CHAPTER 1

Using the Training Management System (TMS)

A. INSTALLING TMS

Installation instructions for TMS are provided in Chapter 2 of this Handbook.

B. STARTING TMS

Start TMS by double-clicking on the TMS icon.

If you have not recently updated your STL or
MASL databases, you will be reminded to do so
when you first start TMS. Click on Yes if you want e UL 053 g el

to go directly to the SAN to download new data. And

Chapter 3 of this Handbook tells you how to It has been 15 days since your last MASL update.
download data from the SAN. Go to the Update Do you want to download new ones?
section of this Chapter (Page 1-X) for instructions Yes

on how to do run an update.

The TMS Main Menu will appear. TMS is now running as a Microsoft Access runtime application.

All of the major TMS functions can be
accessed by clicking (once) on the TRAINING MANAGEMENT SYSTE
applicable button on the TMS Main ' 140
Menu.

Exit TMS by clicking on the Exit TMS
button.

Note: Do not double-click on TMS
buttons. This may cause TMS to activate [ her |
the selected function twice, resulting in an L ast MASL Download: (60101
error message. If an error message STL Date: 1500115
occurs, simply close it, close TMS, and
start TMS again.

Please note that TMS 6.003 provides the date of the STL data and the date of the last MASL
download at the bottom of the TMS Main Menu.

Hidden Menu Items

There are several hidden menu items. Have you ever thought about how to get in touch with the
TMS development team? Who you “gonna” call for help? s it possible to get into the MS Access
“run time” program that runs TMS?

From the TMS main screen, press on Ctrl and T.
The TMS project team screen with contact information appears.
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& TMS Project Team,

Click on the X in upper right
corner to close the screen
when you are finished.

From the TMS main screen, press on Ctrl and B.
The Exit to Access button appears in the lower right corner.
Press Ctrl and | to close the button. Exit to ACCESS

Note: Do NOT go into your TMS program and make changes to any of the data tables or other
parts of the program. If you do, you WILL surely cause TMS to fail. You MUST attend the
DISAM SAM-TA, Training Automation Workshop, to learn how to use this advanced function.
See: http://www.disam.dsca.mil/pubs/web Catalog/SAM-TA.htm

C. USING TMS LITE

Selecting Switch to TMS Lite changes the full featured version of TMS to an abbreviated version
of TMS, which is called TMS Lite (Ref “Bud Lite”). This simplified version of TMS will accomplish
all of the must do requirements of using TMS, but for instance, instead of having 43 reports, TMS
Lite provides 1 report. And, the various primary functions of TMS Lite are only “one button deep.”

Click on Switch to TMS Lite.

TRAINING MANAGEMENT SYSTEM
All of the TMS Lite functions are TMS 6.0 (SAO Lite Version)
explained in the later sections of this
Chapter. So, the Page/Para
reference will be given to those
instructions. Following are

&2 ) \ STL w/ Remarks
R

explanations of the major TMS Lite
functions. ITo

Man, Training Prog vide

Switch to TMS Heawy Exit TMS

Last MASL Downlo; 08-0ct-03
STL Date: 030

[Press F1 at any tin r TMS Help]

Country Data
The Country Data button takes the user directly to the Select Country screen so that the

desired Country Profile screen can be selected. See Para D, Pge 1-2.

Import from SAN
The Import from SAN button takes the user directly to the Update Data Table screen so that
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either a MASL or STL update can be performed. See Para E, Pge 1-4.

STL w/ Remarks

The STL w/ Remarks button takes the user directly to the STL Report Selection Criteria
screen, so that an STL report for the appropriate training program (IMET, FMS, CTF, INL, etc.)
can be selected. See Para G, Pge 1-8.

View MASL
The MASL button takes the user directly to the MASL Selection Criteria screen, so that the
appropriate MASL record can be selected or searched for. See Para G, Pge 1-12.

ITO
The ITO button takes the user directly to the Student Selection screen, so that the correct
student record can be selected in order to do an ITO. See Para F, Pge 1-7.

Help
The Help button brings up the TMS Help function. See Para N, Pge 1-40.

Switch to TMS Heavy
This button simply toggles back to the full featured version of TMS--TMS Heavy.

Exit TMS
This button initiates the process to Exit TMS. See Para O, Pge 1-41.

D. COUNTRY DATA

This function is used to enter data that is specific to an individual country and SAO: such as POC
information for the SAO, the allocated level of the IMET or Expanded IMET programs, the U.S.
MILDEP allocation, FMS Case profiles, etc. Data entries in this function must be kept up to date
and should be changed when that data changes.

Country Profile

Click on Country Data in the TMS Main Menu.
Select Country

Country Data

Country Profile

Click on Country Profile.

Type the Country Code for your country (example
is BN for Table Data

Bandaria).

Click on OK.
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Country Profile Bandaria (BN)

ilir
Unit 4095-PSC 80

AP0 AE 09765-1005

&l
Maritime

9-011=234-9834

mbakar@san. ozd.mil

tudert Data to His

Type in SAO and POC information, select Program (s) of Responsibility, select applicable
FMS price category, and select TLA Paid options if funded by IMET. Enter the round-trip
Airfare, Travel Days, and Excess Baggage Cost if paid by IMET. Accept the Days Prior to
defaults unless timing in giving ECL test, etc., is different. If you typically prepare your ITOs as
much as 60 days before a student departs, change the Move Student Data to History__Days
After ITO Date to 60 days so that the ITO will be saved for 60 days before the data is archived
and moved to the History file.

Please note that in TMS 6.0 additional POC information for the SAO training office was added to
the Country Profile screen. Information blocks that have the block title underlined will be
uploaded to the SAN. Be sure to accomplish this upload to the SAN so that your SAO POC
information is available to all IMSOs.

Click on Country Allocation, IA Ceilings, PO Allocations, or FMS Case/Line to enter that data.
IA=Implementing Agency (US Mildep), PO=Program Originator (Country Service)

Country Allocation

Click on Country Allocation in the Country Profile screen.

A i i BANDARIA
In the Country Allocation screen, click on Add, Delete,
Allocation E-IMET Earmark s

or Edit to change entries. Click on Rollover to copy a $1.500.000 350,000

line entry. Z $2,000,000 $400,000
$2,200,000 $440,000

Add | Delete | Edit | Rolloverl Save/Quit

Country Allocation Detail

Type in the desired data in Country Allocation Detail P 2 s E-IMET Earmark
screen. | | $2,200,000 40,000

| undo [ save ouit |




Implementing Agency Ceilings

Likewise, enter data in the IA Ceilings and PO Allocations screens.

BANDARIA BANDARIA
e o Abbreviation PO Allocation
g:l_ar::iﬂatlon Ceiling By $600,000
AFSAT —m—@sg oo Lir Force $500,000
40000
METSAFA $900,000 hlany $500,000

Delete Edit Rollover Chuit

Add Delete Edit Rollover

FMS Casel/Line Data

Profiles can be established to track FMS Case status. TMS will then report programmed FMS
training in relation to the overall value on the case.

Click on the FMS Case/Line button in the Country Profile screen.

Click on Add (Delete or Edit) to add an FMS Case

y BANDARIA
Profile.

Case D A Caze Name Case Walue
T-37/38 Peace Trainer 0,000,000

. miLoer B ro BN

§40,000
9,660,000

Rt = PO tion
Enter all q_ata appropriate _
to a specific FMS Case. P . o b LD E—
And, that case will then EP Suspense - O Expiration Dats:
appear in the FMS | Bt Rl sion Grante [0, Expiration ]
CaselLine table. Jate LOA Accepted (signed): Jate Case I edh

15-Mow-93

This data will be used . -
when you select and run : :
an FMS Case Summary R '
report. dical Line Vekue

[ undo
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Table Data
TABLE DATA

Click on Table Data from the Country Data screen.

To view directly any of the preceding data displays, click on that table Program Originators
on the Table Data screen.

Country Allocation

Note: If you have imported data for more than one country into your
TMS, click on Country Profiles and use the Delete function to
completely delete all data for a specific country. PO Allocations

MILDEP Ceilings

Country Profiles
FIS Case/Line

auiT

E. UPDATE

This function provides the means to update the STL, MASL, and other data tables. Replacement
(newly downloaded) database files must be available in the C:\TMS\DOWNLOAD directory for
the update to be successful. When you run an Update, the data file you are importing completely
overwrites the data that was already present in TMS, unless you respond Yes to Post Pending
Changes.

Updating STL Data
Click on the Update function in the TMS Main Menu.

Update Data Tables

Click on the Import New STL (available daily) function from the
Update Data Tables menu. If you only have been given access to the
data for one country, TMS will automatically go into the update process
for that country. If you have access to more than one country, click on Import MASL

the Country for which the update is desired. Click on Import to import (e L= i1V}

the new STL data.

Import History
{(available yearly)

et C:AWINDOWS\System32\cmd. exe
C:\TMS“Download>if exist ce.exe del ce.hke

C:~TMS\Douwnload>if exist ce.exe ren ce.exe ce.hke

C: \TMS~Download>if exist so.exe so

Wait while numerous queries are being C:\TMS\Dounload>if exist so.exe del so.bke

run. An hour glass cursor and black C:\TMS“Dounload>if exist so.exe ren so.exe so0.hke

screen W|” |nd|Cate that TMS |S runnlng Eﬁaygsgggug}gggbéi)e;:g =I;g|i\du|-lnload\BN.exe c:stmsdounloadsBN.exe
the queries--just wait until finished.

C:~\THS\Download>if exist c:“tms:download:BN.exe del BN.bke
Could Mot Find G:\TMS8“Download“BN.hke

C=~TMS\Download>if exist c:\tms:download:BN.exe ren c:“tms:dounload~BN.exe BHN.hk
e

Note: There are several country database and database text files (i.e., BN.DBF, BN.DBT, and
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BN_DIADS.DBEF files) present in the compressed BN.EXE file that is downloaded to the
C:\TMS\DOWNLOAD directory. The C:\TMS\DOWNLOAD directory is the default directory that
is used as the download directory for your training data. You do not have to use this directory.
You may establish any directory of your choice and then identify that directory to TMS via the
Tools--Download Path function. The data normally is downloaded from the Training, ISTL Data
Download function of the SAN Web. But, the data files could be sent to you as an E-Mail
attachment or via a mailed disk. Contact your Unified Command training manager if you are
having trouble downloading your training data. See Chapter 3 of this Handbook for instructions
on Downloading Data from the SAN.

At this point, you will be asked three questions.

. I Import Completed
First—Do you want to see a Reconciliation JIREILE P

Report? Norma"y’ respond NO, UnleSS yOU want to ? Import complete, da vou want ko see a Reconciliation Report?
see the major changes that have taken place in the <

STL data file since the previous Download and
Update.

Accept STL?

Second—Do you want to Accept this STL?
AIWayS reSpond Yes so that the STL data yOLI \_? Da vou wank to Accept this STL? (Selecting Mo will keep vour old STL.)
have downloaded and imported will be saved.

Third--Post Pending Changes? Selecting Yes will

cause any changes that you have made by editing . ':°St Pending Changes?
your STL to be appended to the new Miltary ey g you e prewaumy e
Department STL data that you are importing. "NO" - TMS will delete any changes you have
((j)t?erwise, the data import will overwrite your STL e by the ML OEre.
ata.
o S ouit
Click on OK for New STL Accepted. New STL Accepted

Updating MASL and Other Data Tables

Click on Import MASL (available daily) to replace the MASL, Course Description, E-IMET
Courses, Location Table, and other data tables. A weekly update of the MASL is probably
sufficient.

Updating OCONUS Air Fares

Click on Update OCONUS Airfares and update that data semi-annually.
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Importing Historical Data

Click on Import History (available yearly) to import a complete set of historical data records.
This is a new feature in TMS 6.003 that provides an annual update of all data records currently
contained in the MILDEP computer systems. In order to run a Historical update, you must
Download the Historical data file from the SAN. To be implemented soon.

F. STUDENT DATA

The Student Data function provides a means of capturing the personal information on and
keeping track of all students being processed for U.S. training. This student data is then entered
automatically into the Invitational Travel Order (ITO) when preparing that document.

