AMEDDC&S and FSH Meno 350-4

Appendix A
PREPARE A CLASS ROSTER

1. Log on to AIMS-PC: See Mr. Hewitt in Room 202, Aabel Hall, for the AIMS-
PC application.

Databaselogon |
Host 5tring:| @training. world Host ﬁtring:l @aimspc]world
QSBFNEWWZI emerichs QSEYN&WEZI emerichs
Password: | R Password: | i
Ok I Cancell Help | Ok I Cancell Help |

2. Click on View at the top menu bar.

File Edit “iew Toolz ‘window Help

B RS ESSf

3. Click on Class Management.

i Automated Instructional Manage

F Toolz Window He
JJ m_q- Clazz Management i
Courze M anagement

= m Lezzon Management

' i Student Management
Uit b anagement

Group Management

Digtance Learning

v Toolbar Yizible

=53
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4. Click on the course and continue to click “+” until you highlight the
desired class number.

E Eile Edt “iew Toolz ‘Window Help ;lilil
B EEE 2R &3
? & @training. world j Mame | 5N, | Gen.. | Rank | Stat =~
" || = ACAD OF HEALTH SCIENCES EESe...
BE | = gf 300-91810 - MEDICAL SPECIALIST B8 Se
(] =88 Delivery Group A [ ab... . F PFC  GRAIL
o -2 Phase [ [Bad... . F Pv2  GRAL
Ik ERE$ 2000 Class 010 [ AhL.. M SPC GRAI
4 ﬁ 000 Clazs 020 @Ah:.. I P2 GRAL
- 2000 Class 030 G Aki... - F P¥2  GRAL
5/ 2000 Class 040 [ Alf... . F PYT  MEWY
E & 2000 Class 050 =1L M PYT  NEW
ili w8 2000 Class 050 QL AR... - F sPC GRAL
= =/ 2000 Class 070 L AM... - F PVT NEW
= [ As. M PYT  MEWY
- ---ﬁ 2000 Class 080 A TE SGT  GRAI
2 /4 2000 Class 090 Flao B0 M PVT GRAI
-/ 2000 Class 100 B Ba... 39786... F PYT  NEW

NOTE: Names should appear on the right half of the screen. If desired, use
the Section Mix Wizard to make separate sections for a class. Click on
Tools, then Section Mix Wizard and follow the directions.

E File Edit “iew BESEE “indow Help -18] x|

Beports
Diploma Design

j Mame | S5M... | Gen... | Rank | Stat~
D atabaze Maintenance B

Ba e

ALIST

Interface Agreements oA

SEEess Security @f&'h--- . F FFC GRAL

Busiress Aule Ed [l Ad... . F Pv2  GRAL
(G AL M SPC GRAL

[Ehatae Fasswand @Ah. B nY =¥ CRAL

Usenliogii (B3] k... L F Pv2  GRAI

Section Mix Wizard @Alﬁ*_ - . F PYT MEWY
ﬁﬁ‘lnu kA ImL¥an I N
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5. Right click on the selected class number and click on Properties.

= AMEDD CTR & SCHOOL, FSH, T
Elg 300-31B10 - MEDICAL SPECIALIST
=& Delivery Group A

== Phasze [

ERLEo000 C i

w2000 Cls
-/ 2000 Cls
- 2000 Cl
- 2000 Clz
w2000 Cls
-/ 2000 Cls
- 2000 Cl
w2000 Cla

Chrl+L
Cut Chrl+
Copy Chrl+C
Paste Chrl+
Delete
Eind Ctrl+F

6. Three tabs will appear (General,

Gradesheet, Student Status).

General is course statistical information.
Gradesheet cannot be produced until the roster is prepared.
Student Status tab will be used to make the roster.

