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Introduction 


Welcome to the INPROC/OUTPROC ISM, the Department of the Army’s Military Personnel In-processing and Out-processing Installation Support Module (ISM).  With the INPROC/OUTPROC ISM you can perform the various functions associated with processing incoming and outgoing personnel at the installation level.

Depending upon user access privileges, INPROC/OUTPROC users, such as Installation Functional Administrators (IFAs), Processing Center Users (PCUs), and Work Center Users (WCUs), can utilize the application functions to:

· Initiate in-processing and/or out-processing of individuals, including tasks such as scheduling work centers/appointments at the welcome center or the out-processing control center; updating completion/clearance status at a work center; and updating the roster’s work center completion status.

· Manage work center information and attributes; and

· Generate SGLV 8286/8285 and DD Form 93.

This training guide will take you through each function within the INPROC/OUTPROC ISM.   This guide will also provide step-by-step instructions for each INPROC/OUTPROC ISM function.  In this introduction we will review the following subject matters:

· Role of the Installation Support Modules

· Key Functions of INPROC/OUTPROC Installation Support Module
· Basics of Installation Support Module Hardware, Software, and Databases
· Typographical Conventions used in the Training Guides

Target Audience:  All Users

Estimated Training Time:  30 minutes

The Functional Administrator’s Training Guide 

This Functional Administrator’s Training Guide is designed to provide the Functional Administrator (FA) with guideline for your ISM training session.  In addition, this guide will also serve as a reference which describes the operation of the Military Personnel In-Processing/Out-Processing (INPROC/OUTPROC) ISM software application on a function-by-function basis.  This text will allow the FA to configure INPROC/OUTPROC to meet their installation's needs and to carry out administrative maintenance on an as-needed basis.  This guide can also serve as a reference guide when additional personnel need to be trained or when a sparsely used function needs to be addressed.

In addition to the functional administrator’s training guide, you may also be provided with end user training guides for the various end user groups within your user community.  Each one of the end user training guides will focus on the specific functions associated with the end-user groups the guide is written to support.  When training a specific end user group it is advantageous to utilize the end user training guide associated with this group as opposed to using the functional administrator’s training guide. The functional administrator guide describes every valid function available in the INPROC/OUTPROC ISM therefore the information will be to encompassing for the end user.

Role of the Installation Support Modules

There are about 70 major installations supported by the US Army.  Installation Management includes multiple functional activities that are similar between installations.  These activities include operations in the command, resource management, and logistic community support and personnel arenas.  Many of these operations are still executed manually, or the existing automated information systems do not allow data sharing across functional areas. In order to support these operations the Army has developed Installation Support Modules. 

The Installation Support Module (ISM) program is designed to provide a fully integrated, standardized, shared information processing service at the installation level.  The ISM project uses existing software application resources to reprogram a series of standard software application modules for use across the force.  Since functional processes are coordinated through the use of the ISM (Versus offices working independent of one another) errors, confusion, and conflicts are dramatically reduced.  Since information is entered into one central database, installation personnel will have quick and accurate access to all relevant information.

An Installation Support Module (ISM) is a computer application designed to improve accuracy.  These applications were developed as a result of the input of a large cross section of Army users. 

Installation Support Modules (ISMs) provide the following enhancements:

_
Aid to Army personnel in conducting everyday business processes with greater ease and efficiency.

_
Elimination of the need for army personnel to relearn their jobs; ISMs will help Army personnel perform their existing jobs.

_
Standardization of Army business processes and software, with the flexibility to support the special needs of most Army installations.

Installation Support Modules Currently Fielded and their Specific Roles

All of the ISMs listed below have been developed to provide a fully integrated, standardized, and shared information processing system for each installation.  Currently as of the publication of this Functional Administrator’s Training Guide (FATG) there are eight ISMs fielded.  The ISMs currently fielded and a brief description of their roles is listed below:

	PERSLOC

(Modernized)
	Personnel Locator (PERSLOC).  PERSLOC assists in locating the address and phone number of military and civilian personnel at the installation.  

	
	

	INPROC/OUTPROC

(Modernized)
	Military Personnel In-Processing (INPROC)/Out-processing.  INPROC/OUTPROC assists Army Installation Personnel with In-Processing and Out-Processing Military Personnel to/from an installation.  In brief, INPROC supports the following:  

                  - Reporting Pending Gains and Losses                                   

                  - Tracking of In/Out-Processing Personnel                      

                  - Scheduling of In/Out-Processing Personnel

	
	

	TRANSPROC 

(Modernized 2004/2005)
	Military Personnel Transition Point Processing, Version (TRANSPROC).  TRANSPROC II assists Army Installation Personnel with the functional processes associated with the transition of soldiers from active duty status to retirement, discharge, or release from active duty.  TRANSPROC also has system interfaces with the Army Pay Systems (DRAS & DJMS).  These interfaces expedite the pay process for a transitioning soldier.

	
	

	DAMIS

(Modernized 2004/2005)
	Drug & Alcohol Management Information System (DAMIS).  The DAMIS ISM was developed to satisfy two primary objectives: The first objective was to provide automated support for field level tracking and management of the identification and rehabilitation of alcohol and other drug abusers.  The second objective was to provide installation commanders and other Department of Defense (DoD) policy makers with statistical information on alcohol and other drug abuse in the Army and the effectiveness of the ADAPCP.



	EDMIS

(Modernized)
	Education Management Information System (EDMIS).  EDMIS application objectives are delineated at installation level and at echelons above installation level.  At the installation-level one of the prime functions of the system was to automate the soldier's basic educational record (DA Form 669) to allow data entry, modification, query, and reporting at any one installation, and the electronic transfer and retrieval of records across installations, higher echelons and other agencies

	
	

	CIF

(Modernized in 2004/2005)
	Central Issue Facility (CIF).  The CIF module's objective is to automate the business processes at the central issue facility at Army installations.  CIF provides a standardized Army-Wide, automated, user-friendly system for the receipt, storage, issue, exchange, and turn-in of authorized Organizational Clothing and Individual Equipment (OCIE) at Army installations.  

	
	

	AIMS-PC
	The Automated Instructional Management System – Personal Computer (AIMS-PC) system replaces current training management systems AIMS and AIMS-R, and supports individual resident and non-resident training.  AIMS-PC automates course development, student management, grade book management, testing and evaluation of students, inventory management, scheduling of classes, events and resources, archival of historical records, and worldwide distribution and printing of instructional and testing materials.  

	
	

	RFMSS
	The Range Facility Management Support System (RFMSS) provides a standard, integrated system to efficiently assist installation commanders in providing training support for units and schools and to manage valuable training lands and ranges at Army installations and in theaters of operations.  


How Do the Modernized ISMs Work?

The Modernized ISM applications are comprised of Web-based applications (or modules) that connect to a single, centralized database.  This means that all ISM users regardless of what installation they are work at are sharing the same database.  This database stores all data for all of the ISM applications.  Each user will be granted access privileges, which will determine what data they will be able to access.

The modernized ISM data is stored at regional sites located worldwide, whenever data is entered at either site it is copied to the other sites so that each regional site has the same data.  Whenever end users access their specific application(s) from their PC, they are in fact adding, manipulating, and/or deleting data from the modernized ISMs’ application database. The centralized database architecture provides installations with up-to-date, accurate data that is always available, even as service members move from installation to installation.  

Although the server is physically located at the regional centers, the CONUS Theater Network Operation and Security Center (CONUS TNOSC) is responsible for maintaining and upgrading the database and operating system of the server.  CONUS TNOSC provides these services through the Wide Area Network (WAN).  These services include, but are not limited to, systematic database backup, updating security information, which resides on the server (i.e. user ID’ and passwords), and resolving trouble ticket issues.  In the case of a catastrophic server failure, the system is designed in such a manner that, once the physical hardware is repaired, the server can be brought back into full service with minimal DOIM/ITBC assistance and minimal database loss. 

Since the ISM applications are web-based applications you will access the modernized ISM applications by using a Web browser (i.e. Internet Explorer Browser).  Access to the internet is via the Nipernet.  Using the ISMs you will be able to perform your day to day business functions, saving your transactions and data to the centralized ISM database (shared by all ISM users worldwide).

ISM Web Site Information

The Assistant Project Management Office of Hazardous Substance Management System/Installation Support Modules (APM HSMS/ISM) has a web page, which contains all the latest information regarding each of the ISM applications.  The APM HSMS/ISM web page address is http://www.eis.army.mil/hsms/hsmsism.htm .  PEO EIS is the parent organization for the APM HSMS/ISM and is located at Fort Belvoir, Virginia.  

The APM HSMS/ISM web page allows the user to review the goals and objectives of the APM HSMS/ISM program.  In addition this site also allows the user to download documentation and connect to web pages associated with the APM HSMS/ISM program.  One of the web page links is the CONUS TNOSC web page. The CONUS TNOSC web page provides information in regards to submitting trouble tickets for the ISMs and obtaining user logins and passwords for the ISMs . The CONUS TNOSC’s web page address is www.conus-tnosc.army.mil.

Target Software Functionality

The Installation Support Module (ISM) INPROC/OUTPROC automates many of the administrative tasks associated with one stop in-processing and out-processing centers.  The following is a brief description of the many features the INPROC/OUTPROC ISM has to offer the user community:

· Information located in the INPROC/OUTPROC database is current, accurate, and available to all ISM end users instantaneously.

· Standard information, including site point of contacts, and local unit is maintained by the Functional Administrator (FA) and is then available for all INPROC/OUTPROC users.


· INPROC/OUTPROC interfaces with Army Personnel databases to retrieve soldier’s personnel data, such a name and rank.

· INPROC/OUTPROC allows you to create and update a soldier’s DA Form 5123-1-R (Personnel In-Processing Record).

· INPROC/OUTPROC allows you to create and update a soldier’s DA Form 137-2-R (Installation Clearance Record).

· INPROC/OUTPROC allows you to schedule in/out-processing work center appointments

· INPROC/OUTPROC allows you to create conditional work center questions to determine processing requirements

· INPROC/OUTPROC allows you input individual in/out-processing completion status

· INPROC/OUTPROC allows you to create in/out-processing rosters and conduct unit sets in/out-processing

· INPROC/OUTPROC allows you to produce various management reports

· INPROC/OUTPROC allows you to review site point of contact information for other installations.

The Functional Administrator’s Role

The Functional Administrator is the individual accepting the tasks that lead to the success and the implementation of the INPROC/OUTPROC ISM application at the installation.   The Functional Administrator (FA) is responsible for the following general areas: 

1. Conducting end user training as necessary

2. Initializing and customizing the software to support installation’s needs

3. Reporting problems and forwarding recommendations.  

Each of these responsibilities is discussed below.

Conducting End User Training

The FA is responsible for conducting initial training to the installation’s end users.  In addition the FA is also responsible providing sustainment training as required by the installation.

Initializing and Customizing the Software Application

The FA is responsible for initializing and customizing the software to support the installation’s need.  Initialization includes various functions dependent upon which ISM you are using.  The FA is also responsible for maintaining the software to reflect any changes pertinent to their ISM and their installation.  This function includes but is not limited to managing system announcements, user accounts, site point of contact information, and the local unit list.

Reporting Problems and Recommendations

The third major responsibility for the FA is the coordination of the submission of the trouble tickets/problem reports, or recommendations. When a user reports a problem or recommendation to you (the FA or IFA) you need to review the problem or recommendation to ensure that it cannot be resolved internally.  Once you determine the problem and/or recommendation cannot be resolved internally you can submit a trouble ticket to the CONUS/TNOSC via the CONUS-TNOSC Remedy web page.  You will need a CONUS-TNOSC Remedy login and password.  If you do not have a remedy login and password you may request access via the CONUS-TNOSC help desk.  

In addition to the CONUS-TNOSC Remedy web page you can also submit a trouble ticket via the CONUS-TNOSC help desk link or the CONUS-TNOSC help desk  hotline 1-800-305-3036.

Typographical Conventions


This training guide uses the following typographical conventions:


1, 2, 3



Bold numbers indicate steps in a procedure.

 ▪                                        Bullets indicate options and features.


Bold



Bold text indicates Lessons or page names  


Bold Blue


Indicates a Menu


Monotype Corsiva

The Monotype Corsiva  font is used for examples and statements that are to be typed in literally.


Italic



Italic indicates lesson objectives


Underlined Violet

Indicates a menu or an option link
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 indicates that there is additional side bar information related to the current procedure






being explained.


Notes:


Notes:  indicates that the area below is reserved for you to write your additional notes, as necessary or may indicate side bar notes.

Lesson 1:  Getting Started


This lesson will review the steps necessary for getting started with the INPROC/OUTPROC ISM.   In this lesson we will review the following subject matters:

· Requesting a ISM Login and Password

· Logging into the INPROC/OUTPROC ISM (First time user/routine)

· Navigational Features of the INPROC/OUTPROC ISM
· INPROC/OUTPROC Application Links
· Search Function of the INPROC/OUTPROC ISM

Target Audience:  All Users

Estimated Training Time:  30 minutes

Requesting a ISM Login and Password

You will see the following screen when you access the web site associated with the INPROC/OUTPROC ISM:
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To initiate a request for an ISM user account:

On the ISM Log In page, click the Request Account link.  The Request ISM User Account  screen is displayed.  There are two user account regions:

· CONUS/OCONUS 

· Europe.

To select the appropriate account region, perform one of the following:

· Click the CONUS/OCONUS link if your installation/unit is located in the United States or is located outside the United States but not Europe.

· Click the Europe link if your installation/unit is located in Europe.

The Request ISM User Account page is then displayed for the region that you selected (CONUS/OCONUS or Europe).  This page is divided according to the account user type, which you will have to select.

There are two types of user accounts that can be requested:

· Request a Subject Area Functional Proponent (SAFP)/Installation Functional Administrator (IFA) account.  SAFP and IFA user accounts have oversight and/or administrative privileges to the ISM applications.

· Request a general user account.  General user accounts provide privileges that let a user perform installation support tasks using the ISM applications.

Request an SAFP/FA/Regional Director Account

1. Click on FH Form 380-23 link beside the SAFP/FA /Regional Director header.

A second window opens, and the form is displayed in Adobe Acrobat Reader.

	[image: image4]
	The ISM system requires Adobe Acrobat Reader v5.1, and will automatically verify that this version is on your computer.  If you do not have this version, you will be prompted to contact your System Administrator (who can load the software onto your computer) or to download the software.


2. To print the form, click the Print icon in the window.  The Print window is displayed.

3. Click the OK or Print button in the Print window to print the form.

4. Once the form is printed, exit this window by clicking the Close icon [image: image5]at the top-right corner of the window.  

5.  Close your browser session by clicking the Close icon at the top-right corner of the page.

6. Manually complete the form and obtain the required signatures and submit the form to your IASO.

	[image: image6]
	Do not enter any information in the User Information region.  This is for non-SAFP/FA/Regional Director users only.


Your IASO will submit an account request to the Theater Network Operations and Security Center (TNOSC) for CONUS/OCONUS accounts or the Central Data Processing Installation – Europe (CDPI-E) for Europe accounts.  Once your account has been created, you will receive two e-mail notifications:  one confirms that the account request has been approved and provides your user name; the other provides a temporary password that allows you to log on to the system.

Request a General User Account

1. Click on FH Form 380-23  within the SAFP/FA region of the page.

A second window opens, and the form is displayed in Adobe Acrobat Reader.

	[image: image7]
	The ISM system requires Adobe Acrobat Reader v5.1, and will automatically verify that this version is on your computer.  If you do not have this version, you will be prompted to contact your System Administrator (who can load the software onto your computer) or to download the software.


2. To print the form, click the Print icon [image: image8]in the window.  The Print window is displayed.

3. Click the OK or Print button in the Print window to print the form.

4. Once the form is printed, exit this window by clicking the Close icon [image: image9]at the top-right corner of the window.  The regional Request ISM User Account page is now fully displayed.

· In the User Information region at the bottom of the Request ISM User Account page, enter the following online account request information:

1. In the Last Name field, enter your last name.

2. In the First Name field, enter your first name.

3. In the MI field, enter the first initial of your middle name.  (This is an optional field entry; you are not required to enter any information in this field.)

4. In the Organization field, enter the unit with which you are affiliated.

5. In the Duty Phone Number field, enter the duty phone number including area code.

6. In the Email field, enter your e-mail address.  (Your correct e-mail information is needed since your user account information will be e-mailed to you.)

7. In the Confirm Email field, enter your e-mail address again.  (Entering your e-mail address twice ensures that you typed the e-mail address that you intended.)

8. Scroll to the bottom of the page and click one of the following buttons:

· Save : To save all of the information that you entered in the fields.

· Clear : To clear all of the information that you entered in the fields.

· Cancel: To return to the previous screen without submitting any account information.

9. To submit the account information that you entered, click the Save button. The Request Account Access page is displayed, and you will be prompted to select the ISM application module to which you want to be granted access from the Module drop-down list.

10. Select the installation(s) to which you want access from the Installation drop-down list.  To select multiple installations that are in a series (one after the other), press the SHIFT key and click on the installation names.  To select multiple installations that are not in any order, press the CTRL key and click on the installation names.

11. Enter your job title or job description in the Job Description field.

12. Click the Request Access button.  The access request is displayed in the Requested Roles region at the bottom of the page.

13. Repeat Steps 1-4 if you want to request access to multiple application modules.  (This allows you to request access to multiple modules in a single operation.)

14. Prior to continuing the request process, review the access that you have requested.  If you:

· Need to change information shown in the User Information region, click the Back button.

· Need to delete an access request, click the check box next to the request that you want to delete then click the Delete Selected button.  A message is displayed prompting you to confirm that you want to delete the request.  Click OK in the message window.  The request is deleted from Requested Roles list.

· Want to submit the access request, click the Submit button.  Your request is submitted, and the ISM Log In page is displayed.

15. To close (exit) the browser application, click the Close icon [image: image10]at the top-right corner of the window.

16. Now you need to complete the authorization form that you printed, obtain the required signatures, and submit the form to your IFA.

	[image: image11]
	The access authorizations form that you printed (either FH Form 380-23 or CDPI-E Form 380) must be completed, signed, and submitted to your IFA.  Your account request cannot be processed until the IFA receives this form.


 Your IFA will receive an account request in the ISM application.  Once you submit the form with proper authorization to your IFA, your ISM user account can be created.

When your ISM user account is created, you will receive two e-mail notifications: one confirms that the account request has been approved and provides your user name; the other provides a temporary password that allows you to log on to the system.

NOTES:
Logging Into The INPROC/OUTPROC ISM (First Time Login)

You will see the following screen when you access the web site associated with the INPROC/OUTPROC ISM:
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From this screen you will need to click on the data entry field beside User Name: and begin typing your user name.  Once you have typed in your user name you can press <Tab> on your keyboard or click on the data entry field beside Password: and begin typing in your password.    Once you have typed in your user name and password you can press <Enter (> on your keyboard or click on the Log In text box.   

When you log on to the ISM system for the first time, you are prompted to change your password.

Changing (or resetting) your password the first time that you log on to the ISM application ensures security of the system.  An unauthorized person may find your temporary password and attempt to use it to log on to the system.  However, if you change the password, the temporary password becomes invalid and the attempt to breach the system is prevented.  Your new ISM password must include at least on numerical or special character.  

To change your password:

1. Select a Hint question from the Hint drop-down list.

	[image: image13]
	Remember the question that you select.  If you need to reset your password at a later time (for instance, if you forget your password), you will need to select the hint question that you are choosing now.  


1. Enter the answer to the Hint question in the Answer field.

	[image: image14]
	Remember the answer that you enter.  You will need to provide this answer if you have to reset your password at a later time.  Also, note that your answer is “masked;” asterisks (*) appear in the field instead of your answer.  This ensures that your answer cannot be viewed on the screen.


2. Enter a new password in the New Password field.

	[image: image15]
	A password must be at least eight (8) characters long and must contain at least two (2) numbers or special characters and at least one (1) letter.  Passwords are case sensitive so you may use a combination of uppercase and lowercase letters in the password.


4. In the Confirm New Password field, enter the password that you typed in the New Password field.  (Entering the password twice ensures that you typed the password that you intended.)

5. Read all of the terms and conditions on this page.  Once you have finished reading this information, if you:

· Agree with the terms and conditions on the page, click the Accept button.  The ISM Welcome page is displayed, indicating that you have accessed the ISM application.

· Disagree with the terms and conditions, click the Decline button.  The ISM main page is displayed, indicating that you have not accessed the ISM application.

	[image: image16]
	Due to security restrictions, the hint question and hint answer that you provide cannot be seen or retrieved by any administrator of the system. 


NOTES:

Logging Into The INPROC/OUTPROC ISM (Routine Login)

You will see the following screen when you access the web site associated with the INPROC/OUTPROC ISM:
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From this screen you will need to click on the data entry field beside User Name: and begin typing your user name.  Once you have typed in your user name you can press <Tab> on your keyboard or click on the data entry field beside Password: and begin typing in your password.    Once you have typed in your user name and password you can press <Enter (> on your keyboard or click on the Log In text box.   If you have a valid username and password combination than you are successfully logged onto the INPROC/OUTPROC ISM.

	[image: image18]
	Make sure that the Caps Lock feature on your keyboard is not enabled since passwords are case sensitive.


Resetting a Lost or Expired Password

There are several reasons why you may need to reset your password:

· You have forgotten your ISM password;

· You think that the password security has been compromised;

· Every six months, the system automatically prompts you that your password has expired and must be changed; and

· If you have not used your account (logged in) in 90 days, the system prompts you that your password has expired.

In all of these cases, you can reset (or change) the password in the ISM application.

	[image: image19]
	Due to security restrictions, the hint question and hint answer that you provided when you first logged on cannot be seen or retrieved by any administrator of the system.  If you do not remember the hint question or answer that you selected when you first logged on, you will need to contact your IFA, who can reset your password.


 To reset a password:

1. In the User Name field, enter your User Name.

2. In the Hint field, select the hint question that you chose when you first reset your password.

3. In the Answer field, enter the answer to the hint question.  Note that your answer is "masked;” asterisks (*) appear in the field instead of your answer.  This ensures that your answer cannot be viewed on the screen.

4. Click the Submit button.  (Click the Cancel button to return to the ISM main page without resetting your password.)

You will receive an e-mail notification that contains a new temporary password.  When you log on to the system again, enter the new temporary password.  The system immediately prompts you to change your password as if you were logging on for the first time.  Please refer to the steps for Logging into the INPROC/OUTPROC ISM (First Time Login).

Navigational Features of the INPROC/OUTPROC ISM

The navigational features described below will assist you when navigating within the INPROC/OUTPROC ISM. 

INPROC/OUTPROC Menu
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The white block at the top of the INPROC/OUTPROC screen is referred to as the menu.  It is displayed on every window of the application, but it only displays items to which a user has access (as defined by the user’s role).  Clicking the menu items, called menu links, displays the main screen of the functional area that you selected.  The INPROC/OUTPROC menu contains the following links:

· Manage Work Centers:  This function lets authorized users handle work center issues, such as attributes, additions/deletions, work center questions, and scheduling sequences.