ECL Tracking

This function first captures data on the students when they report for English Language (ECL)
testing. Once it has been decided what training the student will attend, the student can then be
associated with that training line.

Click on Student Data from the TMS Main Menu.

Click on ECL Tracking from the Student Menu. Student Menu

Student Data

The ECL Test Tracking screen appears. This screen contains

the list of all candidates to whom the SAO has given an ECL test.

Click on Add to enter data on a B iny
newly tested student. See data _

CC PyiCaze |4  WWCH Mame Rank  Service No Test Date Proctor
entry screen below. ] HASIN, Mohamed CPT  OF176423  24-Jan-02 MAJ Smith

BN 02 B 1004 WULKE, Hadlin MAJ  OF100096 24-Jan-02  MAJ Smith

Click on Del and Edit to delete
and edit an entry.

Click on Quit to save.

ECL data entry screen.
cC PYiCase MILDEF G won [
[RET= -/ LILIKE, Hadin
Rk Service Service Mumber [SRITIIEE

To save, click on Save/Quit.

Score Exam Mumkber
Test Date PRI R Proctor SRRyl
|undo|
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Student Data

The Student Data function provides the data input screen to capture all of the data about that
student that is required for completion of the ITO.

Click on Student Data from the TMS Main Menu.
Click on Student Data from the Student Menu.

Enter data that will permit search for the correct training
line. Normally, entering just the Program Year (PY) or the
FMS CaselD (Ex. SMA999) will get you to the desired Courtry P B a8
training line. But, you can be even more specific, by B

entering: the Implementing Agency (IA)--B, D, P or the
Work Sheet Control Number (WCN). [ ok |

Student Selection

Assuming that you have received information

BhI02811028

on a particular student who is to attend | CludentBate —

training for a specific WCN training line, — Eniez8 oot

double-click on that WCN training line. Or, e o & Vil e 011004

click on that line and click on Edit. e = S

1019 BN 02 B 1 BrO2811018

. 1020 BN 02 B il BrO2811020

Other Student Data functions allow you to: 05 BN 02 B BNZ511025

. 1024 B 02 B il BrO02511024

Del Student—delete the entire WCN 1025 BN 02 B 1 BNO02611025

1026 BN 02 B il BrO2811026

sequence of courses for the student, Del (TR ER ENE21 1027
B il

ITO—delete the ITO for the student, Find— WY B &

Add Del Student Del ITO Move to History Find Track

search for a specific WCN, Track—view the
entire WCN track (courses) the student is to
attend.

Enter the remaining enerate i ~Student Information

Student Information that CCEN PY/CaselD IAE] 1A WCN [JiiT]

applles to the student: Name (Surname, First Name) Male Date of Birth  Place of Birth
Gender, Date & Place of VULKE, Hadin M pemale

Birth, _Medlcal_8_; . Medical Cert @ Date [JEEEINE Security Cert [ Date I ERE
Security Certification w/ . .
Service Service No Grade US Grade Passport Number

Dates, Service and OF 100056 50056
Service No., Grade UELLET L L L 1@ 2nd Bl 3d Infantry Req, Bandarian Land Forces

(Country and US),

f ECL Test Number  Date Taken Score Req.ECL | Required Clearance
Passport No., Unit of Info 24-Jan-02 EN=rY | Student’s Clearance

Assignment, Flight

Crew Member. Current Flight Crew Current Position Instructor ITO Date
Position Instr’uctor ITO Battalion Executive Cfficer _
Date (If ;;ublished) ’ Accompanying Dependent's Name Relation DOB

H
Dependent informatlon’ M. Marta WVIILKE Wife 01-Feh-65

and Remarks Fatima WIULKE Daughter 14-Jan-8a

Click on Save/Quit to Remarks
save.

Note: All data fields with
an underlined Iabel WI” ECL Hames Copy ITO Indo Arrival Msa Save/Ouit
be uploaded in the SAN Update (upload to the SAN) function.




Other Student Information Functions

Click on ECL Names to select a student, who has already been given an ECL test, for a specific
course.

Click on Track to view the entire WCN training sequence.

Click on ITO if you wish to go on and do the Invitational Travel Order. Likewise, click on Copy
ITO if you wish to copy an ITO.

Click on IMSI if you wish to do an International Military Student Information form (Biographical
data sheet) for the student.

Click on Print if you want to print a Student Record report.
Click on Undo if you want to clear information you have just entered for a student.

Click on Arrival Msg if you want to prepare a student Arrival Message to be uploaded to the
SAN.

G. VIEW

The TMS View function is completely different from the previous version of TMS. There is far
greater capability in this function. Now, all of the downloaded TMS databases can be viewed
and searched, and the STL, E-IMET, and Location Table data can be edited. In the STL View
function, a complete IMET program or FMS case can be rolled over to create a new, planning
program. Existing WCNs can be copied and replicated in the program. While viewing specific
MASL data, the specific Military Service course description and training location information can
be viewed and printed. Check it out!

Click on the View function from the Main Menu.

Click on the desired database that you wish to view. -
View Menu

MASL
E-IMET Courses

OPI Requirements
Ut

Viewing or Editing STL Data

This function provides for the viewing and editing of the Standardized Training List (STL)
database.

Click on View/Edit STL from the View Menu.

To view specific sub-sets of the STL data, enter:

1. For a specific IMET program year—enter PY (02, STL View/Edit Selection Criteria

03, etc.).

2. For a specific FMS case—enter Case ID (TAB, Courtry PY/Caseid 1A Price Year TA&
OAX ete).
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3. For all training (all funding sources) in a given FY—enter Price Year (02, 03, etc.).

4. Normally, the implementing agency code IA (B-Army, D-Air Force, P-Navy) and the type of
assistance code TA (1-IMET, F-FMS) are not specified.

And, click on OK.

It is a good idea to limit the data you are working with. TMS runs a lot of queries when you close
this function, and it will run faster if you limit your data.

Click on OK only to view the entire STL from the beginning.

Country STL (BN)

Priority & |14 Ceiling | Difference | Priority B__| Priority D
661,516 50 (3661 ,516) §161 897

Scroll up or down, Page

Up/Dwn, etc. to the desired
L R Total $1,913,955 | $2,000,000 | 586,035 $223,119
WCN (training line).
cc wen 1A TA MASL Course Title PR Start Date  End Date
Double-click on the WCN B 1 DI65003 MEDICAL COST-CONUS  BGX 0000 & 2
e N h BN 1001@ 02 B 1 BM77009 ENGLISHLAMWGUAGECRSE DLl 0004 & 2
tralnlng line to brlng that BN 10014 02 B 1 171000 ARMY WAR COLLEGE (RES BCC 0040 A 3
data Up, or CIiCk on the WCN BM 1002@ 02 B 1 B177009 ENGLISHLAMGUAGECRSE DU 0004 & 2
. . BN 10024 02 B 1 BA71801 NDUINTERNATIONAL FELLC BFF 0051 A 3
line and then click on BN 1004@ 02 B 1 177009 EWGLISHLANGUAGECRSE DUl 0004 A 3 08-May-02 13-May-02 07-Jun-02
View/Edit WCN. BN 10044 02 B 1 BM7I766 NTERNATIONAL OFFICERPI BCT 0003 A 3 14-une02 17-Jun02  12-Jul-02
BN 10048 02 B 1 171782 USA CAGSC OFF PREPARA BCT 0003 A 4 12-0u-02  15-Jub02  02-Aug02
BN 1004C 02 B 1 B171768 COMMAND & GEMSTAFFOl BCT D041 A 4  (2-Aug-02 05-Aug-02 06-Jun-03
BN 10144 02 B 1 B121165 ADA OFF BASIC BCR OO A 3  03un-02 10-0un02 19-Aug-02
Del Line Find WCH View Edit WCHI Rollover Rollover Delete | Ouit /o Save

Dl WCH HNext WCH Add WCH Copy WCH Reports Quit | Save

Viewing Program Value

An entirely new feature of TMS allows you to view at a glance the current status or value of the
program. This appears in the inset at the upper right corner above. Thus, you can see the total
value of training programmed by each MILDEP (B, D, and P). You see the value of IMET priority
A in relation to the service ceiling, the difference and the value of any priority D training.

If you have made any changes to the program, clicking on the Recalculate button will re-compute
your program value.

Finding a Training Line

Click on Find WCN from Country STL screen, and type in the desired WCN. Click on OK.
Click on Next WCN to go to the next WCN.

Deleting Training

To delete a training line, click on the line in the Country STL screen, and click on Del Line.
To delete a complete WCN sequence of training, click on the line and click on Del WCN.

To deselect the deletion, just click on Del Line or Del WCN a second time (see the toggle
window to left).

Note: Once you select Quit the deletion will be executed and you cannot undo the deletion.



Copying a Training Line

Click on the training line to be copied and then click on Copy WCN from the Country STL
screen.

Type in the desired WCN number for the new training line and
click on OK. The training line will be copied with the new WCN. [ 531 |
The training dates from the WCN being copied will not appear in ok | uit |
the new WCN.

Adding a New Training Line

Click on Add WCN from the Country STL screen to add a new WCN training line to the program.

Type in the data. Typmg in the MASL Country [ PviCase d mioer ] 1A T e
ID and clicking on another field will

LEUN Ei7i7es  [IEECR DT COMMAND & GEN STAFF OFF Duration Location
cause all of the MASL data to_be . Analys Cd prerequisite [N ro El  studentcode Bl o
gntered automatically (assuming it is price Year [T Priory e T
in the MASL) WMET _ Durstio

Remarks Unit Cost TLA({ recalc ) Total Cost
Double-clicking on the appropriate ReportDate  StartDate  EndDate P
MASL price will cause the Unit Cost I BN TR

. =T . populate price fields.) *

to be entered along with the Total T — el

Cost. If appropriate, the TLA will be
calculated and entered.

Click on Add Line to add another | Undo | [ svebxit ]

training line to the program or = Double click yellow blocks for additional information.
Save/Exit to save the change.

Rolling Over a Country Training Program

The purpose of this function is to provide a means for the training manager to set up a new
program for planning purposes by copying an existing training program and saving it as a
different program. This helps a great deal in the development of next year’s training program. In
the example given, XX is used as the new planning program year.

Click on Rollover from the Country STL screen. Rollover Program Selection Criteria
Enter the Country Code, IMET Program Year or
FMS Case ID, and the Implementing Agency
(managing Mil Svc). Then enter the new PY or
Case ID you wish for the rollover. Click on OK.

Couritry

Click on Rollover Delete to delete a rollover.

The new program is now available for viewing.
Note that all dates are deleted and costs are inflated by 10%.

Viewing and Editing a Training Line

To View or Edit a training line, double-click on that line in the Country STL screen (above) or
highlight and click on View/Edit WCN.

The entire STL data display for the selected WCN training line appears as seen in following
screen. Refer to Appendix A of this Handbook for an explanation of all data fields. All of the WCN
suffix lines (the B, C, lines, etc.) are shown in the inset box in lower right. Any Remarks are



shown to the lower left. In the upper right inset, the total value of the entire WCN sequence is
shown. All data fields that appear in Yellow will provide additional data by double-clicking on
them.

Tq Edit a trai_ning line, Country Profile Bandaria (EN)
click on the field to be ALyl ST ,,.,1

Y : 1= § Urit 4095-P5C 80
changed and make the S

change (i.e., 2nd QTR
changed to 5" QTR).

To Editthe b, c, d
lines, etc., doubleclick
on that line at the lower
part of the screen. The R s
information for that line E—

will be displayed in the
top portion of the
screen.

To view information

from the MASL for a
particular training line, ving 4 £

simply double-click in
the MASL ID block and

it will be displayed.

Click on Save/Exit when finished with that training line.

When you are finished editing other lines on the STL, Click on Quit/Save. This will bring up the
Current STL Changes screen.

Since you have made changes to the STL, TMS asks you what you want done with those
changes.

Current 5TL Changes

Click on Save to keep the change you made to your STL data.

Click on Send/Save if you wish to send a change message to the Mildep to request the
change.

Click on Discard if you do not want the change saved.
Click on Ok and Save/Quit when finished.
Note: TMS will not aufomatically send your change request via an E-mail message to the

appropriate MILDEP training agency. You will have to go to the Mail function on the TMS main
menu to do this.



