
                                
 
 
 

SAM-TO Course 
ITM Web Site and IMSO Web 

Exercise and Guide 
 

8 September 2004 
 

Note:  This Exercise will teach you to use the DISAM International Training Management (ITM) Web 
Site and the International Military Student Office (IMSO) Web system.  It will acquaint you with the 
broad range of international training information that is now available at these web sites.  Please 
understand that all of these systems are quite dynamic and are continuously being improved.  
Consequently, there may be slight differences between the current web site content and this Exercise.  
Please take your time and follow the step by step instructions that are provided, until you become more 
familiar with the various web sites.  When you return to your home station, you will find that this Exercise 
will serve you and others in your IMSO office as a Guide to using these web sites.   
 
 
The International Training Management (ITM) Web Site 
 
The International Training Management (ITM) Web Site provides access to a very wide range of 
resource materials that cover the management of international military training.  Strongly you create a 
Shortcut or Favorite on your duty station computer to facilitate accessing this and other international 
training web sites.   
 
Double-click on the ITM Web Site shortcut (icon) on your computer desktop. 
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Note:  At your home station, type the following web site address in the Location block of your Browser 
screen:  http://www.disam.dsca.mil/itm/ and press Enter.  Many documents provided in the ITM web 
site require Adobe Acrobat Reader to view them.  The ITM Home Page explains how to get Adobe 
Acrobat Reader.     
 
If you have not previously read the International Training Management Home Page, do so at this time.  
Be sure to scan the content of the large red bordered box so that you will get an idea of the content of the 
site.   
 
 
International Training Management (ITM) Web Site Content 
  
Under NEW: on the ITM web page, click on and read the Serious Incident Report that was sent  out by 
Army SATFA to all of their IMSOs.  Also click on and scan the instructions on Viewing Snapshot Files.  
SAOs will be sending ITOs as E-mail attachments using this format. 
 
Scroll down to the Red menu box.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
International Training Management (ITM) Web Site Content 
  
In the upper left corner of the red menu box, click on References.  Click on SAMM Chapter 10-
International Training.  Click on Back to return to References.  Click on Chapter 10-Intl Mil Student 
Administration of the JSAT.  Click on Back to return to References.  Under DSCA, click on the S.A. 
Health Affairs Handbook and the DoD Informational Program Handbook.  Click on Back to return to 
References.  Under DLIELC, click on DLIELC Instruction 1025.15.  Click on Back until you return to the 
International Training Management page. 
 
Click on Messages.  Under DSCA Training Policy Memorandums, click on and scan 04-14.  Does this 
apply to you, the IMSO?  Click on the Holidays for Int’l Military Students and the ECL and Oral 
Proficiency Interview Requirements messages.  These are examples of the various policy messages 
that are promulgated on our international training program.  Click on Back until you return to the 
International Training Management page. 
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Click on Articles.  Scan the titles of the articles that provide extensive coverage of international training 
subjects.  Click on the International Military Student Pre-Departure Briefing (Summer 2002) and the 
International Student Guide to the American Culture (Dec 2000) articles.  The latter article is an 
excellent intercultural presentation for an international military student going to the U.S.  Click on Back 
until you return to the International Training Management page. 
 
Click on Events--Dates.  Find the date of your Service’s IMSO conference (if posted).  Click on Back 
until you return to the International Training Management page. 
 
Click on Lessons, scroll down to 3. SAM-TO, IMSO Course and then click on Exercise 1.  Do you 
recognize this exercise?  Click on Back until you return to the International Training Management 
page. 
 
Click on Web Site Links.  This listing provides you access to well over 200 web sites that are important 
to international training managers.  If at any time in the future you learn of additional sites or find links that 
are broken, please send an E-mail message to charles.collins@disam.dsca.mil with the correct web site 
address and the name and location of the activity.  
Click on the Back button as needed to return to the International Training Management page. 
 
Now, let’s look at an item or two in the other informational sections of the ITM Web Page. 
 
