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SUMMARY

/ The Advanced On-the-job Training System (AOTS) was an Air Staff-directed,
AFHRL-developed prototype which designed, developed, and tested a proof-of-
concept prototype AOTS within the operational environment of selected work
centers at Bergstrom AFB, Texas, and Ellington ANGB, Texas, from August 1985
through 31 July 1989. "The User's Handbook was developed in four volumes to
serve as a guide to familiarize users with the AOTS., It is also a convenient
reference on how the various training levels (trainee, supervisor, training
manager, etc.) can use the AOTS functions to perform their on-the-job training
(0JT) responsibilities. Volume III of this paper explains the OJT functions
for supervisors and managers.
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PREFACE

This is the third of four volumes of the AOTS User's Handbook developed
by Douglas Aircraft Company, the development contractor, under Government
Contract F33615-C-84-0059. The AFHRL Work Unit number for the project is
2557-00-02, The primary office of responsibility for management of the
contract is the Air Force Human Resources Laboratory, Training Systems
Division, and the Air Force AOTS manager is Major Jack Blackhurst.
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]
10 SUPERVISOR FUNCTIONS

This section is provided for the supervisor in AOTS.

10.1 Print an Airman Training Record

As a supervisor, you will probably print ATR data often. For each person you supervise,
you should print the airman’s entire ATR for an initial review of the data contained within
the record. Once you begin to use the AOTS regularly, vou will find times when you will
want to print only portions of an ATR, for one or all the persons you supervise.

This section has been divided into two parts:

Part A - provides procedures for printing a single ATR (or portions of a
single ATR);

Part B - provides procedures for printing portions of an ATR for gvery
person listed on your AOTS Supervision List.
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surezy .eet
1.2

»WN -

10-1-1

Advanced Ow—~The-Job Training System (AOTS)

Primary Access Memu

. Persomal Training Information

. Training Ranagemsent

. Naster Task List (XTL) Interface
. Position Requirements

. Quit This Nemu

Select Option: 2

@’ STEP 1:

1.2

N UL WN -

10-1-2

Iraining Ranagoment

. Training Scheduler
. Alrman Training Record (ATR) Manager

. Qualification Assessment
. Off-Line Test Control

Off-Line Test Scoring

. Access existing Event
. Quit This New

Select Option: 2

(? STEP 2:

Enter 2 and press

AOTS User's Handbook

The screen at the left 1s an
illustration of the AOTS
Primary Access Menu. To
access ATR data you must
first sclect the training
management option from
this menu.

SELECT THE TRAINING MANAGEMENT OPTION. Enter 2 and press
(RETURN).

As you can now see on the
screcn, ATR Manager is the
second option. To access
ATR data you must access
the ATR Manager (editor).

SELECT THE AIRMAN TRAINING RECORD (ATR) MANAGER OFTION.
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NCTE32 . 886 Advenced On-The—Job Training System (AOTS) 3B Mov 88
1.0 Airwan Training Record (ATR) Manager The menu you now see is the
Main Menu for the ATR
Fecord Manager. As you can see, one
3 :.‘:!':’x:.ftti'.";:m option listed on the menu
3. Print Treining Bacard pertains to printing.
4. ldentify a new Buty Position
q. Quit This Newmu
Selact Option: 3_
10-1-3
STEP'3: SELECT THE PRINT TRAINING RECORD OPTION. Enter 3 and press
(RETURN.
nGTE32 .006 Advanced Ow-The-Job Training Systen (AOTS) 3B Mov 68
1.0 Airman Training Becord (ATR) Manager You may print ATR data for
only one person when
1. Display & Training Record accomplishing this function.
2. Bdit a Training Record
3. Print Training Record You may enter the SSAN of
4. ldentify a new Duty Poeition the person, or you may select
4. Quit This Menu the person from those per-
sons listed on your AQTS
Supervision List.
Select Optiom: 3
We normally do not memo-
rize SSANs, therefore, how
to select the person from a
Supervision List 1is illus-
trated in Steps 4 and 5.
(I)dewtily Airman From List, (E)wter Specific SSAN. (Qluit 7 |
10-1-4
STEP 4: SELECT THE IDENTIFY AIRMAN FROM LIST OPTION. Enter! (or i) and
press CRETLIRN ).
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NGTE32 887 Iraining Record Manager 38 Mov BB
1.6 Group Solection Screen The screen at the left is an
illustration of a Supervision
SSAN A MertE List. Note that the names arc
1. 986808083 o Acorn, Henristts in alphabetical order, to
2. 888866681 39 Adans, Pat 6. make it easier for you to find
3 e oot P, o o a specific person’s name.
5. 889888886 NSgt Bradborry, Allen K.

Once you review the list and
identify the person you want
to print ATR data for, pro-
ceed to Step S.

_se {cursor) keys, or {{(Enter {field mumber>, {q) quit) & {returnd) 2_

10-1-5
STEP &: SELECT THE INDIVIDUAL FOR WHOM YOU ARE PRINTING ATR DATA.
Enter the field number corresponding to the person and press .
(in the example, Data Field 2 was selected which corresponds to SrA Pat A.
Adams.)
NGTE32 .881L Airman “raining Record (ATR) Manager 38 Mov 88
1.0 Print Hemu The screen you now see is the
ATR Manager Print Menu.
1. Print AlL Do Mot Print You may print the person's
2. Print General Training Data Do Mot Print entire ATR, ¢or you may
3. Frimt Qualification Siatus Do Mot Print print onec or more portions
5. Print IR Do Mot Print of the ATR.
6. Print Schedule Do Mot Print
7. Print Personmel Data Do Mot Print
8. Begin Printing Mo

Select Print Option
Use (cureor) keys, or {(Enter {lield wunber), <(¢> quit) & (returnd} 1

10-1-8

Each selection you make on this print menu will act as a toggle.

o If you select Option 1 (Print All), every "Do Not Print" value is changed to "Print."
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) If you select option 2 through 7, each selection will cause the corresponding "Do
Not Print" to change to "Print." (Options 2 through 7 identify the separate portions

of the ATR data which may be printed.)

o If you incorrectly select an option, you may re-select the option, to toggle the
"Print” back to "Do Not Print."

@ STEP 6:

SELECT THE OPTION(S) CORRESPONDING TO THE PORTION(S) OF
THE ATR YOU WANT TO PRINT. Enter the number corres%ndin to the

portion of the ATR data you want printed, then press

. If neces-

sary, continue selecting options until all desired portions of the ATR reflect
"Print." (In the example, printing the entire ATR is illustrated)

1.0

. Print Al

Print ITR

. Dogin Printing

10-1-7

NGTE3Z 881 Airman Training Record (AIR) Manager
Print Mamu

. Print Ganaral Training Data
. Print Training History
Print Qualification Status

Sslect Print Option

Print
Print
Print
Priunt
Print
Print
Print

Use (cureor) heye, or {(Enter <fjeld munber), (¢> quit) & (returnd) 8

@ STEP 7:

To begin the printing pro-
cess, you must select option
8. Your selection will cause
the "No" value to change to
"Yes."

SELECT THE BEGIN PRINTING OPTION. Enter 8 and press CRETURN ).
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NGT832.801 Alrman Training Record (AIR) Manager 38 Mov 88
1.0 Print Memwu
1. Print All ' Print
2. Print Ceweral Training Da Print
3. Print Ireining History Print
4. Print Qualification Status Print
S. Print ITR Print
6. Print Schedule Print
?. Print Porsonmel Data Print
8. Degin Printing Yes
Print requast subnitted with 1D 78
Press {returm) to contimse... _
10-1-8
@ STEP 8: Press CRETURN ), as prompted.
nCT832.006 Advanced Ow-The-Job Training Systom (AOTS) 30 Mov 08
1.0 Airman Training Record (ATR) Manager
1. Display a Yraining Record
2. Edit a Training Record
3. Print Treiuning Record
4. ldentify a mew Duty Position
q. Quit This Hem
Select Option: Q_
10-1-9

AQOTS User’'s Handbook

After a short pause, the
prompt illustrated at the lcft
will be presented on the
screen.

You are returned to the Main
Menu for the ATR Manager.
Proceed to the last step, af ter
you review the following
information.

The printing of ATR data takes a few minutes. The printout will be generated at your
ALPS printer at the AOTS workstation depending on your Printer ID at the time of print.

If you selected to print portions of an ATR, you can recognize each portion by reviewing
the title of each page in the printout.

If you selected to print an entire ATR, you will receive 13 or more pages of data. When
an entire ATR is printed, the data are printed in the following manner:
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(o] The Personnel Data are printed on the first page.
0 The General ITR data are printed on the 2nd page.

o Training History data are printed next. Remember, training hxstory data includes
the tasks the person is certified to perform and the other training requirements
the person has completed. The training history prints as follows:

- AFS tasks

- Ancillary courses

- Additional Duty courses
- Contingency tasks

- ECI/CDC courses

- PME courses

- Formal Training courses

o Then, the person’s Position Qualification Status listing is printed. This list reflects
the tasks (and status of each task) the person is required to be certified on before
he/she can become fully position qualified in his/her current duty position.

o The person’s ITR data are printed next. Remember, the ITR lists each task for
which the person requires training and the other training requirements the person
has not completed. ITR data prints as follows:

- AFS tasks

- Other Training Requirements
- Ancillary courses
- Additional Duty courses
- Contingency tasks
- ECI/CDC courses
-- PME courses
- Formal Training courses

o The last item to print is the person’s current Training Schedule. The schedule
does not separate task training from other training requirements. If task training
is in progress, each task trammg/evaluanon event that is "Assx ned,” "Scheduled,”
"Reassigned” or "Rescheduled,” will be listed on the person’s Training Schedule.
If other training requirements are in progress, each event that is "Scheduled” will
be listed on the Training Schedule.

- There are two important facts you need to know about a person’s
current Training Schedule:

1. An cvent remains on the person’s schedule until the event is
marked complete or is cancelled.

2. The Training Schedule reflects not only the training requirc-
ments of the person, but also any task events for which he/she
is designated as the trainer or evaluator.
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LAST STEP

If you want to print another person’s ATR data, repeat Steps 3 - 7.

If you do not want to print another ATR, QUIT each screen until you reach the AOTS Primary
Access Menu. At that point, you may quit the menu and log off the system, or you may
perform another AOTS function.
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PART B - PRINT ATR DATA FOR ALL
PERSONS ON YOUR SUPERVISION LIST

The persons listed on your AOTS Supervision List are referred to as a "group.” The
AOTS accommodates the scheduling of training for one or more persons in your "group” at
one time. The AOTS accommodates the printing of ATR data For all the members in your
group, without having to specify each person.

The only ATR data you can print for a group are:

o

(o}

ITR data, and

Training Schedules.

When you print ATR data for the group, you get the data for ¢very person listed on your
Supervision List.

Suraz? .eet
1.2

10-1-10

Avancod On-The—Job Training Systes (AOTS) 38 Mov 88

»WN e

Primary Aocess Mewu

. Pereomal Training Information

. Training Nanagenent

. Nastar Task List (NTL) Interfacs
. Position Requirensnts

. Quit This News

Select Option: 2_

As with all other AOTS
functions, you begin at the
AOTS Primary Access Menu,
as illustrated at the left.

@ STEP 1:

SELE%T THE TRAINING MANAGEMENT OPTION. Enter 2 and press
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1.2

I 10-1-11

ﬂOIﬂ‘?)Nr—

Iraining Managoment

. Training Scheduler
. Airman Training Record (ATR) Manager

Reporting

Prograns
. Qualification Assessnent

Off-Lins Jeat Comtrol

. Off-Lins Test Scoring
. Access existing Evewt

. Quit This Newu

Salect Option: 1_

@ STEP 2:

1.2

10-1-12

NOU\‘PN'—

Training Management

. Training Scheduler

fAlrean Training Record (ATR) Manager

Reporting Prograns
. Qualification Assessment
. Off-Line Test Comtrol
. Off-Lins lest Scorimg
. Access existing Event

. Quit This Newu

Select Option: 1

Select Type of Training Mode : (TIrainer, (S)upervisor, (Quit 7 §

(? STEP 3:

11

AOTS User’s Handbook

To access group data, you
must now select the Training
Scheduler option.

SELECT THE TRAINING SCHEDULER OPTION. Enter 1 and press
(RETURN).

A prompt is added at the
bottom of the screen, as
illustrated at the lef't.

SELECT THE SUPERVISOR OPTION. Enter'S (or s) and press
(RETURN ).
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nGT838 .081 Individua! Training Bequirements 6 Jan 89
1.5 fesigwnent Reviev and Gemeration

10-1-13

. Update or Schedule Individeal Training Requirement
. Schaduls Croup Training Requirensnts

. Training Bvent Review or Update

. Add Persovwel to Existing Event

. Print Training Requirements for Group

. Print Schedules for Croup

. AMd Group Training Requirements

. Quit This News

- NP NAWN

Salect Option: §

C? STEP 4:

(enter 5 and press CRETURN )
option {(enter 6 and press

NGTEIN 081
1.8

10-1-14

Individual Treining Fogquirenswts 6 Jan 89
Aoaigunent Review and Gewsration

. Update or Schadule Individeal Training Requiressnt
. Schadule Creuy Training Noguirements

. Training Rvent Review or Update

+ Add Persommel to Existing Event

. Print training Rogquirenswts for Group

. Print Schedules for Croup

. Ad Group Training Requirements

. Quit This News

NN WN»

Select Option: §

Print roguest subnitted with Id 77
Fress {(vetura) to contime...

@: STEP 5:

12

PRESS CRETLIRN ), AS PROMPTED.

Options 5and 6 on the menu
you are now viewing pertain
to the ATR data you may
print for the group.

You may select only one
option at a time. The pro-
cedures for both options are
the same.

SELECT THE PRINT TRAINING REQUIREMENTS FGR GROUP OPTION
r select the print schedules for group
). Option 5 is illustrated.

A print prompt then appears
at the bottom of the screen,
advising you the print is
taking place.
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The printing of ATR data takes a few minutes to be processecd. The data will print
at thec ALPS printer located in your primary workcenter depending on your Printer ID at
the timce of print.

LAST STEP

Repeat Steps 4 and 5 if you want to print more ATR data for your group (i.e., choose
the option you didn’t previously select at Step 4).

If you are finished printing data for your group, quit each screen until you reach the AOTS
Primary Access Menu. At that point, you may quit the menu and log of{ the system, or you
may perform another AOTS function.
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10.2 Report or Revise Incorrect Personnel Data for an Airman

Because most personnel data are updated into the AOTS from the Personnel Data System
(PDS), neither you nor any other user of the AOTS can make revisions to much of the data.
For the data you cannot change, you will need to report any incorrect or missing data through
the mechanisms you currently use. This handbook does not address any mechanisms that
exist because there are too many different ways personnel information is reported to the
CBPO (or other responsible offices) for corrective action. Since data from the PDS are
updated periodically into the AOTS, the errors reported and corrections made will help
accomplish data accuracy for both systems.

As a supervisor, you must determine how incorrect personnel data will be reported for
the persons who work for you. Some personnel data arc used in many AOTS processes and
functions. Incorrect data could result in erroneous reports, notices, ATRs, OPTRs and other
products/data that the AOTS supports. (For any incorrect personnel data in your ATR, you
need to work with your supervisor to determine how to report the data that requires correction.)

Some specific data you should pay close attention to are addressed below. Through
these examples you should recognize the importance of correct personnel data.

o The airman’s name, rank and SSAN appear on many AOTS reports and notices.
0 The airman’s CAFSC is used in these (and other) ways:

- The CAFSC is used by the AOTS to determine the person’s access authorization
to data which are sorted by AFS and functions which can be performed
for more than one AFS.

- When an airman’s CAFSC is changed, the airman’s current ATR is emptied
and "archived” into a part of the AOTS database which stores archived ATR
data. In the event the airman’s CAFSC is changed back to the previous
CAFSC, the "archived" ATR can then be "restored” so that you won’t have
to completely reaccomplish the individual’s ATR data.

o The airman’s Duty Position Number and Duty Title are used for various AOTS
processes:

. The airman’s duty position number is used as an OPTR ID. The OPTR lists
the requirements of the duty position the airman is currently occupying
(i.e., the tasks that must be performed and other training that must be
completed).

- The airman’s duty title is sometimes used as an OPTR Title.

- When a Qualification Assessment (training diagnosis) process is performed,
the airman is normally assessed against the OPTR ID which matches the
airman’s duty position number. Additionally, when the airman is assigned
against the OPTR, the system automatically producesan Individual Training
Requirements (ITR) for the airman.

14




DRAFT AOTS User's Handbook

The airman’s DAFSC is correlated to his/her position number (and therefore also
to an OPTR). When the airman’s DAFSC or position number is changed, an
automatic notice is generated by the system to advise you (the airman’s supervisor)
that a change has taken place and a new OPTR may be required.

. This section illustrates and explains the screens you will see as you access another
airman’s ATR to review and revise his/her personnel data.

SUPS27? 881 Advanced Ow-The-Job Training System (AO0TS) 38 Mov 88
1.2 Prinary Accees Hemu Personnel Data are obtained
and processed using the ATR
ivianager. To access the ATR
3 Ty Meaniy (horastion Manager, for data other than
3. Master Task List (TL) Intarface your own, you must first
4. Fosition Mewulrenents choose the Training Man-
q. Quit This Nemu agement option listed on the
AOTS Primary Access Menu
(the menu is illustrated at
Selact Option: 2_ the lef't).
10-2-1
STEP 1: SELECT THE TRAINING MANAGEMENT OPTION. Enter 2 and then press
CRETURN).

15
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SurE2? .086 Training Nanagement 3B Mov 68
1.2 You can see the ATR Man-
ager option on the screen
. Training Scheduler illustrated at the left.

. Alrman Training Record (ATR) Manager
. Meporting

. Qualification Assessment

. Off-Line Test Control

. Off-Line Test Scoring

. Access existing Cvent

. Quit Thia Newmu

-~ NP WN e

Select Option: 2

10-2-2
STEP 2: SELECT THE ATR MANAGER OPTION. Enter a 2 and then press
CRETURN).
NCTOA2 . 886 Advenced Ow-The-Job Training Systam (AOTS) 3B Mov 88
1.8 Alrman Iraining Record (ATR) Hemager To review and revise per-
sonnel data you must select
1. Displey a Training Record the m option.
2. Bdit a Training Recond
3. Print Training Record
4. ldontify a nou Duty Position
q. Quit This Newu
Select Option: 2_
10-2-3
STEP a: SELECT THE EDIT A TRAINING RECORD OPTION. Enter a 2 and then
press CRETLRN J.

16
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nGT832 .086
1.0

10-24

(1)d.2tify Alrman Prom List, (E)wter Specific $8AN, (Qluit 7 1

Advanced Ow-The-Job Training System (AOTS) 38 Mov 88
Alrman Training Becord (ATR) Heneger A prompt is added to the
screen (as illustrated in the
1. Dlaplay a Training Record screen at the left).
2. Edit a Training Record
3. Print Training Becord
4. ldeatify a mow Puty Position

. Quit This Rewu

Select Option: 2

The AOTS matches the SSAN you enter with the SSANs of the persons listed on
your Supervision List. Normally, you will not know the SSAN of each airman
who works for you. If you select the E option, you will then need to enter the
correct SSAN of an airman.

- If the SSAN is incorrect, or_if the airman’s SSAN is not one of those on
your supervision list, the AOTS provides you with a prompt (rather than
ATR data). Once you press CRETURN ), as prompted, you can repeat Step 4
(using another SSAN).

- If a correct SSAN is entered, you will not see the next screen illustrated,
therefore, proceed to the information presented after Step 5.

Selecting I (or i) from the prompt provides a list of airmen you may access data
for (the same persons that are listed on your Supervision List). The I ( or i)
option is illustrated, since you will select the I option most often.

@ STEP 4: SELECT THE IDENTIFY AIRMAN FROM LIST OPTION. Enter | (or 1) and

then press

17
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neTE32 . 087 Training Becord Ranager 38 Mov 08
1.0 Group Selection Screen
S3AN RANK MANE

1. 080068883 AN Acorn, Hewrietta

2. 988898881 Sre Adans, Pat A.

3. 000000082 Srh frrle, John A.

4. 908806085 Sgt Baker, Jane C.

S. 908808806 NSgt Bradberry, Allem X.

Uses (cursar) heys, or {(Exter 'ield mumber), <¢)> quit) § (returwd) 2

10-2-5
STEP S SELECT THE AIRMAN FOR WHOM YOU WANT TO REVIEW/REVISE
@ DATA. Enter the Data Field number corresponding to the airman and press
(RETLRN ).
neTe32.005 Afrman Training Record (ATR) Mamager 38 Mov 88
1.8 Training Rscurd for Sra Adams, Pat A. You may rccognizc thc
?;;_tions lillustratcd ;t hthc
eft, as they appeared when
3 edividunl Tralnlsg Royeirememts you reviewed your AOTS
3. Training History Data data (among other options).
4. Access Leve!
S. Print & Iraining Record
q. Quit This Mem
Sslect Optiom: 2
10-28
STEP 6: SELECT THE PERSONNEL DATA OPTION. Enter a 2 and then press
CRETURND.

18
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corresponding to the airman
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review, you gain access into
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nCTE32 . 004 Airman Training Record (ATR) Manager 30 Mov 88
1.0 Persoumel Data The airman may have
Persomal Information advised you that some of
Namo: Adams, Pat A. SSAN: BPB6HBBS 1 1 1
frryifitor st TANGD: BI Oct 1965 D00 38 Sep 1309 his/her data are incorrect or
Enlistment Category: 1 Crads: I- 4 Projected Grade: E- 8 missing. Or, you may be
rarsc: 81 AFSC Information sarsc: reviewing the airman’s ATR
picte i . g1 e 81158 and notice that some of the
re . . Position information personnel data are incor-
Mun: 0118112 Dty Stat: 18 Roc Stat: 28 Off Sym: SPAD N 181
Title: ACROSPACE SECURITY SPICIALISY Fhone Ext: 2684 l'CCt/mlSSlﬂg.
DAS: 22 Fed 1986 DY ASCD UC: 22 Peb 1986 Duty Type: 2
Organization Informaiion
FAC: 435308 UKCtr: Priority 'C’ Aircraft Security
PAS: BHBTFNBS Unit: 67th Security Police Squadrow
Loc ID: BIW” Installation: Dergstrom AFB, TX
Pro} PAS: Pentr ID: TXF1
Pleass Select the Field to edit Date (Adssigned, (Dluty Type, (Quit ?
10-2-7
o You may only change data for two fields on this data screen. The fields are

those identified in the prompt at the bottom of the screen.

- If you want to revise the Date Assigned to Workcenter, you must enter A
for the Date (A)ssigned option.

- Another prompt is displayed on the screen, which provides you with
the format you must use when entering the date. You must type in
a one or two digit day, a three digit month and a four digit year (DD
MMM YYYY). Once you enter the date and press Return, the original
prompt reappears on the screen.

- If you want to revise the code that represents the airman’s type of duty,
you must enter D (or d) for the (D)uty Type option.

- The AOTS provides z legend that defines the code values for duty type
(i.e., 1=Supervisor, 2=Technician, 3=Both, 4=Other). A prompt also
;w;;(cja(rs :r)hich reflects the range of values you may enter for this data

1€ 1-4).

If the individual performs supervisory duties only, "1" should be
reflected as the duty type.

If the individual does not supervise personnel, but does perform
technical duties, "2" should be reflected as the duty type.

If the individual supervises personnel and performs technical tasks
required by his/her duty position, "3" should be reflected as the duty

type.

If the airman is not a supervisor nor performs technical AFS tasks
(i.e., he/she is an instructor), "4" should be reflected as the duty type.
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- Once you enter the code and press Return, the duty type is changed
and the original prompt reappears on the screen.

STEP 7: QUIT THE PERSONNEL DATA SCREEN. Enter a Q (or q) and then press
(RETLRN).
o If you selected one or both of the options on the Personnel Data screen, a prompt

will appear that advises you the information changed has been saved.

nCTS32.805 Airman Training Record (ATR) Manager 3B Mov 88
1.0 Ireining Record for SrA Adens, Pat A. The screen illustrated at the
left reappears once you

. Individunl Treining Reguirements Complth Stcp 7.
Persowns] Bata

. Training History Data
Access Lavel
. Print a Training Record

Vb W N e

. Quit This Newm

Sslect Optiom:

LAST STEP

Continue to quit each screen until the AOTS Primary Access Menu appears on the screen. At

that point, you may quit the menu and log off the systems, or you may choose another option
and perform another function. Enter a Q (or q) and press C EE_YEEE:J until you have returned
to the primary menu.
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10.3 Report or Revise an Incorrect AOTS Access Level

Before the AOTS was available to workcenters, each user’s access levels were updated
into the AOTS. This section explains and illustrates how you can revise the access levels for
the persons who work for you. As a supervisor, if your Access Levels are incorrect, you will
have to talk with your supervisor and decide how to report the incorrect data. The unit
Training Manager or a member of the IST may revise the data for a supervisor. (The telephone
number for the AOTS hotline, which allows you to reach an IST member, is included at the
end of this section.)

c If an mdxvxdual does not have access as authorized by the airman’s User Type(s),
the airman will not be able to perform all the functions or access all the data
authorized (and required) when interacting with the system.

(o} If an individual has too much access, the airman could perform functions and
access data which were intended only for users who have the proper authori-
ty/responsibility. For the most part, functions cause data to be produced, sorted,
changed, etc. Unauthorized use can corrupt the AOTS database.

If an individual advises you that an axrman has an invalid Access Level, or if you
notice incorrect data when reviewing the person’s Access Levels, follow the proccdurcs in
this section to correct the Access Level.

SUPez? .eet Advanced Ow-The-Job Training Systea (AOTS) 38 Mov 88
1.2 Prinary Accees Hemu You obtain and process
. Ahcc}c\s%]{.nrcl data ’?y using
the anager. To access
2 T eninimy (formation this editor to work with data
3. Master Tesk List (NTL) Interface other than your own, you
1. Poeition Royuiremonts must first’ choose the
v. Quit This Mews Training . Management
option that is listed on the
AOTS Primary Access Menu
Seisct Option: 2 (as illustrated at the left).
10-3-1
STEP 1: SELECT THE TRAINING MANAGEMENT OPTION. Enter a 2 and press
(BRETURN .
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SUPS27.086 Iraining Managemeant 3B Mov 88
1.2 The screen illustrated at the
k_ii_t appc&ras next, with the
) nager option
2 Aieaas Teaintoe Rocord (ATR) Mamaper appearing second on the
3. Beporting Progress menu.
4. Qualification Assssanent
S. Off-Line Test Cowntrol
6. Off-Line Test Scoring
7. Accoss sxisting Zvent
q. Quit This Nowm
Select Option: 2
10-3-2
STEP 2: SELECT THE AIRMAN TRAINING RECORD (ATR) MANAGER OPTION.
Enter a 2 and then press (CRETURN ).
NCTE32 .006 AMwanced On-The—-Job Iraining Systan (ACTS) 30 Wov 88
1.0 Alrnan Training Record (ATR) Mamager To revicw m revise data
while using the ATR Man-
ager, you must select the
2 Ta v Tntlalsy Negord EDIT option.
3. Print Treining Becord
4. ldowtify & now Duty Position
q. Quit This Mewu
Select Option: 2
10-3-3

@ STEP 3: SELECT THE EDIT A TRAINING RECORD OPTION. Enter a 2 and press
(RETUBN.
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10-3-4

NGT832 806

Advanced Ow-The-Jab Training System (AOTS) 38 Mov 08
Alrman Training Record (ATR) Manager

. Display a Training Record
Edit a Training Recond
Print Training Becord
ldentify & new Duty Position

W N e

. Qeit This Newmu

Sslect Optiown: 2

([Duuntify Airman From List, (E)nter Specific SSAN, (Qluit 7 |

AOTS User’s Handbook

A prompt is added to thc
screcn (as illustrated at thc
lef't).

The AOTS matches the SSAN you enter with the SSANs of the persons listed on
your Supervision List. Normally, you will not know the SSAN of each airman
who works for you. If you select the E (or ¢) option, you will then need to enter

the correct SSAN of an airman.

- If the SSAN 1is incorrect, or if the airman’s SSAN is not one of those on
your supervision list, the AOTS provides you with a prompt (rather than
ATR data,. Once you press CRETUBN ), as prompted, you can repeat Step 4

(using another SSAN).

- If a correct SSAN is entered, you will not see the next screen illustrated,
therefore, proceed to the information presented after Step S.

Selecting I (or i) from the prompt provides a list of airmen you may access data
for (the same persons that are listed on your Supervision List). The I option is
illustrated since you will select the I option most of ten.

SELECT THE IDENTIFY AIRMAN FROM LIST OPTION. Enteran! (or i)

STEP 4:
and then press CRETURN ).
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nCTSI2 . 007 Training Record 3» Mov 80
1.0 Group Selection Screen
) ., NANE
1. AN Aoorn, Hemrietta
2. SrA Adans, Pat A.
3. Srh fApple, John A
4. Sgt Baker, Jane C
s. nSgt Bradberry, Allen K

Use (oursor) keys, or {(Enter (field mumbar), (¢> quit) & (returnd) 4

@ STEP 5.

DATA FOR. Enter
press

e ————e—e—e—e—emememem—m—me—m—em—e—m

By selecting the number
corresponding to the airman
whose ATR you want to
review, you gain access into
his/her data.

SELECT THE AIRMAN FOR WHOM YOU WANT TO REVIEW/REVISE

the number corresponding to the individual and then

1.8

10-3-6

Airman Training Record (ATR) Mawmager
Iraining Record for Syt Baber, Jaws C.

. Individual Training Roquiremsnts
Parsowme] BData

Training History Data

» Access Lavel

Sapervision List

Print a Training Record

Print Supervision List

. Quit This Newn

'J'IHQPNF

Select Option: 4_

38 Mov B8

@ STEP 6:

24

The option to obtain Access
Level data are reflected on
fht? screen illustrated at the
eit.

SELECT THE ACCESS LEVEL OPTION. Enter a 4 and press CRETLIRN ).
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SUPE26 . 806 User Access Level 38 Mov 08
1.6 This screen illustrates an
individual’'s User Access
Levels. A value of "True"
1. Traines True indicates the individual has
2. Trainer/Evaluator True access as that User Type. A

wue {cursor) keys, or {(Enter (field wanber>, <(¢> guit) & (returnd) _

10-3-7

value of "False" indicates the
person does not have access
authority as that User Type.

Plesse define the veer type

The AOTS will allow you to change access levels for any person listed on your
supervision list, as long as the person’s access level being revised is not equal to
or beyond vour access level authorizations. In other words, as a supervisor, you
can only change Trainee and Trainer/Evaluator access levels.

Within the AOTS, a user who performs a wider OJT role (i.e.,, Training
Manager and Supervisor) has access authorization to most AOTS functions
and data. A user who performs a more restricted OJT role (i.e., Trainer or
Evaluator) has less access authorization to AOTS functions/data. A trainee
has minimal access to data and functions.

--  Nearly all users are designated as a trainee. Unless the person is fully
position-qualified, the value for trainee should be reflected as "True."

-- If an individual has been designated as another person’s primary
trainer or evaluator, or if the individual is designated to train or
evaluate one or more events, he/she should be authorized the access
%}cvc_lrof Trainer/Evaluator, and the value for that access level should

¢ "True."

If an individual works for you and he/she is also a supervisor, you will
have to call or ask your training manager to correct the Supervisor Access
Level data, or you can contact the IST at Bergstrom AFB via the AOTS
hotline. You will not see the Supervisor Access Level (nor it’s true/false
value), so unless the individual reports it (when he/she reviews own ATR
data), you will not know that the data are incorrect. .

If you want to revise an access level, select the number corresponding to the level
you want changed, press (CEETURN ) and the true/false value is toggled.

Once the value is reflected correctly, you must press pad (5 (as prompted)
at which time the AOTS accepts your revision. (Remember to check the
ChuM1ocK ) key to ensure the red light is on, or pad (3J will not operate
correctly.) The original prompt then reappears on the screen.
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- You should repeat this process, if you need to, for the other access level,
then proceed to Step 7. Once you quit the screen, a prompt will appear
advising you that the information was saved (updated).

@ STEP 7. QUIT THE ACCESS LEVEL SCREEN. Enter a Q (or q) and press
(RETURN].

LAST STEP

Continue to quit cach screen until the AOTS Primary Access Menu appears. Enter a Q (or
q) and then press for quitting. You may quit the Primary Access menu and log
of f the AOTS, or continue with other functions contained in this handbook.

A REMINDER....

If you are having problems, the AOTS hotline is available to
provide you with HELP. The telephone number for the AOTS
HELP hotline is:

Bergstrom AFB .. HELP (or 4357)
Elsewhere . . ... AUTOVON 8-685-HELP
(Commercial: 1-512-369-HELP)
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10.4 Report or Revise an Incorrect Supervision List

Within the AQTS, a Supervision List exists for each supervisor and training manager.
The Supervision List i1dentifies the persons for whom data can be accessed and functions
can be performed. For a supervisor, this list contains all persons he/she directly or indirectly
supervises.

Before workcenters started to use the AOTS, all Supervision Lists were updated based
on PDS data and data collected from the participating workcenters. Since then, PCA/PCS
moves and realignments within workcenters have caused (and will continue to cause) changes
to occur to some lists.

o As a supervisor, you are responsible for periodically reviewing the Supervision
Lists of each supervisory person that directly reports to you.

o If personnel are missing from a Supervision List, or if persons had been erroneously
listed, you need to comply with the procedures outlined in this section to revise
(correct) the list.

When changes are made to a Supervision List of a member who directly reports to you,
normally changes will also be required to your Supervision List. You are not allowed to
make changes to your own Supervision List. You must report any required revisions to your
supervisor or training manager, or 2 member of the IST.

o Your Supervision List should include all personnel who directly or indirectly
report to you. As a supervisor of one or more supervisors, if a person is removed
from or added to a supervisor’s Supervision List, the person will normally have
to be removed from or added to your list as well. It is important that you have
access to data and functions for these persons, in the event that their primary
supervisor is on leave or not available to conduct/manage their training.
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1.2

Surez? .8t

Advanced Ow-The-Job Training System (AOT3) 38 Mov 08

oW N e

Prinary Access Mewu

. Porsomal Training Inforeation

. Training Managament

. fastsr Task List (NTL) Interface
. Position Requirements

. Quit This Newu

Select Option: 2

1.2

10-4-2

NCONSWN

Training Nenagenent 3B Nov 88

. Training Scheduler

- Alreaw Training Record (ATR) Manager
. Noporting Progress

» Qualification Avesssnent

» Off-Liwe Test Control

. Off-Line Test Scoring

. fccess existing Event

. Quit This fleom

Select Optiom: 2_

A Supervision List is stored
with the individual’'s ATR
data, and is accessed by
using the ATR Manager.
The ATR Manager is an
editor that can be accessed
by selecting the training
management option on the
AOTS Primary Access Menu
(the menu is illustrated at
the left).

SELECT THE TRAINING MANAGEMENT OPTION. Enter 2 and press
(RETURN).

The ATR Manager option
can be seen on the screen you
are now viewing (as illus-
trated at the left).

SELECT THE AIRMAN TRAINING RECORD (ATR) OPTION. Enter 2 and

g ™* press CRETURN. ),
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nGTe32.886
1.6

10-4-3

Advanced Ow-The-Job Training System (AOTS)
Alrman Training Record (ATR) Mamager

. Display a Training Record

. Bdit a Training Record

. Print Training Record

. ldsntify a wew Duty Position

»WN -

. Quit This MNemu

Select Option: 2_

@ STEP 3:

NGTB3Z.806
1.0

10-4-4

Avanced Ow-The-Job Training System (AOTS)
Alirman Training Record (ATR) Hanager

. Display a Training Record

. Edit a Training Record

. Print Training Becord

. ldewtify a new Duty Position

»WN

. Quit This Rewu

Selsct Option: 2

(Ddewtify Airman From List, (E)nter Specific SSAN, (Qluit 7 1

@ STEP 4:

then press CRETURN ).

AOQOTS User's Handbook

To revise ATR data, you
must select the edit option.

SELECT THE EDIT A TRAINING RECORD OPTION. Enter 2 and press
(RETURN].

You can edit ATR data for
only one person at a time.
You may identify the indi-
vidual by entering his/her
SSAN or by selecting the
person from those listed on
your Supervision List.

If you select the E option,
you will then need to enter
the person’s SSAN. You will
not se¢ the next screen
illustrated below, nor will
you perform Steps 4 and 3.

SELECT THE IDENTIFY AIRMAN FROM LIST OPTION. Enter! (or i) and
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10-4-5

neTe32 . 007 Training Record Ranager 3B Mov 88
1.0 Group Selection Screen
SSAN - NE

1. 990888883 AN Acorn, Hewrietta

2. 880880881 SrA Adans, Pat A.

3. 880066062 Sen Appls, Join A,

4. 898808085 Spt Baker, Jans C.

S. 809868886 RSgt Bradberry, Allen XK.

Uss (cursor) keys, or ((Enter (field wumber), <q> quit) & {return))} 4

@ STEP §:

10-4-8

Alrman Training Record (ATR) Mamager 3 Mov B8
Training Record for Syt Baker, Jawe C.

. Individual Training Requirensnts
Persowne] Data

. Training Nistory Data

. fccess Lavel

. Supervision List

. Print a Iraining Record
. Print Supervision List

. Quit This Memu

- \l"lﬂ‘hl?l"

Salect Option: S

@ STEP 6:

30

The persons who appear on
your Supervision List is
now displayed, for you to
choose the person whose data
you want to revise.

SELECT THE AIRMAN WHOSE ATR YOU WANT TO ACCESS. Enter the
number corresponding to the desired airman and press H

The screen illustrated at the
left shows the categories of
ATR data that you may
access. You are seeking the
Supervision List option.

SELECT THE SUPERVISION LIST OPTION. Enter 5 and press
(RETURN ).
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neTe32 005
1.0

10-4-7

Airman Training Record (ATR) Menager 30 Mov 08
Training Record for Syt Baker, Jawe C.

. Individeal Treining Requirements
. Persowns] Bata

. Training History Data

. Access Level

. Supsrvision List

. Print a Iraining Record

. Print Supervision List

. Quit This Newu

NONdWN

Select Option: S

(Buiil the mew List by ssarching ATRs, (K)dit the existing List, (R)uit 7 £

@ STEP 7:

10-4-8

Surs2s .882 Supervision List 3B ¥ov 99
1.0
S5AN RAMK NANE
1. 9095668881 Srh Adans, Pat A.

Chooea Edit option (Mledify, (I)esert, (A)dd To End, (Dlelets, (Qluit 7 A

@ STEP 8:
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A prompt is added to the
bottom of the screen (as
illustrated at the lcft).

The AOTS has a capability to
build a Supervision List by
searching the AQTS database
for persons having a specific
name, rank, PAS, etc. If you
select the Build Supervision
List option, the system will
remove every person pre-
viously listed and will list
those persons meeting your
search criteria.

Normally, you will edit an
existing list rather than
building a new list. The
following procedures only
address editing an existing
list.

SELECT THE EDIT THE EXISTING LIST OPTION. Enter E and press
(RETURN).

You will use one or two
options to make revisions to
a Supervision List:

Add to End allows you to add
a person to the list (refer to

Steps 8 and 9)

Delete allows you to remove
a person from the list (refer
to Steps 10, 11 and 12).

SELECT THE ADD TO END OPTION. Enter A (or a) and press
(CRETURND. .
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SUPS26 .882 Supsrvision List 38 Mov 88
1.0 VERAITE The cursor relocates to the
next available data field on
S nini ke the list. A red box covers
1. 9990909081 Py Adana, Pat A. the data ficld on the screen,
eeccece62_ S0 you can se¢ where your
data will appear once
entered.
10-4-9

@ STEP 9:

the SSAN and press

ENTER THE SSAN OF A PERSON WHO BELONGS ON THE LIST. Enter

o If the SSAN is not recognized as one that belongs to an AOTS user, the system

will provide the following error message:

The entered SSAN is not an AOTS user, please reenter
Press <return> to continue . . .

Normally,

you would receive the message above because the SSAN you entered

CRErURN )

was typed incorrectly. Once you press (_RETURN ), you will need to repeat Steps

8 and 9 (using a correct SSAN for Step 9).

o If the SSAN is correct, the system automatically lists the person’s rank and full
name under the respective columns, the right of that person’s SSAN.

o You may continue adding more persons to the Supervision List by repeating Steps
8 and 9 for each person. If you need to delete one or more persons, refer to Steps
10 thru 12. If you have completed all your revisions, proceed to Step 13.
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SUPrezs . 082 Supervision List 30 MHov
1.0 OVERVR]
3SMmn RANK MNANE
1. 980008881 SrA Adans, Pat A.
2. 888886882 S Aypple, Jom A.

Choose Edit optiom (Mlodify, (1)wsert, (A)dd 1o End, (Ddelets, (Quit 7 D

10-4-10

@ STEP 10:

SUPE26 . 882 Supervision List 30 Mov 88
1.0 OVEMWRITE
S5 RANR WICE
1. 909000881 Set Adana, Pat A,
2. 958608882 S épple, Joim A.