Viewing MASL Data

This function provides access to the MASL database, the new Course Information database,
and Training Activity Information which was previously only available in the military service
catalogs. The data can be found by MASL ID, Course Title (or portion of), military service
Course Number, and by MASL ID category. From anywhere in TMS, double-clicking on a
MASL ID number will display the detail MASL data.

Click on MASL from the View Menu.

Enter a MASL ID to go to that MASL entry. Enter a portion MASL Selection Criteria
of the MASL ID to access all MASLs containing that portion
(i.e., B171). ML [ Le=

[ 71620l I
Enter the Location Code to access all MASLs (courses) at
that training location.

Or, click on OK without entering a MASL ID or Location Code, to go to the beginning of the MASL
database.

MASL 1D Courze Title Course Mumber
B171620 ARMOR CAPTAINS CAREER 2-17-C22

Then press Page Up/Down or Scro// B17162H ARMOR CAPTAINS CAREER 2-17-C22

. B171630 AN CAPTAINS CAREER - ALL 2-1-C22
to the desired MASL. B171631 AN CAPT CAREER - NORWAY 2-1-C22

B171632 ANN CAPT CAREER - ITALY 2-1-C22
B17163x ANISTION CAPTAINS CAREER 2-1-C22
B171652 CHAPLAIM CAPTAIN CAREER 5-16-C22
B171654 CHAPLAIM CAPTAIN CAREER 5-16-C22
B171660 CHEMICAL CAPTAINS CAREER 4-3-C22-744
B171670 ENGINEER OFF CPT CAREER 4-5-C22

Either double-click on the desired Find MASL ID | Find Title | Find Course ID | Category | View | Ouit
MASL or click on it and then click on
View.

MASL Data
See Appendix A, Part Il of this Handbook for a detailed description of all MASL data elements.

Click on View Course Descriptions to

view the course description. MASL ID Analysis Code

. : I T
Click on Print MASL Detail to print the €
detail MASL data. Course Humber

i . L. ECL [Eu=r Price Code Security Clearance
Click on Print Course Descriptions Loc B EERURISENR Dura
and Notes to print the course uration
description. FMS NATO  FMSINCR NRC IMET

§20 767 $23168 55 281 $17 746 4,505

Double click on the MASL ID in the $30,564 §23,732 56,398 16,093 4,006

$31.333 F24 239 F5 552 $15 404 3011

Prerequisite block to view the MASL

data on the prerequisite course. Click on
Return to return to the original MASL. Ul FHE S
Double-click on the Location Code in :

the LOC block to view the mi|itary * Double chick yellow blocks for additional information.
service training activity or school




information.

Note: All data fields in TMS that have a Yellow background provide additional information when
selected (double-clicked).

Course Descriptions and Course Information

Click on View Course Descriptions in the MASL screen above to view the course description in
the Course Information screen.

Course Information

MASL: B1T1620, Title: ARMOR CAPTAINS CAREER

Click on the rlght edge of CiN: 2-17-C22

each course Information School Name: US Army Armor Center & Fort Knox, Location: FORT KNOX KY 40121
remarks block to use the
hidden scroll bar to view
the entire content.

Course Description

Click on Print to print the Adriniete ative It uetions
Course Information.

Click on Done to return to
the MASL screen.

Click on the Printer Icon in upper left corner to  [EERETES SRR et FEX

print the Course Information.

+

Click on the MS Word Icon to generate a
.RTF document to be saved or sent.

MasL Cour ® Ce mrpton

MLSLID
BITIGD

Chures Humbsr

Tz

curatan Fequirsd B2L Fequirsd Sesurty Ch cddoadon
© 208 SERET

THe

ARMOR CAPTAMIC AR EER

Locaton

FORT KMD K 40121

Danorlplon

Click on the E-mail Icon to automatically send
the Course Information as an E-mail
attachment.

Lrery, ackoal Kaning, boglslcal vl maink e Kanig melals a Bk
Ie.!iel‘ﬂ‘\btldk mulan’xwpalmlu—salnbaummbmaeleu Ury T ranre rab
.

Admin in suction ©

fce ot Pecerue Canpeneniotice. | TECET wo 3¢ grailales otan Ao of obef coinhal am:
Bathe Courre . O her CAhrandves Wb e relechsl o acane-hy-care bhan . May sk be IS0

wn‘ @ale Amer ol of sekckd Taekn £ kilenk,

Click on the X in upper right corner of
document to return to the MASL detail
information screen.

C!’BB[‘L IIFD L] -TDI Folawsrmmaitles povtde Lrter assimiend leried prok s oral

@ Tk Canmarders Cerbicalon ard M3C FY caurom el bon
e, 'llwdmmskkrnmc:rwn—‘nw bravh s T e reguel ok
Commarnier Cerbicalan course (TE3) Wi loakning be 040 .

Femarkis

Hay MASL Hok:

Page: l—l




Training Location Information

Double-click on the Location Code in the LOC block of the MASL screen above.
The complete point of contact information for the IMSO office appears.

LOCATION/IMSO INFORMATION

By |US Army Armor Center & Fort Knox
[BLD 2350 OLD IRONSIDES AVE
|235El HELL OMWWHEELS DIWISION ROAD

Click on Print to print the Course Location Information.

Or, Click on Additional Loc Information to view the

Location Information.
hir=. Dianne Atcher

M=o chist

(502) 524742 [lll464-2938 ]
(502) 24-4069
(502) 624-7543

ﬁkimso@knox.arm\-‘.mil

m Additional Loc¢ Information m

Click on the Printer Icon in upper left corner
to print the Location Information.

!= Location Information Details rpt : Report

Click on the MS Word Icon to generate a
.RTF document to be saved or sent. s

U5 army Armorcenter & Fort kno s . FORT KHO Y, K

Click on the E-mail Icon to automatically
send the location information as an E-mail
attachment.

Click on the X in upper right corner of
document to return to the MASL detail
information screen.

Page: 4] T » ]

Finding or Locating Required Training

Click on MASL from the View Menu. Click on OK.



Click on Find MASL ID and enter the specific MASL ID or portion thereof. Click on OK.

Click on Find Title and type in a key word that you think would be contained in the Course Title.
Click on OK.

Click on Find Course ID and enter the military service course number. Click on OK.
Click on Category and select the desired category

within which you think the training fits. This allows you
to break the entire MASL down into logical categories

Training Categories
Clerical
Instructor/Supervisor

of training that you can then examine to find specific Women's Military

course offerings. Click on OK. Profession/Special Training
Command/Staff
Intelligence

Once you have located the desired training, Military Police/Civil Affairs

double-click to view the MASL detail data. e

Viewing Expanded IMET Courses

This function provides MASL data for all courses that qualify as Expanded IMET.
Click on E-IMET Courses from the View Menu to view the list of all Expanded IMET courses.

Click on Add, Delete, or Edit to add, delete or edit
an E-IMET data entry.
. . MASL 1D Course Title:

Note: Courses are continuously being added and MBI Lo of viar Varkshop
deleted from the E-IMET data table. While this R

. . OQISICE Executive Developme Ourse
data table is updat_ed on t_he SAN, if for any reason e L
an EIMET course is missing from the E-IMET data B155420  Advanced Managemert Program (AMP) Coul

table, |t can be added . B156533 Mllrtar.y Accounting : :
B156535  Planning, Prog'G & Budgeting Execution Sys

B156536  Resource Management Budget
Click on Find to search for a specific MASL ID. EAB6150 Human Rights Instructar Course

B169355 Departmental Resource Management Course
B171425 Command & General Staff Officer Course 0V

After finding and highlighting the desired E-IMET B171560  JAG Officer Graduate
course C/iCk on the MASL button to VieW the E171768  Command and General Staff Officer Course
MASL data for that course. B171782 Command and General Staff Officer Prepara

awo | oe | Eon | P | wmas |  our | .

Viewing and Editing Location Table Data

The Location Table database provides a table of Location Codes for all military service schools
and training locations.

Note: Many TMS users have experienced difficulty in doing Invitational Travel Orders because
the Location Code entered by SATFA, NETSAFA, and AFSAT in the STL data is not contained
in the Location Table database. To do an ITO, TMS must be able to find the Location Code in
the Location Table database in order to print out the name and address of the training location in
the ITO. Consequently, be sure to edit the Location Table and add any location codes that show
up in the STL data but are not contained in the Location Table. It is quite simple to do this.

Click on Location Codes from the View Menu.



Click on Add, Delete, or

Edit to add, delete or LOCATION TABLE

Change a Location Table IA_SCHOOL LOCATION SANMUSERID ___ DDH ADDRESS -
Bie 11TH SIGNAL ERIGADE FORT HUACHUCA, A2

data entry. BROOKE ARMY MEDICAL CENTER. FT SAM HOUSTON TH 75234-6200

4TH PSYOPS GRP A FT BRAGG NC 25307-5240

B
B
B
B BTHINFANTRY DIV LT FT RICHARDSORN &K 93505
B LIM& ARMY TANK PLANT LIMA& OH 45504-1893
B
B
B
B

Enter the new Location
Code data or edit the old
data as needed.

US ARMY YUMA PROVING GRD YUMA AZ B5365-8101

NTC FORT IRAIN FORT IRWIN CA 92302-5031
MEVY JERSEY MNATIONAL GUARD TREMTOR M. 05525-0340
DEFEMSE DEPOT OGDEN OEDEN LIT 84407

M M ﬂ Find Loc Find Location M =
Click on Find Loc, type in S — S — R —

the desired Location Code (i.e. BCY for the US Army Armor School at Ft Knox KY), and click on
OK. Or,

Click on Find Location and enter a word that you would expect to find in the location field of the
location table data (i.e. Knox for Ft Knox KY).

Click on Quit to return to the View Menu.

Viewing Oral Proficiency Interview (OPIl) Requirements

This function provides the ability to view Oral Proficiency Interview (OPI) requirements.
Click on OPI Requirements from the View Menu.

Click on a listed course and then click on

EDIT to change that entry. OPI REQUIREMENTS

MASL 1D Course Title
NEENE  ROTARY WING INST (MONUS)

Likewise click on ADD or DEL to add and BU13006  IERYY AVIATOR (COMMORN CORE)
delete entries. BI13008 B OF-58)
B113027  OH-58 AIC INSTRUCTOR FILOT 2z
B113028  OH-580 WARRIOR AVIATOR GUA 22
Click on MASL to view the complete MASL BI13051  AH-AF AVIATOR QUAL 22
data for a g |Ven course. B113037  UH-B0 AVIATOR GUAL 212
B113043  [EFW AVIATOR UH-1 TRACK
113046 AH-64 INSTRUCTOR PILOT 22
Click on FIND and enter the MASL ID to find B113047  AH-64 AVIATOR QUAL 22

a course. ADD DEL EDIT FIND MASL ot |

Click on QUIT until you return to the TMS Main Menu.

H. FORMS

This function is used to generate Invitational Travel Orders (ITOs), International Military Student
Information (IMSI) forms, IMET Waiver Requests, Two Year Training Plans, and to print multiple
or a blank ITO. It allows the user to create a default ITO format with unique information for that
SAO on it. Default ITOs can be done for: IMET, FMS funded training, different FMS cases, and
for different military services, etc.

Click on Forms from the TMS Main Menu. FORMS MENU

IMsI
IMET Waiver Request
Print Multi-IMET Waivers

Twao Year Training Plan
Print Muli-ITOs
Print Blank ITO

Default 05
ITO




Default ITOs

Click on Default ITOs from the Forms Menu. Dot 108

12 Caseld
B

BB

Click on Add, Del, and Edit as needed to add, delete, and change
any ITO Defaults.

On the Default ITO Selection screen type
the Country Code, click on IMET, FMS, or

INL/Others. Country Code

For IMET click on Army, Air Force, or Navy. IMET |
For FMS enter the FMS Case ID (if Case ID Ay Ajr Force P
has six characters, enter all six) or click on
OK and do a default for all Army, Air Force,
or Navy cases.

DEFAULT ITO SELECTION

Click on OK to save the default.