· DD93/SGLV 8525/8526: This function allows authorized users to generate and print the forms associated with a service member’s group life insurance coverage (SGLV 8525/8526) and beneficiary designation (DD93).

· Reports: This function allows authorized users to access and run pre-defined reports.

· FA Admin:  This function lets authorized users perform functions related to the maintenance of installation-wide data, such as adding and updating system announcements; updating or deleting user accounts; approving and assigning roles for user accounts; maintaining installation planning horizons; managing the instructions printed on in-processing and out-processing forms; and purging individual or roster records.

· In-Process: This function allows authorized users to initiate installation in-processing of a service member’s record and update work center in-processing statuses for an in-processing soldier.

· Out-Process: This function allows authorized users to initiate installation out-processing of a service member’s record and update work center clearance statuses for an out-processing soldier.

INPROC/OUTPROC Application Links

The following links are located in the top-right corner of the screen.  They are displayed on each application screen and are accessible by all users.
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ISM Menu:  Clicking this link displays the ISM Welcome screen, which shows general ISM announcements and the links to modules to which you have access.
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Help:  Clicking this link displays the PERSLOC online help system.  When you click on this link from any screen, the instructions for that screen are displayed.
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Log Out:  Clicking this link logs you out of (lets you exit) the PERSLOC application, but does not close the browser window.  After you log out of PERSLOC, close the browser window by clicking the Close icon [image: image24.jpg]



Submitting a Problem Report or ECP from the ISM Login Screen

Within the ISM Login Screen you have the option of logging into the CONUS-TNOSC Remedy system in order to submit a problem report or an ECP.  You can access the CONUS-TNOSC Remedy web page login screen by clicking on the Submit ECP/Problem Report link.  You will then need a user login and password to the CONUS-TNOSC Remedy System or Arweb.  If you do not have a user login and password to this system then you may submit your request via the CONUS-TNOSC helpdesk by clicking on the please email our Help Desk link.

Notes:

Lesson 2:  System Administration


This lesson will review the steps necessary for initializing and maintaining the INPROC/OUTPROC ISM.   In this lesson we will review the following subject matters:

· Managing System Announcements (Adding, Changing, or Deleting System Announcements)

· Reviewing and Approving or Rejecting User Account Requests

· Managing Existing User Accounts
· Maintaining Instructions and Comments
· Maintaining Planning Horizons

· Purging Individual In-Processing or Out-Processing Records

· Purging Roster In-Processing or Out-Processing Records

Target Audience:  Installation Functional Administrators and Installation Alternate Functional Administrators

Estimated Training Time:  1 hour

Managing System Announcements

The Manage System Announcement function allows you to add, edit, or delete system announcements that appear on the ISM main page.  As the FA you can utilize this function to provide blanket messages to all your INPROC/OUTPROC users.

Instructions for Adding a System Announcement

This function allows you to add a blanket message on the ISM main page to all your INPROC/OUTPROC users.

From the INPROC/OUTPRO main menu:

1. Select FA Admin > Manage System Announcements

2. Click on                 .

3. The Add Announcement Page is displayed.

4. In the Expiration Date field, the default expiration date is set to 10 days from the current date.  Once this date has passed, your announcement will be removed from the announcement list.

To change this default:

· Enter a date in YYYY/MM/DD format OR
· Select a date by clicking the calendar icon [image: image25].  Scroll through the calendar using the arrow buttons, and click on the date in the calendar pop-up window.  The date you select will be displayed in the field.

5. Enter the announcement text in the Message field up to 500 characters.

6. Click on               to save your announcement.  Your announcement will appear on the ISM main page.

	[image: image26]
	If you wish to clear all of the changes that you have entered and the reset the announcement to the original entry, click on the Reset button.

If you wish to return to the Manage Announcements main page without saving any changes, click the Cancel button.  (You cannot use the browser’s Back button from this page.)


Instructions for Modifying a Current Announcement

This function will allow you to update an existing blanket announcement.

From the INPROC/OUTPROC main menu:

1. Select FA Admin > Manage System Announcements
2. Click the date link (in the Posted Date column) of the announcement that you want to edit.  The Edit Announcement page is displayed.
3. On this page, you can:

· Change the expiration date by entering in a date in YYYY/MM/DD format or by clicking the calendar icon [image: image27]and selecting a date in the calendar pop-up window.

· Edit the message by clicking in the Message data entry field.  Enter the announcement text in the Message field up to 500 characters.

4. Click on               to save your announcement.  Your announcement will appear on the ISM main page.
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	If you wish to clear all of the changes that you have entered and the reset the announcement to the original entry, click on the Reset button.

If you wish to return to the Manage Announcements main page without saving any changes, click the Cancel button.  (You cannot use the browser’s Back button from this page.)


 

Instructions for Deleting a System Announcement

This function allows you to delete an existing blanket announcement to all INPROC/OUTPROC users.

From the INPROC/OUTPROC main menu:

1. Select FA Admin > Manage System Announcements
2. Click the check box so that a check appears next to the announcement(s) that you want to delete from the list.  (To clear a check box selection, click the check box so that it is blank.)
To select all announcements on the current page, click the check box in the title bar.  All of the check boxes on the page are checked.  (To clear all of the check boxes, click the check box in the title bar so that it is blank.)


3. Click on                       .  The announcement will be removed from the Manage Announcements page and from the ISM main page.
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	Once an announcement is deleted, it cannot be retrieved.


NOTES:

Reviewing Account Requests

This function allows the INPROC/OUTPROC Functional Administrator (or Alternate Functional Administrator) to view, approve, and/or reject user account requests that are pending approval.  

	[image: image30]
	Both FAs and AFAs can approve or disapprove accounts.  However, the AFA cannot modify the FA account; changes to the FA account must be created by the CONUS-TNOSC.


Instructions for Viewing Account Requests

This function will allow you to view all account requests submitted for the INPROC/OUTPROC ISM.

From the INPROC/OUTPROC Main Menu:

1. Select FA Admin > View Account Requests
2. The Account Request page is displayed, showing a list of accounts pending approval.  The list is sorted in alphabetical order by last name.

Instructions for Approving Account Requests

There are four steps for approving an account request:

1. Selecting the account request

2. Verifying access authorization
3. Establishing Account Access
4. Confirming the Request
Selecting the Account Request

Once you have completed the steps above for Viewing Account Requests you can proceed with the following steps:

1. In the Name column, click on the account name link.  The Approve Account Request page is displayed, showing the account information as entered by the user.  Now you can proceed to the next step of verifying access authorization.

Verifying Access Authorization

Once you have completed the steps for Viewing the Account Requests and Selecting the Account Request you can proceed with the following steps:

1. In the Verification region of the Approve Account Request page, select Yes if you have received the appropriate authorization from the IASO.  (If you have not received authorization, click the Back button to return to the Approve Account Request page.  Doing this keeps the request in the pending approval list until you receive authorization.)


2. Click on

to   .  The Establish Account Access page is displayed.  Now you can proceed to the next step of Establishing Account Access.

Establishing Account Access

Once you have completed the steps for Viewing the Account Requests, Selecting the Account Request, and Verifying Access Authority you can proceed with the following steps:

1. In the User Information region of the Establish Account Access page, select Yes or No in the INPROC/OUTPROC Discoverer Access field to allow the user access to the Discoverer report tool. The Discoverer Report tool allows you to create and run your own queries on the INPROC/OUTPROC database.

2. In the Assign Role region, select the user role from the drop down choice list.  (Click the Role Description link to see a description of the types of user roles.)  
· If you select the Work Center User role, you must also select a work center from the Work Centers drop-down list by clicking on a work center name.

3. Click on the Assign Access button.  The Assigned Access region displays the access assignments, and the user’s role(s).  

· For applicable user roles, review the functions available to the role.  If you want to remove access to certain user functions, click the link in the Functions column.  The Remove Access to Selected Function(s) page is displayed.  
To remove access to selected functions of a user role:

a.  Click the check box next to any function that you want to remove.  

b.  Click the Delete Selected button.  A message dialog box is displayed prompting you to confirm that you want to remove access to the function(s).  

c.  Click OK in the message box.  The function is removed from the list.  

d.  Click the Back button to return to the Establish Account Access page.

4. Click the check box next to the access assignment(s) that you want to approve.  (To select all assignments, click the check box in the list title bar.)  If you need to remove an assignment from the list, click the check box next to the assignment and click the Delete Selected button.)

5. Click 


      .  The Confirm Request Access page is displayed.  Now you can proceed to the next step of Confirming the Request.

Confirming the Request

Once you have completed the steps necessary for Viewing the Account Request, Selecting the Account Request, Verifying the Access Authority, and Establishing Account Access you can proceed with the following steps:

1. Verify that the information is correct.  If the information is incorrect and needs to be modified, click on the Back ( button to return to the previous page. If the information is correct, click on              . .  The Administrative Options page is displayed.

	[image: image31]
	The user will receive two e-mail notifications:  one will confirm that the account request has been approved, and will provide the user with their User Name for logging into the INPROC/OUTPROC ISM; the other will provide the user with a temporary password.  If Discoverer access is granted then the user will receive another email which provide them with their temporary Discoverer password.


Instructions for Rejecting an Account Request

This option allows you to deny an account request.  If you reject an account request, the request is deleted from the database and cannot be retrieved.

From the INPROC/OUTPROC Main Menu:

1. Select FA Admin > View Account Requests
2. The Account Request page is displayed, showing a list of accounts pending approval.  The list is sorted in alphabetical order by last name.
3. In the Name column, click on the account name link.  The Approve Account Request page is displayed, showing the account information as entered by the user.


4. Click on 
  . .  A message dialog box is displayed prompting you to confirm that the account should be denied.  Click on the OK button to continue.  The Account Requests page is displayed; the account request that you denied is removed from the list.

Managing Existing Accounts

This function will allow you to change an existing user’s profile, reset an existing user’s password, or delete an existing users account.

Instructions for Changing an Existing User’s Profile

This function allows you to change an existing user’s access privileges to the INPROC/OUTPROC ISM.

From the INPROC/OUTPROC Main Menu:

1. Select FA Admin > Manage Existing Account
2. The Search for Existing Account page is displayed.  To find an existing account,

perform one of the following:

· Select search conditions from the field drop-down lists, and enter the search criteria in the text box to find a specific account.
· Leave all data entry fields blank to display all accounts.

2. Click the Search button.  If the search:

· Finds a single match to the search criteria, the user’s record is displayed.

· Finds more than one match to the search criteria or displays all of accounts, the User Account Search Results page is displayed showing a list of records.  

· If more results are available than what can be displayed on a single page, several pages of results are available, with each page displaying 20 results.  You can move through these pages by clicking the following links, which are shown at the bottom of the list:

First Page to move to the first 20 results;

Previous 20 to move to the previous page of results;

Next 20 to move to the next page of results; and

Last Page to move to the last 20 results.

	[image: image32]
	If there are not any records which match your search criteria, then the User Account Search Results page displays a message that no data was found.  Click the Back ( button to return to the search form.


3. Click the link in the Username column to display the user’s record.

4. You can now click on any one of the data entry fields you wish to change and edit the information as necessary.  Once you have changed the necessary fields you can click on Confirm Changes.  The Confirm Request Access Page is displayed, review changed information and click on Confirm.  This will save data entered and return you to the Administrative Options page.

Instructions for Resetting or Unlocking an Existing User’s Password

You can reset a user’s password for one of two reasons:  the user forgot their username/password combination or the user has been locked out of the system as a result of three unsuccessful login attempts by the user, to unlock a user account you can simply reset the user’s password. 

From the INPROC/OUTPROC Main Menu:

1. Select FA Admin > Manage Existing Account
2. The Search for Existing Account page is displayed.  To find an existing account,

perform one of the following options:

· Select search conditions from the field drop-down lists, and enter the search criteria in the text box to find a specific account.
· Leave all data entry fields blank to display all accounts.
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	You can identify user accounts that are locked by performing the following:

Run a search without any conditions on the Search for User Account page; that is, just click the Search button on the page.  Locate accounts that have that status of "LOCKED" in the Account Status column of the User Account Search Results page.  Select the locked account by clicking the user name link


3. Click the Search button.  If the search:

· Finds a single match to the search criteria, the user’s record is displayed.

· Finds more than one match to the search criteria or displays all of accounts, the User Account Search Results page is displayed showing a list of records.  

· If more results are available than what can be displayed on a single page, several pages of results are available, with each page displaying 20 results.  You can move through these pages by clicking the following links, which are shown at the bottom of the list:

First Page to move to the first 20 results;

Previous 20 to move to the previous page of results;

Next 20 to move to the next page of results; and

Last Page to move to the last 20 results.
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	If there are not any records which match your search criteria, then the User Account Search Results page displays a message that no data was found.  Click the Back ( button to return to the search form.


4. Click the link in the Username column to display the user’s record.
5. Click on                        .  A message will appear asking you “Are you sure you 

Want to reset this user’s password”.  Click on          to reset the password or click on                  if you don’t want to reset the user’s password.  The user will receive an e-mail notification that provides a temporary account password.  Upon logging on to the application, the user will be directed to change the password.

Instructions for Deleting a Existing User’s INPROC/OUTPROC Account

This function allows you to delete an existing user from the INPROC/OUTPROC application however the user remains an ISM user and can be granted access to INPROC/OUTPROC or any other ISM application.  To delete the user’s ISM access you must submit a deletion request for this user to CONUS –TNOSC .

From the INPROC/OUTPROC Main Menu:

1. Select FA Admin > Manage Existing Account
2. The Search for Existing Account page is displayed.  To find an existing account,

perform one of the following options:

· Select search conditions from the field drop-down lists, and enter the search criteria in the text box to find a specific account.
· Leave all data entry fields blank to display all accounts.

3. Click the Search button.  If the search:

· Finds a single match to the search criteria, the user’s record is displayed.

· Finds more than one match to the search criteria or displays all of accounts, the User Account Search Results page is displayed showing a list of records.  

· If more results are available than what can be displayed on a single page, several pages of results are available, with each page displaying 20 results.  You can move through these pages by clicking the following links, which are shown at the bottom of the list:

First Page to move to the first 20 results;

Previous 20 to move to the previous page of results;

Next 20 to move to the next page of results; and

Last Page to move to the last 20 results.
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	If there are not any records which match your search criteria, then the User Account Search Results page displays a message that no data was found.  Click the Back ( button to return to the search form.


4. Click the link in the Username column to display the user’s record.
5. Click on                        .  The following message will be displayed “The User Account will be permanently deleted.  Are you sure?”  If you wish to continue with the deletion click on         , otherwise click on                  to stop the deletion process.  Once you delete the account it cannot be retrieved.  

Maintaining Instructions and Comments

This option allows you to review, add, change, or delete instructions or comments that are printed on a soldier's in-/out-processing schedule.

Instructions for Adding INPROC/OUTPROC Instructions or Comments

This function allows you to review the instructions and/or comments that will be added to all the In-Processing and/or Out-Processing records/schedules at your installation.

From the INPROC/OUTPROC Main Menu:

1. Select FA Admin > Maintain Instructions/Comments
2. The instructions and comments currently in the database will appear.  The first set of instructions/comments shown will be the instructions/comments for all the In-Processing records and the second set of instructions/comments displayed will be for the Out-Processing records.

3. To add instructions or comments, click the Add link.  The Add Installation Instructions/Comments page is displayed.

4. In the appropriate in-processing or out-processing list, enter instructions on a line in the Instructions on Top of the Schedule area and enter comments on a line in the Comments at Bottom of the Schedule area.
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	Use a new line for each separate instruction or comment.


5. After you have entered all instructions or comments, enter a number to identify the order sequence In the Order # column.
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	If instructions or comments already exist, the number in the Order # column is the next sequential number that is available for new instructions or comments.


6. Click one of the following buttons:

· To clear all of the selections that you made, click the Clear button.

· To return to the previous page without saving any information, click the Cancel button.

· To save instructions/comments, click the Save button.

Maintaining Planning Horizons

This option allows you to update installation planning horizons for scheduling appointments and/or pre-clearance.
Instructions for Adding INPROC/OUTPROC Planning Horizons

This function allows you to update the number of days allowed for scheduling appointments and for pre clearing.

From the INPROC/OUTPROC Main Menu:

1. Select FA Admin > Maintain Planning Horizons
2. The Maintain Planning Horizons page will appear displaying the current planning horizons stored in the database.  
3. Enter the number of calendar days allowed for scheduling appointments in the Scheduling Appointments field.

4. Enter the number of calendar days allowed for pre-clearance in the Pre-Clearance field.
5. Click one of the following buttons:

· To clear all of the selections that you made, click the Reset button.

· To return to the previous page without saving any information, click the Cancel button.
· To save planning horizons, click the Save button.

Purge Individual Records

This option allows you to purge an individual’s In-Processing and/or Out-Processing record from the database.  This does not purge the individuals personnel data.
Instructions for Purging Individual INPROC/OUTPROC Record(s)

This function allows you to purge individual INPROC or OUTPROC records from the INPROC/OUTPROC database.

From the INPROC/OUTPROC Main Menu:

1. Select FA Admin > Purge Individual Records
2. The Purge Individual Processing Records page will appear.

3. Select In-Processing or Out-Processing from the Processing Type drop-down list.

4. Enter a completion date period in the Completion Date Range From and To fields by entering dates in YYYYMMDD format or by clicking the calendar icon [image: image38.jpg]


and selecting a date from the calendar pop-up window for each field.
5. Click the Delete button.  A message dialog box is displayed prompting you to confirm that you want to purge the records.

6. Click OK in the message box.

Purge Roster Records

This option allows you to purge an entire roster or individuals attached to a rosters In-Processing and/or Out-Processing record from the database.  This does not purge the individuals personnel data.
Instructions for Purging Roster INPROC/OUTPROC Record(s)

This function allows you to purge roster INPROC or OUTPROC records from the INPROC/OUTPROC database.

From the INPROC/OUTPROC Main Menu:

1. Select FA Admin > Purge Roster Records
2. The Purge Roster Processing Records page will appear.

3. Select In-Processing or Out-Processing from the Processing Type drop-down list.

4. Enter a completion date period in the Completion Date Range From and To fields by entering dates in YYYYMMDD format or by clicking the calendar icon [image: image39.jpg]


and selecting a date from the calendar pop-up window for each field.
5. Click the Delete button.  A message dialog box is displayed prompting you to confirm that you want to purge the records.

6. Click OK in the message box.

NOTES:

Lesson 3: Managing Work Center Data

In this lesson we will review the menu options and functions available within the Manage Work Centers Main Menu.   The menu allows you to initiate and maintain work center data in your INPROC/OUTPROC database.  In this menu you will be able to input the work center information that will be appear on the work center information report and control which work centers will appear on your In-Processing Personnel Records and/or your Installation Clearance Records.  In addition this menu also allows you to add work center questions, which will allow processing control center personnel to determine a service member’s completion/clearance status for the associated work center prior to printing their initial In-Processing Personnel Record or Installation Clearance Record.  

Upon completion of this lesson the following functions will be reviewed:

· Adding Installation Specific (local) Work Center
· Adding a Document to the Required Documents list from the DA Form 5123 Standard Records List
· Adding/Updating List of Documents Required for In-processing and/or Out-processing to/from a Work Center
· Deleting Documents from the Documents Required for In-processing and/or Out-processing to/from a Work Center
· Adding, Changing, or Deleting Work Center Questions and/or Work Center Question Attributes
· Adding a Work Center Site
· Creating/Generating an Appointment Skeleton for a Work Center Site
· Changing Work Center Information
· Deleting a Non-Mandated Work Center
· Maintaining In-Processing and/or Out-Processing Sequence Order
Target Audience:  Functional Administrators or Work Center Personnel Responsible for Updating their Work Center Data

Estimated Training Time:  1 hour

Instructions for Adding Installation-Specific (local) Work Centers

This option will allow you to add an installation-specific work center or to localize a mandated work center. 1Denotes a mandated work center that has yet to be added to the installation.

From the ISM Main Menu:

1. Select INPROC/OUTPROC.

2. The Manage Work Centers Main Menu screen will appear. 
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3. Click on the Add Installation-Specific (local) Work Center link. The following page will appear:
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4. In the Work Center region, enter the work center name in the Work Center Name field.  (This field is disabled for a mandated work center.)
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	Fields with an asterisk (*) are required entries.

Fields with a “1” are required entries if the Processing Type is In-Processing or Both (in- and out-processing).

Fields with a “2” are required entries if the Processing Type is Out-Processing or Both (in- and out-processing).

Fields with a “3” are required entries if an appointment is required at the work center.


5. Select one of the following types of processing that the work center performs from the Processing Type drop-down list (this means that the soldiers will have to in-process, out-process, or in-process and out-process to/from the work center):
· In-Processing.

· Out-Processing.

· Both (in-processing and out-processing).

6. Select one of the following options to indicate if the work center requires an appointment for processing from the Appointment Required drop-down list:
· In-Processing.

· Out-Processing.

· Both (in-processing and out-processing).

· No (no appointment is required for processing).

7. In the In-processing Required For drop-down list, select whether all personnel are required for in-processing at the work center or if processing is optional.  If you indicated that In-processing is required than you are indicating that this work center is mandatory for all in-processing personnel.  If you indicate that the work center is optional then you are indicating that this work station is not mandatory and will only require in-processing if the service member meets certain criteria.  For Example: You may not be required to in-process to the school officer if you do not have school age children accompanying you.  

8. In the Out-processing Required For drop-down list, select the personnel required for out-processing. If you indicated that out-processing is required than you are indicating that this work center is mandatory for all out-processing personnel.  If you indicate that the work center is optional then you are indicating that this work station is not mandatory and will only require out-processing if the service member meets certain criteria.  For Example: You may not be required to out-process the cable company if you stayed in the barracks and did not have the option to subscribe to cable.  

· Optional, which indicates that out-processing from the work center is not required.

· PCS, Separating, and Retiring Soldiers.

· Separating and Retiring Soldiers. 

· Soldiers departing on PCS.

9. Select Yes or No to indicate whether debts incurred at the work center are to be included in out-processing.

10. In the Default Work Center Site region, enter the name of the work center site in the Work Center Site Name field.
11. Enter the site phone number including area code in the Phone Number field.

12. Enter the name of the site point of contact in the Point of Contact field.
13. Enter the Office Symbol.

14. Enter the work center site location in the Location field.

15. In the Office Hours field, enter the hours when the site is open for business.

16. In the Appointment Duration field, enter the time in minutes of a typical processing appointment.

17. In the Concurrent Service Capacity field, enter the number of service members who can be processed by the site at the same time.
18. In the Online Access field, select Yes or No to indicate if the work center site is available online.

19. Click one of the following buttons:

· To clear all of the information that you entered and reset the values to their original entries, click the Clear button.

· To return to the previous page without saving any information, click the Cancel button.

· To save the information that you entered, click the Save button.  The work center is added to the work center list on the Manage Work Centers Main Menu page.

Notes:

Instructions for Adding a Document to the Required Documents list from the DA Form 5123-R.

