi ti onal users.

(d) If you are the Primary System Adninistrator, the
Sel ect User IDs selection |ist box opens to pronpt
you to establish access to the course for appropriate
users.

1 Double-click on each user requiring access to
this course. A checkmark appears next to the
User ID
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2 dick on Done. This returns you to the Course
I nformati on Mai nt enance sel ection |ist box.

If there are test itens associated with | earning

obj ectives in the course you wish to copy, you nmay choose
whet her to include testing-related information. dick on
either Yes or No. The nmessage box displays the copying of
the course to a tenporary file.

(a) If the data integrity check fails, you will receive

an advi sory nessage. |If you are copying a Wrking
course, you nay be allowed to continue by clicking on
Yes. If you are copying a Locally Approved or

Submitted course, you nust exit the process and take

corrective action. dick on Print for a copy of the

i ssues requiring resolution. Click on Exit to return
to the Course Information Mintenance selection |ist

box.

(b) If each required database is present and contains the
required mnimal records, a nessage box displays the
status for copying to the new course record. Then
you are returned to the Course Information
Mai nt enance sel ection |ist box.

(c) If you are a Course Administrator, you are returned
to the Course Informati on Mai nt enance sel ection |ist
box.

HINT: By default, you and the Prinary System

Admi nistrator are the only users granted access to the new
course. Consult your Prinmary System Administrator if you
wi sh to grant access to additional users.

(d) If you are the Primary System Adninistrator, the
Sel ect User IDs selection |ist box opens to pronpt
you to establish access to the course for appropriate
users.

1 Double-click on each user requiring access to
this course. A checkmark appears next to the
User I D

2 dick on Done. This returns you to the Course
I nformati on Mai nt enance sel ection |ist box.

If (1) you have access to Eval uation M ntenance and (2) there
is a corresponding course that would be overwitten, you
recei ve a nessage explaining that all current data for this
Working course will be overwitten with the data in the course
you have chosen to copy. Click on Yes to continue.

(1)

(2)

If there are no test itens associated with |earning

obj ectives in the existing Wrking course or in the course
you wi sh to copy, the nessage box displays the deletion of
the existing records and copying of the new ones to the
tenporary file.

If there are test itens associated with | earning

obj ectives in the existing Wrking course or in the course
you wi sh to copy, you nay choose whether to include
testing-related information. Cick on either Yes or No.
The nmessage box displays the deletion of the existing
records and copying of the new ones to the tenporary file.
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(a) If the data integrity check fails, you will receive

an advi sory nessage. |If you are copying a Wrking
course, you nay be allowed to continue by clicking on
Yes. |If you are copying a Locally Approved or

Submitted course, you nust exit the process and take

corrective action. dick on Print for a copy of the

i ssues requiring resolution. Click on Exit to return
to the Course Information Mintenance selection |ist

box.

(b) If each required database is present and contains the
required mnimal records, a nessage box displays the
status for copying to the new course record. Then
you are returned to the Course Information
Mai nt enance sel ection |ist box.

HINT: By default, the access rights to the newy copied
course are identical to those that existed for the
overwitten course.

5.2.1.5 Archive

This conmmand all ows you to archive the highlighted course for distribution
to and use at another MCAIMS 32 site or installation/server

Before archiving a course, MCAIMS perforns certain data integrity
checks. If all the records are successfully copied, including the course
i nformation and course statistics records, MCAI M5 then ensures the
following criteria are net:

« At |east one annex, duty, task, |earning objective, and concept card
record is established for this course.

« Methods, nedia, and | earning objectives are assigned to the concept
card.

« A CDDrecord and an instructor staffing record are established for
t his course.

« A PO record and a distribution record are established for this
cour se.

MCAI M5 provi des advisory information for a Wrking course. |If you
recei ve a nessage that one of the above elements is nissing for an Approved
or Submitted course, then you nust add at |least one itemto satisfy the
record requirenent. |If the default nedia or nethod code records for the
course are purported to be mssing, the process may have failed due to
network connectivity problens. |In that case, just re-try the process.

HINT: |f you attenpt to archive a course while other users are |ogged into
System Admi ni stration, Eval uation Managenment, or Curricul um Managenent
nodul es, you will receive a nessage advising you that the process cannot be
perfornmed at this tine. A list of the users and the nodul es they are using
appears on the screen. Ask those users to exit while you performthis

function. If all users have exited MCAIMS and you still cannot perform
this option, ask the Primary System Administrator to clear the User Log and
try again. |If users attenpt to |log onto the systemduring the archiva

process, they will receive a nessage advising that “critical course
processes are being perforned at this tine. Please wait a few nonents and
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try again.” As a courtesy, advise those users who you asked to | og off
when you have conpl eted the archival process.

HI NT: Proper execution of this function requires (1) that you have access
to the highlighted course you wish to archive and (2) that you have access
to Evaluation Maintenance if you want to archive test itens associated with
the | earning objectives in the highlighted course.

HI NT: Do NOT use this function to transport the CDD/PO files to G ound
Trai ni ng Branch, Training and Educati on Command. Use the Create CDD/ PO
Export function under the Utilities menu (Paragraph 5.3.5.2) instead.
Unli ke an archived course, the files accessed by that function do not
contain test iteminformation, which could conpromni se systemintegrity if
export ed.

1. Fromthe Course Informati on M ntenance sel ection |ist box,
hi ghl i ght the desired record.

2. Cick on Archive. The systemresponse depends of the foll ow ng
condi tions.

a. |If there are no test itens associated with |earning objectives
in the highlighted course whether or not you have access to
Eval uati on Maintenance, the following will occur

(1) The Archiving Records nessage box opens, and the archiving
process begins to conpress all the data for this record.
Note the course IDin the Title Bar

(2) \When 100 percent of the data is conpressed, the Archiving
Course di al og box opens for you to record the nane and
| ocation under which to save the archived file. (Consult
your W ndows User's Manual if needed.)

(3) After assigning the desired name and | ocation, click on
Qpen. The nessage box displays the status for copying to
a tenporary file.

(a) If the data integrity check fails, you will receive
an advi sory nessage. |If you are archiving a Wrking
course, you nmay be allowed to continue by clicking on
Yes. If you are archiving a Locally Approved or
Submitted course, you nust exit the process and take
corrective action. dick on Print for a copy of the
issues requiring resolution. Click on Exit to return
to the Course Information Mintenance sel ection |ist
box.

(b) If each required database is present and contains the
required mnimal records, a nessage box displays the
status for archiving the course record. Then you are
returned to the Course Information Mintenance

selection list box. A nmessage box will appear to
advise you that Zip file XXXXXXXX. ZI P has been
created.

HI NT: You may want to archive a file to a different drive
or disk for safekeeping. |In such cases, you would
continue using the original file on your conputer and
retrieve the archived file only in the event of an
energency. |If there is no need to use the course,
archiving and deleting will free up critical disk space.
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Cick on OK. A nessage appears to inquire if you wish to
del ete the course you just archived.

(a) If you click on No, the systemreturns you to the
Course I nformati on Mai nt enance sel ection |ist box.

(b) If you click on Yes, the systemresponse depends on
the existence of certain conditions. |If there is at
| east one class in session or a pending class start
for an Approved course, you will receive a nessage
advi si ng you what to do before you can begin the
del ete process. Cdick on OKto return to the Course
I nformati on Mai ntenance sel ection |ist box.

O herw se, a nessage appears explaining the inpact of
this deletion (the deletion of all data including
test items and tests) and confirm ng your wish to
continue. dick on Yes. A neter bar depicts the
del etion process. Then the systemreturns you to the
Course Information Mintenance selection |ist box.

If there are test itens associated with | earning objectives in
the highlighted course and you do not have access to Eval uation
Mai nt enance, you are advised that the archived file will not

i ncl ude test itens.

(1)

(2)

(3)

(4)

Cick on K. The Archiving Records nessage box opens, and
t he archiving process begins to conpress all the data for
this record. Note the course IDin the Title Bar

When 100 percent of the data is conpressed, the Archive
Course di al og box opens for you to record the nane and

| ocation under which to save the archived file. (Consult
your W ndows User's Manual if needed.)

After assigning the desired nane and | ocation, click on

Open.

(a) If the data integrity check fails, you will receive

an advi sory nessage. |If you are archiving a Wrking
course, you nay be allowed to continue by clicking on
Yes. If you are archiving a Locally Approved or

Submitted course, you nust exit the process and take

corrective action. dick on Print for a copy of the

i ssues requiring resolution. Click on Exit to return
to the Course Information Mintenance selection |ist

box.

(b) If each required database is present and contains the
required mnimal records, a nessage box displays the
status for archiving the course record. Then you are
returned to the Course Information Mintenance
selection list box. A nessage box will appear to
advise you that Zip file XXXXXXXX. ZI P has been
creat ed.

Cick on K. This returns you to the Course Information
Mai nt enance sel ection |ist box.

HI NT: Nornmally, after archiving a course you are asked if
you want to delete the original course. MCAI M5 does not

of fer that option to you in this situation because there
are test itens in the original course that would be del eted
and you do not have access to Eval uati on Mai ntenance.
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If there are test itens associated with | earning objectives in
the highlighted course and you have access to Eval uation

Mai nt enance, you are given a choice of including testing-
related information or not.

(1) dick on either Yes or No. The Archiving Records nessage
box opens, and the archiving process begins to conpress
all the data for this record. Note the course IDin the
Title Bar.

(2) When 100 percent of the data is conpressed, the Archiving
Course di al og box opens for you to record the nane and
| ocation under which to save the archived file. (Consult
your Wndows User's Manual if needed.)

(3) After assigning the desired nanme and |ocation, click on

Open.

(a) If the data integrity check fails, you will receive
an advi sory nessage. |If you are archiving a Wrking
course, you nay be allowed to continue by clicking on
Yes. If you are archiving a Locally Approved or

Submitted course, you nust exit the process and take

corrective action. dick on Print for a copy of the

i ssues requiring resolution. Click on Exit to return
to the Course Information Maintenance selection |ist

box.

(b) If each required database is present and contains the
required mnimal records, a nessage box displays the
status for archiving the course record. Then you are
returned to the Course Information Mintenance
selection list box. A nessage box will appear to
advise you that Zip file XXXXXXXX. ZI P has been
created.

HI NT: You may want to archive a file to a different drive

or disk for safekeeping. |In such cases, you would continue
using the original file on your conputer and retrieve the
archived file only in the event of an energency. |If there

is no need to use the course, archiving and deleting wll
free up critical disk space.

(4) dick on OK. A nessage appears to inquire if you wish to
del ete the course you just archived.

(a) If you click on No, the systemreturns you to the
Course I nformati on Mai nt enance sel ection |ist box.

(b) If you click on Yes, the systemresponse depends on
t he existence of certain conditions. |If there is at
| east one class in session or a pending class start
for an Approved course, you will receive a nessage
advi si ng you what to do before you can begin the
del ete process. Cick on OKto return to the Course
I nformati on Mai ntenance sel ection |ist box.
O herwi se, a neter bar depicts the del etion process.
Then the systemreturns you to the Course Information
Mai nt enance sel ection |ist box.
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5.2.1.6 Retrieve

This conmmand allows you to retrieve an archived course. The retrieved
course nay cone fromanother MCAIMS 32 site or installation/server. You
may retrieve the course to an equal or |ower status.

Before retrieving a course, MCAIMS perforns certain data integrity
checks. If all the records are successfully copied, including the course
i nformation and course statistics records, MCAI M5 then ensures the
following criteria are net:

« At |east one annex, duty, task, |earning objective, and concept card
record is established for this course.

« Methods, nedia, and | earning objectives are assigned to the concept
card.

« A CDDrecord and an instructor staffing record are established for
this course

« A PO record and a distribution record are established for this
cour se.

HINT: |If you attenpt to retrieve a course while other users are | ogged
into System Admini stration, Evaluation Managenent, or Curricul um Managenent
nodul es, you will receive a nessage advising you that the process cannot be
perfornmed at this tine. A list of the users and the nodul es they are using
appears on the screen. Ask those users to exit while you performthis

function. If all users have exited MCAIMS and you still cannot perform
this option, ask the Primary System Adninistrator to clear the User Log and
try again. |If users attenpt to log onto the systemduring the retrieva

process, they will receive a nessage advising that “critical course
processes are being perforned at this tine. Please wait a few nonents and
try again.” As a courtesy, advise those users who you asked to | og off
when you have conpleted the retrieval process.

HINT: |f you attenpt to retrieve a course containing a CID that does not
exist in your CID table, you receive a nessage advising you of this fact.
You nmust add the CID to your CID Table before you can proceed.

HI NT: Proper execution of this function requires (1) that you have access
to the existing course that you nay select to overwite during the
retrieval process and (2) that you have access to Eval uation Mai ntenance if
test itens are associated with any | earning objectives in the existing
course being overwitten or in the course you wish to retrieve.

CAUTION:  The systemw Il not allow you to retrieve an Approved course that
woul d overwite an existing Approved course if that existing course has one
or nore classes in session

CAUTI ON: The system allows you to retrieve an Approved course that will
overwrite an existing Approved course containing test itens and tests (if
you have access to the Eval uati on Managenent nodule). Carefully consider
if you wish to |ose those tests itens and tests in the overwitten course
before you performthis procedure.

1. Fromthe Course |Infornmation Mintenance selection |ist box, click
on Retrieve. The Retrieve From dial og box opens.
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Doubl e-click on the desired course in the drop-down list of files.
MCAI M5 perforns a data integrity check.

a. |If the data integrity check fails, you will receive an advisory
message. |If you are retrieving a Wrking course, you nay be
al lowed to continue by clicking on Yes. Cick on Print for a
copy of the issues requiring resolution. Cick on Exit to
return to the Course |Information Maintenance selection |ist

box.

b. If each required database is present and contains the required
m ni mal records, the Retrieve a Course dialog box (Figure 5-07)
appears.

Retrieve a Course x|
The Course: with Status: is the archived course
you have chosen to retrieve.
Please choose the status under which you wish to save this retrieved course.
WORKING -
Figure 5-07. Retrieve a Course
Choose a desired course status fromthe drop-down list. Note that

you can save a higher status course to a |lower status, but not vice
ver sa.

Gick on Save. The systemresponse depends on whether you have
access to the Evaluati on Managenment nodule. Refer to Step 5 or
Step 6 dependi ng on your access.

If you have access to the Eval uati on Managenment nodul e:

a. |If there is no corresponding course that would be overwitten,
t he nmessage box displays the retrieval process. Then the
Sel ect User IDs selection |list box opens to pronpt you to
establish access to the course for appropriate users.

HI NT: The Course Admi nistrator can grant access to additiona
users only if the course does not already exist.

(1) Double-click on each user requiring access to this course.
A checkmark appears next to the User 1D

(2) dick on Done. This returns you to the Course Information
Mai nt enance sel ection |ist box.

b. |If there is a correspondi ng course that would be overwitten,
t he system response depends on whether the course that would be
overwitten is an Approved course with at |east one class in
sessi on based upon it.

(1) If you attenpt to overwite an Approved course with a
class in session based upon it, you receive a nessage
advi si ng you that you cannot replace the course while the
class is in session. Cick on OKto return to the Course
I nf or mati on Mai ntenance sel ection |ist box.

(2) Oherwi se, you receive a nmessage advising you that if you
continue all current data will be deleted and repl aced
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with the data you have chosen to retrieve. Cick on Yes
to continue and Yes again to confirmyour decision. A
message inquires if you wish to delete the current course
statistics record and retrieve the course statistics
record fromthe archive. Choose No if you wish to retain
your own records. The deletion and retrieval process is
depicted. Then you are returned to the Course Information
Mai nt enance sel ection |ist box.

HINT: By default, the access rights to the newly
retrieved course are identical to those that existed for
the overwitten course.

6. If you do not have access to the Eval uati on Managenent nodul e:

a.

Version 4.0

If there is no correspondi ng course that would be overwitten,
a nmessage appears explaining that all the data in the archived
course will be retrieved except for the test itens. dick on
K.  The nessage box displays the retrieval process. Then you
are returned to the Course Information Miintenance sel ection
list box.

If there is a corresponding course that would be overwitten,
the systemresponse i s conditional

Refer to Step (1) if the course that would be overwitten is an
Approved course that has at |east one class in session based
upon it.

Refer to Step (2) if there are test itens associated with
| earni ng objectives in the existing course.

Refer to Step (3) if there are no test itens associated with
| earni ng objectives in the existing course but there nmay or nay
not be test itens in the course you wish to retrieve

(1) If you attenpt to overwite an Approved course with a
class in session, you receive a nmessage advi sing you that
you cannot replace the course while the class is in
session. Cdick on OKto return to the Course Information
Mai nt enance sel ection |ist box.

(2) If there are test itens associated with | earning
obj ectives in the existing course or in the course you
wi sh to retrieve, you receive a nessage that you cannot
retrieve the course because you do not have access to
Eval uati on Managenent. Click OKto return to the Course
I nformati on Mai ntenance sel ection |ist box.

(3) If there are no test itens associated with | earning
obj ectives in the existing course or in the course you
wi sh to retrieve, you receive a nessage advi sing you that
if you continue all current data will be del eted and
replaced with the data you have chosen to retrieve. dick
on Yes to continue and Yes again to confirmyour decision
A nessage inquires if you wish to delete the current
course statistics record and retrieve the course
statistics record fromthe archive. Choose No if you w sh
to retain your own records. The system depicts the
deletion and retrieval process. Then you are returned to
the Course Informati on Maintenance selection |ist box.