Under Automation, click on IMSO Web System.  Read the FAQS provided for the IMSO Web.  Click on 
Back until you return to the International Training Management page. 
 
Under IMSO, click on IMSO Best Practices.  Examine one or two of the documents provided.  Also   
click on Model IMSO Web Page.  This sample page is intended to help you get started requesting your 
own IMSO web page.  Click on Back until you return to the International Training Management page. 
 
Under Functional Areas, click on Health Affairs and Student Administration to see the kind of 
functionally specific information that is provided.  Click on Back until you return to the International 
Training Management page. 
 
 
The MILDEP/MILSVC International Training Web Sites 
 
The SATFA, NETSAFA, AFSAT, Coast Guard, and Marine Corps International Training web sites  
provide excellent information on the training available to our international clients.  They provide very 
valuable guidance on how to work with the international training agencies. 
 
At the top of the ITM web page, at Intl Tng Orgs, click on the link for your service’s international training 
management organization:  SATFA, NETSAFA, AFSAT, CoGuard, and SCETC. 
 
Explore your service’s web site and identify the kind of information that is provided.   
 
When you are finished click on Back and return to the ITM Web Page. 
 
 
Searching for S.A. Training Web Sites 
 
You can use the various Internet Search web sites to find our S.A. Training web sites.   
 
For instance, type in the address for Google, http://www.google.com in your Browser’s address block 
and press Enter. 
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Type in DLIELC and click on Search.  
 
The first item found should be the DLIELC Home page, etc. 
 
The point is, that the established Internet Search sites will also locate our military organizations, even our 
S.A. Training activities. 
 
Type in “International Training Management”, with quotation marks, and click on  Search. 
 
 
Logging on the SAN 
 
Go to the ITM Web Site and click on the SAN at the top of the page.  
 
Note:  The SAN Web address is: https://san.osd.mil/san/login.  You must be a registered user to 
access the system.  Remember that you are welcome to access the SAN from your computer at home to 
check for information on arriving students. 
 
Enter your Username 
and Password (case 
sensitive) from the 
user registration sheet 
provided to you in 
class.    
 
 
 
Note:  SAN passwords are now required to have:  at least 8 characters, upper and lower case, 
numerals, and a special character.  If your login attempt is not successful, try a second time.  But, do 
not try a third time--call your instructor (call your user administrator if at your home station).  A third 
unsuccessful attempt will cause your account to be suspended and the account will have to be reset. 
 
Then click on Submit login request.  
 
Note:  The Special Notice screen provides continuous, up to date information on use of the SAN Web 
and other associated systems.  Be sure to read current notices provided on this screen at your home 
station. 
 
Click on Continue to go to the SAN WEB main menu.   
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Changing Your User Information 
 
Note:  You MUST enter complete user information on yourself and keep it up to date.  This information is 
used by the entire international training community to provide current telephone numbers and E-mail 
addresses.  PLEASE, If you need to change your password or update your user information, do the 
following.  Otherwise go on to the next section of these instructions. 
 
Click on User Information on the SAN  Web main menu.  
 
Click on Change your user information. 
 
Update (change) your user information screen as shown in the following example.  Please follow the 
notes listed below and enter your personal information as explained.  You must enter this information 
carefully and accurately.  The SAN is used today as the primary means of contacting both IMSO and 
SAO  
personnel.  If you do not take the time to enter your personal information with accuracy and clarity, you 
are only hurting others who are trying to use the SAN to communicate within the S.A. community. 

 
Note:  (All entries in CAPS except E-mail address)  
1.  Enter your Forename (Title), First Name, Middle Initial, and Last Name. 
2.  Enter your Organization (abbreviated), Job Title, and Office Code (if you have one). 
3.  Enter your Password twice – At least 8 chars, alpha, numeric, special, upper and lower case. 
4.  Enter your SAN training affiliation – normally SATFA, NETSAFA, AFSAT, MC, CG, DISAM, etc. 
5.  Enter your Location or School Code – three character code representing your training activity (ask 
instructor, if you need to).  Click on Dropdown box and select (XXX:B=Army, D=Air Force, P=Maritime). 
6.  Enter your office mailing address.  Don’t need to enter Express Mail Address. 
7.  Enter Message Address, if you know it. 
8.  Enter your primary office or work E-mail Address (in lower case). 
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9.  Enter your Commercial, FAX, and DSN phone numbers 
After making all entries, click on Done to save the changes. 
 