5 Properties for 2000 Class 010

General | Gradesheet | Student Status |

“ersion:
Delivery Group:
Fhase:

41

Start Date:
End Date:
Status:

19588 OCT 12
19588 DEC 17

I

Projected Enrollment QTY: I 189-

[8]34 I Cancell épplyl

NOTE: If at any time you are unable to see the entire tab on your monitor,
you may need to adjust your screen display.

See page A-12 for assistance.

7. Select Student Status (Name and ID fields have been hidden in the picture

below due to the privacy act).
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¥ Properties For 2000 Class 060

General | Gradesheet Student Statusl
— Statu

Effective Date: [2000-SEP-21

Status:

Reason: |NONE |:|

Description: INONE |:|
nt 1D Effct. Date Status ;I
720
BO19
2a70
F3s5
2454
B350
130
1< | Ll_l

Select All Inverse |
Okl I Cancell Al |

8. Set the Effective Date by using arrows.
9. Select Status from drop down arrow.

10. To process entire roster at once select New Input from the Status
down menu.

11. Click on Select All at the bottom of the names.
12. Click on Apply at the bottom of the box.

13. To change status for one individual, select the student and apply
status change.

14. To change the status for multiple individuals, hold down the ctrl
while selecting the students for a status change.

15. To add new students, highlight the section number under the class
to which the new student will be added.

Eﬂ F13-91P10 - RADIOLOGY SPECIALIST
. =% Delivery Group A
== Phasze 1
= 2000 Cl

ass 010
..... EE: Cacti

ion 1

drop

the

key

name
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16. Click on the New Student icon ———J.

17. Enter and apply all student information available. The student’s First
and Last name, Person Id, and Status fields must be completed at the minimum.
These fields are found in the General Tab.

5 Properties for: Young, George

Class Attendee I Gradebook | Student Status I Student Absence I Acadernic Evaluation |

Genera

| Fhysical | Occupation I Address | Security I ASNAR I Student | harksmanship I Fitness Test |

—Marme

First: IGEU"QE
Last: I“"U'-mg
Middle: | Suffiv:
Marme Use:l'-EQlElI Marme |LI

—Details

Persan Id: I1 2345678

Gender: I:E Date of Birth: FDDD‘ -0o E

Education |L|
Citizenship |LI
Language |:I

Person Type: |Ynited States Military |:I

Serv. Comp:

harital Status

3

3

3
Religion: | |:|

3

I

-

(B]24 I Cancell &pplyl

The status is found in the Student Status tab. When entering data for a new
student without a valid reservation, the student’s status has to be entered
as a HOLD status. For any change, you must again click on Apply.
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General | Physical | Dccupation I Address I Security | ASNVAB | Student | Marksmanship | Fitness Test

Class Attendee | Gradebook Student Status | Student Absence | Academic Evaluation |
— Current Status
Effective Date; JP000- -00
Status:
Reason:
Description: INONE |;|
—Histaory
Effective Date Status Reason Descri
4| | I

Ok I Cancell ﬂpplyl

18. Once the students have been given a status, such as New Input, a report
or roster may be created. Go to the top tool bar, select Tools and then
click on Reports. A new window box will open.

|'_.j Automated Instructional Management System

File Edit iew K Window  Help

g2 % B _ [ A g |

- Diploma Design

_

::Iatal:uase Maintenance SPECIALIS =
; nterface Agreements i
w-gf 302 FALTH SPEC
a3 303-| AccessGecuity FRAPY SPE
g 30=- 1 BusinessFE Ed SPECIALT
g 304- [Eharme Fassnmnd IALTY
g 311 zen Lagit "EC
=-gf 311- — TER OFER
g 317 Section Mix Wizard ECIALIST

19. Under Reports select Class Management, then double click on Class
Roster.



20.

“arguments”.