Enter the ITO “default” data on the Default ITO screens as seen below. Press Page Down or use
the Scroll Bar. (A typical ITO default for a Bandarian IMET ITO has been established below).
Click on Quit to save entries.

Note: Only the blocks you are able to default are displayed in the ITO default screens.

DEFAULT ITO L ey -

B. Fund CITE (Use oniy when IMET or other specific authority for funding living sllowance andior travel has been received

0, LANGUAGE PREREGLISTES
X a s completed the in=country DL English Language Proficiency examiniiation

I b viaiver of in-country BCL test grantsd by suthority of (DocLmertstion]. (MS will tske the CONUS courss smiry ECL
lest &t the first training instalkation. )

F C. M2 i exempt from all ECL testing by authority (Documentation). i |
1. SECURITY
ﬁ @ UZS Secuityipoitical screening has been accomplished. All Training wwill be conducted on an unclassitied basis

I b U2 Securty requirements have been complied with. The hame governmert has granted the IMS a security
clearance. This of tself coes ot permit the disclosure of classified LS. information. Such disciosure must be
Specifically authorized by an otficial delegated authority and ULS, toreign disClosure reguistons ar directives,

2. CONDITONS (4 appropriste biock(s) for each condition listed)

f. DEPEMDENTS

IX (1) No dependernts authorized fo accompany or join MS. Dependerits will not ke issued I cards or provided attendant
privileges

I (2) Depercierts are authorized by IMS's hotre country and DOD Security B2 sistance Organization in-country 10 accompy
IS or joir RS whille: in training, bul will not be transported nor subsisted at the LS. Government expense. IMET IMS
iz not authorized an increase in iving allowance due to presence of dependents

- (3) In accordance with Securlty Assistance Maragement Manual (SAMM) Dod 5105-38M, Chapter 10, IMET WS is
authorized the incressed "Dependents Authorized” Fving allowance. Depesndents will not be transported nor




b. MEDICAL SERVICES
(1) Mss
T a NATO IMSs under IMET charges for anly inpatient care in the LS are chargeabls to IMETP
® b METMSSs: charges for outpatient and inpatiert care, Immunizations, and medical examinstions are chargeable to the
IMETF.
C. NATO IMSs under FMS: charges for anly inpatient care in the U S will be collected from
=i FMS Casze o IS C oW Foreign Gowernment
d. FMS IMSs: charges for outpatient and inpatierd care, immunizations and medical examinations will be collected from
C i FuMScase C i ms [T i Foreign Goverrmert
e MMMSs charges for oulpatient snd inpatient care, immunizations, and medical examinations will be forearded to
sppropriate MILDEP for processing with Depariment of State, MM

(2] Dependerts
Authorized accompanying dependerits of NATO IMSs: charges far anly inpatient Care in the LS will be collected from
O s - Foreign Goverrment

Authorized sccompanying dependents of IMET and FMS IM3s: Charges for outpetiert and inpatiert care, immunizations, and
rog cical & xaminations will be collected from

i s [T i Foreign goverrment
B (3 Singular Condiions - e tem 15, Special Conditions

X Participation in Prryzical Training iz reguiried

e LEAVE

-

| W

¥ (2) Upon comgletion of training, IMS i= authorized (List number) 18 days leave et ro cost to the LS. Govermment
or IMETF . Upon completion of lsave, M3 will procesd immediately to home country or as directed by competent

L

. LIVING ALL ChaNCE

[ (1) Living all oveancs is the responsibiity ot the farean aovermrent

* (2) Living all owwance 5 author ized during period covered by this order, from day of depature from, to day of
return arrival in, home courtry, excluding periods covered by leave | in accordance with SAMM, Chapter 10,
and is charoabie fo the Fund Cite in iterm 9 this arder

O (3) Living allowance is suthar ized from day of departure framto day of return arrival in (st country ather than
hame country) e xcluding periods covered by leave, in accordance with SAMM, Chapter 10, and i chargeabie
to Fund Cite in tem 9, this order

O (4] Living sl ovwance is suthor ized from day of departure fram the CONUS artry port to day of returmn arrival st the
CONUS departure point, exciuding periods covered by eave In accordance with S AMM Chapter 10, and i
charoesble to the Fund Cite indicated in tem 9. this orcer

O (5] Living all owance is authar ized whils ir training status only inaccondance with SAMM, Chagter 10, and is
chargeakie tothe Fund Cie indicated in tem 9. this order

[ (6] See tem 15, Special Conditions.

9. TRAYEL
- [1] Trawel is responsikiity of the foreign government
[® (2] Travel covered by this order, overseas snd CONUS, is chargesble 1o the Fund Cite indicsted in item S, this order .

Traval toand return from (country other than home country ) is the responsibilty of the forsign gorernment

[ 3] Travel from country other than home country to CONLIS and return is chargesble to the Fund Cie indicsted in
item 9, this order

[T (4) Travel to CONUS and return s respon sibility of the forsign government. Travel within CONUS s chargeable to
Fund Cite indicated in tem 3, this order

T

File Edit Yiew Records Window Help

[ {3) Travel trom courtry other than home courtry to COMNLS and return is chargesbie to the Fund Cite indicsted in
ter 9, this order

[- (4] Travel to CONUS and return is respon sibility of the foreign goverrment. Travel within CONUS (s chargeable to
Fund Cite Indicated in tem 9, this arder

h. TRAVEL BY POV

X (1)M5 13 authorized to ravel by POV
™ (2)MS s not suthorized o travel by POV

2 IMS has been provided one way ticket to first traring actaty, |ast traming actwity must arrange
Ireturmn travel
b. IMS is free from communicable diseases, HIY, and other medical defects which could reguire

treatment or haspitahzation while in traning
Tha accontonca of thie ardes b tha bact courdeg canetitutor seeacracnt the tha IMET ctudeet il

DISTRIBUTION

5-Maj Wlke

2-3ATFA

14ME0, USACEGST
1<Hith Svcs Cnd

1 -Bandarian Embassy

(o= ]

vl |
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Invitational Travel Orders (ITOs)

Remember that an ITO can be done directly from the Student Data function. In other words, after
you have entered data for a student attending a specific WCN training sequence, you can click on
ITO in that function and create the ITO. You do not have to close Student Data and open the
Forms function to do the ITO. But, our explanation will be given here.

Click on ITO from the Forms Menu.
The Student Selection screen opens, as it did in the Student Data function.

Enter data that will permit search for the correct training
line. Normally, entering just the Program Year (PY) or the
FMS CaselD (Ex. SMA999) will get you to the desired Courtry P 14, T
training line. But, you can be even more specific, by EE

entering: the Implementing Agency (IA)--B, D, P or the
Work Sheet Control Number (WCN). [ ok |

Student Selection

Assuming that you have received information

on a particular student who is to attend SeUEn bty —

« . I « . . CC i o~ Mame 0 Mumber
training for a specific WCN training line, R — . Enozz1001
double-click on that WCN training line. Or, R VIRE T EGRAo0s
click on that line and click on Edit. L et

1015 Br 02 Br0zB11015
1019 Brl 02 BhI02B11013
1020 BN 0z Bh02611020
1023 Br 0z Br02811023
1024 Br 02 Br0z2811024
1025 Brl 02 BhI02811025
1026 BN 0z Bh02611026
1027 Br 0z Br02811 027
1028 Br 02 Br02811028

Add Del Student Del ITD Move to History Find Track

Enter the remaining Student —— -
Information that applies to the enefate plaaded o he e Student Information
student: Gender, Date & cc PY/Case ID WEl 1A WON i

Place of Birth, Medical & Name (Surname, First Name) Male Date of Birth  Place of Birth
Security Certification w/ IJLIKE , Hadin M remale  [IEENETESE
Dates, Service and Service Medical Cert Date [NEYEIAIE Security Cert [ Date [N GIE

No., Grade (Country and US), Service Service No Grade US Grade Passport Number

Passport No., Unit of OF 100026 382956
Assignment, Flight Crew TP ey B UL 8 2nd BN, 3d Infantry Req, Band Land Forces

Member, Current Position, ECL Test Req. ECL | Required Clearance
Instructor, ITO Date (if Info 36B 24-Jan 02 EEMN | Student's Clearance

Country training officials.
Click on Save/Quit to save
each time you have entered
data on the student.

published), Dependent Flight Crew Current Position Instructor ITO Date
information, and Remarks. Battalion Executive Officer ]
L. X X . Accompanying Dependent's Name Relation DOB
This information will be coming ey T e T
in at different times from the = ot VULKE BT 4o a5
M

Remarks

Note: All data fields with an
underlined label will be
uploaded in the SAN Update (upload to the SAN) function.

ECL Hames Copy ITO Arrival Msqg Save Duit
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When you are ready to do the ITO (when you think you have all the student’s information input),
click on ITO on the Student Information screen.

The actual ITO form appears with all data entered automatically from all databases.

Note: Many TMS users have experienced difficulty in doing Invitational Travel Orders because
the Location Code entered by SATFA, NETSAFA, and AFSAT in the STL data is not contained
in the Location Table database. To do an ITO, TMS must be able to find the Location Code in
the Location Table database in order to print out the name and address of the training location in
the ITO. If necessary, go back and edit the Location Table and add any location codes that show
up in the STL data but are not contained in the Location Table. See Page 1-16 of this Handbook.

View/Edit ITO

CCWCH:_ BN / 1004 -
I INVITATIONAL TRAVEL ORDER (ITO) FOR ,
INTERNATIONAL MILITARY STUDENT (IMS) 1. ITO HUMBER 2. COUNTRY 3. DATE
BrO2B11004 Bandaria

The U5, Government herehy izsues this ITO for the IMS herein named to attend the course(s) of instruction herein listed, subjectto the
terms and conditions contained herein, and as may be amended by competent autharity. This ITO is the only document that will be used
and is valid only for IMS entering .5, training under the Foreign Assistance Act of 1961, as amended, or the Arms Expoart Control Act.

Definitions of acronyms and abbreviations contained in this form, and instructions for completing this form are provided in the Joint
Security Assistance Training Regulation, JSATR (SECHAYVINST 4950 4AAR 1 2-150AFR G0-29),

4 1 ing Security Assist: Organization (SAQ)

a. NAME OF DRGANIZATION b. MAILING ADDRESS
Office of Defense Cooperation (ODC) Unit 4095-PSC 80
Bandariz APO AE 09763-1005

5. FUNDINC (% and complete one statement)

lil a. IMET FISCAL YEAR ’:l b. FMS CASE IDENTIFIER ’:l c. OTHER [IMNM, etc.] [Specify]
0z
6. IMS INFORMATION
a. MANE Giname GLLCAPS:, FIist MEKE) b SEX X0
WLILKE, Hadin BALE I:l FEMALE
©. Colntly Semice Raik 4. US. EGUNALENT RANKIFAY GRADE ¢. COUNTRY SERVICE T. COUNTRY SERVICE HO .
hi&) ha) Armmy OF100036
0. DATE OF BIRTH V. PLACEOF BIRTH  CHy Provhce Dbt Contry I PassportHO.
10-Jan-53 Harare Bandaria 382956

Page 2 View ITO Print ITO Abort/Exit

All ITO entries can be over ridden and changed. Make sure all entries on the ITO are correct in
accordance with the JSAT, Chapter 10.

Click on Page 1 through Page 4 to view those pages, Page 5 provides a continuation sheet.
Use the Scroll Bars as needed to view each page completely.

Click on View ITO to see the final letter format ITO that TMS generates.

Click on Print ITO if printing is desired.

Note: Printing an ITO is the creation of an official financial document. Printing the ITO causes it to
be locked in TMS. You cannot go back into the ITO and make changes. You will have to amend
the ITO to make any subsequent changes.

Click on Save/Exit to save the ITO.
Click on Abort/Exit to exit without saving the ITO.

Printing an ITO

Click on ITO from Forms Menu.

Select the desired training program.

Double-click on desired training line from Student Data screen.

Click on ITO from Student Information screen.

Do a final edit of the ITO on all four pages (all entries can be overwritten).
Click on Print ITO from the View/Edit ITO screen.
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Click on Yes if you are
sure you are ready to
publish the ITO. Any
subsequent changes to
the ITO will require an
ITO Amendment.