Click on the Back button until you return to the SAN Web main menu. 
 
 
Accessing the Main Training Menu 
 
The Training function provides access to the various SAN functions typically used by the IMSO and SAO 
training managers. 
   
Click on Training from the SAN Web main menu. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on Int’l Training POCs and scan that document.  This is a listing of the primary international 
training points of contact in the entire community.  Click on Back to return to the Main Training Menu. 
 
Click on MILDEP Country Program Mgrs to find the country manager at SATFA, NETSAFA, AFSAT, 
etc. of a specific country.  Click on Back to return to the Main Training Menu. 
 
 
Accessing the SAN IMSO Web System 
 
Click on IMSO & SAO Training Web on the SAN Main Training Menu.   
 
The following IMSO Welcome screen will come up for your training activity when required accesses have 
been set by a SAN user administrator for IMSO office personnel.  If you cannot access this screen 
contact your SAN User Administrator or DISAM. 
 
Please Note:  Significant work is still being accomplished on the IMSO Web.  Please expect changes 
to all of the subsequent IMSO Web screens.  The remainder of this exercise will guide you through the 
primary IMSO web functions.  Please download the complete IMSO Web Guide from the ITM web site for 
complete explanation of all functions and data entries. 
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Reading the IMSO Training Activity Screen 
 
Click on My Training Activity(s), which is under IMSO Options in the menu on the left of the IMSO 
page.  Some of you may have access to more than one training activity.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Notice that the top block, Search by student status, is defaulted to 
Students Active, which are the students who have already arrived at 
your training activity.     
 
Click on the drop down arrow and the following choices appear.  Thus 
you can choose to look at your departed, reporting (confirmed), or 
projected students. 
 
Just leave the Students Active choice for this exercise. 
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Entering IMSO POC and Training Location Information 
 
Folks, this is one of the MOST IMPORTANT items on the IMSO Web System.  You MUST complete this 
information so that, automatically, every SAO in the world will have your IMSO office POC information 
and detailed, up to date, training activity information.  SAOs actually provide this information to their 
departing international students. 
 
Click on Activity Info, on the preceding screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Scroll down and view the detailed information that is to be provided on the IMSO Office and the 
Training Activity, Installation, or School. 
 
There are screens for entry by the IMSO office of :  General Information, Student Arrival/Departure, 
Billeting, Dining, Transportation, Driving, Medical, Climate, Uniform Requirements, Mailing 
Address, Miscellaneous, etc. 
 
If the first Activity Info screen that contains the IMSO POC information does not have accurate, up to 
date information for your IMSO office, enter now up to date, correct POC information for your training 
activity.  Do not enter or change any information you are not sure of.   
 
Note:  It is extremely important that you edit carefully the IMSO POC information and detailed 
training location information for your training activity.  When you have entered this information, it is 
automatically available to all overseas SAO offices.  This is your opportunity to get correct and 
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complete information about your training activity to our SAOs.  You own the data.  Please fill it in 
carefully.  Get in the habit of keeping it up to date.  You will probably want to wait until you return to your 
training activity to update the detailed Training Location information that is called for in the screens 
following the POC screen.   
 
Click on Save at bottom of last data entry block. 
 
Click on Back and return to the IMSO Training Activity screen. 
 
 
Reading the Student Report Screen 
 
Now, let’s take a look at the data that is provided on students who are at or are coming to your  
training activity.   
 
Click on Students, on 
the IMSO Training 
Activity Screen. 
 