This option allows you to add a document to the Required Documents list from the DA Form 5123-R Standard Records Checklist.  The standard records checklist provides a list of the most common used documents for in-processing and out-processing.  Prior to adding your required documents you should review this list to see if the document you plan to add is on this list.

From the Maintain <Work Center Name> Page:

1. Click the Add from DA Form 5123-R link in the Required Document(s) region. The Standard Records Checklist (DA Form 5123-R) page is displayed.
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2. Click the check box next to a document so that check appears in the box.  (To clear a check box selection, click the check box so that it is blank.)
3. Select one of the following processing types by clicking the radio button:
· IN indicates an in-processing document,

· OUT indicates an out-processing document, or
· BOTH indicates both an in-processing and an out-processing document.
4. Repeat Steps 2-3 for all documents that you want to add to the Required Documents list.

5. Scroll to the bottom of the page.

6. Click one of the following buttons:
· To clear all of the information that you entered and reset the values to their original entries, click the Reset button.
· To return to the previous page without saving any information, click the Cancel button.

· To add the documents that you selected to the list, click the Save button.  The documents are added to the Required Documents list displayed on the Maintain <Work Center Name> page.
Instructions for Adding/Updating the Required Documents for In-processing and/or Out-processing to/from Installation-Specific (local) Work Centers Starting from the Maintain <Work Center Name> Page

Once you have added your basic work center information you may continue to add the documents that the service member is required to bring to the work center for in-processing and/or for out-processing.  This information is specific to the work center and will appear on the work center information report under the work centers other information.

From the Maintain <Work Center Name> Page:

1. Click the Add/Update link in the Required Document(s) region.  The Work Center Required Documents – <Work Center Name> page is displayed.

2. In the Document Name column, enter or modify the document name on the first available row.

3. In the Description column, enter or modify the description of the document.

4. Select one of the following processing types by clicking the radio button:
· IN indicates an in-processing document,

· OUT indicates an out-processing document, or
· BOTH indicates both an in-processing and an out-processing document.
5. Click one of the following buttons:
· To clear all of the information that you entered and reset the values to their original entries, click the Reset button.

· To return to the previous page without saving any information, click the Cancel button.

· To save the document information that you entered, click the Save button.  The document information is saved and is displayed on the Maintain <Work Center Name> page.

Instructions for Deleting a Document from the Required Documents list for In-processing and/or Out-processing to/from Installation-Specific (local) Work Centers Starting from the Maintain <Work Center Name> Page

This option allows you to delete a document from the list of documents required for in-processing and/or out-processing from an installation.

From the Maintain <Work Center Name> Page:

1. Click the check box next to a document so that check appears in the box.  (To clear a check box selection, click the check box so that it is blank.)
2. To delete all documents in the list, click the check box in the title bar.  By doing this, all of the check boxes in the document list are checked.  (To clear all of the check boxes, click the check box in the title bar so that it is blank.)

3. Click the Delete Docs button.  A message dialog box is displayed prompting you to confirm that you want to delete the document(s).  Click OK in the message box.  (Click No to cancel the delete operation.
4. The page refreshes and the document no longer appears in the list.

Notes:

Instructions for Adding Work Center Questions Starting from the Maintain <Work Center Name> Page

This option will allow you to add installation-specific work center questions.  Work center questions allow the processing control center to determine whether or not to re-process or pre-clear service members from a work center if they meet certain conditions.  The question should be written so a “Yes” response requires the service member to clear through the work center.  An example of an in-processing work center question would be:  Are you going to use the installation child care center for your childcare needs?  If the soldier answers with a “Yes” then the soldier will need to in-process through the installation child care center otherwise the Processing Control Center can complete processing for the service member.  This will save the service member from time wasted on in-processing into a work center that they will not use. 

From the Maintain <Work Center Name> Page:

1. Select Maintain Installation-Specific Work Center Questions.

2. Select the work center you wish to add a work center question for from the drop-down list.  

3. If you wish to add a work center question for in-processing click on the link to Add a Local In-Processing Question.  If you wish to add a work center question for out-processing then click on the link to Add a Local Out-Processing Question.  
4. The Add Installation-Specific Work Center Question: Out-Processing or In-processing will appear.  
To add an in-processing question:

· Select Yes or No from the Print on DA 5123-1-R 
· Click inside the Question Text box and begin typing in your question.
· If the question is to be printed on DA Form 5123-1-R and an affirmative response to the question requires additional information to be entered, please enter the prompt of the additional information and choose a data type.
To add an out-processing question:

· Click inside the Question Text box and begin typing in your question. The question should be formulated so an affirmative response requires the service member to clear through the work center.
5. Once you have input all necessary data for your work center question, select  Save.

· To clear all of the information that you entered and reset the values to their original entries, click the Reset button. To return to the Individual Search Results page without saving any information, click the Cancel button.

Instructions for Changing Work Center Questions Attributes 

This option will allow you to change installation-specific work center questions attributes such as the order in which the work center question will appear or the question itself. 

From the Maintain <Work Center Name> Page:

1. Select Maintain Installation-Specific Work Center Questions.

2. If you wish to change a work center question for in-processing click on the link to Add a Local In-Processing Question.  If you wish to change a work center question for out-processing then click on the link to Add a Local Out-Processing Question.  
3. The Add Installation-Specific Work Center Question: Out-Processing or In-processing will appear. 
To Change Local In-Processing Question Attributes:
· Click the question link in the Local Questions: In-Processing list.  The Update Installation-Specific Work Center Question: In-Processing page is displayed.

· Select or edit information in the appropriate fields.  A question should be formulated so an affirmative response requires the service member to in-process through the work center.

To Change Local Out-Processing Question Attributes:
· Click the question link in the Local Questions: Out-Processing list.  The Update Installation-Specific Work Center Question: Out-Processing is displayed.
· Select or edit information in the appropriate fields.  A question should be formulated so an affirmative response requires the service member to clear through the work center.

4. Once you have made your necessary edits, click on the Save button.  To clear all of the information that you entered and reset the values to their original entries, click the Reset button. To return to the previous page without saving any information, click the Cancel button.

Instructions for Delete Work Center Questions 
This option will allow you to delete installation-specific work center questions.

From the Maintain <Work Center Name> Page:

1. Click the check box next to the question so that check appears in the box.  (To clear a check box selection, click the check box so that it is blank.)
2. Repeat Step 5 for all questions that you want to delete.  (You can select in-processing and out-processing questions.)

3. Click the Delete Selected button.  A message dialog box is displayed prompting you to confirm that you want to delete the question(s) you selected.  Click OK in the message box.  The page refreshes, and the questions you selected no longer appear in the list.

4. You can go back to the Manage Work Centers Main Menu by clicking on the Back button.

Notes:

Instructions for Adding a Work Center Site from the Maintain <Work Center Name> Page

This option will allow you to add a work center site. The first work center site is added when you add the work center information. This option is necessary only if you have two work centers with the same name at different sites. 

From the Maintain <Work Center Name> Page:

1. Select the Add a Work Center Site link.

2. The Add Work Center Site page appears.
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The work center name will appear in the work center information and the Appointment Required data will appear beside the work center name data.  

3. Enter the name of the work center site in the Name field.

4. In the Default Site field, select one of the following:

· No, which indicates that this is not the work center default site.

· Yes, replacing the current default site.

5. Enter the site phone number including area code the Phone Number field.

6. Enter the work center site contact in the Point of Contact Name field.

7. Enter the office symbol.

8. Enter the work site location in the Location field.

9. In the Office Hours field, enter the hours when the site is available for processing appointments.
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	 You must enter office hours if the Appointment Required field at the top-right of the page is IN, OUT, or BOTH.


 

10. In the Appointment Duration field, enter the time in minutes of a typical processing appointment.

11. In the Concurrent Service Capacity field, enter the number of service members who can be processed by the site at the same time.

12. In the Online Access field, select Yes or No to indicate if the work center site is available online.

13. Click one of the following buttons:

· To clear all of the information that you entered and reset the values to their original entries, click the Clear button.

· To return to the previous page without saving any information, click the Cancel button.

· To save the information that you entered, click the Save button.  The work center site is added to the work center site list on the Maintain <Work Center> page.

Notes:

Instructions for Generating Skeletal Appointment Entries Automatically

This function allows you to generate an appointment skeleton automatically for an existing work center site.  An appointment skeleton will allow you to generate appointments every day.  The appointment skeleton reflects the work centers set appointment days and times set aside for in-processing and out-processing This function is not available if you have created skeletal entries for every day of the week.
This function is not necessary for walk in work centers.  This option is only necessary for work centers that require appointments for in-processing and/or out-processing.

From the Maintain <Work Center Name> Page:

1. To update the information for an existing work center site, click the work center site name link in the Work Center Site region.  The Work Center Site – <Site Name> page is displayed.
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2. Click on the Auto-Generate Skeletal Entries link. The Auto-Generate Skeletal Appointment Entries page will appear.
3. In the Day Start Time field, enter the start time of the first appointment for the day.

4. In the Day End Time field, enter the end time of the last appointment for the day.
5. If the site has a period between appointments when no service members are to be scheduled, enter the time period in minutes in the Interval Between Slots field.

6. If the work center site has a break period during which no service members are to be scheduled, enter the break start and end times in the Break Start Time and Break End Time fields.

7. Designate the days of the week to apply the generated schedule by clicking the check box next to the day so that check appears in the box.  (To clear a check box selection, click the check box so that it is blank.)

8. Click one of the following buttons:

· To clear all of the information that you entered and reset the values to their original entries, click the Reset button.

· To return to the previous page without saving any information, click the Cancel button.

· To save the information that you entered, click the Save button.  The work center site schedule is generated and is displayed on the Work Center Site – <Site Name> page.


EXAMPLE:  The work center site will only out-process personnel on Mondays from 0900 to 1000 and it takes 10 minutes per soldier for out-processing then the Auto-Generate Skeletal Appointment Entries page should be completed as shown below.  
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Instructions for Adding Skeletal Appointment Entries 

This function allows you to add appointment skeletal entries for an existing work center site. The appointment skeleton reflects the work centers set appointment days and times set aside for in-processing and out-processing.  The appointments added will generate a work center appointment schedule.  Whenever you are in-processing or out-processing an individual to/from a work center that requires an appointment a list of available appointments will appear.  When you give an appointment to an individual the appointments disappear from the list of available appointments.  You can determine how far ahead you want your appointments to appear on the available appointments list through the planning horizons portion of the application (INPROC/OUTPROC Main Menu>FA Admin>Maintain Planning Horizons>Schedule Appointments).  If you put 7 days in the Schedule Appointments data entry screen then the available appointments choice list for a work center site will show all appointments available for the next 7 days.

This function is not necessary for walk in work centers.  This option is only necessary for work centers that require appointments for in-processing and/or out-processing.

From the Maintain <Work Center Name> Page:

1. To update the information for an existing work center site, click the work center site name link in the Work Center Site region.  The Work Center Site – <Site Name> page is displayed.
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2. Click on the Add Skeletal Entries link. The Add Skeletal Appointment Entries page will appear.
3. For the days that appointments are to be scheduled, enter the appointment start time in the Start field.

4. In the Qty (Quantity) field, enter the number of service members who can be scheduled for the appointment time you entered.
5. Repeat Steps 3-4 until the work center site’s appointment times are entered.
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	The page initially provides only five (5) entries for adding skeletal appointments.  If you need to add appointments, you must enter five entries, save the entries, click the Add Skeletal Entries link, and enter the additional entries.


6. Click one of the following buttons:

· To clear all of the information that you entered and reset the values to their original entries, click the Reset button.

· To return to the previous page without saving any information, click the Cancel button.

· To save the information that you entered, click the Save button.  The work center site schedule is saved and is displayed on the Work Center Site – <Site Name> page.


EXAMPLE: The WORK CENTER SITE will only out-process personnel on Mondays from 0900 to 930 and they can see one soldier every 10 minutes for out-processing then the Add Skeletal Appointment Entries screen should be completed as shown below.  
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Instructions for Updating/Deleting Skeletal Appointment Entries 

This function allows you to modify or delete appointment skeletal entries for an existing work center site.  The appointment skeleton reflects the work centers set appointment days and times set aside for in-processing and out-processing.  From this update section you have the option of updating the number of service members that can be scheduled for an appointment time.  You can also delete any appointment day and time as necessary.  

If a work center site wishes to change their in-processing or out-processing appointment days or times, you can delete all the days that no longer apply to the work center sites schedule then you may either generate or add the work center site’s new appointment schedule information.  

This function is not necessary for walk in work centers.  This option is only necessary for work centers that require appointments for in-processing and/or out-processing.

From the Maintain <Work Center Name> Page:

1. To update the information for an existing work center site, click the work center site name link in the Work Center Site region.  The Work Center Site – <Site Name> page is displayed.
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2. Click on the Update/Delete Skeletal Entries link. The Update/Delete Skeletal Appointment Entries page will appear.
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To Update Skeletal Appointment Entries

Updates the number of service members who can be scheduled for the appointment time:

3. Change the number in the Qty fields as needed.  Make sure that the check box for the entry is not checked.

4. Click one of the following buttons:

· To clear all of the information that you entered and reset the values to their original entries, click the Reset button.

· To return to the previous page without saving any information, click the Cancel button.

· To save the information that you entered, click the Save button.  The schedule is updated and is displayed on the Work Center Site – <Site Name> page.

To Delete Skeletal Appointment Entries

To delete appointment entries:

3. Click the check box next to the appointment time so that check appears in the box.  (To clear a check box selection, click the check box so that it is blank.)

4. To delete all appointments in a day, click the check box in the title bar.  By doing this, all of the check boxes in the day’s list are checked.  (To clear all of the check boxes, click the check box in the title bar so that it is blank.)

5. Click the Save button.  A message dialog box is displayed prompting you to confirm that you want to delete the appointments.
6. Click OK in the message box.  (Click the Cancel button to cancel the delete operation.)  The Work Center Site – <Site Name> page is displayed, and the appointments that you deleted do not appear in the schedule.

Instructions for Adding or Updating Appointment Exceptions 

This function allows you to add appointment exceptions.  

Appointment exceptions are necessary when a work center site wishes to change their in-processing or out-processing appointment days or times, due to vacation or holidays.  

This function is not necessary for walk in work centers.  This option is only necessary for work centers that require appointments for in-processing and/or out-processing.

From the Maintain <Work Center Name> Page:

1. Click the work center site name link in the Work Center Site region.  The Work Center Site – <Site Name> page is displayed.
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2. Click on the Maintain Exceptions link. The Exceptions to Work Center Site Skeletal Appointment Entries page is displayed.
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3. To add appointment schedule exceptions, click the Add/Update Exceptions link.  The Update Exceptions page is displayed.
4. Select a date by:

· Entering a date in YYYYMMDD format in the Enter Date field, and clicking the Search button; or
· Click the calendar icon [image: image55.jpg]


, then click on a date from the calendar.  The date that you selected is displayed in the field.

5. The appointment schedule for the date you selected is displayed on the right side of the page.

6. In the appointment schedule list, enter or update entries in the Start Time and/or Capacity columns.

7. Click one of the following buttons:

· To clear all of the information that you entered and reset the values to their original entries, click the Reset button.

· To return to the previous page without saving any information, click the Cancel button.

· To save the information that you entered, click the Save button.  The exception is saved and is displayed on the Exceptions to Work Center Site Skeletal Appointment Entries page.

Instructions for Deleting Appointment Exceptions 

This function allows you to delete appointment exceptions.  

This function is not necessary for walk in work centers.  This option is only necessary for work centers that require appointments for in-processing and/or out-processing.

From the Maintain <Work Center Name> Page:

1. Click the work center site name link in the Work Center Site region.  The Work Center Site – <Site Name> page is displayed.
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2. Click on the Maintain Exceptions link. The Exceptions to Work Center Site Skeletal Appointment Entries page is displayed.
3. Click the check box next to an exception so that check appears in the box.  (To clear a check box selection, click the check box so that it is blank.)

4. To delete all exceptions, click the check box in the title bar.  By doing this, all of the check boxes in the day’s list are checked.  (To clear all of the check boxes, click the check box in the title bar so that it is blank.)
5. Click the Delete Selected button.  A message dialog box is displayed prompting you to confirm that you want to delete the appointments.

6. Click OK in the message box.  (Click Cancel to cancel the delete operation.) The Exceptions to Work Center Site Skeletal Appointment Entries page is refreshed, and the exceptions that you deleted do not appear in the exception list.

Instructions for Changing Installation-Specific (local) Work Centers

This option will allow you to manage attributes for a non-mandated Installation-Specific (local) work center.

From the ISM Main Menu:

1. Select INPROC/OUTPROC.

2. The Manage Work Centers Main Menu screen will appear. 

3. Click name link in the work center list.  The Maintain <Work Center Name> page is displayed.

4. The Update <Work Center> page shows the current settings for the work center in the Installation-Specific column.  (The Mandated column shows Army-wide values that are required for this type of work center.)
5. In the Installation-Specific column, edit the current work center settings by selecting values from the drop-down lists.
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	Fields with an asterisk (*) are required entries.

Fields with a “1” are required entries if the Processing Type is In-Processing or Both (in- and out-processing).

Fields with a “2” are required entries if the Processing Type is Out-Processing or Both (in- and out-processing).


6. Click one of the following buttons:

· To clear all of the information that you entered and reset the values to their original entries, click the Reset button.

· To return to the previous page without saving any information, click the Cancel button.

· To save the information that you entered, click the Save button.  The work center information is updated and the Maintain <Work Center> page is displayed.

Instructions for Deleting Installation-Specific (local) Work Centers

This option will allow you to delete a non-mandated Installation-Specific (local) work center and all of it’s attributes from the INPROC/OUTPROC database.

From the ISM Main Menu:

1. Select INPROC/OUTPROC.

2. The Manage Work Centers Main Menu screen will appear. 

3. Click the check box next to the work center name(s) that you want to delete.  A check will appear in the check box that you click on.  (To clear a check box selection, click the check box so that it is blank.)  

4. Click the Delete WC button.  A message dialog box is displayed prompting you to confirm that you want to delete the work center(s).  Click OK in the message box.  (Click No to cancel the delete operation.) 
5. The page refreshes and the work center is no longer in the list.

Notes:

Instructions for Maintaining Work Center In-Processing Sequence

This function allows you to maintain the work center in-processing sequence.  This function will allow you to specify constraints on the order in which the soldier visits work centers. Sequencing (arranging) the order that a soldier visits work centers during in-processing is a two-step procedure:

· Applying constraint codes to the work centers, and

· Setting the default out-processing order, which is used when generating appointments automatically.

Use a numerical Constraint Code to specify the work center's processing order relative to other numbered work centers. Code "A" indicates that the work center can be visited at any time after all numbered work centers. Constraint Code "B" indicates that the work center can be visited at any time between the first and last work centers. Constraint Code "L" indicates the last work center to visit. The table on the right specifies the installation default work center in-processing order. Highlight the work center you want to re-sequence then press the Up button to move it up in the list or Down to move it down.
From the ISM Main Menu:

1. Select INPROC/OUTPROC.

2. The Manage Work Centers Main Menu screen will appear.  Select Maintain In-Processing Sequence.

To Apply Constraint Codes to Work Centers, in the Constraint Code column of the Processing Order Constraints list:

3. Starting with the number '2', enter a number to indicate the processing order for work centers that must be visited in a specific sequence.
	
	 The number '1' is always assigned to the Welcome Center.


4. For work centers that do not need to be visited in a specific sequence, use one of the following constraint codes to indicate the work centers:

· Enter A for work centers that can be visited at any time after all numbered work centers have been visited.
· Enter B for work centers that can be visited at any time between the first and last work centers.

	
	 The last work center (assigned the constraint code 'L') is the Welcome Center.


To Set Default In-Processing Order:

The sequence of work centers in the Default In-Processing Order list is used by the system when setting up in-processing appointments.  To set the default in-processing order:

5. Click the name of a work center that you want to rearrange in the sequence.  The work center is highlighted.

6. Click the Up or Down button to move the work center up or down the sequence list.
7. Click one of the following buttons:

· To reset the sequence values in both lists to their original values click the Reset button.
· To return to the previous page without saving any information, click the Cancel button.

· To save the information that you entered, click the Save button.

Notes:

Instructions for Maintaining Work Center Out-Processing Sequence

This function allows you to maintain the work center out-processing sequence.  This function will allow you to specify constraints on the order in which the soldier visits work centers. Sequencing (arranging) the order that a soldier visits work centers during out-processing is a two-step procedure:

· Applying constraint codes to the work centers, and

· Setting the default out-processing order, which is used when generating appointments automatically.

Use a numerical Constraint Code to specify the work center's processing order relative to other numbered work centers. Code "A" indicates that the work center can be visited at any time after all numbered work centers. Constraint Code "B" indicates that the work center can be visited at any time between the first and last work centers. Constraint Code "L" indicates the last work center to visit. The table on the right specifies the installation default work center in-processing order. Highlight the work center you want to re-sequence then press the Up button to move it up in the list or Down to move it down.
From the ISM Main Menu:

1. Select INPROC/OUTPROC.

2. The Manage Work Centers Main Menu screen will appear.  Select Maintain Out-Processing Sequence.

To Apply Constraint Codes to Work Centers, in the Constraint Code column of the Processing Order Constraints list:

3. Starting with the number '2', enter a number to indicate the processing order for work centers that must be visited in a specific sequence.
	
	 The number '1' is always assigned to the Out-Processing Control Center.


4. For work centers that do not need to be visited in a specific sequence, use one of the following constraint codes to indicate the work centers:

· Enter A for work centers that can be visited at any time after all numbered work centers have been visited.
· Enter B for work centers that can be visited at any time between the first and last work centers.

	
	 The last work center (assigned the constraint code 'L') is the Out-Processing Control Center.


To Set Default Out-Processing Order:

The sequence of work centers in the Default Out-Processing Order list is used by the system when setting up out-processing appointments.  To set the default out-processing order:

5. Click the name of a work center that you want to rearrange in the sequence.  The work center is highlighted.
6. Click the Up or Down button to move the work center up or down the sequence list.

7. Click one of the following buttons:

· To reset the sequence values in both lists to their original values click the Reset button.
· To return to the previous page without saving any information, click the Cancel button.

· To save the information that you entered, click the Save button.

Notes:

Lesson 4: In-Process Main Menu

This lesson will review the steps necessary for in-processing individual service members or unit sets into an installation.  In this lesson we will review the following functions:

· Initiating an Individual’s In-Processing Record 
· Maintaining an Individual’s In-Processing and Completion Status* 
· Updating an Individual’s Work Center Completion Status*
· Removing an Individual’s In-Processing Record 
· Maintaining an Individual’s Accompanying Family Member Information
· Maintaining In-Processing Rosters
· Updating a Roster’s Completion Status*
Target Audience:  Welcome Center Personnel or Individuals responsible for Initiating Service Member DA Form 5123-1-R (Personnel In-Processing Record); Work Center Personnel Responsible for clearing individual’s from a work center as indicated by *

Estimated Training Time:  1 hour

In-Process Main Menu

This menu allows you to initiate a service member’s in-processing record, update in-processing completion statuses, maintain service member’s work center appointment schedule, maintain service members family information, create a unit sets in-processing roster, and remove an individual’s in-processing record from the database.