Use (cursor) keys, or {((Enter <(field wunber), (y> quit) & (returnd) 2_

10-4-11

@ STEP 11:

AOTS User’s Handbook

To delete a person from a
Supervision List, you must
select the delete option.

SELECT THE DELETE OPTION. Enter D (or d) and press CRETURN).

You then must identify the
person you want deleted
from the list.

SELECT THE AIRMAN TO BE DELETED FROM THE LIST. Enter the
number corresponding to the airman to be deleted and press

(The illustration shows the second airman in the example Supervision List

being deleted.)
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SUPE26 . 082 Supervizion List 3B MNov 88
1.0 OVEMRITE
SSAR BANK NANE
1. 980888881 Sra Adans, Pat A.
2. 899888882 SrA Appls, John A,

Do You Uant To Delete This Item (Y)es, (Mo ? ¥

10-4-12
@ STEP 12: SELECT THE YES OPTION. Enter Y (ory) and press CRETURN).

0 The person’s SSAN, rank and full name are removed from the list. The name of
person that had been listed after the deleted person is moved up one position on
the list. (Sometimes, zeros are temporarilgy used to replace the deleted person’s
SSAN; however, once you complete Step 13 the zeros are removed from the list.)

o The original prompt returns on the screen. You may continue to delete other

Another prompt appears at
the bottom of the screen, as
illustrated at the left.

If you select No, the deletion
process is ignored, and the
original prompt returns on
the screen.

persons from the list by repeating Steps 10 thru 12 for each person.
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DRAFT
SUPS26 . 082 Supervision List 38 Nov 08
1.9 OVERVRITE
ssAN o NAE
1. 960880881 S Adane, Pat A.

Chooss Idit option (Madify, (Iweert, (R)dd To End, (Dlelets, (Quit 7 @

AOTS User's Handbook

Once all corrections arc
made to the list, QUIT the
Supervision List. When you
quit the screen, the names
arc automatically alphabet-
ized on the list. Although
you won’'t see the
alphabetizing take place, the
next time you access that
member’s Supervision List,
you will sec the realphabet-
1zed list.

STEP 13: QUIT THE SUPERVISION LIST SCREEN. Enter Q (or q) and press
=N CRETURN.

LAST STEP

Continue to quit each screen until you are returned to the AOTS Primary Access Menu. At
that point, you may quit the menu and log off the system, or you may select another option

to accomplish another function.

35




AOTS User's Handbook DRAFT

10.5 Designate a Primary Trainer or Evaluator

. For_cach trainee that you supervise, you need to designate a Primary Trainer and
Primary Evaluator.

o The person designated as the Primary Trainer is responsibie for conducting task
training for the trainee.

o The person designated as the Primary Evaluator is responsible for evaluating the
trainee’s knowledge and performance of tasks once training has occurred. The
evaluator obtains and administers of f linc knowledge and performance tests, and
scores evaluation results on line.

o An individual may be designated as both the Primary Trainer and Evaluator.

o You, as the trainee’s supervisor, may designate yourself to be the person’s primary
trainer and/or evaluator.

Each time a training event is assigned, scheduled, reassigned or rescheduled for the
individual, the trainer for the event is designated. The AOTS assumes the primary trainer
will conduct the training, unless you designate another individual at the time you generate
the event. (The same holds true for an evaluation event and primary evaluator.)

. Before you begin to assign or schedule any event for an individual, you must comply
with the procedures contained in this section so that the individual has a designated Primary
Trainer and Primary Evaluator reflected in his/her training record.
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SuPS27 .001 Advanced Ow-YThe-Job Training System (AOTS) 3B Mov 80
1.2 ' Prinary Aocess Mew To decsignate a Primary
) Traincr o; Ev%llz{nagfar, you
’ must usc the A nager.
2 rm-:-: :::::.:‘““" The ATR Manager is an
3. Naster Task List (NTL) Interface AOTS editor which can be
4. Position Reyuirements accessed by selecting the
1. Quit This Mem Training Management
option on the AOTS Primary
Access Menu (illustrated at
Select Option: 2 the left).
10-5-1
STEP 1: SELECT THE TRAINING MANAGEMENT OPTION. Enter 2 and press
(RETURN).
SUPez?7 .806 Training Nanagenawt 30 Mov 88
12 The ATR Manager option
can be seen on the sczrccgﬁ'ou
aine Schedulor are now viewing (as illus-
3 Mieaua Srainine Rucord (ATR) Manager trated at the lef't).
3. Meporting
4. Qualification Assessnent
S. Off-Line Yest Cowtrol
6. Off-Line Josot Scoring
7. #ccess existing Evemt
€. Quit This Mews
Select Option: 2
10-3-2
STEP 2: SELECT THE AIRMAN TRAINING RECORD (ATR) MANAGER OPTION.
Enter 2 and press
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neTR32 . 006 Advanced Ow-The-Job Training W (A0TS) 38 Mov 88
must select the edit option.

1. Displeay s Training Record

2. it a Iraining Recond

3. Priwt Treining Becord

4. ldewtify a wow Duty Position

q. Quit This Newu

Salect Optien: 2_
10-8-3
STEP 3: SELECT THE EDIT A TRAINING RECORD OPTION. Enter 2 and press
CRETLRN.

nCT832.006 Adeanoed Ow-The—-Job Training System (AOTS) 30 Mov 80
i Alrmen Training Mocurd (ATR) Mamager You may identify the indi-

10-8-4

< Meplay a Tralning Record

. kit a Training Record

. Print Training Record

. ldswtify & wow Duty Pesition

. Quit This News

- =W Ne

Select Option: 2

(Ddewtify Alrman Frem List, (E)wtar Specific 88N, (Qluit 7 I

vidual by entering his/her
SSAN, or by selecting the
person from those listed on
your Supervision List.

If you select the E option,
you will thcn need to enter
the person’'s SSAN. You will
not se¢ the next screen
illustrated below, nor will
you perform Steps 4 and 5.

@D STEP 4: ' SELECT THE IDENTIFY AIRMAN FROM LIST OPTION. Enter | (or i) and

press
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Lse (cursor) keys, or {(Enter (field wumber), <(q> quit) & {(return)) 1

neTe32 007 Training Record Manager 38 Mov 88
1.0 Group Selection Screen The persons that appear on
your Supervision ".st are
38An il NANE now displayed. You may
1. 888888643 am fcorn, Henrietta access only one person's
2. 888886881 Srih fdans, Pat A. ATR at a time.
3. 990069962 Sra Avpla, John A.
4. 890000865 Syt Baker, Jane C.
S. 868888886 nSgt Bradberry, fAllen K.

SELECT THE AIRMAN WHOSE ATR YOU WANT TO ACCESS. Enter the
number corresponding to the desired airman and press

1.0

Airman Training Record (ATR) Mamager
training Record for AMN Acorn, Henrletta

. Individeal Training Requirensnts
. Percownsl Data

. Training History Data

fAcoses Lewel

. Print a Training Record

. Quit Thizs Nems

N WN»

Select Optiom: 1_

The Primary Trainer and

Primary Evaluator data are

Ztorcd with the person’s ITR
ata.

SELECT THE INDIVIDUAL TRAINING REQUIREMENTS OPTION. Enter 1

STEP 6:
@ and press CRETURN ).
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Individua]l Training Regquiremsnts 6 Jan B9
1.5 Select Action Desired

. Update or Schedule Training

. Training Schedules Information

. Position Task Qualification Status
. Print Training Roguirensnts

. Print Training Schedules

. Print Position Yask Qualificatioms
. Accass General TR

. Quit This Mewu

- NTPRDA DN -

Select Option: 7

10-5-7

@D STEP 7:

The General ITR data
includes the person's Pri-
mary Trainer and Evaluator.

SELECT THE ACCESS GENERAL (TR OPTION. Enter 7 and press
(RETURN])

neTHGE . 005 Individual Training Boquiremswts 3B fov 88
14 Guearel Infarmation The Primary Trainer is
Traimee W foorn, Newrletta found in Data Field #1 and
o fraime: 8889333087 the Primary Evaluator is
2. Prinary Dvalaator: found in Data Field #2.
3. Interruption Status: .
4. Bate of Intarveption: S. Date Training Deouned: You add or changc the per-
5 UGT St bete: 7. POT Start Date: son’s data in these two ficlds
-4 ::.:..«:'.t:.': : ::' in the same manner.
PDUB PaATER o rite
18. USY Progress Ewal 1 11. Mo
12. UGCY Progress Ewal 2 13. %o
14. UCY Progress Bvel 3 15. Mo
16. Cormante/Conmselings ow 'lle: Wo
Select the iten to updats
Use (oureoe) heys, or {((Ewter <Field munber), <(¢) quit) & (return)) 1
10-8-8
STEP 8: SELECT THE DATA FIELD YOU WANT TO UPDATE. Enter 1 or 2 and
press . (The example shows the Primary Trainer being desig-

nated.)
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[ 3 < R lndividual Treaining Bequirements 38 Mov 88
1.4 GCoveral Information OVERVRITE
Trainee AN Acoen, Henrietta
OPTR 14 0808933887

-ﬂnug Trainer: 9888986885
. Peimary Lvaluator:

3. Intarruption Status:
4. Date of Intarreption: S. Date Training Resuned:
6. UGT Start Date: 7. T Start Dats:
8. Initial Evaluation Due: Yes
9. UC? Bunluation Dus: L]
DUE DATR om riLte

44
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16. Comments/Coumselings on file: Mo
Ewter SSAN of Primary Trainer

@ STEP 9:

the appropriate SSAN and press

o The Trainer’s (or evaluator’s) name is automatically included in the data field,

next to that person’s SSAN.

o If you need to, repeat Steps 8 and 9 so that both fields contain correct data.

ENTER THE SSAN OF THE PRIMARY TRAINER OR EVALUATOR. Enter

neTe3e . 085 Individual Treining Requirements 38 Mov 88
1.4 Geveral Inforwmation OVEMM] T
Irainse A Acorn, Hewrietta

OPTR 14 Bne33-987

.Prhu'yl‘ul-:_ 006998085 Sgt Baker, Jaws C.

S. Date Training Besuned:

. UST Start Dete: 7. MQT 3tart Date

. Initial Zvaluation Due: Yes

. UCY Bvaluation Dus: Mo

DUE DATX o8N FILE

18. UGY Progress Lwal 1: 11. Mo
12. UCY Progress Lval 2: 13. Mo
14. UCY Progress Iwal 3: 15. Mo
16. Commewts/Counselings om file: Mo

Sslect the item to updats
Use <{cursor) keys, or {(Enter isld munber>, {(g)> quit) & {returwd) Q

10-5-10

(? STEP 10:

QUIT THE GENERAL ITR SCREEN. Enter Q (or q) and press CRETURN).

]

AOTS User’s Handbook

The prompt changes at the
bottom of the screen (as
illustrated at the left),
advxsmg you to enter the
trainer’s (or evaluator’s)
SSAN.

Once the data are reflected
correctly, proceed to Step 10.
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neTe3e 005 lndividua) Treining Boguiremants 30 Mov 0
1.4 Geweral Information OVEMRITT A prompt is added to the
6’#— AW Acoen, Henrletts bogom :f the screen once the
i | Seeesa3-ee? updated data are processed
. :m ‘ll:m 000000085 Sgt Baker, Jawms C. by the AOTS.

. laterruption Status:
. Date of Intervuption: 5. Date raining Nosumed:

UCY Start Date: 7. Q1 Start Dats:
. Initial Evaluation Dus: Yes
UCT Evalustion Dus: ]

VR AWNW

DUE DATEX ON FILE
UCT Progress Ewal 1 .
UCY Progress Lwal 2:
UCT Pragress Ewal 3:

16. Conmewte/Counsnlings ow file: No

ERE
BEE
L3 ¥ ]

Inforastion saved
Press {returw) to cowntiwe... _

10-6-11

@ STEP 11; PRESS CRETURN_J, AS PROMPTED.

LAST STEP

Continue to quit each screen until the AOTS Primary Access Menu appears on the screen. At
}hat point you may quit the menu and logoff the system, or you may proceed with another
unction.
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DRAFT

AOTS User’'s Handbook

status of that airman on that task).

task.
Urez? .81 Advanced On~The-Job Training System (AOTS) 38 Nov 88
1.2 Prinary Access Memu
1. Yersomal Training Information
2. Training Hanagement
3. Master Task List (ML) Interface
4. Position Regquirements
q. Quit This Newm
Select Optiom: 2_
10-6-1

As a SUPERVISOR, you may wish to review the position qualification status of one
or more of the airmen undcr your supervision. Using the AOTS, you can easily dctcrmmc
the qualification status of an airman on any of the tasks rcquxrcd for the airman’s duty
position (i.e., whether the airman is certified on the task and, if not certified, the training

This section of the AOTS User’s Handbook tells how to access this information in the
most efficient manner and how to locate the training information you need on a particular

Select the Training Man-
agement option at the Pri-
mary Access Menu.

@ STEP 1: SELECT THE TRAINING MANAGEMENT OPTION. Enter a 2 and then
press
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SuUPraz?.006 Training Managoment 3N Nov 88
1.2 Select the Airman Training
Record ¢ (ATR) Manager
option from the Training
1. Training Schedul
2. Mr-:n"l‘utll. ;:u“ (ATR) Mamager Management menu.
3. Meporting Prograns
4. Qualificstion Assessment
S. Off-Line Test Control
6. Off-Line Test Scoriwg
7. Access existing Event

. Quit This Newu

Salect Optiom: 2_

108-2
STEP 2: SELECT THE ATR MANAGER OPTION. Enter a 2 and then press
(RETURN).
ne1832.086 Advanced Ow-The-Jdob Training Systam (AOTS) 30 Mow 88
1.0 Alrmea Treining Record (ATR) Hemeger In this function you will be
editing an airman’s training
1. Display a Training Record record.
2. Wit a Training Recond
3. Print Training Record
4. ldentify a now Duty Position
q. Quit This Newm
3slect Optiomn: 2
106-3
STEP 3: SELECT THE EDIT A TRAINING RECORD OPTION. Press 2 and then
press CRETUBN ).

This command will cause the Prompt (I)dentify Airman from List, (E)nter
Specific SSAN, (Q)uit to appear.

STEP &: "SELECT THE IDENTIFY AIRMAN FROM LIST OPTION. Enteran| (or i)
and then press
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neT832 .087
1.0

Training Record Manager
Group Selection Screen

NewNe
EEBEE

es (cursor) keys, or {(Enter 'ield mumber>, {g> quit) & (returnd)} 3

AOTS User’'s Handbook

Your supervision list will be
displayed on the Training
Record Manager Group
Selection Screen.

Select the airman whose
status you wish to review,

You can access the records
of only one airman at a time.

SELECT THE AIRMAN. Enter the field number of the airman and then

10-6-4
STEP 5:
press (CRETLRN ).

neTe32.805 Airman Training Record (ATR) Hawager 3B Mov 08
1.0 Iraining Record for Srd Apple, Jobn A.

1. Individeal Treining Requiremsnts

2. Persowne] hata

3. Training History Data

4. Access Lawel

S. Print a Treaining Record

q. Quit This Nenu

Salect Optiomn: 1_

1085

@ STEP 6:

and then press

45

The Position Qualification
Status for an airman is
accessed through the air-
man’s ITR.

SELECT THE INDIVIDUAL TRAINING REQUIREMENTS OPTION. Enter 1
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AOTS User's Handbook DRAFT
neTe30 .003 Individual Treining Roguirements 6 Jan 89
1.8 Select Action Desired The screen you now see
cnablc§ ymi_rg) access the
person’s . training
. te Traini . .
3 et tohatales Infoemtion schedule and position qual-
3. Position Task Qualification Status ification ]isting.
4. Print Iraining Roquirements
5. Prist Training Schedules
6. Print Position Task Qualifications
7. Access Ceneral ITR
€. Quit This Nemu

Select Option: 3_

10-8-8
STEP 7: SELECT THE POSITION TASK QUALIFICATION STATUS OPTION. Enter
@ a 3 and then press
nCTeS4.085 Position Task Traiwning Reguirsments 3D Mov 88
14 Tor Srd Arple, Jokm A. The Position Qualification
1. Teak I1B: Fi822 Sutes:  Nowe Status screen lists the tasks

Cart Dete: which the individual 1s
APPREHEND A PERSON SUSPECTED OF REING Il'll lll mum rcqu“.cd to pcrform m

hxs/her current duty posi-

2 ek b, S Statas:  Mom tion. (The tasks listed here

TUALUATE VORK PERFORMANCE OF SUBORDINATE PERSOMMEL are the same tasks that

comprise the OPTR to which

3. Tesk 1D: 718833 Statas:  In Progress the person is currently
Cart Date: Recert. Due: assigned.)

COMDUCT A UALL SEARCH OF A SUSPECT
The individual's certifica-

4. fesk 1D: 10801 - Statas:  In Progress tion or training status is
o A e e TR OF & sugrRc ol D identified for each task. The
Certification Date is iden-
Enter (Blreakdowe, (1dask Search, (Dlecertify Task, Pgbm, (Quit 7 tified for each certified task.
The Recertification Due
1087 Date is identified for each

task on which the person is
certified and must be peri-
odically recertified.

@ STEP 8: g?ETA_UTsE THE TASK ON WHICH YOU WISH TO REVIEW THE AIRMAN'S
EITHER: Use (Ealin) or (Babn) key to scroll down or up through the OPTR Task List.
OR: Use the Search Function:

->  Press T (ort) and then press CRETURN )
->  Enter the Task ID and then press CRETLIRN )
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NOTE: At this point the system will do one of three things:
(a) take you to the screen on which the task appears;
(b) if you are already beyond that task ID in the OPTR, display this prompt:
"Found in reverse direction. Go there? (Y)es, (N)o ?";
or
(c) display a message that the requested task ID does not exist (on this listing).

STEP 9. CHECK THE STATUS OF THE TASK. Read the data appearing in the “Sta-
tus" field for the task.
NOTE: The status will be one of four designations: Certified, Awaiting

Certification, In Progress, or None. If the designation is
Certified, the date on which the certification occurred will be displayed in
the Cert Date field. There should also be a recertification date in the Recert.
Due field for tasks on which the airman is certified and must periodically
be recertified.

You may now review another task or exit from this function.

LAST STEP

Execute the following command enough times to return you to the AOTS Primary Menu:

Press Q (or q) and then press CRETURN ).
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10.7 Access an Airman’s General Training Data

As a SUPERVISOR, you will have occasions when you will need to access the general
training information contained in the Trainin History and ITR (Individual Training
Requirements) portions of the training records of the airmen under your supervision. This
section will tell you how to access the general training information and will describe the
items that you may edit/modify in the records.

SUrZ? .08 Advanced Ow-The-Job Training Systen (AOTE) 3D Mov 08
1.2 Prinary Aoosse Hew Select the Training Man-
agement option at the Pri-

. Persomal Training Information mary Access Menu.
. Training Managenewt

. Raster Task List (NTL) Iwterface
. Position Reguirements

. Quit This Newn

h N

Selsct Option: 2_

10-7-1

STEP 1: SELECT THE TRAINING MANAGEMENT OPTION. Enter a 2 and then
=N press CRETLRN ).

RIPPZ? . 006 Training Nanagenswt 3B Mov 88
1.2 Select the Airman Training
Record (ATR) Manager
. Training Sabadler option from the Training

Alrean Training Record (ATR) Manager Management menu.
Reporting Progress

. Qualifiostion Avesssnent
. 0ff-Lins Test Centrol

. 0ff~Line Test Scering

. Access existing Bwewt

. Quit This Nows

A NEONAWUN»

Sslsct Optiom: 2

10-7-2

STEP 2: SELECT THE ATR MANAGER OPTION. Enter 2 and then press
CRETURN.
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NGT832.886
1.0

10-7-3

Advanced Ow-The-Job Training System (AOTS)

Alrman Training Record (ATIR) Manager

. Display a Training Record

. Edit a Training Recond

. Print Training Record

. ldawtify a new Duty Position

. Quit This Mewu

»WN»

Select Option: 2_

38 Mov 88

SELECT THE EDIT A TRAINING RECORD OPTION.

AQOTS User’'s Handbook

In this function you will be
editing an airman’s training
record.

Enter a 2 and then

This command will cause the Prompt (l)dentify Airman from List, (E)nter

STEP 3:
press
Specific SSAN, (Q)uit to appear.
STEP 4:
case i) and then press
NGTO32 007 Training Record Manager 3B Mov 88
1.8 Group Selection Screen
SSAN et NANE
1. 906868683 AN Acorn, Hemristta
2. 880608081 Sra Adans, Pat a.
3. 080000062 SrA fApple, Johm A.
4. 608868605 Syt Baker, Jawe C.
S. 988808086 nSgt Bradberry, Allen X.

10-7-4

Use C(cursor) heye, or {((Enter {field wunber), {(¢> quit) & (returwd) 3

@ STEP 5:

press

49

SELECT THE IDENTIFY AIRMAN FROM LIST OPTION. Press | (or lower
CRETURN).

Your supervision list will be
displayed on the Training
Record Manager Group
Selection Screen. Select the
airman whose status you
wish to review.

You can access the training
record of only one airman at
a time.

SELECT THE AIRMAN. Enter the field number of the airman and then
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NCT32.085 Alrman Training Record (ATR) Manager 30 Nov 08
1.0 Training Record for Sra Apple. Jolm A.

. Individual Training Boquiresants
Persownel Data

. Training History Data

Accass Lavel

. Print a Iraining Record

. Quit This New

U‘"U.N'.

Sslect Option: 3_

General Training data exists
in the Training History and
ITR portions of the airman’s
training record. Steps 6 - 9
apply to gencral training
data found in the Training
History; Steps 10 - 12 apply
to general training data
found in the ITR.

10-7-8
STEP 6: SELECT THE TRAINING HISTORY DATA OPTION. Enter a 3 and then
press CRETURN ).
neTe33.008 Treining Data Namager 3B dov 80
1.4 Treining History for Sré Appis, Johm A. Training History data are

10-7-8

. AFS Yask

. Terwmal Training
. Mmefillary

. Mditiomal
Cowt ingency
EC17CC

ne
. Comsral Training (ASUAD Scores, Detes, Status)
. Quit This Now

Selsct Option: @

@: STEP 7:

50

sorted into eight categories,
as the screen at the left
illustrates. You are seeking
the General Training data.

SELECT THE GENERAL TRAINING OPTION. Enter a 8 and then press
(BETURN).
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NGTD42 .888 AR Nanager 30 Mov 80
1.4 Gensral Iraining History for Apple, Joim A. The General Trainin_g His-
"c::“: Status, Dates, Bducation Level tory of the airman is now
1. Training Status H 1 1
2. Date Entered/CongletedVithiraun Training: 15 Apr 1985 displayed on the monitor.
3. Dats Emtered/Congletad Position Qualification Iraining: 18 Mov 1988 . s
4. Dute Initially Entered Re-Training: The only data field on this
S. Slucation lavel: ¥ - 30-53 Semsster Hours—5-09 Quarter Hours screen that you can upda-
ASUAB Scores , " te/edit directly is Field 3,
6. Adninistrative: 41 . Machamical: Date Entered/Completed
. : . H - ] . . ey .
8. Electromics: 56 9. Gomeral Position Qualification
Roading Achisvenent Scores, Dates Training.
18. Reading Achisvement Score 1: 125 11. Dato of Test: 81 Peb 1984
12. Reading Achievement Scove 2: 127 13. Date of Test: 1 Feb 1984

towing Test oore, e Other datlall g’ ick}‘s on this
) e + Dats ) screen wi ¢ changed by
which you or thckTrammg
. on Train Manager may make in the
(D)ate Entered Complated Position Qualification Training, (@it 7} Gcncral ITR, and by changcs
1077 that a System Administrator
may make directly on this
screen.

Proceed to Step 8 to change the date entered/completed position qualification training.
Skip Step 8 if you do pot need to change data.

@3 STEP 8:

CHANGE THE DATE ENTERED/COMPLETED POSITION QUALIFICA-
TION TRAINING. Enter D (or d) and then press CRETURN ). Enter the
date in the prescribed format and press .

STEP 9: RETURN TO THE ATR MANAGER SCREEN. Enter Q (or q) and then
(g press CRETURN) two times.
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DRAFT

1.0

10-7-8

Afrman Training Record (ATR) Manager

Training Record for Sret Apple, Jobm A.

- lll_.ﬂ!ﬁv-

. Individual Training Roquiremsnts
Persowms! Bata
. Training History Data

fAoccess Lavel
Prist a 1raining Record

. Quit This Newm

Select Option: 1

@ STEP 10:

and then press

1.5

10-7-9

NENAWN®.

Individeal Training Roguirensnts
Seloot Action Desired

. Update or Schaduie Training

. Training Schadules Iwformation

. Pesition Task Qualification Status
. Print Training Roquiremawts

. Print Training Sohedules

. Print Ponition Task Qualificatioms

fccess Geweral ITR

. Quit This News

Sslect Option: 7

6 Jan B9

@ STEP 11:
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To access the general train-
ing data contained in an
airman’s ITR, you must first
access the ITR.

SELECT THE INDIVIDUAL TRAINING REQUIREMENT OPTION. Entera 1

The seventh option on this
menu allows access to Gen-
eral ITR information.

SELECT THE ACCESS GENERAL ITR OPTION. Enter 7 and then press
CRETURN ).
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NCTE38.085 Individual Training Roquirements 38 Mov 08
1.4 Gemaral Information OVERURITE
Trainse SrA Apple, Jokn A,

OPIR Id B8808396-81D
HlPrinary Trainer: 96680665 Sgt Baker, Jane C.

2. Prinary Evaluator: 000000806 NSgt Bradberry, Allem X.
3. Interruption Status:
4. Date of Intarrwption: 10 Nov 1988 5. Date Iraining Resuned: 15 Nov 1968
6. UGY Start Data: 15 Apr 1985 7. PQT Start Date: 18 Mov 1988
8. Initlal Evaluation Dus: Yes
9. UCY Bvaluation Due: Mo
DUEK DPaATER om FILE
16. UGT Progress Ewal 1: 11. Mo
12. UCY Progress Rwal 2: 13. No
14. UCT Progress Euwal 3: 1S. Mo

16. Comments/Counselings om file: No
Intar SSAN of Primary Trainer

AOTS User’'s Handbook

You can change/edit many
of the data fields on the ITR
General Information screen
that are identified by a
numeral.

One exception is Data Field
6. The data in Field 6 is
updated from PDS and is not
intended to be edited by
AOTS users. Other excep-
tions are Data Fields 10, 12,
and 14. These data fields are
updated automatically if the
person is in upgrade train-

ing.

10-7-10

@ STEP 12:

EDIT THE ITR GENERAL INFORMATION FOR THE AIRMAN AS APPRO-
PRIATE. To edit data, comget the following actions: 1). Enter the field num-
ber and then ﬁress to select the item to update. The field you
select will be highlighted. 2). Edit the data in accordance with the prompt
displayed across the bottom of the screen.

Data Fields 1 and 2: Section 10-5 in this handbook provides procedures for updating
an individual’'s Primary Trainer and Primary Evaluator. You may change either field or
both fields as necessary. You may designate anyone who is on your Supervision List to be
the individual’s Primary Trainer, Primary Evaluator, or both.

To designate a different Trainer or Evaluator: Select Data Field 1 or 2; Enter the
SSAN of the new Trainer or Evaluator and press . The system will replace the name
of the former Trainer or Evaluator with the new one.

Data Fields 3. 4, and 5: These three fields are interrelated.

Data Field 3 will permit you to designate any one of five reasons for an interruption
of Upgrade Training (UGT)>: New (M)ission, (L)eave, (S)ickness, (C)hange in Duty Status,
or (O)ther. Two other options are also of fered by the prompt: (N)one or (Q)uit. The (N)one
option is used to indicate that the cause for the Interruption in UGT has been removed; so
that UGT may be resumed. When necessary to indicate an interruption in the individual’s
UGT: Select Data Field 3 and then enter the letter representing the reason for the interruption
and then press (RETURN ).

If there are no data in Data Field 4 when you enter an Interruption Status message in
Data Field 3, the system will highlight Data Ficld 4 for you to enter the date that the
interruption did or will begin.

__If there are no data in Data Field 5 when you enter (N)one in Data Field 3, the system
will highlight Data Field 5 for you to enter the date training is resumed.
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If there are already data in Data Fields 4 and 5, the system will pot highlight the fields
for you when you make entries in Data Field 3. Be sure you update Data Field 4 if UGT

is being interrupted and Data Field 5 if UGT js being

Data Fieclds 8. 9, 11, 13. 15, and 16: These fields are all toggles. The data in these
dgta fields will change from Yes to No or from No to Yes whenever you select the field for
editing.

LAST STEP

Execute the following command enough times to return you to the AOTS Primary Menu:

Press Q (or q) and then press
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10.8 Review An Individual’s Training Requirements (ITR)

The AOTS provides you, as a SUPERVISOR, with the means to review the training
requirements for any of the airmen on your supervision list. The capability to do this is
provided in the Individual Training Requirements (ITR) Editor. This section of the AOTS
User’s Handbook describes the procedures required to accomplish this function.

o To review an individual’s training requirements, the following functions must
first be accomplished: An OPTR must be established in the AOTS for the duty
position the individual occupies; and a qualification assessment (training needs
diagnosis) must be performed whereby the individual is assigned against the
appropriate OPTR and the person’s ITR is established. If these functions have
not yet been accomplished, you will need to accomplish them before you proceed
with the procedures within this section. (Refer to Sections 10.12 and 10.13.)

As an individual’s supervisor, you should review his/her training requirements on a
regular basis. By accomplishing the procedures within this section you can learn to monitor
the individual’s training progress for any requirement listed in his/her ITR; and you can
determine how training will be accomplished for the individual for each requirement. You
should be aware of the following information before you begin your review of the individual’s
training requirements: ,

Within the AOTS, the accomplishment of task training varies, depending on the data
existing in the system for the task. For some tasks, knowledge training is accomplished by
the trainee completing an on-line CAI lesson, while for other tasks, knowledge training is
accomplished ofi line by the trainee studying textual materials (e.g., T.O.s, regulations,
training manuals) or by other means outside of the AOTS. For some tasks, evaluations may
be accomplished by the trainee on line, using AOTS tests, while for other tasks the evaluations
are administered off line, by an evaluator.

o You may review data in the individual’s ITR which will help you identify how
training will be, or is being, accomplished for a given task (based on the materials
existing in the system for the task).

Within the AOTS, the responsibility to accomplish task training and to reflect the training
accomplishment is shared by the trainee, one or more trainers and evaluators, and yourself
as the individual’s supervisor.

o You may review data in an individual’s ITR which identify the status of training;
the trainer and evaluator; and the date training began for a given task. This
information helps you determine the individual's training progress for the task
(i.e., whether or not training has been scheduled, is occurring or has been completed
for the task); and who is responsible for scheduling and administering the training.

Within the AOTS, the accomplishment of other training requirements (non AFS task)
can also be monitored.

o You may review data in an individual’s ITR which identify the status of other
training requirements such as Ancillary courses, Additional Duty courses and
ECI/CDC courses. This information helps you determine whether or not other
training has been scheduled or is occurring for the individual. All non AFS task
training requirements are accomplished otf line, and many are accomplished by
agencies outside of the job site.
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SUPez?.001
1.2

10-8-1

Advanced Ow-Tha-Job Training System (AOTS)
Howu

- WN e

Primary Acosee

Poersomal Training Information

. Training Mo

nagenent
Raster Task List (NTL) Iwtsrface

. Position Reguirensnts
. Quit This Newu

Select Option: 2

38 Mov 88

@ STEP 1:

press

1.2

10-8-2

-~ ﬂl.‘lﬂ‘?”h

Training Namagenswt

. Tralning Scheduler
. firean Treining Record (ATR) Nanager

Report Progrens
. Qualification Assssanswt
. Off-Line Test Cowtrol
. Off-Line Yest Scoriwg
. Access existing Devant

. Quit This Newm

Select Option: 2

@ STEP 2:
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Select the Training Man-
agement option at the Pri-
mary Access Menu.

SELECT THE TRAINING MANAGEMENT OPTION. Enter a 2 and then

Select the Airman Training
Record (ATR) Manager
option from the Training
Management menu.

SELECT THE ATR MANAGER OPTION. Enter a 2 and then press
(RETURN).
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10-8-3

Advanced Oa-The~Job Training Systam (AOTS) 38 Mov 88
Airean Training Record (ATR) Manager

. Display a Training Record

. Hdit a Training Record

. Print Trajning Becord

« ldowtify a wew Duty Position

. Quit This Nows

o BWNe

Select Optiom: 2

AOTS User’'s Handbook

In this function you will be
editing an airman’s training
record.

SELECT THE EDIT A TRAINING RECORD OPTION. Enter a 2 and then

(F STEP 3: Sross

Specific (Q)uit, to appear.

This command will cause the prompt, (I)dentify Airman from List, (E)nter

SELECT THE IDENTIFY AIRMAN FROM LIST OPTION. Enter an | (or i)

STEP 4:
@ and then press

10-8-4

nere32 007
1.0

Training Record Nesager 38 Nov B8
Group Selection Screem

!’l‘ﬂ.Nﬂ

S8AN A N
096000683 [ Acorn, Hewristta
980880081 Sre Adans, Pat A.
9908008062 -] fApple, Johm A.
696880886 St Baker, Jane C.
980808886 nigt Bradberry, Allem X.

Use <(cursor) heys, or ((Enter {field wunber), (q> wit) & (returnd) 3

Your supervision list is dis-
played, from which you
select the airman whose
status you wish to review.

You can access the records
of only one airman at a time.

SELECT THE AIRMAN. Enter the field number of the airman and then
(RETURND.

@ STEP 5. Oress
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Airman Training Record (ATR) Manager
Training Record for Srh Apple, Joln A.

. Individua) Treaining Requiremsnts
Persowns] Data

. Training Histary Data

Aocess Lavel

. Print & Ireining Record

. Guit This News

Select Option: 1_

1 and then press

1.5

Individual Training Bogquiremswts
Select Action Desired

Update or Schedule Training
Training Schadules Information
Position Task Qualif ication Status
Print Treining Doquirenswts

Print Training Schadules

Primt Position Task Qualifications
Accass Cewsral ITR

. Quit This News

NenswNe

Select Optiom: 1

6 Jan 89

@ STEP 7:

then press
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At this point you have
accessed the airman’s ATR.
You now must access the ITR
portion of the airman’s
training record.

SELECT THE INDIVIDUAL TRAINING REQUIREMENTS OPTION. Entera

This screen enables you to
access the person’s ITR,
Training Schedule and
Position Qualification data.

To_rgview the individual’s
training requirements, pro-
ceed to Step 7

SELECT THE UPDATE OR SCHEDULE TRAINING OPTION. Enter 1 and
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NGT838 .882
1.4

‘Q?U'IQUNP

Individual Training Requirements 38 Mov 88
Select Type of Iraining to Update

AFS Task
fmei]lary
Additional Duty

Cont ingency
EC1/CC

MnE
Formal Training

. Quit This Mewu

Sslect Optiom: 1_

@ STEP 8:
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ITR data are_sorted into
seven types, as illustrated by
the screcn at the left.

Procedures for reviewing
the individual’s Task
Training Requirements are
covered in Steps 8 - 12.

Procedures for reviewing
the individual’s Other
Training Requirements are
covered in Step 13.

SELECT THE AFS TASK OPTION TO ACCESS TASK TRAINING
REQUIREMENTS DATA. Enter 1 and then press
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nCTeS4 .086 Yask Iraining Requirements 6 Jan 89
1.8 Tor SrA Adans, Pat 4. The Task Training
1. fask ID: V18822  Status: Mone Requirements screen is dis-

left).
2. Task 1D: yO8278 Status

: None
FIRE UEAPONS TO MAINTAIN QUALIFICATION If the individual l’CQUil’CS

training on one or more

3. fask ID: 018999  Status: Mome ;
PERTORY OPEMATOR MAINTENANCE ON AM N-16 RIFLE ;2:]::’“‘1“3 will appear on the

T A £ O S If the individual does not

require task training, the
screen will not contain data.
If there are no data to

review, proceed to Step 12.
Enter (A)dd to end, (I)neart, (0)nder, (D)elete, (S)chedule or Assigm,
(Clertify, (B)reskdoun, (Rleview status, (T)ask Search, Pghn, (Pluit 7

10-8-8

The Task Training Requirements data include:

0 The Task ID and task statements for all the AFS tasks on which the airman
requires training. (These include tasks on which the ::rman is not certified and
tasks which are due for recertification within 90 days.)

0 The training status of each task: None, In Progress or Awaiting Certification.
The prompt at the bottom of the screen contains several options:

0 The Add to end, Insert, Order and Delete options are explained in Section 10.13.
These options enable you to specify and rank order the tasks on which the
individual must be trained.

o The Schedule or Assign option is explained in Sections 10.14 and 10.15. This
option enables you, and other authorized persons, to schedule task training events
and mark the completion of training/evaluation.

0 The Certify option is explained in Section 10.16. This option enables you to
certify the individual on tasks for which training has been completed and the
individual can perform satisfactorily.

o] The remaining options are explained below:

- The Breakdown option enables you to review how a task has been
broken down (in terms of subtasks and objectives), and whether or
not training/evaluation materials exist in the AOTS for the task. You
will review breakdown data to identify how training will be, or is
being, accompiished for a task.
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- The Review option enables you to review the training status
for a task; status of training events; and data that identify the Trainer
and Evaluator for the task. You will review status data to determine
and monitor the individual’s training progress in regard to a task (i.e.,
whether or not training has been scheduled, is occurring or has been
completed); and to determinc who is responsibie for accomplishing
the training/evaluation for the task.

- The Task Search option enables you to specify a task you want to
review, 1nstead of paging through the screens looking for the task.

- The (Esbo) and (Balin) options enable you to scroll through the screens
of tasks, either forward (Fabn) or backwards (Faue).

When you review an individual’s task training requirements on line, you can obtain
breakdown and status data for a task only if:

o The Task ID for the task can be seen on the screen, and

o At least one behavioral objective exists for the task.

STEP 9: Determine the tasks for which you want to rev. v breakdown or status data
(data is reviewed for only one task at a time). Ensure the Task ID for the
t,a;k can be seen on the screen. If the desired Task ID cannot be seen on
the screen:

Select the Task Search option: Enter T ( or t) and press
CRETURN J). Then, enter the Task ID and press H
-- OR --

Press the (Faba) or (Baix) keys to scroll through the pages until
the desired Task ID can be seen.

@’ STEP 10: Review the Task Breakdown data or Training Status data for the task.
To review BREAKDOWN data:

Select the Breakdown option: Enter B (or b) and_press CRETURN J. Then, enter the
number corresponding to the desired Task ID and press (RETURN ). Once you complete your
review of the available data, proceed to Stzp 11.

0 If no behavioral objectives exist in the AOTS for the task, you will see a prompt.
Training for the task is accomplished off line, without the support of the AOTS.
(The AOTS Scheduler and ITR Editor can access data for a task only when one
or more behavioral objectives exist for the task.)

0 If one or more behavioral objectives exist for the task, you will see the Task
Breakdown screen. If materials exists in the AOTS for the task, you will see the
word "Available” under the Materials column for one or more of the events,
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One exception is the acronym "CAIL" which appears if a CAI lesson
exists in the AQOTS for a Knowledge Training Event. If a CAI lesson
exists, the individual will accomplish the knowledge training event
on line by reviewing the lesson.

When "Available" is reflected for a Knowledge Training Event it means
that other types of training materials (film, sound-on-slide, text, etc.)
have been defined in the AOTS for the task. The individual will
accomplish the event off line, using one or more of the materials
defined for the task.

When "Available” is reflected for a Knowledge Evaluation event, it
means that a knowledge test exists in the AOTS. The event may be
acccmplished on line or off line, using the test to evaluate the
individual’s knowledge about the task before further training occurs.

When "Available” is reflected for a Performance Evaluation event, it
means that an Oral Test Guide (OTG) and Performance Evaluation
Checklist (PEC) exists in the AOTS for the task. The event is
accomplished off line, whereby an Evaluator uses these evaluation
materials to observe and record the individual’s performance of the
task to determine whether or not further training will be required.

When "Available” is not reflected for an event, it means that the event
will be accomplished off line, using training or evaluation materials
that exist outside of the AQTS.

To review Task Status data:

Select the Review Status option: Enter R (or r) an
number corresponding to the desired Task ID and press

o} The status of the task is reflected on the screen, at the right of the Task ID.

If the status is "None," it means that training for the task has not yet
been assigned or scheduled.

If the status is "Awaiting Certification,” it means that training for
the task is being accomplished off line, without the support of the
AOTS (because there are no objectives for the task in the system), or
that training has been completed for the task and the task requires
certification.

If the status is "In Progress,” you may obtain further training status
data for each event that applies to the task.

Table 7-1 of the handbook provides descriptions for the status of
training/evaluation events. You may select the Event Display option
for any event with a status of Assigned, Scheduled, Reassigned or
Rescheduled. (These types of status reflect that the event will occur
in the future or is occurring now.) Once you select the Event Display
option and specify the event for review, the applicable on-line Event
Noticc is displayed. At that point, the screen provides a prompt with
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further options which enable you to print the event notice; list the
resources that are required to accomplish the event; and review the
ATR of any trainee participating in the event.