5-21 9/ 25/ 03



MCAI M5 32 USER S NMANUAL

HI NT: By default, the access rights to the newly
retrieved course are identical to those that existed for
the overwitten course.

5.2.1.7 Status

This conmand all ows you to create a new course status for the highlighted
course. MCAIMS will allow you to upgrade your Working course to an
Approved course during the early stages of curricul um devel opnent before
conpleting all the fields required in a CDD and PO. Upgrading a draft PO
i s advant ageous because you can begi n devel opi ng cl asses and creating tests
in the Approved course. Sinply add the missing required elenments later to
t he Worki ng course and copy themto the Approved course.

You may change the status for a course fromWrking to Locally
Approved or from Locally Approved to Subnitted using the Status button
The reverse is not true although you can change the status of a course to
Worki ng by copying it. Note that you can change the status of a course
only if you have access to it. |If test itens exist in the course to be
upgraded or in a higher status that would be overwitten, you nust also
have access to Eval uati on Mai ntenance.

Bef ore upgrading to an Approved course, MCAIMs perforns certain data
integrity checks. |If all the records are successfully copied to a

tenmporary file, including the course information and course statistics
records, MCAIMS then ensures the following criteria are net:

« At |east one annex, duty, task, |earning objective, and concept card
record is established for this course.

« FEach learning objective is assigned to at |east one concept card.

« A CDDrecord and an instructor staffing record are established for
t his course.

« The formal course title on the CDD Course Record 2 screen is
conpl ete

« A PO record and a distribution record are established for this
cour se.

« There are no draft concept cards, which neans that

An academ ¢ concept card contains:
o Either a | esson purpose statenment or |earning objectives

o At |east one nethod code
o Valid ratios assigned to all nethod codes
o Valid hours assigned to all nethod codes
o At |east one nedia code

An admi ni strative concept contains:
o At |east one nethod code

o Valid hours and ratios assigned to all nethod codes
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If you receive a nessage that one of the above el enents is m ssing,
you must satisfy the record requirenents before attenpting to upgrade.

In order to upgrade a course to the Subnmitted status, additiona
requi renents nmust be net:

Al'l required fields on the CDD Course Record 1 screen (location
pur pose, scope, prerequisites, and reporting instructions) are conplete.
This information can be entered in a Wrking course and copied up to the
Approved course (see Paragraph 5.2.1.1 or Paragraph 6.3.8).

The required instructor staffing field on the CDD Course Record 2 screen
is conplete. This information can be entered in a Wrking course
(Paragraph 6.3.9) and copied up to the Approved course (see Paragraph
6.3.9.10).

Al'l required fields on the PO screen (preface, student eval uation, and
PO distribution list) are conpleted. This information can be entered in a
Wor ki ng course (and copied up to the Approved course (see Paragraph
6.3.10).

In order to upgrade a formal course to the Submitted status, the Course
I D and Formal Course code fields on the course record (Figure 5-04) nust
mat ch.

CAUTI ON:  The systemw Il not allow you to upgrade a Wrking course to
an Approved course if there is at |east one class in session based upon
t he Approved course that would be replaced. However, the systemwill
al l ow you to upgrade a Working course to an Approved course and
overwrite an existing Approved course even if that existing course

al ready has test itens and tests developed for it. Before you perform
this procedure, carefully consider if you wish to | ose those tests itens
and tests in the Approved course. It nay be wiser to copy infornation
fromthe Wrking to the Approved course

Remenber that you can copy paragraph changes nade to the Wi rking course
record to the Approved version of the sanme course w thout affecting any
ot her el enments:

« Copy course record (basic course record, funding, scope, |ocation
prerequi sites, reporting instructions, purpose, quota control, TPD)
(Paragraphs 5.2.1.2 and 6. 3.8).

« Copy a learning objective (refer to Paragraph 6.3.4.9 for
restrictions).

« Copy a concept card (refer to Paragraph 6.3.5.4.1 for restrictions).

« Copy elenments of the CDD (peacetinme and nobilization information,
instructor staffing, school overhead, training/education support,
general CDD notes, task list notes, ICWnotes, and the formal course
title) (Paragraph 6.3.9).

« Copy elenments of the PO (designator note, phase note, group note,
preface, nobilization conment, student eval uation, and distribution)
list) (Paragraph 6.3.10).

HINT: |f you attenpt to change the status of a course while other users
are logged into System Adninistration, Evaluation Managenent, or Curricul um
Managenent nodul es, you will receive a nessage advising you that the
process cannot be perfornmed at this time. A list of the users and the
nodul es they are using appears on the screen. Ask those users to exit
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while you performthis function. |If all users have exited MCAI M5 and you
still cannot performthis option, ask the Primary System Adm nistrator to
clear the User Log and try again. |If users attenpt to |log onto the system

during the status change process, they will receive a nessage advising that

“critica

course processes are being perforned at this tine. Please wait a

few nonents and try again.” As a courtesy, advise those users who you
asked to log of f when you have conpl eted the status change process.

1. Fromthe Course Information Maintenance sel ection |ist box,
hi ghlight the record for the course whose status you wish to
upgr ade.

2. Cdick on Status. MCAIMsS perforns a data integrity check.

a.

Version 4.0

If you do not have access to Eval uation Miintenance and test
itens are associated with [earning objectives in the course you
wi sh to upgrade, you will receive a message advi sing you that
you cannot change the status of this course. dCick on K

This returns you to the Course |Infornmation Miintenance

sel ection |ist box.

If the formal title for the course has not been entered on the
CDD Course Record 2 screen, a nessage appears to advi se you
that it nmust be conpl eted before you can change the status of
the course. Cick on OK This returns you to the Course

I nformati on Mai ntenance sel ection |ist box.

HI NT: At this point, you nmust go to the Mintenance nenu under
Curriculumand sel ect CDD/ Course Record 2. Wen you have
entered a fornmal title and saved the record, you can return to
the System Adnministration function to initiate the status
change once agai n.

If you are upgrading a Wrking course that still contains
unassi gned | earni ng objectives and/or draft concept cards, a
nmessage box appears to advise you that you cannot continue
until you resolve those issues. MCAIMS provides a list for
you. Cick on Print or Quit. After printing, the system
returns you to the message box. dick on Quit, which opens a
nmessage box entitled Inability to Upgrade to Hi gher Status.
This message instructs you on what nust be acconplished before
you can upgrade. Click on Print or OK After printing, the
systemreturns you to the nessage box. Cick on OKto return
to the Course Information Mintenance selection |ist box.

If you attenpt to upgrade a Working course to an Approved
course and there is at |east one class in session based upon
t he Approved course that woul d be replaced, you receive a
message advi sing you that you cannot replace the Approved
course. Cick on OKto return to the Course Information

Mai nt enance sel ection |ist box.

If you attenpt to upgrade a Working course to an Approved
course or an Approved course to a Submitted course, and you do
not have access to course that would be replaced, you receive a
nmessage advi sing you that you cannot replace the course. Cick
on OKto return to the Course Information Mintenance sel ection
list box.

If you are upgradi ng an Approved course that has an inconplete
CDD or PO, a nessage box appears to advise you that you cannot
continue until you resolve those issues. dick on K. Then a
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second nessage advi ses you that you must add all m ssing
information to the Working course and copy it to this Approved
course before you can conplete the process. MCAIMS provides a
list for you that will identify the mssing infornmation. Note
that the | ocation, purpose, scope, prerequisites, reporting

i nstructions, quota and funding i nformati on nust be on CDD
Course Record 1; at least one instructor staffing record mnust
be conpl eted on Course Record 2; the PO preface, nobilization
conment, student eval uation nust be conpleted; and the PO
distribution |list must contain the mandatory entries. dick
on Print or Quit. Either selection returns you to the Course
I nformati on Mai ntenance sel ection |ist box.

If all the preceding criteria concerning the course being upgraded
have been net, a nmessage box appears to advise you that a course

will be created at the next higher status. dick on K
a. |If no corresponding course exists at the next higher |level, the

Creating Course nessage box displays the update process. You
are then returned to the Course Informati on Mai ntenance
sel ection |ist box.

b. If a corresponding course exists at the next higher level, a

nmessage box alerts you to the fact that the higher status
course will be deleted (including test itens and tests) and
replaced with the course you are upgrading. There is no
recovery fromthis process. Note that a replaced Approved
course will no Ionger have any tests because tests do not exist
at the Working course |evel.

(1) Choose Yes if you wish to continue and Yes again to
confirmyour decision.

(a) If test itens are associated with | earning objectives
in the course to be overwitten and you do not have
access to Evaluation Maintenance, you will receive a
nmessage advi sing you that you cannot change the
status of this course. Cdick on K This returns
you to the Course Information Miintenance sel ection
list box.

(b) If there are no test itens in the course to be
overwritten or if there are test itens and you have
access to Eval uation M ntenance, the Del eting
Records and Creating Course nmessage boxes display the
upgrade process. You are returned to the Course
I nformati on Mai ntenance sel ection |ist box.

5.2.1.8 Sort

This conmmand all ows you to sort the courses in the Course Infornmation
Mai nt enance di al og box (Figure 5-03) according to CID or course title.
This feature hel ps you locate the desired course in the quickest manner
possi bl e.

1

From the Course Infornation Mintenance selection list box, click

on Sort. The Sort Courses dial og box opens.

Choose the sorting option you desire. Note that the CID order is
the default option.

Cick on Set. This returns you to the Course Infornmation
Mai nt enance sel ection |ist box.
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5.2.2 d ass

O ass records are devel oped on a course with an Approved status. The Add,
Delete, and Retrieve functions are available only through the System

Adni nistration nodule. The Statistics and the Edit functions, including
Register, Start, Gaduate, Ungraduate, and Upload, are available in both
the System Administration and in the Student nodul es.

When you access the Cass Information Maintenance, sone of the comand
buttons may not be enabled. The availability of these functions depends on
several factors: your access to the Approved course upon which the class is
based, your access to the Student nodule, the presence of student records
in the class, and the status of the selected class (e.g., Pending or In
Session). MCAIMS provides gui dance as you hi ghlight specific classes or
choose specific enabl ed command buttons.

HINT: As you work your way through the conmand buttons in this nenu, pay
attention to the class status of the highlighted class in the C ass
I nformati on Mai nt enance Sel ection List box: Pending Class Start, Cass in

Graduat ed, BNA Upl oaded, and Historical - Statistics Retained

1. dick on the Tools icon
5-01) opens.

2. Choose the Maintenance option on the nenu bar
Mai nt enance drop-down nmenu (Figure 5-02).

Sessi on,
The System Admi ni stration w ndow (Figure

This displays the

bar depicts building of the class table.
box (Figure

3. Choose Cass. A neter
Then the Class Infornmation Miintenance sel ection |ist
5-08) opens.

2x

Class Information Maintenance:

CONVENE

COURSE ID

CLASS ID

COURSE

GRADUATE -]

MOZRMG4

03 [2003002

MO2RMG4

20030121

20030702

MOZRMG4

2003003

MO2RMG4

20030421

20031009

MOZRMG4

2003100

MOZRMG4

20021209

20030612

MOZRMG4

2003200

M0ZRMG4

20030121

20030702

MO2RMG4
MO2RMG4

20030421
20031001

20031009
20040130

MOZRMG4
MOZRMG4
I

Class Title: CHARLIE INTERNATIONAL OFFICERS
Class Status: [HEA R

You cannot delete or archive a class that has students and is in a
Pending Start or In Session Status.

03
04

2003300
2004012

Add | Edit | Delete | Archive | Betrievel Statisticsl Exit |
Figure 5-08. Class Infornmation M ntenance
4. Refer to Table 5-05 for an explanation of the data fields appearing
in the dial og box.
Tabl e 5-05. dass Informati on Miintenance
| TEM DESCRI PTI ON
Course 1D Non-editable field displaying the unique identifiers
associated with all courses to which classes have been
assi gned.
FY Non-editable field displaying the Fiscal Year in which
the correspondi ng cl ass convenes.
Class ID Non-editabl e field displaying the uni que desi gnator
assigned to a specific class for a specific course using
a nunbering systemdirected by T&E Comuand, For nal
School s Trai ning Branch; e.g., 2002010, representing the
first class of FYO02.
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| TEM DESCRI PTI ON

Cour se Non-editable field displaying the formal course code
associated with the corresponding Course ID. This field
di spl ays "None" for non-formal courses.

Convene Non-editable field displaying the date on which the
correspondi ng cl ass begi ns.

Graduat e Non-editable field displaying the date on which the
cl ass graduates.

Class Title Non-editable field displaying the title associated with

the correspondi ng cl ass.

Cl ass Status

Non-editable field displaying the status associated with
the corresponding class; it changes autonatically when
you add, start, graduate, and upload a class. The
status nornmal |y progresses through Pending Class Start,
Class in Session, Gaduated, Upl oaded to BNA, or
Historical. |If you ungraduate a class, its status
returns to Cass in Session

Untitled
(center of
box)

Non-editable field displaying informati on about the
status of the corresponding class. For a pending class
start with students registered or a class in session,
you cannot delete the class. For a class uploaded to
BNA or a historical class, you cannot edit it.

5. Proceed to the appropriate instructions.

5.2.2.1 Add

This conmmand all ows you to add a class record to an Approved course to

whi ch you have access.

This command is available only through the System

Adni ni stration nodul e.

1. Fromthe dass Infornmation Mi ntenance selection list box, click on

Add.

a nessage so advi sing you

If you do not have access to an Approved course, you receive

Click on OK. Oherwise, the Add a

Cl ass dial og box (Figure 5-09) opens.

OIS x
COURSE ID: [YIEETeN] ] Fv:m CLASS ID: 2002

COURSE TITLE: CLASS TITLE:

OFFICER BASIC

FORMAL COURSE CODE: MOZRMGA

PASSINGMAX F\ETEST:IW

SCHEDULED CLASS INPUT: ,[I— STATUS: Pending Class Start

MAX CLASS CAPACITY: 250
CLASS FREQUENCY: B

ANNUAL INPUT: 1423

REPORT DATE:[ 4/
CONVENE DATE:[
GRADUATION DATE:[ 7/

ﬂcgisletl Start i Graduate |Qngraduatel Upload I Save | Exit i

Figure 5-09. Add a d ass

2. Referring to Table 5-06 for an explanation of the data fields,
conplete information in each field as required.

Tabl e 5-06. Add a C ass
| TEM DESCRI PTI ON PARAVETERS/
FORVAT
Course ID |Drop-down list of those courses wth an Approved status to
whi ch you have access.
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| TEM DESCRI PTI ON PARAVETERS/
FORVAT
FY Fiscal Year in which the class being added convenes. Sel ect
fromthe drop-down |ist. If the new FY has al ready begun
and the current class started in the previous FY, you nay
sel ect the previous FY in creating the class.
Class ID Desi gnat or assigned to the class bei ng added 3 nuneric
usi ng a nunbering systemdirected by T&E characters
Conmmand, Fornal Training Schools Branch; e.g.
010, representing the first class beginning in
a selected fiscal year for a selected course
You nust conplete this field to save the
record
Cour se Non-editable field displaying the course title. For fornal
Title courses, this is the official course title associated with
the formal course code. For non-formal courses, this is the
short title as entered on the course record under the course
nmenu.
d ass Descriptive nane of the class.
Title
For nal O ficial code assigned to the selected course if it is a
Cour se formal course. This field displays "None" for non-fornal
Code courses. |If the conbination of formal course code, fisca
year, and class ID that you have selected already exists, you
receive a nessage that the identifier may not be duplicated.
Cdick on K. You nust edit one of those fields before you
can conti nue.
Passi ng/ This multifunction nunber indicates the default [Up to 2
Max Retest | m ni num passing score associated with all exans | numeric
for the class being added and the default characters
maxi mum retest score that anyone in the class
retaki ng an exam can obtain. The val ue nust be
bet ween 65- 85
Schedul ed The nunber of students programmed to be trained [Up to 3
d ass in the class being added. You nust conplete nuneric
| nput this field to save the record. characters
Max O ass Non-editabl e field displaying the maxi num nunmber of students
Capacity in one class for this course based on avail abl e resources,
such as existing facilities, nessing, billeting, equipnent,
budget, and personnel linmtations. |Incorrect data may be
corrected under Course Information Edit (Paragraph 5.2.1.2).
d ass Non-editabl e field displaying the number of classes for this
Frequency course required to support the throughput as contained in the
TIP for that fiscal year. |Incorrect data may be corrected
under Course Infornmation Edit (Paragraph 5.2.1.2).
Annual Non-editabl e field displaying the number of students
| nput programmed to attend the course during the specific fisca
year (often called "throughput"). Incorrect data nmay be
corrected under Course Information Edit (Paragraph 5.2.1.2).
St at us System generated class status (Pending Class Start, Cass in
Session, Graduated, Uploaded to BNA, and Historical). The
status will change as you use the conmmand buttons for Start,
Graduate, Upload, and Del ete.
Report Date students report to process for this class. |yyyy/ nmmidd
Dat e You nust conplete this field to save the
record
Convene Date class begins. Date nust be wthin the FY |yyyy/ nmmidd
Dat e sel ected. You nust conplete this field to save
the record.