	
	This functional area will support Welcome center personnel as well as work center personnel involved with in-processing service members into the installation.


 

Instructions for Initiating a Service Member’s In-Processing Record

This function allows you to initiate or update a service member’s in-processing record.  If the service member is already in the database, when you enter their SSN their in-processing information will appear.  If the service member is not in the database then you will have the option to add the service member to the database.

From the ISM Main Menu:

1. Select Inprocess . 

2. The In-Process Main Menu will appear. 

3. Click on Initiate In-Processing.  
4. Enter service members SSN and click on Search.

· If the service member’s in-processing information is displayed, proceed with Step 5 below.

· If the service member’s record cannot be found, the Add Individual to In-Processing page is displayed.  This page is displayed if the service member's SSN is not found in the database.  You have the capability to add a record for the individual in order to facilitate in-processing.

	
	If you do not want to add a record, click the Cancel button to return to the Initiate In-Processing page.


To proceed with adding a record to the database:

a. Enter the service member's First Name.  As an option, enter the service member's Middle Name. 

b. Enter the service member's Last Name.  As an option, enter a suffix such as JR or IV in the Suffix field.
c. Click one of the following buttons:

· To clear all of the selections that you made, click the Reset button.

· To return to the previous page without saving any information, click the Cancel button.

· To save the record, click the Save button.

5. In the In-processing Information region, select Yes or No to indicate if the family is accompanying the service member.

6. Enter any comments in the Remarks field

7. In the Files/Documents Present region, click the check box next to the document so that a check appears.  (To clear a check box selection, click the check box so that it is blank.
8. To select all documents, click the check box in the title bar.  By doing this, all of the check boxes in the list are checked.  (To clear all of the check boxes, click the check box in the title bar so that it is blank.) 

9. Click one of the following buttons:

· Click the Reset button to clear all of the selections that you made.

· Click the Save button to save the in-processing information.  The Maintain Individual Schedule and Completion Status page is displayed if the family is not accompanying the service member.  Otherwise, the Maintain Accompanying Family Member page is displayed.

Notes:

Instructions for Maintaining an Individuals Appointment Schedule and Completion Status

This function will allow you to manage a service member’s in-processing schedule and in-processing completion status.  This page has several options available:

From the ISM Main Menu:

1. Select Inprocess . The In-Process Main Menu will appear. 

2. Select Maintain Schedule and Completion Status .  
3. On this page, you can:

Schedule or Reschedule a Work Center Appointment:

a. Click on the link in the Appointment column of the work center row.  The Schedule Individual Appointment page is displayed.

b. Select the site from the Work Center Site drop-down list.

c. Select an appointment date at the work center site from the Appointment Date drop-down list.
d. Select an appointment time from the Appointment Time drop-down list.

e. Click one of the following buttons:

· To clear all of the selections that you made, click the Reset button.

· To return to the previous page without saving any information, click the Cancel button.
· To save and schedule the appointment, click the Save button.

Add Additional Work Centers to the Individual’s Schedule:

a. Click on the Add Additional Work Centers to Schedule link.  The Add Optional Work Centers for In-Processing screen is displayed.
b. Click on check box corresponding to the work center you wish to add to the individual’s schedule.  To select all work centers click on checkbox at the top of the list.  Click on a work center link to view related questions that help determine whether to add the work center to the work center schedule.

c. Click one of the following buttons:

· To clear all of the selections that you made, click the Reset button.

· To return to the previous page without saving any information, click the Cancel button.
· To save the work center to the individual’s schedule, click the Save button.

Delete Work Center Appointments from the Individual’s Schedule:

a. Click the check box next to the work center where the appointment is scheduled so that a check appears in the box.  (To clear a check box selection, click the check box so that it is blank.) Repeat this step for each appointment you wish to delete.

b. Click the Delete Appt button.  A message dialog box is displayed prompting you to confirm that you want to delete the appointments.
c. Click OK in the message box. (Click Cancel to cancel the delete operation.)  The page refreshes and the appointments that you deleted no longer appear in the Individual’s Appointment column.

Automatically Generate a Schedule for all Work Centers:

This function is only available for soldiers who do not have any work center appointments already scheduled.

a. To automatically generate an appointment schedule for the service member, click the Automatic Scheduling link.  The Automatic Scheduling page is displayed.

b. In the Earliest Appointment Date field, enter a date in YYYYMMDD format or click the calendar icon [image: image58.jpg]


 to select a date from the calendar pop-up window.
c. Enter the earliest appointment time or the earliest date that the service member is available in HHMM format.

d. Review the order of the work centers in the In-processing Order region. 
e. To modify the work center in-processing order:
· Click a work center to highlight it.

· Click the Up or Down button to move the work center up or down the list.
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	The new order must not violate the constraint codes as follows:

a. A number, which indicates the processing order for work centers that must be visited in a specific sequence.

b. The letter A for work centers that can be visited at any time after all numbered work centers have been visited.

c. The letter B for work centers that can be visited at any time between the first and last work centers.


f. Click the Auto Schedule button.  (Click the Cancel button if you want to cancel the scheduling operation.)

Answer DA Form 5123-1-R Questions

a. To answer all work center questions associated with the DA Form 5123-1-R, click the Answer DA Form 5123-1-R Questions for All Work Centers link.  The Answer All DA Form 5123-1-R Questions page is displayed.

b. In the Answer column, click the Yes or No radio buttons to answer the question.
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	Questions that already have answers are displayed.


c. If applicable, enter information in the Additional Information column.
d. Click one of the following buttons:

· To clear all of the selections or entries that you made, click on the Reset button.

· To return to the previous page without saving any information, click the Cancel button.

· To save the answers, click the Save button.  The links in the Form 5123 column have changed to View/Update to indicate that questions were answered for that work center.

Enter or Edit Work Center Comments

This function allows the IFA/PCU/WCU to enter or edit work center comments.

a. To enter or edit work center comments, click the link in the Comment column on the work center row.  The Work Center Comments (In-processing) page is displayed.
b. If applicable, enter the date that the service member cleared the work center in the Cleared Date field by performing one of the following actions:

· Enter the date in YYYYMMDD format, OR
· Click the calendar icon [image: image61.jpg]


, then click a date in the calendar pop-up-window.  The date you select is displayed in the field.
c. If you entered a date in the Cleared Date field, enter your User Name/Login ID in the Cleared By field.

d. In the Comments field, enter any comments.

e. Click one of the following buttons:

· To clear all of the selections or entries that you made, click on the Reset button.

· To return to the previous page without saving any information, click the Cancel button.

· To save the answers, click the Save button.  The links in the Comments column have changed to View/Update to indicate that comments exist for this work center.

View or Update Installation Processing Remarks

a. To view or update installation processing remarks, click the View/Update Installation Processing Remarks link.  The View/Update Installation Processing Remarks page is displayed.
b. In the Remarks text box, enter or modify the existing remarks.
c. If you entered a date in the Cleared Date field, enter your User Name/Login ID in the Cleared By field.

a. In the Comments field, enter any comments.

b. Click one of the following buttons:

· To clear all of the selections or entries that you made, click on the Reset button.

· To return to the previous page without saving any information, click the Cancel button.

· To save the answers, click the Save button.

   

Clear a Soldier

a. To clear a soldier from an in-processing work center, click the check box next to the work center so that a check appears in the box.  (To clear a check box selection, click the check box so that it is blank.)  Do this for each work center that can be cleared from the service member’s in-processing schedule.

b. Click the Clear Soldier button.  A message dialog box is displayed prompting you to confirm that you want to clear the service member.

c. Click OK in the message box.  (Click the Cancel button if you want to cancel the operation.)  The page refreshes, and the date and your user name are displayed in the Completion column.

Reverse (Undo) In-processing Clearance

a. To Reverse or Undo a clearance, click the check box next to the work center you want to reverse so that the check appears in the check box.  (To clear a check box selection, click the check box so that it is blank.)  Do this for each work center clearance that you want to reverse.
b. Click the Undo Clearance button.  A message dialog box is displayed prompting you to confirm that you want to undo the clearance.

c. Click OK in the message box.  (Click the Cancel button if you want to cancel the operation.)  The page refreshes, and the Completion column is blank.

Print a Schedule or Generate an Installation In-Processing Completion Record

a. To print a schedule or generate the installation in-processing completion record for the service member, click the Generate Installation In-Processing Record link.  The Generate Installation In-Processing Completion Record page is displayed.
b. Enter the unit name in the New Unit of Assignment field.

c. Click the following check boxes if you want the items to be printed:

d. To print the schedule and/or completion record, click the Print button. 
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	To clear all of the selections that you made, click the Clear button.  To return to the previous page without saving any information, click the Cancel button.


e. A second window opens, and the record is displayed in Adobe Acrobat Reader.

f. Click the Print icon [image: image63.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.
g. Click the OK or Print button in the Print window to print the form.

h.  Once the form is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image64.jpg]


at the top-right corner of the window.

Instructions for Updating an Individual’s Completion Status by Work Center

This option allows you to update a soldier’s completion status by work center.  In this menu you will be able to perform the following functions:  

· Clear one or multiple soldiers by work center

· Reverse (Undo) clearance for one or multiple soldiers by work center

· Schedule or reschedule an appointment at the work center

· Enter or update work center comments

· Enter or update answers to DA Form 5123-R questions

From the INPROC Main Menu:

1. Click on the link Update Completion Status by Work Center.

2. Select the work center from the Work Center drop-down list.  Perform one of the following:

· Enter the soldier’s Social Security number in the SSN field.

· Select a range of processing dates in the Processing Start Date From and To fields by entering dates in YYYYMMDD format in the fields or by clicking the calendar icon [image: image65.jpg]


to select a date from the calendar pop-up window for each field.

· Select a range of appointment dates in the Appointment Date From and To fields by entering dates in YYYYMMDD format in the fields or by clicking the calendar icon [image: image66.jpg]


to select a date from the calendar pop-up window for each field.

3. Click the Search button.  The individual soldier’s record is displayed or a list of soldier records is displayed.

· If the search does not find any match to your search criteria, the following message dialog box will appear “No records found.  Please check your search criteria and re-search.”   

Clear one or multiple soldiers by work center

a. Click the check box next to the service member(s) that you want to clear so that a check appears in the box.  (To clear a check box selection, click the check box so that it is blank.)

To select all service members, click the check box in the title bar.  By doing this, all of the check boxes in the day’s list are checked.  (To clear all of the check boxes, click the check box in the title bar so that it is blank.)

b. To clear the soldier or soldiers from the work center click on Clear Soldier.  (Click the Cancel button to return to the previous page without saving any information.)  A message dialog box is displayed prompting you to confirm that you want to clear the soldier(s).
c. Click OK in the message box.  (Click the Cancel button if you want to cancel the operation.)  The page refreshes, and the data and your user name are displayed in the Completion column for all cleared soldiers.

Reverse (Undo) clearance for one or multiple soldiers by work center

a. Click the check box next to the service member(s) so that a check appears in the box.  (To clear a check box selection, click the check box so that it is blank.)

To select all service members, click the check box in the title bar.  By doing this, all of the check boxes in the day’s list are checked.  (to clear all of the check boxes, click the check box in the title bar so that it is blank.)

b. Click the Undo Clearance button.  A message dialog box is displayed prompting you to confirm that you want to undo the clearance.
c. Click OK in the message box.  (Click the Cancel button if you want to cancel the operation.)  The page refreshes, and the Completion column is blank for all soldiers you selected.

Schedule or reschedule an appointment at the work center

a. To schedule an appointment, click the link in the Appointment column of the service member row.  The Schedule Individual Appointment page is displayed.  To select all service members, click the check box in the title bar.  By doing this, all the check boxes in the day’s list are checked.  (to clear all of the check boxes, click the check box in the title bar so that it is blank.)
b. Select an appointment date at the work center site from the Appointment Date drop-down list.

c. Select an appointment time from the Appointment Time drop-down list.
d. Click one of the following buttons:

1. To clear all of the selections that you made, click the Reset button.

2. To return to the previous page without saving any information, click the Cancel button.

3. To save and schedule the appointment, click the Save button.

Enter or update work center comments

a. To enter or edit work center comments, click the link in the Comment column for the service member row.  The Work Center Comments (In-processing) page is displayed.

b. If applicable, enter the date that the service member cleared the work center in the Cleared Date field by performing one of the following actions:
· Enter the date in YYYYMMDD format, OR

· Click the calendar icon [image: image67.jpg]


, then click a date in the calendar pop-up-window.  The date you select is displayed in the field.
c. If you entered a date in the Cleared Date field, enter your User Name/Login ID in the Cleared By field.

d. In the Comments field, enter any comments.
e. Click one of the following buttons:

· To clear all of the selections or entries that you made, click the Reset button.

· To return to the previous page without saving any information, click the Cancel button.
· To save the comments, click the Save button.  The link in the Comments column has changed to View/Update to indicate that comments exist for this work center.

Enter or update answers to DA Form 5123-1-R questions

a. To answer work center questions associated with the DA Form 5123-1-R, click the link in the Form 5123 column for the service member row.  The Answer DA Form 5123-1-R Questions page is displayed.
b. In the Answer column, click the Yes or No radio buttons to answer the question.
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	Questions that already have answers are displayed.


c. If applicable, enter information in the Additional Information column.
d. Click one of the following buttons:

· To clear all of the selections or entries that you made, click on the Reset button.

· To return to the previous page without saving any information, click the Cancel button.

· To save the answers, click the Save button.  The links in the Form 5123 column have changed to View/Update to indicate that questions were answered for that work center.

Instructions for Removing Individual’s from In-Processing

This option will allow you to remove and individual’s in-processing records.  

From the INPROC Main Menu:

1. Select Remove Individual’s from In-Processing. 

2. The Search for Individuals to Remove from In-Processing screen will appear.
3. To search for individuals perform one of the following:

· Enter the soldier’s Social Security Number in the SSN field.

· Select a range of processing dates in the Processing Start Date From and To fields by entering dates in YYYYMMDD format in the fields or by clicking the calendar icon [image: image69.jpg]


to select a date from the calendar pop-up window for each field.

4. Click the Search button.  

5. Click the check box next to the name(s) of the service member(s) so that check appears in the box.  (To clear a check box selection, click the check box so that it is blank.)
6. To select all service members, click the check box in the title bar.  By doing this, all of the check boxes in the day’s list are checked.  (To clear all of the check boxes, click the check box in the title bar so that it is blank.)

7. Click the Remove button.  A message dialog box is displayed prompting you to confirm that you want to remove the individual from processing.
8. Click OK in the message box.  (Click the Cancel button if you want to cancel the operation.)

Instructions for Maintaining Accompanying Family Member’s Data

This option will allow you to input whether the service member’s family member is an accompanying family member or not.  The family member data is added within the DD 93/SGLI section of the application.
From the INPROC Main Menu:

1. Select Maintain Accompanying Family Members. 

2. Enter the service member’s Social Security Number in the SSN field.
3. Click the Search button.  A list of family members is displayed.

4. In the Accompanying column, click the check box next to the name(s) of the family member(s) who is(are) accompanying the service member.
5. Click one of the following buttons:

· To clear all of the selections or entries that you made, click the Reset button.

· To return to the previous page without saving any information, click the Cancel button.

· To save the comments, click the Save button.

Maintaining In-Processing Rosters

This menu option will allow you to create a roster, update information for an existing roster, manage existing rosters, and manager roster work center schedules.

Instructions for Creating a New In-Processing Roster

This function will allow you to create a new in-processing roster.  Creating an in-processing roster will allow you associate a group of soldiers to a roster.  This function allows you to maintain this group of in-processing records together.  This function is typically utilized for unit sets in-processing.

From the INPROC Main Menu:

1. Select Maintain In-Processing Rosters. 

2. To initiate creation of a roster, click the Add Roster link.  The Add Roster page is displayed.

3. Enter the roster name in the Roster Name field.
4. In the Processing Start Date field, enter a date in YYYYMMDD format or click the calendar icon [image: image70.jpg]


and select a date from the calendar pop-up window.

5. In the Projected Completion Date field, enter a date in YYYYMMDD format or click the calendar icon [image: image71.jpg]


and select a date from the calendar pop-up window.

6. Enter any comments in the Remarks field. 
7. To automatically add work centers required for in-processing to the roster schedule, click the checkbox so that a check appears in the box.
8. Click one of the following buttons:

· To clear all of the selections or entries that you made, click the Clear button.

· To return to the previous page without saving any information, click the Cancel button.

· To save the roster information, click the Save button.  The roster is added to the In-Processing Rosters list.

Instructions for Updating an Existing In-Processing Roster

This function will allow you to update general information about an In-Processing roster.  

From the In-Processing Main Menu:

1. Select Maintain In-Processing Rosters
2. To update the information for an existing roster, click the roster name in the Roster Name column.  The Update In-Processing Roster page is displayed.
3. You can update the following fields:  Roster Name, In-Processing Start Date, Projected Completion Date, and Remarks. 

4. Once you have edited the fields as necessary, click one of the following buttons:

· To clear all of the selections or entries that you made, click the Clear button.

· To return to the previous page without saving any information, click the Cancel button.

· To save the updated roster information to the database, click the Save button.  

Notes:

Managing Rosters (Maintaining In-Processing Soldier Rosters)

Once you have created or initiated an in-processing roster you will need to manage your in-processing roster.  This function allows you to add soldier’s to the in-processing roster (individually or by unit), display soldier’s in roster by UIC or unit, print the DD 93 or SGLV for the soldier’s attached to the roster, detach a soldier from in-processing roster, or remove a soldier from in-processing.   

Instructions for Adding a Soldier to a Roster Individually

This function will allow you to add soldiers to a roster one at a time.

From the INPROC Main Menu:
1. Select Maintain In-Processing Rosters. 

2. To manage rosters, click the Soldiers link in the roster row.  The Maintain Processing Roster Soldiers page is displayed.
3. To initiate adding soldiers to roster individually, click the Add Soldiers Individually link.  The Add Individual to Processing Roster page is displayed.
4. To initiate adding soldiers to roster individually, click the Add Soldiers Individually link.  The Add Individual to Processing Roster page is displayed.

5. Enter the soldier’s Social Security Number in the Enter SSN field.  The soldier’s information is displayed.
6. Click the Save button.  The soldier is listed in the roster (click the Back button to view the roster.)

Notes:

Instructions for Adding Soldiers to a Roster by Unit or From Initialized Soldiers

This function will allow you to pull up a list of soldiers attached to a specific unit or a list of all initialized soldiers and add soldiers from these lists to a roster.

From the INPROC Main Menu:
1. Select Maintain In-Processing Rosters. 

2. To manage rosters, click the Soldiers link in the roster row.  The Maintain Processing Roster Soldiers page is displayed.
3. To add soldiers by unit or from a list of initialized soldiers, click the Add by Unit or from Initialized Soldiers link. The Search for Soldiers to Add to Roster <Name> page is displayed.
To search for soldiers by unit:

a. Select the unit from the drop-down list.
b. Click the Search button.  The Add Soldiers to Processing Roster <Name> page is displays a list of soldiers associated with the unit you selected.

 To search for soldiers by initialized soldier:

a. Input the processing start and end dates in the Processing Start Date From and To fields by entering the dates in YYYYMMDD format or by clicking the calendar icon [image: image72.jpg]


and selecting dates from the calendar pop-up window for each field.

b. Click the Search button.  The Add Soldiers to Processing Roster <Name> displays a list of soldiers with processing dates that correspond to the dates you entered.

4. To add soldiers to the roster: 
· Click the check box next to a soldier’s name so that a check appears in the box.  (To clear a check box selection, click the check box so that it is blank.)  
· Click the check box for each soldier that you want to add to the roster.
· To select all soldiers, click the check box in the title bar.  By doing this, all of the check boxes in the list are checked.  (To clear all of the check boxes, click the check box in the title bar so that it is blank.)

· If necessary, scroll to the bottom of the screen.

5. Click the Save button.  A message dialog box is displayed prompting you to confirm that you want to add the soldiers to the roster.
6. Click OK in the message box.  The Maintain Processing Roster Soldiers page is displayed listing the soldiers that you added.

Instructions for Displaying Soldiers in a Roster by UIC

This function will allow you to view the soldier’s attached to your roster that belong to a selected UIC.

From the INPROC Main Menu:
1. Select Maintain In-Processing Rosters. 

2. To manage rosters, click the Soldiers link in the roster row.  The Maintain Processing Roster Soldiers page is displayed.

3. To display the soldiers in the roster by UIC, select the UIC in the Display UICs drop-down list.  The page refreshes, displaying only those soldiers associated with the unit you selected.

Instructions for Printing a Soldier’s DD 93 or SGLV

This function will allow you to print a DD 93 (Record of Emergency Data) or an SGLV (Servicemembers Group Life Insurance Election and Certificate) for soldiers attached to your roster.  

From the INPROC Main Menu:
1. Select Maintain In-Processing Rosters. 

2. To manage rosters, click the Soldiers link in the roster row.  The Maintain Processing Roster Soldiers page is displayed.

To Print the DD Form 93:

a. To print the form DD Form 93 for an individual soldier, click on the Print DD93 link in the Worksheet column.  A second window opens, and the form is displayed in Adobe Acrobat Reader.
b. Click the Print icon [image: image73.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.

c. Click the OK or Print button in the Print window to print the form.

d. Once the form is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image74.jpg]


at the top-right corner of the window.

To Print the SGLV 8286:

a. To print the SGLV 8286 for an individual soldier, click on the Print 8286 link in the Worksheet column.  A second window opens, and the form is displayed in Adobe Acrobat Reader.
b. Click the Print icon [image: image75.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.

c. Click the OK or Print button in the Print window to print the form.

d. Once the form is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image76.jpg]


at the top-right corner of the window.

Instructions for Detaching a Soldier from a In-processing Roster 

This function will allow you detach soldiers from an in-processing roster.  Detaching a soldier from an In-processing roster will not remove the soldier’s in-processing record.

From the INPROC Main Menu:
1. Select Maintain In-Processing Rosters. 

2. To manage rosters, click the Soldiers link in the corresponding roster row (this should reflect the roster you wish to detach a soldier from).  The Maintain Processing Roster Soldiers page is displayed.
· Click the check box next to a soldier’s name so that a check appears in the box.  (To clear a check box selection, click the check box so that it is blank.)  
· Click the check box for each soldier that you want to detach from the roster.
· To select all soldiers, click the check box in the title bar.  By doing this, all of the check boxes in the list are checked.  (To clear all of the check boxes, click the check box in the title bar so that it is blank.)

· If necessary, scroll to the bottom of the screen.

3. Click the Detach button.  Click the Save button.  A message dialog box is displayed prompting you to confirm that you want to detach the soldiers from the roster. The page refreshes, omitting the soldiers you have detached from the roster you selected.
Instructions for Removing Soldiers from an In-processing Roster 

This function will allow you detach soldiers from an in-processing roster and delete their  in-processing records.

From the INPROC Main Menu:
1. Select Maintain In-Processing Rosters. 