Additionally, you may review data that identifies the trainer and
evaluator for the task, by selecting the Identify Trainer/Evaluator

option.

@3 STEP 11:

@’ STEP 12:
@ STEP 13:

A screen is displayed which lists the individual’s training requirements.

(o]

Select the Quit option as many times as required to return to the list of tasks
in the individual's ITR. You may continue reviewing data for other tasks by
repeating Steps 9 and 10 for each task. To review data for other training
requirements, select the Quit option from the Task Training Requirements
screen and then proceed to Step 12. To discontinue your review of ITR
data, proceed to the last step.

Select the Update or Schedule Training Option (Enter 1 and press
(RETURN)). This retums you to the screen which identifies the different
types of training requirements that exist for an ITR.

Select the option corresponding to the type of training requirement for
which you desire to review data. (Remember, you are able to review data
for only one type of requirement at a time.)

If the individual does not require training, the screen will be blank except for
the prompt at the bottom. Since there are no data to review, select the Quit
option and then, repeat Steps 12 and 13 for another type of requirement.

If the individual does require training, the data shown on the screen includes:

- The Course ID and Course Title for all the courses for which the
airman requires training.

NOTE: When you review Contingency Tasks, you will see Task
IDs and Task Statements, instead of Course IDs and

Course Titles.

- The training status of the course: Unassigned or Scheduled. "Un-
assigned” means training has not yet been scheduled; and "Scheduled”
means training is to occur (on a specified date at a specified time),
is occurring, or has occurred.

The prompt at the bottom of the screen contains several options:

o

The Add to end, Insert and Delete options are explained in Section 10.13. These
options enable you to specify and rank order the individual's requirements.
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o The Schedule or Assign option is explained in Section 10.14. This option enables
you to schedule the training requirements for this individual.

0 The Event display option enables you to review -the on-line Event Notice that
applies to a requirement. Once you select the Event Display option, and select
the requirement for review, the on-line Event Notice is displayed. The notice
identifies when the training occurs, as well as other information. This option
applies only when the status of the training requirement is reflected as "Scheduled.”

0 The Cancel Assignment option enables you to cancel an event, and the Mark
Complete option enables you (or the training manager) to mark the completion
of the training.

STEP 14: Review the available data, as desired. Select the Quit option once you have
completed your review of the data.

To continue reviewing other training requirements, repeat Steps 12 - 14 for cach type
of training requirement for which you desire to review data. Once you have compieted your
review of the person’s ITR, proceed to the last step. :

LAST STEP

Select the Quit option (enter Q and press return) as many times as required until you
reach the AOTS Primary Access Menu. At that point, you may quit the menu and log off
the system, or you may perform another AOTS function.
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10.9 Review an Individual’s Training Schedule

As a SUPERVISOR, you will sometimes need to review the training event schedules
of airmen under your supervision. The Airman Training Record Manager of the AOTS
provides you an efficient way to do this. This section of the User’s Handbook describes the
procedure for accessing training event schedules for airmen.

NOTE: You will only be able to access the schedules for airmen who are on your
supervision list.

SuPez? .ee1 Advanced Ow-The—Job Training System (AOTS) 38 Nov 08
1.2 Prinary Access Hew To access an individual’s
gurrcnt Trammg Schedule
ata, you must first access
2 e haainivy (normation the ATR Manager (onc of the
3. Mester Iask List (NTL) Interface AQOTS Editors). To access the
4. Position Noruirements ATR Manager you must
€. Quit This New perform Steps 1 and 2 below.

Select Option: 2

10-8-1

@ STEP 1: SELECT THE TRAINING MANAGEMENT OPTION. Enter a 2 and then
press .
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SUPa27 .06 Training Mamagemsnt 38 Mov 08
1.2 Select the Airman Training
Record ¢ (ATR) Manager
option from the Training
1. Training Scheduler
2. Alran Training Record (ATR) Manager Management menu.
3. Reporting Progrems
4. Qualification Assesensnt
S. Off-Line Yest Control
6. Off-Line Teat Scoring
7. fccass sxisting Evant
q. Suit This Rems

Selact Option: 2

10-8-2
STEP 2: . SELECT THE ATR MANAGER OPTION. Enter a 2; then press
(RETURN).
NCTE32.006 tdvanced Ow-The-Job Training Systsm (AOTS) © 3B ftow 88
1.8 Atrman Training Rocord (ATR) Hemager In this function you will be
editing an airman’s training
1. Display a Training Record record.
2. kit a Training Record
3. Print Training Decord
4. ldewtify & now Duty Pesition
q. Wit This Nem
Selsct Option: Z_
10-8-3
STEP 3: SELECT THE EDIT A TRAINING RECORD OPTION. Enter a 2 and then
(g press CRETLEN ).

This command will cause the Prompt (I)dentify Airman from List, (E)nter
Specific (Q)uit to appear.

STEP 4: SELECT THE IDENTIFY AIRMAN FROM LIST OPTION. Enter anl (or i)
and then press
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nCT832.087 Training Record Manager 33 Nov 88
1.0 Growp Selection Screen
SSAN AN MANE

1. 986860883 A Acorwn, Hearietta

2. 890608881 Seh Adans, Pat A,

3. 990009082 Sret Ml-. Jon A.

4. 900060085 Syt s Jame C.

S. 998900886 negt M Allen K.

use {cursor) keys, or ((Eater (Field mumber), {(¢> quit) & (returwd) 3I_

@ STEP &:

man and then press

Airean Training Record (ATR) Mamager 38 Nov 88
Training Record for Sehh Apple, Jolm A.

m‘w!o-

. Individaa] treining Roquiremswts
Fareowmal Bata

. Training History Duta

. Aocess Level

. Print a treining Recerd

. Quit This Mew

Select Optiom: 1

AOQOTS User’'s Handbook

Your supervision list is dis-
played, from which you
select the airman whose
status you wish to review.

You can access the records
of only one individual at a
time.

SELECT THE AIRMAN. Enter the field number corresponding to the air-

Training Schedules infor-
mation for an airman is
accessed through the
airman’s ITR.

SELECT THE INDIVIDUAL TRAINING REQUIREMENTS OPTION. Entera

STEP 6:
@) 1 and theh press CRETURN ).
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NCTE38.083 Individual Treining Neoguirensnts
1.5 Select Action Desired

. Update or Schedule Training

. Training Schedules Information
Position Task Qualification Status
. Print Training Roguirenswts

. Print Training Schedules

Print Position Task Qualifications
. Access Cowsral ITR

. Quit This Rows

Selact Option: 2_

6 Jan 89

The individual's current
Training Schedule can be
printed and reviewed off
line, or can be reviewed on
line. The screen you are
viewing (illustrated at the
left) contains two options
for obtaining Training
Schedule data.

Proceed to Step 7 if you want
to print the person’s Train-
ing Schedule. Proceed to
Step 8 if you want to review
the person’s Training
Schedule on line.

The Training Schedule heips you determine the training requirements the individual

is currently involved with.

o The schedule identifies each event for which the individual is the trainee, trainer
or evaluator. An Event ID and training identification data is provided for each
event.

o The schedule identifies when each event is to occur. If there are no start/end

times, the event is to be accomplished as soon as possible; if there are start and
end times, the event is to be accomplished during that timeframe.

- The events required to be acccmplished as soon as possible are dis-
played at the top of the schedule.
accomplished during specified time frames are then listed, and are
sorted based on the time frame for each event (the earlier the time
frame, the higher the event is listed on the schedule).

The events required to be

- An cvent remains listed on the individual’s Training Schedule until
the event is marked complete.

STEP 7: SELECT THE PRINT TRAINING SCHEDULES OPTION. Enter 5 and press
(RETLIRN ).

A prompt is displayed advising you that the print is taking place. PRESS RETURN
as prompted. In a few minutes, the individual’s current training schedule is printed at your

designated AOTS Workstation printer. If you desire to review the trainin

schedule data on

line, proceed to Step 8; if you do not desire to review the training schedule on line, proceed

to the last steo of this function.

@ STEP 8: SELECT THE TRAINING SCHEDULES INFORMATION OPTION. Enter 2

and press
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If the individual is not currently involved with accomplishing training events, the
following prompt is seen: No Training Schedule Exists for this Individual. Since there arc
no data to rcvicw, procced to the last step of this function.

If the individual is involved with accomplishing training eveats, his/her Training
Schedule is displayed.

HGTD4B .881 Training Schedule for SrA Apple, Jon A. 3 Jan B9
1.4 .
Event  Start/End Time  Training Tupe/ldewtification The screen illustrated at the
1. 88294 Task Training . left provides an example of
PABB44-1-982-Knouledge Training ini
2. 88295 gt Sl how a Tral;nmg Schedule
718044-1-982-Knouwledge Evaluation appears on une.
3. 88383 Task Training '
. FOBZ70~-1-1774-Perf ornance Evaluation
4. BB318 82 dec 1968 1208 tmcillary Courses
24 Duc 1963 1288  ATESE3
S. 88453 25 Dac 1980 1588  Cowtingemcy Tasks
25 Dec 1960 1688  CT000?
6. BO452 30 Jaw 1989 0788  Additiomal Duty Courses
30 Jan 1989 1788  ADBSL3

Enter (E)vant Display, (Clance] Assigmnent, (Mlark Complets, (Qluit ?

10-0-7

STEP 9: REVIEW THE TRAINING SCHEDULE DATA, AS DESIRED. Once you
@ complete your review, proceed to the last step.

For task training events, you must select the Event Display option (from the prompt
at the bottom of the screen) to determine if the individual is the trainee, trainer or evaluator
for an _event. Once you select the Event Display option (by entering E or ¢ and pressing

), you will then select the event for review (by entering the number corresponding
to the desired event and pressing return). At that point, the applicable on-line Event Notice
is displayed, which includes data identifying the Trainer or Evaluator for the event as well
as the trainee for the event.

For other training events (not task training), the individual is always the trainee.

LAST STEP

Continue to Quit each screen (by entering Q or q and pressing CRETURN ), until you
reach the AOTS Primary Access Menu. At that point, you may quit the menu and log off
the system or you may perform another AOTS function.
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10.10 Decertify an Airman on a Task

DRAFT

Each task that an airman must perform in their individual current duty position is

listed on the individual's Position Qualification Status List.

If you or the airman review

the position qualification status data and determine that one or more of the tasks listed as
"certified” should not have been, you must complete the procedures outlined in this section.

SUPSZ7.081

1.2
1.
2
3.
4
|

10-10A-1

Advanced Ow-The-Job Training Systam (AOTS)

Prinary Accses Menu

Porsonal Training Inforeation

. Training Ma

nagenent
Master Task List (NTL) Iwterface

. Position Requirenents
. Quit This New

Sslect Option: 2

3 Hov 08

@:’ STEP 1:

Surez? .08

1.2
1
2
3.
4
1
6
7.
9

10-10A-2

Iraining Namagement

. Training Scheduler
. Alrman Training Record (ATR) Manager

feporting Prograns

. Qualification Acsssenent
. Off-Line Test Control
. Offt-Line Test Scoring

Acosss existing Bvewt

. Quit This Newm

Select Option: 2

@ STEP 2:
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To decertify a task, you must
access theairman’s ATR. An
ATR isaccessed by using the
editor referred to as the
ATR Manager. The ATR
Manager is accessed by
sclecting the Training Man-
agement option appearing on
the AOTS Primary Access
Menu (illustrated at the lef't).

SELECT THE TRAINING MANAGEMENT OPTION. Enter 2 and press
(BETURN).

The ATR Manager option
can now be seen on the
screen (as illustrated at the
lef't).

SELECT THE AIRMAN TRAINING RECORD (ATR) MANAGER OPTION.
Enter 2 and press
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NGTEI2.086
1.0

10-10A-3

Advanced Ow-The-Job Training System (AOTS) 38 Nov 88
fAirman Iraining Record (ATR) Mamager

. Display a Training Record .

. Idit a Training Recosd
Print Iraining Becord
ldowtify a new Duty Position

. Quit This News

swne

Select Option: 2

@ STEP 3:

HCTE32 086
1.0

10-10A-4

Advanced Ou-The~-Job Traiwning Systam (AOTS) 3B Nov 88

Alrwan Training Record (ATR) Mawager

. Display a Training Record

. Ldit a Training Record

. Print Training Record

. ldontify a new Duty Tosition

. Quit This News

]

Select Option: 2

(Idewtify Airman From List, (E)nter Specific SSAN, (@it 7 1

AOTS User's Handbook

To revise data in an indi-
vidual’'s ATR, you must
select the EDIT option.

SELECT THE EDIT A TRAINING RECORD OPTION. Eniar 2 and press
(RETURND.

You may identify the indi-
vidual by entering his/her
SSAN, or by selecting the
person from those listed on
your Supervision List.

If you select the E option,
you will then enter the per-
son’s SSAN. You will not see
the next screen illustrated,
nor will you perform Steps
4 and 5.

SELECT THE IDENTIFY AIRMAN FROM LIST OPTION. Enter | (or i) and

@ STEP 4. Dress .
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NCTEI2.087 Training Record Mamager 3B Nov 88
1.0 Group Selection Screen . The persons that appear
on your Supervision List are
san W il now displayed. You may
1. 998809903 pron Acorn, Hewrietta access only one person’s
2. 000568861 Seh Adane, Pat A. ATR at a time.
3. 980000082 Sre Apple, Jom A,
4. 9996808885 gt Baker, Jans C.
5. 990888006 Nigt Bradberry, Allen K
Uss (cureor) keys, or ((Ewter <fisld wumber), <q> guit) & (returwd} 3
10-10A-5
STEP 5. SELECT THE AIRMAN WHOSE ATR YOU WANT TO ACCESS. Enterthe
number corresponding to the desired airman and press
e .ees Alirman Training Record (ATR) Mamager 38 Mov 88
1.8 Training Record for Se Apple, Jobm A. To dccertify the airman on
? tasl‘c:l ghathn_ms_t dbp gcri
ormed in their individua
3: individenl Treining Roguiresents current duty position, you
3. Training History Deta must access the Position
P vt ining Mecord Qualification Status List.
Thxs list is among the air-
€. Quit This Mawu man’s ITR data.
Selact Option: 1
10-10A-8
l? STEP 6: SELECT THE INDMDUAL TRAINING REQUIREMENTS OPTION. Enter 1
and press
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neT830.083 Individual Treining Requirements
1.5 Select Action Desired

lpdats or Schadule Training

. Training Schedules Information

. Position Tesk Qualification Status
Print Ireining Requiresmsnts

Print Training Schadules

Print Position Task Qualifications
Access Gemeral ITR

. Quit This Mewu

NOUIh WN -
o s s e H

Sslect Option: 3

10-10A-7

6 Jan 89

@’ STEP 7:

Cart Date: 86 Jan 1967
CONDUCT A NNEELINC SEARCH OF A SUSPECT

Racert. Due:86 Jan 1990

6. Task IB: F18838 Status: Cortif ied
Cart Dats: 1S Sep 1967 Recert. Due:1S Sep 1968
DEPLOY IN RESPONSE 1O AN ALARM SICMAL

10-10A-8

Enter (D)reakiown, (T)ask Search, (D)ecertify Task, Pglp, (Quit 7 d

3 and press
neTe54 .00 Position lask Iraining Roguirements 6 Jan 89
1.5 Tor Seh Apple, Joln A.
S. Task ID: 710048 Statas: Cortif ied

AOTS User’'s Handbook

You can see the option for
Position Qualification Sta- -
tus on this screen.

SELECT THE POSITION TASK QUALIFICATION-STATUS OPTION. Enter

The airman’s Position
Qualification Status infor-
mation normally involves
more than one screen of data.

You are able to decertify only one task at a time. The Task ID that applies to the task

being decertified must be one of those Task IDs appearin
Task ID cannot be seen on the screen, complete one of the

on the screen. If the desired
ollowing actions:

o Press the (Paba) or (Batp) key, as many times as necessary, until the desired Task

ID appears on the screen, or
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o Select the Task Search option (ente
desired Task ID and press

DRAFT

r T or t and press CRETURN J); then, enter the

Once the Task ID for the task being decertified can be seen on the screen, proceed to

Step 8.

@ STEP 8:
NCTES54.085 Position Task Training Requiremsnts 6 Jan B9
1.5 Tor Sré Apple, Jom A,
S. Task ID: FiG048 Statas: Cartif ied

Cart Date: 86 Jan 1967
CONBUCT A MMEELIMG SEARCH OF A SUSPECT

6. Task ID: F10038
Cart Date: 1S Sep 1987
DEPLOY IN RESPOMSI TO AN ALARM SICMAL

Status:

Uss {page up) koy for pagi
Use (cureor) heys, or {(Exter (field wanber),

10-10A-9

Recert. DueiB6 Jan 1990

Cartif jod

Recert. ue:1S Sep 1988

Select the task for Dacertificatiom

ng.
{q> quit) & {returnd) 5_

@3 STEP 9:

SELECT THE DECERTIFY TASK OPTION. Enter D (or d) and press
(RETURN).

Now you must identify the
task that you want to
decertify. The status of the
task will currently be
reflected as "certified.”

SELECT THE TASK TO BE DECERTIFIED. Enter the number correspond-
ing to the task and press

The status is automatically changed to "None" once the decertification update is pro-

cessed by the system.

0 The task is automatically removed from the training history portion of the

individual’s ATR.

0 The task is also automatically added to the airman’s ITR. The task is placed at
the end of the tasks listed in the person’s ITR; therefore, you may have to later
reorder the ITR to ensure the training priority is correctly established (refer to

Section 10-18).

0 You may continue to decertify other tasks by repeating Steps 8 and 9 for each

task.

LAST STEP

Continue to Quit each screen until the AOTS Primary Access Menu appears on the screen.
At that point you may quit the menu and log of f the system, or you may prcceed with another

function.
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10.11 Access Task Data

As a SUPERVISOR, you will find a frequent need to review, search for and print
various types of information for tasks performed by the airmen you supervise. You will be
working within the MASTER TASK LIST (MTL) EDITOR ¢ach time you need to obtain task
data from the AOTS.

Task data will help you ensure that training programs are properly planned and executed.
There are more than 20 types of data you can obtain for tasks. The list below identifies the
data ycu will access most:

o

o

Subtasks (data which breaks down a task into smaller components),

Activities (data which breaks down a task or subtask into performance steps),
Knowledge and skills airmen require in order to perform a task,

Rcsoﬁrccs necessary when performing a task,

Other information sources (outside of the AOTS) which identify task performance
requirecments, and

Behavioral Objectives (data which identifies the behavior, standards, and con-
ditions under which a task is performed).

Not all tasks, however, contain the same data.

(o]

Some tasks are not trained in the workplace via OJT. For those tasks, task analyses
are not performed; therefore, there are limited data for them in the AOTS.

For each task trained at the job- site, a complete task analysis is conducted, and
the resulting data are updated into the AOTS by the Instructional Systems Team
(IST) at Bergstrom AFB. Additionally, the IST develops and updates behavioral
objectives data, CAI lesson materials, knowledge tests, or performance evaluation
materials for many of the tasks thcy analyze. Sincc task analysis and trai-
ning/evaluation development continues, task data will also continue to be updated
using the MTL Editor. When you are using task data to develop or conduct
training, you should review or obtain a current hard copy of the task’s data to
ensure you have the most recent available data.

You should review this ENTIRE section before you proceed with any of the procedures
covered on the next few pages. This portion of the handbook contains only "need to know"
task information. Once you become familiar with the AOTS, you should also take the time
to access the HELP screens, to learn about the data not presented in this section.
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BEFORE YOU CAN BEGIN ACCESSING TASK INFORMATION, YOU
NEED TO KNOW THE FOLLOWING:

o The CAFSCs of the airmen you supervise.

- The AOTS will restrict your access to those MTLs that correspond to the
CAFSCs of the airmen you supervise. If you are not sure of the CAFSCs
of the airmen appearing on your Supervision List, you can access the
Personnel Information within their ATRs, to identify their CAFSCs. (See
Section 9.2).

o  The TASK ID(s) for which you want to obtain information for.

- Within the AOTS, tasks have been sorted by Task ID. A Task ID is a six
digit code, where the first character is always a letter and the remaining
five characters are numbers.

- You will find Task IDs listed: in airmen’s Training History and Individual
Training Requirements; on Training Schedules/Notices and Position
Requirements; and on hard copies of task data.

- Generally, you will need to determine what task(s) you want to access before
any task data can be obtained, as you will be inputting the Task ID(s) as
part of the process. However, there is also a search capability for task data,
if you do not know the Task ID(s) that apply.
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The first four steps involve the AOTS paths available to you for accessing the MTL

Editor.
surez? .ee1 Advenced On-The-Job Training Systam (AOTS) 3B Nov 88
1.2 Primary Access Memu
Farlicx('i, ix;‘ScctioE 6dl.2, you
carned that tas ata are
2 e Aralnivg pMormation contained within the Master
3. Mastsr Task List (NTL) Intarface Task List (MTL) for each Air
4. Position Reuirements Force Specialty (AFS).
q. Quit This Newu .
All users’ access into task
data are initially through
Select Option: 3_ Option 3 of the AOTS Pri-
mary Access Menu, illus-
trated to the left.
10-10-1
STEP 1: SELECT THE MASTER TASK LIST (MTL) INTERFACE OPTION. - Enter
@ 3 and press
nCTB1S. 881 AFS Selection Memu 6 Jan B9
1.6 If a]l the airmen you super-
Please select the desired AFSC: vise have the same CAFSC,
you will not see the screen
;e m‘m:‘:‘m illustrated here, therefore,
3. m you will not perform Step 2.
4. BLOX 3-'“9 Police (You are automatically pro-
«. Quit This Mows vided access into the MTL
for that CAFSC.)
Selsct Option: 4
If the airmen you supervise
have different CAFSCs, you
are authorized to access only
the MTLs that correspond to
those CAFSCs.
10:10-2

@ STEP 2:

7

SELECT THE OPTION CORRESPONDING TO THE AFS FOR WHICH
YOU WANT TO ACCESS THE MTL AND PRESS CRETURN .
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A MASTER TASK LIST is a list of all tasks commonly performed in an AFS, and a
collection of data that pertains to these tasks. Each MASTER TASK LIST has been broken
down into two parts:

o FINAL MTL, which contains tasks commonly performed AFS-wide
-and -
o FINAL LOCAL-NEW TASK LIST, which contains tasks
- performed only locally,
OR

- "new" tasks which are caused by new equipment, changes in procedures or
policies, etc., where new performance steps, or new skills and knowledges,
have to be trained and learned. Once a "new"” task has been completely
analyzed by the IST, the task (and all updated data from the analysis) are
moved to the Final MTL.

nCTEN3 . 881 Choose Task List to Access 38 Mov B8

2.0 SLUX Seourity Police MOST of the tasks you will
be accessing are contained on

L. Pinal B Task List the Final Master Task List.

2. Fimal NI/ Local -~ New Task List .
IF the tasks you are accessing

€. it This Nowu are only performed locally,
or are "new" tasks, they exist

Select Option: 1_ gtilsttfxe Final Local-New Task

Once you select the part of
the MTL to access, the
remaining procedures are the
'ls.amc for both parts of the
ist.

10-10-3
STEP3: SELECT THE PART OF THE MTL TO ACCESS. Enter 1 or 2 and then
press (RETIIRN ).
NOTE: To distinguish between AFS-WIDE and LOCAL/NEW tasks, a numbering

scheme has been established within the AOTS.

AFS-wide Task ID numbers range from 00001 to 60000. Local/New Task ID
numbers range from 60001 to 99999.

You need to know the Task IDs for which you are obtaining data, so that you
can correctly select the part of the MTL that contains those Task IDs.
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2.9

10-10-4

Raster Task List Editor 38 Nov 88
811XX Sscurity Police

. Dieplay
Search

Print

. Acoses Different Task List
. Quit This Memu

Select Option: 1

@ STEP 4:

2.9

N

10-10-8

Salect Task(s) to Process 38 Now 88
b e 3

. Entire Task List
. Specific Task id
» Task Range

. Quit This Mewu

Select Option: 2

Enter task id @ F18838

@ STEP &:

Task ID option was selected.
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You are now within the MTL
Editor. The screen to the left
illustrates the MTL Editor
Main Menu. The remainder
of this section provides
procedures for the first three
options listed on the menu.

The DISPLAY option is
covered in Steps 4 through
54. The SEARCH option is
covered in Steps 55 and 56.
The PRINT option is covered
in Steps 57 through 61.

If all the individuals you
supervise have the same
CAFSC, you will not see
Option 4. If you select
Option 4, you will be
returned to Step 2.

SELECT THE DISPLAY OPTION. Enter a 1 and then press CRETLIRN ).

This screen allows you to
identify the task{s) you want
to display. If you select to
display data for a specific
task, you will then need o
input the TASK 1ID, as
illustrated here.

-OR -

If you select to display data
for a range of tasks, you will
then need to input the Task
ID for the first task in the
range, and then the Task ID
for the last task in the range.
(It is recommended that you
keep within a range of no
more than {jve Task IDs at
a time.)

SELECT ONE OF THE OPTIONS AND PROVIDE THE TASK ID(s) AS
REQUIRED. (See NOTE on the next page) For the example, the Specific
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NOTE:

The first time you are reviewing tasks, you should select SPECIFIC TASK to
make it easier for you to learn, and get used to, the MTL Editor. When you
select the TASK RANGE option, you will repeat the remaining procedures
for each task in the range, one task at a time. Since each MTL contains roughly
1000 tasks, it is not recommended that you select ENTIRE TASK LIST.

2.8

10-10-8

NTL Editor ~ Task 14 :@ F18838
Movs 1

. Task Statement

Task Objactives

. Task Training Module
Occupational Survey Data
Tank References

Usapon Systoms

Next Mowu

« Quit This Momu

NFnawNe

Salect Option: 1

For each task, there are four
primary menus that contain
options corresponding to the
type of data you may display.
The screen to the left illus-
trates the first of these four
primary menus.

MENU |1 contains three
options you "need to know.”

Task Statement, Task
Objectives, and Task Refer-
ences. (For the other options,
see HELP))

Step 6 allows you to display
the Task Statement and other
idclx(xtifxcation data for this
task.

SELECT THE TASK STATEMENT OPTION ON MENU 1. Entera 1 and

STEP 6:
e then press
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ACTe83.812
2.8

Task ]4 : Fi8s38
Task Statement :

futhor @

Lagt Modified by

10-10-7

NTL Editoe - Task Id @ Fi18838
Task Bwscription

Varsion @ S

DEPLOY IN RESPOMSE 10 AN ALARM SICMAL

Rick Booth

* Richard L Booth

Entar <1 and presz Return)

@’ STEP 7:

NCTH83 . 825

2.9
1.
2.
3.
4.
S.
6.
7.
LS

10-10-8

NTL Editor - Task 14 : F108G8
Ronu 1

Task Statoment

Task Objuctives

Task Training Module
Occupational Survey Data
Task Raferences

Ysapon Systons

Next Mowu

. Quit This Mem

Salect Option: 2_

AOQOTS User’'s Handbook

The Task Description screen
identifies the Task ID, Task
Statement, and Task Author
for this task. Task IDs and
Statements you review here
are the same IDs/Statements
you will see when you print
or review ATRs, ITRs,
training schedules, task
training notices, OPTRs and
GPTRs.

All tasks, whether analyzed
or not, contain a Task ID and
Task Statement.

QUIT THE TASK DESCRIPTION SCREEN. Enter a Q (or q) and then press
CRETIIRN ). Menu 1 will reappear.

The next step allows you to
review behavioral objective
data for this task.

SELECT THE TASK OBJECTIVES OPTION ON MENU 1. Entera 2 and
CRETURN).

@ STEP 8: SELECTT
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neTNe3.839 Evaluation BubSysten B Mo 68
z fooses e At this point, the MTL Editor
EdStors “As & SUPERVISOR.

itors. Asa .
1. Bebavioeal Ohjectives Bditor your access is restricted to
q. Quit This Mewu the Behavioral Objectives
Editor.

Select Optiom: 1

10-10-0
STEP 9: SELECT OPTION 1t TO ACCESS THE BEHAVIORAL OBJECTIVE ED!-
@ TOR. Enter a 1 and then press
EVLES1 .883 Sehavioral Objective Editor 3 Mov B8
1.9 Display Beskaviorel Objective Data The screen illustrated to the
:icf t identif igg | thcfkinds olt;
Bl : ata accessible for eac
%Z :;m;.:';:.':..g objective that applies to the
3. Defereonces task.
4. Rescurcss
S. Training Materials
q. Quit This Mews
Salect Option:
10-10-10
STEP 10: SELECT EACH OPTION, ONE AT A TIME, AND REVIEW THE BEHAYV-
IORAL OBJECTIVE DATA THAT HAS BEEN DEVELOPED FOR THIS

TASK. (See NOTE on the next page) Enter the option number and then
press

If the task has not been analyzed, the AOTS will provide a message on the screen advising
you that Behavioral Objective data does not exist for this task. Press CRETURN ) as prompted
and proceed to Step 11.

This section does not illustrate any further screens/accesses/options _you will encounter

when you select these options. Each menu and data screen you will sce is sclf- cxplanatory.
and you may access HELP screens if you have any questions.
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NOTE: You should review behavioral objective data, to determine

o what airmen should know and be able to perform once trained and
cvaluated on this task

o] the available information sources where you can obtain the
task’s performance policies and procedures

o] the resources required to train, evaluate and perform this
task, in order to achieve the behavioral objective

o the materials available (on line and off line) for requisite
knowledge training for this task.

STEP 11: QUIT THE DISPLAY BEHAVIORAL OBJECTIVES DATA SCREEN and
QUIT THE EVALUATION SUBSYSTEM ACCESS MENU. Entera Q (or q)
and then press CRETLIRN ) followed by another Q (or q) and pressing
(Eu_m%_]. Menu 1 will reappear.

ncTen3.nzs NTL Editor - Task 1d : Fise3s 38 Mov B8
z.0 Fom 1 The last option covered in
this section for Menu | is
Task References (publica-
1. Task Statemewt .
2. Task Objectives tions).
3. Task Training Module
4. Occupational Survey Data
S. Task Referencss
6. Yeapon Systems
7. Next Memu
q. Quit This Memu

Salact Option: 5

10-10-11

STEP 12: SELECT THE TASK REFERENCES OPTION ON MENU 1. Entera $ and
then press
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NCTEN2.008 TASK PUBLICATIONS Editor
2.0 Publication(s) Referenced

ldentification, (Volume), (Supplement) and Title Status

AFR 125-3
SECURITY POLICT HAMDBOOK

AFR 125-37
THE RESOURCES PROTECTION PROGRAN

IS81 D-18
SEARCH IMDIVIBUALS AMD VENICLES. SEARCH BUILDINGS AMD ARERS

5531 14
CHALLENCE AMD IDENTIFY PERSONS, APPREHEND AND DETAIN INTRUDERS/SUSPECTS

58I k-6
RESPOND TO ALARNS, DEPLOY AZ A MEMBER OF AN ANMED FORCE

s8] 6+
IMVESTIGATING MIMOR CRINES AMD INCIDENTS

Eater <q> and press Return) [

10-10-12

@ STEP 13:

. Menu 1 will reappear.

NTL Bditor - Task 14 : F18830 3» Mov 88
2.8 fowu 1

. Task Btatement

. Task Objectives

. Task Training Module

. Occupational Survey Data
. Task Refsrences

Wsapon Systems

Moxt Mows

?l.U‘VIhWNM

. Quit This Mo

Selact Optiom: 7.

10-10-13

then press

'F STEP 14:

84

These data reflect the pub-
lications where task per-
formance information can be
found. Publications include
Technical Orders, AF Reg-
ulations, AF Manuals Sepa-
rate Opcratmg Proccdurcs
etc. You should use these
sources when you plan and
conduct training for this
task.

QUIT THE PUBLICATIONS SCREEN. Enter a Q (or g) and then press
(RETURN)

There are options on the four
primary MTL menus which
allow you to move between
cach menu. These optionsare
NEXT MENU and PRE-
VIOUS MENU.

SELECT THE NEXT MENU OPTION TO GO TO MENU 2. Enter a 7 and
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nCTOA3 . 826 NTL Kditor - Task Id : F18838 38 Mov B8
z.8 Ponu 2 There is one option on Menu
2 which youf will "need to
know™ Certification Infor-
1. Other Systems :
2. Specialty Training Standards mation.
1. Cortiflcatioe’ Information o
. cation
5 Covaric Posltion Took Rowat Only those tasks that have
6. Provious Mewu been analyzed will contain
7. Naxt Mews accurate task certification
¥ Quit This Mem data.
Select Option: 4.
10-10-14
STEP 15: SELECT THE CERTIFICATION INFORMATION OPTION ON MENU 2.
Enter a 4 and then press
NCTON3 818 NIL Editor - Task Id : F18838 38 Mov 08
2.8 Task Cortification Information This_screen advises you of
two facts for this task. First,
whether the airman must be
) certified or supervised while
Task Training Performance Requiremsat : performing the task during
training and, second,
CIRTIFICATION REQUIRED whether or not the task
requires recertification on a
periodic basis.
On~The—-Job Task Recertification Requirement . L.
You will use this informa-
RECERTIFICATION REQUIRED DJERY 12 MONTH(S) tion in order to plan pre-
requisite training or
evaluation.
Enter <y> and press (Meturn) [
10-10-15

The AOTS uses the task recertification data to forecast task training for each individual
performing the task, 90 days before each airman requires recertification.

STEP 16: QUIT THE CERTIFICATION SCREEN. Enter a Q (or q) and then press
. Menu 2 will reappear.
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10-10-18

NTL Editor - Task 14 : P18838
Ronu 2

Other Sustens
Specialty Iraining Standards
PAS, PAC, Duty Location Codes

. Cartification Information
. Gemoric Position Task Rogmts

Previous Mewu

. Next Mesu
. Quit Thies Newu

Salect Option: 7_

@ STEP 17:

then press

2.0

10-10-17

O e
»e e e & s @

WIL Editor - Task 14 @ F18838
Moo 3

Task Pactors and Mandatory Pecformance
Task Qualify Time

Roguired Perforwance Resources
Preroquisits Tasks

Toan Task Information

Provious Mesu

Naxt Momm

. it This Mo

Sslect Option: 3

@ STEP 18:

MENU 3. Enter a 3 and then press

The next option to be covered
in this section is found on
Menu 3

SELECT THE NEXT MENU OPTION TO GO TO MENU 3. Entera 7 and

There are two options on
Menu 3 which you will access
often when reviewing task
data: Required Performance
Resources and Prerequisite
Tasks.

The AOTS contains accurate
performance resources and
prerequisite task data only
for those tasks that have been
analyzed by the IST.

SELECT THE REQUIRED PERFORMANCE RESOURCES OPTION ON
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ncTee3 . 009 WYL Bditor - Task 14 : F1B838
2.0 Required Purformance Resources

1. SECURITY POLICE VEMICLE
2. PORTABLE MADIO
3. IVIDENCE BAG(S)

CLEAR PLASTIC BA6 WITH ZIP LOCX CLOSURE

4. AF Fomn 52
EVIDENCE TAC

S. FLASMLIGHT

(Qui. 7> [

10-10-18

@ STEP 19:

then press (I

AOTS User’'s Handbook

These are the resources that
must be available when air-
men are required to perform
this task.

QUIT THE PERFORMANCE RESOURCES SCREEN. Entera Q (or gq) 2nd

. Menu 3 will reappear.

MTL Editor - Tack 14 :@ Fi8838
2.0 Mo 3

« Task Qualilfy Tine

« Required Perforwencs Resocurces
« Provoquisits Taska

« Toan Task Information

. Provious Newms

Mext Mows

?lU‘lﬂ‘UND‘

. Quit This Menu

Select Option: ¢

10-10-19

. Task Pactors and Mandatory Performance

and then press

@D STEP 20:

87

The Prerequisite Task option
is explained next. Prereq-
uisite tasks are those tasks
that must be performed (and
therefore trained) before
this task can be trained.

SELECT THE PREREQUISITE TASKS OPTION ON MENU 3. Entera 4
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If the screen is blank, there
are no prerequisite tasks that
apply to this task.

If prerequisite tasks do
apply, the Task IDs are listed.
AOTS has been structured so
that training for prerequisite
tasks is ranked Dbefore
training for this task.

As a supervisor, you will
have to consider these data
when you plan the trzining
outline and prepare/conduct
training for this task.

QUIT THE PREREQUISITE TASK SCREEN. Enter a Q (or g) and then

nCTEE3 . 824 NTL Editor - Task Id @ F10838 3B Mov 68
2.0 Prevequisits Task Information
F18844
10043
ripe42
ri18839
resesd
Inter <¢> and preas (Return)>
10-10-20
STEP 21: .
press CRETURN ). Menu 3 will reappear.
noTens. 027 NTL Editoe - Task 14 : FiBE08 38 Now 88
2.8 Mowu 3
1. Task Factors and Mandatory Performance
2. Task Qualify Time
3. Mwguired Porformance Rescurces
4. Prevequisite Tasks
5. Toan Task Inforwation
6. Provious Momu
7. Next Mews
q. Quit This New
Select Optiom: ?
10-10-21
STEP 22:
then press CRETURN )

There are no other options on
Menu 3 which are addressed
in this section of the hand-
book. See HELP, if you have
questions concerning the
remaining Menu 3 options.

SELECT THE NEXT MENU OPTION TO GO TO MENU 4. Entera 7 and

. Menu 4 will appear one of two ways, depending

upon whether or not this task has been broken down into subtasks.
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NCToN3. 4D NTL Editor - Task 14 : F18839 38 Nov B8
2.8 Manu: 4
1. Activities
2. Knowledge and Bkills
3. Previous Memu
q. Quit This Nemu
Sslect Option:
10-10-22
MNCTO03 . 048 WTL Editor - Task 14 : F1B838 38 Nov B8
2.8 Nosu 4
1. Subtasks
2. Provious faeu
g. Quit This Mowu
Select Option: _
10-10-23

AOTS User’s Handbook

If this task has not been
broken down into subtasks,
Menu 4 will appear as illus-
trated in the top screen to the
left. Steps 23 - 26 below,
address the procedures that
apply for these options.

-OR -

If this task has been broken
down into subtasks, Menu 4
will appear as illustrated in
the bottom screen. Steps 27
- 54, address the procedures
that apply to subtasks.

Go to Step 23 if the task you viewing has not been broken down into subtasks.

Go to Step 27 if the task you are viewing has been broken down into subtasks.

8%
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NCTOR3. 540 NTL Editor ~ Task 14 :@ F18839 3 Mov 88
2.9 foru 4

1. Activities

2. Knowiedge and Skills

3. Provious Monu

q. uit This Mom

Salect Option: 1

The AOTS contains Activities
and Skills/Knowledge data
only if the task has been
analyzed by the IST.

10-10-2%
STEP 23: SELECT OPTION 1, TO REVIEW THE ACTIVITIES. Enter a 1 and then
@ press CRETURN J.
HoTB17 081 ACTIVITIES RAitor 3B Wov BB
1.9 Activities are the steps

POSITION SUSPECT WITH ARNS APART, BOTH HAMDS AT SHOULDER LEVEL
PLACE SUSPECTS ARN FLAT AGAINST A VERTICAL OBJECT SUCH AS A WALL OR A

URHICLE

POSITION AMD SPREAD THE SUBPECTS FEET 12 Y0 18 INCHES APARY

Chooss Display option Pgbn (Quit 7 8

required to perform this task.
These activities are listed in
the sequence that they are
performed. The screen to the
left shows the first three (out
of nine) activities for the
task illustrated. To display

all the activities, you will
need to use the key.
For some tasks, the activities
are not listed. In place of
performance steps, a state-
ment referring to a Techni-
cal Order or some other
reference is provided. (The

reference contains the per-
formance steps.)

10-10-20
You should use this infor-
mation when you conduct
training for this task.
STEP 24: QUIT THE ACTIVITIES SCREEN. Enter a Q (or q) and then press
CRETURN). Menu 4 will reappear.
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You should also review the
Skills and Knowledges that
are listed for this task. Only
if this task is analyzed will
it contain  Skills and
Knowledge data.

SELECT THE KNOWLEDGE AND SKILLS OPTION ON MENU 4. Entera

DRAFT

NCTEE3.048 NYL KEditor - Task Id : F18839 33 Mov 88
2.8 fovu ¢

1. Activities

2. Knowledge and Skille

3. Previous Mo

g. Quit This Mews

Salect Option: 2
10-10-27
STEP 25:
2 and then press CRETIRN )

MCTS18.083 MTL SublTask Processzing 38 Mov B8
2.8 Knowledge and Skills

These data identif'y the types
of knowledge and skills an
airman must possess in order
to perform this task.

As a supervisor, you are
responsible for ensuring the
airman is properly trained in
the skills required for the
task and that he/she has
studied and knows the
information necessary to
accomplish the task.