Note:  You could also 
access this student 
data by clicking on the 
Courses button, 
which would allow you 
to look at all of your 
students in a specific 
course. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
You can Filter your data by selecting specific countries and you can Sort by:  Course Name, Country, 
Student Name, Report Date, Start Date, and also allows output to an Excel format.  Don’t forget that 
when you select a different Sort, you have to click on the GO button.  Printer Friendly provides a format 
that will print more easily. 
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Report Hyperlinks 
As you scroll across the Student Report screen, you will notice that there are several Buttons or 
Hyperlinks.  Clicking on these reveals: 

 
• Clicking on the Student’s Name or the camera icon in the Student Report screen provides the 

Training List for Student.  This provides basic information about the student and the training he 
is attending. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Scrolling down the above Training List screen reveals the Student Training Track or courses that the 
student is attending.   
 
 Digital Photo--You will notice that our IMSOs are already uploading digital photos of their 
international military students on the IMSO web.  To do this, simply take a digital photo--it is 
recommended that you take your digital photos at the lower resolution setting on your camera (i.e., 72 
pixels or a 640 x 480 setting).  Save the .JPG file to a directory on the computer where you access the 
SAN.  Then click on Browse to select the desired file.  After the file is selected, click on Upload to upload 
the file to the SAN.   
 
 Follow-on Training Activity--Clicking on the hyperlink in the above Location Information 
column will automatically prepare an E-mail message to the follow-on training activities where the student 
will be going for his/her other courses.  Thus you can readily provide an arrival message to the IMSO 
office at the follow-on training activity or school.  In the above example, the student is attending follow-on 
training at the Armor School at Ft Knox. 
 

• Clicking on the Course Name in the Student Report screen provides the Course Detail Report 
on the training that the student is enrolled in.   

 
• Clicking on the Country Code in the Student Report screen identifies the in-country SAO 

training manager.   
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• Clicking on IMET or FMS Case ID in the Student Report screen will automatically prepare an E-
mail message to the Country Training Program Manager at SATFA, NETSAFA, AFSAT, Coast 
Guard, or Marine Corps. 

 
 Arrival Information--You will also notice that our SAOs are already uploading Arrival 
Information on their departing students.  If arrival information has been uploaded by an SAO, that 
information will appear in the SAO remarks. 

 
 
 
 
 
 
 
Click on Back until you return to the IMSO Training Activity screen. 
 
 
Reviewing Information on Your Training Activity’s Courses 
 
You can view all of the data contained in your MILDEP’s course information database, the Military 
Articles and Services List (MASL), for the courses attended by international students at your training 
activity.  Obviously if you notice any information that has changed or appears to be incorrect, you will 
want to convey that discrepancy to SATFA, NETSAFA, and AFSAT so that they can make a change if it is 
required.  Your MILDEP will provide you with instructions as to whether or not they want you to assist in 
making this review.  Obviously, this is very important, because this is your opportunity to help us improve 
the quality of data that is being provided to our overseas SAOs.  The following will show you how to view 
the course data and send any desired notification to your MILDEP. 
 
Click on All Courses, on the IMSO 
Training Activity Screen. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on the View 
Course button. 
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If you wish to submit changes 
that you think should be made to 
the displayed course 
information, click on the 
Request Course revision?  
Click Here link.  This will 
address an E-mail message to 
the MILDEP POC who is 
responsible for inputting 
changes to the MILDEP MASL 
database.    
 
Note:  Air Force IMSOs need to 
consult with AFSAT before doing 
this. 
 
 
 
 
Click on Back until you return to the IMSO Training Activity screen. 
 
 
Entering IP Event Information 
 
The IMSO Web provides a function that allows you to record Informational Program Event information 
that the international military student has participated in. 
 
 
Click on the IP Events button on the IMSO 
Training Activity screen.  
 
 
 
 
 
 
 
 
 
Clicking on the Event Info 
button allows you to set up 
an IP Event Template for a 
DoD Informational Program 
trip/event.   
 
Clicking on the Add Event 
Occurrence button allows 
you to create another 
occurrence of an established 
IP event.   



 
Finally, the IP Event function allows you to assign individual students you have at the training activity to 
these events as they participate in the IP Program. 
Click on Back until you return to the IMSO Training Activity screen. 
 