2. To manage rosters, click the Soldiers link in the corresponding roster row (this should reflect the roster you wish to detach a soldier from).  The Maintain Processing Roster Soldiers page is displayed.
· Click the check box next to a soldier’s name so that a check appears in the box.  (To clear a check box selection, click the check box so that it is blank.)  
· Click the check box for each soldier that you want to detach from the roster.
· To select all soldiers, click the check box in the title bar.  By doing this, all of the check boxes in the list are checked.  (To clear all of the check boxes, click the check box in the title bar so that it is blank.)

· If necessary, scroll to the bottom of the screen.

3. Click the Remove button.  Click the Save button.  A message dialog box is displayed prompting you to confirm that you want to remove the soldiers from in-processing. The page refreshes, omitting the soldiers you have removed from in-processing.
Notes:
Managing Roster Work Center In-Processing Schedule

This function allows you to manage the in-processing schedule for a specific in-processing roster.  The following functions will be available within Maintain Roster In-processing Schedule page:  adding work centers to the roster schedule, scheduling or updating work center in-processing appointments for an in-processing roster, deleting a work center from the in-processing roster’s schedule, deleting an existing work center appointment from the in-processing roster. 

Instructions for Adding Work Centers to the Roster Schedule

This function allows you to add a work center to an in-processing roster’s schedule. 

From the INPROC Main Menu:
1. Select Maintain In-Processing Rosters. 

2. To manage rosters, click the Work Center Schedule link in the corresponding roster row (this should reflect the roster you want to work with).  The Maintain Roster In-Processing Schedule page is displayed.
3. Click on the link to Add Optional Work Centers to Schedule.
4. The Add Optional Work Centers for Roster In-Processing page is displayed.

· Click the check box next to a work center name(s) so that a check appears in the box.  (To clear a check box selection, click the check box so that it is blank.)  
· Click the check box for each work center that you want to add to the roster schedule.
· To select all work centers, click the check box in the title bar.  By doing this, all of the check boxes in the list are checked.  (To clear all of the check boxes, click the check box in the title bar so that it is blank.)

· If necessary, scroll to the bottom of the screen.

5. Click the Save button.  A message dialog box is displayed prompting you to confirm that you want to add the selected work center(s) to the roster schedule.  Click on OK in the message box.  The Maintain Roster In-Processing page is displayed, listing the work centers you selected.
Instructions for Deleting a Work Center from the In-Processing Roster Schedule

This function allows you to delete a work center from the in-processing roster’s schedule.  

From the INPROC Main Menu:
1. Select Maintain In-Processing Rosters. 

2. To manage rosters, click the Work Center Schedule link in the corresponding roster row (this should reflect the roster you want to work with).  
3. The Maintain Roster In-Processing Schedule page is displayed.
· Click the check box next to a work center name(s) so that a check appears in the box.  (To clear a check box selection, click the check box so that it is blank.)  
· Click the check box for each work center that you want to add to the roster schedule.
· To select all work centers, click the check box in the title bar.  By doing this, all of the check boxes in the list are checked.  (To clear all of the check boxes, click the check box in the title bar so that it is blank.)

· If necessary, scroll to the bottom of the screen.

4. Click the Delete WC button.  A message dialog box is displayed prompting you to confirm that you want to delete the selected work center(s) from the roster schedule.  Click on OK in the message box.  The Maintain Roster In-Processing page is displayed, omitting the work centers you selected.
Notes:
Instructions for Scheduling or Updating Work Centers In-processing Appointments for an In-Processing Roster 

This function will allow you to schedule or modify a work center appointment for an In-processing Roster. 

From the INPROC Main Menu:
1. Select Maintain In-Processing Rosters. 

2. To manage rosters, click the Work Center Schedule link in the corresponding roster row (this should reflect the roster you want to work with).  The Maintain Roster In-Processing Schedule page is displayed.
3. To schedule a new work center appointment, click the To Be Scheduled link in the Appointments column.  To update a work center appointment, click the current appointment data in the Appointments column.  The Schedule Roster's Work Center Appointment page is displayed.

4. Select the appropriate site from the Work Center Site drop-down list.
5. Select an appointment date from the Appointment Date drop-down list.

6. Enter an appointment time in the Appointment Time field.  Be sure to include appointment start and end times, such as 0800-0930.
7. Click one of the following buttons:

· To clear all of the selections or entries that you made, click the Reset button.

· To return to the previous page without saving any information, click the Cancel button.

· To save the appointment, click the Save button.  The Maintain Roster Processing Schedule page displays the appointment in the Appointment column. 

Instructions for Updating Work Center Completion Statuses for In-processing Rosters

This function allows you to update work center completion statuses for an existing in-processing roster.  

From the INPROC Main Menu:
1. Select Update Work Center Completion Status. 

2. On the In-Processing Roster Appointments by Work Center page, select the work center from the drop-down list.  A list of the rosters that have appointments at that work center is displayed.
3. To update the roster status, click the roster name link.  The Update Status at <Work Center Name> page is displayed, listing the soldiers associated with the roster you selected.

To clear a soldier:

a. Click the check box next to the name(s) of the soldier(s) you want to clear so that a check appears in the box. (To clear a check box selection, click the check box so that it is blank.).  To select all service members, click the check box in the title bar.  By doing this, all of the check boxes in the day’s list are checked.  (to clear all of the check boxes, click the check box in the title bar so that it is blank.
b. Click the Clear Soldier button.  (Click the Cancel button to return to the previous page without saving any information.)  A message dialog box is displayed prompting you to confirm that you want to clear the soldier(s).
c. Click OK in the message box.  (Click the Cancel button if you want to cancel the operation.)  The page refreshes, and the date and your user name are displayed in the Completion column for all cleared soldiers.

To reverse (undo) a clearance:

a. Click the check box next to the name(s) of the soldier(s) who should not be cleared so that check appears in the box.  (To clear a check box selection, click the check box so that it is blank.)To select all service members, click the check box in the title bar.  By doing this, all of the check boxes in the day’s list are checked.  (To clear all of the check boxes, click the check box in the title bar so that it is blank.)

b. Click the Undo Clearance button.  A message dialog box is displayed prompting you to confirm that you want to undo the clearance.

c. Click OK in the message box.  (Click the Cancel button if you want to cancel the operation.)  The page refreshes, and the Completion column is blank for all soldiers you selected.

To enter or update work center comments

a. To enter or edit work center comments, click the link in the Comment column for the service member row.  The Work Center Comments (In-processing) page is displayed.
b. If applicable, enter the date that the service member cleared the work center in the Cleared Date field by performing one of the following actions:

· Enter the date in YYYYMMDD format, OR Click the calendar icon [image: image77.jpg]


, then click a date in the calendar pop-up-window.  The date you select is displayed in the field.
· If you entered a date in the Cleared Date field, enter your User Name/Login ID in the Cleared By field.

· In the Comments field, enter any comments.
c. Click one of the following buttons:

· To clear all of the selections or entries that you made, click the Reset button.

· To return to the previous page without saving any information, click the Cancel button.
· To save the comments, click the Save button.  The link in the Comments column has changed to View/Update to indicate that comments exist for this work center.

To enter or update DA Form 5123-1-R questions for a work center

a. To answer work center questions associated with the DA Form 5123-1-R, click the link in the Form 5123 column for the service member row.  The Answer DA Form 5123-1-R Questions page is displayed.

b. In the Answer column, click the Yes or No radio buttons to answer the question.  If applicable, enter information in the Additional Information column.

c. Click one of the following buttons:

· To clear all of the selections or entries that you made, click the Reset button.

· To return to the previous page without saving any information, click the Cancel button.

· To save the answers, click the Save button.

Lesson 5: Out-Process Main Menu

This lesson will review the steps necessary for out-processing individual service members or unit sets from an installation.  In this lesson we will review the following functions:

· Initiating an Individual’s Out-Processing Record 
· Maintaining an Individual’s Out-Processing and Clearance Status*
· Updating an Individual’s Work Center Clearance Status*
· Removing an Individual’s Out-Processing Record 
· Placing an Individual’s Out-Processing On/Off Hold*
· Pre-Clearing Individuals based upon DLOS/ETS/ESA
· Maintaining an Individual’s Accompanying Family Member Information
· Maintaining Out-Processing Rosters
· Updating a Roster’s Completion Status
Target Audience:  Out-Processing Control Center Personnel or Individuals responsible for Initiating Service Member DA Form 137-2-R (Installation Clearance Record); Work Center Personnel Responsible for clearing individual’s from a work center as indicated by *

Estimated Training Time:  1 hour

Out-Process Main Menu

This menu allows you to initiate a service member’s out-processing record, update out-processing completion statuses, maintain service member’s work center appointment schedule, maintain service members family information, create a unit sets out-processing roster, and remove an individual’s out-processing record from the database.

	
	This functional area will support Welcome center personnel as well as work center personnel involved with out-processing service members into the installation.


 

Instructions for Initiating a Service Member’s Out-Processing Record

This function allows you to initiate or update a service member’s out-processing record.  If the service member is already in the database, when you enter their SSN their out-processing information will appear.  If the service member is not in the database then you will have the option to add the service member to the database via the In-Process Main Menu.  

From the ISM Main Menu:

1. Select Outprocess . 

2. The Out-Process Main Menu will appear. 

3. Click on Initiate Out-Processing.  
4. Enter service members SSN and click on Search.

· If the service member’s out-processing information is displayed, proceed with Step 5 below.

· If the service member’s record cannot be found, the following message will appear Invalid SSN. Please check the SSN and re-enter. 
5. In the Out-Processing Information region, input the Required Clearance Date by entering a date in YYYYMMDD format or by clicking the calendar icon [image: image78.jpg]


and selecting a date from the calendar pop-up window.
6. Select the reason for clearance from the Reason for Clearing drop-down list.
7. Enter any comments in the Remarks field.
8. Click one of the following buttons:

· Click the Reset button to clear all of the selections that you made.

· Click the Save button to save the out-processing information.  The Maintain Individual Schedule and Clearance Status page is displayed.  

Maintain Individuals Schedule and Clearance Status

The Maintain Individual Schedule and Clearance Status page allows you to perform the following functions:  adding work centers to an individuals out-processing schedule, scheduling, scheduling or rescheduling an individual’s work center appointments, automatically generate a schedule for all work centers, delete work center appointments, enter or update work center comments, enter or update installation out-processing remarks, clear a soldier, reverse or undo a clearance, and print a schedule or generate an out-processing completion record.

Instructions for Adding Work Centers to a Service Member’s Out-Processing Schedule 

This function will allow you to add additional work centers to a service member’s out-processing schedule.   This function will determine which work centers the soldier must visit for out-processing. 

From the Maintain Individuals Schedule and Clearance Status:

1. Select Add Additional Work Centers to Schedule.

2. Click the check box next to the work center(s) that you want to add so that a check appears in the box. (To clear a check box selection, click the check box so that it is blank.)
3. To select all work centers, click the check box in the title bar.  By doing this, all of the check boxes in the day’s list are checked.  (To clear all of the check boxes, click the check box in the title bar so that it is blank.)
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	To view work center questions, click the work center name link.  The Work Center Checklist page is displayed.


Instructions for Scheduling or Rescheduling a Soldier’s Work Center Appointments 

This function will allow you to schedule or reschedule a service member’s work center appointments.  This function will determine the day and time the service member will visit the work centers which require appointments for out-processing. 

From the Maintain Individuals Schedule and Clearance Status:

1. Click the scheduled appointment link in the Appointment column or if the soldier does not have an appointment schedule then you can click on the To Be Scheduled link for the work center you want to schedule an appointment  for.
2. Select the site from the Work Center Site drop-down list.

3. Select an appointment date at the work center site from the Appointment Date drop-down list.
4. Select an appointment time from the Appointment Time drop-down list.

5. Click one of the following buttons:

· To clear all of the selections that you made, click the Reset button.

· To return to the previous page without saving any information, click the Cancel button.
· To save and schedule the appointment, click the Save button.

Instructions for Automatically Generating a Work Center Schedule for all Work Centers

This function will allow you to automatically generate a work center out-processing schedule for all work centers that require appointments for out-processing. This function is not available if you have already scheduled appointments.

From the Maintain Individuals Schedule and Clearance Status:

1. To automatically generate an appointment schedule for the service member, click the Automatic Scheduling link.  The Automatic Scheduling page is displayed.

2. In the Earliest Appointment Date field, enter a date in YYYYMMDD format or click the calendar icon [image: image80.jpg]


to select a date from the calendar pop-up window.
3. Enter the earliest appointment time or the earliest time that the service member is available in HHMM format.

4. Review the order of the work centers in the In-processing Order region.  To modify the work center in-processing order:
5. Click a work center to highlight it.

6. Click the Up or Down button to move the work center up or down the list. 
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	The new order must not violate the constraint codes as follows:

· A number, which indicates the processing order for work centers that must be visited in a specific sequence.

· The letter A for work centers that can be visited at any time after all numbered work centers have been visited.

· The letter B for work centers that can be visited at any time between the first and last work centers.


7. Click the Auto Schedule button.  (Click the Cancel button if you want to cancel the scheduling operation.)

8. To clear all of the selections that you made, click the Reset button. To return to the previous page without saving any information, click the Cancel button.To save and schedule the appointment, click the Save button.

Instructions for Deleting Work Center Appointments from the Individual’s Schedule

This function allows you to delete work center appointments from an individual’s out-processing schedule.  The service member must reschedule appointments for mandatory out-processing sites.

From the Maintain Individuals Schedule and Clearance Status:

1. Click the check box next to the work center where the appointment is scheduled so that a check appears in the box.  (To clear a check box selection, click the check box so that it is blank.) Repeat this step for each appointment you wish to delete.
2. Click the Delete Appt button.  A message dialog box is displayed prompting you to confirm that you want to delete the appointments.
3. Click OK in the message box. (Click Cancel to cancel the delete operation.)  The page refreshes and the appointments that you deleted no longer appear in the Individual’s Appointment column.

Instructions for Updating Work Center Comments on an Individual’s Out-Processing record

This function allows you to update work center comments from an individual’s out-processing record.  

From the Maintain Individuals Schedule and Clearance Status:

1. Click the link in the Comment column on the work center row.  The The Work Center Comments (Out-processing) page is displayed.
2. If applicable, enter the date that the service member cleared the work center in the Cleared Date field by performing one of the following actions:
· Enter the date in YYYYMMDD format, OR 
· Click the calendar icon [image: image82.jpg]


, then click a date in the calendar pop-up-window.  The date you select is displayed in the field.
3. If you entered a date in the Cleared Date field, enter your User Name/Login ID in the Cleared By field.

4. If you entered a date in the Cleared Date field, enter any debt amount in the Debt Owed Amount field.

5. If you entered a date in the Cleared Date field, enter the individual's contact phone number in the Telephone Number field.
6. In the Comments field, enter any comments.

7. Click one of the following buttons:

· To clear all of the selections or entries that you made, click the Reset button.

· To return to the previous page without saving any information, click the Cancel button.

· To save the comments, click the Save button.  The link in the Comments column has changed to View/Update to indicate that comments exist for this work center.

Instructions for Viewing or Updating Work Center Installation Processing Remarks 

This function will allow you to add additional installation processing remarks to a service member’s out-processing record.  You will choose from a choice list of remarks, the remarks choice list is created and controlled by the functional administrator for In-Processing and Out-Processing. 

From the Maintain Individuals Schedule and Clearance Status:

1. Click the View/Update Installation Processing Remarks link.  The View/Update Installation Processing Remarks page is displayed.
2. In the Remarks text box, enter or modify the existing remarks.
3. Click one of the following buttons:

· To clear all of the selections or entries that you made, click the Reset button.

· To return to the previous page without saving any information, click the Cancel button.

· To save the remarks, click the Save button.  
Instructions for Clearing a Service Member from an Installation Work Center 

This function will allow you to clear an individual from a installation work center.  

From the Maintain Individuals Schedule and Clearance Status:

1. Click the check box next to the work center so that check appears in the box.  (To clear a check box selection, click the check box so that it is blank.)  Do this for each work center that can be cleared from the service member’s out-processing schedule.
2. Click the Clear Soldier button.  A message dialog box is displayed prompting you to confirm that you want to clear the service member.

3. Click OK in the message box.  (Click the Cancel button if you want to cancel the operation.)  The page refreshes, and the date and your user name are displayed in the Completion column.

Instructions for Reversing or Undoing a Clearance from an Installation Work Center 

This function will allow you to reverse or undo the clearance status for a service member’s clearance record.  

From the Maintain Individuals Schedule and Clearance Status:

1. Click the check box next to the work center so that  a check appears in the box.  (To clear a check box selection, click the check box so that it is blank.)  Do this for each work center clearance that you want to reverse.

2. Click the Undo Clearance button.  A message dialog box is displayed prompting you to confirm that you want to undo the clearance.
3. Click OK in the message box.  (Click the Cancel button if you want to cancel the operation.)  The page refreshes, and the Completion column is blank.

Instructions for Generating an Installation Out-Processing Clearance Record 

This function will allow you to generate a service members out-processing clearance record or DA Form 5132.  This record is generated at the out-processing control center or welcome center.  This is the record that is created at the beginning of a service members out-processing and at the end of a service members out-processing.

From the Maintain Individuals Schedule and Clearance Status:

1. Click the Generate Installation Out-Processing Record link.  The Generate Installation Out-Processing Completion Record page is displayed.
2. Enter the order number in the Order Number field.

3. Enter the Date of Order by typing in the date in YYYYMMDD format or by clicking the calendar icon [image: image83.jpg]


and selecting a date from the calendar pop-up window.
4. Enter the name of the unit that the soldier is leaving in the Losing Unit field.

5. Enter the name of the unit that the solider is going to in the Gaining Unit field.
6. Select the a Reason for Clearance from the drop-down list.

7. Enter the Departure Date by typing in the date in YYYYMMDD format or by clicking the calendar icon [image: image84.jpg]


and selecting a date from the calendar pop-up window.
8. Click the checkbox so that a check appears if the soldier has a government travel card.

9. In the Disposition field, select Transferred or Destroyed to indicate the government travel card status.  (Leave this field blank if neither selection is appropriate.)
10. Click the checkbox so that a check appears if the ACAP processing is complete.

11. Enter any comments in the ACAP Remarks field.

12. Click the checkbox so that a check appears if the out-processing is complete.
13. Enter any comments in the Out-Processing Remarks field.

14. Enter your name in the Printed By field.

15. Enter your telephone number including area code in the Telephone No field.
16. Click the following check boxes if you want the items be printed:
· Print DA Form 137-2-R.

· Print Work Center Schedule.

· Include Work Center Information on the printed Work Center Schedule.

17. To print the completion record and/or schedule, click the Save button. 

	[image: image85.jpg]



	To clear all of the selections that you made, click the Clear button.  To return to the previous page without saving any information, click the Cancel button.


18. A second window opens and the record is displayed in Adobe Acrobat Reader.

19. Click the Print icon [image: image86.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.

20. Click the OK or Print button in the Print window to print the form.

21. Once the form is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image87.jpg]


at the top-right corner of the window.

Instructions for Updating Work Center Clearance Status from the Out-Process Main Menu

This function will allow you to update a service member’s out-processing clearance status for a work center from the Out-Process Main Menu.

From the Out-Process Control Menu:

1. Click the Update Clearance Status by Work Center link.  The Search for Individuals to Update Completion Status page is displayed.
2. To search for a record:  Select the work center from the Work Center drop-down list. 

3. Perform one of the following:

· Enter the soldier’s Social Security number in the SSN field.
· Select a range of processing dates in the Processing Start Date From and To fields by entering dates in YYYYMMDD format in the fields or by clicking the calendar icon [image: image88.jpg]


to select a date from the calendar pop-up window for each field.

· Select a range of appointment dates in the Appointment Date From and To fields by entering dates in YYYYMMDD format in the fields or by clicking the calendar icon [image: image89.jpg]


to select a date from the calendar pop-up window for each field.

4. Click the Search button.  The individual soldier’s record is displayed or a list of soldier records is displayed.

To clear a soldier:

5. Click the check box next to the service member(s) that you want to clear so that a check appears in the box. (To clear a check box selection, click the check box so that it is blank.)
6. To select all service members, click the check box in the title bar.  By doing this, all of the check boxes in the day’s list are checked.  (To clear all of the check boxes, click the check box in the title bar so that it is blank.)

7. Click the Clear Soldier button.  (Click the Cancel button to return to the previous page without saving any information.)  A message dialog box is displayed prompting you to confirm that you want to clear the soldier(s).
8. Click OK in the message box.  (Click the Cancel button if you want to cancel the operation.)  The page refreshes, and the date and your user name are displayed in the Completion column for all cleared soldiers.

To reverse (undo) a clearance:
9. Click the check box next to the service member(s) so that check appears in the box.  (To clear a check box selection, click the check box so that it is blank.)
10. To select all service members, click the check box in the title bar.  By doing this, all of the check boxes in the day’s list are checked.  (To clear all of the check boxes, click the check box in the title bar so that it is blank.)

11. Click the Undo Clearance button.  A message dialog box is displayed prompting you to confirm that you want to undo the clearance.
12. Click OK in the message box.  (Click the Cancel button if you want to cancel the operation.)  The page refreshes, and the Completion column is blank for all soldiers you selected. 

To schedule a work center appointment:

13. Click the link in the Appointment column of the service member row.  The Schedule Individual Appointment page is displayed.
14. Select the site from the Work Center Site drop-down list.

15. Select an appointment date at the work center site from the Appointment Date drop-down list.
16. Select an appointment time from the Appointment Time drop-down list.

17. Click one of the following buttons:

· To clear all of the selections that you made, click the Reset button.

· To return to the previous page without saving any information, click the Cancel button.

· To save and schedule the appointment, click the Save button.

To reschedule a work center appointment:

18. Click the scheduled appointment link in the Appointment column.  The Schedule Individual Appointment page is displayed.
19. Select an appointment date if different from the current appointment date from the Appointment Date drop-down list.
20. Select an appointment time from the Appointment Time drop-down list.

21. Click one of the following buttons:

· To clear all of the selections that you made, click the Reset button.

· To return to the previous page without saving any information, click the Cancel button.

· To save and reschedule the appointment, click the Save button.

To enter or update  work center comments:

22. Click  the link in the Comment column for the service member row.  The Work Center Comments (Out-processing) page is displayed.

23. If applicable, enter the date that the service member cleared the work center in the Cleared Date field by performing one of the following actions:

· Enter the date in YYYYMMDD format, OR

· Click the calendar icon [image: image90.jpg]


, then click a date in the calendar pop-up-window.  The date you select is displayed in the field.
24. If you entered a date in the Cleared Date field, enter your User Name/Login ID in the Cleared By field.

25. If you entered a date in the Cleared Date field, enter any debt amount in the Debt Owed Amount field.

26. If you entered a date in the Cleared Date field, enter the individual's contact phone number in the Telephone Number field.
27. In the Comments field, enter any comments.

28. Click one of the following buttons:

· To clear all of the selections or entries that you made, click the Reset button.

· To return to the previous page without saving any information, click the Cancel button.

· To save the comments, click the Save button.  The link in the Comments column has changed to View/Update to indicate that comments exist for this work center.