Click on the Print toolbar

button in upper left corner.

Click on File and Close to
exit print function.

Click on Quit to exit.

Note: See sample ITO in
Appendix B.

Amending an ITO

Microsoft Access

This will Lock the ITQ. Any changes to ITOD will have to be done with an ITO Amendment. Do wou want to conkinue?)

-

-

&S|

”°

INVITATIOMAL TRAVEL ORDER (ITO) FOR INTERNATIONAL MILITARY STUDENT (IMS)

. ITO Number: BNO2811004 2. Country: Bandaria 3. Date: 15-Oct-03

The U.S. Government hereby issuesthis ITO for the IMS herein named {o attend the course(s) of instruction herein
ligted, subject to the terms and conditions contained herein, and asmay be amended by competent authority. ThisITO is
the only document that will be used and isvalid only for the IMS entering U.S. training under the F oreign Assistance Act of
1961, as amended, or the Arms Export Cantrol Act.

Definitione of acronyme and abbreviations contained in this document, and instructions for completing this form are
provided in the Joint Security Assistanc e Training Regulation, JSATR (SECHNAYINEST 4950 44/AR 12-15/AFR 50-29). This
computer generated, letter format ITO is authorzed in accordanc e with the Security Assistance Managemant Manual
(SAMM), DD 5105.38-M, Para 100401
Issuing Security Assistance Organization (SAOk
a. Name of Organization: Office of Defense Cooperation (QDC)

b. Mailing Address: Unit 4095-PSC 80
APO AE 09765-1005
Funding: IMET 02
IMS Information:
a. Name: VULKE, Hadin
b. Sexx Male c. Country Service Rank.:
d. U.S. Equivalent Rank Pay Grade: MAJ
1. Country Service No.: OF 100096 10-Jan-58
h. Place of Birth:  Harare Bandaria i. Passport No: 3820956
. Invitation: The Secretary of the Department of the Army invites the IMS listed in item 6, this order, to proceed on or
about 08-May-02 from Bandaria to SAN ANTONIO T 78236-5259 for the purpose of commencing training isted in item
8, below.
Amthotized Training: Mo addtional training to that specifisd in this order will be pravided
L WCN: 10040 RCN: KG50 MASL: B177008 TITLE: ENGUSH LANGUAGE CREE

Military Service Course No.: ELS School: DEF LANG INST ENG LANG CEN

Location:  SANANTONIO TX 78236-5259 ReportDate:  0B-hay-02  End Date:  07-Jun-02
A WCN: 10044  RCN: KCT5 MASL: B171766 TITLE: INTERMATIONAL OFFIGER PREP

Military Service Course No.: 2G-FBTH Scheol:  USA COMMAND AND GENERAL STAFF COL

MAL
e Country Service:
0. Date of Birth:

Aty

If it becomes necessary to make a change to an ITO that has already been printed, remember
that the ITO has been locked and any changes to be made must be accomplished via an ITO

amendment.

Click on ITO from Forms Menu.
Select the desired training program.
Double-click on desired training line from Student Data screen.
Click on ITO from Student Information screen.

Note that the ITO was
previously printed and
changes must be done via
an amendment

Click on Amend ITO to
amend an ITO that was
previously created.

INVITAT

INTERNATIONAL MILITARY STUDENT (IS}

CCWCI BN ¢ 1004

View/Edit ITO

IONAL TRAVEL ORDER (ITO) FOR - —
1. ITO HUMBER

Br02B11004

2, COUNTRY
Bandaria

3. DATE

15-0ct-03

This ITO has been printed before.
Any changes must be done with an ITO Amendment.

To generate the amendment, click "Amend ITO" button below.

4. Issuing Se:

curity Assistance Organization (SAOQ)

a. NAMWE OF O

Bandaria

Office of Defense Cooperation (ODC)

b. MAILING ADDRESS
Unit 40935-PSC 50
APO AE D8765-1005

RGANIZATION

5. FUNDINC (X and complete one statement)

0z

(<] a. IMET FISCAL YEAR

’:| b. FMS CASE IDENTIFIER

’:| ©. OTHER [IHM_elc | [Specify]

6. IMS INFORMATION

a. WANE Ziimame (BLLEAPS), FIist MEKE)

‘ b. SEX (<o)

VILKE, Hadin WALE I:l FENALE
. Conntry Sermice Rank 4. U.S_ ECUIVALENT RANKIFAY GRADE +. COUNTRY SERVICE T COUNTRY SERVICE HO
[L5] M Army OF100096
9. DATEOF SIRTH W PLACEOF BIRTH Iy, Prouhce DEUEL Canty 1 PassportHo.
10-Jan-58 Harare Bandaria 362936

Page 2 I Page 3 I Paae 4 I Page 5 I

IFrim IT0 I Amend ITO ISmre.-E)(il I Abort Exit HL‘

3
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Click on the ITO Section ITO Amendment: Amendment  Amendment

. Name (Surname LEL )] ITO Number nal ITO Date Number Print Date
drop down box and click on [ ]
the ITO item to be changed. et ;
section{s) ! >

. of the ITO e b i . E
Type In tl?e correCt :::tn:’ Us:c:Cour:wtr S;rwceRank' i
information in the Amend C e 06.d. U5, Euivalen: RenkiPay Grace:
to read as block. B T B
You can change any number Wt i

A ) [Amend Type |05 Asrtihmizz.lj Training: Dur _ReportDL. StartDl. End Dt

of items. A second change dﬁs,'.’,'..'d?::m RN ey
block is available and new T
ones appear as needed. ST

entered in a separate block. ] e ==

Enter the authority for amendment in that block.

You can view the ITO Amendment to check it.

As with the printing of the ITO, when you click on Print ITO Amendment, the amendment is
locked and no further changes can be made to it. Additional changes will have to be made via a

new amendment.

Sending an ITO as an E-mail Attachment

Proceed as in the previous section to the point of printing an ITO.

After selecting Print ITO from the View/Edit ITO screen, click on the Send toolbar button in the
upper left corner of your screen (third of three buttons).

Then click on Rich Text Format in the Send screen that appears and click on OK.

Click on OK again, if asked to Choose Profile.
Note: This will vary, depending on your default E-mail package (MS Exchange, etc.).

™ Bandaria, IMET 2002, Army, WCN 1004 - Message (HTML)

File Edit Yiew Insert Format Tools  Ackions  Help

An E-mail message will be initiated for
you using your established E-mail

program, with the ITO (or any other TMS Horml
generated report) already inserted as an Heend [ S B R0 B ! Y o 4
attaChment' €3 This message has not been sent.

Obviously, you will then want to address LT [romieaeGheaicnwerthamy

the message tO your Mildep deSk = !Pace. Charles <chuck. pace@mmonroe. army.mil=

officer, IMSO at training activity, and Subject:  [Bandaria, IMET 200Z, Army, WCH 1004

other required E-mail recipients. attach.. | @170 Letter f (25 k8

Ask your Mildep desk officer to help Please find attached ITO for MAJ Wulke.

you in identifying the E-mail addresses of Aurrieal infarmation will be provided via upload to SAN.
required ITO recipients Flease check SAM for arrival information.

Regards,
Mohared Bakar
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Saving ITO to Your Computer Hard Drive

Proceed as above to the point of printing an ITO.

After selecting Print ITO from the View/Edit ITO screen, click on the Word toolbar button in the
upper left corner of your screen (second of three buttons).

Click on Yes.
Click on File and Save As. . e il ecacioa Sie it YR T =
ey &R 7 B < QECoER@ @Y v -G
Bie B8 Yew et Fgmsl  Jook  Talble  Window  peln Acobet
- E\ 1 1 3 _. Y O S R s . . . " 7 3
| INVITATIONAL TRAVEL ORDER (ITQ) FOR INTERNATIONAL MILITARY STUDENT
1. ITO Number: ENO2B11004 2. Coumry: Sandana 3. Date: 15-0ct03
Aot BRI o v cordlons CorESNad herens 4ed o i b arasncil oy SOMBELT ooy, Thie 1O
e iy COAMMER et i B e 20 il Gy T e M Entering 3. BT (a0 T Fofern A
ACtof 1951, 33 amended, or the Armiz Expi ontrol Act.
4. lssuing Security Assistancs Oy atien (SACE
2, Name M’OIgaer.uhn: (0, of Defense Cocperation (DDC)
G PO AR ga7Es 100
E. Funding: IMET 02
&, IMS Information:
A Name: VULKE. Hadin
b. Sexi Maie ¢. Country Serice Rank: Ma)
d. U5, Equivalent Rank Pay Mad & Country Service.  Army
f. Courtry Service Mo.!  OF1000% . Date ot Birth: 10-Jan-
h. Place of Birth: Harare Banrdana I Passpert Ne! 592956
7. Invitation: The Secretany of the Depa".lrerl-!mexmy rvEs the IMS i N tem 6, the orgler, to proceed on ar
1l||ul:‘\'lrl‘“l:.y 02 fom Bandaris fo SAN ANTONIO TX TA236-5259 for the purpose of commencing braining listed in
|
Select the drive and the directory where swvent | powrioas = @ 7 - o |
you want to save the file ITO document. 1 o Lt |
For instance, double-click on the C:\, Fistory
then the TMS directory, then the N ‘
Download directory e
Iy Documents
(C:\TMS\Download).
@
Give the file a name that will let you keep Deskiop
track of the ITOs. &
B Favorites
Click on OK. ii"»%
aFs i B hd
. . o File name: [BN 02 Army 1004.0tF | save
The ITO will then be saved in the Places  Save as type: [Rih Text Format (*.11) Bl cancel

designated directory with the .rtf file
name you gave it.

Using the MS Access Snapshot Function

Many TMS users have painfully observed reformatting difficulties when converting the MS Access
generated ITO to a .RTF or MS Word format. Often during this conversion process Microsoft
Access scrambles the ITO. To avoid misplaced lines in the ITO, use Snapshot (a Microsoft
Product) to “take a picture” of the ITO and save it on your computer without converting it to MS
Word. This method also prevents the receiver from altering the ITO.

Create the ITO in TMS as previously discussed.
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Instead of clicking the W in the top left corner of the screen | MNELEELEEE

sending the ITO to MS Word: Ele Help /
B s /

Click on the Camera icon and Microsoft’s Output To form S F-ab g <

will appear.

In the Save In block select a folder location.

. INVITATIONAL TRAVEL ORDER (ITO)
In the File Name block accept the default name or create a 1. ITONumber: JM1B11000 2 Cou
new name. The U.S. Government herehy issues this ITO fo

listed, subject to the terms and conditions containg
the only document that will be used and isvalid onl

Click the Export button to save the file to your computer.
(Make sure you know the location of where you saved the file AND what the file name is.)

The file will be saved to your computer with a .snp extension. The Snapshot Viewer will also
appear displaying the ITO. Close the viewer when you are done.

Attach this file to an E-mail message and send it to the appropriate recipients.

To _automatically attach the ITO in Snapshot format to an E-mail message:
Click on the Camera with Envelope icon.

An E-mail message form will appear with the ITO already attached as a .snp file. Address the
E-mail and send it to the appropriate recipients.

Note: The above procedures can be used to create Snapshot files of any report created with
TMS.

To create Snapshot files, you must have the Report Snapshots program installed on your
computer. (This comes with Microsoft Access 97 SR-1, Microsoft Access 2000 and Microsoft
Access XP.) [When following the above procedure, if you do not see “Snapshot Format (*.snp)”
in the dropdown box for the “Save As Type” block then the Report Snapshots program is not
installed on your computer.]

To view Snapshot files, the user must have the Snapshot Viewer program installed. (This
comes with Microsoft Access 97 SR-1, Microsoft Access 2000, and Microsoft Access XP. It can
also be downloaded for free from Microsoft's webpage. The file download for Snapshot Viewer
and additional information about Snapshot can be found at the following address:
http://www.microsoft.com/accessdev/articles/snapshot.htm?gssnb=1

Printing Multiple ITOs

This function will allow you to print any ITOs that you have previously prepared.

After you have completed all your entries in an ITO and you have clicked on Print to lock the ITO,
instead of going ahead and printing at that moment, simply close the ITO instead of sending it to
the printer. Do this for as many as you want to print (for instance) while you are at lunch.

