Instructions for using the Formal School Call-up database

This database was designed to better help the VI community submit Marines to attend the VI Formal Schools.  What follows is a break down of all the fields that must be filled out prior to submitting the form.

*This program must be on your hard drive to work.  Meaning you must save it to your hard drive first.  If you received this as e-mail or downloaded it from the web, then it is already on your hard drive.  If you received this on CD-ROM, copy it to your hard drive, then follow these instructions:

· Right click on the program icon

· Go down to properties and click

· Uncheck the read only box

· Click apply and then OK

To begin the program, double click the school call up database icon.  When the program menu pops up, click “Open Submission Form”.  The first form will be displayed.  Fill it out using these instructions.  Do not close this menu.

The first form in the database is an example.  
Starting from the top of the form: Note once a field is completed, you can use the TAB button to move to the next field.

· Full Name: fill the box in with the Marine’s name who you are submitting to the course in this format:  Last Name, First Name and Middle Initial.

· Rank:  Fill in with the abbreviated version of the Marine’s rank.

· SSN:  The Marine’s social security number.

· MOS:  The Marines MOS

· Priority:  Fill in with the priority you want to send this Marine.  This a change from previous years.  It must be filled out as your priority.  For example, if you are submitting five Marines for this course, the where does this Marine fit in those five?  (i.e. 2 of 5)

· Course ID number:  This is a drop down menu of the courses offered to include Syracuse.

· MCC:  Fill in with the CVIC’s MCC code

· MCC Description:  Fill in with the unit’s description.  For example 1st Marine Division.

· DOR:  Fill in with the Marines Date of Rank in YYMMDD format

· EAS:  Fill in with the Marines End of Active Service date in YYMMDD format 

· AFADBD:  Fill in with the Marines Armed Forces Active Duty Base Date in YYMMDD format

· TOS:  Fill in with the Marines Time on Station in year and month format.  For Example 2 years 3 months

· In the Prior Formal School section check all the schools this Marine has attended.  Then put in their graduation date in YYMMDD format

· In the Resident and non-resident PME section, check all that apply.

· In the Civilian Education section, check HSG for High School Graduate or GED for a Marine who has gotten their GED.

· Off Duty Education:  This field is limited to the amount of information that can be entered.  Only enter in the information that applies to the course the Marine is being submitted for.

· GT:  Enter in the Marines GT score. 

· EL:  Enter in the Marines EL score.

· Justification:  ** You must enter a justification to continue.  In you own words, why should this Marine be chosen to attend this course.  It must be submitted in Bullet format, and no more than five lines.  Use a comma, to separate bullets. 

Once you have completed this form, another will open to enter info on another Marine.  Once you have completed filling out forms on all your Marines, close the forms page and click on “Save and Send as Excel Document” on the School Call Up Menu.  The form will save and automatically be sent as an Excel Document to MGySgt Mattocks (make sure you have an e-mail program on you computer).  

Once the Excel Document has been sent, you can click the “Quit Program” button to exit the database.  

Once the excel document has been sent to MGySgt Mattocks, you need to save the Actual Access database to a CD ROM and send it via mail to MGySgt Mattocks at the following address:

Commanding General C461VIM, 

Attn: MGySgt Mattocks

Training and Education Command

1019 Elliot Road

Quantico, Va 22134

In order for your Marines to be enrolled in the course, we must receive the CD-ROM.