Choose Display option (Q@uit 7 9
10-10-28
STEP 26: QUIT THE KNOWLEDGE AND SKILLS SCREEN. Enter a Q (or q) and
@) then press CRETURN ). Go to Step 54 as steps 27 - 53 apply only when a

task has been broken down into subtasks.
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IF THE TASK HAS SUBTASKS
NCTRE3.040 NTL Editor - Task 14 : F18838 38 Mov B8
.8 florus 4 Only if this task has been
analyzed will it be broken
1. Subtasks down into subtasks.
2. Provicus Mewmu
. Quit This Mo
Select Optiom: 1_
10-10-29
@’ STEP 27: SELECT THE SUBTASKS OPTION. Enter a 1 and then press CRETLIRN ).
MCTS15.081 KTL SudbTask Processing 33 Nov B8
2.8 SubTask E2itor The Subtask Editor is an
editor within the MTL Edi-
1. Disel R tor, which stores subtask
2. Print data for tasks.
3. Bvaluation_Subsysten h he left ill
The screen to the left illus-
¥ Guit This Rom trates the Subtask Editor
LV!aixl: Mcnuhwl;cr: yo% maky
: isplay each of the subtasks
Solect Option: 1. for thz’s task; print each (or
all) of the subtasks; or access
the Behavioral Objectives
for each subtask.
10-10-30
0 Steps 28 - 44 apply to the DISPLAY option for subtask data.
0 Steps 45 and 46 apply to the PRINT option. )
o] Steps 47 - 53 apply to Evaluation Subsystem option.
STEP 28: SELECT OPTION 1 TO DISPLAY A SUBTASK. Enter a 1 and then press
(RETURN).
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nCTH18 . 882 WTL SublTask Processing 38 Mov 88
2.8 SubTask Selection OVERURI TE

ENTER Subtask Sequence Numher (Range 1 to 4) or (L)ist > L_

10-10-31

@ STEP 29:

nCTB18 . 087 ATL SudbTask Processing 38 Mov B8
2.8 Current SubTask List

1. SubTask Statement :

RESPOMD TO AN ALARM SICNAL

2. SubTask Statement :
EVALUATE SITUATION AT AN ALARM ACTIVATION SCENE

3. SubTask Statsment :
DEPLOY FRON VEHICLE UPON ASSESSING OM-SCEME SITUATION

Use <page down> key for paging.
Use <cursor)> keys, or {(Enter <fisld number)>, <q)> quit) & (return?) 1

10-10-32

@ STEP 30:

AOTS User's Handbook

This menu allows you to
indicate which of the sub-
tasks you want to display.
The prompt advises you how
many subtasks there are for
this task (in the example,
there are 4 subtasks).

To display a specific subtask,
you ENTER the subtask
number, or LIST the sub-
tasks. You then SELECT the
subtask you want. The list
option is illustrated next.

ENTER L, FOR LIST. Enter a L (orl) and then press CRETURN ).

This screen lists the first 3
subtasks for this task. If
there are more than 3 sub<
tasks, you will have to

(PaDn) see the respective

subtask statements.

SELECT THE SUBTASK YOU WANT TO DISPLAY (the example shows the
first subtask being selected). Enter the number corresponding to the
desired subtask and then press




AOTS User’'s Handbook DRAFT
NCTO18.004 RYTL SubTask Process!ing 33 Nov 88
2.8 Process Sslection for SubTask Fi8838-881

Version and Statement
Knowledge and 8kills
Porfornance Rescurces
. Publications
Behavioral Objactives
. Activities

TnawNe

. Quit Thiz Menu

Selact Option: 1,

10-10-39

STEP 31:
and then press CRETLIRN ).
nCT018.006 BTL Sublask Processing 38 Nov 08
2.0 Version and Statement
SubTask Version 3

SubTesk Statement
RESPOID TO AN ALARN SICMAL

Press (retura) to contimue... _

10-10-34

@3 STEP 32:

94

This screen identifies the
kinds of data accessible for
cach subtask. You may find
times when you will train
airmen on a single subtask,
rather than training them on
the whole task at one time.

You should use the subtask
data just as you use the task
data; to develop training
outlines and to assist you in
preparing to conduct train-
ing,

Each subtask appear in the
sequence in which they are
normally trained and per-
formed.

SELECT OPTION 1 TO REVIEW THE SUBTASK STATEMENT. Entera 1

This screen reflects the
subtask statement. -

QUIT THE SUBTASK STATEMENT SCREEN. Press CRETLRN only.




DRAFT AOTS User's Handbook

NCTO18.004 HTL SubTask Processing 38 Mov B8
2.8 Process Sslection for SubTask F18839-901 Knowlcdgcs and Skills
rcq;_xircd_by tt}x‘g airrlr;cn l:vlu:n
performing this subtask can
o vl also be reviewed. As a
2. mﬁr supervisor, you are respon-
S e joct fves sible for ensuring that the
6. Activities airman is properly trained in
_ the skills required for the
% Quit This Heew task and that the airman has
stttx_died and knows the
L information necessary to

Select Option: 2 accomplish this subtask.
10-10-33
STEP 33: SELECT OPTION 2 TO REVIEW THE KNOWLEDGES and SKILLS. Enter
a 2 and then press

NCTB1B . 883 NTL SubTask Processing 38 MNov 88

2.8 Knouledye and Skille These data identif'y the types

of skills an airman must
possess in order to perform
this subtask, and the
knowledge the airman must
have obtained before he/she
PREDESIGRATED ROUTES can perform this subtask.

COUER AND CONCEALMENY

LOCATION OF PRIORITY

TACTICAL DEPLOVIEENT

Chooss Display option Pgbm (Quit 7 §

10-10-38

STEP 34: QUIT THE KNOWLEDGE AND SKILLS SCREEN. Enter a Q (or g) and
@ then press
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NCTO1B. 504
2.9

10-10-37

nr

L SubTask Processing
1

Process Sslaction for SubTask

AW

Vereion and Statement
Knowledge and Skills

Behavioral Objoctives

. fctivities
. Quit Yhis Menu

Select Optiom: 3

38 Nov B8

@ STEP 35:

NCTB18.818
2.8

Quit 7 @

10-10-38

nt

Purf orvance

NAaWNe

L SubTawk Processing
Nesourowe rise3a-601

for SubTask

SECURITY POLICT VEHICLE
PORTABLE MAD10
IVIDENCE IMG(8)

AF o 52

FLASHLIGHT

(Itens {n YELLOW Have Buew SCLECTED)

(F STEP 36:

96

Resources that are necessary
when performing this sub-
task can also be reviewed.

SELECT OPTION 3 TO REVIEW THE PERFORMANCE RESOURCES.
Enter a 3 and then press

This screen lists gll per-

formance resources that
apply to the task, and
highlights those resources

that apply specifically to the
subtask being displayed.
(Although you can’t see it
here, resources correspond-
ing to Data Fields 1 and 2
are highlighted in yellow,
signifying that they are
required when performing
this subtask.)

QUIT THE RESOURCES SCREEN. Enter a Q (or q) and then press
CBRETURN].
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NCY018.004 NTL SubdbTask Processing 38 Mov 88
2.8 Pracess Sslection for SubTask FiB836-881

. Version and Statament
. Knowledye and Skills
Porf orwance

. Publications

. Behavioral Objoctives
. Activities

PN WN

. Quit This Memu

Select Option: 4

10-10-28

@ STEP 37:

NCTO82 . 888 TASX PUBLICATIONS Editor 38 Nov 88
2.8 Publication(s) Referenced

Idontification, (Volums), (Supplament) and Title Status
1. AFR 125-3

SECURITY POLICE HANDBOOK

2. AFR 125-37
THE RESOURCES PROTECTION PROGRAN

3. S8l -6
RESPOMD TO ALARMS, DEPLOY AS A MDMWBIR OF AN ARMED FORCE

Use <cursor) keys, or ((Enter (fieid mumber), (> quit) & <returwd) Q_

10-10-40

@ STEP 38:

then press

97

AOTS User's Handbook

The publications applying to
this subtask can also be
reviewed.

SELECT THE PUBLICATIONS OPTION. Enter a 4 and then press
(RETURN).

These are the publications
where performance infor-
mation can be found for this
subtask.

If you ENTER a Data Field
number, you may also select
to list the breakdowns that
apply to the publication you
select. Breakdowns are spe-
cific Chapters, Paragraphs,
Tables, etc.,, within the
publication, where perform-
ance information for this
subtask can be found. (If no
Breakdowns have been listed
by the IST, the Breakdown
Screen will be blank.)

QUIT THE PUBLICATIONS REFERENCED SCREEN Enter a Q (or q) and
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NCTO18.084
2.0

10-10-41

HNTL 8u«ubTask Procescsing 38 Mov B8

Process Sslection for Subfask F10833-881 Behavioral Objectives, once

P UAWN -

. Vpreion and Statement
. Knowledge and Skille

. Publications
. Behavioral Objoctives
. Activitiss

. Quit This Mewu

developed by the IST, are
also available for review,

Porfornance Rescurces

Select Option: S

—

@ STEP 39: SELECT OPTION 5 TO ACCESS BEHAVIORAL OBJECTIVES. Enteras

and then press

THE REMAINDER OF THIS PAGE HAS BEEN LEFT BLANK INTENTIONALLY.
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vLBe1 . 883 Behavioral Objective Editor
1.9 Display Bohavioral Ohjective Data

« Taskh/BubTask Statsment
. Objective Statemsnt
Rof srences

NaWN»

. Rescurces
. Iraining Matorials
. Quit This Memu

Select Option: _

10-10-42

SELECT EACH OPTION,
ONE AT A TIME, AND
REVIEW THE BEHAVIORAL
OBJECTIVE DATA THAT
EXIST FOR THIS SUBTASK.

@ STEP 40:

(This section docs not illustrate any other
scrccns/prompts/opuons you will encounter when you
select these options. Eachk menu and data screen you will
see is self-explanatory, ar.d you may access HELP if you
have any questions.)

@ STEP 41:

a Q (or q) and then press
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For the subtask you arc
rcviewing, as for every sub-
task, there should be at least
one Bechavioral Objective.

If a Behavioral Objective has
not been developed by the
IST, the AOTS will provide a
message on the screen
%d;ising l)(')obu that No
chaviora jective Exists.
Press as
prompted, and proceed to
Step 41.

Just as you would for the
task, you should view the
Behavioral Objective data
for the subtask, to:

o Determine what an
airman should know
and be able to per-
form once trained and
evaluated on this
subtask.

o Determine what infor-
mation sources are
available for subtask
performance policies
and procedures.

o Determine the
resources required
when training, evalu-
ating or performing
the subtask.

o Determine the materi-
als that are available
for requisite
knowledge training
for this subtask.

QUIT THE DISPLAY BEHAVIORAL OBJECTIVES DATA SCREEN. Enter
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NCT818.1: 4 ATL SubdbTask Processing 38 Nov B8
2.8 Procsss Sslection for SubTask F18830-881 The next step enables you to
acccsshthc Activities, u:jhich
are the steps required to
N o i iy perform this subtask.
3. mlaﬁm Y h 1d h
: You should review the acti-
o Atluttiey usctives vities to dctcmcliine wh:t
steps are required, and the
€- Quit This e sequence they should be
trained and performed.
Select Option: 6_
10-10-43
@ STEP 42: SELECT OPTION 6 TO REVIEW THE ACTIVITIES. Enter a 6 and then
press .
neT817.884 ACTIVITIES Rditor 3B Mov B8
1.9 The screen will show the first

ACKNOVLEDCE THE MADIO CaLL FROM LAV EMFORCEMENT DESN SERGEANT (LED)

USE THE CORRECT RESPOMSE CODE WHEN DRIVING TO THE AFTICIED AREA

USE OME OF THE PRESCRIBED ROUTES TO THE ALARM ACTIUATION

Chooss Bisplay option Pybn (Quit ?

10-10-44

@3 STEP 43:

few actiyiticsi_ '{'lo continue
your review of all activities
you must press the (Ps_DnJ
key. For the example illus-
trated here, the screen shows
the first 3 o1 41 performance
steps.

WUIT THE ACTIVIT'*S SCREEN. Enter a Q (or q) and then press
(RETLRN).

@ STEP 44: QUIT THE SUBTASK PROCESSING MENU. Enter a Q (or q) and then
press
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NCTe18.0801 NTL SubTask Processing 38 Mov B8
28 SubTask Editoe Steps 45 and 46 apply to
PRINTING subtask data.
1. Display
2. Print
3. Evaluation_Subsysten
q. it This Memu

Sslect Option: 2

10-1045

@ STEP 45: SELECT THE PRINT OPTION. Enter a 2 and then press CRETURN ).
ACTB18.C32 MTL SubTask Processing 3B Nov 88 This screen identifies the
2.8 SubTask Salection OUERURITE

number of subtasks pertain-
ing to this task (the example
shows 4 subtasks for the task
illustrated).

You may print a specific
subtask by entering the
subtask number; you may
print all subtasks by entering
a (for all); or you may LIST
the subtasks and then enter
the subtask number if you
don’t know the subtasks
available for this task.

ENTER Subtask Sequence Mumber (Range 1 to 4), (A)]1] or (L)ist > A

10-10-40

STEP 46: ENTER THE SUBTASK NUMBER; ENTER A; OR ENTER L AND THEN
@ THE SUBTASK NUMBER. You can enter a subtask number followed by a

-or- you can enter an A %or a% followed by a (RETURN ) -or-
you can enter a L (or |} followed by and the subtask number
and a CRETURN J.
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A prompt is displayed for you to specify the Printer ID of the printer at which you
desire to receive the subtask data. Press Eﬁﬁ& will cause the printout to be genreated at
your normal AOTS workstation printer. If you desire to send the printout to another Alps

inter at another AOTS workstation, you are required to enter the Printer ID and then press
%ﬁﬂ__}. (You may receive a list of Printer IDs by calling the AOTS hotline.)

The AOTS will prompt you that the print is occurring. At the completion of the printing
process, the Subtask Editor Main Menu automatically reappears. Go to the ALPS Printer at
your AOTS Workstation or assigned printer to obtain the hard copy of your printed subtask(s).

Once you request something be printed, there will be a delay before printing occurs.
This delay can range from a few seconds to a few minutes depending upon the load on the
AOTS central computer. If you feel that there is a real problem, that is you are getting no
printout after a few minutes, call to the AOTS hotline HELP for assistance.
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NCT816.381 NTL SubTask Processing 38 Mov B8
2.0 SubTask Rditor

1. Display

2. Print

3. Evalustion_Subsystem

q. Quit This Mo

Select Option: 3

10-10-47

[? STEP 47:

10-10-48

HTL S«bTask Processing 38 Mov 88
SubTask Selection OVERRIYE

ENTER Subtask Sequance Musber (Range 1 to 4) or (L)ist > %

@ STEP 48:
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Steps 8 - 11 illustrate the way
to display behavioral objec-
tive data for a task.

Steps 47 - 53 provide proce-
dures for displaying behav-
ioral objective data for a
subtask.

SELECT THE EVALUATION SUBSYSTEM OPTION. Enter a 3 and press
(RETURN).

At this screen, you will need
to identify the subtask for
which you want to review
data.

ENTER THE SUBTASK NUMBER (the example illustrates the first subtask
being selected). Enter the subtask number and then press
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nCTe18.089 Evaluation SubSysten 3B Nov B8
2.8 fAocees Mewu
Here you access the Behav-
1. Behavioesl Objectives Editor ioral Objectives Editor.
q. it This Mewu
Select Optiom: 1
10-10-40
STEP 49: SELECT THE BEHAVIORAL OBJECTIVES EDITOR OPTION by entering a
@) 1 and then press
Ve .03 Behavioral Objective Kditor 38 Nov 88
1.9 Bisplay Rehavioral Objactive Data The screen to the left reflects
:_he kind; of ggta .accessshi'bl:
or cach objective whic
L e ta et applies to this subtask.
3. Meferences
4. Resources
S. Training Materials
q. Quit This Memu
Select Option:
10-10-80
STEP 50: SELECT EACH OPTION, ONE AT A TIME, AND REVIEW THE BEHAV-
IORAL OBJECTIVE DATA THAT HAS BEEN DEVELOPED FOR THIS

SUBTASK. Enter an option and then press

If no Behavioral Objectives have been developed for the subtask, the AOTS will provide
a message advising you that No Behavioral Objective Exists. Press CRETURN ), as prompted
on the screen, and proceed to Step 52.

This section does not illustrate other scrccns/prompts/optxons you will encounter when

you select these options. Each menu and data screen is self-explanatory, and you may access
HELP (PAD (=0 (minus) key) if you have any questions.
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QUIT THE DISPLAY BEHAVIORAL OBJECTIVES DATA SCREEN. Enter
a Q (or q) and then press

QUIT THE EVALUATION SUBSYSTEM ACCESS MENU. Entera Q (orq)
and then press

QUIT THE SUBTASK EDITOR MAIN MENU. Enter a Q (or q) and then
press

QUIT MENU 4. Entera Q (or q) and then press (BRELLRN ).

When you select the Quit option from Menu 4, the MTL Editor Main Menu is displayed.
(This is also true when you quit Menu i, Menu 2 or Menu 3.)

0 }'o DISPLAY data for another task, repeat the previous steps, beginning at Step

(o] To SEARCH data for one or more tasks, proceed to Step 55.

o] To PRINT data for one or more tasks, proceed to Step 57.

o If you are fi mxshcd accessmg task data, select the Quit option (enter Q or q and
press CRETURN J)) as many times as necessary to return to the AOTS Primary Access
Menu. At that point, you may quit the menu and log off the system or you may
perform another AOTS function,
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NCTEE3 .84 Master Task List Kditor 3B Mov 08
z.0 811X Smcurity Police Steps 55 and 56 apply to the
SEARCH option.
1. Display
2. Ssarch
3. Print )
4. Avcess Differeat Task List
q. Quit This Nemu
Sslect Option: 2
10-10-81
@ STEP 55: SELECT THE SEARCH OPTION. Enter a 2 and then press CRETLIRN ).
NCTEN3. 087 NIL Editor 3B Mov B8 : ’
z.e Task List Bata Ssarch The Task List Data Search
screen is illustrated to the
vsileble Search Keye left. There are 23 categories
of data which may be
O cta LTlferbe ST NI sEe:rched Susingf the MTL
itor. pecific data or
m 'n:' -4 3:'.::... 15 Taah Stat : m';:' combinations of data, for one
AC Maj Comnd  PT Prior Trmg  TT Tesk Trg Mod UC Vork Camter or more categories, can be
08 08 Tasks P 3POTS TE Trug Enph

searched at one time.

The Search function pro-
vides a capability for the
system to identify one or
more task records containing
the data you specify to
search. For example, the
system can scarch the MTL
to identify the tasks per-
formed in one or more
workcenters, units, or
MAJCOM:s.

The data being searched must be entered in a format, referred to asa "Search Expression.”
Once a valid expression is entered, the system searches all data for all tasks on the Task List
(within 2 minute or s0); and determines the task(s) which apply to the search being conducted.
While a search is being performed, you may list the task(s) on the screen; when a search is
complete, you may print task data for the task(s) identified by the search.
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_ This handbook does not provide the rules or further procedures which apply to the
Fanous search expressions. Call the AOTS hotline when you need to perform the search
unction.

STEP S6: QUIT THE TASK SEARCH MENU. Enter a Q (or q) and then press
@ CRETURND.

THE REMAINDER OF THIS PAGE LEFT BLANK INTENTIONALLY.
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NCTREG . 34 Mastae Task List Editor 3 Mov B8
2.8 811)X Sscurity Police
1. Display
2. Search
3. Print
4. Accoss Different Task List
q. Quit This Mows
Salect Option: 3
10-10-83

@’ STEP 57:

2.8

. Emtire Task List
. Specilic Task id
Task Range

. Quit This Memu

WN

Ssisct Optiom:

10-10-84

2

Eater task id

Sslect Tashk(s} to Frocess

@ STEP s8:

Steps 57 - 61 cover the pro-
gcdurcs for PRINTING task
ata.

SELECT OPTION 3. Enter a 3 and then press CRETURN ).

This screen allows you to
specif y what task(s) are to be
printed.

You should print the

entire task list, since each list
contains hundreds of tasks.

If you elect to print a specific
task, you must enter the
TASK ID for the task. (This
option is illustrated to the
left.)

If you select to print a task
range, you enter the first task
ID 1n the range, and then
enter the task ID in the
range. (It 1S recommended
that you keep within a range
of not more than fjve tasks.)

SELECT THE SPECIFIC TASK ID OPTION. Enter a 2 and then press
CRETLRN)

. THEN ENTER THE DESIRED TASK ID. Enter the Task ID
corres%ndlng to the task for which you desire to print data and press
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NCTONA3 . 804 NTL Editor - Task Print Sslection 38 Mov 88
2.8, Field Options - Pags 1
1. The Eatire Task Record Do Mot Primt

Task Statanent Print

2. Bohavioral Objectives o Not Primt
3. Task Training Wodule o Mot Print
4. Occupatiomal Survey Inforsation Bo Mot Print
S. Task Refsrences o Mot Primt
6. Usapon Systems bo Mot Priat
7. Other Systems Do Not Print
9. Specialty Training Standards o Mot Print
9. BECIN PRINTING Mo

Sslect Print Options: Sslect BECIN PRINTING
Press PAD > to ABORT Printing

Une (page dowm) koy for paging.
uas (curgor) keys, or {(Enter <Field mmber), <¢> quit) & (returmd) 2_

10-10-55
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The screen to the left is the
first page of two pages that
contain print options for task
data. To see the remaining
options, press the
key.

You may print 3all data for
the task(s) you selected, by
Selecting Option 1. If you
select Option 1, all options
will automatically change to
reflect PRINT.

-OR -

You may print specific data
for the task(s) you selected,
by entering the number(s)
corresponding to the data
options you want printed. As
you enter a number and press
RETURN, the option you
select will "toggle™ to PRINT.

SELECT OPTION 1 TO PRINT ALL DATA: OR SELECT THE OPTIONS
CORRESPONDING TO THE SPECIFIC DATA TO BE PRINTED. Enter 1
and then press CRETIIRN J; or enter a number corresponding to the

[? STEP 59:

desired data and press repeat until all desired options
reflected "Print" on Page 1; Press ; and repeat untii all desired options
refiect *print* on Page 2).
NCTB83 . B84 NTL Editor - Task Print Ssisction 38 Nov 88
z.8 Field Options - Page 1 To start the printing process,
you need to select the BEGIN
1. The Entire Yask Record Bo Mot Priwt PRINTING option. This

option appears on both pages

Task Statement Print ¢
of the Print Menu. Once

2. Dobavioral Objectives Print . :

3. Task Training fodule o Mot Print selected, this option toggies
4. Occupational Survey Informatiom Do Mot Primt from "No" to "Yes.

S. Task References Bo Not Print

6. Weapon Systans bo Mot Print

7. Other Systems Do Mot Print

8. Specialty Training Standards Po Mot Print

9. BECIN PRINTING [

Selact Print Options: Select BECIN PRINTING
Pross <PAD +> to ABORT Printing

Uss <page down) lmy for paging.
Use <{cureor) keys, or {(Enter (Field nunber)>, <y> quit) & <returd)} 9

10-10-88

@D STEP 60:

SELECT THE BEGIN PRINTING OPTION. Enter a 9 and then press
(RETURN) ?f you are viewing Page 1); or enter 20 (or 21) and press
CRETURND (i you are viewing Page 2).
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NCTRE3.004¢ NTL Rditor - Task Print Sslection 38 Mov B8
z.8 Field Options ~ Page 1 OUERURITE

1. The Eatire Task Record Do Mot Print
Task Statenent Print

2. Dehaviore! Objectives Print

3. Task Training fodule Bo Mot Print

4. Occupatiomal Survey Information So Mot Primt

S. Task References Do Mot Primt

6. Usapon Systens Bo Mot Preint

7. Othor Systans bo Mot Print

9. Specialty Training Standards Do Mot Print

9. BECIN PRINTING You

Selact Print Options. Select BECIN PRINTING
Press <PAD +> to ABORT Printing

Entar printer id or press INTER to ase TXF1 _

10-10-57

A prompt is added at the
bottom of the screen
instructing you to identify
the ID of the printer where
the task data are to be
printed.

If you want the hard copy of
the task data to print at the
AQOTS Workstation where you

normall work, press
i .

If you want the hard copy to
be printed at an AOTS
Workstation different from
the one at which you nor-
mally work, enter the printer
ID that applies. (You can
obtain a list of the PRINTER
IDs from the IST.)

@ STEP 61: Press or input another printer ID and then press CRETLIRN ).
NOTE: The AOTS will provide a message indicating the Task ID(s) for which task

ard copy of the task data.

data are being printed for. Once the print process is complete, the MTL Editor
Main Menu automatically appears on the screen. Go to the ALPS Printer (at
{our workstation, or the workstation where you sent the print), to obtain your

LAST STEP

To discontinue your review, search, or print of task data, simply continue to Quit from each
screen until you reach the AOTS Primary Access Menu. Enter a Q (or q) followed by pressing

until the Primary Access Menu reappears.
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10.12 Access Position Requirements/Create a New Duty Position

The AOTS enables you, as a Supervisor, to define the performance requirements for
individuals assigned to duty positions within your area of responsibility. When you need to
create a new duty position within the AOTS, or change the performance requirements for an
%::ii;sting duty position, you will use the Operational Position Task Requirements (OPTR)

1tor.

The OPTR Editor enables you to create a new OPTR; change data for an OPTR; print
orhrcv%_ew a listing of OPTRs; print or review a single OPTR; and to delete an OPTR, among
other functions.

An OPTR is a list of tasks to be performed and courses to be
completed by the individual(s) assigned to a specific duty position.
Each OPTR is tailored to the individual(s) occupying the duty
position.

Within the AOTS, OPTRs have been established for many duty positions. Each OPTR
is identified by a unique OPTR ID, whereby the ID is the same as the duty position number
of the position for which the OPTR applies.

o As a supervisor, you are responsible for ensuring that an OPTR exists, within
the AOTS, for each duty position occupied by one or more persons working for
you. If an OPTR does not exist for a duty position, you are responsible for
creating a new OPTR. Also, you are responsible for reviewing and maintaining
t!:g_lgccuracy of OPTR data for each duty position within your area of respon-
s1bility.

Once an OPTR exists for a duty position, you are then able to assess the qualifications
of one or more persons with respect to the position’s requirements; and you can assign on¢
or more persons against the OPTR. (Section 10.13 provides procedures for these functions.)

In addition to the OPTR Editor, you will need to interface with other AOTS editors
;nld data when creating or editing an OPTR. The editors you will most often use are listed
elow:

o The ATR Editor - to obtain an airman’s duty position number and duty title
from the personnel data contained in their Airman Training Record (ATR).

o The GPTR Editor -- to determine whether or not a GPTR exists from which an
OPTR can be created. A Generic Position Task Requirement (GPTR) is a generic
list of tasks normally performed by all airman in the same type of duty position
(e.8., Crew Chief, OER Clerk, Flight Chief).

o The MTL Editor -- to obtain task statements and Task IDs for tasks performed
gp@rnRAir Force Specialty, from which you determine the tasks to be listed in an
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0 The OTR Editor -- to obtain course titles and Course IDs for other training
requirements (OTRs) which apply to AF duty positions, from which you determine
the courses to be listed in an OPTR.

_To determine if position requirements have been defined for an individual's duty
position, you must accomplish the following actions:

o Review the airman’s personnel data within their ATR to determine the duty
position number and duty title which corresponds to the position the individual
occupies. If the person’s position number and duty title have not yet been updated
(into th)c AQTS, you may obtain this information from the Unit Manning Document

o Review a listing of existing OPTRs to determine whether or not an OPTR exists
for the airman’s duty position. The OPTRs are listed in numerical order, by OPTR
ID. (Remember, an OPTR ID is the same as the airman’s duty position number:
and an OPTR Title is similar to, or the same as, the airman’s duty title.)

o If one or more OPTRs exist for the duty position, you will review the task
requirements and other training requirements of the OPTR(s), to determine if an
"individualized" version of the OPTR is necessary.

- There are two versions of OPTRs: Standard and Individualized.

A standard version OPTR defines a duty position where the tasks to
be performed and courses to be completed are the same for all persons
who occupy the position. The OPTR ID for a standard version OPTR
is a seven digit number (equal to the duty position number), followed
by the code: STD.

An individualized version OPTR defines a dutg position where more
than one person occupies the position and different tasks are per-
formed or different courses must be completed by the persons occu-
pying the position. The OPTR ID for an individualized version OPTR
is a seven digit number (equal to the duty position number), followed
by a three digit numeric code: 001, 002, 003, etc.

o If an OPTR does not exist for the position, or if an individualized version of an
existing OPTR is required, you must create a new OPTR.

To create a new OPTR _l_you may enter all data for the OPTR; or you may copy data
from another OPTR or a GPTR, and then edit (add to, delete from, or reorder) the copied
data. Because an OPTR may contain numerous tasks and courses, it is recommended that
you copy existing data, whenever possible. '

o If an OPTR exists which closely resembles the requirements of the individual's
positicc))g_,rﬂou will copy the existing OPTR, and then edit the data, to create the
new .

0 If an OPTR does not exist which resembies the requirements of the position, you
will review GPTR data. A GPTR defines the generic position task requirements
for a type of duty position (¢.g., Crew Chief, Law Enforcement Patrolman, and
Flight Chief). A GPTR can be used as a baseline for creating a new OPTR.
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- You will need to print a listing of the GPTRs, and possibly the data
for one or more GPTRs, to determine if a GPTR exists for the type
of duty position being updatcd

o If a GPTR exists, you will copy the GPTR and then edit the data to create the
new OPTR; if a GPTR does not exist, you will need to create the new OPTR by
updating all data tor the OPTR.

To create or edit an OPTR, you need to have access to the following data, from which
you determine the tasks to be pcrformcd and the courses to be completed for the OPTR:

o A complete list of Task IDs and task statements for tasks performed in the Air
Force Specialty (these data are reflected on the MTL and Final Local-New Task
List).

0 A complete list of Course IDs and course titles for other training requirements

(these data are reflected on various OTR Lists).

This section of the handbook provides you with procedures and information which
will help you list, print and review OPTR data; access GPTR data; and create a new duty
position within the AOTS.

o Lists for task data and OTR data may already exist at your AOTS Workstation;
if not, contact the IST representative (for the AFS involved) by calling the AOTS
hotlmc These lists are large and take a considerable amount of time to print.
Current printouts of these lists should be made available for use at the workstation
-- it is not cost effective for each supervisor to print these lists.
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1.3

W N e

10-12-1

surezz .eet Advanced Ow-The-Job YNIM- Systan (AOTS) 3 Jdan B9

Prinary Accses Mewu

. Persomal Treining Information

. Training Management

. Master Task List (NTL) Interface
. Position Requirenents

. Quit This Mems

Select Optiom: 4.

@ STEP 1.

press

SuPez7 082 Position Beguiremswts 3Jan 89
1.3

1. Oparetional Position Task Require-ewts (OPTR)

2. Other Training Doguirenemts (OTR)

q. Quit This Nem

Select Optiow: 1

10-12-2

@ STEP 2:

114

Toaccess 0~ update tasks and
other training requirements
data for a specific duty
posmon you must select the
Position Requirements
option at the AOTS Primary
Access Menu (illustrated to
the left).

SELECT THE PGSITION REQUIREMENTS OPTION. Enter 4 and then

There are three primary
editors which you will use
when updatmg and mam-
taining position require-
ments data:

1. The OPTR Editor and
GPTR Editor (accessed by
selecting Option 1 at this
screen).

2. The OTR Editor (accessed
by selecting option 2 at this
screen).

SELECT THE OPTR OPTION. Enter 1 and then press CRETURN ).
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ncrels .eet
1.6

10-12-3

AFS Selection Memu

Please select the desired AFSC:
4524 Tactical Aircraft Maintemancs
454X8 Asrospece Propuision
. 7328 Parsowns)

. 8100 Security Police

Quit This Mewu

Select Optiomn: 4

3 Jan B9

@’ STEP 3:

nGTBG7 .881
1.8

10-12-4

Operational Position lask Reguirements

‘l"lﬂ‘lﬂ_’dr

Data Bditor

. List OPThe
. Quit This New

Selact Option: _

3 Jan 89
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OPTRs are sorted by Air
Force Specialty (AFS). If
you are authorized to access
data for more than onec Air
Force Specialty, you will see
}hfg screen illustrated to the
etit.

If the persons listed on your
Supervision List have the
same CAFSC, your access to
AOTS data is restricted to
data stored for that AFS.
Therefore, you will not see
the screen illustrated here
and you will not perform
Step 3. Instead, proceed to
the information following
Step 3.

SELECT THE OPTION CORRESPONDING TO THE DESIRED AFS. Enter
the number corresponding to an AFS and then press

The screen you are now
viewing is the OPTR Editor
Main Menu (illustrated to
the left).

The procedures contained in
this section address many of
the options you see on this
screen.
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The remainder of this section is organized in the following manner:

o} Steps 3 - 14 provide procedures for determining whether or not an OPTR exists
for an individual's duty position, and

0 Steps 15 - 42 provide procedures for creating a new OPTR.

As mentioned carlier in this section, you will first need to review the current list of
OPTRs to determine whether or not an OPTR exists for an individual’s duty position. It is
recommended that you print the list of OPTRs, however, you may review the list on line
instead of printing the list. (More data is printed on a single page of printout than can be
viewed on a single screen, and you may have to refer to the list more than once.) Steps 4 -
7 contain procedures for printing a list of OPTRs.

STEP 4: SELECT THE PRINT OPTRs OPTION. Enter 6 and then press
=N i)

STEP 5: SELECT THE ALL OPTRs OPTION. Enter A (or a) and then press
@ STEP 6: PRESS CRET1IRN ) OR ENTER A PRINTER ID. Press CRETURN) to

Pﬂm the list at your AOTS Workstation printer; or enter a valid AOTS Printer
D and press c%m to print the list at another designated AOTS Work-
station printer. (You may obtain a list of AOTS Printer IDs by calling the
AOTS hotline.)

A prompt will appear on the screen, indicating that the printing is occurring. Once
the prompt disappears {rom the screen, you may obtain the OPTR List from the printer.
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' Juy B9 Operastionatl Position-dask ReqQuirements Page 1 .
Sumemiry tisting for 811XX  Security #otice A prlntout Of an OPTR LiSt
T o wp: 1y g,y . is illustrated to the left.

menrdd s iy PR R Secui 1ty St tat st
27 Vanks, Created by:
nerd gy kg vkt fierk

8 lanan, Lieated Ly:
IS S Aerospace Sec Specl

104 Yasks, Croated by:
0000933 - 004 Aerospace Sec Specl

104 Tasks, Crested by:
0QuG933 - 00% Aerospece Sys Security Specialist

29 lasks, Created by: MSgt Bertrand, Charies M.
0000933 - 006 Aerospace Scty Spec!

27 lasks, Created by:
0000933-007 AERQSPACE SYS SCTY SPECL

104 Tasks, Created by:
0000936-STD Armed Response Tesm/Security Response Team (Leader/Member)

B1 Tasks, Created by: T7SG Booth, Richerd L.
0000936001 AEROSPACE SCTY SUPERVISOR

30 Tesks, Crested by:
0000936002 AEROSPACE SCTY SUPVR

43 tasks, Created by:
0000936- 003 Aerospace Scty Specl

29 lasks, Created by:
0000936 - 004 Aerospace Scty Specl

42 Tasks, Created by:
0000936 - 005 Security Supervisor

101 Tasky, Crested by: Civ Popp, Gary M.
0000936 006 AeroSpace Scty Supvr

100 Tasks, Crested by: Civ Popp, Gary M.
0000937 -S1D Flight Chief/Aerospace Sys Scty Supervisor

128 Tasks, Created by: TSG Booth, Richard L.
0000937 - 001 Arcospece Sec Supvr

142 Tasks, Created by: Civ Popp, Gary N.
000093 002 Aerospace Scty Supvr

42 Tasks, Created by:
0000937003 flight Chief

32 Tesks, Created Dy: MSgt Bertrend, Charles W.

STEP 7: REVIEW THE OPTR LIST TO IDENTIFY WHETHER OR NOT AN OPTR ID
@ EXISTS FOR THE INDIVIDUAL'S DUTY POSITION. Review the OPTR1Ds
on the list, to identify an ID that matches the airman’s duty position number.

The listing provides the following data:

o) The OPTR IDs that exist for the duty positions in the Air Force Spcciality, and
the Version codes for each OPTR (i.e.,"STD" for standard version OPTR; "numeral”
for individualized version OPTR),

o The OPTR Title (duty title) that applies to each position,
o The number of tasks and courses defined for each OPTR, and
o The name of the person who created each OPTR (not available for some OPTRs).

If one or more OPTR IDs exist which match the person’s duty position number, you
will need to review the tasks and other training requirements that make up the OPTR data
for the position.

o) If the tasks and courses for the existing OPTR(s) are not sufficiently tailored to
the individual, you will need to create a new mdxvxduahzcd version of the OPTR.
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nGTOA? .08L Oparatiomal Position lask Requirements 3 dan B9
1.8 Data Editor

. Creats a neuw OPTR
. Edit an OPTR

. Display an OPTR

. Delets an OPTR

. Review CPTRs

. Print OPTRs

. List OPThs

. Quit This Newu

- NONDWN

Selact Option: 6

10-128

@ STEP 8.

Steps 8 through 14 contain
procedures for printing and
reviewing data foran OPTR.
Proceed to Step 8 if one or
more OPTR IDs exist which
match the individual’s duty
position number.

If an OPTR ID does not exist
which matches the person’s
duty position number, you
will need to create a new
OPTR. Proceed to the
ilx‘x‘formation following Step

SELECT THE PRINT OPTRs OPTION. Enter 6 and then press
CRETURN].

@ STEP 9: SELECT THE ONE OPTR OPTION. Enter O {(or o) and then press
CBRETLIEN ).
NCTES7 . 300 Oparationa] Position Task Rewuirements 3 Jan B9
1.5 OPTR Specification vINAITE The screen illustrated to the
left is referred to as the
OPTR Specification screen.
Here, you specify the OPTR
OPTR Duty Pusition: 0125847 for which you want to print

Individualined Verpion:

Enxtar OPTR to Priwt. Press PMD ¢+ to abort.
Ploase input a velus botwsen : 1 and 9999999

10-12-7

data.

When you specify an OPTR, two entries of data are required:

o] the OPTR ID (seven digit numerical entry) and

0 the code identifying the OPTR version (three digit entry: STD for standard
version; or numeral (001, 002, etc.) for individualized version).

[E-_D STEP 10:

the individual's d

ENTER THE OPTR ID. Enter the seven digit OPTR ID, which is the same as
sition number, and then press CR—E—IL—m?sD

. (inthe

example above, OPTR ID 0125047 has been entered.)
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10-12-8

Individualized Vsrsiom:

Selec. (S)tamdard OPTR, (L)ist, Ewtar (I)ndividualized OPTR 7 L

NCTEN7 .308 Operational Position Task Requirements 3 Jan 09
15 OPTR Specification ) OVEmMITE A prompt is added at the
bottom of the screen, as
illustrated by the screen to
the left. You must identify
OPTR Duty Positiom: 8125047 the version of the OPTR you

want printed.

The version for each OPTR is provided on the OPTR Listing. You may review the
listing on line, or you may have already printed the listing (Steps 4-6). Remember, there are
two versions of OPTRs: Standard and Individualized.

(o]

A Standard version OPTR represents a position where all persons occupying the
position are required to perform the same tasks and complete the same courses.
"STD" is the code which designates a standard version OPTR.

Individualized versions of an OPTR represent a position occupied by more than
one person, where different tasks or courses are required by the individuals
occupying the position. The "individualized versions" of an OPTR enable you to
tailor the duty position requirements into more than one OPTR, whereby you can
specify the requirements for each individual occupying the position. A numeral
(up to 3 digits) is used to designate an individualized version OPTR.

When you review, print, create, delete or edit an OPTR, you must specify the
version of the OPTR as well as the OPTR ID.

You may specify the version by selecting the Standard OPTR or Individualized
OPTR option; or by selecting the List option and then selecting from the versions
listed. The List option is illustrated at the next step.

- If you select the Standard OPTR option, instead of the List option,
proceed to Step 13.

- If you select the Individualized OPTR option, you must enter the
version number of the OPTR for which you desire to obtain data;
then, proceed to Step 13.

@ STEP 11: SELECT THE LIST OPTION. Enter L (orI) and then press CRETURN ).
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NCTEE? . 301 Opsrational Position-Task Reguirements 3 Jan B9

1.5 Version Selection for OPTR B125947—81 The screen you are now
1. STD Imstallation Entry Cowtroller/Inetallation Patrol viewing lists the versions
2. 881 INSTALLATION PATROLMAN existing for the OPTR ID

3. 882 INBTALLATION PATROLUOMN you specified at Step 10.

You may print data for only
one version of an OPTR at

a time.
Select the OPTR verszion wanted
Use {cursor) heys, or ((Ewter (Field musber), <¢) quit) & (returwd)
10-120
STEP 12: SELECT THE OPTR VERSION FOR WHICH TO PRINT DATA. Enter the
number corresponding to the desired version and then press
nCTea?.385 Operatiowal Position Task Reguirements 3 Jan 89
1.5 Vereion Selection for OPTR 0125047—81 OVEMMITE Another prompt is added to
1. :nmu;:; Entey ControllesvInstallation Patrol ;hc scrcle]x):, }o l1ldetmf y the
. INETALLA' TROLAAN rinter of the printer at
3. G2 IRSTALLATION PAmmoLUoRN which the OPTR data is to
be printed.
Enter peinter id or press INTER to wee OO _
10-12-10
@ STEP 13: PRESS OR ENTER A PRINTER ID. Press CRETURN ) to

nt the list at your AOTS Workstation printer; or enter a valid AOTS Printer
D and press cﬁm to print the list at another designated AOTS Work-
station printer. (You may obtain a list of AOTS Printer IDs by calling the
AOTS hotline.)