Version 4.0
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| TEM DESCRI PTI ON PARAVETERS/
FORVAT
Graduation |Date class graduates. Date nust be after the yyyy/ mi dd

Dat e convene date. You nust conplete this field to
save the record.
3. dick on Save. A nmeter bar depicts the systemprogress. Then the

systemreturns you to the Cass Information Miintenance sel ection

list box. The added class appears in the selection list in Course
IDClass ID order. The class status will now i ndicate "Pendi ng
Class Start." Note that all the conmand buttons are avail abl e now.

5.2.2.2 Edit

This conmand allows you to edit certain fields of the selected class record
if you have access to the Approved course upon which it is based. Fromthe
di al og box, you can al so register students and start, graduate, ungraduate,
and upl oad the class, depending upon the class status. That is:

« |If the class is pending start, you nay regi ster students and start
the class (in that order). You nay al so performan upl oad of the
class file (if students have not been registered or if they all have
been dropped). 1In addition, you may edit the Class Title,
Passi ng/ Max Retest, Schedul ed Cass Input, Report Date, Convene Date,
and Graduation Date fields on the course record.

you may performa BNA or MPS refresh
graduate the class, and perform an
upload of the class file (if all the students have been dropped).
You may also edit the Class Title, Scheduled Cdass |Input, and
Graduation Date fields on the course record.

« If the class is in session
(under the Register function),

« |If the class is graduated, you nmay ungraduate or upload it to BNA
You may also edit the Class Title field on the course record.
edit functions are avail abl e.

« |If the class is BNA upl oaded, no ot her

1. Fromthe Class Infornmati on Mai ntenance selection |ist box (Figure
5-08), highlight the desired class by clicking on it.
2. Cick on Edit. The Edit a Class dialog box (Figure 5-10) opens.
Edtarias £
COURSE ID: [102RMGA o Pz o] cuassi: znnz[uﬁ
COURSE TITLE: CLASS TITLE:
FORMAL COURSE CODE: MOZRMGA PASSINGMAX F\ETEST:IW
SCHEDULED CLASS INPUT: |250 STATUS: Class In Session
MAX CLASS CAPACITY: 250 REPORT DATE: [2001/11/02
CLASS FREQUENCY: 6 CONVENE DATE: |2001/11/07
ANNUAL INPUT: 1428 GRADUATION DATE: [2002{04/04
Register | Start i Graduate | Qngmduatel Upload I Save | Exit i
Figure 5-10. Edit a C ass
3. Referring to Table 5-07 for an explanation of only the data fields

t hat
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Note that the fields that can be edited depend upon the class
status (Pending Class Start or Class in Session).

o For Pending Class Start, you may edit the Class Title,
Passi ng/ Max Retest, Schedul ed Cass |Input, Report Date,
Date, and Graduation Date fields on the course record.

Convene

o For dass in Session
Schedul ed C ass | nput,
record

you may also edit the Class Title,
and Graduation Date fields on the course

Table 5-07. Edit a d ass
| TEM DESCRI PTI ON PARAVETERS/
FORVAT
d ass Descriptive name of the class. This is a non- Up to 40
Title editable field for an upl oaded cl ass. al phanuneri c
characters
Passi ng/ This multifunction nunber indicates the default [Up to 2
Max Retest | m ni num passing score associated with all exans | nuneric
for the class being added and the default characters
maxi mum retest score that anyone in the class
retaki ng an exam can obtain. The val ue nust be
bet ween 65-85. This is a non-editable field
for a class in session, a graduated class, or
an upl oaded cl ass.
Schedul ed The nunber of students programmed to be trained [Up to 3
d ass in the class being added. This is a non- nuneric
| nput editable field for a graduated class or an characters
upl oaded cl ass.
Report The date students report to process for this yyyy/ mi dd
Dat e class. This is a non-editable field for a
class in session, a graduated class, or an
upl oaded cl ass.
Convene The date class begins. This is a non- editable |yyyy/ nmmidd
Dat e field for a class in session, a graduated
cl ass, or an upl oaded cl ass.
Graduation | The date the class graduates (rmust be after the |yyyy/ nmmdd
Dat e convene date). This is a non-editable field
for a graduated class or an upl oaded cl ass.
Adick on Save. A nessage displays "Save Conplete.” dick on K

Cick on the appropriate comand button

HI NT:

The buttons are dynani c,

whi ch neans the buttons are enabl ed

(highlighted) or disabled (grayed out) depending on the class
status. The system gui des you in what you can do. For exanpl e,
you cannot start a class if students have not been registered yet.
5.2.2.2.1 Register
This conmand all ows you to register new students or update infornmation on
exi sting students in the selected pending class start or class in session.
Regi stration may occur in four ways: BNA Initial, BNA Refresh, Marine
Corps Recruiting Command, and MPS Refresh. Refer to Appendi x E, BNA
M PS, HOMC, and MCRC Interfaces, if you need additional information about
updati ng student records manually or through an extract file downl oad.

Table E-1 depicts the data in the student file that is overwitten with a
BNA and M PS Refresh

Version 4.0 5-30 9/ 25/ 03



MCAI M5 32 USER S NMANUAL

EXCEPTI ON:  The Grade/ Rank field for an existing record will NOT be
overwritten when the data field states TCAND/ E5. This exception applies to
candi dates at the O ficers Candi date School (OCS) at Quantico.

HI NT: Ensure that you downl oad the BNA extract file with the carriage
return line feed (CRLF) option selected. The CRLFs are necessary to

produce student records with data in the appropriate fields. |[If you do not
choose the ASCII CRLF option when you downl oad the BNA extract file, MCAIM
will not allow you to register the students using the file

1. Fromthe Edit a Cass dialog box (Figure 5-10), click on Register
The Regi ster dialog box (Figure 5-11) opens.

I =

-~ Register Student by:

 BNA Hefresh

" Marine Corps Recruiting Command
€ Scanner;

 MIPS Refresh

Continue | Quit |

Figure 5-11. Register

2. Refer to Table 5-08 for an explanation of the three options.

Tabl e 5-08. Register

| TEM DESCRI PTI ON
BNA I nitial This option reads a BNA extract (download) file and
Downl oad checks for the existence of the same class (Course/d ass/

FY) in MCAIMS. |If the selected BNA file matches a cl ass
description on your PC, the system adds student records
if they do not exist and updates selected information on
students who already exist in the class record.

BNA Refresh This option reads a BNA extract (download) file and
checks for the existence of the same class (Course/d ass/
FY) in MCAIMS. |If the selected BNA file matches a cl ass
description on your PC, the system updates existing
student records but does not add new ones in the class
record. It will also refresh any student records with
mat chi ng SSNs in the Unassigned set of records. This
option is unavailable if an initial BNA downl oad has not
been perf or med.

Mari ne Cor ps This option reads an extract file created by the Marine
Recruiting Corps Recruiting Command (MCRC). This option does not
Command search for corresponding SSNs in a sel ected cl ass;

instead, all student records in the file are downl oaded.
If repeated, the system does not update nor duplicate
student records but adds any m ssing student records.
Note that these records will appear as “manual ly created”
when accessed in the Student Managenent nodule. This
option is available in the System Admi nistration nodul e
only.

Scanner This option is unavailable in this rel ease
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| TEM

DESCRI PTI ON

M PS Refresh

This option reads a MPS extract (download) file. This
file is downl oaded fromthe Unit Diary/Marine |ntegrated
Personnel System which contains personnel information
for EVERY student in a Reporting Unit Code. This option
searches for corresponding SSNs in a selected class. The
system does not add student records but updates existing
ones if the SSNs in the selected MPS file match SSNs in
the sel ected class record.

3. Select the desired option and click on Continue.

a.

Version 4.0

If you select BNA Initial Downl oad, the Open File dial og box

opens.

Doubl e-click on the desired BNA extract file in the

drop-down list. It is inmportant to choose the correct BNA
extract file.

(1)

(2)

(3)

(4)

(5)

If the selected extract file is not a BNA file, you will
recei ve a nessage so advising you. Cdick on OKto return
to the Register Student by dial og box.

If the selected BNA extract file does not match the
description (course, class, and FY information) of a class
record on your PC and the Approved course upon which the
class is based does not exist, you will receive a nessage
so advising you. |If you wish to use this particular BNA
extract file, you should record the course, class, and FY
information for it to aid you in creating an Approved
course with a class based upon it. Cick on OKto return
to the Edit a C ass dial og box.

If the selected BNA extract file does not match the class
i nfornmati on for your selected class, you will receive a
nmessage advising you that there is no match. dick on OK
to return to the Edit a O ass dialog box. Note that

anot her class record on your PC may match this particul ar
BNA extract file.

If the initial BNA downl oad has al ready been performed for
this class, you will receive a nessage so advising you and
suggesting that you use one of the Refresh options.
However, the systemw Il allow you to performthis

downl oad, which may add new student records and overwite
existing ones. Click on Yes if you wish to continue. The
Open File dialog box opens. Double-click on the desired
BNA extract file in the drop-down list. A neter bar
depicts the retrieval of the desired BNA extract file.

(a) If there is a match between the nunber of records, a
nmessage wi |l advi se you when the downl oad is
conplete. Cick on OKto return to the Edit a d ass
di al og box.

(b) If additional records are found, you are provided a
list by student SSN. Click on either Print or Quit.
Ei ther selection returns you to the Edit a d ass
di al og box.

If the selected BNA extract file matches the description
(course, class, and FY information) in your selected class
record, a neter bar depicts the retrieval of the desired
BNA extract file.

(a) If the nunber of records matches, a nessage will
advi se you when the download is conplete. dick on
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K to return to the Edit a O ass dialog box. The
class status still indicates "Pending Class Start" or
"Class in Session.”" Note that the Register, Start,
and Upl oad conmand buttons are available. You are
allowed to upload a "Pending Class Start" file to BNA
if all the students have been dropped.

(b) If additional records existing in the Unassigned |i st
are found, you are provided a |list by student SSN
You will need to conpare the duplicate records to
determine the nost current. Cdick on either Print or
Quit. Either selection returns you to the Edit a
Cl ass di al og box.

b. If you select BNA Refresh, a nmessage appears to provide
additional information and to confirm your choice.

(1) dick on Yes to continue. The Open File dialog box opens.

(2) Double-click on the desired BNA extract file in the drop-
down |ist.

(a) If the selected extract file is not a BNA file, you
will receive a message so advising you. dick on K
to return to the Register Student by dial og box.

(b) If the selected BNA extract file does not match the
description (course, class, and FY information) of a
class record on your PC and the Approved course upon
which the class is based does not exist, you wll
recei ve a nessage so advising you. Cdick on K to
return to the Edit a C ass dial og box.

(c) If the selected BNA extract file does not match the
class information for your selected class, you wll
recei ve a nessage advising you that there is no
match. Cick on OKto return to the Edit a C ass
di al og box. Note that another class record on your
PC may match this particular BNA extract file.

(d) If the selected BNA extract file nmatches the
description (course, class, and FY information) in
the selected class record, one of the foll ow ng
scenarios will occur.

1 If the matching class record description does not
contain student records, you will receive a
nmessage so advising you. You will be advised to
return to the selection nmenu and choose the BNA
Initial Download option. dick on OKto return
to the Edit a Cass dial og box.

I f the student records do not match in nunber, a
nmessage wi || advi se you when the downl oad is
conplete. In addition, the system provides a
list of additional student records for your
review. dick on Print or Quit.

N

|

O herwi se, a neter bar depicts the retrieval of
the desired BNA extract file. A nmessage wll
advi se you when the download is conplete. dick
on K to return to the Edit a C ass dial og box.
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c. |If you select Marine Corps Recruiting Command, the Qpen File
di al og box appears. Double-click on the desired extract file
in the drop-down list. It is inportant to select the correct
MCRC extract file.

(1)

(2)

(3)

If you select an extract file that is not an MCRC fil e,
you recei ve a nessage so advising you. Cdick on OK to
return to the Register Student by dial og box.

If you select an MCRC extract file for a class that has

al ready had an initial BNA downl oad perforned, you receive
a nmessage advising you that this process cannot be
performed. Cick on OKto return to the Register Students
by di al og box. Note that you can download a BNA file over
student records created by downl oading an MCRC file
extract, providing that the course, year, and class

mat ches.

If you select an MCRC file for a class that has had no BNA
downl oad performed or that may or may not have had an MCRC
file downl oaded, the system depicts the copying of the
files. Then a nessage advi ses you when the download is
conplete. Note that you nay overwrite an existing MCRC
file, but the file updates nothing; another downl oad
nerely adds mssing records. Duplicate student records
will not be created.

d. If you select MPS Refresh, the systemresponse depends upon
the MPS file and the class sel ected.

(1)

(2)

5.2.2.2.2 Start

If the selected extract file is not a MPS file, you wll
recei ve a nessage so advising you. Cdick on OKto return
to the Register Student by dial og box.

If you attenpt to update a class record that has had an
initial BNA downl oad, you receive a nessage advising you
of the inpact of this downl oad upon existing records.

(a) dick on Yes to continue. The Open File dialog box
opens.

(b) Double-click on the desired MPS extract file in the
drop-down list. A nessage advises you when the
downl oad is conplete and inquires if you would Iike
to print the MPS Refresh report.

(c) dick on Yes to view the report. The report |ists
t hose student records in the class record with SSNs
mat ching those in the MPS extract file and those
student records in the class record that were not
found in the MPS extract file.

This conmand all ows you to start the sel ected pending class. This conmand
can be acconplished only when the following criteria are net:

« The current systemdate is on or after the class convene date.

« Students are registered in the class.

Once a class has started, you cannot change the status back to Pending

Class Start.
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When you start a class, the systeminitiates two cal cul ations:

« GPA for everyone except those who have previously been individually
dropped or graduated.

« Cass standings for everyone except those who have previously been
i ndi vidual 'y dropped.

Fromthe Edit a Cass dialog box (Figure 5-10), click on Start.

a. |If no students are registered, you will receive a nessage that
you cannot start the class. Cdick on OKto return to the Edit
a Class dial og box.

b. |If students are assigned to the class, you will receive a
message concerning the convene date.

(1) If the current systemdate is before the class convene
date, a nessage advi ses you that you cannot start the
class. dick on OKto return to the Edit a C ass dial og
box.

(2) If the current systemdate is on or after the class
convene date, a message provides additional information
and gives you the opportunity to change the date. If it
is satisfactory, click on Yes to start the class with the
date in the system A neter bar depicts the start
process. Then a nmessage will advise you that the class
has been started. dick on OK This returns you to the
Edit a Class dialog box. Note that the class status wll
now i ndicate "Class in Session." Note that the Register
Graduate, and Upl oad command buttons are avail able. You
are allowed to upload a "Class in Session" file to BNA

5.2.2.2.3 Gaduate

This conmand all ows you to graduate the selected class in session. The
student records for a graduated class will be noved to a different |ocation
(dat abase), and you will have no access to those records. |If you wish to
retain individual student records for assignnent to other classes, you nust
FI RST individually graduate and retain those student records BEFORE
graduating the entire class. Oherwise, all the records will be noved.

Not e that you can designate a Graduati on MOS be applied to al
appropriate individuals who warrant it (but automatically exclude certain
categories such as civilians or foreign service personnel). |[|If you w sh
certain student records to reflect another MOS, you nust individually
graduat e those students (Paragraph 8.3.7) before graduating the entire
cl ass.

When you graduate a class, the systeminitiates a class standings

cal cul ation for everyone except those who have previously been individually
dr opped.

Fromthe Edit a O ass dialog box (Figure 5-10), click on G aduate.

a. |If the class record indicates a graduation date after the
current systemdate, a nessage advi ses you that you cannot
graduate the class prior to the schedul ed graduation date. |If

you wi sh to change the date of graduation, you rmust do so on
the class record. Cdick on OK This returns you to the Edit a
Cl ass di al og box.
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b. If the class record indicates a graduation date on or before
the current system date, a nessage provi des additiona
i nfornati on and gi ves you the opportunity to change the date.
If the date is satisfactory, click on Yes to graduate the class
with the date in the system A nessage appears to confirmyour
intention and to provide additional information about retaining
i ndividual records. Click on Yes to continue.

(1) If a graduation MOS has been assigned to this course, a
di al og box opens with a drop-down list of MOSs. Choose
the desired MOS or click on None. Note that if you wish
to assign a different MOS to sel ected students, you mnust
first graduate those students separately. Cick on
Continue. A neter bar indicates the systemprogress in
processing the graduation. Then a nessage advi ses you
that the selected class has been graduated. dick on OK
This returns you to the Edit a O ass dialog box. The
class status will now indicate "Graduated." Note that
only the Ungraduate and Upl oad buttons are avail abl e now.

(2) If no graduation MOS has been assigned to this course, a
di al og box appears to so advise you. The nessage al so
advi ses you how to edit the records. If you wish to
continue without the records reflecting a graduati on MOS
click on Yes. A neter bar indicates the system progress
in processing the graduation. Then a nmessage advi ses you
that the selected class has been graduated. dick on OK
This returns you to the Edit a O ass dialog box. The
class status will now indicate "Graduated." Note that
only the Ungraduate and Upl oad buttons are avail abl e now.

5.2.2.2.4 Ungraduate

This conmmand al |l ows you to ungraduate the sel ected graduated cl ass.