Click on Forms from the TMS main menu.

Click on Print Multi-ITOs from the Forms menu.
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Click on the box under the column Print SELECT 10210 PRINT

ITO for the ITOs that you want to print. WCH CCPY CASEID  IA TA Name ITO Number  ITO Date Print ITO
(Click on the All button to select all of R T e

B 1 WULKE, Hadin BrO2B11004  15-Oct-03 e
them.)

Then click on Print. (Go to lunch.....)

Click on Quit after the printing is
complete.

CAUTION!

This will print the "Official ITO". All ITOs that you select to
print will be locked and changes will have to be made with
an ITO Amendment.

Printing a Blank ITO

Click on Forms from the TMS main menu.
Click on Print Blank ITO on the Forms Menu screen.

International Military Student Information (IMSI) Form

This function provides an automated format for completion of the International Military Student
Information (IMSI) form. The JSAT currently requires the preparation of IMSI forms for all officer
students and the U.S. Army Sergeant Majors Academy. Submission of the form for other enlisted
IMS is optional.

Click on Forms from the TMS main menu.
Click on IMSI from the Forms menu.

Again, as you have done previously in selecting the student, select the appropriate student
record.

Click on IMSI from the Student Information screen that appears.

Then, in the International
Military Student Information
(IMSI) screen that appears,
complete the required
biographical data entries. Use
the scroll bar to move to the

[ IMSI : Form

rest of the form. |
Click on Undo to clear any

entries you have made. |
Click on Delete to delete any
IMSI form (data) you have

previously created. '

. . | undo_| | prn_|
Click on Save/Quit to save all

entries for the specific WCN
training line (student).
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Click on Print to print the form.

The IMSI form can be sent as an E-mail attachment just as you can for an ITO. Use the same
procedures as given to send the ITO as an attachment.

IMET Program Waiver Request

This function allows you to create an IMET waiver request when required in accordance with the
SAMM, Chapter 10.

Click on Forms from the TMS main menu.
Click on IMET Waiver Request from the Forms menu.
Click on the desired country IMET (or

possibly FMS) program using selection i e e e e e e cTion
menu on left of screen. BN

Bandaria
Click on the desired Implementing -

PYiCaseid

Agency. -
01

J|0|10|0(C0(Co(o|e| e

Double-click on the desired training

| 20028 D177018  ADY LANG PROFICIENCY SKILL
sequence. [ 20028 D172013__ COMB STRAT INTEL TG PRGM

Click on the desired line for which you
need to request a Waiver.

Click on OK.

In the IMET Waiver Request screen type in all information pertinent to the specific IMET waiver
request in accordance with the SAMM reference. Use the scroll bar to access the remainder of
the form.

Click on Undo to delete any entries IMET Waiver Request
made in current session. |
Click on Delete to delete a
previously generated waiver request.
Click on Create/Print to print the
waiver request.

CIICk on SaveIExit tO save any Work Combined Strategic Inteligence Training Program :

accomplished and return to the

Forms menu feovesTRATNEL Tvo o | [ orrans
Click on Quit to exit without saving.

Create Print Sawve Exit
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Two Year Training Plan For Annual TPMR Submission

Click on Forms from the TMS main menu.
Click on Two Year Training Plan from the Forms menu.

Click on Add to create a two year training plan. You can also Copy, Delete and Edit a previously
prepared Two Year Training Plan.

Type in your Country Code, Year of TPMR Conference, and

click on the Name block (default name appears). Training Plan Name
cC Year

Click on OK. B 04]

Hame

BARNDARLL (05006)
EE

Type in all pertinent information on both Page 1 and Page 2 of the Two Year Training Plan.

Note: For specific informational content of the Two Year Training Plan, you must refer to the
annual Training Program Management Review messages and other guidance put out by your
Unified Command training manager. All TPMR messages can be found on the SAN Main
Training Menu.

Click on Undo to delete any entries
you have made to the current record.

Click on Page 2 to go to page 2
(click on Page 1 to return).

Click on PPR to enter Positions of
Prominence data into TMS.

Refer to the History function in this
Chapter and follow the Positions of
Prominence instructions.

Click on IMET WVR to go directly to
an IMET waiver request.

Refer to the IMET Waiver
instructions above.

Click on Print/Export to print the
training plan or export the training
plan and save as a separate file.

Click on Spell Chk to do a spell
check.

Click on Save/Quit to save and quit.

Uniil o Page 2 PPR IMET WVR PrintExport Spell Chk Save/Cuit
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. MAIL

This function is used to create, address, store, and send messages dealing with your training
program. Normally, this function is used to keep track of messages dealing with additions,
deletions, and changes to your country training program. It is not used to keep track of
messages you have sent with Email attachments such as the ITO, etc.

Whenever you make a change (addition, change, deletion) to your training program using the
View/Edit STL function, and you select Send after saving the change, a change message is
automatically generated reflecting the requested change.

Current STL Changes

T

CEL |
=0 w
=0 w
oEL I |
CEC I |
[E
EE w

EEEEENEN

Click on the Mail function on the TMS main menu and you will see those change messages and

can work with them.

Click on:

New to do a new message,
Copy to copy a message,
Del to delete a message,
Edit to edit a message,
Quit to quit.

Click on a message and
then click Edit.

You can address the
message and

make any changes to the
message body, as
desired.

You can then Send, Hold,
Discard or Print
the message.

Sender Receiver Subject Date

NEWLIZEr Bh-B-02  Deletions 15-0ct-03

MIELISEL BrH-D-02  Additions 15-Cct-03

nEewUEer BH-P-02 Changes 15-0ct-03

Mail Message
RECEIVER(s): [<ziflg0=!g fmlg=Tglx =] g3l o]
=
SUBJECT: BM-D-02  Addtions

Fleaze make the following addition= to the program

WCH MASL ID TITLE FE QTE PO S5C
7000 D178088 SEC ASST MGT-FOREIGH PURCH A 4 D o

Thes=e changes are to adjust the S& Training progran.
Best Regards
Hohamed Bakar

EE ETE Y BN e
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Click on Send and the message will be automatically transferred to your established E-mail
system, in the following example, MS Outlook.

| BN-D-02 Additions - Message (Plain Text)

File Edit Wiew Insert Format  Tools  Actions Help

Hzend H & B B0 B% '3 v [Hogoms. & 3.

¥ This message has nat been sent.

Ta... |pat.knight@randolph. af .ol
o |]

Subject:  [BM-D-02  Additions

1. Please make the following addition=s to the program
WCH MiSL IL TITLE PR QTR PO 3C
7000 01730838 SEC AZST MGT-FOREIGW PURCH A 4 L o
2. These changes are to adjust the 3L Training program.

3. Best Regards

Mohamed Bakar

Now, the status of the above : _
message is Sent. Sender Receiver Subject Date

neswuser BN-B-02  Deletions 15-0ct-03
e LIEEr pat knight@randolph.af m BN-D-02  Additions 15-0ct-03

e LIEer BM-P-02  Changes 15-0ct-03

J. REPORTS

This function provides a series of Detailed, Summary, and Calendar Reports on both an
individual or multi-country basis that have been designed to assist in the management of IMET
and FMS training programs. There is also a Custom Report function for the STL (country
program) data. The established (canned) reports should meet the needs of most users. Should a
user desire to prepare his/her own unique reports, this can be done using the Custom Report
function.

Note: The DISAM SAM-TA course is conducted annually at DISAM to teach experienced TMS
users advanced TMS usage and the use of Microsoft Access. Obviously, using MS Access will
result in any manner of custom report. See http://www.disam.dsca.mil/pubs/web_Catalog/SAM-
TA.htm for a complete course description.

Note: Refer to Appendix A, Part lll of this Handbook for all STL Data elements.

Click on Reports from the TMS Main Menu.

1-31



Click on Single or Multi-Country Reports, or Custom STL

Reports as desired.

Single-Country Reports are the reports used by an SAO to
manage that country’s training program.

Multi-Country Reports are intended for the use of training

managers at the Unified Command or other command levels who

have responsibility for multiple country programs.

Custom Reports provides a function where the user can select

Report Options

Sinale Country Benorts |

Multi-Country Reports

Custom STL Reponts

specific data fields to run a report on. Thus, the user can design his/her own report.

Note: A representative selection of available reports and how to initiate them follows. Not all
reports will be discussed. Examples of the reports are provided in Appendix B. TMS users should
run all reports applicable to that user’s training program and examine them.

Single Country Reports

Click on Reports on the TMS Main Menu and click on Single Country Reports.

{Countiv. 511

STL OPI Requirements

MILDEP Ceilinas

Cancellation Report

Country STL (Remarks)

MASL Detail Report

PO Allocations

First Report Date

E-IMET STL

Student Management

IMET Training (AH)

Report Date (PO}

STL by PO

Student Count

IMET Students (AH)

ECL Test Schedule

STL Filtered by Dates

History

IMET Students (MILDEP}

ECL Test By PO

STL by MILDEP Priority

STL/Student Report

E-IMET Students

ECL Tracking

STL by Priority MILDEP

STL 100% Penalty

E-IMET Summary (AH}

Invitational PME STL

Multi-Country Reports

Detail Single Country Reports

IMET Funding Report

FMS Training (AH}
FIMS Case Summary
Hon SA Case Summary
Position of Prominence
TYTP Attachments

IMET Review

Custom Reports

Training Track End Date

Click on Country STL. This is the standard Country STL (Standardized Training List) report. It
provides a report on all training that is contained in the MILDEP computer systems for a given
Country IMET program or FMS case.

Enter your data selection criteria. Normally, you will
want to do the report on a specific FY IMET program or
a specific FMS case. You need only enter that IMET

PY or the FMS Case ID. Click on OK.
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This STL Report can be
printed, saved as a
Word document, or sent
as an E-mail attachment
as discussed in the
previous Forms section
about ITOs. Click on
the applicable tool bar
buttons.

To view the different
pages of the report, click
on the page arrows at
bottom left corner.

Click on the report to
reduce to fit screen or to
enlarge.

This STL report is sorted
by MILDEP

implementing agency and by Worksheet Control Number (WCN).

D3t DIE 2540140 BANDARIA STL
FepORDaE 16-00F03
W OMCH MASL TMLE 5C LOC DUR ECL CRS GOST T TOTAL REPORT  START  END  GTE PRI F5 AN RO W/
B 0001 65003 MEDKGAL COSTO B w I 2 A L
B i00i@ BITTOM oLl Ed 33 I E B
B 10014 BITIZH ARM BO: £l 3778 ER 8B
3 oLl o 33 3
3 EFF ® 30181 B
B oLl o FIIN SEODD E3ONER B 3
B BCT o OS5 AALODE GATENE TA2 3
3 BCT kd WOl VIZENE TSN 3
3 BCT £l WS BRONE BSOE B
3 ECR ® FOW  GOGND GA0CIE 3
3 BCR ® AW AT BA0CE B
B oi0isa G121 BCR o FOW  GOEDE GADONE 3
B A0iSE Bi21iT BCR o O AANOOE  AO0OND 3
B 1019 BIIET BCa ki WESH MBOOE SO B
B i0m  BITIEW B2 o =854 3
BI04 BITION BC2 ® fsd 3
B 10236 BITIET0 B2 ki k=20 3
3 B2 n =3 3
3 BC2 ® =3 3
3 B2 Ed =3 3
5 B2 o k=211 3
3 BCP ® F2m 3
3 BCP ki T 3
3 BCP n 2B LASEDE dC2ON SO 3
3 BCP w EELTINE e LT 3
3 BCP Ed 328 3
5 BCP k] 0 3
3 B2 ki WA D ISR 3
3 B2 £ FAS  A@OE WIE T B
B 10334 BITIOIS OEC BC2 ® WA LISCNE 40800 3
B 10336 121065 BC2 ® UG SA0GET SA3000 3
B i0BI@ BTG oLl k] THT SASEOE 500000 3
B i0BIA 159001 INTERNATKINALOFFLOG PREP & Bl o FAGL TC2E0E 108 3
B I0SIE BISITTS LOG EXEC DEV BCY ® A BSONT BA2O0 3
B I CEDEWG LAMGTNG o DLl o o3 3
B DA GI59001 INTERNATKONELOFFLOG PREP & Bl o 03 3
B I0E2E 6151779 LOG EXEC DEV BG4 kg 0 B
B I0B3D BTTTONE SPECIALCED EMG LANGTHG o DLI Ed maR 4 E B
B I0834 GIS001 INTERNATKONSLOFFLOG PREP  © ECH ® Fom 1 L]

Pag ot 1T

Course Cost, TLA Cost, and Total Cost.