Instructions for Removing Individual’s from Out-Processing

This option will allow you to remove an individual’s out-processing records.  This option will allow delete any initialization of an individual’s out-processing.

From the OUTPROC Main Menu:

1. Select Remove Individual’s from Out-Processing. 

2. The Search for Individuals to Remove from Out-Processing screen will appear.
3. To search for individuals perform one of the following:

· Enter the soldier’s Social Security Number in the SSN field.

· Select a range of processing dates in the Out-Processing Start Date From and To fields by entering dates in YYYYMMDD format in the fields or by clicking the calendar icon [image: image91.jpg]


to select a date from the calendar pop-up window for each field.

4. Click the Search button.  

5. Click the check box next to the name(s) of the service member(s) so that check appears in the box.  (To clear a check box selection, click the check box so that it is blank.)
6. To select all service members, click the check box in the title bar.  By doing this, all of the check boxes in the day’s list are checked.  (To clear all of the check boxes, click the check box in the title bar so that it is blank.)

7. Click the Remove button.  A message dialog box is displayed prompting you to confirm that you want to remove the individual from processing.
8. Click OK in the message box.  (Click the Cancel button if you want to cancel the operation.)

Instructions for Placing an Individual’s Out-Processing Record On/Off Hold

This option will allow you to place an individual’s out-processing record on hold.  This option will also allow you to take the hold status off of an individual’s out-processing record.

From the OUTPROC Main Menu:

1. Select Place Individual On/Off Hold and the Place Individual On/Off Hold screen is displayed. 
2. Enter the individual's Social Security Number in the Enter SSN field.

3. Click the Search button.  The individual's information and hold status are displayed.
4. To change the individual's hold status, click one of the following options:

· On Complete Hold.  The soldier may  not clear any additional work centers.
· On Clearance Hold.  The soldier may clear individual work centers, but may not complete out-processing.

· Off Hold.

5. Enter any comments in the Remarks field.
6. Click one of the following buttons:

· To clear all of the selections that you made, click the Reset button.

· To return to the previous page without saving any information, click the Cancel button.

· To save the information, click the Save button.

Notes:

Instructions for Pre-Clearing Individual’s from Out-Processing based on DLOS/ ETS / ESA

This function allow the user to pre-clear individual’s from out-processing based upon their DLOS/ETS/ESA

From the Out-Process Main Menu:

1. Click on the  Pre-Clearance Based on DLOS/ETS/ESA link.  The Search for Pre-Clearance Based on DLOS/ETS/ESA screen is displayed.
2. Select a work center from the Work Center drop-down list.

3. As an option, you can select a single or several UICs from the UIC(s) drop-down list:

· To select a single UIC, click on a UIC name.
· To select multiple UICs that are in sequence, press the Shift key and click on the first UIC then on the last UIC that you want to select.

· To select multiple UICs that are not in sequence, press the CTRL key and click on each UIC that you want to select.

4. As an option, click on a Military Class type (Enlisted, Officer, or Warrant Officer) so that a check appears in the box.
5. As an option, select a Data Type:  DLOS or ETS/ESA.

6. Select a range of processing dates in the From Date and To fields by entering dates in YYYYMMDD format in the fields or by clicking the calendar icon [image: image92.jpg]


to select a date from the calendar pop-up window for each field.
7. Select how you want the individual records to be ordered:
· Anticipated Loss Date,

· SSN,
· Individual Name, or

· UIC.

8. Click the Search button.  The Pre-Clearance Based on DLOS/ETS/ESA page is displayed.
To clear a soldier:

9. Click the check box next to the name(s) of the service member(s) so that check appears in the box.  (To clear a check box selection, click the check box so that it is blank.)
10. To select all service members, click the check box in the title bar.  By doing this, all of the check boxes in the list are checked.  (To clear all of the check boxes, click the check box in the title bar so that it is blank.)

11. Click the Clear Soldier button.  A message dialog box is displayed prompting you to confirm that you want to pre-clear the soldier.
12. Click OK in the message box.  (Click the Cancel button if you want to cancel the operation.)
To undo a clearance:

13. Click the check box next to the name(s) of the service member(s) so that check appears in the box.  (To clear a check box selection, click the check box so that it is blank.)
14. To select all service members, click the check box in the title bar.  By doing this, all of the check boxes in the list are checked.  (To clear all of the check boxes, click the check box in the title bar so that it is blank.)

15. Click the Undo Clearance button.  A message dialog box is displayed prompting you to confirm that you want to undo the clearance.
16. Click OK in the message box.  (Click the Cancel button if you want to cancel the operation.)

Notes:

Maintaining Out-Processing Rosters

This menu option will allow you to create a roster, update information for an existing roster, manage existing rosters, and manager roster work center schedules.

Instructions for Creating a New Out-Processing Roster

This function will allow you to create a new out-processing roster.  Creating an out-processing roster will allow you associate a group of soldiers to a roster.  This function allows you to maintain this group of out-processing records together.  This function is typically utilized for unit sets out-processing.

From the OUTPROC Main Menu:

1. Select Maintain Out-Processing Rosters. 

2. To initiate creation of a roster, click the Add Roster link.  The Add Roster page is displayed.

3. Enter the roster name in the Roster Name field.
4. In the Processing Start Date field, enter a date in YYYYMMDD format or click the calendar icon [image: image93.jpg]


and select a date from the calendar pop-up window.

5. In the Projected Completion Date field, enter a date in YYYYMMDD format or click the calendar icon [image: image94.jpg]


and select a date from the calendar pop-up window.

6. Enter any comments in the Remarks field. 
7. To automatically add work centers required for out-processing to the roster schedule, click the checkbox beside Add Work Centers Required for PCS so that a check appears in the box.
8. Click one of the following buttons:

· To clear all of the selections or entries that you made, click the Clear button.

· To return to the previous page without saving any information, click the Cancel button.

· To save the roster information, click the Save button.  The roster is added to the In-Processing Rosters list.

Instructions for Updating an Existing In-Processing Roster

This function will allow you to update general information about an Out-Processing roster.  

From the Out-Processing Main Menu:

1. Click on the Maintain Out-Processing Rosters link.
2. To update the information for an existing roster, click the roster name in the Roster Name column.  The Update Out-Processing Roster page is displayed.
3. You can update the following fields:  Roster Name, Out-Processing Start Date, Projected Completion Date, and Remarks. 

4. Once you have edited the fields as necessary, click one of the following buttons:

· To clear all of the selections or entries that you made, click the Clear button.

· To return to the previous page without saving any information, click the Cancel button.

· To save the updated roster information to the database, click the Save button.  

Notes:

Managing Rosters (Maintaining Out-Processing Soldier Rosters)

Once you have created or initiated an out-processing roster you will need to manage your out-processing roster.  This function allows you to add soldier’s to the out-processing roster (individually or by unit), display soldier’s in roster by UIC or unit, print the DD 93 or SGLV for the soldier’s attached to the roster, detach a soldier from out-processing roster, or remove a soldier from out-processing.   

Instructions for Adding a Soldier to a Roster Individually

This function will allow you to add soldiers to a roster one at a time.

From the OUTPROC Main Menu:
1. Select Maintain Out-Processing Rosters. 

2. To manage rosters, click the Soldiers link in the roster row.  The Maintain Out-Processing Roster Soldiers page is displayed.
3. To initiate adding soldiers to roster individually, click the Add Soldiers Individually link.  The Add Individual to Processing Roster page is displayed.
-OR-

To initiate adding soldiers to roster individually, click the Add Soldiers Individually link.  The Add Individual to Processing Roster page is displayed.

4. Enter the soldier’s Social Security Number in the Enter SSN field and click on Search.  The soldier’s information is displayed.
5. Click the Save button.  The soldier is listed in the roster (click the Back button to view the roster.)

Notes:

Instructions for Adding Soldiers to a Roster by Unit or From Initialized Soldiers

This function will allow you to pull up a list of soldiers attached to a specific unit or a list of all initialized soldiers and add soldiers from these lists to a roster.

From the OUTPROC Main Menu:
1. Select Maintain Out-Processing Rosters. 

2. To manage rosters, click the Soldiers link in the roster row.  The Maintain Out-Processing Roster Soldiers page is displayed.
3. To add soldiers by unit or from a list of initialized soldiers, click the Add by Unit or from Initialized Soldiers link. The Search for Soldiers to Add to Roster <Name> page is displayed.
To search for soldiers by unit:

a. Select the unit from the drop-down list.
b. Click the Search button.  The Add Soldiers to Processing Roster <Name> page is displays a list of soldiers associated with the unit you selected.

-OR-

 To search for soldiers by initialized soldier:

a. Input the processing start and end dates in the Processing Start Date From and To fields by entering the dates in YYYYMMDD format or by clicking the calendar icon [image: image95.jpg]


and selecting dates from the calendar pop-up window for each field.

b. Click the Search button.  The Add Soldiers to Processing Roster <Name> displays a list of soldiers with processing dates that correspond to the dates you entered.

4. To add soldiers to the roster: 
· Click the check box next to a soldier’s name so that a check appears in the box.  (To clear a check box selection, click the check box so that it is blank.)  
· Click the check box for each soldier that you want to add to the roster.
· To select all soldiers, click the check box in the title bar.  By doing this, all of the check boxes in the list are checked.  (To clear all of the check boxes, click the check box in the title bar so that it is blank.)

· If necessary, scroll to the bottom of the screen.

5. Click the Save button.  A message dialog box is displayed prompting you to confirm that you want to add the soldiers to the roster.
6. Click OK in the message box.  The Maintain Processing Roster Soldiers page is displayed listing the soldiers that you added.

Instructions for Displaying Soldiers in a Roster by UIC

This function will allow you to view the soldier’s attached to your roster that belong to a selected UIC.

From the OUTPROC Main Menu:
1. Select Maintain Out-Processing Rosters. 

2. To manage rosters, click the Soldiers link in the roster row.  The Maintain Out-Processing Roster Soldiers page is displayed.

3. To display the soldiers in the roster by UIC, select the UIC in the Display UICs drop-down list.  The page refreshes, displaying only those soldiers associated with the unit you selected.

Instructions for Printing a Soldier’s DD 93 or SGLV

This function will allow you to print a DD 93 (Record of Emergency Data) or an SGLV (Servicemembers Group Life Insurance Election and Certificate) for soldiers attached to your roster.  

From the OUTPROC Main Menu:
3. Select Maintain Out-Processing Rosters. 

4. To manage rosters, click the Soldiers link in the roster row.  The Maintain Processing Roster Soldiers page is displayed.

To Print the DD Form 93:

a. To print the form DD Form 93 for an individual soldier, click on the Print DD93 link in the Worksheet column.  A second window opens, and the form is displayed in Adobe Acrobat Reader.
b. Click the Print icon [image: image96.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.

c. Click the OK or Print button in the Print window to print the form.

d. Once the form is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image97.jpg]


at the top-right corner of the window.

To Print the SGLV 8286:

a. To print the SGLV 8286 for an individual soldier, click on the Print 8286 link in the Worksheet column.  A second window opens, and the form is displayed in Adobe Acrobat Reader.
b. Click the Print icon [image: image98.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.

c. Click the OK or Print button in the Print window to print the form.

d. Once the form is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image99.jpg]


at the top-right corner of the window.

Instructions for Detaching a Soldier from a Out-processing Roster 

This function will allow you detach soldiers from an out-processing roster.  Detaching a soldier from an Out-processing roster will not remove the soldier’s out-processing record.

From the OUTPROC Main Menu:
1. Select Maintain Out-Processing Rosters. 

2. To manage rosters, click the Soldiers link in the corresponding roster row (this should reflect the roster you wish to detach a soldier from).  The Maintain Out-Processing Roster Soldiers page is displayed.
· Click the check box next to a soldier’s name so that a check appears in the box.  (To clear a check box selection, click the check box so that it is blank.)  Click the check box for each soldier that you want to detach from the roster.
· To select all soldiers, click the check box in the title bar.  By doing this, all of the check boxes in the list are checked.  (To clear all of the check boxes, click the check box in the title bar so that it is blank.)

· If necessary, scroll to the bottom of the screen.

3. Click the Detach button.  Click the Save button.  A message dialog box is displayed prompting you to confirm that you want to detach the soldiers from the roster. The page refreshes, omitting the soldiers you have detached from the roster you selected.
Instructions for Removing Soldiers from an Out-processing Roster 

This function will allow you detach soldiers from an out-processing roster and delete their out-processing records.

From the OUTPROC Main Menu:
1. Select Maintain Out-Processing Rosters. 

2. To manage rosters, click the Soldiers link in the corresponding roster row (this should reflect the roster you wish to detach a soldier from).  The Maintain Out-Processing Roster Soldiers page is displayed.
· Click the check box next to a soldier’s name so that a check appears in the box.  (To clear a check box selection, click the check box so that it is blank.)  
· Click the check box for each soldier that you want to detach from the roster.
· To select all soldiers, click the check box in the title bar.  By doing this, all of the check boxes in the list are checked.  (To clear all of the check boxes, click the check box in the title bar so that it is blank.)

· If necessary, scroll to the bottom of the screen.

3. Click the Remove button.  Click the Save button.  A message dialog box is displayed prompting you to confirm that you want to remove the soldiers from out-processing. The page refreshes, omitting the soldiers you have removed from out-processing.
Notes:
Managing Roster Work Center Out-Processing Schedule

This function allows you to manage the out-processing schedule for a specific out-processing roster.  The following functions will be available without Maintain Roster Out-processing Schedule page:  adding work centers to the roster schedule, scheduling or updating work center out-processing appointments for an out-processing roster, deleting a work center from the out-processing roster’s schedule, deleting an existing work center appointment from the out-processing roster. 

Instructions for Adding Work Centers to the Roster Schedule

This function allows you to add a work center to an out-processing roster’s schedule. 

From the OUTPROC Main Menu:
1. Select Maintain Out-Processing Rosters. 

2. To manage rosters, click the Work Center Schedule link in the corresponding roster row (this should reflect the roster you want to work with).  The Maintain Roster Out-Processing Schedule page is displayed.
3. Click on the link to Add Optional Work Centers to Schedule.
4. The Add Optional Work Centers for Roster Out-Processing page is displayed.

· Click the check box next to a work center name(s) so that a check appears in the box.  (To clear a check box selection, click the check box so that it is blank.)  
· Click the check box for each work center that you want to add to the roster schedule.
· To select all work centers, click the check box in the title bar.  By doing this, all of the check boxes in the list are checked.  (To clear all of the check boxes, click the check box in the title bar so that it is blank.)

· If necessary, scroll to the bottom of the screen.

5. Click the Save button.  A message dialog box is displayed prompting you to confirm that you want to add the selected work center(s) to the roster schedule.  Click on OK in the message box.  The Maintain Roster Out-Processing page is displayed, listing the work centers you selected.
Instructions for Deleting a Work Center from the Out-Processing Roster Schedule

This function allows you to delete a work center from the out-processing roster’s schedule.  

From the OUTPROC Main Menu:
1. Select Maintain Out-Processing Rosters. 

2. To manage rosters, click the Work Center Schedule link in the corresponding roster row (this should reflect the roster you want to work with).  
3. The Maintain Roster Out-Processing Schedule page is displayed.
· Click the check box next to a work center name(s) so that a check appears in the box.  (To clear a check box selection, click the check box so that it is blank.)  
· Click the check box for each work center that you want to add to the roster schedule.
· To select all work centers, click the check box in the title bar.  By doing this, all of the check boxes in the list are checked.  (To clear all of the check boxes, click the check box in the title bar so that it is blank.)

· If necessary, scroll to the bottom of the screen.

4. Click the Delete WC button.  A message dialog box is displayed prompting you to confirm that you want to delete the selected work center(s) from the roster schedule.  Click on OK in the message box.  The Maintain Roster Out-Processing page is displayed, omitting the work centers you selected.
Notes:
Instructions for Deleting a Work Center Appointment from the Out-Processing Roster Schedule

This function allows you to delete an existing work center appointment from the out-processing roster’s schedule.  

From the OUTPROC Main Menu:
1. Select Maintain Out-Processing Rosters. 

2. To manage rosters, click the Work Center Schedule link in the corresponding roster row (this should reflect the roster you want to work with).  
3. The Maintain Roster Out-Processing Schedule page is displayed.
· Click the check box next to a work center name(s) so that a check appears in the box.  (To clear a check box selection, click the check box so that it is blank.)  
· Click the check box for each work center that you want to add to the roster schedule.
· To select all work centers, click the check box in the title bar.  By doing this, all of the check boxes in the list are checked.  (To clear all of the check boxes, click the check box in the title bar so that it is blank.)

· If necessary, scroll to the bottom of the screen.

4. Click the Delete Appt button.  A message dialog box is displayed prompting you to confirm that you want to delete the appointment(s) from the selected work center(s).  Click on OK in the message box.  The Maintain Roster Out-Processing page is displayed, omitting the work centers you selected.
Notes:
Instructions for Scheduling or Updating Work Centers Out-processing Appointments for an Out-Processing Roster 

This function will allow you to schedule or modify a work center appointment for an Out-processing Roster. 

From the OUTPROC Main Menu:
1. Select Maintain Out-Processing Rosters. 

2. To manage rosters, click the Work Center Schedule link in the corresponding roster row (this should reflect the roster you want to work with).  The Maintain Roster Out-Processing Schedule page is displayed.
3. To schedule a new work center appointment, click the To Be Scheduled link in the Appointments column.  To update a work center appointment, click the current appointment data in the Appointments column.  The Schedule Roster's Work Center Appointment page is displayed.

4. Select the appropriate site from the Work Center Site drop-down list.
5. Select an appointment date from the Appointment Date drop-down list.

6. Enter an appointment time in the Appointment Time field.  Be sure to include appointment start and end times, such as 0800-0930.
7. Click one of the following buttons:

· To clear all of the selections or entries that you made, click the Reset button.

· To return to the previous page within saving any information, click the Cancel button.

· To save the appointment, click the Save button.  The Maintain Roster Processing Schedule page displays the appointment in the Appointment column. 

Instructions for Updating Work Center Completion Statuses for Out-processing Rosters

This function allows you to update work center completion statuses for an existing out-processing roster.  

From the OUTPROC Main Menu:
1. Select Update Work Center Completion Status. 

2. On the Out-Processing Roster Appointments by Work Center page, select the work center from the drop-down list.  A list of the rosters that have appointments at that work center is displayed.
3. To update the roster status, click the roster name link.  The Update Status at <Work Center Name> page is displayed, listing the soldiers associated with the roster you selected.

To clear one or multiple soldiers:

a. Click the check box next to the name(s) of the soldier(s) you want to clear so that a check appears in the box. (To clear a check box selection, click the check box so that it is blank.).  To select all service members, click the check box in the title bar.  By doing this, all of the check boxes in the day’s list are checked.  (to clear all of the check boxes, click the check box in the title bar so that it is blank.
b. Click the Clear Soldier button.  (Click the Cancel button to return to the previous page within saving any information.)  A message dialog box is displayed prompting you to confirm that you want to clear the soldier(s).
c. Click OK in the message box.  (Click the Cancel button if you want to cancel the operation.)  The page refreshes, and the date and your user name are displayed in the Completion column for all cleared soldiers.

To reverse (undo) a clearance:

a. Click the check box next to the name(s) of the soldier(s) who should not be cleared so that check appears in the box.  (To clear a check box selection, click the check box so that it is blank.)To select all service members, click the check box in the title bar.  By doing this, all of the check boxes in the day’s list are checked.  (To clear all of the check boxes, click the check box in the title bar so that it is blank.)

b. Click the Undo Clearance button.  A message dialog box is displayed prompting you to confirm that you want to undo the clearance.

c. Click OK in the message box.  (Click the Cancel button if you want to cancel the operation.)  The page refreshes, and the Completion column is blank for all soldiers you selected.

To enter or update work center comments

a. To enter or edit work center comments, click the link in the Comment column for the service member row.  The Work Center Comments (Out-processing) page is displayed.
b. If applicable, enter the date that the service member cleared the work center in the Cleared Date field by performing one of the following actions:

· Enter the date in YYYYMMDD format, OR Click the calendar icon [image: image100.jpg]


, then click a date in the calendar pop-up-window.  The date you select is displayed in the field.
· If you entered a date in the Cleared Date field, enter your User Name/Login ID in the Cleared By field.
· In the Comments field, enter any comments.
c. Click one of the following buttons:

· To clear all of the selections or entries that you made, click the Reset button.
· To return to the previous page within saving any information, click the Cancel button.
· To save the comments, click the Save button.  The link in the Comments column has changed to View/Update to indicate that comments exist for this work center.

Lesson 6: DD Form 93- SGLV 8285/8286 Main Menu

This lesson will review the steps necessary for managing DD Form 93 and SGLV 8285/8286 forms within the ISM applications.  This menu will allow you to create, maintain and generate the DD Form 93, the SGLV 8285, and the SGLV 8286 for the service member.  

Prior to out-processing from an installation each soldier should have these documents updated in their records.  
In this lesson we will review the following functions:

· Creating, Updating, and Generating a DD93 for a Service Member
· Creating, Updating, and Generating/Printing the SGLV 8286 for a Service Member
· Creating, Updating, and Generating/Printing the SGLV 8285 for a Service Member
· Printing a DD Form 93 or SGLV 8286 Worksheet by SSN 
· Printing a DD Form 93 or SGLV 8286 Worksheet by UIC
Target Audience:  End Users responsible for producing the DD 93, the SGLV 8286 or SGLV 8285 documents for service members

Estimated Training Time:  1 hour

Generating a DD Form 93

This menu option allows you to explore many aspects of generating the DD Form 93 (Record of Emergency Data).  In this menu the following functions are available:

· Adding or Updating a service member’s family members

· Updating information associated with family member notification in case of casualty

· Adding or updating beneficiary information

· Updating Beneficiary Share Distribution Information

· Adding or Updating Family Associate Information

· Adding or Updating Insurance information; and 

· Printing the DD Form 93

Instructions for Adding or Updating a Service Member’s Family Members 

This function allows you to add or update a service member’s family member information as necessary.  This information includes updating information associated with family member notification in case of casualty and adding/updating beneficiary information.

From the INPROC/OUTPROC Main Menu:

1. Select DD93/SGLV 8285/8286. 

2. The DD Form 93 – SGLV 8285/8286 Main Menu will appear. 

3. Select the Generate DD Form 93  link.
4. The Generate DD Form 93 page will appear.  Enter the SSN of the soldier you wish to add family member information for and click the Search button.  If the search:

· Finds a single match to the search criteria, the Generate DD Form 93 page is displayed, showing the individual’s record.

· Does not find any match to your search criteria, the Add Soldier Record page is displayed.  From here you may add the soldier to the database by inputting the soldier’s data and clicking on Save.  Otherwise you may click on cancel to search for another SSN.

5. Click on the Add an Immediate Family Member link. The DD Form 93 – Add Family Member page is displayed.
6. Enter the family member’s name in the required First Name and Last Name fields.  (You may choose to enter a middle name and a suffix, such as "JR" or "IV".)
7. Enter a maiden name in the Maiden Name field if the family member is a female spouse.