1. Fromthe Edit a O ass dialog box (Figure 5-10), click on
Ungraduate. A nessage indicates the systemis processing the
ungraduating the class. Then a nessage advi ses you that the
sel ected cl ass has been ungraduat ed.

2. Cdick on OK. This returns you to the Edit a O ass dial og box. The

class status will nowindicate "Class in Session.” Note that the
Regi ster (Refresh), Gaduate, and Save comrand buttons are
avai |l abl e.

5.2.2.2.5 Upload

This conmmand allows you to create a text file of the selected class that
can be uploaded to BNA. After the BNA text file is created in MCAI MS
transfer the file to BNA, referring to the BNA Users Manual for specific
gui dance.

The Upl oad conmand can be executed for any class status except BNA
Upl oaded or Historical.

« Aclass with a status of BNA Upl oaded is disallowed to prevent any
possibility of a difference between the student data in MCAIMS and
the student data previously unl oaded to BNA from MCAI VS.

« Aclass with a status of Historical has no student records with which
to create a BNA Upl oad.
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A BNA upl oad can occur under three scenari os:

« The class status is Gaduated. Wth this process, students assigned
to the graduated class will be registered to the correspondi ng cl ass
within BNA. After you execute this command, there is no recovery
fromthis process, and you cannot change the class status in any way.

« The class status is Pending Class Start or Class in Session. Wth
this process, students assigned to the pending or in session class
will be registered to the corresponding class within BNA. This file
can actually be used to register students in BNA as nmany tines as
needed. However, its use to register students does not renove the
requirenent to validate classes w thin BNA

« The class status is Pending Class Start or Class in Session, but al
t he students have been dropped or individually graduated. Wth this
process, only the class information is retained. After you execute
this conmmand, there is no recovery fromthis process, and you cannot
change the class status in any way.

Fromthe Edit a O ass dialog box (Figure 5-10), click on Upl oad.

a. |If the selected class status is graduated, you receive a
nmessage providing infornmation about the process and confirn ng
your desire to continue.

(1) dick on Yes to continue. The Save As file opens for you
to record the nane and | ocati on under which you will save
t he upl oaded file.

(2) After assigning the desired name and |ocation, click on
K. A nessage appears to advise you that the BNA upl oad
is conplete.

(3) dick on OK. The systemreturns you to the Edit a C ass
di al og box. The class status still reads "Upl oaded to
BNA. " After you click Exit, you are returned to the Cl ass
I nformati on Mai ntenance selection |list box. Note that no
buttons are avail abl e now

b. |If the selected class status is pending or in session, you
recei ve a nessage providing information about the process and
confirmng your desire to continue.

(1) dick on Yes to continue. The Save As file opens for you
to record the nane and | ocati on under which you will save
t he upl oaded file.

(2) After assigning the desired name and |ocation, click on
K. A nessage appears to advise you that the BNA upl oad
file creation is conplete.

(3) dick on OK. The systemreturns you to the Edit a C ass
di al og box. The class status still reads Pending or In
Sessi on; however, no buttons are avail able now Note that
after you return to the Cass Information M ntenance
selection list box and select Edit, other buttons becone
avai |l abl e.

c. |If the selected class status is in session and all students
have been dropped or graduated, you receive a nessage providing
i nfornati on about the process and confirm ng your desire to
conti nue.
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(1) dick on Yes to continue. The Save As file opens for you
to record the nane and | ocati on under which you will save
t he upl oaded file.

(2) After assigning the desired name and |ocation, click on
K. A nessage appears to advise you that the BNA upl oad
file creation is conplete.

(3) dick on OK. The systemreturns you to the Edit a C ass
di al og box. The class status will now read Upl oaded to
BNA. Note that no buttons are avail abl e now.

5.2.2.3 Delete

This conmmand all ows you to delete the highlighted class record i f you have
access to the Approved course upon which it is based. The Delete command
can be accessed only through the System Admi ni stration nodule. The conmand
will not allow you to delete a class record if students are assigned to the
class, i.e., Cass Pending (with students registered) or Class in Session
In order to delete a Cass Pending (with students dropped), dass in
Session (with students dropped), Graduated, or BNA Upl oaded cl ass, you are
pronpted to create an archive, and you are offered the opportunity to
retain a class historical record for this type of class. You nay al so
delete a historical class. You are allowed to delete a graduated cl ass
because not all classes are fornal and not all classes can be uploaded to
BNA.

1. Fromthe dass Infornation Miintenance selection Iist box (Figure
5-08), highlight the desired class by clicking on it.

2. Cick on Delete.

a. |If you do not have access to the course upon which the
hi ghl i ghted class is based, you are advised that you cannot
delete the class. Cdick on OK This returns you to the C ass
I nformati on Mai ntenance sel ection |ist box.

b. |If the class status is Historical, an archive already exists.
Aick on Yes to confirmyour wish to continue. The record is
del eted and the systemreturns you to the Cass Information
Mai nt enance sel ection |ist box.

c. |If the class status is Pending Class Start with no students
currently assigned to the class, a nessage box appears to
explain the inpact of this action. An archive will not be
created. Cick on Yes to confirmyour wish to continue. The
record is deleted and the systemreturns you to the C ass
I nformati on Mai ntenance sel ection |ist box.

d. If the class status is Pending Class Start with students
assigned or the status is Cass in Session, you receive a
nmessage advi sing you that cannot delete the record. The
sel ected class has not been graduated. dick on OK. This
returns you to the Cass Informati on Maintenance sel ection |ist
box.

e. |If the class status is either Pending Class Start or Cass in
Session but the students for the class have been dropped, you
recei ve a nessage explaining the process. All records for the
selected class will be renoved. You nust create a class
archive, which will allow you to retrieve the class information
inthe future. dick on Yes to confirmyour w sh to continue.
The following will occur:
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(1) The Archive O ass dial og box opens for you to record the
name and | ocation under which to save the archived file.
(Consult your Wndows User's Manual if needed.)

(2) After assigning the desired nanme and | ocation, click on
OK.  Your screen will turn black while it adds records to
the Zip file. A nessage appears for you to confirm
conpl etion of the copy process; click on OK. Then a
nmessage box appears to advise you that Zip file
XXXXXXXX. ZI P has been creat ed.

(3) dick on OK. A nessage appears to inquire if you would
like to retain a class historical record.

(4) dick on Yes. This returns you to the Class Information
Mai nt enance sel ection |list box. The class status wll
read "Historical - Statistics Retained."

f. If the class status is Graduated or BNA upl oaded, you receive a
nmessage explaining the process. Al records for the selected
class will be remobved. You must create a class archive, which
will allow you to retrieve the class information in the future
Cick on Yes to confirmyour wish to continue. The follow ng
will occur:

(1) The Archiving Records nessage box opens, and the archiving
process begins to conpress all the data for this record.

(2) When 100 percent of the data is conpressed, the Archive
Cl ass dial og box opens for you to record the nanme and
| ocation under which to save the archived file. (Consult
your Wndows User's Manual if needed.)

(3) After assigning the desired nanme and |ocation, click on
OK.  Your screen will turn black while it adds records to
the Zip file. A nessage appears for you to confirm
conpl etion of the copy process; click on OK Then a
nmessage box appears to advise you that Zip file
XXXXXXXX. ZI P has been creat ed.

(4) dick on OK. A nessage appears to inquire if you would
like to retain a class Historical record. dick on O
This returns you to the O ass Infornation Mintenance
selection list box. The class status will read
"Historical."

5.2.2.4 Archive

This conmand all ows you to archive the highlighted class with a status of
graduat ed, BNA upl oaded, or pending with no students assigned. An archive
will allowdistribution and historical review at the school’s conmand
level. The Archive command can be accessed only through the System
Admi ni stration nodul e.

A O ass Archive cannot be created for a Class with a status of:

o0 Pending Start if that class has students assigned.

o |In Session.

1. Fromthe dass Infornation Miintenance selection Iist box (Figure
5-08), highlight the desired record.

2. Cick on Archive. The Archive a Cass dial og box opens for you to
record the nane and | ocati on under which to save the archived file.
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3. After assigning the desired nanme and | ocation, click on Qpen. The
system copi es the class and then a nessage box advi ses you that Zip
file XXXXXXXX. ZI P has been creat ed.

4., dick on OK. Then the systemreturns you to the Cass Infornation
Mai nt enance sel ection |ist box.

5.2.2.5 Retrieve

This command allows you to retrieve an archived class. The Retrieve
conmmand can be accessed only through the System Admi nistration nmodule; it
is simlar to adding a class. Essentially, you are retrieving an archive
of a class with a status of graduated, BNA upl oaded, pending start (with no
students assigned), or deleted (with students still assigned). The
retrieved class will be restored to the sanme status as that of the
archive's creation. Note that you cannot retrieve a class that already
exists unless the class that woul d be overwitten is a historical class.

An archived class may be retrieved even if the course for which it was
created no | onger exists.

1. Fromthe dass Infornation Miintenance selection Iist box (Figure
5-08), click on Retrieve. The Retrieve Fromdial og box opens.

2. Double-click on the desired class archive in the list of files.

a. |If you do not have access to the Approved course upon which the
hi ghlighted class is based, you receive a nessage that it
cannot be retrieved. dick on OK This returns you to the
Class Information Miintenance selection |ist box.

b. If you have access to the Approved course upon which the
hi ghli ghted class archive is based (or if the course upon which
the retrieved class is based does not exist), your screen turns
bl ack as the system begins to expand and check records. A
nmessage appears for you to confirmconpletion of the copy
process; click on K

(1) If the class already exists in any status other than
historical, you receive a nessage stating that the cl ass
cannot be retrieved. dick on OK This returns you to
the O ass Information Mintenance selection |ist box.

(2) If a historical class record exists, a nessage appears to
explain that the retrieved class will overwite the
hi storical class.

(a) dick on Yes to continue. A nessage advises that the
systemis processing. Then a nessage appears to
confirmthe nane of the class retrieved.

(b) dick on OK. The systemreturns you to the d ass
I nformati on Mai nt enance sel ection |list box. The
class now i ndicates the status fromwhich it was
ar chi ved

(3) If the class record does not exist, a nessage appears to
so advise you and to confirmthat you wish to add the
cl ass.

(a) dick on Yes to continue. A nessage advises that the
systemis processing. Then a nessage appears to
confirmthe nane of the class retrieved.

(b) dick on OK. The systemreturns you to the d ass
I nformati on Mai nt enance sel ection |list box. The
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class still indicates the status fromwhich it was
ar chi ved

5.2.2.6 Statistics

This conmmand all ows you to di splay summari zed cl ass statistics for the

hi ghl i ghted class and provides a detailed report. The initial dialog box
di splays a summary of class infornation and cl ass averages. The sunmarized
i nfornmation includes status, report date, convene date, graduation date,
begi nni ng popul ati on, nunber attrited, nunber graduated, and percentage
graduated. C ass averages include GPA, age, years of education, and the
Arnmed Services Vocational Aptitude Battery (ASVAB) scores consisting of
clerical (CL), electronics (EL), general technical (GI), and notor
mechani cs (MV) conponents. Fromthis dialog box, you may choose to display
the detailed witten report.

The written report contains detailed statistical information. At the
top of the docunent, the report identifies the course ID, course title,
class ID, class title, FY, and class status. The report also provides the
formal course code, the passing nmaxinuniretest percent, schedul ed cl ass
i nput, nmaximum cl ass capacity, class frequency, annual input, report date,
convene date, and graduation date.

The subsequent class information includes entries under begi nning
popul ation, current popul ation, nunber attrited, nunber graduated,
percent age graduated, GPA (overall and by category), age, ASVAB conponent
scores, years of education, education |evel, education nmjor, education
certification, conponent description, narital status, race, gender, primary
MOS, rifle score, pistol score, and PFT infornmation (nmale and fenale). The
nean, medi an, node, standard devi ation, number considered, and other
rel evant details are given for nost of these el ements.

The Statistics report provides class statistics for the highlighted
cl ass, whatever the class status. Many processes within MCAI M5 i nvoke the
calcul ation or recalculation of statistics (e.g., registering students in a
class). For classes with a status of In Session or Graduated, MCAI MS
automatically recal cul ates the GPA and cl ass standing after the follow ng
processes:

Under the Student nodul e:

« Dropping students froma cl ass.
« Reversing a student's status
« Assigning an unassigned student to a cl ass

« Gaduating students (individually and as a group)
Under the Eval uati on Managenment nodul e:

« Renani ng exam cat egori es
« Assigning/nodi fying weights for individual tests
« Assigning individual tests to a nultipart test

« Assigning/nodi fying weights on a nultipart test
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« Unassigning parts of a nultipart test

« Scoring a test,

by response, grade, or

« Cearing test scores

« Chall enging test

i tens

scanner

Note that this sanme report appears under Cl ass Mintenance and Reports

in the Student

nodul e.

Its appearance under

Reports enabl es users who are

otherwi se restricted from accessi ng cl ass mai nt enance functions to be able
to print class statistics.

1. Fromthe C ass

5-08),

2. Cick on Statistics.
for the designated cl ass opens.

of the class statistics.

Class Statistics for: OFFICER BASIC

-Class Information:
Status: Pending Class Start

Heport Date: 20020202
Convene Date: 20020203
Graduation Date: 20020204

~Class Averages:

Beginning Population: 26
Number Attrited: 2
Number Graduated: o

Percentage Graduated:  0.0000 %

I nformati on Mai nt enance sel ection |i st
hi ghlight the desired class by clicking on it.

The Class Statistics dialog box (Figure 5-12)
Thi s dial og box presents a sunmary

GPA:

Age:

GCT:

CL Score:

EL Score:

GT Score:

MM Score:

*ears of Education:

box (Figure

0.0000
22.4583
113.0000
110.6875
108.2500
109.8125
106.1250
12.5556

Fi gure 5-12.

Class Statistics

3. Refer to Table 5-09 for an explanation of the data fields.

Tabl e 5-09.

Class Statistics

| TEM

| DESCRI PTI ON

Cl ass I nfornation

to process for this class.

St at us Non-editabl e field displaying the status of the class:
Pendi ng, I n Session, or G aduated.
Report Date Non-editabl e field displaying the date students report

Convene Date

Non-edi tabl e field displaying the

dat e cl ass begi ns.

Graduati on

Non-edi tabl e field displaying the

date the cl ass

who did not attend.

Dat e gr aduat es.
Begi nni ng Non-editabl e field displaying the total nunber for
Popul ati on students added to the class ninus the number of students

Nurber Non-editabl e field displaying the nunmber for students
Attrited dropped fromthe class (after the convene date).

Nurber Non-editabl e field displaying the number for students in
Gr aduat ed t he cl ass graduat ed.

Per cent age Non-editabl e field displaying the nunmber for students
Graduat ed graduat ed di vi ded by the begi nning popul ati on.

Cl ass Aver ages

GPA

Non-edi tabl e field displaying the

average for students in the class.

mean grade poi nt
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| TEM

DESCRI PTI ON

Age

Non-editabl e field displaying the nean age of students

in the class.

GCT

Non-editabl e field displaying the nean genera

classification test

cl ass.

(CGCT) score of students in the

CL Score

Non-editabl e field displaying the nean clerica

()

score of students in the class.

EL Score

Non-editabl e field displaying the nean el ectronics (EL)
score of students in the class.

GTI Score

Non-editabl e field displaying the nean genera

t echni cal

(GT) score of students in the class.

MM Scor e

Non-editabl e field displaying the nean notor nmechanics
(MVW) score of students in the class.

Years of
Educati on

Non-editabl e field displaying the nean years of
education of students in the class.

4. If you wish to view the conplete statistical
The Class Statistics Report appears.

All.

report, click on Print
In addition to detailed

i nfornmati on concerning the categories sumuarized in the dialog box

(Figure 5-12),
Current
Certification,
Prinmary MOSs,

mal es and fennl es.

HI NT: Except for the Nunber Attrited category,
every category are calculated for al
dropped and for whominformation is avail abl e.
and standard devi ation,
information in a particular category is unavail abl e,
is omtted fromthe cal cul ation

nean,

nmedi an,

node,

ot her information,
Popul ation, Education Level
Conponent

Rifle Score,

described in Table 5-10, includes
Educati on Maj or, Education
Description, Marital Status, Race, Gender

Pi st ol Score, and PFT Information for

statistics for
students who have NOT been
In cal cul ati on of
if a student's

t hat student
Note that the Nunmber Consi dered

represents the size of the population used in the calcul ations.

Wien reporting nunbers of
cal cul ati ons invol ved),

i ndividuals in specific categories (no

students with missing information are

i ncluded in the group Unknown.

Tabl e 5-10.

Class Statistics Report

| TEM

DESCRI PTI ON

Course ID

Course Title

Class ID

Class Title

FY

St at us

Identifying information concerning the class being

reported on.

For mal Course

Code

Passi ng
Max/ Ret est %

Schedul ed
d ass | nput

Max Cl ass
Capacity

Cl ass
Frequency

Annual | nput

Report Date

Convene Date

Descriptive information concerning the class being

reported on.
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| TEM

DESCRI PTI ON

Graduati on
Dat e

Mean

The arithnetic average. It is the npost wi dely used
measure of central tendency. It is determ ned by adding
a series of scores and then dividing this sumby the
nunber of scores. The nean is provided on the three
user -defined test categories.