A prompt will appear on the screen, indicating that the print output is being generated.
The printer begins to print the output once the prompt on the screen disappears from view.,
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10-12-11

11 Jan 89

e b

Cteurds
g 8
11/

100178

£00183

£00193

£00198
€00227
€00228
F00233

F00237
F002¢0

F00272

OPIR 0125047-STD for B11XX  Security Police Page ¢

" Installation Entry Controller/instatliation Patrol

Lah Statoment
CIMINKI) FOST EMETKe,

SOMINNY RO DL LMY PHATNING (0 B RN
WANY P MIMILS (e A TURNS TN Z1040) (STAIEMNTD Ul WITNEAY)

MAKE EMTRIES ON AF FORMS 1364 (COMSENT FOR SEARCH AND SE1ZURE)

MAXE ENTRIES ON AF FORMS 1668 (FIELD [NTERVIEW)

MAKE ENTRIES ON AF FORMS 497 (AIR FORCE POLICY STATEMENT-FIREARMS
SAFETY AMD USE OF FORCE)

MAXE ENTRIES ON AF FORMS 829 (SMALL ARWS MWAND RECEIPT)
TYPE CORRESPONOENCE 1N ORAFT FORM
TYPE CORRESPOMDEMCE IN FINAL FORMAT

ADMINISTER FIRST AJD TQ PERSONNEL, OTMER THAN MUCLEAR BIOLOGICAL OR
CHEMICAL (MBC) OR COMBAT FIRST AlD

BRIEF POST RELIEF
CONDUCT BUILDING SECLRITY CNECKS
ESCORT PRTSONERS

l? STEP 14:

AOTS User's Handbook

The printout illustrated at
the left shows how data
appears for an OPTR when

- printed.

The following information explains the data printed for an OPTR:

The OPTR ID and version number are contained in the title of the printout, as
well as the Air Force Speciality which applies. The OPTR title is contained in
the subtitle of the printout.

Each task performed by the individual(s) occupying the position is listed (by
Task ID and Task Statement).

Each course required to be compileted by the individual(s) occupying the position
is listed (by Course Id and Course Title).

REVIEW THE OPTR DATA TO DETERMINE WHETHER OR NOT THE
OPTR IS SUFFICIENTLY TAILORED TO THE INDIVIDUAL.

If the individual is required to perform most of the tasks and complete most of the
courses listed for the OPTR, you will not need to create a new OPTR.

o

However, if the individual is required to perform tasks or complete courses which
are consxdcrably different from those listed in the OPTR, you will need to review
other versions of the OPTR. To review another version of the OPTR, you must
repeat Steps 8 - 14,

If no other versions of the OPTR exist, or if the other versions are not sufficiently
tailored for the individual, you must create a new (individualized version) OPTR.
The remaining portion of 'this section explains how you create a new OPTR.
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TO CREATE A NEW OPTR

Steps 1 - 14 explained how to determine whether or not an OPTR exists for an individual’s
duty position. When an OPTR does not exist for a duty position, or when the existing
OPTR(s) is not sufficiently tailored for an individual, you must create a new OPTR.

To create a new OPTR, you will:
0 Copy data from an existing OPTR and then edit the data for the new OPTR, or
o] Copy data from an existing GPTR and then edit the data for the new OPTR, or

o Update all data for the OPTR.

Steps 4 - 7 explain how to print and review a listing of all OPTRs for an Air Force
Specialty.

STEP 15: REVIEW THE OPTR LIST TO DETERMINE THE OPTR(S) FROM WHICH
@ YOU MAY COPY DATA TO CREATE A NEW OPTR.

Review the OPTR IDs and OPTR Titles, and isolate those OPTRs which may contain
the data you need. For example: If an OPTR ID does not exist which matches the duty
position number of the position, you would review the list to identify an OPTR with the
same (or similar) duty title; If an OPTR ID does match a duty position number, you would
review the list to identify the different versions of the OPTR.

o If you identify one or more OPTRSs, proceed to Step 16.

o If you did not identify an OPTR from the list, proceed to the information
following Step 16.

STEP 16: REVIEW THE SPECIFIC OPTR(S) TO DECIDE WHETHER OR NOT THE
;ﬁglg‘sslv\lﬂgp %%URSES ARE SIMILAR TO THOSE WHICH APPLY TO

Steps 8 - 14 explain how to print a single OPTR.

0 If you determine that an OPTR has sufficient data which can be copied to create
the new OPTR, proceed to Step 27.

0 If you determine that no OPTR exists from which you can copy data to creatc
the new OPTR, proceed to the following information and Step 17.
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nGTea7? . 801 Operational Position lask Requirements 3 Jan B9
1.5 Dats Editor When OPTR data is not
?)‘i’a'li‘ll%blc for crca{)ing glncw
, you may be able to
3 anate tm X copy data from a GPTR to
3. Display aw OPTR create the new OPTR. GPTR
& Rlete o data may be used as a
6. Print OPTRe baseline for OPTR data.
7. List OPTRs Steps 17 - 26 explain how to
€. Quit This Nemu gcccss and review GPTR

ata.

Salect Optiom: S_

10-12-12
STEP 17: SELECT THE REVIEW GPTRs OPTION. Enter 5§ and then press
CRETLRND.
NCT886 .081 Geveric Position Task Requirements (CPTR) Bditor 3 Jan B9
14 Hain Hamu The screen illustrated at the
left is the GPTR Main Menu.
L. Diovley o CPT8 You should first review the
Z. print o @1 listing of all GPTRs existing
3. Print GPTR Listing for the Air Force Specialty.
o. Quit This Mews You may review the GPTR
Listing on line or you may
print the listing to review it
Selact Option: 3 (print is illustrated).
10-12-13
STEP 18: SELECT THE PRINT GPTR LISTING OPTION. Enter 3 and then press
(RETURN).

123




AQOTS User's Handbook

DRAFT

MGTBBG 801
1.4

10-12-14

Gaveric Position lask Requiremewts (GPTR) Bditor 3 Jan B9
Nain Mewu OVERRITE
1. Dieplay a CPTR
2. Prist & CPTR
3. Print GPIR Listimg
q. Quit This News

Select Option: 3

Enter printer id or press ENTER to use 1RO _

@3 STEP 19:

ID and press

A prompt is added to the
bottom of the screen, for you
to identify the Printer ID at
which you want the GPTR
Listing printed.

PRESS OR ENTER A PRINTER ID. Press CRETURN ) to
print the list at your AOTS Workstation printer; or enter a valid AOTS Printer
l’.%f’r__ux@ to print the list at another designated AQTS

Workstation printer. (You may obtain a list of AOTS Printer IDs by calling

the AOTS hotline.)

A prompt is displayed on the screen, advising you that the printed listing is being
generated. Once the prompt disappears from the screen, you may obtain the printout from
the designated printer.

05 Jan 9 GPYR List for B11XX Security Police Page
Code Type Title
001 Other Law Enforcement Patroisen/instaliation Entry Controtler
002 Soth Armad Response Team/Security Response Teem (Leader/Mesber)
003 soth Desk Sergeent/Security Controller
004 Technician Resource Protection
005 Both FlLight Chief
006 Technician Air Sase Ground Detense (ASGD/Combet Skills)
007 soth Pass ano Registration/Visitor Control Center
008 Other Information Security
000 Other Reports and Anaiysis
010 Other Crime Prevention
o Technician  Entry Controlier
012 Other ALL TAask
Al -1 Other Pess and Registration
195 Other Information Security
Ut Other Reports end Analysis
431 Other EST Nembers
433 Other Crime Prevention
543 Other Oesk Sergeants
595 Other Ares Sentries
[l Other Patrol and €ntry Controllers
0 Other €lite Guards
M Other L. E. Fligne Chists
10-12-15

An example of a GPTR
Listing printout is provided
at the left.

Before the AOTS was available within the workcenters, members of the IST updated
GPTRs into the system. Each GPTR is identified by:

A three digit numeric code (e.g., 001, 185, and 686),

The type of duties performed in the position (i.e, Supervisory, Technician, Both
or Other), and

o
o
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o A title (e.g., Law Enforcement Patrolman, Flight Chief).

STEP 20: REVIEW THE LISTING TO IDENTIFY WHETHER OR NOT A GPTR
EXISTS FOR THE TYPE OF DUTY POSITION YOU ARE CREATING.

If a GPTR title exists which resembles the type of duties the individual performs in
his/her duty position, you should review the GPTR, therefore, proceed to Step 2i. By
reviewing the GPTR, you can then determine whether or not you can create the new OPTR

by copying data from the GPTR.

proceed to Step 26.

0 If a GPTR does not exist for the type of duties performed by the individual,

° NGT086 .001 Generic Position Task Nequirements (GPTR) Bditor 3Jan 89
14 Hain Hom Steps 21 - 25 provide proce-
dures for printing and
. Dieplay o CPTR reviewing a single GPTR.
2. Print a CPIR
3. Print CPIR Listing
1. Quit This Mews
Sslect Option: 2_
10-12-18
STEP 21: SELECT THE PRINT A GPTR OPTION. Enter 2 and then press
(RETURN).
neTeZ3.201 GPTR Specification 3 Jan B9
1.3 OVEMRITE The GPTR Specification

Input CPTR 14 (881 to 999) or press INTIR to seiect from list.

10-12-17
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screen is now in view. Here,
you specify the GPTR ID for
which you want to print
data.

You may enter the GPTR ID;
or, you may list the GPTRs
and then select the specific
GPTR to be printed. The list
option is illustrated next.
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@ STEP 22: PRESS CRETURN TO LIST THE GPTRs.

THE REMAINDER OF THIS PAGE LEFT BLANK INTENTIONALLY.
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G023 .202 GPTR Specification 3Jan 89
13 Selection of CPIR The list contains the GPTR

ID and Title for all GPTRs

M I Title existing for the Air Force

1. 881 Lav Inforcement Patrolman/Inatallation Entry Cowtroller Specialty.
2. o2 frasd Response Tsan Security Resy Tean (Leader/Member)
3. o83 Desk Sargeant/Security Comtroller
4. 004 Resource Protection
S. 885 Flight Chief
6. 806 Air Base Cround Defowse (ABCH/Combat Skills)
?. 807 Pass and NegistretionVisitor Control Center
8. es8 Information Security
9. 889 Reports and Amalysis
- 18. 918 Crime Prevention
11. 811 Entry Cowtroller
12, 012 ALL TASX
13. 185 Pass and Registration
. 14. 195 Information Security
15. 244 Reports and Amalysis

Use <{page dowm) koy for pagi
Lse (cursor) keys, or {(Enter <fileld munber), (1) wit) § Geturnd)

10-12-18
STEP 23: SELECT THE GPTR TO BE PRINTED. Enter the number corresponding to
the desire GPTR and then press
NGT823.282 GPTR Specification 3 Jan 89
1.3 Selection of GPTR OVEWRITE A prompt is added at the
bottom of the screem, as
M Title illustrated at the left.
1. o8t Law Enforcenewnt Patrolmaw/Installation Entry Comtroller
2, o2 Arngd Response Tsan Sacurity Response Tsan (Lesder Member)
3. 91 Desk Sergeant/Security Cowtroller
4. 004 Ressurce Protection
S. 885 Flight Chiel
6. 086 Air Base Grouwd Defewse (ABCH/Combat 8kills)
?. o7 Pass and NegistretionVisitor Control Center
8. 808 Infornation Security
9. 009 Reports and Mmalysis
18, 018 Crine Prevention
11. 011 Entry Comtroller
12. 012 ALL TASX
13. 185 Pass and Registration
14. 1% Information Security
15. 244 Reports and Amalyeis
Inter printer id or press INTIR to use DO
101219
@- STEP 24: PRESS CEETURN) OR ENTER A PRINTER ID. Press (RETTRRD to

Frlm the list at your AOTS Workstation printer; or enter a valid AOTS Printer
D and press CYB_.EmJ to print the list at another designated AOTS Work-
station printer. (You may obtain a list of AOTS Printer iDs by calling the
AQTS hotiine.)

A prompt will appear advising you that the GPTR print is being generated.
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STEP 25 REVIEW THE GPTR DATA TO DECIDE WHETHER OR NOT THE TASKS
: ARE SIMILAR TO THOSE WHICH APPLY TO THE NEW OPTR.

If a GPTR contains tasks which can be used as a baseline for the new OPTR, you will
copy the GPTR as part of the process when creating the OPTR. If a GPTR does not contain
data (v)v;x_}_c}lzx can be used as a baseline for the new OPTR, you must update all data for the
new .

o Repeat Steps 21 - 25 if you wish to print another GPTR to review.

STEP 26: SELECT THE QUIT OPTION FROM THE GPTR MAIN MENU. Enter Q (or
q) and then press
NETEO? .001 Operational Position Iask Reguirements 3 den B?
1.5 Bata Bditor To create a new OPTR, you

musthsclact tthférst option
on the OPTR itor Main
ettt Menu (illustrated to the left).

. Display an OPTR
. Delete an OPTR
Roview CPYRe
Print OPTRs

. List OPTRs

. Quit This Mewu

Salect Optiom: L

10-12-20

STEP 27: SELECT THE CREATE A NEW OPTR OPTION. Enter 1 and then press
(BETURN).
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NCTB8? . 300 Oporationa] Position Task Requirements 3 Jan 89
1.5 OPTR Specification OVEMRITE The OPTR Specification
screen is where you specify
the OPTR ID and version for
the new OPTR.
OPTR Duty Pusition: 0675428_

Individualized Version:

Eater OPIR to Creata. Press PAD ¢ to abort.
Ploase Input a valus batusen @ 1 and 9999999

10-12-21
STEP 28: ENTER THE OPTR ID. Enter the seven digit d% E)osition number for
which the OPTR applies and then press .
neTBE? . 308 Operational Position Task Requirements 3 Jan 89
1.8 OPTR Specification oUEMA I TE The prompt at the bottom of
the screen changes, for you
to specify the version of the
new OPTR.
OPTR Duty Position: 8675420
Individualined Vsrsion:
Select (S)tamdard OPTR, (L)ist, Enter (I)mdividualized OPTR 7 8
10-12-22
You will select the Standard OPTR option if:
o the position is occupied by one individual, or
o) all individuals occupying the position perform the same tasks and complete the

same courses.
You will select the Individualized OPTR option if:

(o] the duty position is occupied by more than one mdnvxdual and separate versions
of the OPTR are necessary to identify differences in the tasks performed and
courses completed by the individuals occupying the position.

When an OPTR is a standard version OPTR, the version is represented by the code
"STD." When an OPTR is an individualized version OPTR, the version is represented by a
three digit numeral (e.g., 001, 002).
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STEP 29: SELECT THE STANDARD OR INDIVIDUALIZED OPTR OPTION. Enter S
@ (or s) and press : or enter | (or i) and press ,and
then enter a version number. (Standard version has been illustrated.)

'~ THE REMAINDER OF THIS PAGE LEFT BLANK INTENTIONALLY.
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neTes?.183 Operational Position Task Requirements 3 Jan B9
1.5 Create Options The OPTR Create Options
fcfl:”l[l is illustrated to the
eft. Itisat tnis point where
3 Crete b opul an srrtice OPTR you identify how you want
3. Create by entaring a completa OPTR to update the data for the
q. Quit This News OPTR
Salect Option: _

10-12-23

If you previously determined that data from an existing OPTR closely resembles the
tasks and courses required for the new OPTR, you will select the first option on this screen.
You will then see screens and prompts w}uch enable you to specify the OPTR to be copied
(you will enter the OPTR ID and version code).

If you previously determined that data from an existing GPTR closely resembles the
tasks required for the new OPTR, you will select the second option on this screen. You will
then see screens and prompts which enable you to specify the GPTR to be copied.

If you previously determined that data must be entirely entered for the OPTR (because
data can neither be copied from an OPTR nor a GPTR), you will select the third option.

STEP30:  SELECT THE OPTION CORRESPONDING TO HOW YOU WILL ENTER
@) THE DATA FOR THE OPTR. Enter 1, 2 or 3 and then press

If you selected option 1 or 2, provide the identification data for the OPTR or GPTR
to be copied (screens and prompts you wili see are not illustrated).
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NETE87? . 181 Operational Position Task Roguirements 3 Jan 89

1.5 Position Title for B675420-8TP The screen illustrated to the
left reflects the OPTR
Identification data for the

1. OPTR Title: new OPTR.

Developed by:  33gt Abrems, fark 4. The OPTR ID and version

are identified in the subtitle
of the screen. The OPTR
Title is identified at Data
Field 1.

Use {cureor) heys, or {(Enter (field mumber), (y> guit) & C(returwd) i,

10-12-24

If you copied an OPTR or GPTR, the title of the copied OPTR/GPTR is reflected. If
you did not copy an OPTR or GPTR, no OPTR title is reflected on this screen. An OPTR
title should be the same as the duty title of the individual(s) who occupies the duty position.

If you need to change the OPTR title, proceed to Step 31. If the OPTR title reflected
on the screen is correct for the new OPTR, skip Step 31 and proceed to Step 32.

STEP 31: ENTER THE OPTR TITLE FOR THE OPTR BEING CREATED. Enter 1 (for
field number ﬂ I and then press CRETIIRNL).; then enter the title and then
‘ press CRETORN ). (Note: You may have to toggie the INSERT /OVER-
WRITE mode when entering the duty title. This is done by pressing the ONS)
key on the KEYPAD, so that the word OVERWRITE appears in yellow at the
top right corner of your screen.)

@ STEP 32: QUIT THE POSITION TITLE SCREEN. Enter Q (or g) and then press
CRETIIRND.
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nGreaz . 182 Data Sslection Mewu 3 Jan 09
1.5 OPTR 1D 0675428370 The OPTR Data_Selection
menu is now in view (illus-
L. Poaition Title trated to the left).
2. AFS Task Iraining Requirements
3. Add Local/Mew AFS Task Requiremsnts The options appearing on
4. Other Treining Royuiremants this screen identify the
4. Quit This Mew different data which are
entered and stored for an
OPTR.
Salect Option: 2Z_
10-12-28
STEP 33: SELECT THE AFS TASK TRAINING REQUIREMENTS OPTION. Enter2
[F and then press
nGTe84 001 Tasks Sslacted and Priority 6 Jan 89
1 oo TR GTSAZSID - BLLX Zacurity Police The screen now reflects a list
PRRFOR OPERATOR NAINTDMANCE ON AN N-16 RIFLE of Task IDs and task state-
- ments which apply to the
2. reazes tasks performed in this
NAXE ENTRIES ON DD FORNIS 1488 (ANNED TORCES TRAFFIC TICKET) position.
3. reszm If an OPTR or GPTR had
FIRE UEAPONS TO MAINTAIN QUALIFICATION been CODICd the tasks you

see are those that were listed

L] for the OPTR/GPTR which
PFREPARE AMD ISSUE TRARTIC TICKETS OR VIOLATION MOTICES had bcen COpiCd. If an OPTR
or GPTR had not been
copied to create this OPTR,
you will not see task data on
the screen.

5. reszs9
CONTROL SPECTATORS AT SPICIAL EVENTS

(A)dd to end, (I)usert, (D)elete, (O)rder mamsally, (RMeprioritiss,
(1)ask Factor, (S)earch, Pghn, (Qluit ?

10-12-28

The prompt at the bottom of the screen contains options for changing or specifying
tasks for the OPTR, and for determining the order the tasks should be listed. Depending
on how many changes are required, you may need to repeat options more than once.
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o You must delete cach task that is not performed by the individual(s) occupying
the position. To delete a task: select the Delete option (enter D or d and press
CBETURN]); then, enter the data field number corresponding to the task to be
deleted and press CRETURE ). A prompt is displayed, to verify that you want the
item deleted; if you enter Y (yes), the task is deleted and all data after the task
are moved up one field on the screen; if you enter N (no), the deletion is ignored.

0 You must add each task that is performed by the individual(s) occupying the
position. You will need to review the Master Task List gMTL) to determine the
Task IDs which are defined for the Air Force Specialty. (A printout of Task IDs
and task statements for the MTL should be available at the workstation - if not,
call the AOTS hotline.) You cannot determine the Task IDs that apply to the
OPTR unless you have access to all Task IDs for the AFS. To add a task, you
can select one of two options on the screen:

- The Add to End option enables you to add one or more Task IDs to
the end of the list. Enter A (or a) and press CRETURKNJ; then enter the
Task ID to be added and press CRETURN]). You may continue adding
Task IDs, one at a time. Once you press return twice in a row (as a
prompt will indicate on the screen), the Add to End option is dis-
continued and the original prompt 1s returned to the screen.

- The Insert option enables you to insert one or more Task IDs anywhere
on the list. Enter I (or i) and press (CRETURNJ); then enter the Task ID
to be added and press (CRETURE ). You may continue to insert Task IDs,
one at a time. Once you press (CRETURN ) twice in a row (as the prompt
indicates), the Insert option is discontinued and the original prompt
is returned to the screen.

o You must rank-order the tasks listed for the OPTR. The AOTS has a built in
rank-ordering scheme which you should employ, by selecting the Reprioritize
option (enter R or r and press (HETUsN)). Based on a variety of task factors
(percent performed, task difficulty, etc.) stored for each task, the system rank-
orders the tasks and lists them by priority. You are also able to manually order
tasks by selecting the Order Manually option and entering data as required by
the prompts which appear on the screen.

mation has been provided above, which explains how you should modify
the data to reflect only those tasks which apply to the OPTR being created;
and how to rank-order the tasks.

(? STEP 34: MODIFY THE LIST OF TASKS FOR THE OPTR, AS NECESSARY. Infor-

STEP 35: QUIT THE OPTR TASK SELECTION AND PRIORITY SCREEN. Enter Q
@ (or q) and then press CRETURN ).
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10-12-27

Select Optiom: 3

NGTEB? . 182 Data Selectiom Nemu Jdan B
1.5 OPTR ID 0675428-5TD The OPTR Data Sclection
Menu returns to view (as

1. Position Title illustrated to the left).
2. AFS Yask Iraining Requirements .
3. add Locai/Meu ATS Task Resuirements Once you have defined the
4. Other Training Royuirements AFS tasks which apply to the
. Quit This New OPTR, you then must define

any local or new tasks which
apply to the OPTR.

@ STEP 36:

SELECT THE ADD LOCAL/NEW AFS TASK REQUIREMENTS OPTION.
Enter 3 and then press .

THE REMAINDER OF THIS PAGE LEFT BLANK INTENTIONALLY.
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G104 .001 lasks Selected and Priority 3dan B
1.9 OPTR 8675420810 - G1LX Security Police

1. 018999
PERTORN OPERATOR MAINTEMANCE OM AN N-16 RIFLE

2. Iee2me
MAKE ENTRIES OM DD FORRS 1480 (ARNED FOACES TRAITIC TICMET)

3. resz7s

FIRE UEAPONS TO MAINTAIN QUALIFICATION
4. Fea3ms

PFREPARE AMD ISSUR TRAFFIC TICKETS OR VIOLATION MOTICKS
S. reezss

CONTROL SPECTATORS AT SPECIAL EVENTS

(A)dd to end, (I)wsert, (D)eists, (0)rdar mammally, (Reprioritise,
(Y)ask Factor, (L)ocal/Mew task identification, (S)earch, Pghn, (Quit 7 _

10-12-28

The list of Task IDs and
statements for the OPTR
appears.

You will need to obtain a list of Task IDs an the list of Task IDs and task statements
which make up the Local-New Task List for the Air Force Specialty. This list should be
available at the AOTS Workstation; if not, call the AOTS hotline.

o Review the list to determine if one or more local/new tasks should be added to
the OPTR. If you need to add a task, you can add it at the end or insert it
anywhere on the list. If you add one or more tasks, you may also want to have
the system reprioritize the tasks for the OPTR (select the reprioritize option).
The Add to End, Insert, and Reprioritize options are the same options explained

between Steps 33 and 34.

[? STEP 37: MODIFY THE TASKS FOR THE OPTR, IF NECESSARY.
STEP 38: QUIT THE OPTR TASKS SELECTION AND PRIORITY SCREEN. Enter Q
K= (or q) and then press LRETTIRN).
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nGT08? . 182
1.5

10-12-29

o AN e

Deta Selection Memu
OPTR ID 0675420-5T0

. Position Yitle

. AFS Task Training Roquirements

. Add Local/Meu ATS Task Requirements
« Othur Ireining Requirements

. Quit This Newu

Select Option: ¢

3 Jan 89

@ STEP 39:

and then press (RETUEND.

MGTOSD.018
1.3

ATESE2
ATER86
ATES16
ABSO18
CcTenss

nos e N

10-12-30

Course ldewtif jcatiom

OPIR Other Treining Requiremenwts
OPTR OTR List

Title
Self Ald and Buddy Care
Crine Prevention Training
Driver lnprovensnt Course V
Accidenwt Ieiefing

6 Jan 89

Monitoring Intry lnto and Exiting From

Shelters During Emsrgency Situations

Chooes Edit option (Modify, (I)meert, (A)dd To Emd, (Dlelete, (QPuit 7 _

AOTS User's Handbopk

The last option on the OPTR
Data Selection Menu applies
to the Other Training
Requirements (OTRs) which
apply to the duty position.

Other training require-
ments, with respect to an
OPTR, includes:

(1) Ancillary Courses;
(2) Additional
Courses;

(3) Contingency Tasks; and
(4) ECI/CDC courses.

Duty

SELECT THE OTHER TRAINING REQUIREMENTS OPTION. Entera 4

If you copied an OPTR to
create this OPTR, you may
see OTR data on the screen.
OTR data includes Course
IDs and Course Titles for
Ancillary, Additional Duty
and ECI/CDC courses, and
Task IDs and task statements
for Contingency Tasks.

The screen will not reflect

data if you did not copy an

OPTR, or if the OPTR you

gopied did not contain OTR
ata.

If a course/task is listed which does not apply to the OPTR being created, you must

delete the OTR

press
and press

rom the list. To delete an OTR, select the Delete option (enter D or d and
m;i then, enter the data field number corresponding to the OTR to be deleted

You then must determine the OTRs which should be added to the OPTR. You must
have access to the OTR lists which are available from the system. You cannot determine
the OTRs which should be listed for this OPTR, unless you review all the OTRs which exist
(OTR data is not sorted by Air Force Specialty). The OTR Lists should be available at the
AOTS workstation; if not, call the AOTS hotline. There are two ways in which you add one
or more OTRs to the OPTR:

137




AOTS User’'s Handbook DRAFT

Select the Insert option (enter I or i and press CRETURN )); enter the data field
number to identify where the OTR data is to be listed, and press CRETURN ); enter
the code representing the type of OTR (a legend is prov:dcd in a prompt ‘which
lists the codcs% and prcss return; then, enter the OTR ID of the OTR to be added,
and press

-OR -

Select the Add to End option (enter A or a and press (RETUEN)); enter the code
representing the type of OTR (a legend is providedin a prompt! and grcss CRETURN );
then, enter the OTR ID of the OTR to be added, and press

@ STEP 40: MODIFY THE OTHER TRAINING REQUIREMENTS FOR THE OPTR, IF

NECESSARY. The procedures have been explained above. No other
screens/prompts/options are provided for illustration.

STEP 41: QUIT THE OPTR OTHER TRAINING REQUIREMENTS SCREEN. Enter Q
@ CRETURN ).

and then press

nGreE?.182
1.5

10-12-31

Data Sslection Mewm 3 Jan 89
0PTR ID 8675420-8TD The OPTR Data Selection
Menu reappears ~n the

screen (as illustrated at the
. Position Title lﬁft).

AFS Tesk Training Requirensnts
nid LocalMew AFS lask Requirewents

Other Training Boyuirensuts You have completed the
a. Quit This Mows creation of the new OPTR at
this point. Next, you shouid
print the OPTR and review
Select Option: @ the data for accuracy.

AWNe

@ STEP 42: QUIT THE OPTR DATA SELECTION SCREEN. Enter Q (or g) and then

press CRETLURN )

To print the newly created OPTR, repeat Steps 8 through 13. If data is incorrect, you
must then edit the OPTR to correct the invalid data.

(o]

To edit the OPTR, you will need to select the Edit an OPTR option from the
OPTR Main Menu (thns is Option 2 on the menu). You will then enter the OPTR
ID and version, after which the OPTR Data Selection Menu is displayed. Steps
33 through 42 provide the procedures you must follow when editing the OPTR.
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LAST STEP

Select the Quit option (enter Q and press return) enough times to return to the AOTS
Primary Access Menu. At that point, you may quit the menu and log off the system, or you
may perform another AOTS function.

THE REMAINDER OF THIS PAGE LEFT BLANK INTENTIONALLY.
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10.13 Perform Qualification Assessment (Training Needs Diagnosis)

The Qualification Assessment process enables you, as a Supervisor, to match individuals
on your supervision list against position training requirements. Based on this matching you
can readily:

0 determine which airmen on your supervision list are most nearly position qualified
for each of the duty positions you supervise;

o compare the qualifications of various airmen on one or more positions;

o identify the AFS Tasks and Other Training Requirements (OTR) on which each
axrnll.afr_x \gho is assessed on a position needs to be trained to become fully position
qualified;

o make duty assignments that will require the least amount of training to ensure
that all positions are covered by position qualified personnel;

0 determine the number of tasks on which airmen under you need to be trained;

This section of the AOTS User’' s Handbook details the steps required to perform
Qualification Asscssments against AFS duty positions on the airmen assigned to you for
supervision.
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1.3

10-13-1

Advanced Ow-The-Job Training System (AOTS)
Primary Access Mo

. Parsomal Training Information

. Iraining Management

. Raster Task List (NTL) Interface
. Position Requirements

. Quit This Newu

W

Select Option: 2

Jda: 09

AOTS User's Handbook

Qualification Assessment is
a function performed within
the Training Management

component of the AOTS. This -

component is acccsscd via
Option 2 on the AOTS Pri-
mary Access Menu (illus-
trated at the left).

SELECT THE TRAINING MANAGEMENT OPTION. Entera 2 and then

@’ STEP 1: Dress

nCTO1S .081
1.6

10-13-2

AFS Selection Mew

Ploase select the desired AFSC:

45204 Tectlocal Alrcreft Haintemance
4508

Asrespacs Propulsion
7308 Pereowws!
01X Security Police

q. Quit This Nem

W

Select Optiom: 4_

3 Jan 83

@ STEP 2:

and then press

141

If you are authorized to
access data for more than
one AFS you will see the
screen illustrated to the left.
The AFS you select must he
the same as the AFS for the
position or person for which

you arc performing the
qualification assessment
process.

If the individuals listed on
your Supervision List have
the same CAFSC, your access
to data is restricted to that
AFS. Therefore, you will not
see the AFS Selection screen
nor will you perform Step 2.

SELECT THE AFS. Enter the number corresponding to the desired AFS
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SUPE27 .906 Training Mansgemant 3 Jan B9

1.3 As you can see, the Training

Management screen con}ams
an option titled Qualifica-

. Training Scheduler : +

Alrwan Training Record (ATR) Manaper tion Assessment.

Roporting Prograns

Qualification Asesesment

Off-Line Test Comtrol

. Off-Line Test Scoring
. Access existing Event

- \l"!ﬂ‘UNlﬂ

. Quit This Newu

Selsct Option: 4_

10-13-3
STEP 3: SELECT THE QUALIFICATION ASSESSMENT OPTION. Enter 4 and then
press CRETURN ).
NCTE3S. 001 Position Qualification Asssasment 3 Jan B9
1.1 Choose Assesenest fode The screen illustrated to the
lef tbcl:O' tains o?t;ons whiﬁh
enable you to: (1) assess the
é; 3 foaltion qualifications of one or more
3. Bovisw Position Treining Requirements persons against a specific
o Guit This New duty position (Option 1); (2)
assess the qualifications of
one individual against one or
Salact Option: more duty positions, (Option
2);and (3) review OPTR data
(Option 3).
10-134

The remainder of this section is organized in two parts: Part A covers qualification
assessment by position; Part B covers qualification assessment by airman. (Ortion 3 is not
covered in this section. Section 10-12 of this handbook provides you with procedures for
reviewing OPTR data.)

o The two assessment modes are similar but enable you to accomplish different
functions.
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(o] Either mode permits you to assess the qualifications of onc airman against onc
position. If you are performing a qualification assessment for one individual,
you may refer to the instructions provided in either Part A or Part B of this
section.

0 Either mode enables you to assign an individual against a duty position; whereby
the person’s individual training requirements (ITR) are automatically estabhshcd
and updated in his/her ATR. Once established, you are then able to revise the
ITR data as necessary.

o If you want to compare two or more airmen against one position, you must refer
to Part A of this section. This assessment mode enables you to compare the
amount of training that each airmen would neced to qualify for the same duty
position.

0 If you want to assess an individual against two or more positions, you must refer
to Part B of this section. This assessment mode enables you to assess the amount
of training the airman would need to qualify for each duty position.

THE REMAINDER OF THIS PAGE LEFT BLANK INTENTIONALLY.
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PART A - QUALIFICATION ASSESSMENT BY POSITION

neT839.081 Position Qualif ication Asssssment 3Jan 09
11 Chaose Assesament Hode This part of the Qualifica-
tion Asscgsmcnt procedures
explains how you assess the
2. 3y hirman qualifications of one or more
3. Meview Position Trajning Reyuirements individuals against a spe-
q. Quit This News cific duty position.

Select Optiom: 1

10-13-3
STEP &: SELECT THE BY POSITION OPTION. Enter a 1 and then press
g CRETIEND). P
nETEB? . 380 Opsrational Position Task Requirements 3Jan B9
15 OPTR Specification OVIRRITE The OPTR Specification
screen is used to specify the
OPTR ID and version for the
position which you will use
OPTR Duty Poeitiom: 8125047_ during the assessment pro-
Individualined Vereion: cess.
Butar OPTR for Assessment List. Press PAD ¢ to abort.
Pleoase input a valus betusen @ 1 and 9999999
10-13-8
STEP S: ENTER THE OPTR ID THAT APPLIES TO THE POSITION FOR WHICH
YOU WILL ASSESS THE QUALIFICATIONS OF ONE OR MORE INDIVID-

UALS. Enter the seven digit OPTR ID (which is the same as the duty posi-
tion number) and press .
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1.5

10-13-7

neT887 . 308

OPTR Duty Position:

Operatiomal Position Task Requirements
OPTR Specilication

0125047

Individualised Vsreion:

3 Jan 89

Selec. (S)tamdard OPTR, (L)ist, Enter (I)ndividualized OPTR 7 |

@ STEP 6:

2. o1
3. 2

10-13-8

nCTea7 . 301 Operational Pesition Iask Roquirements
1.5 Vsrsion Selection for OPTR 0125847—81
1. ST Installation Intry Cowtrolles/Imstallation Patrol

INSTALLATION PATROLMAM
INGTALLATION PATROLUOMAN

Select the OPTR wversion wanted

3 Jan B9

Use Coursor) heys, or ((Enter (field wamber), (¢> quit) & (return)) 2_

@ STEP 7:
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The prompt at the bottom of
the screen changes, for you
to specify the version of the
OPTR.

You may specify the version
by selecting either the
Standard or Individualized
OPTR option; or you may list
the versions and then select
the version from the list.
The list option is illustrated
next.

SELECT THE LIST OPTION. Enter L (or I) and then press (CRETURN).

The list of versions for the
OPTR is shown on this
screen. The illustration at
the left provides examples of
versions for an OPTR.

As explained in Section
10-12, there are two types of
OPTR versions: Standard
and Individualized. The
code which represents a
standard OPTR is "STD"; the
code which represents an
individualized OPTR is a
numeral (up to three digits).

SELECT THE VERSION OF THE OPTR. Enter the data field number corre-
sponding to the desired version and then press
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neTE3Y . 082 Position Qualification Assssament 3Jan 89
1.4 For Position 8126047-801
SSAN Rank Nane Tsk Amc Add Con EC!

1. 0880888083 [ Acorn, Hearistta

2. 990800001 Srd Adans, Pat A.

3. 998000882 SrA Apple, Joim A.

4. 0BBOBBERS Sgt Baker, Jans C.

S. 080000086 NSyt Bradberry, Allen K.

10-139

Enter (B)o asssssment, (Rleview training, (Adesign, (Puit 7 ]

The subtitle of this screen
displays the ID and version
of the OPTR which you
selected.

The screen also lists ALL the
airmen who have been
assigned to you for super-
vision.

The prompt at the bottom of the screen provides four options:

o (D)o assessment -- initiates the assessment of a persons’ qualifications against the
OPTR. (The certified tasks and completed courses listed in the individual’s
training history are matched against the tasks and courses which comprise the

OPTR.)

o (R)eview training -- enables you to review a person’s ITR once the person is
assessed against an OPTR. (If you select this option before assessing the individual
against a position, the system prompts you that the airman has no ITR.)

o (A)ssign -- assigns a person to the position identified by the OPTR ID appearing
in the sub-title of the screen. This option establishes the initial data for the

person’s ITR.

o (Q)uit -- quits the assessment process for the position.

@ STEP 8: INITIATE THE QUALIFICATION ASSESSMENT PROCESS. Enter D (or d)

and then press
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NGTE39.082 Position Qualification Azssssment 3 Jan B9
14 Yor Position 8125847-001 The system prompts you to
sSAR Rank Name Tek Anc Add Con BCI select an airman to be
1. 096008883 AN Acorn, Hewrietta asscsscd'
2. 686008881 Srh Adans, Pat A.
3. 8088886G2 Srh fAprle. Jon A.
4. GBP00888S Sgt Baker, Jans C.
S. 600000806 gt Bradberry, Allen X.
Select the individual to assess
U {oureoe) hoys, or {((Enter {field manber), <¢) quit) & (returnd) 4
10-13-10
STEP 9 SELECT AN AIRMAN TO ASSESS. Enter the data field number corre-
sponding to the airman you wish to assess and then press
NCTEI9.082 Position Qualification Asssssment 3Jan 09 -
11 Tor Position G1Z5847-00L The prompt at the bottom of
sset Rank Mane Tak #nc Add Com ECI the sgrcen lcl:he}n es ?s illus-
1. 998886883 o Acorn, Hearistta trated to the left. It takes
3 Gmesmez o el g only a few seconds for the
4. 899808085 Set Baker, Jame C. AOTS to perform the assess-
S. 880000006 Byt Bradborry, Allen X. ment.
Asssssing qualifications for Baker, Jams C.
. in position 012S047-801...Please Vait
10-13-11
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TS .002 Position Qualification Asscsament Jdan B9
1. FYor Position 0125047-801
SEAN Rank Nane Tsk #oac Add Com ECI
1. 008808083 AN Acorn, Hewrietta
2. 900808081 Sré Adams, Pat A.
3. 86000082 S Apple, Jolm A.
4. 500088085 Sgt Baker, Jane C. 67 68 8 8 ¢
S. 006080006 Mgt Bradbarry, Allen K.

10-1312

Exter (D)o ssssnsment, (Rleview training, (Adesign, (Quit 7 _

When the assessment is
complete, the system dis-
plays the results of the
assessment (as illustrated to
the left).

The numbers under the col-
umns at the right side of the
screen identify the number
of tasks for which the person
would require trammg as
well as the other training
requirements (1 e., Ancillary
courses, Addmonal Duty
courses, Contingency Tasks
and ECI/CDC courses) the
airman would have to com-
plete to be qualified for the
position.

If you desire to review the tasks and other training requirements which are identified
for the mdxvxdual by the assessment process, you must selcct the Review Training option.
This option is not further explained nor illustrated.

If you desire to assign the individual to the duty position, and establish his/her

individual training requirements (ITR), proceed to Step 10.

-

If you desire to assess another individual against the same position, repeat Steps 8 and

If you desire to assess the qualifications of other individuals against another duty

position:

o Select the quit option (enter Q or q and press (EETURN)). N

0 Repeat Step 4 (i.e, select the "By Position" option).

o A screen is displayed that lists the OPTR ID(s) against which you have assessed
individual’s quale ncatnons Select the "Include Another Position In List" option

(enter I and press CRETURND).

o] Repeat Steps 5 through 9.
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neTe39.082 Position Qualification Assessment 3dan B

1.1 ‘ Yor Position 8125047-001 When you _assign an indi-
3 Rank Mane Tak Anc Add Con ECI vidual against a dg 5 posi-

1. 885060883 AN Acorn, Henristta tlon uslng thc A the

S bammmz S Aveie, Jeie . system automatically

4. 898080865 syt Baker, Jaws C. 6 8 8 8 @ establishes the person’s ITR.

5. 500998886 nSgt Bradberry, Allen X.