8. Enter the Social Security Number in the SSN field.

9. Select the family member’s relationship to the service member from the Relationship drop-down list.

10. Enter the date of birth.  This is required ONLY if the family member is a child of the service member.
11. Select the living status from the Existence Status drop-down list.

12. In the Lives with Soldier drop-down list, select Yes or No to indicate whether the family lives with the service member.

13. In the Guardian drop-down list, select the guardian ONLY if the family member is a child who does not live with the service member.  If the guardian name is not included in the drop-down list, you need to add it using the Add Associate <RH LINK> link on the Generate DD Form 93 page.
14. Select Yes or No in the Service Member drop-down list to indicate if the family member is a current service member.

15. If you selected Yes in the Service Member drop-down list, select or enter answers for the following fields:
· In the Branch drop-down list, select the branch of service.

· If you selected Army as the Branch, select the appropriate rank from the Rank drop-down list.
· Select the active duty status from the Active Duty drop-down list.

· If the selected branch is not Army, enter the family member’s title in the Official Title field.

· In the Casualty Notification field, select Yes or No to indicate whether the family member should be notified in case of service member casualty.
· If you selected No in the Casualty Notification field, enter or select answers for the following fields:

· In the Reason Not to Notify field, enter a reason why the family member should not be notified.
· In the Notify Instead drop-down list, select the family member who can be notified.

· If you selected No in the Lives with Soldier field, enter or select entries in the following fields shown in the Address region:
· Enter the street address in the Address Line 1 field.  (Use the Address Line 2 field if a second line is needed for the address entry.)

· Enter the city or the APO/FPO designation in the City field.

· Select the state or the Gateway Area Code (AA, AE, AP) from the State drop-down list or enter the province or region in the Province/Region field.
· Enter the zip code in the Zip+4 field or enter the postal code in the Postal Code field.

· Select the country in the Country field.  (The default country is United States.)
· Enter the phone number including area code in the Phone Number field.

16. Click one of the following buttons:

· To clear all of the selections that you made, click the Clear button.

· To return to the previous page without saving any information, click the Cancel button.

· To add the family member, click the Save button.  The Update DD93 Form Share Distribution page is displayed.

Instructions for Updating DD Form 93 Share Distribution Data (Beneficiary Data)

This functional area allows you update your beneficiary data for your DD Form 93.  The Update DD93 Form Share Distribution page will display all the family members added for the service member.  The service member will then decide what percentage each family member will receive in the event of his/her death.   The total percentage should equal 100% for each share distribution.  If the soldier needs to add additional family members prior to inputting this data they may return to the DD Form 93 – Add Family Member page in order to add additional family members.

From the Update DD93 Form Share Distribution page:

1. In the Death Gratuity column, enter a percentage for each family member so that the total percentage for all family members equals 100%.  (You can enter 0 as a percentage.)  Note that the Death Gratuity is only available to parents and siblings.
2. In the Unpaid/Pay Allowance column, enter a percentage for each family member so that the total percentage for all family members equals 100%.  (You can enter 0 as a percentage.)

3. In the Allotment if Missing column, enter a percentage for each family member.  The total percentage for all family members may be less than or equal to 100%.  (You can enter 0 as a percentage.)
4. Click one of the following buttons:

· To clear all of the selections that you made, click the Reset button.

· To return to the previous page without saving any information, click the Cancel button.
· To save the share distributions, click the Save button.

Instructions for Adding or Updating a Service Member’s Family Associate Information

This function allows you to add or update a service member’s family associate information as necessary.  This information includes updating information associated with family member notification in case of casualty and adding/updating beneficiary information.

From the Generate DD Form 93 Main Menu:

1. Click on the Add Associate link. The Add Associate page is displayed.
2. Enter the associate's first and last name in the required First Name and Last Name fields.  (You may choose to enter a middle name and a suffix, such as "JR" or "IV".)
3. Enter the Social Security Number in the SSN field.

4. Select the associate’s relationship to the service member from the Relationship drop-down list.

5. In the Lives with Soldier drop-down list, select Yes or No to indicate whether the associate lives with the service member.

6. If you selected No in the Lives with Soldier field, enter or select entries in the following fields shown in the Address region:
· Enter the street address in the Address Line 1 field.  (Use the Address Line 2 field if a second line is needed for the address entry.)

· Enter the city or the APO/FPO designation in the City field.

· Select the state or the Gateway Area Code (AA, AE, AP) from the State drop-down list or enter the province or region in the Province/Region field.
· Enter the zip code in the Zip+4 field or enter the postal code in the Postal Code field.

· Select the country in the Country field.  (The default country is United States.)

7. Enter the phone number including area code in the Phone Number field.
8. Click one of the following buttons:

1. To clear all of the selections that you made, click the Clear button.

2. To return to the previous page without saving any information, click the Cancel button.
3. To add the family associate, click the Save button. 

Instructions for Adding or Updating a Service Member’s Insurance Information

This function allows you to add or update a service member’s insurance information as necessary.  This information includes updating information associated with family member notification in case of casualty and adding/updating beneficiary information.

From the Generate DD Form 93 Main Menu:

1. Click on the Add Insurance link. The DD Form 93 – Add Insurance page is displayed.
2. Enter the insurance company name in the Company Name field.

3. Enter the insurance policy number in the Policy Number field.

4. Click one of the following buttons:

4. To clear all of the selections that you made, click the Clear button.

5. To return to the previous page without saving any information, click the Cancel button.
6. To add/update the insurance information, click the Save button.

Instructions for Printing a Service Member’s DD Form 93 

This function allows you to print a service member’s DD Form 93.  Upon printing a soldiers DD 93 information you may allow the service member to review their DD Form 93 information for accuracy.  Once service member verifies that their DD Form 93 data is accurate they will sign the document and the document will be stored in the soldier’s in-processing or out-processing file.

From the Generate DD Form 93 Main Menu:

1. Click the Print button.  A second window opens, and the form is displayed in Adobe Acrobat Reader.

2. Click the Print icon [image: image101.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.

3. Click the OK or Print button in the Print window to print the form.

4. Once the form is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image102.jpg]


at the top-right corner of the window.

Generating SGLV 8286

This menu option allows you to explore many aspects of generating the SGLV 8286  (Servicemembers’ Group Life Insurance Election and Certificate).  In this menu the following functions are available:

· Update or Decline Coverage

· Add or Update Principal Beneficiary Information

· Add or Update a Principal Trust Information

· Add or Update a Contingent Beneficiary Information

· Add or Update Contingent Trust Information

· Add or Update Beneficiary Share Distribution Information

· Add an Associate or Guardian

· Print the SGLV Form 8286
Instructions for Updating or Declining SGLV Coverage

This function allows you to decline SGLV coverage or update SGLV coverage to show the elected amount of coverage the service member wishes to elect.

From the DD Form 93 – SGLV 8285/8286 Main Menu:

1. Select the Generate SGLV 8286 link.
2. The Generate SGLV 8286 page will appear.  Enter the service member’s SSN and click the Search button.  If the search:

· Finds a single match to the search criteria, the Generate SGLV 8286 page is displayed, showing the individual’s record.

· Does not find any match to your search criteria, the Add Soldier Record page is displayed.  From here you may add the soldier to the database by inputting the soldier’s data and clicking on Save.  Otherwise you may click on cancel to search for another SSN.

3. Click on the Update/Decline Coverage link. The Update/Decline SGLI page is displayed.
4. In the Coverage drop-down list, select Accept Coverage or Decline Coverage.

5. If you selected Accept Coverage, select the coverage amount from the SGLI Amount drop-down list.
6. Click one of the following buttons:

· To clear all of the selections that you made, click the Reset button.

· To return to the previous page without saving any information, click the Cancel button.
· To add the coverage, click the Save button.

Instructions for Adding or Updating Principal Beneficiary Information

This function allows you to add or update a service member’s principal beneficiary information for their SGLV.

From the Generate SGLV 8286 Page:

1. Click on the Add Principal Beneficiary link.
2. To select an existing associate as the principal beneficiary, select the beneficiary's name from the Existing Beneficiary drop-down list.  The page refreshes, displaying the information associated with the existing beneficiary.
3. If the principal beneficiary is not in the Existing Beneficiary drop-down list, enter the beneficiary’s name in the required First Name and Last Name fields.  (You may choose to enter a middle name and a suffix, such as "JR" or "IV".)

4. Enter the Social Security Number in the SSN field.

5. Select the beneficiary’s relationship to the service member from the Relationship drop-down list.

6. Enter the Date of Birth.  This is required ONLY if the beneficiary is a child of the service member.

7. Indicate whether the principal beneficiary designation is unusual by selecting Yes or No from the Unusual Beneficiary drop-down list. 
8. Select the living status from the Existence Status drop-down list.

9. In the Lives with Soldier drop-down list, select Yes or No to indicate whether the beneficiary lives with the service member.

10. In the Guardian Name drop-down list, select the guardian name ONLY if the family member is a child who does not live with the service member.  If the guardian name is not included in the drop-down list, you need to add it using the Add Associate <RH LINK> link on the Generate DD Form 93 page.
11. If you selected No in the Lives with Soldier field, enter or select entries in the following fields shown in the Address region:

a. Enter the street address in the Address Line 1 field.  (Use the Address Line 2 field if a second line is needed for the address entry.)
b. Enter the city or the APO/FPO designation in the City field.

c. Select the state or the Gateway Area Code (AA, AE, AP) from the State drop-down list or enter the province or region in the Province/Region field.
d. Enter the zip code in the Zip+4 field or enter the postal code in the Postal Code field.

e. Select the country in the Country field.  (The default country is United States.)

12. Enter the phone number including area code in the Phone Number field.
13. Click one of the following buttons:

· To clear all of the selections that you made, click the Clear button.

· To return to the previous page without saving any information, click the Cancel button.

· To add the beneficiary, click the Save button.  The Update SGLV Share Distribution page is displayed.

14. If there is an existing principal beneficiary, you can update the principal beneficiary’s information by clicking on the beneficiary name link in the Principal column.   The Update SGLV Principal Beneficiary page is displayed.  You may then proceed to updating the beneficiary’s information as necessary.  Once you have updated the beneficiary’s information as necessary you may proceed to the next step.
15. Click one of the following buttons:

· To clear all of the selections that you made, click the Clear button.

· To return to the previous page without saving any information, click the Cancel button.

· To add the beneficiary, click the Save button.  The Update SGLV Share Distribution page is displayed.

Instructions for Adding or Updating Principal Trust Information

This function allows you to add or update a service member’s principal trust information for their SGLV.

From the Generate SGLV 8286 Page:

1. Click on the Add Principal Trust link.
2. Enter the trust name in the Name of Trust field.

3. Enter the trust language in the Trust Language for SGLV-8286 text box.

4. Click one of the following buttons: 

· To clear all of the information that you entered and reset the values to their original entries, click the Clear button.
· To return to the previous page without saving any information, click the Cancel button.

· To add the principal trust, click the Save button.  The Update SGLV Share Distribution page is displayed.

5. If there is an existing principal beneficiary, you can update the principal beneficiary’s information by clicking on the beneficiary name link in the Principal column.   The Update SGLV Principal Trust page is displayed.  You may then proceed to updating the beneficiary’s information as necessary.  Once you have updated the beneficiary’s information as necessary you may proceed to the next step.
Notes:
Instructions for Adding or Updating Contingent Beneficiary Information

This function allows you to add or update a service member’s contingent beneficiary information for their SGLV.

From the Generate SGLV 8286 Page:

1. Click on the Add Contingent Beneficiary link.
2. To select an existing associate as the contingent beneficiary, select the beneficiary's name from the Existing Beneficiary drop-down list.  The page refreshes, displaying the information associated with the existing beneficiary.
3. If the contingent beneficiary is not in the Existing Beneficiary drop-down list, enter the beneficiary’s name in the required First Name and Last Name fields.  (You may choose to enter a middle name and a suffix, such as "JR" or "IV".)

4. Enter the Social Security Number in the SSN field.

5. Select the beneficiary’s relationship to the service member from the Relationship drop-down list.

6. Enter the Date of Birth.  This is required ONLY if the beneficiary is a child of the service member.

7. Indicate whether the contingent beneficiary designation is unusual by selecting Yes or No from the Unusual Beneficiary drop-down list. 
8. Select the living status from the Existence Status drop-down list.

9. In the Lives with Soldier drop-down list, select Yes or No to indicate whether the beneficiary lives with the service member.

10. In the Guardian Name drop-down list, select the guardian name ONLY if the family member is a child who does not live with the service member.  If the guardian name is not included in the drop-down list, you need to add it using the Add Associate <RH LINK> link on the Generate DD Form 93 page.
11. If you selected No in the Lives with Soldier field, enter or select entries in the following fields shown in the Address region:

a. Enter the street address in the Address Line 1 field.  (Use the Address Line 2 field if a second line is needed for the address entry.)
b. Enter the city or the APO/FPO designation in the City field.

c. Select the state or the Gateway Area Code (AA, AE, AP) from the State drop-down list or enter the province or region in the Province/Region field.
d. Enter the zip code in the Zip+4 field or enter the postal code in the Postal Code field.

e. Select the country in the Country field.  (The default country is United States.)
f. Enter the phone number including area code in the Phone Number field.
12. Click one of the following buttons:

· To clear all of the selections that you made, click the Clear button.

· To return to the previous page without saving any information, click the Cancel button.

· To add the beneficiary, click the Save button.  The Update SGLV Share Distribution page is displayed.

13. If there is an existing contingent beneficiary, you can update the contingent beneficiary’s information by clicking on the beneficiary name link in the Contingent column.   The Update SGLV Contingent Beneficiary page is displayed.  You may then proceed to updating the beneficiary’s information as necessary.  Once you have updated the beneficiary’s information as necessary you may proceed to the next step.
14. Click one of the following buttons:

· To clear all of the selections that you made, click the Clear button.

· To return to the previous page without saving any information, click the Cancel button.

· To add the beneficiary, click the Save button.  The Update SGLV Share Distribution page is displayed.

Notes:

Instructions for Adding or Updating Contingent Trust Information

This function allows you to add or update a service member’s contingent trust information for their SGLV.

From the Generate SGLV 8286 Page:

1. Click on the Add Contingent Trust link.
2. Enter the trust name in the Name of Trust field.

3. Enter the trust language in the Trust Language for SGLV-8286 text box.

4. Click one of the following buttons: 

· To clear all of the information that you entered and reset the values to their original entries, click the Clear button.
· To return to the previous page without saving any information, click the Cancel button.

· To add the contingent trust, click the Save button.  The Update SGLV Share Distribution page is displayed.

5. If there is an existing contingent beneficiary, you can update the contingent beneficiary’s information by clicking on the beneficiary name link in the Contingent column.   The Update SGLV Contingent Trust page is displayed.  You may then proceed to updating the beneficiary’s information as necessary.  Once you have updated the beneficiary’s information as necessary you may proceed to the next step.
Notes:
Instructions for Updating SGLV Share Distribution Data (Beneficiary Data)

This functional area allows you update your beneficiary data for your SGLV.  The Update SGLV Share Distribution page will display all the principal and contingent beneficiaries added for the service member.  The service member will then decide what percentage each beneficiary will receive in the event of his/her death.   If the soldier has  more than one beneficiary, the sum of the shares must equal 100%, or the full dollar amount of their insurance. You also may choose whether you want the beneficiary to receive payment in one lump sum or in 36 equal monthly payments.  If the soldier needs to add additional family members prior to inputting this data they may use the Add an Associate or Guardian link to add additional family members.

From the Update SGLV Share Distribution page:

1. Select the type of share (amount or percentage) from the Share Type drop-down list.

2. For each beneficiary, select Principal or Contingent to indicate beneficiary status.
3. In the Share column, enter the share amount or percentage.
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	The total principal amount must equal 100% or the total SGLI amount based on the selected share type; the total contingent amount must equal 100.


4. In the Payments column, select Lump to indicate a lump-sum payment or 36 to indicate 36 equal monthly payments.
5. Click one of the following buttons:

· To clear all of the selections that you made, click the Reset button.

· To return to the previous page without saving any information, click the Cancel button.
· To add the share distribution, click the Save button.

Instructions for Adding or Updating a Service Member’s Family Associate Information

This function allows you to add or update a service member’s family associate information as necessary.  This information includes updating information associated with family member notification in case of casualty.  The associate added in this link will be added to the DD93 Associated List.

From the Generate SGLV Main Menu:

1. Click on the Add an Associate or Guardian link. The Add Associate page is displayed.
2. Enter the associate's first and last name in the required First Name and Last Name fields.  (You may choose to enter a middle name and a suffix, such as "JR" or "IV".)
3. Enter the Social Security Number in the SSN field.

4. Select the associate’s relationship to the service member from the Relationship drop-down list.

5. In the Lives with Soldier drop-down list, select Yes or No to indicate whether the associate lives with the service member.

6. If you selected No in the Lives with Soldier field, enter or select entries in the following fields shown in the Address region:
a. Enter the street address in the Address Line 1 field.  (Use the Address Line 2 field if a second line is needed for the address entry.

b. Enter the city or the APO/FPO designation in the City field.
c. Select the state or the Gateway Area Code (AA, AE, AP) from the State drop-down list or enter the province or region in the Province/Region field.

d. Enter the zip code in the Zip+4 field or enter the postal code in the Postal Code field.

e. Select the country in the Country field.  (The default country is United States.)
f. Enter the phone number including area code in the Phone Number field.
7. Click one of the following buttons:

· To clear all of the selections that you made, click the Clear button.
· To return to the previous page without saving any information, click the Cancel button.
· To add the family associate, click the Save button. 

Instructions for Printing a Service Member’s SGLV

This function allows you to print a service member’s SGLV.  Upon printing a soldiers SGLV information you may allow the service member to review their SGLV information for accuracy.  Once service member verifies that their SGLV data is accurate they will sign the document and the document will be stored in the soldier’s in-processing or out-processing file.

From the Generate SGLV Main Menu:

1. Select the soldier's branch of service from the Branch of Service drop-down list.
2. Enter the soldier's Current Duty Location.

3. Enter or modify the Witness Name.

4. Enter or modify the Witness Rank.

5. Enter or modify the Witness Organization.

6. Click the Print button.  A second window opens, and the form is displayed in Adobe Acrobat Reader.

7. Click the Print icon [image: image104.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.

8. Click the OK or Print button in the Print window to print the form.

9. Once the form is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image105.jpg]


at the top-right corner of the window.

Notes:

Instructions for Generating a Service Member’s SGLV 8285

This function allows you to print a service member’s SGLV 8285.  Upon printing a service member’s SGLV 8285 information you may allow the service member to review their SGLV 8285 information for accuracy.  Once service member verifies that their SGLV 8285 data is accurate they will sign the document and the document will be stored in the service member’s in-processing or out-processing file.

From the Generate SGLV 8285 Page:

1. Select the service member’s branch of service from the Branch of Service drop-down list.

2. Enter the service member’s Social Security Number (SSN) and click the Search button.  The current SGLI amount is displayed.
3. Select a different SGLI amount from the New SGLI Amount drop-down list.

4. Click one of the following buttons:

· To clear the New SGLI Amount value, click the Clear button.

· To return to the previous page without saving any information, click the Cancel button.

5. To print the SGLV 8285, click the Print button.  A second window opens, and the form is displayed in Adobe Acrobat Reader.

6. Click the Print icon [image: image106.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.

7. Click the OK or Print button in the Print window to print the form.

8. Once the form is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image107.jpg]


at the top-right corner of the window.

Notes:

Instructions for Printing a Service Member’s DD Form 93 or SGLV 8286 Worksheet by SSN

This function allows you to search for a service member by SSN in order to print a service member’s DD Form 93 or SGLV 8286 worksheet.  This function will allow you to provide a worksheet to the service member to complete.  Upon completion of the worksheet the service member may then return the worksheet to your office.  You may add the service member’s data and generate the appropriate documents for the service member. Once service member verifies that their DD Form 93 or SGLV data is accurate they will sign the document(s) and the document(s) will be stored in the soldier’s in-processing or out-processing file.

From the DD Form 93 – SGLV 8285/8286 Main Menu:

1. Click on the Print Worksheet by SSN link.

2. Enter the individual's social security number (SSN) in the Enter SSN field.
3. Select DD Form 93 or SGLV 8286.

4. Click the Search button.  The individual's SSN, name, and rank are displayed.

5. Click the Print button.  A second window opens, and the form is displayed in Adobe Acrobat Reader.

6. Click the Print icon [image: image108.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.

7. Click the OK or Print button in the Print window to print the form.

8. Once the form is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image109.jpg]


at the top-right corner of the window.

Notes:

Instructions for Printing a Service Member’s DD Form 93 or SGLV 8286 Worksheet by UIC

This function allows you to search for a service member by UIC in order to print a service member’s DD Form 93 or SGLV 8286 worksheet.  This function will allow you to provide a worksheet to the service member to complete.  Upon completion of the worksheet the service member may then return the worksheet to your office.  You may add the service member’s data and generate the appropriate documents for the service member. Once service member verifies that their SGLV or DD Form 93 data is accurate they will sign the document(s) and the document(s)will be stored in the soldier’s in-processing or out-processing file.

From the DD Form 93 – SGLV 8285/8286 Main Menu:

1. Click on the Print Work Sheet by UIC link.

2. Select the unit from the UICs drop-down list.

3. Select DD Form 93 or SGLV 8286.

4. Click the Search button.  A list of individuals associated with unit that you selected is displayed.

5. In the individual's row, click the Print DD 93 link or the Print 8286 link to print that form for the individual.  A second window opens, and the form is displayed in Adobe Acrobat Reader.

6. Click the Print button.  A second window opens, and the form is displayed in Adobe Acrobat Reader.

7. Click the Print icon [image: image110.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.

8. Click the OK or Print button in the Print window to print the form.

9. Once the form is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image111.jpg]


at the top-right corner of the window.

Notes:

Lesson 7: In-Processing Reports

This lesson will review the steps necessary for generating, reviewing, and printing the following in-processing reports.

  

In this lesson we will review the following functions:

· Generating the Pending Gains Report
· Generating the Recent Arrival Report
· Generating the In-Processing Personnel by Unit Report
· Generating the In-Processing Roster Soldier Report
· Generating the Roster In-Processing Completion Report
· Generating the In-Processing Work Center Individual Appointment Schedule 
· Generating the In-Processing Roster Work Center Site Schedule 
· Generating the In-Processing Work Center Site Appointment Schedule
Target Audience:  All Users

Estimated Training Time:  1 hour

Reports

This functional area allows you to generate, review, and print the in-processing reports.

Instructions for Generating the Pending Gains Report

The Pending Gains report shows a list of individuals who are scheduled to arrive at an installation within the specified date range (determined by the user).  This report can help the Welcome center personnel determine who will be arriving at the installation.

The list of names in the report is sorted alphabetically by last name, first name, then middle name.

From the INPROC/OUTPROC Main Menu:

1. Select Reports. 

2. The Reports Main Menu will appear. 

3. Click on the Pending Gains Report link.

4. Enter projected arrival dates in the Projected Arrival From Date and To fields by entering dates in YYYYMMDD format or by clicking the calendar icon [image: image112.jpg]


and selecting a date from the calendar pop-up window.
5. Click the Generate Report link.  A second window opens, and the report is displayed in Adobe Acrobat Reader.