Medi an

A counting average. It is determ ned by arranging the
scores in order of size and counting up to (or down to)
the m dpoint of the set of scores. |If the nunber of
scores is even, the nmedian is the nean of the two

m ddl enost scores. When the nunber is odd, the nedian
is the mddle score. The nmedian is a point that divides
a set of scores into equal halves so that an equa

nunmber of scores fall above the median or bel ow the

medi an, regardl ess of the size of the individual scores.
Since it is a counting average, an extrenely high or |ow
score will not affect its value. The nedian is provided
on the three user-defined test categories.

Mode

The nost frequent score in the set. The node is the

| east reliable type of statistical average and is
frequently used nerely as a prelimnary estimte of
central tendency. A set of scores may have two or nore
modes. If no value in a data set occurs nore than once
then the data set has no node. Oherw se, any val ue
that occurs with maxi mal frequency is called a node of
the data set. |In other words, a node of a data set is
any val ue whose frequency of occurrence is greater than
1 and is as large or larger than any other value's
frequency of occurrence. The node is provided on the
three user-defined test categories.

St andar d
Devi ati on

A measure of the variation in a data set. It indicates
how far, on the average, the data values are fromthe
mean. For a data set with a large anount of variation
the data values will, on the average, be far fromthe
mean; hence, the standard deviation will be large. For
a data set with a small anopunt of variation, the data
values will, on the average, be close to the nean;
consequently, the standard deviation will be small. The
standard deviation is provided on the three user-defined
test categori es.

Nunber
Consi der ed

The size of the popul ati on used when cal cul ating the
statistics. In other words, it represents the nunber of
student records having the information required to
produce the statistical information for a given

cat egory.

Begi nni ng
Popul ati on

Total nunber of students added to the class m nus the
nunber of students dropped with a conpletion code of "Z"
(did not attend). Subtotals are included for Oficer
Enlisted, or Unknown.

Current Total nunber of current students. Subtotals are
Popul ati on included for Oficer, Enlisted, or Oher

Nurber Cunul ative nunber of students dropped fromthe class
Attrited wi thout a conpletion code "Z" (did not attend).

Subtotals are included for Oficer, Enlisted, or Oher
The systemlists the reasons for attrition and the
nunber of students by Race.
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| TEM

DESCRI PTI ON

Graduati on

Total nunber of students graduated. Subtotals are
included for Oficer, Enlisted, or Gther. The
percentage represents the nunber of students graduated
di vi ded by the begi nni ng popul ati on

GPA

Grade point average statistics for students not dropped
fromthe class. Only students with a GPA are considered
in the calculation. The statistics include the nean,
medi an, node, standard devi ation, and the nunber
considered. In addition to the overall calculation
statistics are al so provided for the three categories.

Age

Age statistics for students not dropped fromthe class.
Only students with their ages docunented are consi dered
in the calculation. The statistics include the nean,
medi an, node, standard devi ation, and the nunber
consi der ed.

General Classification Test (GCT) score statistics for
students not dropped fromthe class. Only students with
a GCT score recorded are considered in the cal cul ation
The statistics include the nean, nedi an, npde, standard
devi ation, and the nunber consi dered.

CL Score

Clerical (CL) score statistics for students not dropped
fromthe class. Only students with a CL score recorded
are considered in the calculation. The statistics

i nclude the nean, nedi an, node, standard devi ation, and
t he nunber consi dered.

EL Score

El ectronic (EL) score statistics for students not
dropped fromthe class. Only students with an EL score
are considered in the calculation. The statistics

i nclude the nean, nedi an, node, standard devi ation, and
t he nunber consi dered.

GI Score

General Technical (GI) score statistics for students not
dropped fromthe class. Only students with a GI score
are considered in the calculation. The statistics

i nclude the nean, nedi an, node, standard devi ation, and
t he nunber consi dered.

MM Scor e

Mot or Mechanics (MW score statistics for students not
dropped fromthe class. Only students with an MM score
are considered in the calculation. The statistics

i nclude the nean, nedi an, node, standard devi ation, and
t he nunber consi dered.

Year s of
Educati on

Years of education statistics for students not dropped
fromthe class. Only students with a value entered in
the Civilian Education Level field are considered in the
calculation. The statistics include the nean, nedi an
node, standard devi ation, and the nunber consi dered.

Educati on
Level

Br eakdown sumary of education levels for all students
who were not dropped fromthe class (e.g., Unknown; 12th
Grade; College, 1 Year).

Educati on
Maj or

Br eakdown sumary of education nmajors of the students
who were not dropped fromthe class. Only students with
a value entered in the Education Major field are
considered in the calculation. Subtotals are included
for each field (e.g., Unknown; No Major Subject

I ndi cat ed, Business Adninistration, Crimnology).

Educati on
Certification

Br eakdown sumary of education certifications held by
students who were not dropped fromthe class. Subtotals
are included for each category represented (e.qg.

Unknown; Bi ol ogy, Accounting, Education), and the tota

i ncludes all students considered.
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| TEM DESCRI PTI ON
Conponent Conponent summary for all students who were not dropped
Description fromthe class (e.g., Unknown; USMC, USMCR)

Marital Status |Marital status, by category, of all students who were

Di vorced, Married, Single).

not dropped fromthe class (e.g., Unknown; Annulled,

Race Raci al breakdown of all students who were not dropped
fromthe class (e.g., Unknown; White, Black, O her)

Gender Gender breakdown of all students who were not dropped
fromthe class (e.g., Unknown; Male; Fenale).

Primary MOS Primary MOS breakdown of all students who were not
dropped fromthe class (e.g., Unknown; 0311, 0321, 2800,
4066, 4067).

Rifle Score Rifle score statistics for all students not dropped from

(Local) the class. Only students with a recorded rifle score

t he nunber consi dered.

are considered in the calculation. The statistics
i nclude the nean, nedi an, node, standard devi ation, and

Pi stol Score Pistol score statistics for all students not dropped
(Local) fromthe class. Only students with a recorded pisto

score are considered in the calculati

r epr esent ed.

on. The statistics

i nclude the nean, nedi an, node, standard devi ation, and
t he nunber considered for each type of pistol

PFT PFT information for all male students not dropped from
I nf ormati on the class. Only students with the foll ow ng
(Mal e) classification are considered in the statistics: 1st

Class, 2nd dass, 3rd dass, and Fail
with nedical, age, or partial exenpti
the calcul ations. The system rounds
deci mal point for five or above.

/ RNT. Students
ons are excluded in
up scores at the

PFT PFT information for all fenale students not dropped from
I nf ormati on the class. Only students with the foll ow ng
(Femal e) classification are considered in the statistics: 1st

Class, 2nd dass, 3rd dass, and Fail
with nedical, age, or partial exenpti
the calcul ations. The system rounds
deci mal point for five or above.

/ RNT. Students
ons are excluded in
up scores at the

5.2.3 Export Files

This selection allows the creation and retrieval of the Submtted version
of the CDD/PO files. This option allows the Course Administrator to
create the export file of a Submtted course to which the Admi nistrator has
access and to inport the file. This is the official electronic version
that should be submitted to the Training and Educati on Conmand when
conplete. Note that no test items are included with a CDD PO export file.

1. dick on the Tools icon. The System Adm nistration wi ndow (Figure

5-01) opens.

2. Choose the Maintenance option on the nmenu bar
Mai nt enance drop-down nmenu (Figure 5-02).

This displays the

3. Choose Export Files. Another drop-down nenu (Figure 5-13) opens

with two options (Create CDD/ PO Export and Inport CDD PO).
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1 System Administration

File | Maintenance Ulities

Course
Class
Export Files

System Administration

=

Create CODYPOL Export
Import CDDJPOT

Course Comparison Report
CID Table »
Report Headings

Lser Fields

Figure 5-13. Export Files
4. Choose the desired option.

5.2.3.1 Create CDD/ PO Export

This selection allows the Course Adninistrator to create an export file
when the docunent has been finalized for subm ssion to G ound Training
Branch (GITB). The CDD/ PO export file this option allows you to create
will contain the data necessary to produce the course descriptive data
(CDD) and program of instruction (PO) and will apply only to a course in
the Submitted status. Attach a copy of this export file to an email to GIB
when the docunent is ready to be reviewed by GIB anal ysts and signed by the
Gener al .

Before conpleting a CDDY PO export, MCAIMS performs certain data
integrity checks. If all the records are successfully copied to a
temporary file, including the course information and course statistics
records, MCAIMS then ensures the following criteria are met:

- At |east one annex, duty, task, |earning objective, and concept card
record is established for this course.

- Methods, nedia, and | earning objectives are assigned to the concept
card.

« A CDD record and an instructor staffing record are established for
this course.

« A PO record and a distribution record are established for this
cour se.

If you receive a nessage that one of the above elenents is mssing
fromthe Submitted course, then you should re-try creating the CDD PO
export.

HINT: |If you attenpt to create a CDD export file while other users are

| ogged into System Adninistration, Evaluation Managenent, or Curricul um
Managenent nodul es, you will receive a nessage advising you that the
process cannot be performed at this time. A list of the users and the
nodul es they are using appears on the screen. Ask those users to exit
while you performthis function. |If all users have exited MCAI M5 and you
still cannot performthis option, ask the Primary System Adm nistrator to
clear the User Log and try again. |If users attenpt to log onto the system
during the creation process, they will receive a nessage advising that
“critical course processes are being perforned at this tine. Please wait a
few nmonents and try again.” As a courtesy, advise those users who you
asked to log of f when you have conpleted the process of creating a CDD

i mport file.
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1. Fromthe Export Files drop-down nenu, choose the Create CDD/ PO
Export option. |If there are no Subnmitted courses avail able, you
recei ve a nessage so advising you. dick on K. Oherw se, the
Sel ect a Course selection list box (Figure 5-14) opens with a |ist
of courses to which you have been granted access.

HI NT: Use this function instead of the course Archive function to
transport the CDD/PO files. Unlike an archived course, which
could contain test iteminformation, the files accessed by the
Create CDD/ PO Export function never contain test iteminformation.
Exported test itens could conpronise systemintegrity if not
scrupul ously protected.

Select a Course i B
COURSE ID COURSE HAME 4]
MOZH4R4 CLOSE COMBAT INSTRUCTOR TRAINER COURSE
MOZRMG4 BASIC OFFICER COURSE J
MOZRMN4 WARRANT OFFICER BASIC COURSE
MO3XRGA FORMAL SCHOOL INSTRUCTOR COURSE
TBD \CLOSE COMBAT INSTRUCTOR COURSE

El
Sort | Select | Quit |
Figure 5-14. Select a Course
2. If you want to change the organi zation of the list (CID or course

title), click on Sort. The Sort Courses dial og box opens.

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

b. dick on Set. This returns you to the Select a Course
sel ection |ist box.

3. Highlight the desired Submtted course on the selection Iist box.

Cick on Select. The Exporting CDDY PO for Course XXXXXX is

di splayed with a neter bar depicting the copy status. Then the
Export Course di al og box opens for you to record the nane and

| ocation under which to save the exported file.

5. After assigning the desired nane and location, click on Qpen. Then
MCAI M5 perforns a data integrity check. [If the systemverifies the
presence of all required files, MCAI M5 provides you a nessage to
advise that file XXXXXXXX.ZI P has been created.

6. Cdick on OK.  This returns you to the System Adm nistrati on wi ndow.

5.2.3.2 Inport CDD/ PO

This selection allows the Course Adninistrator to inport a CDD/ PO created
as a CDD)PO export file. Unlike a course archive, which could contain
test itens, this inmport file will never contain test itens. This file is
t he desi gnated neans to subnit a course to the Training and Education
Conmmand for approval

In addition to providing nore flexibility to Course Adm nistrators,
this option allows G ound Training Branch anal ysts to retrieve the CDD PO
export files into their Curricul um Devel opnent database. Fromthis
dat abase, the analyst can performa final review before sending the CDD PO
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export to the MCAIMS Functional Manager for retrieval into the MCAIMS 32
GIB naster database. Note that the COD/PO is printed for signature and
mai nt ai ned in the master database.

Before inporting a CDD/ PO, MCAIMS performs certain data integrity
checks. If all the records are successfully copied into the tenporary
folder, including the course information and course statistics records,
MCAI M5 t hen ensures the following criteria are net:

« At |east one annex, duty, task, |earning objective, and concept card
record is established for this course.

« Methods, nedia, and | earning objectives are assigned to the concept
card.

« A CDDrecord and an instructor staffing record are established for
t his course.

« A PO record and a distribution record are established for this
cour se.

If you receive a nessage that one of the above elenents is mssing from
the Submitted course, then you should re-try inporting the CDD/ PO or have
anot her export file provided to you

CAUTION:  Note that any existing Subnmitted course in the database will be
overwritten with the inported COD)PAO files, which contain no test item
information. |If you | ose your test data, you nay be able to recover by
retrieving an archive of your Submitted course, if an archive containing
test data was created. Another possible recovery is to change the status
of the Locally Approved course to Subnmitted if there are no significant
differences in the two courses.

HINT: |f you attenpt to inport a course containing a CID that does not
exist in your CID table, you receive a nessage advising you of this fact.
You nmust add the CID to your CID Table before you can proceed.

HINT: |f you attenpt to inport a CDD file while other users are | ogged
into System Admini stration, Evaluation Managenent, or Curricul um Managenent
nodul es, you will receive a nessage advising you that the process cannot be
performed at this tine. A list of the users and the nodul es they are using
appears on the screen. Ask those users to exit while you performthis

function. If all users have exited MCAIMS and you still cannot perform
this option, ask the Primary System Adninistrator to clear the User Log and
try again. |If users attenpt to log onto the systemduring the inport

process, they will receive a nessage advising that “critical course
processes are being perforned at this tine. Please wait a few nonents and
try again.” As a courtesy, advise those users who you asked to | og off
when you have conpl eted the process of inporting a CDD file.

1. Fromthe Export Files drop-down nenu, choose the |nport CDD/ PO
option. The Retrieve Fromdial og box opens.

2. Double-click on the desired course in the list of files. MCAI M
perforns a data integrity check to verify the presence of al
required files. |If files are mssing, you will be provided a |ist.
O herwi se, MCAIMS perfornms additional checks. |f you do not have
access to the course that will be replaced, you receive a nessage
that you cannot retrieve the course. |If you have access to the
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course, the systemresponse depends on if the course already exists
in the system

a. |If the CDDPO export file is for a course that already exists,
a nessage box appears to so advise you. The CDD/ PO export
file does not contain test iteminformation. |f you continue,

the existing Submtted course and all test itens will be

del eted and replaced with the course information fromthe

CDDY PO export file. The restored course may differ from any
Wor ki ng or Approved versions of the sane course that nay exist.
Cick on Yes if you wish to continue. A nmessage inquires if
you wi sh to delete the current course statistics record. dick
on Yes or No. The nessage box displays the deletion of

exi sting records and retrieval of the new ones. Then the
systemreturns you to the System Adm nistrati on wi ndow.

HINT: By default, the access rights to the newy retrieved
course are identical to those that existed for the overwitten
cour se.

b. If the CDDPO export file is for a course that does not exist
in any status, a nessage box appears to advise you that the
CDDY PO export file does not contain test iteminformation.
Cick on Yes if you wish to continue. The nessage box displays
the retrieval process. Then the Select User IDs selection |ist
box opens to pronpt you to establish access to the course for
appropriate users. Note that Course Adnministrators nmay assign
access to a course in this circunstance.

(1) Double-click on each user requiring access to this course.
A checkmark appears next to the User ID.

(2) dick on Done. This returns you to the System
Admi ni strati on wi ndow.

5.2.4 Course Conparison Report

This selection allows the Course Adninistrator to print a report conparing
basic course information fromthe CDDs of two different courses. The
option is linted to the courses to which the Adm nistrator has been

grant ed access.

1.

Cick on the Tools icon. The System Admi nistration wi ndow (Figure
5-01) opens.

Choose the Maintenance option on the nenu bar. This displays the
Mai nt enance drop-down nmenu (Figure 5-02).

Choose Course Conparison Report. The Course Conparison Report
selection list box (Figure 5-15) displays all courses.
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Course Comparison Report A ﬂﬂ
COURSE 1D STATUS COURSE TITLE -]
MOZH2C4 WORKING RESERVE INFANTRY OFFICER COURSE
MOZH4R4 WORKING MARTIAL ARTS INSTRUCTOR TRAINER COURSE
M0zZH4R4 APPROVED CLOSE COMBAT INSTRUCTOR TRAINER COURSE |
M0ZH4R4 SUBMITTED CLOSE COMBAT INSTRUCTOR TRAINER COURSE

MOZR2T4 WORKING WARRANT OFFICER RESERYE (SHORT)
MOZRGU4 WORKING INFANTRY OFFICER COURSE
MOZRGL4 APPROVED INFANTRY OFFICER COURSE
MOZRMG4 WORKING BASIC OFFICER COURSE

MOZRMG4 APPROVED BASIC OFFICER COURSE

MOZRMG4 SUBMITTED  |BASIC OFFICER COURSE

MOZRMN4 WORKING WARRANT OFFICER BASIC COURSE
MOZRMN4 APPROVED WARRANT OFFICER BASIC COURSE

=]

Sort | Start Rpt | Quit |

Figure 5-15. Course Conparison Report

4. If you want to change the organi zation of the list (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. dick on Set. This returns you to the Course Conparison Report
sel ection |ist box.