Remember, when an assess-
ment is pcrf ormed, the per-
son’s tramxng hxstory is
w;tchcd against the OPTR.

en an ass;gnmgj:g; is per-
formed, the tasks for which
the airman is not certified,
and the other training
requirements for which the
airman has not completed,

Enter (B)o ssssssment, (Rleview training, (AMesign, (Quit 7 A "
all_ll'_eR updated to the person’s

10-13-13
STEP 10: SELECT THE ASSIGN OPTION. Enter A (or a) and then press
g i TR)
neTe39 . 002 Position Qualification Asscssment 3 Jan 89
1.4 Tor Position 8125847-061 The prompt changes at the
sSAN Rank Name ok Amc Ad Cow ECI bltl)ttom % the hscrlc?_n) (as
1 mm"m v Acorn, Hearistta illustrated to the left), to
3 bosemez o nole. Jeke . advise you to select the
4. 90B8AABES Syt Baker, Jans C. 62 8 8 & ¢ mdxvxdual you wish to
S. 00060800¢  MEgt  Dradberry, Alles X. assign to the position.
Select the individual for position assigmment
Use Ccursor) heys, or ((Enter {field wunber), (¢> quit) & CGeturwd) 4,
10-13-14
STEP 11 SELECT THE INDIVIDUAL TO BE ASSIGNED. Enter the number corre-
@ sponding to the individual and then press (RETURN ).
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10-1318

'
Je395]

Position Qualification Assessment
Tor Position 0125047-801

Name

Acorn, Hewristta
Adans, Pat A.
fpple, John A.
Baker, Jaws C.
Bradberry, Allen K.

3dan

Isk Amc Add Com £CI

Doweloping treining requiremswts for Baker, Jans C.

in pesition 012SD47-081...

Pleass Uait

The prompt changes to
reflect that the individual’s
training requirements are
being developed. This part
of the process takes only a
few seconds.

Once the person’s ITR is
developed, you are provided
with a prompt asking if you
wish to update the ITR.

Many times, you will choose to updatc the person’s ITR at the time you assign him/her
to the position. By updating the person’s ITR, you can:

Add tasks which the person performs (which are not listed in the OPTR),

Delete tasks which the person does not perform (which are listed in the OPTR),

Add Ancillary courses, Additional Duty courses, Contingency Tasks and ECI/CDC
courses, which are required by the individual (which are not listed in the OPTR),

and

Add PME and Formal Training courses (these types of courses are not listed in

OPTRs3s).

If you do not want to update the pcrson 's ITR at this time, respond NO to the prompt

shown on the screen (enter N or n and press CBEURN)). Then, quit each screen (enter Q

or

q and press CREILRSJ)) until you reach the AOTS anary Access Menu. (At a later time, you
can refer to Scctxon 10.8 for procedures for reviewing and editing the ITR.)

@ STEP 12:

SELECT THE YES

(or y) and then press CEETURN).
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NGTE30 882
1.5

10-13-18

individual Training Requirements 3 Jan B9

Select Type of Trajning to Review

. A8 Yask

AOTS User’'s Handbook

The screen illustrated to the
left identifies the types of
training requirements which
are listed in a person’s ITR.

. Mmcillary

. Additiomal Duty
. Contingency

. ICI2CC

NI.'IHAQN!-

ne
. Tormal Iraining
. Quit This News

Salact Option:

[? STEP 13:

The screens, prompts and options you will see are not illustrated in this section. You

one at a time, and review/edit the individual's requirements.

may refer to Section 10.8 for explanations of data and options contained in an ITR.

The following information should be considered as you update the person’s ITR:

o]

ECI/CDC course listed.

Ensure the person requires training to perform each task listed in the ITR.

If a task is one which the person is already trained and certified to
perform, you must certify the task. (Section 10. 16 provides procedures
for certifying a task.)

If a task is listed which the person does not perform, you must delete
the task since the person is not required to be trained on tasks the
airman is not required to perform.

If a task is not listed for which the person is required to perform and
for which the airman requires training, you must add the task.

Once the correct tasks are identified, the tasks must be placed in order
of training priority. (You can select the order option and move one
or more tasks up or down on the ITR. The ITR operates on a rank-order
process -- the person is trained on the tasks listed at the top of the
list before the airman is trained on the tasks appearing at the bottom
of the list.)

Ensure the person is required to complete each Ancillary, Additional Duty, and
! If the individual is not required to complete a course,
delete it from the ITR. If a course is not listed, add it to the ITR.
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o Ensure the person is required to be trained on the Contingency tasks listed in
© the ITR. If the individual will not perform a task while assigned to the duty
position, delete the task from the ITR. If tasks are missing, add them.

0 PME and Formal Training courses arc not listed in OPTRs, therefore, you must
update these types of training requirements into the person’s ITR.

STEP 14: QUIT THE ITR TYPE SCREEN ONCE YOU HAVE FINISHED REVIE-
@ WING‘UPDATING THE ITR DATA. Enter Q (or q) and then press
-‘iui‘. .

THE REMAINDER OF THIS PAGE LEFT BLANK INTENTIONALLY.
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NCT839 .001 Position Qualif ication Assessment 3Jdan B9
1.4 Choose Asseesment Mode The Qualification Assess-
gn%qt I:/lodf‘l Selection scrgcn
1s displayed, as illustrated at
2. By Atrman the left.
3. Beview Pogition Treining Requiremsnts
A. uit This Mem Now that the person’s ITR is

established, you (or other
designated individuals) may
Selsct Option: @ begin to schedule and con-
duct training for the indi-
vidual, based on the
requirements identified in
his/her ITR. Refer to Sec-
tion 10.14 for procedures for
administering training when
using the AOTS,

10-13-17

LAST STEP

Continue to sclect the Quit option from each screen (enter Q or q and press CRETURN))
as many times as nccessary to the AOTS Primary Access Menu. At that point you may quit
the menu and log off the system, or you may perform another AOTS function.
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PART B - QUALIFICATION ASSESSMENT BY AIRMAN

nCTE39. 001 Position Qualif ication Asssssment 3Jan 8
11 Chooee Aeseement. fode This part of the Qualifica-
tion {\ssc}fsmcnt procedures
explains how you assess the
| 8 ¢ T . . .
2. By hirean qualifications of one indi-
3. Beview Pusition Treining Reguirements vidual against one or more
«. Quit This Howe duty positions.

Selact Option: 2

10-13-18
STEP 15: SELECT THE “BY AIRMAN" OPTION. Enter a 2 and then press
eI .2 Position Qualif ication Assessment 3Jan B9
11 The name of each airman
s Rank Mame Tak mc Add Com KCI appearing on your Supervi-
1 m -~ m; honelotta sion List is displayed.
3. 2980998R2 Sea fwpie, Johm 4.
4. 998898065 Sot Bakar, Jane C.
5. 689899986 gt Bradberry, Allen K.

Salect the Alrman for assesement
Uss (oureoe) heys, or {(Enter (field wumber), <§> quit) & (returw)) 1

10-13-18
STEP 16: SELECT THE AIRMAN TO BE ASSESSED. Enter the data fieid number
@) (%es%ndlng to the airman you wish to assess and then press
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NETE39.083 Position Qualification Asssssment 3 Jan B9
1.1 Tor Acorn, Hewrletta
OPTR 14 Isk fmc Add Con EC!
1. 9125847881

Enter (I)nclude iw list, (D)o sssessment, (Rleview trainiwg, (A)ssigm,
MQit 7]

10-13-20

AOTS User’'s Handbook

If you had performed an
assessment using procedures
from Part A of this section,
you will see the screen
tllustrated to the left.

If you do not sce this screen,
proceed to Step 18.

This screen allows you to select any of the OPTR IDs listed; or include other OPTR
IDs on the list. The OPTR ID you select from or include on the list identifies the position
which the individual (selected at Step 16) will be assessed against.

0 If an OPTR 1D is listed corresponding to the OPTR you desire to assess the
mdxvxdual against, select the Do Assessment option (enter D or d and press
CRETURN)). Then, select the OPTR (enter the number corresponding to the desired
OPTR ID and press CEEURN)). The assessment process is initiated -- refer to the
information prcscntcd aftcr Step 20, for an explanation of the data resulting

from the assessment process.

o If you need to include an OPTR on the list, procecd to the next step.

STEP 17: SELECT THE INCLUDE IN LIST OPTION. Enter | (or i) and then press
=N CRETURN).
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neT087 380 Opsrational Position Task Requiremerts 3 Jan 09
1.5 OPTR Spacification OVEWRITE

OPTR Duty Pomitiom: 8125047

Individualined Version:

Buter OPTR for Assevsment List. Press PAD ¢ to abort.
Please input a valus botusen : 1 and 9999999

10-13-21

@ STEP 18:

The OPTR Specification
screen is now displayed, for
you to identify the OPTR ID
and version that corresponds
to the position for which you
will assess the individual’s
qualifications.

ENTER THE OPTR 1D THAT APPLIES TO THE POSITION YOU WILL
ASSESS THE INDIVIDUAL AGAINST. Enter the seven digit OPTR ID

Ewhich is the same as the duty position number) and then press

neTe87 . 300 Operationa] Position Task Requiremsnts
1.5 OPTR Specilication

OPTR Puty Positiom: 8125047

Individualised Version:

Select (S)tandard OPTR, (L)ist, Batar (I)ndividualined OPTR 7 L

10132

@ STEP 19:

156

The prompt at the bottom of
the screen changes, for you
to specify the version of the
OPTR.

You may specify the version
by selecting either the
Standard OPTR or Individ-
ualized OPTR option; or you
may list the versions of the
OPTR and then select the
version from the list. The
list option is illustrated next.

SELECT THE LIST OPTION. Enter L (or I) and then press CRETLRND.
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NETE87 .301 Operational Position Task Roquirements 3 Jan B9

1.5 Version Selection for OPTR 012584781 The list of versions for the
1. STD Installation Entry Comtroller/Inetallation Patrol OPTR is shown on this
2. 681 INSTALLATION PATROLMAN screen. The illustration at

3. 882 INSTALLATION PATROLUORAN the left provides examples of

versions for an OPTR.

As explained in Section
10.12, there are two types of
OPTR versions: Standard
and Individualized. The
code which represents a
standard OPTR is "STD"; the
code which represents an
. individualized OPTR is a
Select the OPTR version wantsd numeral (up to three digits).

Une (cursor) heys, or {(Ewter (field mamber), <(q> quit) & CGeturw} 3

10-13-23
STEP 20: SELECT THE VERSION OF THE OPTR. Enter the data field number corre-
sponding to the desired version then press

NCTO87.301 Oporatiomal Position lask Requirements I Jan 09

1.5 Varsion Selection for OPTR 8125847—01 At this point, the systcm

;. g: :m“: m CowtrolleeInstallation Patrol performs theI qu::hf xcla(non

. assessment. It only takes a

3. 682 INGTALLATION PATROLUONAN few seconds for the AOTS to
accomplish the assessment
process.

- Assessing qualifications for fcorn, Henristta

in position 0125847-882. . .Please Vait
10-13-24
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1839003 Pesition Qualification Asssssment LN )

1.4 Yor dcorn, Newrletts When the assessment s

m‘t Tek wnc Add Cow ECI C(l)mplct% the systcn} dis-

1. p plays the results of the

z. 2100000 assessment (as illustrated to
the left).

The numbers under the col-
umns at the right side of the
screen identify the number
of tasks for which the person
would require training, as
well as the other training
requirements (i.e., Ancillary
courses, Additional Duty
courses, Contingency tasks

Eat):‘(;)cluh in list, (D)o sssssement, (Rleview training, (N)ssigw, and ECI/CDC COUI’SCS)
he/she would have to com-

101325 plete to be qualified for the
position.

If you want to assess the individual's qualifications against another duty position,
repeat Steps 17 through 20.

If you want to assign the individual against a duty position, proceed to Step 21.

If you do not desire to assess the individual against another position, or if you do not
desire to assign the individual against une of the OPTRS, continue to Quit each screen (enter
Q or q and press CEETURN D) until tyou rcach the AOTS Primary Access Menu. At that point
you may quit the menu and log off the system or you may perform another AOTS function.

STEP 21: SELECT THE ASSIGN OPTION. Enter A (or a) and then press
g CRETLEN.
STEP 22: SELECT THE OPTR TO WHICH THE INDIVIDUAL IS TO BE ASSIGNED
[F AGAINST. Enter the number cofresponding to the desired OPTR ID and
then press CRETURN ).
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ne1839.083 Position Qualification Assessment 3 Jan 89
1.1 Yor Acorn, Hemeletta A prompt is displayed
:g.g_m Tak Amc Add Con ECI adgisilng you that the indi-
1. vidual’'s training require-
2. XM A ments are being developed.
(When you assign an
individual against a duty
position using the AOTS, the
system automatically esta-
blishes the person’s ITR.)

The  establishment and
update of the person’s ITR
takes only a few seconds.

. Once the person’s ITR is
Develoring treining requiremsnts for Acorn, Henrietta dcvelopcd, you are providcd

in position 812S847-882... Please Uait A i .
with a prompt asking if you
10-13-20 wish to update the ITR.

Many times, you will choose to update the person’s ITR at the time you assign him/her
to the position. By updating the person’s ITR, you can:

o Add tasks which the person performs (which are not listed in the OPTR),
o Delete tasks which the person does not perform (which are listed in the OPTR),

0 Add Ancillary courses, Additional Duty courses, Contingency Tasks and ECI/CDC
covérscs, which are required by the individual (which are not listed in the OPTR),
an

o O%qIC"RP;AE and Formal Training courses (these types of courses are not listed in
s).

If you do not want to update the person’s ITR at this time, respond NO to the prompt
shown on the screen (enter N or n and press CRETURNJ)). Then, quit each screen (enter Q or
q and press CRETURN)) until you reach the AOTS Primary Access Menu. (At a later time, you
can refer to Section 10.8 for procedures for reviewing and editing the ITR.)

@ STEP 23: SELECT THE YES OPTION, TO UPDATE THE GENERATED ITR. Enter Y

(or y) and press CRETURN )
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[ 3¢ K ] individual Treaining Boquirensmts 3 Jan B9
15 Salect yre of Training to Review The screen illustrated to the
left identifies the types of
L. A78 Task training requirements which
2. mmci)lary are listed in a person’s ITR.
3. Additiomal Duty
4. Contingency
S. ECI/CMC
6. M
7. Farsal Training
q. Quit Thia Nowm
Select Option: _
10-13-27
STEP 24: REVIEW AND EDIT THE CONTENTS OF THE ITR. Select each option,
one at a time, and review/edit the individual's requirements.

The screens, prompts and options you will see are not illustrated in this section. You

may refer to Section 10.8 for explanations of data and options contained in an ITR.

The following information should be considered as you update the person’s ITR:

3]

Ensure the person requires training to perform each task listed in the ITR.

If a task is one which the person is already trained and certified to
perform, you must certif y the task. (Section 10. 16 provides procedures
for certifying a task.)

If a task is listed which the person does not perform, you must delete
the task since the person is not required to be trained on tasks he/she
is not required to perform.

If a task is not listed for which the person is required to perform and
for which he/she requires training, you must add the task.

Once the correct tasks are identified, the tasks must be placed in order
of training priority. (You can select the order option and move one
or more tasks up or down on the ITR. The ITR operates on a rank-order
process -- the person is trained on the tasks listed at the top of the
list before the airman is trained on the tasks appearing at the bottom
of the list.)

o Ensure the person is required to complete each Ancillary, Additional Duty, and
ECI/CDC course listed. If the individual is not required to complete a course,
delete it from the ITR. If a course is not listed, add it to the ITR.
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o Ensurc the person is required to be trained on the Contingency tasks listed in
the ITR. If the airman will not perform the task while assigned to the duty
position, delete the tasks from the ITR. If tasks are missing, add them.

o PME and Formal Training courses are not listed in OPTRs, therefore, you must
update these types of training requirements into the person’s ITR.
STEP 25: QUIT THE ITR TYPE SCREEN ONCE YOU HAVE FINISHED REVIE-
K= WING/UPDATING THE ITR DATA. Enter Q (o q) and press
ncTed9. 061 Position Qualification Assessment 3 Jan 09
1.1 Choose Assesmment Hode The Qualification Assess-

ment Mode Selection screen

is displayed, as illustrated at
* 39 fosition the left.

. Beview Position Training Reyuiremswts
q. Quit This Newu

WNe
z
!

Now that the person’s ITR is
established, you (or other
designated individuals) may
Selsct Option: Q begin to schedule and con-
duct training for the airman,
based on the requirements
identified in the airman’s
ITR. Refer to Section 10.14
for procedures for adminis-
tering training when using
the AOTS.

10-13-28

LAST STEP

Contin.: to select the Quit option from each screen (enter Q or q and press (RETURN))
as many times as necessary to return to the AOTS Primary Access Menu. At that point you
may quit the menu and log off the system, or you may perform another AOTS function.
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10.14 Administer Training

As a supervisor, you will become quite familiar with the AOTS Training Scheduler.
The Training Scheduler is the editor which provides you, and other authorized users,
capabilities and access to data for administering training for the persons you supervise.

o] In Section 2, a decision logic table is provided which portrays the AOTS functions
involved with administering training. The various types of training are identified
on the table, as well as the users who are responsible for performing each function
for each type of training.

- ing and conductipg training are two of the four functions
identified on the table, for which this section of the AOTS User’s
Handbook applies. It is recommend that you review the table as you
review the material contained in this section. As you continue to
schedule and conduct training with the support of the AOTS, you will
gain a further understanding of the interrelationships you will have
with trainees, trainers, evaluators and the system, as depicted by the
table in Section 2.

The Training Scheduler enables you to schedule and conduct training for one or more
persons at a time. The procedures for scheduling and conducting training vary, depending
on the type of training involved and the amount of data existing within the AOTS.

o] The Training Scheduler accommodates the assignment and scheduling of training
events. Different types of events exist to support the different types of training
required by workcenter personnel. Various data exist for each event, which helps
you identify and monitor the following:

- specific type of training that applies,

- timeframe in which training occurs,

- progress status of trainee(s),

- location where training takes place,

- participants of training (trainer, evaluator, trainee),

- other specific data (e.g., resources and training materials)

o Task trajning involves four separate events:

Knowledge Training
Knowledge Evaiuation
Performance Training
Performance Evaluation

Ealadl a i

0 Qther training, which includes Ancillary courses, Additional Duty courses,
ECI/CDC courses, Contingency Task training, Formal Training and PME courses,
only involve a training event.

Before you begin to schedule any training, you need to be aware of the following:

162




DRAFT AOTS User's Handbook

Task training events apply only when the AOTS contains one or more behavioral
objectives for a task.

- The four events apply to ¢ach terminal behavioral objective for the
task. When a task is broken down into subtasks, the four events also
apply to each supporting behavioral objective.

If a"behavioral objective does not exist for a task, the Training Scheduler does
not accommodate the scheduling nor the conduct/admmxstratxon of training for
the task by way of events.

- When you attempt to schedule a Knowledge Training event for a task,
you will be able to identify whether or not a behavioral objcctxvc
exists for the task, once you perform Step 10 of the procedures.

- Another way to identify whether or not an objective exists for a task
is to display or print the entire task (before you begin to schedule
training for the task) and review the objective data. The system
provides the objective data or a statement advising that there is no
objective data.

Task training events are designed to be accomplished in sequence; i.c., the
Knowledge Training event should be accomplished first; the Knowledge Evalu-
ation event next; the Performance Training event next; and then the Performance
Evaluation event.

- The Knowledge Training event is the period of time in which the
traine¢ studies materials to obtain knowledge about the task (or
subtask). Knowledge training may occur on line or off line.

- If a CAl or IVD lesson exists for a task, the knowledge training
event is accomplished on line.

- If a CAI or IVD lesson does not exist for the task, knowledge
training is accomplished off line, using training materials such
as films, sound-on-slide presentations or textual materials (e.g.,
tramxng manual, T.O., regulation).

- The Knowledge Evaluation event is the period of time in which the
trainee is evaluated to determine whether or not he/she has attained
sufficient knowledge about the task to begin performance trammg
Knowledge evaluation may occur on line or off line.

- If a knowledge test exists in the AOTS for a task, the knowledge
evaluation event can be accomplxshcd on line or off line. It 1s
recommended that knowledge testing occur on line whenever
possible, since functions, such as scoring and marking the
complctnon of the event, are accomplished automatically by the
AOTS for on-line knowledgc tests.

-~ If a knowledge test does not exist in the AOTS, the event is
accomplished off line, using whatever means are established
within the workcenter.
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- The Performance Training event is the period of time in which the
trainer teaches the performance steps of the task and the sequence in
which the steps must be accomplished. Performance training is always
conducted off line.

- The Performance Evaluation event is the period of time in which the
evaluator observes the trainee accomplishing the task and determines
whether or not the trainee can adequately perform the task without
{_urthcr training. Performance evaluation is always administered of f
ine.

- When evaluation products (explained in section 10.14.4) are
available for a task, the products must be used to conduct the
Performance Evaluation event.

- When evaluation products do not exist for the task, the evaluation
event is conducted by whatever means are established within
the workcenter.

Because the procedures for scheduling and conducting training vary somewhat,
depending on the type of event involved, this section has been organized into five sub-sections.

o The five sub-sections pertain to scheduling and conducting training for one person
at a time. Each sub-section contains procedures for scheduling an event, as well
as information you need to know for conducting the event.

o The following identifies the sub-sections, and the type of training event that
applies to each:

10.14.1 Task Training - Knowledge Training Event
10.14.2 Task Training - Knowledge Evaluation Event
10.14.3 Task Training - Performance Training Event
10.14.4 Task Training - Performance Evaluation Event
10.14.5 Other Training - Training Event

. When scheduling events for individual people, there are some common procedures you
will perform regardless of the type of event involved. The common procedures begin on the
next page.

When scheduling an jndividual event, follow the common procedures (Steps 1-7); then
fo}l‘lodw lthde procedures within the sub-section that applies to the specific type of event being
scheduled.
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COMMON PROCEDURES FOR SCHEDULING INDIVIDUAL TRAINING

) These first seven steps provide you access into the Training Scheduler, as well as access
into the individual’s training record for whom you are scheduling an event.

SUPez? .08t Advanced On-The~Job Training System (A0TS) 1 Dac 08
1.2 Prinary fcoses Hew The screen at the left is an
glpstrati%{l of Mthc A\C;TS
rimary Access Menu. You
L e Meainimy formation need to access the Training
3. Master Task List (NTL) Interface Management component of
4. Position Reoquirements the ASTS
q. Quit This Nemu
Select Option: 2_
10-14-1
STEP 1: SELECT THE TRAINING MANAGEMENT OPTION. Enter 2 and press
CRETURN).
SUPez? .e06 Training Managenant 1 boc 08
1.2 You may choose one of two
p;aéhsltfo schedule an indi-
vidual for an event; you may
2. Miraun Trainine Record (ATR) Menaper access the Training
2. m:;l;-w Scheduler, or you may access
2 Gpplitication Aeeseement the ATR Manager.
6. Off-Line Test Socoring
7. Aocess existing Seewt The Training Scheduler path
«. Quit Thie Mom is illustrated in this section.
As you grow more familiar
with the AOTS, you will be
Select Option: 1 able to schedule events using
cither path.
10-14-2
[F STEP 2: SELE %E TRAINING SCHEDULER OPTION. Enter 1 and press
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?l;m.‘ Iraining Nansgemant 1 bac 08

10-14-3

Select Type of Iraining Mode @

a Neuswhe

Yraining Scheduler

Airean Training Record (ATR) Manaper
Reporting Programs

Qualification Assesenent

Ooff-Line Test Comtrol

Off-Line Test Scoriwg

. fccess existing Bvewt
. Quit This Nowu

Selact Option: 1

(Drainer, (Sluparvisor, (Quit 7 §

@ STEP 3:

neTEZE . 801
1.4

10-14-4

a CNAWNM

Individus) Treining Doguiremsnts 1 bec 88

fAvsigment Roview and Gowsration

. Update or Schadule ludividual Training Requirenent
. Schedele Greup Training Poquirensats

. Training Bvant Reoview or Update

. Ad Persowmsl to Existing Event

. Print Treining Roquirenswts for Group

. Print Schadales for Growp

. Quit This News

Salect Option: 1

@ STEP &:
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A prompt is added to the
bottom of the screen, as
illustrated at the left.

Here, you identify your
AOTS User Type - ensure you
select supervisor.

SELECT THE SUPERVISOR OPTION. Enter S (or s) and press
(BRETURN).

At this point you need to
select the option which
applies to scheduling an

individual training require-

ment.

SELECT THE UPDATE OR SCHEDULE INDIVIDUAL TRAlNlNG
REQUIREMENT OPTION. Enter 1 and press
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1.4

10-14-5

NeTE30 . 081

raswNe

Individual Training Requirements 1 Dec 88

fsoigwnent Roview and Geweration

Update or Schadule Individual Training Requirement
Schedule Creup Training Requirements

. Training Rvent Peview or Updats

Add Feresowmel to Existing Event

. Print Training Rogquirenswts for Group
. Print Schedules for Group

. Quit This Nows

Select Option: 1

(Dewntify Airman Fron List, (E)wter Specific $SAN, (Qluit 7 I

@ STEP &:

10-14-8

press
neTe3R .07 Training Record Ramager 1 Dec 89
1.0 Group Selection Screen
- | NANE

1. 090888083 [ ] fcarn, Hewrietta

2. 088888081 S Adans, Pat A.

3. 090009082 St fpple, Jom A

4. 090800085 Sgt Bakee, Jare C

S. 990888986 NEgt Bradbarry, Allewm K

Use {cursor) keys, or {(Enter (fisld wunber), (¢> quit) & (returwd) 3_

@ STEP 6:

AQOTS User’'s Handbook

A prompt is added to the
bottom of the screen, as
illustrated in the screen to
the left.

It is at this point that you
identify the person for
whom you want to schedule
an event.

of us do not
memorize SSANs, the illus-
trations show how you
identify the person from
your Supervision List.

Since man

SELECT THE IDENTIFY AIRMAN FROM LIST OPTION. Enter! (ori) and

The screen to the left illus-
trates a Supervision List.
Note that the list is
alphabcnzcd by last name,
making it casier for you to
identity the airman for
whom you want to schedule
an event.

SELECT THE INDIVIDUAL FOR WHOM YOU WANT TO SCHEDULE AN
EVENT._Enter the field number corresponding to the person and press

(In the example, Data Field 3 was selected, which corre-

sponds to SrA John A. Apple.)
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neTS38.003 Individsail Training Roguiremonts 1 Dec 88
1.4 Select Action Desired

10-14-7

ﬁlU‘(ﬂ?(ﬂNtﬂ

Update or Schedule Training

Training Schedules Iuformation

Position Qualification Status Infarmation
Print Ireining Boquiremants

Print Training Schedules

Print Pomition Qualification Status
Access Gaweral ITR

. Quit This Nom

Select Optiom: 1

l? STEP 7:

press CRETURN ).

1.4

10-14-8

ﬂ!‘ﬁ‘NNh

Individeal Training Boguiremawts 1 bec 88

Select Type of Training te Update

. AF8 Yask

. fmecillary

. Mditiomal Duty
Comt

ingoncy

. EC1/OC

nE
. Torma]l Training
. Quit T™his Nows

Select Optiom:

168

At this point, you have
accessed portions of the
person’s training record.

The scheduling of an event
takes place within the per-
son’s ITR.

SELECT THE UPDATE OR SCHEDULE TRAINING OPTION. Enter 1 and

The screen you are now
viewing reflects the types of
training requirements exis-
ting for an ITR.

It is at this point that the
remaining procedures for
scheduling an event depend
on the type of event
involved.

FOR THE REMAINING PROCEDURES, REFER TO THE SPECIFIC SUB-
SECTION WHICH APPLIES TO THE TYPE OF EVENT YOU ARE SCHEDULING.
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10.14.1 Schedule And Conduct A Knowiedge Training Event

BEFORE YOU BEGIN THE FOLLOWING PROCEDURES,
ENSURE YOU HAVE COMPLETED STEPS 1-7 OF SECTION 10.14.

ACTE38.082 Individua) Training Bequirements 1 Dec 68

14 Select Type of Iraining to Update To schedule a task training

cvcgt, you must acccsi§ the
AFS Tasks portion of the

: 2,:?:,:, person’s ITR.

. Additional Duty

. Contingency

. IC1/CC

I
. Torma] Training

. Quit This Nem

- NPONAWN-
.

Sslect Option: 1

10-14-0

@’ STEP 8: SELECT THE AFS TASK OPTION. Enter 1 and press CRETURN ).
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NCTES54 .006 Task Iraining Roquiremsnts 1 Dec 68

14 Tor S fpple, John 4. The screen you are now

1. Taak ID: ASBBEZ  Status: In Progress viewing lists the first four

ASSIGH PERSOMMEL TO DUTY POSITIONS tasks on the person’s ITR.
The screen at the left is an

2. Task ID: BOOBI?  Statas: Mowe illustration of tasks as they

COMDUCT STAFF MEETINGS appear in an ITR.

3. Task ID: risess Status: Mowms
INSPEC? FIXED POST FOR DISCREPANCIES

4. lask ID: FOB278 Status: In
FIRE UBAPOMS 1O MAINTAIN QUALIFICATION

Enter (A)dd to wnd, (I)nsert, (O)nder, (Dlelste, (S)chedule or Assign,
(C) rtify, (Mreakdown, (Rleview status, (T)ask Search, Pghw, (Quit 7 §

10-14-10

An important fact to remember is that the (asks on a person’s ITR are listed in the
order of training priority. In other words, .ask training should be scheduled and conducted
for tasks at the op of the list before training is scheduled and conducted for tasks appearing
in the middle or at the end of the list.

You are able to identif 7 whether training for a task has begun, is occurring, or has
been completed by reviewing the status of the task. The status of each task is reflected at
the right of the Task ID.

o The following table defines the status for a task:

TASK STATUS DEFINITION
NONE Training has not been scheduied nor conducted for the task.
IN PROGRESS Training has been scheduled or has begun for the task.

AWAITING CERTIFICATION Training has been completed for the task, and the person can now
be certified on the task,

-OR-
Trainlng takes place without the assistance of the AOTS (when

the AOTS does not contain a behavioral objective for the task),
and the person can be certified once training is completed offline.

Table 10-2 Task Status Definitions
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To schedule a Knowledge Training event, the status of the task must reflect "None” or
"In Progress.”

o It is important to remember that the task for which you are scheduling an ¢vent
must be on¢ of the tasks listed on the screen vou are now viewing. When necessary:

- Press the (Eabn) key, and continue to press the key, until the task you
are secking can be seen on the screen,

or

- Select the Task Search option (enter T or lower case t and press
). Then enter the Task ID that corrcsponds to the task for
which you are scheduling training and press

Once the task you are scheduling an event for can be seen on the screen, proceed to
Step 9

STEP 9. SELECT THE SCHEDULE OR ASSIGN OPTION. Enter S (or s) and press
= ERET oD

THE REMAINDER OF THIS PAGE LEFT BLANK INTENTIONALLY.
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NCT54 .086 Task Iraining Roguirements 1 Dec 88
14 Tar Srh Arple, Joha A. A prompt is added at the
1. Teak ID: ABBOSZ  Status: In Progrees bottom of the screen,
ASSICN PERSOMNEL 10 DUTY POSITIONS advising you to select the

task.
2. task 1D: POBBI? Status: Nome
CONDUCT STAFT MEETINGS

3. Task ID: F18084¢ Status: Nows
INSPECT FIXED POST FOR DISCREPANCIES

4. Task ID: PoO2Z78 Statas: In
FIRE URAPONS TO MAINTAIN QUALIPICATION

Sslect the task to schedule or assign
Use <{page dowm) ey for paging.
Use {curscr) heys, or {(Ewter field mmaber), (¢> quit) & Geturnd) 2]

10-14-11

STEP 10: SELECT THE TASK. Enter the field number corresponding to the task and
press (RETURN ).

The screen changes in one of the following three ways:

1. The status of the task changes from "None" to "Awaiting Certification,”
2. The Task Initialization screen is displayed, or

3. The Task Status scrsen is displayed.

. Over time, you will be exposed to each of the three situations listed above. The next
portion of this section provides information and procedures for all three screens - refer to
the portion of information that applies to the screen you are currently viewing.
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TASK STATUS CHANGES TO "AWAITING CERTIFICATION"

Because the AOTS does not contain one or more behavioral objectives for this task, the
status of the task on the person’s ITR changes from "None" to "Awaiting Certification.

o Without behavioral objectives, the Training Scheduler cannot be used to schedule
or conduct training events for the task. (Events do not exist for a task without
a behavioral objective.)

o The training for the task must be accomplished without further support or data
from the AOTS. The status of the task, on the person’s ITR, will remain "Awaiting
Certification” until the task is certified.

Since the scheduling of events is not possible for this task, perform Step 1. below.
After you conduct training for the task (without the support of the AOTS), you will need to
certify the individual on the task (see Section 10.16).

) if this is the only task you desire to schedule training for this
person at this time, or repeat Steps 9 and 10 if you desire to schedule
another task.

STEP 11: SELECT THE QUIT OPTION (enter Q or lower case q and press
@ (RETURN)

If you are not going to schedule training for another task at this time, con-
tinue to QUIT each screen until you reach the AOTS Primary Access Menu.
At that point you may quit the menu and log off the system, or you may
perform another AOTS function.
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TASK INITIALIZATION SCREEN IS DISPLAYED

neTasS.283 Initialization for Task FOS278 1 boc 68
14 The screen at the left is an
illustration of the task ini-
1. Start date 01 Dec 1988 ) tialization screen.
2. Irainer 908008885 Sgt Baler, Jawms C.

You will see the task ini-
tialization screen if this is
the first event to be
scheduled for this task. This
screen is used to update
specific initial information
regarding the training for
this task.

3. Bvaluator 090000006 NSyt Bradberry, Allew X.

Sslect the Information to change
Use (cursor) keys, or ((Enter (Field msumber), (¢) guit) & {raturn))

10-14-12

There are three data fields existing on this screen: Start Date, Trainer and Evaluator.

o The training start date will automatically be reflected as today’s date. You may
change the start date (select option | and enter a new date in the DDMMM YYYY
format), or you may accept today’s date.

o The trainer will be the person you designated as the trainee’s Primary Trainer
(Section 10.5).

- If zeros are reflected, it means that you have not designated a Primary
Trainer for the person, or that the Primary Trainer is not certified
to perform the task. You will have to identify an individual who is
qualified to be the trainer for this task.

- If the person reflected on the screen will not be the trainer for this
task, you will have to identify another individual to be the trainer.

If necessary, identify the correct trainer, by selecting Option 2 and entering the
SSAN of the person who will be the designated trainer for this task.

- The trainer must be one of those people listed on your Supervision
List, or you may designate yourself to be the trainer.
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- The trainer should be certified on the task being trained. If the person
is not certified on the task, the system will provide a prompt advising
you that he/she is not certified. You will then have the option to
designate another trainer, or you may override the certification
requirement and allow the person to remain as the trainer.

0 The evaluator will be the person you designated as the trainee’s Primary Evaluator
(Section 10.5). The information provided above for the trainer also applies for
the evaluator, except Option 3 applies versus Option 2.

STEP 12: CHANGE THE START DATE, TRAINER OR EVALUATOR, IF NECES-
@D SARY (see Instructions on previous page or above).

SELECT THE QUIT OPTION (enter Q or lower case q and press
(BETLURN) IF/ONCE DATA ARE CORRECTLY REFLECTED ON THE
SCREEN. The Task Status screen appears next.

THE REMAINDER OF THIS PAGE LEFT BLANK INTENTIONALLY.
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TASK STATUS SCREEN IS DISPLAYED

NCTBGA . 081 Task Training Royuiremsnts 1 Dec 88

FIRE WEAPONS 1O MAINTAIN QUALTFIGATION. T The screen at the left is an
illustration of the Task

Status screen. The schedul-

Task Levsl Objactive T Evant Status . .
1. Ters. Ob). 17 Knoviedge Training  Unassigned ing of events occurs at this
2. Term. OM. 1774  Xeowledge ERealuation Unass ignad point.
3. Tern. 0OJ. 1774 Parforwance Training Unass igwed
4. Yeen. Obj. 174 Parfornance Bvaluation Unassigned

To provide you a better
understanding of the data
reflected on the screen, the
contents of the Task Status
screen are described below.

Enter (S)chodule or assign, (D)vent display, (Clancel Assignment,
(Mark Conplets, ([)dantify Trainer/Evaluator, (Qluit 7 8

10-14-13

The traince, Task ID and Task Statement are identified at the top of the screen, to
help you keep track of the airman for whom you are currently scheduling training and the
task for which training is being scheduied.

Data are sorted on the screen based upon the behavioral objective(s) existing for the
task. The following information is provided for gach objective:

o The Objective ID (in the example the Objective ID is 1989).
0 The Task Level to which the objective applies.

- An objective that applies to a task is referred to as a Terminal
Objective. "Term. Obj." is reflected under the Task Level column
when the objective applies to the task (as in the example).

- An objective that applies to a subtask is referred to as a Supporting
Objective. The subtask number, "1," "2," etc., is reflected under the
Task Level column when the objective applies to a subtask.
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o The four events and the status of each.

- The status of each event enables you to determine the person’s training
progress as it pertains to this task. The following table provides
definitions for the status of events:

EVENT STATUS

DEFINITION

Unassigned

The event has not been scheduled nor conducted.

Assigned

The event is scheduied to occur AT THE EARLIEST OPPORTU-
NITY. The status remains “"assigned” until the event is accom-
plished and marked complete.

Scheduied

The event is scheduled to occur AT A SPECIFIC TIME ON A
SPECIFIED DATE. The status remains "scheduled” until the event
is accomplished and marked complete.

Complete

The event has been successfully accomplished. The status
remains "complete” until all other events for the task are marked
complete.

Taken

The event had previously occurred, however the trainee did not
pass an evaluation. The status remains “taken" until the event is
reassigned, rescheduled or marked complete.

Reassigned

The event has been rescheduled to occur AT THE EARUEST
OPPORTUNITY. The trainee did not pass an evaluation, therefore
the event must be repeated. The status remains “reassigned” until
the event is reaccomplished and marked compiete.

Rescheduled

The event has been rescheduled to occur AT A SPECIFIC TIME

ON A SPECIFIC DATE. The trainee did not pass an evaiuation,

therefore the event must be repeated. The status remains “re-

;s)lcheduled' untll the event is reaccomplished and marked com-
ete.

@’ STEP 13:

Table 10-3 Event Status Definitions

SELECT THE SCHEDULE OR ASSIGN OPTION. Enter S (or s) and press
(RETURND.
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RCTEGA . 001 Task Training Reguirensnts 1 bec 09
14 o T Ml T rearian v o Tesk TOOZT0 Another prompt is added at
the bottom of the screen,
Tesk loval  Objective Type Eewnt Status advising you to select the
1. larw. ObJ. 1774  Knouledge Training Unassigned event.
2. Tern. 0b]. 1774 Knowledge Realuation Unass ignad
3. Term. ObJ. 1774 Parforeance Iraining Unass igwad
4. Tern. 0bj. 1774 Perforsance Realuation Unassignad
Salect the task svewt to scheduls or assign
Use (cureor) beys, or {(Ewter <field nanber), (¢> wit) & (returwd) o
10-14-14
STEP 14: SELECT THE KNOWLEDGE TRAINING EVENT TO BE SCHEDULED.
Enter the field number which corresponds to the Knowledge Training event
for the task (or subtask) and press [%UT—N_] (In the example, Data Field
1 is selected which corresponds to the Knowledge Training event for the
example task.)

The screen changes in one of two ways:
1. The Training Materials screen is displayed, or

2. The Event Notice screen is displayed.
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TRAINING MATERIALS SCREEN IS DISPLAYED

VLBe1 .09 Behavicral Objective RBditor 1 Dec 88
1.9 Trng Materlals for FOOZ70-1-1774-Knowledge Iraining If training materials have
FIRE VEAPONS TO MAINTAIN QUALIFICATION ttgccn defined in the system
or the task, you will see the
Type 1 Doocription screen illustrated at the left
1.1 ISBI P1 ARNING AKD THE USE OF FORCE
0 e g sz or 1o ?g.d you must perform Step
4.
5 If training materials have
7. not been defined for the
:- task, you will not see the
. screen illustrated at the lef't,
11. and you will not perform
12 Step 15 (proceed tc the
PR (Pilm, (Dext, (CAI, (Slound-on-Slide, (0)ther information following Step
Enter nunber of treining matarial to sslect ]5)
Use <{page dowm)> oy for paging.
Use {cursor) keys, or {(Enter (ield wamber), <{¢> quit) & {returnd} 2
10-14-15

Training materials are on-line or of f-line sources of information that provide knowledge
about a task or subtask. Training materials can be of five types, as the legend at the bottom
of the screen illustrates.

The Training Materials screen provides a list of materials that have been defined for
the task (or subtask), which will assist the trainee in attaining requisite knowledge about
the task. You are required to identify which one of the materials should be used as the
tx}aincc’s p_ri;_m_a_u source of requisite knowledge. There are some rules regarding your selection
of materials:

o If CAI or IVD is defined for a task/subtask, you must select the field number
corresponding to the CAI or IVD material. CAI and IVD are to be the primary
sources of providing knowledge training when such materials exist for the task.

0 The trainee is not limited to studying only the material you select on this screen.
However, hg/shc wxl[ use the material you select as the primary source of requisite
knowledge information.