Click on the )74

21.

of the privacy act.)
instructor to verify student information and status.
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ﬂ Automated Instructional Management System - [AIMSPC - Reportsz]
E File Edt “iew Tool: Window Help

FEede B8V

Return to the top menu bar,
the following fields will print out on your printer.
This roster will be used in the classroom by the

& @training.world

=By Class Management

@ Academic Evaluation Heport
[ AIT - Form £286-R

& APFT and BPFT

[ BCT - Form 5286-R

@ Casual Student Listing

-~ Class Grade Sheet

Class Roster
~[& Cost Analysis Report
@ Course Attrition Hepart
& Deleted Student Hepoart

- Gradebook Survey Report
[EE— T T I - T

MS v AEF=< 58

Verify class name,

A screen similar to the figure below will appear.
class number,

etc.

2000-09-25

Fill in the correct

Hetneve Arguments

School Marme:

Retrieve Type: |By Class H

Course Name: |3EIEI-9’IEE’IEI - MEDICAL SPECIALIST |:|

O

Delivery Grp:

Phase:

Class Mame: |2IIIIIIIZI Class 010

M

Ik Cancel |

Help |

button.

cannot be edited in the Reports window.

select File and then Print.

A roster with
(Data left off because

Student information



AMEDDC&S and FSH Meno 350-4

|'.J AIMSPC - Reports [_ O] x]
If {E@training.world 1) B
=Bl Class Managerner J
-[B Academic Eval
~[&} AIT - Form 526
- APFT and BPF *==FOR OFFICIAL USE ONLY - PRIVACY ACT DATA ==
{2} BCT - Form 52
& Cosual Stuten 2000-09-25 CLASS ROSTER Page 1 of 7
- Class Grade S COURSE TITLE: MEDICAL SPECIALIST
-7 Class Roster — DELWERY GROUP: A PHASE: 0
(& Cost Analysis COURSE ID/CLASS: 300-91B10/2000 CLASS 010
% EUrZSEd’L;‘t‘”;'U' START DATE: 199591012 END DATE: 1998-12-17
&= Uelete uaer
-[B Gradebook Surv
1 3 NAME SSH RANK PMOS CIR SEX SERY QS  UPCG SECTION STATUS =l
NOTE: Reports can also be saved in Text or Excel format. Save as you would

any Microsoft Office document by selecting File, then Save As. Then select a
title for your report and the format in which you wish to save it.

Save Rows As: oK
| UNTITLED.XLS Cancel
™ Include Headers Browse
Help

—File Forrnat

+ Excel - SYLK . DIF

 Text WS  DBF 2

£ Cav WK1 ¢ DEF 3

© S0L Syntax ¢ HTML PSR

22. To update or edit the verified roster information,

above and then —

a. Move to the right half of the screen that lists student names.

follow steps 1-4

b. Right click on each student whose information or status requires a

change and select Properties.
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i Class Management

Elﬂ AMEDD CTR & SCHOOL, FEH, Tx “1 | Mame solM/PPN | Gender
=-gf 300-91810 - MEDICAL SPECIALIST

EIE"_nI Delivery Graup A Undo  Chlsll
=-2& Phage 0
: Cutt Chrl
=-fAff 2000 Class 010
: LB Saction 1 Copy Chl+C
. Paste Chil+

A 2000 Class 020
B/ 2000 Class 030
-/ 2000 Class 040

-/ 2000 Clags 050
w000 Clace MR

@Au;ea,(}.. Dielete
CllAurich, P Find  CulF

Chl+R

c. A series of tab folders for that student will appear. Use:

General to correct names, gender, etc.;
Occupation to correct, rank, MOS, etc.; or
Use other tabs as appropriate.

d. Each time information is changed in a tab, you must click on Apply at
the bottom right of the box.