5. Using the nultiple select feature, mark two courses for conparison

HI NT: You nay sel ect the placenent of each course on the report.
The information for the first course selected will appear on the
left side of the report, and the information for the second course
selected will appear on the right side of the report.

6. Cdick on Start Rpt. If you do not have access to one of the
sel ected courses, you receive a nmessage so advising you. dick on
K. Oherwise, the report is displayed for you to preview

7. dick on either the Printer or the Door icon. Either selection
returns you to the System Admi nistrati on wi ndow.

5.2.5 CI D Tabl e Mai nt enance

The CI D Tabl e Mai ntenance selection is the only option under CI D Tabl e that
is not restricted to Ground Training Branch personnel. This option
provides a nethod to add formal school codes between rel eases of MCAI M5
software or when a new table is provided by the MCAI M5 support
representative. Adding a new CIDto the CID Table in MCAIMS shoul d be done
only when authorized by Ground Training Branch

Remenber that the use of a CID (representing a currently recogni zed
formal course) is mandatory for any course record that requires interface
(upl oadi ng/ downl oadi ng records) with BNA and TRRVMS records.

1. dick on the Tools icon. The System Adm ni stration w ndow (Figure
5-01) opens.

2. Choose the Maintenance option on the nenu bar. This displays the
Mai nt enance drop-down nmenu (Figure 5-02).

3. Choose CID Table. Another drop-down nenu opens with four options
(CI D Tabl e Mai ntenance, Staffing Status, Credit Recommendation, and
CI D Report) (Figure 5-16).
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HINT: Al four options depicted are available only to G ound
Trai ni ng Branch personnel, providing they have established the
proper configuration settings during systemsetup. Qutside GIB,
only the CID Tabl e Mai ntenance option is avail able; the other
options are grayed out. The CID Tabl e Mai ntenance option is
avail able to all Course Administrators.

1 System Administration

File | Maintenance  Utilities

Course

Class

Expart Files [3

Course Comparison Report

CID Table CID Table Mantenance

Report Headings Staffing Status

User Fields Credit Recommendation
CID Expork

]

System Administration

Current CID Data
Histotical CID Data

Figure 5-16. CI D Table Menu Options

4. Choose CID Table Mai ntenance. The CID Table selection |ist box
(Figure 5-17) opens.

CID Table i E
[ [CID TITLE ]
AD10601 TOWED ARTILLERY REPAIRER (USMC)
AD11101 BASIC HYGIENE EQUIPMENT OPERATOR
AD111D1 BASIC REFRIGERATION MECHANIC (USMC)
AD11321 BASIC METAL WORKER (USMC)
AD11861 ORDNHANCE VEHICLE REPAIR <« TANK:> {COL)
AD116G1 TANK SYSTEM MECHANIC (M1A1) (USMC)
AD12151 MACHINIST (USM
[ [a0121M1 SMALL ARMS REPAIRER (USMC)
AD135K1 VEHICLE BODY REPAIRMAN {USMC)
AD157L1 ELECTRO-OPTICAL ORDNANCE REPAIRER (USMC)
AD1ACP1 FUEL AND ELECTRICAL SYSTEMS COMPOMENT REPAIR
AD1C032 DEFENSE FOAM-IN-PLACE PACKAGING
Add | Edit | Delete | Exit |

Figure 5-17. CID Table

5. Refer to Table 5-11 for an explanation of the data fields appearing
in the dial og box.

Table 5-11. CID Table

| TEM DESCRI PTI ON
CID Course identifier or code representing an approved form
cour se.
Title Descriptive information identifying a formal course.

6. Cick on the desired command button
5.2.5.1 Add

This command all ows the Course Administrator to add an approved forma
course IDto the CID Tabl e when authorized by G ound Training Branch

1. Fromthe CID Table selection list box, click on Add. The CID Add
selection list box (Figure 5-18) opens.

Version 4.0 5-52 9/ 25/ 03




MCAI M5 32 USER S NMANUAL

Course ID:

Course Title:

Save | Exit w/o Save |

Figure 5-18. CI D Add

2. Referring to Table 5-12 for an explanation of the data fields,
conplete the required information (as provided by G ound Training

Br anch) .
Table 5-12. CI D Add

| TEM DESCRI PTI ON PARAVETERS/

FORVAT

CID Course identifier or code representing an Field

approved fornmal course. requires 7
al phanuneric

characters

Title Descriptive information identifying a formal Up to 158
cour se. al phanuneri c

characters

3. dick on Save. This returns you to the CID Table selection |ist
box. Note that manually added CIDs will be indicated with a check
mark to the left of the CID on the dial og box.

5.2.5.2 Edit

This command all ows the Course Administrator to edit information about a
hi ghlighted CID that has been manually added to the CID Table. Note that
manual |y added CIDs will be indicated with a check mark to the left of the
CID on the dial og box

1. Fromthe CID Table selection list box (Figure 5-13), highlight the
desired manual | y added record.

2. dick on Edit.

a. If this CIDis a mandatory record, a nessage advi ses you that
the record cannot be edited. Click on OK. This returns you to
the CID Table selection |ist box.

b. If this CIDis a manually added record, a dialog box simlar to
the one in Figure 5-11 opens.

(1) Referring to Table 5-08 for an expl anation of the data
fields, edit the required information.

(2) dick on Save. This returns you to the CID Table
selection Iist box.

5.2.5.3 Delete

This command all ows the Course Administrator to delete a highlighted CID
that has been nmanually added to the CID Table. Note that nanually added
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CiDs will be indicated with a check mark to the left of the CID on the
di al og box.

1. Fromthe CID Table selection list box (Figure 5-13), highlight the
desired nmanual | y added record.

2. Cdick on Delete.

a. If this CIDis a mandatory record, a nessage advi ses you that
the record cannot be deleted. Cick on OK This returns you
to the CID Table selection |ist box.

b. If this CIDis a manually added record, a nessage box appears
to confirmyour choice. Cick on Yes. This returns you to the
CI D Tabl e selection |ist box.

5.2.6 Staffing Status

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

The Staffing Status option is available only to the MCAIMS Prinmary System
Admi nistrator, within Gound Training Branch (GIB). This option allows you
to capture information in order to nonitor the staffing status for

CDDs/ PO's. You can produce a report about the status of these docunents
and edit status information about a selected course.

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, lists the service school code (SSC), CID, course
title, point of contact, section for each course pendi ng approval, and
recei pt date for the CDD letter. Were appropriate, dates are listed for
the CODD/PA letter, PO letter received, CDD approval, and |ast CDD PO
approval. Once a date is entered under PO approval, the course is ontted
fromthis report.

The Edit option presents a dial og box where you nay enter the staffing
status infornation that is available in the report, plus any entry for the
PO approval. When you enter a date under the PO field for a Submtted
version of a course in your database, an interface is invoked (through the
.IN file) to create a text file of selected CDD el enents for an approved
PO . The text file (named TRRMS. TXT) is saved into the TRRVS fol der.
Each evening, the TRRMS programmers electronically transfer that text file
fromthe server to the Trai ni ng Resource Requirenents Management System
(TRRVMB) to update their databases. Should you change a date previously
entered, MCAIMS will regenerate the data for submission to TRRVS only if
the new date is nore recent than the information previously submtted.

The TRRMS. TXT file contains the following CDD el enents, which are
described nmore fully in Appendix D. the course title, location, course |ID
ot her service course nunber, purpose, scope, length (peace tinme), length
(rmobi i zation), maxi mum cl ass capacity, optinmumclass capacity, mninum
cl ass capacity, class frequency, student prerequisites, MOS received, quota
control, funding, and reporting instructions.

1. dick on the Tools icon. The System Adm ni stration w ndow (Figure
5-01) opens.

2. Choose the Maintenance option on the nenu bar. This displays the
Mai nt enance drop-down menu (Figure 5-02).
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3. Choose CID Table. Another drop-down nmenu opens with four options
(CI D Tabl e Mai ntenance, Staffing Status, Credit Recommendation, and
CI D Report) (Figure 5-13).

HINT: In order for this option to be available to the MCAI M5
Primary System Administrator in G ound Training Branch, the proper
configuration settings nmust have been established during system
set up.

4. Then choose Staffing Status. The Staffing Status selection |ist
box (Figure 5-19) opens.

Staffing Status = 2 ¢ x|
D =
#W1 | MO3#N19 APPLIED EXPLOSIE 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__ [MO3D1CB PERSONNEL CLERK
01C  |M1001C1 PERSONMEL 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
Report | Edit | Exit |

Figure 5-19. Staffing Status

5. Refer to Table 5-13 for an explanation of the data fields appearing
in the dial og box.

Table 5-13. Staffing Status

| TEM DESCRI PTI ON

SSC Servi ce School Code. This code is a conponent of the CID and
is automatically built within the appropriate database when a
new CID is nanual |l y added

CID Course identifier or code representing an approved fornal
cour se.
Title Descriptive information identifying a formal course for the

correspondi ng SSC and CI D.

6. dick on the desired commuand button
5.2.6.1 Report

The Report conmand button allows you to produce a report of courses pending
approval by the CG Training Conmand. |In order for a course to be included
inthe report, an entry date nmust be entered (under Edit) for GIB s receipt
of the CDD for staffing. The report lists each SSC, CID, course title,

POC, section, and GIB' s receipt date of the CDD. Were appropriate, dates
are listed for the CDD/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.

1. Fromthe Staffing Status selection list box, click on Report. The
Choose Report or Text File dialog box (Figure 5-20) opens.
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" 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... |

Continue I Quit |
Fi gure 5-20. Choose Report or Text File

2. Referring to Table 5-14, nmake the appropriate sel ections.

Tabl e 5-14. 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

3. Cdick 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 System
Admi ni strati on wi ndow.

5.2.6.2

Edi t

The Edit command button allows you to enter and maintain staffing status
data for a selected course

1. Fromthe Staffing Status selection |ist box, select the desired
course and click on Edit. Note that you search by SSC by right-
clicking in the list box. The Status Staffing Information for
Course (Figure 5-21) opens for you to nake your entries.
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Staffing Status Information for

Date of School CDD Letter: 200205/27 Current Date
CDD Letter Received from School: 20020527 Current Date
CG, Training Command Approval of CDD: i Current Date

Last CDD Approval: 2002{05/16  Current Date
Date of School POl Letter: i Current Date
POI Letter Received from School: i Current Date
CG, Training Command Approval of POL: I Current Date
Last POl Approval: [2002/05/16  Current Date

Cognizant Section within GTB for CDDJPOI: |GCE
GTB POC for CDD/POL: |CONNIE SPRINGER

|

Clear | Save | Exit wio Save |

Figure 5-21. Status Staffing Information for Course

2. Referring to Table 5-15 for the format for your entry, enter the

appropriate dates and names in the fields provided.

As an

alternative, you may click on Current Date to enter today’'s date.

Table 5-15. Status Staffing Information for Course

| TEM DESCRI PTI ON PARAMETERS/
FORVAT
Dat e of School (CDD) Date the school sent the letter. yyyy/ mi dd
Letter
CDD Letter Received from|Date GIB receives the letter. yyyy/ mi dd
School Entering this date initiates
tracking the course via a report
in the system
CG Training Conmmand Date approval is granted for the yyyy/ mi dd
Approval of CDD devel opnent of a CDD. See Note
bel ow.
Last CDD Approval Date the nobst current CDD was yyyy/ mi dd
approved.
Dat e of School PO Date the school sent the letter. yyyy/ mi dd
Letter
PO Letter Received from|Date GIB receives letter. yyyy/ mi dd
School
CG Training Conmmand Date approval is granted for the yyyy/ mi dd
Approval of PO devel opnent of a PO. See Note
bel ow.
Last PO Approval Date the nost current PO was yyyy/ mi dd
approved
Cogni zant Section within | Nane of appropriate section Up to 10
GIB for CDD/ PO wi thin GIB responsible for al phanuneri c
noni toring the CDD and PO . characters
GIB POC for CDD/ PO Narme of appropriate anal yst Up to 25
wi thin GIB serving as point of al phanuneri c
contact regarding the CDD PO . characters

3. Cdick on the appropriate comand button.

a. |If you click on Clear, the systemreturns you to the Staffing
Status selection |ist box. A nessage box appears to provide
i nfornmati on about the clear process and inquires if you wish to

continue. If you click on Yes, the nessage box closes and the
date fields are cleared. Note that dates for the Last CDD/ PO
Approval are retained. |If you click on No, the nessage box

cl oses and the dates are retained.

b. If you click on Save, the system saves the data entered and

returns you to the System Adnministration w ndow.
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NOTE: When a date is entered and saved for either the CG Training
Command Approval of CDD or the CG Training Conmand Approval of PO
that is nore recent than the corresponding date in the database, an
export of selected information is automatically created. This
export file is provided to the Trai ni ng Resource Requirenent
Managenment Section (TRRVMB) within Training Conmand to maintain the
Marine Corps Fornal School Catalog. For a list of data elenents
transported to TRRMS, refer to the table in Paragraph D.2, Interface
Files, Appendix D, Tables of MCAIMS to TRRMS Interfaces.

5.2.7 Credit Recommendati on

HI NT: This option is unavailable to users outside Ground Training Branch.

The Credit Recommendation option is available only to the MCAIMS Primary
System Admi nistrator, within Ground Training Branch (GIB). This option

all ows you to capture information to be used to nonitor the Anerican
Counci| on Education (ACE) review process for CDDs/POs. You can produce a
report listing courses pending ACE reconmendati ons and edit tracking
information for a sel ected course.

1. dick on the Tools icon. The System Adm ni stration w ndow (Figure
5-01) opens.

2. Choose the Maintenance option on the nenu bar. This displays the
Mai nt enance drop-down menu (Figure 5-02).

3. Choose CID Table. Another drop-down nmenu opens with four options
(CI D Tabl e Mai ntenance, Staffing Status, Credit Recommendation, and
CI D Report) (Figure 5-13).

HINT: In order for this option to be available to the MCAI M5
Primary System Administrator in G ound Training Branch, the proper
configuration settings nust have been established during system
set up.

4. Choose Credit Recommendation. The Credit Reconmmendation sel ection
list box (Figure 5-22) opens.

Credit Recommendation x|
D N
018 M100151 UNIT DIARY CLERK
01T Mo301T8 ADMINISTRATIVE CLERK
01T M1001T1 ADMINISTRATIVE CLERK
01y ANG01Y1 LEGAL ASSISTANCE
020 240201 SINHALESE
02A FO702A1 IMAGERY ANALYSIS APPRENTICE
0zm Co302M1 NATIONAL SENIOR INTELLIGENCE COURSE (NSIC)
031 MO30314 INFANTRY RIFLEMAN COURSE
031 M100312 INFANTRY RIFLEMAN COURSE
032 FO20321 TROPICAL WEATHER ANALYSIS AND FORECASTING
033 MO30334 MACHINE GUNNER
033 M100332 MACHINE GUNNER
034 MO30344 MORTARMAN COURSE
Report | Edit | Exit |

Figure 5-22. Credit Recommendati on

5. Referring to Table 5-16 for an explanation of the data fields
appearing in the dialog box, select the desired CID.

Tabl e 5-16. Credit Reconmendati on
| TEM DESCRI PTI ON
SSC Servi ce School Code. This code is a conponent of the CID and
is automatically built within the appropriate database when a
new CID is manual | y added.
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| TEM DESCRI PTI ON
CID Course identifier or code representing an approved fornal
cour se.
Title Descriptive information identifying a formal course.

6. dick on the desired commuand button

5.2.7.1 Report

The Report conmand button allows you to produce a report of courses pending

ACE accreditation.
entry date nust be entered (under Edit) that an email
The report lists each SSC, CID, course title,
sent. Once a date is entered under ACE approva
the course is omtted fromthis report.

for

1. Fromthe Credit Recomnmendati on sel ection |ist box,

The Choose Report or Text

x|

" Save report as a text file

Enter the number of lines per page to be used when saving the report(s).

and the date the emmi
t he sel ected course,

In order for a course to be included in the report, an
has been sent to ACE

was

click on Report.
File dialog box (Figure 5-23) opens.

Lines: W
Enter the file name[s] to be used when saving the report(s).
| Browse... |
Continue I Quit |
Fi gure 5-23. Choose Report or Text File
2. Referring to Table 5-17, nmake the appropriate sel ections.
Table 5-17. Choose Report or Text File
| TEM DESCRI PTI ON PARAMETERS/
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

3. dick on Continue.
Recommendati on report is displayed.
Text File,
System Adm ni strati on wi ndow.

If you chose Preview Print

Version 4.0
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The Edit command button allows you to enter and maintain tracking
i nfornmati on about the ACE course review process for a selected SSC

1. Fromthe Credit

desired course and click on Edit.
right-clicking in the list

Recomendati on sel ection |i st

box, choose the
Not e that you search by SSC by

box. The Credit Recommendati on

Information for Course (Figure 5-24) opens.