STEP 15: SELECT THE TRAINING MATERIAL TO BE USED BY THE TRAINEE FOR
@ THIS KNOWLEDGE TRAINING EVENT. Enter the field number corre-
sponding to the training material and press CRETUBN ). (In the example,
Data Field 2 is selected which corresponds to CAl lesson 81-1-1-2-3, titled
*Premarksmanship Training.”) The Event Notice screen is displayed next.
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neTE31.081 'l;nlnl;:.tmt r.l..u?t 1 Dec 08
Tosk Bvemt ldentification: TRZ7D-1-1774-Rasslodge Training The screen at the left illus-
Comerated by: 005008884 SSgt  Abrans, Mark A. trates an on-line Event
1. Trainer: st Baler, Jans C. Notice. The notice will be

2. Start Date and Tina: No Schedale
3 End Date and Time: Mo Schedule

Mander of Participants: (Srdt Apple, Jom A.)
4. lnstallation:

Training Method: Cal
PREMARKEMAMEHIP TRAINING
5. Description:

Ewter (Clamcel Rvent Comaration, (Nledify Evewt, (Clomarate Beewt 7 §

10-14-18

printed automatically once
you generate the event (ex-
plained later).

The following information is provided to acquaint you with the information appearing
on an Event Notice, and to explain the data for which you are responsible.

o]

The system automatically establishes an Event ID for each training and evaluation
event. The Event ID is reflected in the sub-title of the screen. (In the example,
the Event ID is 172))

The event is further identified by a combination of data, which appears on the
first line of the screen (below the sub-title). Using the example above, the ID
can be broken down for explanation, as follows:

F00278 - T -

t 1

Task ID Task

1774

t

Knowiedge Training

)

Type of Event

Objective
Level ID

The task level will reflect "T" when the event applies to a terminal (task) objective.
"S1," "S2," etc., is reflected when the event applies to a supporting (subtask)
objective, where the number corresponds to the specific subtask involved ("S1"
applies to the first subtask; "S2" applies to the second subtask, etc.).

You are automatically reflected as the person who is gencrating the event (your
SSAN. rank and name are automatically listed).

The person you earlier designated as the trainer for the task is reflected at Data
Field 1 (SSAN, rank & name). You may change the trainer by modifying thc
data in Data Field 1.
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o The start date and time, and end date and time, for the accomplishment of this
Knowledge Training eveni are reflected in Data Fields 2 and 3.

- If you want the event to be assigned or reassigned (i.e., occur AS
SOON AS POSSIBLE), you will pot enter dates nor times for the event.

- If you want the event to be scheduled or rescheduled (i.e., occur
DURING A SPECIFIED TIME FRAME), you will need to enter the
start and end date(s) and times, by modifying Data Fields 2 and 3.

o The number of participants (trainees for the event) is reflected next. When there
is orly one participant, the person’s rank and name are reflected, rather than the
number 1. The data are automatically provided by the AOTS, and cannot be
modified by a user.

o The installation where the training is to take place is identified in Data Field 4.

- If the event will take place in the normal work place of the trainee
and trainer, no installation data are required.

- If the event will occur outside of the normal work place, you need to
modify Data Field 4 to identify the base, building or to provide other
information about the event.

0 The Training Method is reflected next.

- If training materials do not exist in the system for the task, the training
method field does not appear on the screen.

- If training materials do exist for the task. However, you did not
specify the materials at Step 15, the training method field does not
appear on the screen.

- If training materials do exist for the task, and you specified which
of the materials is to be the primary information source (Step 15), the
training method field will reflect the material you specified.

0 The Description is the last portion of data reflected on the screen. If additional
information or instructions are required for the accomplishment of the cvent
(e.g., bring pen or pencil to take notes), you must modify Data Field 5.

STEP 16: SELECT THE MODIFY OPTION IF YOU NEED TO ADD DATA TO THE
(g EVENT NOTICE. Enter M (or m) and press CRETIRN ). GO TO STEP 21
IF YOU DO NQT NEED TO MODIFY DATA.

WISH TO MODIFY. Enter the field number and press CRETURN ). (You

@ STEP 17: SELECT THE FIELD NUMBER CORRESPONDING TO THE DATA YOU
can only modify one data field at a time.)
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STEP 18: ENTER THE DATA AS INSTRUCTED BY THE PROMPT. Enter the data
(g and press CRETURN.

STEP 19: REPEAT STEPS 17 AND 18 FOR EACH DATA FIELD THAT REQUIRES
@ MODIFICATION.
@ STEP 20: SELECT THE QUIT OPTION. Enter Q (or q) and press CRETLRN J.
@ STEP 21: SELECT THE GENERATE EVENT OPTION. Enter G (or g) and press

Generating an event causes Event Notices to be automatically printed to the trainer
and trainee of the event. The printed notices will contain the same data as this on-linc
notice, in addition t¢ other data.

Generating the event also automatxcally updates the person’s ITR, current Training
Schedule and Position Qualification Status listing, as appropriate.

0 The person’s ITR reflects the status of the task as well as the status of the event.
The status of the task will be "In Progress"; and the status of the event will be
"Assigned,” "Scheduled,” "Reassigned” or "Rescheduled.”

o The Training Schedule of the trainee and trainer will reflect the event. The
event will remain on the Training Schedules until the event is cancelled or marked
compiete.

(o] If the task is one listed on the person’s Position Qualification Status listing, the

status of the task is reflected as "In Progress.”

haeGd. .. roe a1k nl-u-;:.mlu’-::- 1 Dec 08
. " reaz

FIRE VEBAPONS 10 MINTAIY GRLTRIATION | Once the cvent has been

generated, the Task Status

screen returns to  view,

Task Lowel [ Bvont Status .
1. Tom I I o™ eaining fosiiad reflecting the new status of
2. lera, OMJ. 1774  Xsowledge Bvalwatiom Unassigned the event.
3, Taem. Ob§. 1774 Perfervance Training Unassigned
4. Yavm. Obj. 174 Perfornguce Rvaluation Unaseignad

If you did not enter
start/end dates and times,
the status is reflected as
"Assigned” or "Reassigned."

If you entered start/end
dates and times, the status is
reflected as "Scheduled" or
"Rescheduled.”

Enter (S)chadule or assign, (R)vewt Display, (Clance! Amsigmment,
(Mlark Camplete, (I)dewtily Treimer/Bealuator, (Quit 7 _

10-14-17
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STEP 22: QUIT THE TASK STATUS SCREEN. Enter Q (or q) and press
@ (RETURN)

LAST STEP FOR SCHEDULING A KNOWLEDGE TRAINING EVENT

Continue to Quit each screen until you reach the AOTS Primary Access Menu. At that point
you may quit the menu and log off the system, or you may perform another AOTS function.

THE REMAINDER OF THIS PAGE LEFT BLANK INTENTIONALLY.
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CONDUCTING THE KNOWLEDGE TRAINING EVENT

When thc trainee receives the printed Event Notice, he/she should perferm the function
of "Proceed with Traxmng If this knowledge training event is the next event to be
accomplished by the individual, the AOTS will provide identification data for the event to
the trainee.

o If the event will be accomplished on line, the system will automatically access
the appropriate CAI lesson. Once the trainee completes the entire lesson, the
system will automatically mark the completion of the event.

0 If the event will be accomplished off line,

- The trainee can accomplish the event without the assistance of a
trainer (if training materials have been defined for the task),

or
The trainer must cither assist the trainee to acquire the materials for

attaining the required knowledge or provide direct knowledge training
vor the trainee if training materials have not been defined.

- Once the event is accomplished, the trainee, trainer or you (as the
supervisor) can mark the completion of the event.

Once the Knowledge Training event has been marked complete, the Knowledge
Evaluation event can then be scheduled and conduc-ed (see Section 10.14.2).
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10.14.2 Schedule And Conduct A Knowledge Evaluation Event

DRAFT

AOTS User's Handbook

BEFORE YOU BEGIN THE FOLLOWING PROCEDURES,
ENSURE YOU HAVE COMPLETED STEPS 1-7 OF SECTION 10.14

nGTE30 .82 Indfividual Treining Requirements
1.4 Select Type of Training to Update

. AFS Task

. Mmcillary

. AMditional Duty
Cont ingency

. EC1/CC

. M

. Tormal Training

] Ql'(ﬂ:.u)No-

. Quit This Memu

Select Option: 1

10-14-18

1 Dec 88

@ STEP 8:

185

To schedule a Knowledge
Evaluation event, you must
access the AFS Tasks portion
of the person’s ITR.

SELECT THE AFS TASK OPTION. Enter 1 and press CRETURN ).
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NGTES4 . 086 Jask 1raining Requirements 1 Dec 08
1.4 Tor Srh Apple, John A,

S. Task ID: Fise44d Status: Mone
INVESTIGATE CRINE/INCIDENT SCEMES

6. Task ID: FiBO22 Status’ None
APPREMEMD A PERSOM SUSPECTED OF BEING UNDER THE INFLUENCE.

Task ID: CBO8IS Status: Mone
mn WORK PERFORMANCE OF suumnun PERSONMEL

8. Yask ID: FiBE39 Status: In Progress
CONDUCT A MALL SEARCH OF A SUSPECT

Enter (A)dd to end, (])nesrt, (O)Nn, (Il)olm. (S)chodule or Assign,
(Clertify, (D)reskdown, (R) (?)ask Search, Pglp, Pgbn 7 §

10-14-1@

The screem you are now
viewing lists the first four
tasks on the person’s ITR.
The screen at the left is an
illustration of tasks as they
appear in an ITR.

The task you are scheduling the cvent for must be one of the tasks listed on the screen

you are now viewing. When necessary,

) Press the key, and continue to press the key until the task you are seeking

can be seen on the screen,

or

0 Select the Task Search option (enter T and press return); and then enter the Task
ID that corresponds to the task for which you are schcdulmg an event.

Once the task you are scheduling can be seen on the screen, proceed to Step 9.

STEP 9: SELECT THE SCHEDULE OR ASSIGN OPTION. Enter S (or s) and press
(RETUEN].
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NGT054 .086 Task Iraining Requiresents 1 Dec 88
14 Yor 8e4 fpple, John A. A prompt is added at the
S. Task ID: F10044  Status: None bottom of the screen,
INVESTIGATE CRINE/ INCIDENT SCDMES advising you to select the
task.
6. Task ID: 7180622  Status: Nows
APPREHEND A PERSOM SUSPICTED OF BEING UMDER THE INFLUDNCE.
7. Taak ID: CBBG9S  Status: Mone
EVALUATE VORX PERFORMANCE OF SUBORDINATE PERSOMMEL
8. Task ID: F1B839 Status: In Progress
COMDUCT A UALL SEARCH OF A SUSPECY
Select the task to schedule or assign
Use (page> up and down keys for paging.
wés (cursor) keys, or {((Enter (field wumber), (1) wit) § (eturnd) S_
10-14-20
STEP 10: SELECT THE TASK. Enter the field number corresponding to the task and
press
n::!m.ux ' sr‘l:ak 1:-!'&“&-':::’ 1 Dac 68
1. [ A. M
S ESTICATE CRINE/INCIOENT Srmras o 10614 The Task Status screen is
now in view.
I Objecti [ .
1. ;;”;:'J % - u:ﬂu:" Training ::::a You may refer to sub-Section
g. :u-. g:i. g u;:u- :::u:um m:::: 10.14.1, between Steps 12 and
« jo™a. . OrRARDSe n Unass M
4. Term. Obj. 92  Purformasce Bvaluation  Umassigned 13, if you need an explana-

tion of the data appearing
on this screen.

Enter (S)chedule or assign, (E)went Display, (Clancal Assignment,
(M)ark Conplete, (1)dewtify TreimsrRealuator, (Quit ? §

10-14-21
@’ STEP 11: SELECT THE SCHEDULE OR ASSIGN OPTION. Enter S (or s) and press
(RETUBN).
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NGTO64 .001
1.4

10-14-22

Task Training Roguirsments 1 Pec 88
for SrA Apple, John A, on Task FiB044

INVESTIGATE CRINR/ INCIDENT SCRGES

Task Level Objective Type Event Status
1. Tera. OMJ. 982 Knouledge Training Aasigned
Z. lerm. OMJ. a2 Knowlsdge Realuation Unassigned
3. Termn. OMJ. 982 Purformance Ireining Unass igned
4. Tern. 0b§. 92 Parformance Evaluation Unassigned

Selact the task event to schedule or assigm

Use {cursor) heys, or {(Enter field mumber), (> quit) & (returwd) 2,

@’ STEP 12:

Another prompt is added at
the bottom of the screen,
advising you to select the
event.

SELECT THE KNOWLEDGE EVALUATION EVENT TO BE SCHEDULED.
Enter the field number which corresponds to the Knowledge Evaluation
event and press CRETIURN J. (In the example, Data Field 2 is selected

th:?;‘ corresponds to the Knowledge Evaluation event for the example
task.

THE REMAINDER OF THIS PAGE LEFT BLANK INTENTIONALLY.
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The screen changes in on¢e of two ways:
1. If there is a knowledge test for the task within the AOTS, you will see 2 prompt.

2. If there is NOT a Knowledge Test for the task, you will see the Event Notice
screen. Skip the information provided below, and skip Step 13.

NCT864 .881 ' s::sk !?lnnh.qulml’ 1 Dec 88

1.4 s .

IWESTICATE CRINE NG oDNS S on 18614 When a knowledge test
exists, you will see a prompt

at the bottom of the screen

Task Level “bctho Type Bvant Status
1. Term. Obj. Knouledge Training fesigned at the left.
2. Temn. 0b . ”2 Nnowledge Evaluation Usass igned
3. Tern. ObJ. %02 Parformance Iraining Unass igned
4. Tarn. 0bj. 92 Perfornance Evaluvation Unass igned

$ill the inowledge tast b adninistered offiive (fes, Mo 72

10-14-23

A knowledge test consists of true/false and multiple choice questions. The test can be
administered on line or off line. The procedures you accomplish depends on where the test

is going to be administered. Whenever possible, the test should be administered on line. The
test won’t need to be printed and controlled, and thc system will automatically score the test
and mark the completion of the event.

STEP 13: SPECIFY WHETHER OR NOT THE TEST IS TO BE ADMINISTERED OFF
@ LINE. Enter Y or N (or lower case y or n) and press (RETURN J.
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nGre31.081 Iraining Cvent Assignment 1 Dec 88
1.4 Task Iraining Rvewt 295 OVERWRITE
Task Kvent ldewtification: F180844-71-982-Nnowledge iulutitm
GCenarated by 808580884 Sigt Abrans, Mark A
1. Evaluator: BBe88es 3t Baker, Jans C.

Start Date ani Time: No Schedals

2.
3. Fnd Date and Time: Mo Schedule

Munber of Participants: (Srd Apple. JoMn &.)

The screen you are now
viewing is the Event Notice
screen.

You may refer to sub-Section
10.14.1, between Steps 15 and

4. lwstallation:

S. Descristiom:

10-14-24

Do you want a hard copy printed of this test 7 (Y)es, (N0 7 ¢

16, if you need an explana-
tion of the data appearing
on this screen.

@ STEP 14:

@ STEP 15:

@D STEP 16:
@D STEP 17:

@ STEP 18:
@3 STEP 19:

SELECT THE MODIFY OPTION IF YOU NEED TO ADD DATA TO THE
EVENY NOTICE. Enter M or m) and press CRETURN ). (if you want the
event scheduled for a specific time frame, ensure you modify Data Fields 2
and 3.) GO TO STEP 19 IF YCU DO NOT NEED TO MODIFY DATA.

SELECT THE FIELD NUMBER CORRESPONDING TO THE DATA YOU
WISH TO MODIFY. Enter the field number and press CRETURN ). (You
can only modify one data field at a time.)

ENTER THE DATA AS INSTRUCTED BY THE PROMPT ON THE
SCREEN. Enter the data and press

REPEAT STEPS 15 AND 16 FOR EACH DATA FIELD THAT REQUIRES
MODIFICATION.

SELECT THE QUIT OPTION. Enter Q (or q) and press (RETIRRD).

SELECT THE GENERATE EVENT OPTION. Enter G (or g) and press
(RETHLBN).

Generating the event causes notices to be printed automatically to the evaluator and trainec
of the event. The printed notices will contain the same data as the on-line notice, in addition

to other data.

Generating the event also automatically updates the person’s ITR and current Training

Schedule.

o The status of the task in the ITR will remain as "In Progress"; and the status of
the event will be "Assigned,” "Scheduled,” "Reassigned” or "Rescheduled.”

o The Training Schedule of the traineec and evaluator will reflect the event, until
the event is cancelled or marked complete.
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If there is an off-line AOTS test involved, the test and answer key can be printed either
now as you are generating the event, or later. Skip Steps 20-22 below, if the evaluation event
does not involve an off-line AOTS test.

o o e s T

Tesk Svent ldentification: F18844-T-582 Knowledge Evaluation A prompt is added to the
Camerated by: 988883804  3Sgt  Abrans, Mark 4. bottom of the screen asking

1. Dvaluator: 886660885 St BDaker, Jame C.

if you want a hard copy of

2. Start Date and Tine: No Schedale the test printed.
3. Ewd Date and Tine: Mo Schedule

Nunber of Participants: (SrA Apple, Join A.)

4. Irstallation:

S. Description:

Do you want a hard copy printed of thia test 7 (¥Y)ea, (M)o 7 ¥

10-14-24A
STEP 20: SPECIFY WHETHER OR NOT YOU WANT A COPY OF THE TEST NOW.
@ Enter Y or N (or lower case y or n) and press CRETURN ). If you enter N
{or n), proceed to Step 23.
EVLS16.081 Off-Line lost Gemeration 1 Dec 08
1.4 tmover boy The screen changes, as
reflected in the screen at the
lef't.
Do you want to print a copy of the ansuse hey? (Yles, (Mo 7 X
10-14-29
@ STEP 21: DECIDE WHETHER OR NOT YOU WANT A COPY OF THE ANSWER KEY

PRINTED NOW. Enter Y or N (or lower case y or n) and press
(RETURN ).
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EVLB18 .81 off-Line Yozt Gemeration 1 Dec 88

1.4 fmaver Koy OVERA1TE If you did not elect to print
a copy of the test or the
answer key, you will not see
the prompt illustrated in the
screen at the left, nor will
you perform Step 22.

The test and answer key can
be printed at any AOTS
Workstation. Normally, you
will print tests and answer
keys at your AOTS Worksta-
tion. However, if you have
the need to print at another
AOTS Workstation, you may
contact the Systems Admin-

Srter printer 14 or pross DATEN Lo wee TiP1 istrator (call the AOTS hot-

10-14-28 line) for the correct Printer
ID for that workstation.
STEP 22: ENTER A PRINTER ID OR PRESS RETURN. Enter a printer ID and press
@ (R’ , if you want the testéanswer key printed at a workstation other
than your own; or just press (if you want the test printed at

your workstation’s printer). You will see a short prompt advising you that
the printing is occurring. The screen automatically changes, and you are
returmed to the Task Status screen. When you retrieve the test and answer
key from the printer, you will also receive a Test Control Log Record.

NGTOG4 .00 Task Teailnivg Rowuivenants 4 Jec 88
1.4 Yor 39 Avple, John A. on Tesk F10044 Once the event has been

IWESTICATE CRINE/INCIDDNT SCDNES
generated, the Task Status
screen  returns to  view,

U iy MR~y K ot S reflecting the new status of
2. Tarm, OB, 982 Kwowledge Eealuation fasigned the KnOWlCdgC Evaluation
3. Tarm. 0bJ. %2 Parformence Training Unassigned event
4. Torm, ObJ. 982 Parforaswce Rvaluation Unassigned .

If you did not enter
start/end dates and times,
the status is reflected as
"Assigned” or "Reassigned.”

If you entered start/end
dates and times, the status is

reflected as "Scheduled" or
Enter (S)chadule or sssign, (Edvent Display, (Clancel Ansigrment 'Rcschcdulcd )
(Mark Conplete, (1)dewtify treimer/Evaluator, (Puit 7 ] .

10-1627
STEP 23: QUIT THE TASK STATUS SCREEN. Enter Q (or q) and press
g CRETURND. for @ and pr

LAST STEP FOR SCHEDULING A KNOWLEDGE EVALUATION EVENT

Continue to Quit each screen until you reach the AOTS Primary Access Menu. At that point
you may quit the menu and log off the system, or you may perform another AOTS function.
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CONDUCTING THE KNOWLEDGE EVALUATION EVENT

If the cvent involves an gn-linc knowledge test, the trainee must take the on-linc test
via the function referred to as "Proceed with Training." Once the trainee completes the test,
the results are automatically scored, feedback is provided to the trainee on line, and the
completion of the event is automatically marked by the AOTS.

If the event involves an off-line knowledge test generated from the AOTS, the evaluator
for the event will administer the test to the trainee. If you printed the test and answer key,
you need to provide the test, answer key and Log Record to the evaluator. If you did not
print the test/answer key, the evaluator will have to access the existing event and print the
test before he/she begins the event.

o Once the trainee completes the test, the evaluator (or you as the supervisor) needs
to score the test.

- If the test is scored using the OMR equipment (SCANTRON) or by
keyboard input, the system automatically prints the results and marks
the completion of the event. You, as the person's supervisor, are
responsible for providing feedback to the individual.

- If the evaluator manually scores the test off line using the answer
key that was printed, the evaluator must give you the results so that
you can provide feedback to the trainee, Then, either you or the
evaluator must mark the event "complete.”

If the event does not involve a test generated from the AOTS, there is no ability to
score results of the evaluation. The evaluator (or you as the supcrvxsor) must mark the
completion of the event.

Once the Knowledge Evaluation event has been successfully accomplished and marked
cgmgl;)tc, the Performance Training event can then be scheduled and conducted (see section
10.14.3).
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10.14.3 Schedule And Conduct A Performance Training Event

BEFORE YOU BEGIN THE FOLLOWING PROCEDURES,
ENSURE YOU HAVE COMPLETED STEPS 1-7 OF SECTION 10.4.

WG 1838 . 882 Individual Training Requirements 1 Dec 88
1.4 Select Iype of Training to Update

. ATS lask

. fmci)lary

. Mdditiomal Duty
. Cowt imgemcy

. I

.

. Tormal Training

NP WN -

. Quit This Memu

Selsct Option: 1

To schedule a Performance
Training event, you must
access the AFS Tasks portion
of the person’s ITR.

10-14-28
@ STEP 8: SELECT THE AFS TASK OPTION. Enter 1 and press CRETURN ).
NG54 . 006 Task Training Poguiresewts 1 Dec 88
14 For 3 Arple, Jobn 4. The screen you are now

1. Task ID: ARRRGZ Status: In Progress
ASSICN PERSONMEL TO DUTY POS:1.ONS

2. Task ID: BOBO3?7 Status: Awaliting Certification
COMDUCT STAIT MEETINGS

3. Task Ib: 71DOB4 Status: Noms
INSPEC? PIXED POST FOR DISCREPANCIES

4. Task ID: FOB279 Status: In
PIRE URBAPOME 10 MAINTAIN QUALIFICATION

viewing lists the first four
tasks on the person’s ITR.

The important fact o
remember is that you must
be able to see (on the screen
you are now viewing) the
task for which you are
scheduling an event.

Use the (Fabn) key, or the
Task Search option, to posi-
tion the task on the screen.

10-14-29
@3 STEP 9: S'EdLECT THE SCHEDULE OR ASSIGN OPTION. Enter S (or lower case s)
and press
@ STEP 10: SELECT THE TASK. Enter the field number corresponding to the task and
press
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NCTOA 4.001 Task Iraining Requirements 1 Dec 88
13 o0 PERSOREL 10 Lory poe rong o A on Tesk Avsesz The Task Status screen is
now in view,
1 Teem g I aebletee frainiw Complete You may refer to sub-Section
2. Tern. ObJ. 1969  Nnowledge Rwaluation Conplete 10.14.1, between Steps 12 and
P ot A+~ i odumind - ot JO vt e 13, if you need an explana-
tion of the data appearing
on this screen.
Select the task event to schedule or assign
use {cursor) keys, or {(Emter ield mumber), (g> quit) & {returnd) 3_
10-14-30
@ STEP 11: SELECT THE SCHEDULE OR ASSIGN OPTION. Enter S (or small s) and
press

[F STEP 12:

NGTE31.881 Training Cvent Assignment 1 Dac 88
1.4 Task Training Beewt 296
Yask Evewt ldentif ication: ASBEE2-1-1999-Perforsance Training
Consrated by: m 33t M Rark A,
3" Baker, Jawns C.

1. Trainer:

2. Start Date and Time: Mo Schedale
3. End Dats awd Time: Mo Schedauls
Munber of Participanta: (Srh Apple, Jom A.)

4. Installation:

S. Description:

Enter (Clancel Event Gewsratiom, (M)odify Twmt, (Clensrate Rvent ? §

10-14-91

@ STEP 13:

SELECT THE EVENT TO BE SCHEDULED. Enter the field number corre-
sponding to a Performance Training event and press

The screen you are now
viewing is referred to as the
Event Notice screen.

You may refer to sub-Section
10.14.1, between Steps 15 and
16, if you need an explana-
tion of the data appearing
on this screen.

SELECT THE MODIFY OPTION IF YOU NEED TO ADD DATA TO THE
EVENT NOTICE. Enter M (or m) and press
event scheduled for a specific timeframe, ensure you modify Data Fields 2

. (If you want the

and 3.) Go to Step 18 if you do not need to modity data.
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@ STEP 14:

@ STEP 15:
@ STEP 16:

@ STEP 17:
@ STEP 18:

DRAFT

SELECT THE FIELD NUMBER CORRESPONDING TO THE DATA YOU
WISH TO MODIFY. Enter the field number and press CRETIURN]. (You
can only modify one data field at a time.)

ENTER THE DATA AS INSTRUCTED BY THE PROMPT ON THE
SCREEN. Enter the data and press

REPEAT STEPS 14 AND 15 FOR EACH DATA FIELD THAT REQUIRES
MODIFICATION.

SELECT THE QUIT OPTION. Enter Q (or q) and press CRETURN ).

SELECT THE GENERATE EVENT OPTION. Enter G (or small g) and press
(RETURN].

Generating the event causes notices to be printed automatically to the evaluator and
’ramee of the event. The printed notices will contain the same data as the on-line notice,

in addition to other data.

Generating the event also automatically updates the person’s ITR and current Training

Schedule.
0 The status of the task in the ITR will remain as "In Progress"; and the status of
the event will be "Assigned,” "Scheduled,” "Reassigned” or "Rescheduled.”
o] The Training Schedule of the trainee and evaluator will reflect the event, until

the event is cancelled or marked complete.
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NCTB64 .001 Task Iraining Requirements 1 Dec 88
1.4 For Srd Apple, Jobn A. on Task AGOOE2
ASSIGN PERSOMNEL 70 DUTY POSITIONS
Task Lewel Objective Type Rvent Status

1. Tern. ObJ. 1989 Xnowledge Training Conplets

2. Tern. 0bJ. 1989 Knowledge BRwaluation Conplets

3. Term. OV 4. 1989 Perfornawce Training fesigned

4. Tern. 0bj. 1989 Perfornance Buvaluation Unass igned

Enter (S)chodule or assign, (E)vent Display, (Clancel Assigmment,
(Mlar’ Complete, (I)dewtify Traiwer/Bwaluator, (Quit 7 §

@ STEP 19:

AOTS User's Handbook

Once the event has been
generated, the Task Status
screen returns to view,
reflecting the new status of
the event,

If you did not enter
start/end dates and times,
the status is reflected as
"Assigned" or "Reassigned.”

If you entered start/end
dates and times, the status is
reflected as "Scheduled” or
"Rescheduled.”

QUIT THE TASK STATUS SCREEN. Enter Q (or q) and press
(CRETIIRN].

LAST STEP FOR SCHEDULING A PERFORMANCE TRAINING EVENT

. Continue to Quit each screen until you reach the AOTS Primary Access Menu. At that
point you may quit the menu and log off the system, or you may perform another AOTS

function.
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CONDUCTING THE PERFORMANCE TRAINING EVENT

Performance training is glwavs conducted off line.

o If you are the trainer for the event, you should print the entire task before you
begin training (see Section 10.1). The AOTS contains data for many tasks, which
provides you with training outlines, and assist a trainer when planning
conducting training. For example: Subtasks and activities data provide a
breakdown of a task into sequential performance steps; Resource data identifies

the resources required to perform and train the task.

o  If you are not the trainer for the task, you should ensure the trainer obtains and
uses the data from the AOTS pertaining to the task, if available when training

the task.

Once the training is conducted, the trainer (or you, as the person’s supervisor) must

mark the event complete.

Once the Performance Training event has been marked complete, the Performance

Evaluation event can be scheduled and conducted (see section 10.14.4),
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10.14.4 Schedule And Conduct A Performance Evaluation Event

BEFORE YOU BEGIN THE FOLLOWING ﬁROCEDURES,
ENSURE YOU HAVE COMPLETED STEPS 1-7 OF SECTION 10.14

NGTE38 . A82 Individual Treining Roquirements 1 Dec 08
14 Select Type of Treining to Update To schedule a Performance
Evaluation event, you must
access the AFS Tasks portion
bt of the person’s ITR.
3. Additiona] Duty
4. Contingency
5. ECIZCC
6. NX
7. Formal Training
q. Quit This Menu

Select Option: 1

10-14-33

@’ STEP 8: SELECT THE AFS TASK OPTION. Enter 1 and press CRETURN ).
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NCTe54 . 006 Task Training Reguiroments 1 Dec B8

1.4 Tor $rA Aprle, John A. ' The screen you are now

1. Task ID: ASSBS2  Status: In Progress _ viewing lists the first four

ASSIGN FERSOMNEL TO DUTY POSITIONS tasks on the person’s ITR.
The screen at the left is an

2. Task ID: DOBE3?  Statas: Awaiting Certification illustration of tasks as they

COMDUCT STAFT MERTINGS appear in an ITR.

3. Task ID: P18239 Status: In Progress
CONDUCT A UALL SEARCH OF A SUSPFECT

4. Task 1D: FO8278 Statas: In
FIRE UEAPONS TO MAINTAIN QUALIFICATION

Entar (R)dd to end, (1)nsart, (O)rdar, (D)elets, (S)chedule or Mesigm,
(Clertity, (Preskdowm, (Revisw status, (T)ask Search, Pgdn, (Pluit 7 §

10-14-34

The task for which you are scheduling the event must be one of the tasks listed gn the
screen you are now viewing.

0 Press the key, and continue to press the key until the task you are seeking
is displayed on the screen,

or

0 Select the Task Search option (enter T or lower case t and press CRETURN); and
then enter the Task ID that corresponds to the task for which you are scheduling
an event and press CRETURN ).

S Once the task you are scheduling an event for can be seen on the screen, proceed to
tep 9.

STEP 9: SELECT THE SCHEDULE OR ASSIGN OPTION. Enter S (or lower case s)
=N and press CRETLRN).
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NCTES4 .006 Jesk Iraining Roquireoments 1 Dec 88
14 Tor Sra Apple, John 4. A prompt is added at the
1. Task ID: ABBOEZ  Status’ In Progress bottom of the screen,
ASSIGN FERSOMNEL TO BUTY POSITIONS advising you to select the
task.
2. Task ID: DOOB37 Status: Awaiting Certification
CONUCT STATF MEETINGS
3. Task 1B: F18039 Status: In Progress
COMDUCT A UALL SBARCH OF A SUSPECT
4. Task ID: yO8278 Statas’ In Progress
FIRE WEAPONS 70 MAINTAIN QUALIFICATION
Select the task to schedule u' mln
Use {page down> Jay for pa
usa Ccursor) keys, or ((Enter <field -hl'). (q) quit) & (returnd) 3
10-14-35
STEP 10: SELECT THE TASK. Enter the field number corresponding to the task and
press
FS:&!.']. r '.!*Aai !?Inahlmhr 1 Dec 68
1. » A. H
COmDUCT A UALL SEARCH OF % rrect o 10639 The Task Status screen is
now in view,
1. 3"...“3:3' - u:‘.::.::“ Tralning cf:ru You may refer tosub-Section
:. g 3:,‘}‘ g: l’:hho ::u:tlon cc::-mu 10.14.1, between Steps 12 and
. . . OrRARDS » H
4. Tern. OMj. 1774 Derformance Realaation  Unageigned 13, if you need an explana-

tion of the data appearing
on this screen.

Enter (S)cheduls or assign, (E)vent Display, (Clancel Assigmment,
(Mark Conplete, (I)dentify Treimer/Bealuator, (Pluit 7 §

10-14-28

STEP 11: SELECT THE SCHEDULE OR ASSIGN OPTION. Enter S (or s) and press
g )
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DRAFT
NGT064 .001 Task Iraining Roquirements 1 Dec 88
1.4 For Sch Apple, Jobn A. on Task F18839
CONDUCY A UALL SRANCH OF A SUSPECT
task lawsl Ohjective Type Svent Status

1. Temn. ObJ. 1274 Knouledge Training Complate

2. Tarm. ObJ. 1274 Anouledge Bwaluation Complete

3. Tarm. ObJ. 1274 Parforsance Iraining Complete

4. Yars. 0bj. 1274 Perfornance Rvaluation Unassigned

Select the task swwt to schedule or assign
Use <cureor) kays, or {{(Enter (fisld wawber), (¢> quit) & <(returw)} 4

10-14-37

@ STEP 12:

uation event and press

Another prompt is added at
the bottom of the screen,

advising you to sclect the
event.

SELECT THE PERFORMANCE EVALUATION EVENT TO BE SCHED-
ULED. Enter the field number which corresponds to the Performance Eval-
. (In the example, Data Field 4 is

selected which corresponds to the Performance Evaluation event for the

example task.)

nCTe31.001 Training Cvent fAssignmant 1 Dec 88
1.4 Jask Training Bvent 299
Task Event ldeatification: Fi8839-7-1274-Perforeance Realuatiom
Consrated by: 800888804 33t Abrans, Mark A.
1. Evaluator: 896868086  M3gt Bradbarry, Allew K,

2. Start Date and Time: Mo Schadals
3. Tud Date and Time: %o Schedmle

Munber of Participanta: (Srd Apple. Jebn A.)

4. lmmtallation:

5. Duscription:

Enter (Clawcel Besnt Gemsration, (Medify Event, (Clenarate Zvent,
{L)ist Resourcoms 7 §

10-14-28

' @ STEP 13:

The screen you are now
viewing is the Event Notice
screen.

You may refer to sub-Section
10.14.1, between Steps 15 and
16, if you need an explana-
tion of the data appearing
on this screen.

SELECT THE MODIFY OPTION IF YOU NEED TO ADD DATA TO THE
EVENT NOTICE. Enter M (or m) and press

. (If you want the

event scheduled for a specific timeframe, ensure you modify Data Fields 2
and 3.) Go to Step 18 if you do not need to modity data.
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STEP 14: SELECT THE FIELD NUMBER CORRESPONDING TO THE DATA YOU
@ WISH TO MCDIFY. Enter the field number and press CRETURN ). (You
can only modify one data field at a time.)

STEP 15: ENTER THE DATA AS INSTRUCTED BY THE PROMPT ON THE
@ SCREEN. Enter the data and press

STEP 16: REPEAT STEPS 14 AND 15 FOR EACH DATA FIELD THAT REQUIRES
(g MODIFICATION.
@’ STEP 17: SELECT THE QUIT OPTION. Enter Q (or q) and press CRETURN ).
STEP 18: SELECT THE GENERATE EVENT OPTION. Enter G (or g} and press
(g CRET R,

Cenerating the cvent causes notices to be printed automatically to the evaluator and
trainee of the event. The printed notices will contain the same data as the on-line notice,
in addition to other data.

S Generating the event also automatically updates the person’s ITR and current Training
chedule.

o The status of the task in the ITR will remain as "In Progress”; and the status of
the event will be "Assigned,"” "Scheduled,” "Reassigned” or "Rescheduled.”

o The Training Schedule of the trainee and evaluator will reflect the event, until
the event is cancelled or marked complete.

If the AOTS contains evaluation products for this task or subtask, the evaluation products
should be used to conduct the evaluation event. Evaluation products available from the
?ggg)includcs an Oral Test Guide (OTG) accompanied by a Performance Evaluation Checklist

o An OTG contains instructions to the evaluator for administering the evaluation;
a PEC is the checklist to be used by the evaluator when conducting the evaluation.
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m‘l’l:!l [} Training Event Assigmment 1 Dec 88
Task Iraining Bvent 299
Iuk Evant Identification: rmas—r 12?4-Performance Eveluatica
Cavarated by: 808809664 Abrans, Wark 4
1. Bvaluator: 8608808066 'B.t Eradberry, Mlm X.

2. Start Date and Time: Ko Scheduls
3. Rud Date and Time: Mo Schedule

Munber of Participants: (Srd Apple. Jokm A.)

4. Installation:

5. Dwscription:

Do you want a hard copy printed of this test ? (Yles, (N)o 7 ¥

If the AOTS contains evalu-
ation products for this task,
the prompt changes on the
screen, as illustrated in the
screen at the left.

If evaluation products do
not exist for this task, you
are returned to the Task
Status screen. Skip the
information presented
below and skip Steps 19-20.

10-14-20
STEP 19: SPECIFY WHETHER OR NOT YOU WANT A COPY OF THE EVALU-
ATION PRODUCTS NOW. Enter Y (or y) or N (or n) and press
(BETURN. If you selected the No option, proceed to Step 21.

THE REMAINDER OF THIS PAGE LEFT BLANK INTENTIONALLY.
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MCTO31.001 Tratning Event Assignment

1.4 Task Training Rvent 299

Task Event Jdentification: F18839-1-1274-Perforwance Eveluation
Gensrated by: BSOBSS8884 sSgt Abrans, Mark A.

1. Evaluator: 686808086 NSyt Bradberry, Allen X.

2. Start Date and Tine: No Schedule
3. Ewd Date and Time: Mo Schedule
Mumber of Participants: (Srd Apple, Jowm A.)

4. lestallation:

5. Description:

Enter printer {d or press ENTER to use TXP1 _

10-14-40

@ STEP 20:

than your own; Qr just press

printed at your workstation’s printer. You will see a short prompt advisin

you that the printing is occurring. The screen automatically changes, an

;ou are returned to the Task Status screen. When you retrieve the OTG and
EC from the printer, you will also receive a Test Control Log Record.

nCTRG4 . 801 Task Iraining Roquirements

1.4 For Srd Apple, Jobn A. om Task F10839
COMDUCT A UALL SEARCH OF A SUSPECT
Yask Level Objective Type Event Status
1. Tern. ObJ. 1274 Xnouledge Trainiwg Conplete
2. Term. 0. 1274 Knowiedge Kevaluatiom Conplete
3. Term. O0bJ. 1274 Performance Iraining Conplete
4. Tern. Obj. 1274 Performance Evaluation Assigned

Enter (S)chedale or assign, (E)lvent Display, (Clancel Assignment,
(MWark Conplote, (1)dewtify Traiwer/Rwaluator, (Quit 7 Q

10-14-41

1 Dec B8

@ STEP 21:
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The prompt changes again,
to have you identify the
printer ID that corresponds
to the printer where you
want the evaluation prod-
ucts to print.

The OTG and PEC can be
printed at any AOTS Work-
station. Normally, you will
print the evaluation
products at your AOTS
Workstation. However, if
you have the need to print
at another AOTS Worksta-
tion, you may contact the
Systems Administrator (call
the AOTS hotline) for the
correct Printer ID for that
workstation.

ENTER A PRINTER ID OR PRESS RETURN. Enter a printer ID and press
, if you want the OTG and PEC printed at a workstation other
to have the evaluation materials

Once the event has been
generated, the Task Status
screen returns to view,
reflecting the new status of
the Performance Evaluation
event.

If you did not enter
start/end dates and times,
the status is reflected as
"Assigned" or "Reassigned.”

If you entered start/end
dates and times, the status is
reflected as "Scheduled" or
"Rescheduled.”

QUIT THE TASK STATUS SCREEN. Enter Q (or q) and press
CRETLRN).
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LAST STEP FOR SCHEDULING A PERFORMANCE EVALUATION EVENT

Continue to QUIT each screen until you reach the AOTS Primary Access Menu. At that point,
you may quit the menu and log off the system, or you may perform another AOTS function.

THE REMAINDER OF THIS PAGE LEFT BLANK INTENTIONALLY.
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CONDUCTING THE PERFORMANCE EVALUATION EVENT

If evaluation products are available within the AOTS for the task, the evaluator will
administer the evaluation to the trainee using the products. If you printed the OTG and
PEC at the time you generated the event, you must give the products to the evaluator for
the event. If you did not print the OTG or PEC, the evaluator must access the existing event
and obtain the hard copy of the OTG and PEC.

o] Once the evaluation is administered, the evaluator (or you as the supervisor) must
score the test.

- If the test is scored using the OMR equipment (SCANTRON) or by
keyboard input, the system automatically marks the completion of the
event. You, as the person’s supervisor, are responsible for providing
feedback to the individual.

- If the evaluator manually scores the checklist off line, the evaluator
must give you the results so that you can provide feedback to the
trainee. Then, either you or the evaluator must mark the event
"complete.”