 
Projection Report 
 
For the Maritime services, only, the traditional hard copy 12 Month Projection Report is provided. 
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Click on the Projection 
Report button on the 
IMSO Training Activity 
screen.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on Back until you return to the main IMSO Welcome screen. 
 
 
Generating Convening and Completion Reports  
 
IMSOs are now required by DSCA Policy Memorandum 04-14 to submit Convening/Completion 
(Arrival/Departure) reports using the SAN IMSO Web system for all of their IMS.  You do not have to 
search in the My Training Activity function to find a student for whom you must submit a Convening or 
Completion report.  There is an excellent shortcut in the left hand menu.    
 
Click on My Actions under IMSO Options.  
 
 
 
 
 
 
 



 
 
 
The above report reflects both completed and pending Arrival/Departure (Convening/Completion) 
reports.     
 
For pending reports that must be completed, click on the following buttons in front of the student line. 
 

• Arrival/Enrollment Report—This button provides for submission of an IMS Arrival and 
Enrollment Report on the student. 

• Departure/Completion Report—This button provides for the submission of a 
Departure/Completion Report on the student. 

• Student Status—This button provides for editing of the student’s information in the IMS Status 
Report. 

 
Click on the Arrive Enroll button (first button on left).  The Arrival/Enrollment Report is a report that you  
can send to your MILDEP and any other recipient, informing them of the student’s arrival and entry into 
training.  Data entry is fairly intuitive.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on Back to return to the IMSO Student Report screen. 
 
Click on the Departure/Completion Report button (second button from left).  The Completion Report is 
a report that you can send to the MILDEP informing of the student’s completion of training and departure.  
Data entry again is fairly intuitive. 
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Click on Back to return to the IMSO Student Report screen. 
 
 
Arrival Information 
 
This is also a shortcut function that will call up all of the student records for which the SAO has uploaded 
Arrival Information to the SAN.  
 
Click on Arrival Info on the left hand menu of the IMSO Web. 
 
 
 
 
 
 
 
 
 
Using the SAO Directory 
 
Click on SAO Directory in the left hand menu, under User Info. 
 
Type in Brazil in the Search for block and click on the execute button to the right. 
 
 
 
 
 
 
 
 
 
Click on the Country Info icon. 
 
 
 
 
 
Close the Country Profile Information screen 
by clicking on the Red X in upper right corner. 
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Using the IMSO Directory 
 
Click on IMSO Directory in the left hand menu, under User Info.   
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Select Army in the drop down 
box, type in Knox in the 
Search for box, and click on 
the execute button to the 
right. 
 
 
 
 
 
You can also find Ms. Dianne Atcher as the IMSO POC by searching for:  Atcher or Armor, etc. 
 
Close the IMSO Directory screen by clicking on the Red X in the upper right corner. 
Let’s do one more IMSO search.  One that should interest you.  Let’s say you are expecting a student to 
arrive from English language training at the Defense Language Institute at Lackland AFB TX.  But, no 
arrival message has been received yet.  Let’s find them so you can give them a call.   
 
Click on IMSO Directory in the left hand menu again.  
Select Air Force in the drop down box. 
Type in Lack for Lackland AFB and click on the execute button. 
Click on the Activity Info button. 
Note that clicking on the underlined name will automatically address a message in your E-mail system to 
be sent to that person. 
 
Close the IMSO Directory screen by clicking on the Red X in the upper right corner. 
 
PLEASE NOTE:  Do you see why it is so important that all training activities (schools) properly 
and completely enter their POC information in our SAN Training database?  So, let’s learn how to 
do that in t he next section. 
 
 
Logging Off the SAN Web 
 
You may now Log Off or leave the SAN Web by simply clicking on the X in the upper right corner (or click 
on File and Exit).  If a dialog box is open, you will have to close it. 
 
 
Thank YOU 
 
Thank you very much for your time.  We hope this helps you in using the SAN and the IMSO Web.  Don’t 
forget to glance at the Glossary of Terms and Data Acronyms on the following page. 
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