ACE Letter Drafted:
ACE Letter Signed:
ACE Letter Mailed:
Email Sent to ACE:

Email Acknowledged by ACE: i Current Date

ACE Responded:

School Notified of ACE Credit: [ 7 1 Current Date| Type of Credit:

Semester Hours Credited:
Field of Credit: |

ACE Recommendation Effective: I 11! Current Qalel

Credit Recommendation Information for FO702A1 = =

IW Current Date
[2002/05727  [CHFERTLAE
IT Current Date
IT Current Date

IN) Current Date
0.00

Save | Exit wjo Save |

Fi gure 5-24.

2. Referring to Table 5-18 for the fornmat for your entry,
appropriate dates and names in the fields provided.
you may click on Current

alternative,

Credit Recommendation Information for Course

enter the
As an

Date to enter today’'s date.

Tabl e 5-18. Credit Recommendation Information for Course
| TEM DESCRI PTI ON PARAVETERS/
FORVAT

ACE Letter Drafted Date the school drafted a letter yyyy/ mi dd
to ACE with a course for
eval uati on.

ACE Letter Signed Date letter to ACE is signed. yyyy/ mi dd

ACE Letter Mailed Date letter to ACE is mail ed. yyyy/ mi dd

Emai | Sent to ACE Date emanil to ACE is sent. yyyy/ mi dd

Emai | Acknow edged by Date the email 1s acknow edged by |yyyy/ nmi dd

ACE ACE.

ACE Responded Dat e ACE acknow edges the emmil. yyyy/ mi dd

School Notified of ACE Date ACE notifies school of yyyy/ mi dd

Credit credit.

Type of Credit Usi ng your arrow key, choose the appropriate
credit (college, vocational, or none) in the
dr op- down box.

Senester Hours Credited | The nunmber of senester hour hh/ mm
credits that ACE allows for this
cour se.

Field of Credit The field in which the credit is Up to 25
applied (e.g., Humanities, al phanuneri c
Busi ness) characters

ACE Recomendat i on The date that the credit is yyyy/ mi dd

Ef fective effective.

3. dick on Save.

The system saves the data entered and returns

you to the System Admi nistration w ndow.
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5.2.8 C D Export

The CI D Export option is available only to the MCAIMS Primary System

Admi nistrator, within Gound Training Branch (GIB). This option enables
you to produce a conma delinited text file that can be used with M crosoft
Access as a managenment tool. You may capture either current or historica
CI D data

The sane fields of information are available for either text file.
The fields are as follows: CID, course title, SSC, ACE letter drafted, ACE
letter signed, ACE letter namiled, email sent to ACE, email acknow edged by
ACE, ACE response, school notified of ACE credit, type of credit, semester
hours credited, field of credit, ACE reconmendation effective, GIB section
GIB poi nt of contact, last CDD, last PO, CDD/PO letter, CDD/PO letter
recei ved, CDD approval, and |ast CDD/ PO approval

1. dick on the Tools icon. The System Adm ni stration w ndow (Figure
5-01) opens.

2. Choose the Maintenance option on the nenu bar. This displays the
Mai nt enance drop-down menu (Figure 5-02).

3. Choose CID Table. Another drop-down nmenu opens with four options
(CI D Tabl e Mai ntenance, Staffing Status, Credit Recommendation, and
CI D Report) (Figure 5-13).

HINT: In order for this option to be available to the MCAI M5
Primary System Administrator in G ound Training Branch, the proper
configuration settings nmust have been established during system
set up.

4. Choose CID Export. Then choose either Current CID Data or
Hi storical CID Data. The Save As dial og box (Figure 5-25) opens.

ave As

File name: Folders:
[=.txt c:imcaimspciy2k 30htemp z
' e =

23 meaimspc

29 »2k30

5 temp

[ Read only

List files of type: Drives:
ITexl Files _j l (=] _j

Figure 5-25. Save As

5. Assign the desired name and | ocation in the dialog box and click on
OK.  This returns you to the System Adm ni strati on w ndow.

5.2.9 Report Headi ngs

This selection allows you to edit default report headings that will appear
above the normal report title. For exanple, you mght want to add an
activity name and address. The report heading you add here will appear at

the top of all reports for the designated course and status. A Primary
System Admi ni strator can edit report headings for any course. A Course
Adm ni strator can view all report headings but edit report headings for
only those courses to which he/she has access.
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1. dick on the Tools icon. The System Adm ni stration w ndow (Figure
5-01) opens.

2. Choose the Utilities option on the nenu bar. This displays the
Mai nt enance drop-down nmenu (Figure 5-02).

3. Choose Report Headings. The Report Headi ngs dial og box (Figure 5-
26) opens.

Report Headings g ﬂ
COURSE ID STATUS ]
MOZRGU4 APPROVED .
MO2ZRMG4 WORKING

MOZRMG4 APPROVED

-

BASIC OFFICER COURSE
Report Headings [Editable)
BASIC OFFICER COURSE
THE BASIC SCHOOL

NOTE: Enter the correct information for each line, as it is to appear on all printed
reports. DO NOT CENTER this text, it will be centered automatically.

Save | Exit |

Figure 5-26. Report Headi ngs

4. Referring to Table 5-19, enter the appropriate information.

Tabl e 5-19. Report Headi ngs
| TEM DESCRI PTI ON PARAMETERS/
FORVAT
Course 1D Li st of courses previously entered. Scroll through the
selection list and select the desired course and status.
When the cursor rests on a course IDin the selection |ist,
its title is displayed beneath it.

St at us Status (Working, Locally Approved, or Submtted) of the
sel ected course
Report Blank field of 4-1ines for your input. The 64
Headi ngs letters will appear capitalized and centered al phanuneri c
on the report. characters
per line

5. dick on Save. A nmessage box informs you that the headi ng has been
saved.

6. Cick on Exit. This returns you to the System Admi nistration
wi ndow.

5.2.10 User Fields

This selection allows the Course Adm nistrator to establish and edit user
field screen descriptions for each course, regardl ess of status, to which
he/ she has access. Every class established under a course will have the
sanme user field requirenments. The user field screen descriptions wll
appear as part of each student's record (Paragraphs 8.3.3.3, Serv3 tab, and
8.3.3.13, History tab). A Course Adninistrator may al so view the data for
all of the avail abl e Approved courses.

1. dick on the Tools icon. The System Adm ni stration w ndow (Figure
5-01) opens.

2. Choose the Maintenance option on the nenu bar. This displays the
Mai nt enance drop-down nmenu (Figure 5-02).

3. Choose User Fields. The User Field Screen Descriptions dialog box
(Figure 5-27) opens.
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User Field Screen Descriptions: = x|
COURSE ID COURSE TITLE [«]
M02HZ2C4 RESERVE INFANTRY OFFICER COURSE .

MO2H4R4
MO2RGLM4

CLOSE COMBAT INSTRUCTOR TRAINER COURSE
/INFANTRY OFFICER COURSE |

Editable

=

User Field Screen Descriptions

Field | (Num.10): [SHOE SIZE Field 6 [Char.30): [FRIENDS
Field 2 (Date,8): [COLLGRAD | Field 7 (Char.30): [sPC

Field 3 (Char,30): W Field 8 [Char, 30J: W
Field 4 (Char,30): [BOQ ROOM Fleld 9 [Char,30): [ASSIGNMET
Field & [Char,30): W Field 10 [Memo): W

Save | Exit |

Figure 5-27. User Field Screen Descriptions
4. Referring to Table 5-20, select the desired course and enter the
appropriate information.
Tabl e 5-20. User Field Screen Descriptions
| TEM DESCRI PTI ON PARAVETERS/
FORVAT

Untitled List of all courses previously entered in MCAIMS. Each
course, identified by course ID and title, is represented
only once in the list, regardless of its status. Each class
that is built on a specific course in the systemw || inherit
the user field nanme descriptions for that course. Wen the
cursor rests on a course IDin the selection list, the data
fields in the User Field Screen Descriptions below will
reflect the appropriate field nane for the data required for
t hat course.

Edi t abl e
User Field Screen Descriptions

Field 1 User enters the desired field nane for a 10
nuneric field (length of 10) that wll appear al phanuneri c
on the student record of every student in all characters
cl asses associated with the sel ected course.

Field 2 User enters the desired field name for a date 10
field (length of 8 that will appear on the al phanuneri c
student record of every student in all classes characters
associ ated with the sel ected course

Fields 3-9 |User enters the desired field nane for a 10
character field (length of 30) that will appear |al phanumeric
on the student record of every student in all characters
cl asses associated with the sel ected course.

Field 10 User enters the desired field nane for a meno 10

field (up to 64,000 al phanuneric characters)
that will appear on the student record of every
student in all classes associated with the

sel ected course

al phanuneri c
characters

5. dick on Save.

A nessage box inforns you that the record has been

saved.

6. dick on K
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5.3 UTILITIES

Al'l eight nmenu options under the Uilities drop-down nenu are limted to
the Primary System Admi nistrator who is responsi ble for protecting and

mai nt ai ni ng the system databases and controlling user access. The nenu
options include pack-and-index databases; schedul e an unattended pack-and-
i ndex; make backup copies of MCAIMS systemfiles; restore MCAIMS files;
grant user access to the system nodul es, functions, and courses under the
User I D Table; create a user ID report, which identifies the functions and
courses to which each user has access; and view a user |og, detailing user
activity in the system These responsibilities cannot be del egated to
Cour se Adni ni strators.

5.3.1 Pack-N I ndex

This selection allows only the Primary System Administrator to run a pack
and i ndex of the databases. To pack a database renpves itens that have
been narked for deletion fromit. Then the updated database is indexed.

It is important for the Primary System Adm nistrator to performthis

mai nt enance function on an as needed basis (whenever there is nuch activity
in the systemsuch as adding or deleting) and on a regul ar basis for

optinmal efficiency of the system

HINT: |f you attenpt to performa pack-n-index procedure while any users
are logged into MCAIMS, you receive a nessage advising you that the process
cannot be perforned at this tine. A list of the users and the nodul es they
are using appears on the screen. Ask those users to exit while you perform
this function. |If all users have exited MCAI M5 and you still cannot
performthis option, clear the User Log and try again. |f users attenpt to
log on to the systemduring the Pack-N-1ndex process, they will receive a
nmessage advi sing that mai ntenance is being perforned and to contact you for
gui dance concerning the availability of MCAI MS

1. dick on the Tools icon. The System Admi nistration w ndow (Figure
5-01) opens.

2. Choose the Uilities option on the nenu bar. This displays the
Utilities drop-down menu (Figure 5-28).

1 System Administration

Filz Maintenance | Utilities

_ [LET] & Pack-MN- Index 3
|Hgl henu i b

Unattended Pack
Backup MCAIMS Files
Restore MCAIMS Files
ITS Update

User 1D Tables
User ID Report k
Lser Log 3

Figure 5-28. UWilities Drop-down Menu

3. Choose Pack-N-Index. This displays the Pack-N-Index drop-down nenu
(Figure 5-29).
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i System Administration

File Maintenance ’W

|||ﬂl Main Pack -M- Index Pack all

Menu J Unattended Pack. 3
Backup MCAIMS Files
Restore MCAIMS Files
ITS Update

Syskem

Curriculurn
Student
Ewaluakion

User ID Tables
User I Repork »
User Log 3

Fi gure 5-29. Pack-N-Index Drop-down Menu

4. Choose the desired option. |If users are still logged into the
system you will receive an advisory nmessage and the function wll
not be perfornmed. Oherw se, the system perforns the chosen
operation.

a. |If you choose Pack All, MCAIMS first perfornms a system backup.
Then a nessage box displays the status of the pack-and-index
process. Wen conpleted, a nessage so advises you. dick on
K. The systemreturns you to the System Admi nistration
wi ndow.

b. If you choose System Curriculumor Evaluation, a message box
di spl ays the status of the pack-and-index process. Wen
conpl eted, a nessage so advises you. Cick on OK The system
returns you to the System Adm nistrati on wi ndow.

Not e that MCAI M5 does not perform a system backup prior to
packi ng and i ndexi ng the selected nodule. For the protection
of your data, ensure that you have a current backup in case you
have corruption of data during the pack and index process.

c. |If you choose Student and one or nore classes have been
created, the Select Cass Records to Pack and | ndex dial og box
(Figure 5-30) opens.

Select Class Records to Pack and Index i B
(ol 1] ' Multiple Selected Records
COURSEID FY CLASSID B
MOZRMG4 03 2003003
MOZRMG4 03 2003100
MOZRMG4 03 2003200
MOZRMG4 03 2003300 j
| -
Class Title
BRAYO INTERNATIONAL OFFICERS
Start Pack | Quit |

Figure 5-30. Select Cass Records to Pack and | ndex
(1) Referring to Table 5-21, schedul e the operation.

Tabl e 5-21. Select O ass Records to Pack and | ndex

| TEM DESCRI PTI ON
All Clicking on this radio button selects all the cl asses.
Mul tiple Clicking on this radio button allows you to sel ect each
Sel ect ed cl ass one by one. For each class you wi sh to include,
Recor ds doubl e-click in the field bel ow
Course 1D Uni que code assigned to this specific course.
FY Fi scal year for the particular class.
Class ID Desi gnator for cl ass.
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| TEM DESCRI PTI ON
Class Title Descriptive nane of the class.

(2) dick on Start Pack. A status bar depicts the progress of
the operation. Then MCAIMS returns you to the System
Admi ni stration wi ndow. A nmessage then advi ses you that
t he pack-and-index routine is conplete. dick on K

5.3.2 Unattended Pack

This selection allows the Primary System Adm nistrator to schedul e an
unattended pack and index of the databases at a convenient time (normally
when no one will be using MCAIMS). This activity can be schedul ed for
overni ght or during the weekend, when the systemis |east being used. For
exanpl e, you might schedule this activity for five consecutive evenings at
6:00 p.m Be sure to coordinate with network personnel so that your pack
and index will not conflict with network nmaintenance (i.e., backup of
server infornmation).

If a user logs on when an unattended pack is schedul ed, the user wll
be advi sed of the schedul ed pack-and-i ndex and will be requested to exit
MCAIMS prior to its execution. On the date that an Unattended Pack and
I ndex has been schedul ed, the Primary System Admi nistrator will be advised
(at logon and logoff) not to log off until the Pack-and-Index is conplete.

HINT: |f you attenpt to performa schedul ed pack-n-index procedure while
any users are |ogged into MCAI M5, you receive a nessage advising you that
the process cannot be perforned at this time. A list of the users and the
nodul es they are using appears on the screen. Ask those users to exit
while you performthis function. |If all users have exited MCAIMS and you
still cannot performthis option, clear the User Log and try again. |If
users attenpt to log on to the systemduring the Pack- NI ndex process, they
will receive a nmessage advising that naintenance is being perforned and to
contact you for guidance concerning the availability of MCAI M

1. dick on the Tools icon. The System Adm ni stration w ndow (Figure
5-01) opens.

2. Choose the Utilities option on the nenu bar. This displays the
Uilities drop-down nenu (Figure 5-28).

3. Choose Unattended Pack and then choose Schedule. The Pack & I ndex
Schedul e di al og box (Figure 5-31) opens.

Pack & Index Schedule 2=l

Starting Date: I 20030709
Starting Time: I 1830

Repeat Every Day for | 3 Days

Save | Quit |

Figure 5-31. Pack & Index Schedul e
4. Referring to Table 5-22, schedul e the operation
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Tabl e 5-22. Pack and | ndex Schedul e

| TEM DESCRI PTI ON PARAMVETERS/
FORNMAT
Starting Date |Date for the pack and i ndex to begin. yyyyy/ nmi dd
Starting Time |Tine for the pack and i ndex to begin. 00: 00
Repeat Every The nunber of consecutive days to repeat the [Up to 2
Day for _ Days | pack and index process. digits

5. dick on Save. This returns you to the System Adnministration
wi ndow.

5.3.3 Backup MCAINMS Fil es

This selection allows the Primary System Adninistrator to create a backup
of all MCAIMS database files for all courses currently on your system The
backup does not include all system archives previously perforned (e.g.
archived duties, tasks, concept cards, and courses). To protect previously
archived files, you should copy themto a diskette or another PC. Note
that only test question information is encrypted and password protected;

t he other backed up MCAIMS files are not. Attenpt to restore files only

t hrough MCAI M5 and not through DOS or any other zip utilities.

HINT: |f you attenpt to create a system backup while any users are | ogged
into MCAIMS, you receive a nessage advi sing you that the process cannot be
perfornmed at this tine. A list of the users and the nodul es they are using
appears on the screen. Ask those users to exit while you performthis
function. If all users have exited MCAIMS and you still cannot perform
this option, clear the User Log and try again. |If users attenpt to |log on
to the systemduring the backup process, they will receive a nessage
advi si ng that mai ntenance is being perforned and to contact you for

gui dance concerning the availability of MCAI MS

1. dick on the Tools icon. The System Adm ni stration w ndow (Figure
5-01) opens.

2. Choose the Utilities option on the nenu bar. This displays the
Uilities drop-down nenu (Figure 5-28).

3. Choose Backup MCAIMs Files. The Backup for MCAIMS dial og box opens
for you to record the nane and | ocation under which to save the
saved file.

4. After assigning the desired nane and | ocation, click on Open. Your
screen will turn black while it adds records to the conpressed
file. Then a nessage box appears to advise you that file
XXXXXXXX. ZI P has been creat ed.

5. dick on OK.  This returns you to the System Adm nistrati on wi ndow.