Generall F'hysicall Occupation | Addressl Security | ASVAEI' Sludeml Marksmanship | Fitness Testl
Class Attendee |Gradebouk| Student Statusl Student Absencel Academic Evaluationl

rSchool
[AWEDD CTR & SCHOOL, FSH, T
rCourse
|MEDICAL SPECIALIST Course Code EDDBWEHD
“Wersion: I 1 Phase: a
Delivery Group: |
rCla
| 2000 ﬁwu Section: | oot
r Detail
Student Roster Mo I 1234 Quata Source Code: WK [+]
Required Equipment Available: I |:|
Body Fat Content Result: I |:|

QK I Cancell &pp\yl

X

e. Select Student Status tab and edit student status data as needed.
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f. Select Status from the drop down arrow. Enter the appropriate status
(i.e., NEW INPUT, HOLD, etc.).

[2000-5EP-11 i

MNEW INPLUT [_|
MNEW INPLUT B

RETRAIMEE IMN, FROM ANOTHER COL
|RETRAINEE OUT, TO ANOTHER COUR |_
RECYCLE OUT TO ANOTHER CLASS,
|MC SHOW

g. Select Reason as “None” or “Other”, or as appropriate.

h. Select Description.

NOTE: If a Reason or Description is not required, the fields will default to
NONE. Selecting a Reason other than NONE will make Description choices
available.
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2000-M 22 E

MEW [NPLIT

i. Click on Apply to make the change.
j. Click OK to return to the student list.
k. Repeat for each individual student record that you edit or update.

1. To print a corrected roster, repeat steps 18-21 of this document
(Prepare a Class Roster).

NOTE: Initial input rosters must be completed within 5 days after the class
start date. Once your roster corrections have been made, it is not necessary
to print a hard copy roster. The TMB and/or Student Personnel Branch will
pull your roster information directly from AIMS-PC.

m. Your updated information will be used to prepare the Gradesheet.

n. Student Status must be kept current in AIMS-PC. The AMEDDC&S Form
Letter 29-R is still required for student status actions during a course.
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Important: At Course Completion, the Student Status must be finalized in
AIMS-PC by changing the NEW INPUT to GRADUATE, SUCCESSFULLY COMPLETED, or
other appropriate status from the drop down menu. This must be accomplished
within 5 days after the class end date. Currently, TMB and/or Student
Personnel Branch will require a hard copy of the final roster, signed by the
department chief.

23. NOTE: If at anytime, you are unable to see the entire tab on your
monitor, you may need to increase the resolution on your monitor display.

a. Do this by going to the Start menu on the lower left hand portion of
your screen and select Settings, then Control Panel.

-+ Programs »
’?"H Diocuments L4

gl

:static

b. Select the Display icon from the screen below.
3 Control Panel =]
Fil= Edit “iew Help
|_-,gJ Cantral Panel _I I &£ IIE' 'ﬂl *
e ) B #
Accesszibility Add/Remove Conzole Crata Sources CrateTime Find Faszt
Optionzs Frograms [ODEC
. tnzEs (e ¢
& ) e
E] — ik
Foants Intel PROS et Internet Keyboard Livelpdate b ail Modems Mouse
O ptions
5 >
- =
Multimedia Mebwark, FC Card Ports Frinters RealPlayver Regional SCS1 Adapters
[PCRACles) Settings
2 @ 2= 0= £ @ B
Server Services Sounds Sypstem Tape Device:  Telephony LIPS ikl A H A
D5-<0GE Au
Changes display settings o

c. Once Display is selected, the Display Properties will appear. Select
the Settings tab. Change the Desktop Area to a higher number of pixels. A
setting of 1024 X 768 is usually sufficient. A higher number of pixels make

A-12
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the characters smaller on your screen, allowing you to see more. Once you
have tested it (note the Test button key), press the Apply button.

Display Properties K E3

E ackground I Screen Sawver I AppEarance I Plus! Settings I

— Color Palette

ITrue Caolar ;I Less | Mare
" 1024 by 768 pixels
—Eont Size — Befrezh Frequency
ISmaII Fonts LI IBE Hertz LI
Lizt All Modes ... I Test I Digplay Twpe... I

Ok, I Cancel Lupply I‘—
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