Other Detail Reports

Country STL

Country STL (Remarks)
E-IMET STL

STL by PO

STL Filtered by Dates
STL by MILDEP/Priority
STL by Priority/MILDEP
Invitational PME STL
STL OPI Requirements
MASL Detail Report
Student Management
Student Count

History

STL/Student Report
STL 100% Penalty
IMET Funding Report

It provides totals for the

Standard country report sorted by MILDEP and WCN
Country STL report with the MILDEP remarks field added.
STL report for Expanded IMET training only.

STL report by the country’s service.
STL report for a specific time span.

STL report by MILDEP and priority code.
STL by priority and then by MILDEP.
STL report for PME training only.
Report on training requiring oral proficiency Interview.
Standard training MASL report.
Student departure date, ECL test date, and other

Number of training lines, students, and value for given time
Standard report from history data file.

Report with student detail data.

Report on possible 100% penalties.

Report on status of IMET funding of program.

Summary Single Country Reports

Click on E-IMET Students

Enter the desired IMET PY and click on OK.
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Obviously this is a

summary report COUNTRY IMET PROGRAM SUMMARY (E-IMET STUDENTS)
that shows the BANDARIA
number of Data Date: 15-Woy-01 Program Year 02
students and dollar Report Dater 16-0ct-03 Allocation  $2,000,000
value of same by E-IMET Earmark $400,000
Priority Code and MILDEP Mil Students  Civ Students Total Students Total Cost % of Earmark
by MILDEP. Prority A
SATFA 8 0 g $52300 13.08%
NETSAFA 14 0 14 $259572 B4.97 %
Totals: 22 0 22 $312.172 78.04%
Priority D
SATFA 3 0 3 §3.231 0.81%
Totals: 3 0 3 $3.231 0.81%
Totals: 25 0 25 $315.403 78.85%

Student data to include costs, do not include Medical | Crientation Tours, ME TS/DLI Langusge Training Detachments and English Landusge
equipmentinsterils.

Other Summary Single Country Reports

MILDEP Ceilings Report on value of training by Mildep.

PO Allocations Report on value of training by Country service.

IMET Training (AN) Report on value of training by Analysis category.

IMET Students (AN) Report on number/value of students by Analysis category.
IMET Students (Mildep) Report on number/value of students by Mildep.

E-IMET Students Report on number/value of E-IMET students

E-IMET Summary (AN) Report on number/value of E-IMET by Analysis category
FMS Training (AN) Report on FMS training by Analysis category

FMS Case Summary Report on value of FMS funded training.

Non SA Case Summary Report on value of non S.A. funded training.

Position of Prominence Actual Position of Prominence (PPR) report

TYTP Attachments Attachments to PPR

IMET Review Review report as used at TPMR

Calendar Single Country Reports

Click on First Report Date.

Enter a date time span for which you wish to know all of the
departing students.

Date Selection Parameters

Do not enter anything in the PY/Case Id box so that you will
see all students, regardless of what program they are in. Begining

Ending Date
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k?:jt:t Bl‘_‘: ;‘{;‘3 First Report Date (BANDARIA)
B 16-0c
Between 15-Jan-02 and 30-Jan-02
ArstReport OF WCH Pricass PO T& MASL ID TITLE LOZ DUR  TotalCost ReportCak Hame
15-dan-0
oDGO0T B OF BIZiiED A BIG 0003 s 15-Jan-0z
oDGl B F BT 0010 RS e
oDGl B OF BT 013 A OTApHR
oDGl B F BCZ 0008 26 1Z-NHE
DOGOOI B F BITEZIT M BGS D018 £ e
DGO B F BIZi1E2 AIRBO BIG 0003 FiE KE-Maez
ODG0l B F BI1ZEEE BCZ 0z RS mHE
1E-Jan-0
005 @ B 1 BISITT8 ARMV MAINT MGT BT 000k =l 18-Jan -0z
Il
085 i D 1 DITS6G6 AEROSPACEPHYSOLOGYEAT BRI 0005 FIH ZEJa
ZEJa-
G165 TEl P F PI95115 STOMES 1 THEDRY OF OPER  WSE 0001 0 Ze-Janie UK |
G165 TEI P F PI95115 STOMISS 1 THEDRY OF OPER  WSE 0001 30 28-lan-o VKRG |
G167 TEl P F PISSi13 STOMES | THEORY OF OPER  WSE 0001 30 Zh-lan- Unknow s
Al
fexgTet) i P P12 ASP 0004 Foam W UNkNGH L
0106 i P PI3EEES FCN 0003 FLAN TMaHE Uskaow)
fexflo's i Pl PI2EN3 oL 000k R232 EApHR UNkNGH L
0100 i P RIZHIE ENP 000G Az EdaEE Uakow
mila i P PIZES ASF 0004 FoAm HJade Unknowy
1B w@ POl PI3EEEE FCN 0003 FLOM THAHE Uk
mie i P RIZENTS oL oook B3z WApHR Unknowy
fexgili] w@ Po1oPIZING ENP D003 Az EdMaE Dk

Other Calendar Single Country Reports

Cancellation Report
First Report Date
Report Date (PO)
ECL Test Schedule
ECL Test By PO

ECL Tracking

Training Track End Date

Student scheduling report for cancellation dates

Student scheduling report by departure date

Student scheduling report by Country service

Student scheduling report for ECL tests

Student scheduling report ECL tests by Country svc
Student mgt report with ECL test results

Student schedule by end date of training/return to country

Multi-Country Reports

Click on Reports on the TMS Main Menu and click on Multi-Country Reports.

Multi-Country Reports
Country Summary

Detail

LI

Summary

Country STL {Remarks}

E-IMET STL
STL by PO

STL b MILDEP Priority
STL b Priority MILDEP
Invitational PME STL

Single Country Reports Custom Reports “
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Detail Multi-Country Reports

Country STL Standard STL data report for multiple countries
Country STL (Remarks) Standard STL w/ MILDEP remarks for multi-country
E-IMET STL Standard STL report for E-IMET, multi-country

STL by PO Standard STL report by Priority code, multi-country
STL by MILDEP/Priority Standard STL by MILDEP and Priority, multi-country
STL by Priority/MILDEP Standard STL by Priority, then MILDEP, multi-country
Invitational PME STL Standard STL invitational PME tng, multi-country

Country Summary Multi-Country Reports

MILDEP Ceilings Multi-country summary rpt on value of training by Mildep

PO Allocations Multi-country summary rpt on value of thg by Country service
IMET Training (AN) Multi-country summary rpt on value of thg by Anal code

IMET Students (AN) Multi-country summary rpt on no. of students by Anal code
IMET Students (Mildep) Multi-country summary rpt on no. of students by Mildep
E-IMET Students Multi-country summary rpt on no. of E-IMET students

E-IMET Summary (AN) Multi-country summary rpt on value of E-IMET tng by AN code

Summary Multi-Country Reports

IMET Tng Summary (CC) Program value summary report by Country.
IMET Tng Summary (AN) Program value summary report by Analysis code.
IMET Stud Summary (CC) Program size by no. students by Country.

IMET Stud Summary (AN) Program size by no. students by Analysis code.
E-IMET Stud Summary (CC)  Program size by no. students for E-IMET tng.
E-IMET (AN) E-IMET summary by Unified Command or All.

Custom STL Reports

This function allows you to create a custom STL Report. When you click on Custom STL
Reports a pop-up screen is displayed that allows you to create a new report or edit one
previously created. The Custom STL Report function works as follows. Basically, what this
function allows you to do is to specify the specific data content that you wish the report to have.
For instance, if you wanted to see a report on just Enlisted personnel training in your program,
you would enter an E in the Student Code block. You can then choose to Sort the report
however you wish. When you Print the report, it will always contain all of the data fields reflected
in the following screen. You cannot change the actual report format or layout. However, if you
click on the View button, you can choose to print the MS Access data table, and there you can
limit the table to just the fields you

wish to see.

Click on Reports from the TMS main menu.

Click on Custom STL Reports from the Reports menu.

Click on New to create a new report. Custom Reports Menu

RptID  Report Hame
tﬂ Annual Enlisted Training Report

In addition to creating a New report, you can:
Click on Copy to copy a report.

Click on Edit to edit a report.

Click on Del to delete a report.

Click on Print to print a report.
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Click on the data field Custom STL Report Selection Criteria
block you wish to specify.

Example: A report
showing all Enlisted
training for the current
year (regardless of
funding)...... BN for [ — — —
Bandaria, 02 for the Price

Year (current FY, all

training), and an E in the @

Student Code block. Studert Hams

Duration

(Must erter bath dates )

Note: Refer to App A,
Part lll of this Handbook
for all STL Data
elements,

Sort Se(luence View Data Print Report E-IMET Report Save Report

Click on the Sort Sequence button and simply click where a zero appears and enter numerals
specifying the order in which you want the data sorted.

. Select Field Name List
Example: Sorts by Mildep first and WCN second. -

Click on Save/Quit after sort selection is made.

Click on Save Report in the previous Custom STL Report Selection Criteria screen, and type
in a Custom Report Name.

Click on View Data to view the data in a tabular format.

Click on Print Report to print in a report format.

Click on E-IMET Report to do a report on just E-IMET training lines.

Click on Save Report and Quit.

The created report will then be listed in the Custom Reports Menu screen.

Printing a Modified Data Table in Custom Reports

To print a MS Access data table display, do the following:
Select the desired report in the Custom Reports Menu.
Click on Edit.

Click on View Data in the Custom STL Report Selection Criteria screen.
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On the MS Access data table
display, you can hide the data
fields you don’t want to see by
clicking and dragging the
vertical line to the right of

W STL (Custorn Repart) : Table

401 DB1I6624
1 B126634
02 &7 1 B
02 8079 1 B141754
02 6080 1 B141754

AIRCRAFT EL

. 02 6081 1 B141755 AJRCRAFT STRU
each data field name. 02 6084 1 B127053 RADIGLOGICAL SAFE BCL U
02 6086 1 B10Es TATS MLRS FIRE QIR BCF 0007 85 S 1256

02 B20A 1 BVS2XS

02 62008 1 B152294 AMMO SPECIALY
02 6307A 1 B121182 ARBORNE
PARACHUTE RIG

Click on File (menu in upper AN
left) and Print to print the data
table that you have modified.

U Bi21ez. 1020

g2ns 1820

D2 B
13062 | 0VZ9/2001 1/52001 442002 B

This is not, of course, the finely
finished MS Access report you printed earlier.

When you close the data table display, click on Yes to save the layout changes you have made.
This will not alter the actual Report document.

K. HISTORY

Active student records are automatically moved to the History data archive function,
approximately 30 days after the ITO has been executed. The exact time period depends on that
specified in the Country Profile screen. Student records can be moved manually to the History

archive by clicking on Move to History in the Student Data function.

Click on History from the TMS Main Menu.

History Menu

Click on Student Data from the History Menu.

Student Data that has been added to the History Database

will be listed as seen below. Copy History

Click on:

Add to add a new record. Historical Student Data
' i 12 TA Maime 1T Mumbet
Del to delete a record. 1405 B BINO2E11405
1309 B BHO2E1 1309
. 1091 B BHOZE11091
Edit to change a record. T = ENOZET 1025
1020 B BHO2E11020
A - B036 B BHOZE1 G096
Find to find a record. o 5 IEGE
B576 B BHOZB1ES7E
Move to Student to move B} E IR0
th d f th 1904 8] BHO20 1904
€ recor rom € 1900 (0] BROZ01 1300
archived History 2001 D BMO2512001

database to the active Add | Del | Edit Find Move to Student Track

Student database.
Track to view the entire WCN training track.