5.3.4 Restore MCAIMS Files

This selection allows the Primary System Adninistrator to restore a MCAI MS
backup file. Note that all backed up MCAIMS files are encrypted and
password protected. This neans you can restore files only through MCAI MS
and not through DOS or any other zip utilities.

HI NT: Before you restore MCAIMS files, be sure to back up current MCAlI M5

files (Paragraph 5.3.3). This step will ensure that you will not |ose any
data if the restored files contain any corrupted data.
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HINT: |If you attenpt to restore MCAIMS backup files while any users are

| ogged into MCAIMS, you receive a nessage advising you that the process
cannot be performed at this tine. A list of the users and the nodul es they
are using appears on the screen. Ask those users to exit while you perform
this function. |If all users have exited MCAI M5 and you still cannot
performthis option, clear the User Log and try again. |If users attenpt to
log on to the systemduring the restoration process, they will receive a
nmessage advi sing that mai ntenance is being perforned and to contact you for
gui dance concerning the availability of MCAI MS

1. Before you restore MCAIMS files, be sure to back up MCAIMS files
(Paragraph 5.3.6). This step will ensure that you will not |ose
any data if the restored files contain any corrupted data.

2. dick on the Tools icon. The System Adm ni stration w ndow (Figure
5-01) opens.

3. Choose the Utilities option on the nenu bar. This displays the
Uilities drop-down nenu (Figure 5-28).

4. Choose Restore MCAIMS Files. |If users are still logged into the
system you will receive an advisory nmessage and the function wll
not be perfornmed. Oherw se, a nessage box appears to i nform you
that this will overwite your current version of MCAIM5 and to
confirmyour choice.

5. dick on Yes. The Restore All for MCAIMS di al og box opens for you
to record the nane and location of the file you wish to restore.

6. After assigning the desired nane and | ocation, click on Qpen. Your
screen will turn black while it restores records fromthe
conpressed file. The system packs and i ndexes the data without
user intervention. Then a nessage advi ses that the restoration of
MCAIMS files is now conpl ete.

7. dick on OK. This returns you to the System Adm nistrati on wi ndow.

5.3.5 |ITS Update

This function is currently unavail abl e.

5.3.6 User |ID Tables

This selection allows the Primary System Adninistrator to maintain the User
ID Tables. This function allows you to assign security access to users for
speci fic nodul es, functions, and courses.

1. dick on the Tools icon. The System Adm ni stration w ndow (Figure
5-01) opens.

2. Choose the Utilities option on the nenu bar. This displays the
Uilities drop-down nenu (Figure 5-28).

3. Choose User ID Tables. The User Id Table Mintenance sel ection
list box (Figure 5-32) opens.
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User ID Table Maintenance : |
USER ID DESCRIPTION [ <]
PHILLIPS WARFIGHTING INSTRUCTOR
PRESLEY ALPHA COMPANY SPC
SCHEAFFER CURRICULUM DEVELOPER
SCHULTE CHARLIE COMPANY COMMANDER
SHERIDAN CURRICULUM DEVELOPER
SHERRILL STUDENT PERSONNEL OFFICER
SHUE COMMANIDING OFFICER
SMITH CHARLES TESTING 0IC
SMITH JAMES CHARLIE COMPANY SPC N
SMITH SALLY COURSE OFFICER
STOUFFER INDIA COMPANY SPC
STUDENT MIKE COMPANY ADMIN

Add | Edit | Delete | Courses | Quit |

Figure 5-32. User | D Table Mintenance

4. Refer to Table 5-23 for an explanation of the data fields appearing
in the dial og box.

Tabl e 5-23. User Tabl e Mi ntenance

| TEM DESCRI PTI ON

User ID Code representing an authorized user of MCAI M5

Description |Descriptive information associated with User ID, as in ful
nane or job title.

5. dick on the desired commuand button
5.3.6.1 Add

This conmand allows the Prinary System Administrator to add a user to the
User | D Tabl e.

1. Fromthe User |ID Table Muintenance selection |ist box, click on
Add. The User ID Table Add selection list box (Figure 5-33) opens.

User ID Table Add x|
~Access Rights
USER ID
JONES System Ewaluation
[~ Maintenance " Tables
Utiliti i
e [~ Wtilities I_Maln.tenance
CURRICULUM DEVELOPER| " Scoring
I” Reports
Curriculum Student
[~ Tables " Tables
PASSWORD  Mai I Mai
" Reporis I History
Report:
Save | Exit wio Save | e

Figure 5-33. User |ID Table Add

2. Referring to Table 5-24 for an explanation of the data fields,
conplete information in the first three fields as required and
click beside the desired access rights.

NOTE: Users who have not been assigned access to the System

Admi ni stration, Curriculum Managenent, and Eval uati on Managenent
nodul es and who attenpt to access the nodule will receive a nessage
advi sing that access is denied and to contact the system

adm ni strator. However, users not assigned to the Student nodul e
can still view the student records (Paragraph 8.3.3). Oherw se,
users can access those nodul es and functions to which they have
been granted access.
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Tabl e 5-24. User | D Table Add
| TEM DESCRI PTI ON PARAVETERS/
FORVAT
User 1D Code representing an authorized user of Up to 30
MCAI M5. Note that you cannot create an al phanuneri c
additional User ID of “Admn.” This unique characters
IDis a reserved nane for the MCAIMS Prinary
Syst em Admi ni strator.
Description |Descriptive information associated with User Up to 180
ID, as in full nanme or job title. al phanuneri c
characters
Passwor d Encrypted code assigned to a user to protect Up to 8
the system from unaut hori zed access. al phanuneri c
characters
System Access rights include Course, O ass, Export Files, Course
Mai nt enance | Conpari son Report, CID Table, Report Headi ngs, and User
Fi el ds.
System Access rights include Pack-N-Index, Unattended Pack, Backup
Uilities MCAI M5 Files, Restore MCAIMS Files, ITS Update, User ID
Tabl es, User |ID Report, and User Log.
Curriculum Access rights include Method Codes, Medi a Codes,
Tabl es Ref erences, and CI D Tabl e functi ons.
Curriculum Access rights include Annex, Duty, Task, Learning

Mai nt enance

oj ective, Concept Card, Signature Bl ock, Course
Statistics, CDD, and PO functions.

Curriculum
Reports

Access rights include Task Inventory, Learning Analysis,
Concept Card, Hours by Lesson, Hours by Method, Methods by
Lesson, Learning Objectives, References, Sumary of Exam
Concept Cards, Student Advance Sheet, Course Statistics,
Ammuni tion, CDD for Subm ssion, and Downgrade Justification
reports.

Curriculum
PO Reports

Access rights include PO Record of Changes, PO Preface,
PO Table of Contents, PO CDD, PO Sumary of Hours, PO
Scope of Annexes, PO Introduction, PO Student Eval uation,
PO Distribution, and PO for Subm ssion reports.

Eval uati on:
Tabl es

Access rights include the PFT Grade Table Editor function.

Eval uati on:
Mai nt enance

Access rights include functions for Test Itens, Exam
Cat egori es, Academ ¢ and Non- Acadeni c Master Test, and
Questionnaire at the Course Level and C ass Level.

Eval uati on: Access rights include ScanTools File, Manual Entry,

Scori ng Chal |l enge Test Iten(s), and C ear Test Scores for a C ass.

Eval uati on: Access rights include reports under Test Statistics, Test

Reports Resul ts, Individual Response, Absentee/Failure, Incorrect
Response, GPA/ O ass Standi ngs, GPA Attainable, PFT
Prelimnnary, PFT Final, PFT Statistics, Non-Conpletion/
Failure, Test Inventory, Totals to Date, Test Wight, and
Questionnaire Results.

St udent : Access rights include functions under Rank/ Grade, MJXS, and

Tabl es RUC.

St udent : Access rights include functions under O ass, Add Student

Mai nt enance

Record, Edit/View Student Record, Change Student Status
(Assign Student, Delete Student, Drop Student, Graduate
Student, Reverse Student Status), Goup Process - Edit, and
Group Process - PFT. Note that if no rights are assigned,
you can access the Edit/View Student Record for view ng.

St udent : Access rights include functions under Student Hi story, PFT
Hi story Hi story, Backup, and Restore.
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| TEM DESCRI PTI ON PARAVETERS/
FORVAT
St udent : Access rights include ASVAB, C ass, Cass Input, Duty - MOS
Reports Preference, GPA/ Cl ass Standi ngs, MOS Recommendati ons,

Personal |nformation, Personal Verification, PFT
Prelimnary, PFT Final, PFT Statistics, Statistics, Student
Attritions, Training, Student Data Export, and Diploma
reports.

HI NT: Access rights assigned to a User ID dictate the |evel of
access that individual has in all courses associated with that User
ID. If different levels of access are desired for different
courses, assign the individual multiple User IDs and nodify the
access rights and courses associated with each

3. dick on Save. This returns you to the User |D Tabl e Maintenance
sel ection |ist box.

5.3.6.2 Edit

This conmand allows the Prinary System Administrator to edit infornmation
about a highlighted user in the User ID Table. Note that you cannot edit a
user's ID while the user is logged into MCAIMS. A nessage will advise you
that the individual is |ogged in.

1. Fromthe User ID Tabl e Mintenance selection |ist box (Figure 5-
32), click on Edit. A dialog box similar to the one in Figure 5-11
opens.

2. Referring to Table 5-24 for an explanation of the data fields, edit
information in each field as required.

3. dick on Save. This returns you to the User |D Tabl e Maintenance
sel ection |ist box.
5.3.6.3 Delete

This conmand allows the Prinary System Administrator to delete a user from
the User ID Table. Note that you cannot delete a user's ID while the user
is | ogged into MCAI MS,

1. Fromthe User ID Table Mintenance selection |ist box (Figure 5-
32), highlight the desired record.

Cick on Delete. A nessage box appears to confirmyour choice.

Gick on Yes. This returns you to the User ID Table Maintenance
sel ection |ist box.

5.3.6.4 Courses

This conmand allows the Prinary System Administrator to select the specific
courses to which the highlighted user will have access. Access to
appropriate courses nust be created for each authorized user except for the
Prinmary System Administrator who autonatically has access to each course
created.

1. Fromthe User ID Tabl e Maintenance selection |ist box (Figure 5-
32), highlight the desired user
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2. dick on Courses. The dialog box in Figure 5-34 opens. Note that

you can re-sort the courses by course title or CIDif you so choose
(refer to Paragraph 5.2.1.8).

Course Access Maintenance ﬂﬂ
COURSE ID STATUS DESCRIPTION -
I0CTRBU WORKING 10C TRAINING & READINESS BACKUP _I
10CWORK WORKING INFANTRY OFFICER COURSE
M02H2C4 WORKING RESERVE INFANTRY OFFICER COURSE
MO2H4R4 WORKING MARTIAL ARTS INSTRUCTOR TRAINER COURSE
MOZH4R4 APPROVED CLOSE COMBAT INSTRUCTOR TRAINER COURSE

| |MOZH4R4 SUBMITTED CLOSE COMBAT INSTRUCTOR TRAINER COURSE
MO2RZT4 WORKING WARRANT OFFICER RESERVE (SHOR'
~/ MOZRGU4 WORKING INFANTRY OFFICER COURSE
MOZRGL4 APPROVED INFANTRY OFFICER COURSE
MO2RMG4 WORKING BASIC OFFICER COURSE
MO2ZRMG4 APPROVED BASIC OFFICER COURSE
MO2ZRMG4 SUBMITTED BASIC OFFICER COURSE
[l
Sort | Select | Done |

Figure 5-34. Course Access Mi ntenance

3. Move the cursor over the desired course and click on Select. You
can al so double-click on a course to select it. Note that a

checkmark appears to the left of the Course ID for each sel ected
cour se.

Repeat Step 3 for each course to which the user requires access.

5. Cdick on Done. This returns you to the User |ID Table Maintenance
sel ection |ist box.

HI NT: Access rights assigned to a User ID dictate the |evel of
access that individual has in all courses associated with that User
ID. If different levels of access are desired for different
courses, assign the individual multiple User IDs and nodify the
access rights and courses associated with each

5.3.7 User ID Report

This selection allows the Primary System Adninistrator to print two
reports. The User ID Report by User IDidentifies all users, their access
to specific functions, and their access to specific courses. The User 1D
Report by Course lists every course in MCAIMS and identifies each course by

its CID and title, its status (Wrking, Approved, or Submitted), and every
user who have access to the course.

1. dick on the Tools icon. The System Admi nistration w ndow (Figure
5-01) opens.

2. dick onthe Uilities option on the nenu bar. This displays the
Utilities drop-down menu (Figure 5-28).

3. Choose User ID Report. The User |D drop-down nenu (Figure 5-35)
di spl ays two choices: By User |ID and By Course.
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i System Administration
Eile Maintenance | Ukilities

|||ﬂl Main E Pack -M- Index »
ey Unattended Pack. 4
Backup MCAIMS Files

Restore MCAIMS Files
IT5 Update

ser ID Tables
ser ID Report Ev User ID
E rse

ser Log »

Figure 5-35. User |ID Report Menu

If you click on either choice, the respective report is displayed
for you to preview

Click on either the Printer or the Door icon. Either selection
returns you to the System Admi nistrati on wi ndow.

5.3.8 User Log

This selection allows the Primary System Adm nistrator to view a | og of all
users who were or currently are |logged on to MCAIM5. The system all ows you
to save the report to a text file. The date and tine of the | ogon/l ogoff

wil |

be presented. The records may al so be del et ed.

Cick on the Tools icon. The System Admi nistration wi ndow (Figure
5-01) opens.

Choose the Utilities option on the nenu bar. This displays the
Uilities drop-down nenu (Figure 5-28).

Choose User Log. The User Log drop-down nmenu (Figure 5-36)
di spl ays two choices: View and C ear

i System Administration
Eile Maintenance | Ukilities

|||ﬂl Mzin E Pack -M- Indez 3
leny Unattended Pack, r
Backup MCAIMS Files

Restare MCAIMS Files
IT5 Update

Idser ID Tables
User ID Report
User Log

Figure 5-36. User Log Menu

a. |If you choose View, the User Log Report dial og box (Figure 5-37)
opens.
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User Log Report ﬂﬂ
~Select
£ [USERID B
& ADMIN
" Selected Records CARTER
[ |

" Time Period

Start Date: | 2003/07.09
| [
End Date; |2003/0702

Start Report

Quit

Figure 5-37. User Log Report

(1) Referring to Table 5-25, nmke the appropriate sel ections.
Tabl e 5-25. User Log Report
| TEM DESCRI PTI ON

All

This default button wll
| ogged i nto MCAI M5

present a report on every user

Sel ect ed Records

Select this button for a report on specific users

| ogged into MCAIMS. Using the nmultiple select feature,
you nust indicate the desired user(s) in the selection
list box to the right.

Ti me Peri od

Click this checkbox if you wsh a report on every user
| ogged into MCAIMS over a specific tinme period. This
enables the Start and End Date fiel ds bel ow

Start Date If you selected Tine Period, enter the start date
(yyyy\ nm dd) . . .

End Date If you selected Tine Period, enter the end date
(yyyy\ nm dd) . . .

User 1D Sel ection list box displaying the User I D of every user

who has been | ogged into MCAIMS since the last tine the

|l og was cleared. |If you chose Sel ected Records, you
must sel ect each user you wish to include in the
report, using the nmultiple select feature.

(2) dick on Start Report. The Choose Report or Text File

Version 4.0

di al og box (Figure 5-38) opens.

" Save report as a text file

Enter the number of lines per page to be used when saving the report(s).

Lines: [0
Enter the file name(s) to be used when saving the report(s).
| Browse... |
Figure 5-38. Choose Report or Text File
(a) Referring to Table 5-26, nmake the appropriate

sel ecti ons.
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Tabl e 5-26. 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 User Log Report is displayed. |If you
chose Save Report to Text File, the systemreturns
you to the System Admi ni stration wi ndow.
b. If you choose O ear, a nmessage box appears to confirm your w sh

Version 4.0

and advise you that all entries except for personnel currently
logged in will be deleted fromthe Log if you continue. dick
on Yes. The systemdisplays the clearing process and returns
you to the Systens Adm ni stration w ndow.

9/ 25/ 03




MCAI M5 32 USER S NMANUAL

(This page intentionally left blank.)

Version 4.0 5-76 9/ 25/ 03



	SYSTEM ADMINISTRATION
	SYSTEM ADMINISTRATION OVERVIEW
	System Administration Main Window
	MCAIMS Primary System Administrator's Role
	Course Administrator

	MAINTENANCE
	Course
	Add
	Edit
	Delete
	Copy
	Archive
	Retrieve
	Status
	Sort

	Class
	Add
	Edit
	Register
	Start
	Graduate
	Ungraduate
	Upload

	Delete
	Archive
	Retrieve
	Statistics

	Export Files
	Create CDD/POI Export
	Import CDD/POI

	Course Comparison Report
	CID Table Maintenance
	Add
	Edit
	Delete

	Staffing Status
	Report
	Edit

	Credit Recommendation
	Report
	Edit

	CID Export
	Report Headings
	User Fields

	UTILITIES
	Pack-N-Index
	Unattended Pack
	Backup MCAIMS Files
	Restore MCAIMS Files
	ITS Update
	User ID Tables
	Add
	Edit
	Delete
	Courses

	User ID Report
	User Log