6. Click the Print icon [image: image113.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.
7. Click the OK or Print button in the Print window to print the report.

8. Once the report is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image114.jpg]


at the top-right corner of the window.

Notes:

· The system keeps a count of how many records are in the report.   Each page holds 15 records.

· To view the next page of the report click on Next .
· To view the last page of the report click on Last Page.
· To view the previous page of the report click on Previous.
Instructions for Generating the Recent Arrival Report

The Recent Arrival report shows a list of individuals who have arrived at the installation within the specified date range (determined by the user).  This report can help the Welcome center personnel determine who will need to in-process at the installation.

The list of names in the report is sorted alphabetically by last name, first name, then middle name.

From the Reports Main Menu:

1. Click on the Recent Arrival Report link.

2. Enter an arrival date period in the Recent Arrival From Date and To fields by entering dates in YYYYMMDD format or by clicking the calendar icon [image: image115.jpg]


and selecting a date from the calendar pop-up window.
3. Enter arrival date times.

4. Click the check box to include UIC information in the report.

5. Click the Generate Report link.  A second window opens, and the report is displayed in Adobe Acrobat Reader.

6. Click the Print icon [image: image116.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.
7. Click the OK or Print button in the Print window to print the report.

8. Once the report is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image117.jpg]


at the top-right corner of the window.

Notes:

· The system keeps a count of how many records are in the report.   Each page holds 15 records.

· To view the next page of the report click on Next .
· To view the last page of the report click on Last Page.
· To view the previous page of the report click on Previous.
Instructions for Generating the In-Processing Personnel Report by Unit

The in-processing personnel report by unit shows a list of all in-processing personnel by unit who have initiated in-processing within the specified time period.

The list of names in the report is sorted alphabetically by last name, first name, then middle name.

From the Reports Main Menu:

1. Click on the In/Out-Processing Personnel Report by Unit link.
In the UICs list, select a single unit by clicking on a UIC or to select multiple units:

· in sequence, press the Shift key and click on the first unit then on the last unit that you want to select.
· not in sequence, press the CTRL key and click on each unit that you want to select.

2. Select the In-Processing from the Processing Type drop-down list.

3. Select a report period by entering dates in the From Date and To fields in YYYYMMDD format or by clicking the calendar icon [image: image118.jpg]


and selecting a date from the calendar pop-up window for each field.

4. Click the Generate Report link.  A second window opens, and the report is displayed in Adobe Acrobat Reader.

5. Click the Print icon [image: image119.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.
6. Click the OK or Print button in the Print window to print the report.

7. Once the report is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image120.jpg]


at the top-right corner of the window.

Notes:

· The system keeps a count of how many records are in the report.   Each page holds 15 records.

· To view the next page of the report click on Next .
· To view the last page of the report click on Last Page.
· To view the previous page of the report click on Previous.
Instructions for Generating the In-Processing Statistics Report 

The in-processing statistics report shows you a count of all initiated and completed in-processing transactions within the specified time period (determined by user).

From the Reports Main Menu:

1. Click on the In/Out-Processing Statistics Report  link.
2. Select the In-Processing from the Processing Type drop-down list.

3. Select a report period by entering dates in the From Date and To fields in YYYYMMDD format or by clicking the calendar icon [image: image121.jpg]


and selecting a date from the calendar pop-up window for each field.

4. Click the Generate Report link.  A second window opens, and the report is displayed in Adobe Acrobat Reader.
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	To clear all of the selections that you made, click the Clear button.  To return to the previous page without saving any information, click the Cancel button.


5. Click the Print icon [image: image123.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.
6. Click the OK or Print button in the Print window to print the report.

7. Once the report is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image124.jpg]


at the top-right corner of the window.

Notes:

· To view the next page of the report click on Next .
· To view the last page of the report click on Last Page.
· To view the previous page of the report click on Previous.
Instructions for Generating the In-Processing Roster Soldier Report 

The in-processing roster soldier report will show a list of all service members attached to a specified in-processing roster (determined by user).

The list of names in the report is sorted alphabetically by last name, first name, then middle name.

From the Reports Main Menu:

1. Click on the Roster Soldier Report link.
2. Select the In-Processing from the Processing Type drop-down list.
3. Select the roster from the Roster Name drop-down list.

4. Click the Generate Report link.  A second window opens, and the report is displayed in Adobe Acrobat Reader.
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	To clear all of the selections that you made, click the Clear button.  To return to the previous page without saving any information, click the Cancel button.


5. Click the Print icon [image: image126.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.
6. Click the OK or Print button in the Print window to print the report.

7. Once the report is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image127.jpg]


at the top-right corner of the window.

Notes:

· The system keeps a count of how many records are in the report.   Each page holds 15 records.

· To view the next page of the report click on Next .
· To view the last page of the report click on Last Page.
· To view the previous page of the report click on Previous.
Instructions for Generating the In-Processing Roster Completion Report 

The in-processing roster soldier report will show the completion status for all service members attached to a specified in-processing roster (determined by user).

The list of names in the report is sorted alphabetically by last name, first name, then middle name.

From the Reports Main Menu:

1. Click on the Roster Completion Report link.
2. Select the In-Processing from the Processing Type drop-down list.
3. Select the roster from the Roster Name drop-down list.

In the Work Centers list, select a single work center name by clicking on a work center or to select multiple work center:

· in sequence, press the Shift key and click on the first unit then on the last unit that you want to select.
· not in sequence, press the CTRL key and click on each unit that you want to select.

4. For Completion Status, click a radio button to include all soldiers regardless of completion or only soldiers with incomplete processing.
5. Click the checkbox so that a check appears in the box to include processing comments in the report.

6. Click the Generate Report link.  A second window opens, and the report is displayed in Adobe Acrobat Reader.
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	To clear all of the selections that you made, click the Clear button.  To return to the previous page without saving any information, click the Cancel button.


7. Click the Print icon [image: image129.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.
8. Click the OK or Print button in the Print window to print the report.

9. Once the report is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image130.jpg]


at the top-right corner of the window.

Instructions for Generating the Work Center Individual Appointment Schedule 

This report will allow you to print or view a service member’s in-processing work center appointment schedule.

From the Reports Main Menu:

1. Click on the Individual Work Center Site Schedule link.
2. Select the In-Processing from the Processing Type drop-down list.
3. Enter the soldier's social security number in the SSN field.

4. Enter the New Unit of Assignment (This field is not required).

5. Click the checkbox so that a check appears in the box to include work center general information in the schedule.

6. Click the Generate Report link.  A second window opens, and the report is displayed in Adobe Acrobat Reader.
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	To clear all of the selections that you made, click the Clear button.  To return to the previous page without saving any information, click the Cancel button.


7. Click the Print icon [image: image132.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.
8. Click the OK or Print button in the Print window to print the report.

9. Once the report is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image133.jpg]


at the top-right corner of the window.

Instructions for Generating the Work Center Roster Appointment Schedule 

This report will allow you to print or view a roster’s in-processing work center appointment schedule.

From the Reports Main Menu:

1. Click on the Roster Work Center Site Schedule link.
2. Select the In-Processing from the Processing Type drop-down list.
3. Select the roster from the Roster Name drop-down list.

4. Click the checkbox so that a check appears in the box to include work center general information in the schedule.

5. Click the Generate Report link.  A second window opens, and the report is displayed in Adobe Acrobat Reader.
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	To clear all of the selections that you made, click the Clear button.  To return to the previous page without saving any information, click the Cancel button.


6. Click the Print icon [image: image135.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.
7. Click the OK or Print button in the Print window to print the report.

8. Once the report is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image136.jpg]


at the top-right corner of the window.

Notes:

Lesson 8: Out-Processing Reports

This lesson will review the steps necessary for generating, reviewing, and printing the following out-processing reports.

In this lesson we will review the following functions:

· Generating the Anticipated Loss Report (DLOS/ETS/ESA)
· Generating the Past Due Loss Report (DLOS/ETS/ESA)
· Generating the Out-Processing Personnel by Unit Report
· Generating the Out-Processing Statistics Report
· Generating the Consolidated Clearance Report
· Generating the Out-Processing Hold Report
· Generating the Out-Processing Roster Soldier Report
· Generating the Roster Out-Processing Completion Report
· Generating the Out-Processing Work Center Individual Appointment Schedule 
· Generating the Out-Processing Roster Work Center Site Schedule 
· Generating the Out-Processing Work Center Site Appointment Schedule
Target Audience:  Out-Processing Control Center Personnel

Estimated Training Time:  1 hour

Reports

This functional area allows you to generate, review, and print the out-processing reports.

Instructions for Generating the Anticipated Loss Report (DLOS/ETS/ESA)

The anticipated loss report shows a list of individuals who are scheduled to depart an installation within a specified date range (determined by the user).  The report results are based upon the service member’s DLOS, ETS, or ESA dates.  This report helps the out-processing control center personnel determine who will be out-processing from the installation.

The list of names in the report is sorted alphabetically by last name, first name, then middle name.

From the INPROC/OUTPROC Main Menu:

1. Select Reports. 

2. The Reports Main Menu will appear. 

3. Click on the Anticipated Loss Report (DLOS/ETS/ESA) link.

4. In the UICs list, select a single unit by clicking on a UIC or 
To select multiple units: 

· in sequence, press the Shift key and click on the first unit then on the last unit that you want to select. 
· not in sequence, press the CTRL key and click on each unit that you want to select. 

5. Click the check box so that a check appears in the box to select the Enlisted, Officer, and/or Warrant Officer military class

6. Select one of the following data types:  DLOS or ETS/ESA.

7. Select a report period by entering dates in the From Date and To fields in YYYYMMDD format or by clicking the calendar icon [image: image137.jpg]


and selecting a date from the calendar pop-up window for each field.

8. Click the Generate Report link.  A second window opens, and the report is displayed in Adobe Acrobat Reader.

9. Click the Print icon [image: image138.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.
10. Click the OK or Print button in the Print window to print the report.

11. Once the report is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image139.jpg]


at the top-right corner of the window.

Notes:

· The system keeps a count of how many records are in the report.   Each page holds 15 records.

· To view the next page of the report click on Next .
· To view the last page of the report click on Last Page.
· To view the previous page of the report click on Previous.
Instructions for Generating the Past Due Loss Report (DLOS/ETS/ESA)

The Past Due Loss report shows a list of individuals whose DLOS, ETS, or ESA date has passed.  

The list of names in the report is sorted alphabetically by last name, first name, then middle name.

From the Reports Main Menu:

1. Click on the Past Due Loss Report (DLOS/ETS/ESA) link.
2. In the UICs list, select a single unit by clicking on a UIC or 

To select multiple units: 

· in sequence, press the Shift key and click on the first unit then on the last unit that you want to select. 
· not in sequence, press the CTRL key and click on each unit that you want to select. 
3. Click the check box so that a check appears in the box to select the Enlisted, Officer, and/or Warrant Officer military class.

4. Select one of the following data types:  DLOS or ETS/ESA.

5. Click the Generate Report link.  A second window opens, and the report is displayed in Adobe Acrobat Reader.

6. Click the Print icon [image: image140.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.
7. Click the OK or Print button in the Print window to print the report.

8. Once the report is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image141.jpg]


at the top-right corner of the window.

Notes:

· The system keeps a count of how many records are in the report.   Each page holds 15 records.

· To view the next page of the report click on Next .
· To view the last page of the report click on Last Page.
· To view the previous page of the report click on Previous.
Instructions for Generating the Out-Processing Personnel Report by Unit

The out-processing personnel report by unit shows a list of all out-processing personnel by unit who have initiated out-processing within the specified time period.

The list of names in the report is sorted alphabetically by last name, first name, then middle name.

From the Reports Main Menu:

1. Click on the In/Out-Processing Personnel Report by Unit link.
In the UICs list, select a single unit by clicking on a UIC or to select multiple units:

· in sequence, press the Shift key and click on the first unit then on the last unit that you want to select.
· not in sequence, press the CTRL key and click on each unit that you want to select.

2. Select the Out-Processing from the Processing Type drop-down list.

3. Select a report period by entering dates in the From Date and To fields in YYYYMMDD format or by clicking the calendar icon [image: image142.jpg]


and selecting a date from the calendar pop-up window for each field.

4. Click the Generate Report link.  A second window opens, and the report is displayed in Adobe Acrobat Reader.

5. Click the Print icon [image: image143.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.
6. Click the OK or Print button in the Print window to print the report.

7. Once the report is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image144.jpg]


at the top-right corner of the window.

Notes:

· The system keeps a count of how many records are in the report.   Each page holds 15 records.

· To view the next page of the report click on Next .
· To view the last page of the report click on Last Page.
· To view the previous page of the report click on Previous.
Instructions for Generating the Out-Processing Statistics Report 

The out-processing statistics report shows you a count of all initiated and completed out-processing transactions within the specified time period (determined by user).

From the Reports Main Menu:

1. Click on the In/Out-Processing Statistics Report  link.
2. Select the Out-Processing from the Processing Type drop-down list.

3. Select a report period by entering dates in the From Date and To fields in YYYYMMDD format or by clicking the calendar icon [image: image145.jpg]


and selecting a date from the calendar pop-up window for each field.

4. Click the Generate Report link.  A second window opens, and the report is displayed in Adobe Acrobat Reader.
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	To clear all of the selections that you made, click the Clear button.  To return to the previous page without saving any information, click the Cancel button.


5. Click the Print icon [image: image147.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.
6. Click the OK or Print button in the Print window to print the report.

7. Once the report is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image148.jpg]


at the top-right corner of the window.

Notes:

· To view the next page of the report click on Next .
· To view the last page of the report click on Last Page.
· To view the previous page of the report click on Previous.
Instructions for Generating the Consolidated Clearance Report 

The consolidated clearance report will show you all the individuals who have completed out-processing within a specified time period (determined by user).

From the Reports Main Menu:

1. Click on the Consolidated Clearance Report  link.
2. Select a report period by entering dates in the From Date and To fields in YYYYMMDD format or by clicking the calendar icon [image: image149.jpg]


and selecting a date from the calendar pop-up window for each field.

3. Click the Generate Report link.  A second window opens, and the report is displayed in Adobe Acrobat Reader.
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	To clear all of the selections that you made, click the Clear button.  To return to the previous page without saving any information, click the Cancel button.


4. Click the Print icon [image: image151.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.
5. Click the OK or Print button in the Print window to print the report.

6. Once the report is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image152.jpg]


at the top-right corner of the window.

Notes:

· To view the next page of the report click on Next .
· To view the last page of the report click on Last Page.
· To view the previous page of the report click on Previous.
Instructions for Generating the Out-Processing Hold Report 

The out-processing hold report will show you all the individuals whose out-processing records have been placed on-hold within a specified time period (determined by user).

From the Reports Main Menu:

1. Click on the Out-processing Hold Report  link.
2. Click the Print icon [image: image153.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.
3. Click the OK or Print button in the Print window to print the report.

4. Once the report is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image154.jpg]


at the top-right corner of the window.

Notes:

· To view the next page of the report click on Next .
· To view the last page of the report click on Last Page.
· To view the previous page of the report click on Previous.
Instructions for Generating the Out-Processing Roster Soldier Report 

The out-processing roster soldier report will show a list of all service members attached to a specified out-processing roster (determined by user).

The list of names in the report is sorted alphabetically by last name, first name, then middle name.

From the Reports Main Menu:

1. Click on the Roster Soldier Report link.
2. Select the Out-Processing from the Processing Type drop-down list.
3. Select the roster from the Roster Name drop-down list.

4. Click the Generate Report link.  A second window opens, and the report is displayed in Adobe Acrobat Reader.
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	To clear all of the selections that you made, click the Clear button.  To return to the previous page without saving any information, click the Cancel button.


5. Click the Print icon [image: image156.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.
6. Click the OK or Print button in the Print window to print the report.

7. Once the report is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image157.jpg]


at the top-right corner of the window.

Notes:

· The system keeps a count of how many records are in the report.   Each page holds 15 records.

· To view the next page of the report click on Next .
· To view the last page of the report click on Last Page.
· To view the previous page of the report click on Previous.
Instructions for Generating the Out-Processing Roster Completion Report 

The out-processing roster soldier report will show the completion status for all service members attached to a specified out-processing roster (determined by user).

The list of names in the report is sorted alphabetically by last name, first name, then middle name.

From the Reports Main Menu:

1. Click on the Roster Completion Report link.
2. Select the Out-Processing from the Processing Type drop-down list.
3. Select the roster from the Roster Name drop-down list.

In the Work Centers list, select a single work center name by clicking on a work center or to select multiple work center:

· in sequence, press the Shift key and click on the first unit then on the last unit that you want to select.
· not in sequence, press the CTRL key and click on each unit that you want to select.

4. For Completion Status, click a radio button to include all soldiers regardless of completion or only soldiers with incomplete processing.
5. Click the checkbox so that a check appears in the box to include processing comments in the report.

6. Click the Generate Report link.  A second window opens, and the report is displayed in Adobe Acrobat Reader.
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	To clear all of the selections that you made, click the Clear button.  To return to the previous page without saving any information, click the Cancel button.


7. Click the Print icon [image: image159.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.
8. Click the OK or Print button in the Print window to print the report.

9. Once the report is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image160.jpg]


at the top-right corner of the window.

Instructions for Generating the Work Center Individual Appointment Schedule 

This report will allow you to print or view a service member’s out-processing work center appointment schedule.

From the Reports Main Menu:

1. Click on the Individual Work Center Site Schedule link.
2. Select the Out-Processing from the Processing Type drop-down list.
3. Enter the soldier's social security number in the SSN field.

4. Enter the New Unit of Assignment (This field is not required).

5. Click the checkbox so that a check appears in the box to include work center general information in the schedule.

6. Click the Generate Report link.  A second window opens, and the report is displayed in Adobe Acrobat Reader.
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	To clear all of the selections that you made, click the Clear button.  To return to the previous page without saving any information, click the Cancel button.


7. Click the Print icon [image: image162.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.
8. Click the OK or Print button in the Print window to print the report.

9. Once the report is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image163.jpg]


at the top-right corner of the window.

Instructions for Generating the Work Center Roster Appointment Schedule 

This report will allow you to print or view a roster’s out-processing work center appointment schedule.

From the Reports Main Menu:

1. Click on the Roster Work Center Site Schedule link.
2. Select the Out-Processing from the Processing Type drop-down list.
3. Select the roster from the Roster Name drop-down list.

4. Click the checkbox so that a check appears in the box to include work center general information in the schedule.

5. Click the Generate Report link.  A second window opens, and the report is displayed in Adobe Acrobat Reader.

	[image: image164.jpg]



	To clear all of the selections that you made, click the Clear button.  To return to the previous page without saving any information, click the Cancel button.


6. Click the Print icon [image: image165.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.
7. Click the OK or Print button in the Print window to print the report.

8. Once the report is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image166.jpg]


at the top-right corner of the window.

Notes:

Instructions for Generating the Work Center Site Appointment Schedule 

This report will allow you to print or view an out-processing appointment schedule for a specific work center at a specific installation within a specific time period.

The list of names in the report is sorted alphabetically by last name, first name, then middle name.

From the Reports Main Menu:

1. Click on the Work Center Site Appointment Schedule link.
2. Select the Out-Processing from the Processing Type drop-down list.
3. Select the Work Center from the drop-down list.

4. Select the Work Center Site from the drop-down list.

5. Select a report period by entering dates in the Appointment From Date and To fields in YYYYMMDD format or by clicking the calendar icon [image: image167.jpg]


and selecting a date from the calendar pop-up window for each field.

6. Click the Generate Report link.  A second window opens, and the report is displayed in Adobe Acrobat Reader.
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	To clear all of the selections that you made, click the Clear button.  To return to the previous page without saving any information, click the Cancel button.


7. Click the Print icon [image: image169.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.
8. Click the OK or Print button in the Print window to print the report.

9. Once the report is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image170.jpg]


at the top-right corner of the window.

Notes:

Lesson 9: Printing Blank Forms 

This lesson will review the steps necessary for printing the following INPROC/OUTPROC forms.

In this lesson we will review the following functions:

· Printing a Blank DD 93 Form
· Printing a Blank SGLV 8285 
· Printing a Blank SGLV 8286
· Printing a Blank DA Form 5123-1-R
· Printing a Blank DA Form 137-2-R
Target Audience:  All INPROC/OUTPROC users

Estimated Training Time:  15 minutes

Instructions for Printing a Blank DD Form 93

This function allows you to print out a blank DD Form 93 (Record of Emergency Data).

From the INPROC/OUTPROC Main Menu:

1. Select Reports. 

2. The Reports Main Menu will appear. 

3. Click on the DD Form 93 (Blank) link.

4. Click the Print icon [image: image171.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.
5. Click the OK or Print button in the Print window to print the report.

6. Once the report is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image172.jpg]


at the top-right corner of the window.

Instructions for Printing a Blank SGLV 8285

This function allows you to print out a blank SGLV 8285 (Request for Insurance—Servicemans’ Group Life Insurance).

From the INPROC/OUTPROC Main Menu:

1. Select Reports. 

2. The Reports Main Menu will appear. 

3. Click on the SGLV 8285 (Blank) link.

4. Click the Print icon [image: image173.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.
5. Click the OK or Print button in the Print window to print the report.

6. Once the report is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image174.jpg]


at the top-right corner of the window.

Instructions for Printing a Blank SGLV 8286

This function allows you to print out a blank SGLV 8286 (Servicemans’ Group Life Insurance Election and Certificate).

From the INPROC/OUTPROC Main Menu:

1. Select Reports. 

2. The Reports Main Menu will appear. 

3. Click on the SGLV 8286 (Blank) link.

4. Click the Print icon [image: image175.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.
5. Click the OK or Print button in the Print window to print the report.

6. Once the report is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image176.jpg]


at the top-right corner of the window.

Instructions for Printing a Blank DA Form 5123-1-R 

This function allows you to print out a blank DA Form 5123-1-R (Personnel In-Processing Record).

From the INPROC/OUTPROC Main Menu:

1. Select Reports. 

2. The Reports Main Menu will appear. 

3. Click on the DA Form 5123-1-R (Blank) link.

4. Click the Print icon [image: image177.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.
5. Click the OK or Print button in the Print window to print the report.

6. Once the report is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image178.jpg]


at the top-right corner of the window.

Instructions for Printing a Blank DA Form 137-2-R 

This function allows you to print out a blank DA Form 137-2-R (Installation Clearance Record).

From the INPROC/OUTPROC Main Menu:

1. Select Reports. 

2. The Reports Main Menu will appear. 

3. Click on the DA Form 137-2-R (Blank) link.

4. Click the Print icon [image: image179.jpg]


in the Adobe Acrobat Reader window.  The Print window is displayed.
5. Click the OK or Print button in the Print window to print the report.

6. Once the report is printed, exit the Adobe Acrobat Reader window by clicking the Close icon [image: image180.jpg]


at the top-right corner of the window.
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