Positions of Prominence

Click on the box under Pos Prom on the Historical Student Data screen to add the student to
the Positions of Prominence Report in your Two Year Training Plan.
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Double-click on the record to Edit the information (or click on record and then click on Edit).

Histurical Student Information

CC Py/Caseid |A WCN Name [ mate
£ NG @ 5 S rome
. Date of Birth  Place of Birth Service Service No Grade US Grade
Enter Position of 10-Jan-58 & BCF100095
Prominence information in Passport Number Med Screen Date Sec Cert Date
the Historical Student 3520956 01 Mar 2002 05 Mar 2002
Information screen. Unit 3d Infantry Division
ECL Information Test Number Date Taken Score Required
Click on Print o brint and 24-Jan-02 B0SA
ickeon Frint 1o prin ar_] Clearance/Req Flight Crew Current Position Instructor  ITO Date
Undo to remove all entries. —
3 . . PPR Prominent Position Academic Degree How Attained
Click on Save/Quit to ext. Ay Chisfof St

[T s e one of the best and most forveard thinking miltsey members of Bandsrian Army. S50,
considered to be a product of US military.

Accompanied Dependents Flight Info m m

Moving a Record from History File to Active Student Database

Sometimes, if an ITO is done very far in advance of the student’s departure, the active Student
record will be moved automatically to History. If this happens, and you need to amend the ITO to
make a change, simply go into the History function and move the record back to the active or
current Student database. This must be done before the ITO can be accessed.

Click on History on the TMS main menu.

Click on Student Data on the History Menu.

Click on the record to be returned and click on Move to Student.

Copying History Data

This function allows the user to copy information on a student who went to training in the past,
into the active student database. An example of this would be for a student in history who went to
school 3 or 4 years ago, is now going back for another course. This function allows you to
"recapture" the information on the student again.

Click on Copy History on the History Menu.

Click on the left hand box of desired
historical student record in the

Historical Student Data (top portion of Unknerom BN02P16004
screen ) Urknawn BNIZP1 2108
Unknown BrO2P1E0435
Urgen, Fatih BNOZPT1 051
Then click on the desired current WLILKE, Hadin BNOZB11004

student record in the Student Data
(bottom portion of screen).

EOGE BN 02 Unknigewn BMO2P1E0EE

. . 1001 Br 03 BRO3E11001
Click on Copy Selected Hlsto_ry to _ —— ERiETE
Student to copy the personal information R BioseT1003
on that student to the current, active L Egsemon

Eopy I00f  VULKE, Hadin o Jo0f

Cony Selected History to Student Undo Find History Find Student Save/Quit
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program.

Click on Undo to undo and Find History or Find Student to find a record in those data tables.

L. TOOLS

This utility function provides a means to change the upload/download paths, backup/restore
TMS databases, and format disks.

Click on the Tools function in the TMS Main Menu.

Tools Menu

I
Backup
Restore
Network Path
Network Install
Format Diskette
TPMR

User Role

=
=
=l
-]
=

Changing Download and Upload File Path

Click on Download Path or Upload Path in the Tools Menu.

Type in the correct file path for the C:\ drive that will point to the directory that contains the
download or upload files for the SAN (Security Assistance Network).

c:itmshvdownloads c:itmszhuploadh

[ Savciout |

Note: The file path for the SAN Web download is C:\TMS\DOWNLOAD.
The file path for the SAN Web download is C:\TMS\UPLOAD.

Backup/Restore

The Backup and Restore functions in TMS Tools provide the means of backing up TMS data
that could be lost if there was, for instance, a power interruption. TMS data should be backed up
on a daily basis. While MASL and STL data can be reestablished by simply doing a new
download from the SAN and corresponding updates in TMS, think about the possibility of losing
all of the Student Data that has been entered over time. So do your updates in a frequency that
suits your particular usage of TMS.

Click on Backup in the Tools Menu.
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Backup Destination

Insert a formatted high density disk, type in the correct disk drive,

A:\ and click on Backup. Include STL if desired.
Include STL

acn [ o |

Click on the Restore function in the Tools Menu.

Restore Source
Insert a previously prepared TMS Backup disk, type in the correct

disk drive, A:\ and click on Restore.
Network Installation

To install TMS on a network, do the following:
a. Install TMS on the network drive.
b. Install TMS on each work station PC.
c. At the work station PC, open TMS and ensure that the Network Path is set to the
proper location (i.e. G:\TMS4\).
d. Once you have verified that the path is correct, click on the Network Install button.

Note: Make sure you do this at each work station PC. If you don’t, that PC will still be working off
the data on its C:\ drive.

Network Path
Click on Network Path in the Tools Menu.

Type in the correct file path for the network (i.e. G:\\TMS).

Network Install

After verifying that the Network Path is correct, click on the Network Install button in the Tools
Menu at each work station PC. This will effect the network installation.

Formatting a Disk

Click on the Format Diskette function in the Tools Menu.
Insert a disk and select the A:\ drive.

TPMR Use

Click on TPMR on the Tools Menu to set TMS up for use during a TPMR. SAO specific
functions are turned off.

This is a toggle function, simply click again to turn the SAO functions back on.

User Role

Click on User Role on the Tools Menu and select the Usgf Bples
appropriate user role. ation d

MILDER, Unified Command or DISAM

Close
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M. SEND TO SAN

When you have made changes to any data field in TMS that appears with the title of that field
underlined, TMS will then upload that new or changed data to the SAN either upon your exiting
TMS or upon your selecting Send to SAN. Thus, if you have: changed your Point of Contact
information in the Country Profile screen, entered new Student Data in the Student Information
screen, or entered Arrival Information in the Student Arrival Information screen, then TMS will
ask you if you wish to upload that data to the SAN.

When you click on Exit TMS, the following appears.

Click on Yes, Update to SAN in order BRI T ER L] X
to upload the data changes to the —
SAN. Update Changes to the SAN?

You have made changes that need to be updated to the SAN.
Click on No, Exit TMS if you do not Do you want to send the updates now?

wish to do the upload at this time.

TMS will keep track of the fact that
you have not uploaded the changed Country Profile
data. You will be asked again, the

next time you attempt to exit TMS.

Student Info, # of Dependents, Arrival Info

Or, you can initiate the SAN Update by clicking on Send to SAN on the TMS main menu.

Click on All Country Profile(s), or All Student Data, or History Send to SAN Menu
(upload yearly) to accomplish those individual updates. (Send All Frecords in table)

. . . All Country Profile(s)
Or, click on Send All-Country Profile-Student Data-History to

update all of those data tables.

Click on Quit to exit.

Send All
- Country Profile
- Student Data
- History

You will then receive the following message:

UPLOAD TMS DATA (c:\tms\upload\tmsup.lzh)
You are being directed to the Security Assistance Network

If you are not directed in 10 seconds select hitps: /fwww . idss. ida.org/san/fistiup tms?
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Your browser will connect automatically to the SAN. If not, click on the SAN hyperlink provided.
Click on Yes if queried by the Security Alert screen.

Log on to the SAN.

. . .
Special Notice
; Your password expires on 010472004 wlch is in 81 days
After logglng on to the SAN ’ Your vinail addiess is corvently set to - chales. collins@disam dsea mil
H Your phone number is cvently set to - (937) 2288094 TRE- 5004
CIICk on the TMS U pload Vour last sueceschol login was on 100092003 ¢ 11:22:01
initi You curvently have 23 files in the lbrary consuming 17MB of space. Flease review your holdings
bUtton to | n Itlate the u pload You are cwvently i group LE - DISAN with adiministators
THgr Bex Ramey, email: vex rameyiaddisam, deeagmil. ME. Timethy Heardon, email: tumeothy re ardoni dizam, dee s mal
TS Upload
30 Septeniber 2003
ALL USERS
Sranz from SAFTA “We are zems operanenal Have the finance secton werkung cut of Ft Eustiz, and moat of the regienal ops folles are cperatonal on the zecend
floar of sur old bldg at Ft Monsee. There have been mmimal changes to sur STL data smce the desk officers were only able to get into the system yvesterday. We
wiill start sending sur data loads back to the SADT starting today

Select TMS file to upload and process

1 Use the Browse. . button to find [l rElsREG C i siuploaditmsup |zh |[ Browse... |

2 Please only click on the Upload button once. Multiple clicks will put duplictae records in data base.

NOTE: This operation could take a few minutes depending on the size of your upload.
Please don't hit Upload again unless you are sure there was a problem.

Highlight the file c:\tms\upload\tmsup.lzh , copy (press Ctrl and C keys) and paste (press Ctrl
and V keys) that file into box. Or, use the Browse button to select the preceding file.

Click on Upload file now in the SAN screen above to initiate the Upload.

The following message is received if your upload was successful.

TMS Upload Process Status

Your upload was successful.

Close the SAN internet connection and return to TMS.

If your upload was successful, click ERLEEERITEE U TR

on YES, Exit TMS. Was your update successful?
: ; Did you get a message saying,
Otherwise, click on “Update Successful"?

NO, Try Update Again or
NO, Try Update Later.

HO, Try Update Again HO, Try Update Later
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N. HELP

The Help function provides an on-line help facility that can be obtained by simply selecting Help
from the Main Menu or by pressing the F1 key from any menu.

Click on Help from the TMS Main Menu.

-~ Training Management System
File Edit Bookmark Options Help

Help T opics | Print s WebSearch
@%ﬁ Index l i §earch| Welcome
What's nesw in TME7
Country Code Table ~ Courdry Dats
Country Data Farms
Courtry Profile Settineg Started
Cauntry Profile Example
Help
Cuskarm STL Gidl
Custorn STL Example Lt
Default ITQ teil
Default ITO Example Repair Databaze lcon
Daownload Path Repors
ECL TracE”g | Student Data
ECL Tracking Example
E-TMET Data Tools
E-IMET Example Dpdating ot
Examples WiewvingEditing Data
Format Diskette mASL Databsse Elemerts
Farms _ STL Databese Elsmerts
Freq.uently Asked Questions (FAQ) Ity T i
Getking
Started Defense Acquisition Deskbook;
=etting Started Joirt Security Assistance Training (JSAT) Regulation
Help Security Assistance Management Manual (SAMM) Chapter 10
Histary Example Erequently &sked Guestions (FAGT

Hiskaory Function

Icon Functions

IMET Waiver Request

IMET Waiver Fequest Example

IM3I Example

International Milicary Student Informatio
Invitational Travel Order

Invitational Travel Order (ITO) Example
ITC's

Location Crata

Location Data Example

Location Database Elements

Pail

M =il Enimekion o aranla

< »>
Display

EXAMPLES

You have a choice of either selecting a specific detailed item from the alphabetical listing on
the left or choosing a TMS main menu item on the right and then choosing a subordinate item
under that main menu heading.

You may select any item in the left hand column and you may select any item printed in green by

clicking on that item. All TMS Menu functions can be chosen on the right portion of the Help
screen (listed in Green). Subordinate menu items can also be chosen.
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Scroll down the alphabetical listing on the left and click on the desired item. Remember to click
on any item that appears in green for further information.

Or, click on any menu item that appears in green on the right.
Click on the Back button in top menu to return to the previous screen(s).

Click on the Print button in top menu to print your Help instructions.

At any time in the Help function, click on Search, and type in the topic | ! Tve the weordis] you wish to find
desired. The first time you click on Search, follow the dialogs to set up | =
yOUI’ Search function. 2. Select matching wards to narrow search

Click on the forward and back arrows to move chronologically through the Help function.
Remember that the Back button takes you back to the previous screen you were at.

Remember that you can access the TMS Help function from any specific TMS function by
simply pressing the F1 key while you are in the TMS function. A Help screen will appear for that
specific TMS function.

0. EXITING TMS

Click on Exit TMS to exit TMS.
As stated above, if you have made & Update San : Form X
changes to your data that need to be '_'

uploaded to the SAN, you will be so
advised.

Update Changes to the SAN?

You have made changes that need to be updated to the SAN.
Do you want to send the updates now?

Student Info, # of Dependents, Arrival Info

Upload your changes daily to the SAN.
Uploading at the end of the day makes a lot E G

of sense.

Click on Yes, Update to SAN and
accomplish the upload.

Otherwise, click on No, Exit TMS.
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