If there are no evaluation products within the system for the task, the evaluator is to
use whatever means exists in the workcenter to accomplish the event. There is no ability to
score the evaluation via the AOTS when non-AOTS evaluation products are used. The evaluator
(or you as the supervisor) must mark the completion of the event.
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10.14.5 Schedule A Training Requirement Other Than Task

BEFORE YOU BEGIN THE FOLLOWING PROCEDURES,
ENSURE YOU HAVE COMPLETED STEPS 1-7 OF SECTION 10.14.

AFS Task

. ftmeillary

. AMdditiona] Duty
Cont | ngency
ECIZCC

"z

. Tormal Training

NPUNAWN

. Quit This Remu

10-14-42

Individan] Training Requirements
1.4 Salect Type of Training to Update

Select Option: 2

1 Dec &8

@ STEP 8:

the type of requirement and press
2, which corresponds to Ancillary courses was selected.)

208

To schedule training
requirements other than
task, you will first select the
type of requirement that
requires scheduling.

Procedures have been pro-
vided for an Ancillary
course only. These
procedures are the same for
the other non-task training
requirements.

SELECT THE TYPE OF TRAINING REQUIREMENT FOR WHICH YOU
DESIRE TO SCHEDULE TRAINING. Enter the number corresponding to

. {in the exampie, Data Field
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NCTES4 .001 fmcillary Course PMequirements 1 Dec 88
14 Tor Srh Arple, John A. The screen you are now
1. Course: ATESE1 Status: Umassigned viewing lists the Ancillary
Title: Chemical Varfare Dafense Training For High Threat freas courses rcquircd to be com-
2. Courss: ATESS2 Statue: Unassigned pleted by this trainee.
Title: Self Aid and Buddy Care
3. Couree: ATEOS) Statas: Unassigned
Title: Ixploslve Ordnance Recognition Iraining
4. Course: ATOBBE Status: Unassigned
Title: Crine Provention Training
S. Course: ATERE? Statas: Unass!

gnod
Title: Protection of the Presidewt (ANG-MMICS 436)
6. Course: ATOO10 Statas: Unussigned
Title: Bass Populace Drielimg

Enter (M)dd to ond. (1)neert, (0)rder, (Dlelete, (S)chedule ar assign,
(Edvar.. display, (Clance! assignment, (M)ark complate, Pghn, (Quit 7 §

10-14-43

The status of each Ancillary Course requirement is reflected at the right of each Course
ID. The status will either be reflected as "Unassigned” or "Scheduled.”

c "Unassigned” means the training has not been scheduled nor conducted.

o] "Scheduled” means the course has been scheduled and has not been accompli-
shed/completed.

It is important to remember that the course for which vou are scheduling an event

must be on¢ of those listed op the screen you are now viewing. When necessary:

) Press the key, and continue to press the key, until the course you are
seeking can be seen on the screen. Once the course for which you are scheduling
an event for can be seen on the screen, proceed to Step 9.

STEP 9: SELECT THE SCHEDULE OR ASSIGN OPTION. Enter S (or s) and press
= CRETURN).
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NGTES4 . 801 Ancillary Course Reyuirements 1 Dec 88
1.4 Tor Srh Aprle, John A.

1. Course: ATOBB1 Status: Unassigned
Title: Chemical Varfare Defense Training For High Threat Areas

2. Course: ATEBE2 Status: Unassigned
Title: Self Ald and Buddy Care

3. Course: ATS883 Status: Unassigwed
Title: Explosive Ordnance Recognition Traiming

4. Couree: ATOBSG Statas: Unassigned
Title: Crine Prevention Ircining

S. Course: ATEBO7 Statas: Unassigned
Title: Protection of the Presidest (ANC-WMICS 436)

6. Course: ATEEID Statas: Unassignad
Title: Base Populace Briefing

Salect the courss to schadule
Use <page down)> Joy for paging.
Use {cureor) heys, or {(Enter ield muamber)>, <(¢) quit) & {(returnd) 1

10-14-44

(? STEP 10:

course and press

A prompt is added at the
bottom of the screen,
advising you to select the
course.

SELECT THE COURSE._Enter the field number corresponding to the
. (Inthe example, Data Field 1 was selected,

which corresponds to course AT0001 - Chemical Warfare Defense Training

for High Threat Areas.)
neTa3s . 001 Training Cvent Assigwment 1 Dec 88
1.4 Mcillary Course Event 308 OVERR ] TE

Courss ldewtilication: ATBBS1
Coverated by: GO5808864 3yt Mrans, Mark A.

1. Start Date and Tine: 81 Dec 1968 1288
2. Bnd Date and Time: 88 Dec 1968 1288
Number of Participants: (S Apple, John R.)

3. Training Agency:
4. lestallation:

S. bescription:

Entar (Clamosl Begwt Comaration, (Mledify Evewmt, (Clewarste Event 7 §

10-14-48

The screen at the left illus-
trates an on-line Event
Notice. The notice will be
printed automatically once
you generate the event (ex-
plained later).

The following information is provided to acquaint you with the information appearing
on an Event Notice, and to identify the data for which you are responsible.

0 The system automatically establishes an Event ID for each training and evaluation
event. The Event ID is reflected in the sub-title of the screen. (In the example,

the Event ID is 220.)
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The event is further identified by the Course ID, which appears on the first linc
of the screen (below the sub-title).

You are automatically reflected as the person who is generating the event (your
SSAN, rank and name arc automatically listed).

The start date and time, and end date and time, for the accomplishment of this
training event are reflected in Data Fields 1 and 2.

- Training requirements other than task training requirements, are
always scheduled to occur during a specified timeframe.

- You must enter the start and end date(s) and times by modifying Data
Fields 1 and 2.

The number of participants (tramccs for the event) is reflected next. When there
is only one participant, the person 's rank and name are reflected rather than the
number 1 This information is automatically provided by the AOTS and cannot
be modified by a user,

The training agency which is responsible for conducting the training can be
defined by modifying Data Field 3.

The installation where the training is to take place is identified in Data Field 4.

- If the event will take place in the normal work place of the trainee
and trainer, no installation data needs to be entered.

- If the event will occur outside of the normal work place, you must
modify Data Field 4 to identify the base, building or other specifics
that identify where the event will occur.

The Description is the last item reflected on the screen. If additional information
or instructions are required for the accomplishment of the event (e.g., bring pen
or pencil to take notes), you must modify Data Field 5.

@ STEP 11: SELECT THE MODIFY OPTION. Enter M (or m) and press CRETURN J.

@ STEP 12: SELECT THE FIELD NUMBER CORRESPONDING TO THE DATA YOU

WISH TO MODIFY. Enter the field number and press (You
can::ul or;ly modify one data field at a time and you must modify Data Fields 1
and 2

@:’ STEP 13: ENTER THE DATA AS INSTRUCTED BY THE PROMPT. Enter the data

and press
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STEP 14: REPEAT STEPS 17 AND 18 FOR EACH DATA FIELD THAT REQUIRES
MODIFICATION.
(? STEP 15: SELECT THE QUIT OPTION. Enter Q (or q) and press CRETURN ).
STEP 16: SELECT THE GENERATE EVENT OPTION. Enter G (or g) and press
g CRETHERD.

Generating an event causes Event Notices to be automatically printed to the trainec
of the event. The printed notice will contain the same data as this on-line notice, in addition
to other data.

s Generating the event also automatically updates the person’s ITR and current Training
chedule.

o The person’s ITR reflects the status of the course as being "scheduled.”

0 The Training Schedule of the trainee will reflect the event. The event will remain
an the Training Schedule until the event is cancelled or marked complete.

nCTES4 881 tecilisry Course Mowiremants 1 bec %8

14 Tor S5 Apple, Jolm 4. Once the event has been

1. Courss: ATEBS1 Statas: Scheduled generated, the person’s ITR
Title: Chamical Uarfare Defewss Training For High Threat Aress llstlng thc course requ,rc.

2. Coures: ATESR2 Statue: Unassigned ments returns to the screen.
Title: Self Ald and Duddy Care

3. Course: ATOSE3 Statns: Unassigned Note that the status for the
Title: Ixplosive Oninance Recogmition Training course is now reflected as

" n

4. Course: ATE0BE Status: Unamsigned scheduled.
Title: Crims Prevention Iraining

5. Course: ATOBS? Statas. Umassi

ywod
Title: Protection of the Presidest (ANG-RIICS 436)

6. Course: ATOB1D Status: Unassigned
fitle: Dase Populace Briefimg

Intar (A)dd to ond, (I)neert, (0)rdar, (D)elets, (8)chedule or assigwn,
(Blvewt displey, (Clawcel sssigmment, (Mlark complets, Pghn, (QPiuit 7 §

10-14-48

@ STEP 17: QUIT THE ITR SCREEN. Enter Q (or q) and press CRETURN ).

LAST STEP FOR SCHEDULING A NON-TASK TRAINING EVENT
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_ Continue to Quit each screen until you reach the AOTS Primary Access Menu. At that
;rmmt,_ you may quit the menu and log off the system, or you may perform another AQOTS
unction.

CONDUCTING THE TRAINING EVENT

Because non-task training requirements are usually accomplished by outside agencies,
further information has not been included on how the event is conducted.

o Once the training is accomplished, you are responsible for marking the completion
of the event.

o Once the event is marked complete, the course is automatically removed from the
person’s ITR and is listed in the person’s Training History.

THE REMAINDER OF THIS PAGE LEFT BLANK INTENTIONALLY.
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10.15 Mark Completion of a Training or Evaluation Event

Because training can be marked complete by a variety of users, and because the
completion procedures vary depending on the type of training, this section is orgamzcd into
two sub-sections.

o There are some completion procedures, however, which are common to all types
of training. The common procedures begin on the next page.

To mark an event complete, first follow the common procedures (Steps 1-7). Then,
refer to and follow the procedures within the sub-section that applies to the specific type
of event you are marking complete.

o The following list identifies the sub-sections, and the type of event that applies:
10.15.1 Task Training Event

10.15.2 Training Evcnt for Other Training Requirements
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COMMON PROCEDURES FOR MARKING EVENTS COMPLETE

Surezv .se1
1.2

10-15-1

Advenced On-The-Job Training System (AOTS)
Prinary Access Memu

Personal Training Information

. Training Ma

. Mastesr Task List (NTL) Interfacs
. Position Requiremnents

. Quit This Memu

- WwN e

Select Option: 2

1 Dec 88
To mark an event complete,
you must first select the
Training Management
option on the AOQTS Primary
Access Menu.

@ STEP 1:

SELECT THE TRAINING MANAGEMENT OPTION. Enter 2 and press
(RETURN).

1.2

10-15-2

Training Management

. Training Scheduler

. Alrman Training Record (ATR) Manager
. Reporting Progranms

. Qualification Assessment

. Off~Line Test Conmtrol

. Off-Line Test Scoring

. Access existing Event

. Quit This Memu

NONEWN

Select Option: 1_

1 Dec 08
You may choose one of two
paths to mark an event
complete: (1) You may
access the Training Sched-
uler; or (2) You may access
the ATR Manager.

The Training Scheduler path
is illustrated in this section.
As you grow more familiar
with the AOTS, you will be
able to mark events complete
using either path.

@ STEP 2:

SELECT THE TRAINING SCHEDULER OPTION. Enter 1 and press
(CRETURND.
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suPez? .e06 Training Hanagement 1 Dec 88
1.2 A prompt is added to thc
bottom of the screen, as
. fralning Scheduler illustrated at the left,

Alrman Iraining Recond (ATR) Manager
. Joparting Programs

. Qualification fAesessment

. 0ff-Lina Teat Control

off-Line Test Scoring

access existing Event

. Quit This Rewy

NONAWN»

o

Select Option: 1

Sslect Type of Iraining Mode @ (Plrainer, (Slupesrvisor, (Qluit 7 8§

10-15-3
STEP 3: SELECT THE SUPERVISOR OPTION. Enter S (or s) and press
(RETURN).
NGTE38.801 Individual Training Boquirements 1 Dec 68
1.4 fesigment Roview and Camsration When you mark an event
cgmplctc, you arci %pd.aéingl
the person’s ndividua
e e e enaits™ Tomutroneat Training Requirements
3. Treining Zvant Review or Update (ITR).
4. Add Pervomme] to Exjsting Event
S. Print training Roquirements for Group
6. Print Schedales for Group
q. Quit This Weru
Select Option: 1
10-15-4
STEP 4: SELECT THE UPDATE OR SCHEDULE INDIVIDUAL TRAINING
REQUIREMENT OPTION. Enter 1 and press
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nGTad8 .08t Individual Treining Roquirements 1 Dec 88
1.4 Assignment Review and Generation YOU may mark an cvent
compicte for only 1 person

. Update or Schedule Individeal Training Requirement at a timc. Since many of us

1 .
2. Schadule Growp Training Requirements do not memorize SSANs, how
3- Tmr-t-lu l--l-t‘:-;::‘r m you select a person from
S. Print Training Requirenents for Croup your Supervision List is
6. Print Schedules for Group tllustrated.

q. Quit This Newu

Select Option: 1

(1)aontify Airman From List, (E)nter Specific SSAM, (Qluit 7 I

10-15-5
STEP 5: SELECT THE IDENTIFY AIRMAN FROM LIST OPTION. Enter | (or i) and
@ press CRETURN ).
nGTBI2 087 Training Rocord Mamager 1 Dec 88
1.0 Group Selection Screen The screen at the left illus-
trates a Supervision List.
SSAn i W Note that the list is
1. 996908083 o fcorn, Henrietta alphabetized by name,
;. 860568061 Sea :'1' Pat A, making it easier for you to
3 s Sqt Biber. Joms C. identify the person for
5. 899688896 nSet Bradberry, Allen K. whom you want to update
data.
Use {cursor) heys, or {(Enter (field wunber), (q) quit) & (return)} 3
10-15-6
STEP 6: SELECT THE INDIVIDUAL FOR WHOM YOU WANT TO MARK AN EVENT
COMPLETE. Enter the number corresponding to the person and press

. (In the example, Data Field 3 was selected, which corre-
sponds to SrA John A. Apple.)
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MNGTE38.083
1.4

10-15-7

NIOU‘I‘NN:.

Indjvidual Training Roequirements 1 Dec 08

Select Action Desired

Update or Schedule Training

. Training Schedules Information

Position Qualification Status Inforeatiow

. Print Training Reguiremsnts
. Print Training Schedules
. Print Position Qualification Status

Access Gensral ITR

. Quit This Nowu

Select Option: 1

@ STEP 7.

press

neTe38 . 982
1.4

10-15-8

N

NEONAWNE-

Individual Trajining Boguirensnwts 1 Dec 88

Select Type of Training to Update

. AFS Task

fmcillary

. Additiona) Duty

Cont ingency
ECIcC

mE
. Formal Training
. Quit This Nemu

Salect Option:

At this point, you have
accessed portions of the
person’s training record. To
mark an event complete, you
must select the update or
schedule training option,
which accesses the person’s
ITR data.

SELECT THE UPDATE OR SCHEDULE TRAINING OPTION. Enter 1 and

The screen you are now
viewing reflects the types of
training requirements exis-
ting for an ITR.

It is at this point where the
remaining procedures for
marking an event complete
depend on the type of event
involved.

FOR THE REMAINING PROCEDURES, REFER TO THE SPECIFIC SUB-SECTION WHICH APPLIES TO
THE TYPE OF EVENT YOU ARE MARKING COMPLETE
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10.15.1 Mark Completion of a Task Training Event

AOTS User’'s Handbook

BEFORE YOU BEGIN THE FOLLOWING PROCEDURES,

ENSURE YOU HAVE COMPLETED STEPS 1-7 OF SECTION 10.15.
NCTI8 . 882 Individual Training Requirements 1 Dec 88
14 Select Type of Iraining to Update To mark a Task Training
event complete for a person,
L. AFS Tesk you must access the AFS
2. fncillary Tasks portion of his/her
3. additional Duty ITR.
4. Contingency
5. EC1/CXC
6. M
7. Formal Training

. Quit This Mewu

Select Option: 1_

10-15-9

@ STEP 8: SELECT THE AFS TASK OPTION

219

. Enter 1 and press CRETURN .
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NGTESA . 006 Task Iraining Requirements 1 Dec B8
1.4 For Sré Apple, Jobn A,

1. Task 1D: AGBOS2 Status: In Progress
ASSIGH PERSOMMEL TO DUTY POSITIONS

2. Task ID: DOOE3?7 Status: Auaiting Cartification
CONDUCT SIAFT MEETINGS

3. Task ID: ri@39 Status: In Progress
COMDUCT A UALL SRARCH OF A SUSPECT

4. Task 1D: FoS278 Statas: In
FIRE URAPONS TO MAINTAIN QUALIFICATION

Entar (A)dd 10 snd, (Dmamrt, (O)rder, (Dlelets, (3)chadule or Aesign,
(Clertify, (B)reakdowm, (Rleview status, (T)ask Search, Pgdn, (Quit 7 8

10-15-10

The screen at the left illus-
trates tasks listed in an ITR.
It is important to remember
that the task you are mark-
ing an event complete for
must be one of the tasks

listed on the screen you are
now viewing.

0 You may press the (Fabn) key, and continue to press the key, until the task you

are seeking can be seen on the screen, or

o You may select the Task Search option (enter T or t and press (BEIURND), and
then enter the Task ID that corresponds to the task for which you are marking

an event complete and press

Once the desired task can be seen on the screen, proceed to Step 9.

STEP 9: SELECT THE SCHEDULE OR ASSIGN OPTION. Enter S (or s) and press
(RETLEN).
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NGTES4 .006 Task Training Requirements 1 Dec 88
1.4 Tor Srd Apple, John A.

1. Task ID: ABBS82 Status: In Progress
ASSIGN PERSOMMEL TO DUTY POSITIONS

2. Task 10: DOGBI7
COMDUCT STAFT MEETINGS

Status: Auaiting Certif ication

3. Task ID: ri0839 Status: In Progress
COMDUCT A UALL SEARCH OF A SUSPECY

4. Task 1D: reazs Sta
FIRE URBAPOMS TO MAINTAIN Mlﬂmﬂﬂ

Select the task to schedule or assign
Use (page down) koy for paging.
e {cursor) keys, or {(Enter (field wenber>, (q)> quit) & {returnd) 4

10-15-11

l/ED STEP 10:

and press
corresponds to Task D F00278.)

nCT864 .001 !uk Training Roquirements 1 Dec 88
1.4 Yor SeA Apple, Jobn A. ow Task FO8276
FIRE UBAPONS TO MAINTAIN QUALIFICATION

Yask Level ObJjective Type Event Status

1. Termn. ObJ. 1774 Knouledge Training Aesigned

2. Tern. 0b). 1774 Knowledge Realuation Unass igned
3. Term. 0bj. 1774 Performance Training Unasyigned
4. Tern. Obj. 1774 Perfornance Bealuation Unase igned

Enter (S)chedule or assign, (Event Display, (Clancel Assigrment,
(M)ark Complete, (1)dentify Trainer/Rvaluator, (Quit ? _

10-15-12

AQOTS User’'s Handbook

Now, you mustenter the data
field number corresponding
to the task for which youare
marking an event complete.

SELECT THE TASK. Enter the number corresponding to the desired task
(In the example, Data Field 4 was selected, which

The screen you are now
viewing is referred to as the
"Task Status" screen. It is at
this point that you mark
events complete.

Task training, for each
objective that applies to a
task, involves four events:

1. Knowledge Training

2. Knowledge
Evaluation

3. Performance
Training,
and

4. Performance
Evaluation.

The screen above provides an example of a task which is broken down into subtasks.
There is one behavioral objective for this task. There are four events which should be

completed before the person can be certified on the task.
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o If the task you are viewing has been broken down into subtasks, the screen reflects
the four events for each subtask objective as well as the four events for the task
level objective.

o You mark events complete for subtasks in the same manner as you mark events
complete for tasks.

The remaining procedures vary somewhat, depending on the specific t{pe of task event you
are marking complete. In the next few pages, separate information for cach type of task
event has been provided..

THE REMAINDER OF THIS PAGE LEFT BLANXK INTENTIONALLY
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KNOWLEDGE TRAINING EVENT

You should be aware of the following facts regarding marking a Knowledge Training
cvent complete:

o

A Knowledge Training event is accomplished by the trainee. He/she studies
textual materials, takes an on-line CAI course, reviews a film, etc. The AOTS
provides the trainee with the capability to mark a Knowledge Training event
complete (Proceed with Training function).

If a Knowledge Training event is accomplished by the person reviewing a CAI
lesson on the AOTS, the system automatically marks the Knowledge Training event
complete, once the person completes the entire lesson.

A designated trainer for the task can mark a Knowledge Training event complete.

You, as the person’s supervisor, have the capability to mark a Knowledge Training
event complete. Once you feel the airman has attained sufficient knowledge
about the task and is ready to be evaluated on that knowledge, you should ensure
the Knowledge Training event is marked complete (cither by the trainee, trainer,
or by you as the supervisor).

1.4

N

NGTO64 . 801

Task Level Objective Type Event Status

Torn. Obj. 1774 Nnouledge Training fasigned

Tern. ObJ. 1774 Knowledge BRealuation Unass igned
Tern. Obj. 1774 Performance Iraining Unaps igned
Tern. Obj. 1774 Performance Realuation Unass igned

10-15-14

FIRE VEAPONS TO MAINTAIN QUALIFICATION

Enter (S)chedule or assign, (E)vent Display, (Clancel Assigmment,
(Mark Conplete, (I)dentify Traimer/Bealuator, (Qluit 7 M

Task Training Requirements 1 Dec 88
For Sch Apple, John A. on Tesk Fesz7e To mark a Knowledge
Training event complete,
perform the next two steps.

STEP 1: SELECT THE MARK COMPLETE OPTION. Enter M (or m) and press
g CRETURN).
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NG T4 .001 s::ak Ireining Noquiraments 1 Dec 08
FIRE RAPOE 0 MAINTAIN GUALIFIGATION T A prompt is added at the
bottom of the screen, as
fask Loval  Objactive Type Eeemt Status illustrated in the screen to

1. Tern. ObJ. 1774 Xnowledge Trainimg Aesigned the left.

2. Tern. g:.j :;?7: :::ld'. ;::-:uu\ Unu:::

3. lern. ObJ. Unass . .

i e oM. 1774 Parformamce Bsaluation  Unassigmed Now, you must identify the
event you are marking
complete.

Sslect the task event to complete
Uss (cursor) heys, or {(Enter ield nmunber), <¢)> quit) & (returmwd) 1t
10-15-15
STEP 2: SELECT THE TASK EVENT TO MARK COMPLETE. Enter the field num-
ber corresponding to a Knowledge Training event and press )
(In the example, Data Field 1 was selected, which corresponds to the
Knowledge Training event for the task.)
ne1e64 . 081 Task Training Rogquiremsnts 1 Dec 98
FItE uaaron To MRINTAIN GUALTRIGATIOR o Teek PO The status of the Knowledge
;I'éammg event changes to
omplete” on the person’s

1 e o T aemietee tralning  Camplete ITR, as illustrated by the

Z. Torm. ObJ. 177¢  Meowledge Realuatlom Unassigned screen to the left.

3. Term. 0bJ. 1774 Perfornance ITraining Unass igned

4. Term. 0bj. 1774 Perforwance Eealuation Unassigned

Enter (S)chedula or sssign, (Elvewt Displey, (Clance! Assigmment,
(R)ark Conplete, ([ddewtify Treiwer/Realuator, (Quit 7 Q

10-15-18

The following automatic actions occur:

o If the Knowledge Training event previously had a status of "Assigned,” "Sched-
uled,” "Rcassigned” or "Rescheduled,” the event is automatically rcmoved from
those events listed on the person'’s Training Schedule. Additionally, the cvent is
removed from the designated trainer’s Training Schedule, if the traince was the
only or last trainee to complete the event. (Remcmber, a Training Schedule
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reflects those events for which training is occurring or is forecasted to occur.
Since the event has been marked complete, it no longer belongs on the Training
Schedule).

LAST STEP

) If you desire to mark other Knowlcdgc Training events complete for this task
(or its subtasks, if applicable), repeat Steps 1 and 2 above for each event.

o If you desire to mark another type of task event complete for this task, refer to
the procedures (within this sub-section) that are specific to that type of event.

0 If you do not want to mark another event complete, QUIT each screen until you
reach the AOTS Primary Access Menu. At that point, you may quit the menu and
log off the system, or you may perform another AOTS function.

n

THE REMAINDER OF THIS PAGE LEFT BLANK INTENTIONALLY.
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KHOWLEDGE EVALUATION EVENT

You should be aware of the following facts regarding marking a Knowledge Evaluation
event complete:

o

A Knowledge Evaluation event is accomplished between an evaluator and the
trainee. The event can be accomplished on line or off line.

- If the evaluation is administered on line, the system automatically
scores the test and marks the completion of the event.

- If the evaluation is administered off line, the evaluator Will normally
use a test that is stored in the AOTS when available. However, if no
AOTS test is available for the event, the evaluator will use some other
means to determine whether or not the individual has attained
sufficient knowledge to begin performance training for the task
(subtask).

-- If an non-AOTS test is administered off line, the ¢valuator will
need to mark the completion of the Knowledge Evaluation event.

- If an AOTS test is administered off line, and if the evaluator
scores the test using the AOTS (cither by using the SCANTRON
OMR cquipment or by Keyboard input), the system automatically
marks the Knowledge Evaluation event complecte.

- If an AQTS test is administered off line, and if the evaluator
scores the test off line (using the answer key printed with the
test), the gvaluator will need to mark the event complete.

You, as the person’s supervisor, also have the capability to mark a Knowledgc
Evaluation Event complete. Once you feel the person has been adequately
evaluated on his/her knowledge of the task, and is ready to begin performance
training for the task, you should ensure the Knowledge Evaluation ¢vent is marked
complete (either by the evaluator or by you, as the supervisor).

Before you mark a knowledge ¢valuation event complete, ensure the corresponding
knowledge training event is first marked “"complete.”
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NGTRGA 881 Tazk Iraining Requirements 1 Dec 88
1.4 For Srd Apple, John A. un Task FU0270 - nel . .
FIRE UEAPONS TO MAINTAIN QUALIFICOTION To mark a Knowledge

Evaluation cvent compicte,
perform the following threc

Task Level Objective Type Rwent Status -
1. Tera. OB, 174 Ysculedge Trainiwmg Complots steps:
2. Termn. Obj. lgi Knowledge Rwaluation mln;::.‘
3. Tern. ObJ. bygl] Performance Iraining Umass
4. Tera. Obj. 1774  Performance Rwaluation  Usassigned Ensure the Knowledge

Training event is marked
complete before you begin to
mark the Knowiedge Eval-
uation event complete.

Enter (S)chedule or assign, (E)vent Display, (Clancel Assigment,
(Marn Complete, (1)dentify Trainer/Bwaluator, (Qluit 7 Y

10-15-17
STEP 1: SELECT THE MARK COMPLETE OPTION. Enter M (or m) and press
CRETURND).
nGTHOA .881 Task Training Roquirements 1 Dec 88
FIRE VRAPORS 10 mAINIAIN GUALTFIGATION | T T A prompt is added at the
bottom of the screen, as
fask Lovel  Objective Type Teent states illustrated in the screen to
1. Term. Obj. 1774 Nnouledge Training Conplote the left.
2. Tera. 0bJ. 1774  Nnowledge Realustion Assigned
3 Tem: gﬁi T Fertormncs Toslastion m:.,.":: Now, you must identify the
event you are marking
complete.
Select the task svent to complete
Use (cursor) keys, or {(Enter (fleld wanber), <(¢> wit) & (returnw)) 2
10-15-18
STEP 2: SELECT THE TASK EVENT TO MARK COMPLETE. Enter the field num-
ber corresponding to a Knowledge Evaluation event and press

(In the above example, Data Field 2 was selected, which corresponds to the
Knowledge Evaluation event for the task.)
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1.4

.‘UN“

10-15-19

nG1064.081

. 0bJ.
. 0bJ.
. 0bJ.
. 0bj.

Did Sed Apple, Joba A. (Plass, (Plail, (Quit 7 P

For SeA Apple, Joha A. on Task FO8270
FIRE UEAPORS TO MAINTAIN QUALIFICATION

Objactive Typs Bvent Status

1774 Parfornance Bwaluation Unassigned

fesk Iraining Reyuirements 1 Doc 88
The prompt changes, to have
you identify whether thce
person passed or failed the

1774 JKnouledge Training Complets evaluation.
1774 Knowledge Rvaluation Assigned
1774 Perfornance Iraining Unassigned

@ STEP 3:

SELECT THE PASS OR FAIL OPTION. Enter P or F (or lower case p or f)
and press

The following automatic actions occur:

1.

If the person passed the evaluation, the status for the Knowledge Evaluation
event automatically changes to "Complete” on the person’s ITR.

o

If the status of the cvaluation event had previously been "Assigned,”
"Scheduled,” "Rcassxgncd" or "Rescheduled,”" the cvent is automatically
removed from the person's current Training Schedule. Additionally, the
cvent is removed from the designated evaluator’s Training Schedule, if the
trainec was the only or last traince to complete the event. (Remembcr a
Training Schedule reflects those events for which training is occurring or
is forecasted to occur. Since the event has been marked complete, it no
longer belongs on the Training Schedule.)

If the person failed the evaluation, the status for the Knowledge Evaluation event
automatically changes to "Taken" on the person’s ITR.

o]

The status of the corresponding Knowledge Training event will also be
changed from "Complete” to "Taken." It is assumed that if a person fails a
knowledge evaluation, he/she requires additional knowledge training (both
knowledge events will have to be reaccomplished).

If the status of the Knowledge Evaluation e¢vent had previously bcen
"Assigned," "Scheduled,” "Reassigned,” or "Rescheduled,” the event is auto-
matically removed from the person’s current Trammg Schedulc. Addi-
tionally, the event is removed from the designated evaluator’s Training
Schedule, if the trainee was the only or last trainee to complete the cvent.
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LAST STEP

0 If you desire to mark other Knowledge Evaluation events complete for this task
(or its’ subtasks, if applicable), repeat Steps | through 3 above for each event.

o If you desire to mark another type of task event complete for this task, refer to
the procedures (within this sub-section) that are specific to that type of event.

o If you do not want to mark another event complete, QUIT each screen until you
reach the AOTS Primary Access Menu. At that point, gou may quit the menu and
log of f the system, or you may perform another AQT functxon

PERFORMANCE TRAINING EVENT

You should be aware of the following facts regarding marking a Performance Training
cvent complete:

o A Performance Training event is always accomplished off line, between a trainer
and trainee. The trainer teaches the steps required to be accomplished within
the task, as well as the sequence in which the steps are performed. Once training
is conducted the trainer has the capability to mark the Performance Training
event complctc

0 You, as the person’s supervisor, also have the capability to mark a Performance
Training event complete. Once you feel the person hasacquired sufficient training
on the task (or subtask) and is ready to be evaluated on his/her performancc,
you should ensure the Performance Training event is marked complete (either by
the trainer or by you as the supervisor).

o Before you mark a performance training event complete, ensure the corresponding
Knowledge Training and Knowledge Evaluation events have been marked com-
plete.

nGT864.081 Task Iraining Requirements 1 Dec 68
FiRE VaAPORS T0 MALNTAIN GUALTFICATION | o oo ORTe To mark "a Performance

Training event complete,
follow the next two steps.

Task Level Objective Iype Event Status
1. Tera. ObJ. 1774 Knowiedge Training Conplete
g. :m- 8:j :;: m'"'""' ;u:u:uw mm‘:'-;‘- Ensure the corresponding
. I6TW. . OrRARCe Iraining
1 Tewn. OB, 1774 Perforwawce Rvaiuation  Umessigned Knowledge Training and

Knowledge Evaluation
events have been marked
complete (see procedures
within this sub-section for
each type of event).

Enter (S)chodule or sssign, (E)vent Display, (Clance] Assigment,
(Mark Conplete, ([)dentify TreinerEvaluator, (QIuit 7 N

10-15-20
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STEP 1t: SELECT THE MARK COMPLETE OPTION. Enter M (or m) and press
(g CRETTRND, form) andp

THE REMAINDER OF THIS PAGE LEFT BLANK INTENTIONALLY.
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NGTO64 .801 Task Iraining Requirements 1 Dec 88
1.4 For SrA Apple, John A. on Task FO8278 A prompt is added at the

FIRE WEAPONS 1O MAINTAIN QUALIFICATION
bottom of the screen, as

illustrated in the screen at

Task Lewe] Obhjective Type Event Status
1. Term. OMJ. 1774 Nrowledge Training Conplete the left.
2. Term. ObJ. 1774 Knowledge Ewaluation Complets
G Tem O 17 Pt Balution  Uesesigeed Now, you must identify the
event you are marking
complete.
- Select the task event to complete
Use (cursor) heys, or {(Enter (field wunher}, <¢> quit) & {returwd) 3
10-15-21
STEP 2; SELECT THE TASK EVENT TO MARK COMPLETE. Enter the field num-
ber corresponding to a Performance Training event and press

'gn the above example, Data Field 3 was selected, which corresponds to the
erformance Training event for the task.)
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1.4

Task
. Temm
. Term
. Term
. Term

) N

10-15-22

NCTOG4 . 001
FIRE VEAPONE YO MAINTAIN QUALIFICATION

Level
. 0bJ.
. 0bJ.
. 0b4.
. 0bj.

Entar (S)chedule or asssigwn, (Edvewt Display, (Clance! Assigrment,
(Mark Conplete, ([)dawtify Trainer/Bvalsator, (Puit ?

Task Training Moquirements 1 Dec B8
Tor Sr frple, dokn A. on Tesk Fe6z78 The status of the Perform-
ance Training event, on the
person’s ITR, changes to

Ob jocti Type Zvent Sta [N .
1774 “ Xnowledgs Training Cu’t::o "Complctc, as illustrated by
1774 Knowledge Bealuation Conplets the screen to the left.
1774 Perfornance Iraining Conplete

1774 Parfornance Bvaluation Unass igned

The following automatic actions occur:

o

If the Performance Training event previously had a status of "Assigned,”
"Scheduled,” "Reassigned” or "Rescheduled,” the event is automatically removed
from those events listed on the person’s Training Schedule. Additionally, the
event is removed from the designated trainer’s Training Schedule, if the traince
was the only or last trainee to complete the event. (Remember, a Training Schedulc
reflects those events for which training is occurring or is forecasted to occur.
Since the event has been marked complete, it no longer belongs on the Training
Schedule.)

LAST STEP

If you desire to mark another Performance Training event complete for this task
(or its subtasks, if applicable), repeat Steps 1 and 2 above.

If you desire to mark another type of task event complete for this task, refer to
the procedures (within this sub-section) that are specific to that type of event.

If you do not want to mark another event complete, Quit each screen until you
reach the AOTS Primary Access Menu. At that point, gou may quit the menu and
log off the system, or you may perform another AOTS function.
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PERFORMANCE EVALUATION EVENT

Youshould be aware of the following facts regarding marking a Performance Evaluation
cvent complete:

o A Performance Evaluation event is always accomplished off line, between an
evaluator and the trainec. The evaluator administers an of f-line performance or
product evaluation by using AOTS evaluation products (i.e., Oral Test Guide (OTG)
and Performance Evaluation Checklist (PEC)), or by using other means to evaluate
the trainee’s performance abilities. The g¢valuator has the capability to mark the
event complete after the evaluation has been administered.

- If the off-line evaluation is scored via the AOTS (cither by using the
SCANTRON OMR equipment or by keyboard input), the system
automatically marks the Performance Evaluation event complete.

o You, as the person’s supervisor, also have the capability to mark a Performance
Evaluation event complete. Once you feel the person can adequately perform
the task (or subtask), you should ensure the Performance Evaluation event is
marked complete (either by the evaluator or by you as the supervisor).

o Before you mark a performance evaluation event complete, ensure the corre-
sponding Knowledge Training, Knowledge Evaluation and Performance Training
events have been marked complete.
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nG1864 .001 Task Training Regquirements 1 Dec 88
1.4 For SrA Apple, John A. on Task 108278
FIRE URAPONZS TO MAINTAIN QUALIFICATION

Task Lewel Objoctive Type Bvent Status
1. Temn. ObJ. 1724 Xnosledge Training Conplete
2. lern. 0. 1774 Knowledge Ewaluation Complete
3. lera. ObJ. 1774 Performance Training Conplete
4. Tern. Obj. 1774 Porformance Rvaluation Aesigned

Entar (S)cheduls or assign, (E)vent Display, (Clancel Assigmmest,
(Mark Complets, ([)dewtify Treinsr/Realuator, (QIuit 7

10-15-23

@ STEP 1:

nCTBG4 . 001 fask Iraining Rowuirenswts 1 Dec 88
1.4 Ffor SeA Apple, Jolm A. on Task FOS270
FIRE UEAPONS 70 MAINTAIN GUALIFICATION
Task Level Objective Type Bvewt Status
1. Tewm. ObJ. 1774 Knouledge Training Conplete
2. Tawm. OMJ. 1774 Naowiedge EKvaluation Conplete
3. Tern. 0bJ. 374 Performauce Training Conplete
4. Termn. 0b§. 1774 Purfornance Bealuation Assigned
Select the task event to cespiete
Use (oursor) heys, or ((Enter (field mumber), (q> quit) & (returwd) 4
10-15-24

@ STEP 2:

To mark a Performance
Evaluation event completc,
perform the following three
steps:

Ensure the corresponding
Knowledge Training,
Knowledge Evaluation and
Performance Training
events have been marked
complete (see procedures
within this sub-section for
ecach type of event).

SELECT THE MARK COMPLETE OPTION. Enter M (or m) and press
(RETURN).

A prompt is added at the
bottom of the screen, as
tllustrated in the screen to
the lef't.

Now, you must identify the
event you arc marking
complete.

SELECT THE TASK EVENT TO MARK COMPLETE. Enter the field num-
ber corresgnding to a Performance Evaluation event and press

. (In the above example, Data Field 4 was selected, which
corresponds to the Performance Evaluation event for the task.)
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m:&l.ﬂl . s::ah hl-nlnlm Requirements 1 Dec 68

1. . . F88278

FIIE WBAPORS 10 MAINIAW LTEIATION | T T The prompt changes, to have
you identify whether thc

fask Lovsl  Ohjective Type Evemt Status person passed or failed the

1. Tera. Ob4. 1774 Nnouledge Training Conplete evaluation.
2. Tera. 0bJ. 1774 Knowisdge BRealuation Complets
3. Texn. 0. 1774 Parformance Training Conplets
4. Teran. Obj. 1774 Parformance Evaluation Assigned

Did S. & Apple, John A. (Plass, (Flail, (Quit 7 P

10-15-25
STEP 3: SELECT THE PASS OR FAIL OPTION. Enter P or F (or lower case p or f)
@ and press CRETLIRN ).

The following actions occur:

1. If the person passed the evaluation, the status for the Performance Evaluation
event automatically changes to "Complete” on the person’s ITR. If the Performance
Ev?luation event is the last event to be completed for this task, the screen ~hanges
as follows:

o The individual events are consolidated into a single data item on the
screen. The objective that applies now reflects "Complete.”

- The following prompt is added to the bottom of the screen: All
events for the task are now complete and it is awaiting certi-
fication. Press to continue. Once you press return,
you are returned to the screen which reflects the tasks listed in
the person’s ITR (note that the status for this task now reflects
"Awaiting Certification”). Since all events for the task are
complete, you may now certify the individual on the task (see
Section 10.20 for procedures).

) o If the status of the Performance Evaluation event had previously been
"Assigned,” "Scheduled,” "Reassigned,” or "Rescheduled,” the event is
automatically removed from the person’s current Training Schedule.
Additionally, the event is removed from the designated evaluator’s
Training Schedule, if the trainee was the only or the last trainee to
complete the event. (Remember, a Training Schedule reflects those
events for which training is occurring or is forecasted to occur. Since
the event has been marked complete, it no longer belongs on the
Training Schedule.)

2. If the person faijled the evaluation, the status for the Performance Evaluation
event automaticallty changes to "Taken” on the person’s ITR.
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o The status of the corresponding Performance Training event will also
be changed from "Comglete” to "Taken." It is assumed that if a person
fails a performance evaluation, he/she requires additional perform-
ance training (both performance ecvents will have to be reaccom-
plished).

0 If the status of the Performance Evaluation event had previously been
"Assigned,” "Scheduled," "Reassigned,” or "Rescheduled,” the event is
automatically removed from the person’s current Training Schedule.
Additionally, the event is removed from the designated evaluator’s
Training Schedule, if the trainee was the only or the last trainee to
complete this event.

LAST STEP

o If you desire to mark other Performance Evaluation events complete for this task
(or its’ subtasks, if applicable), repeat Steps | - 3 above for each event.

0 If you desire to mark another type of task event complete for this task, refer to
the procedures (within this sub-section) that are specific to that type of event.

o If you do not want to mark another event complete, Quit each screen until you
reach the AOTS Primary Access Menu. At that point, you may quit the menu and
log of f the system, or you may perform another AOTS function.
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10.15.2 Mark Completion of Other Training (Non-task)

AOTS User's Handbook

BEFORE YOU BEGIN THE FOLLOWING PROCEDURES,
ENSURE YOU HAVE COMPLETED STEPS 1-7 OF SECTION 10.15

MG TO30.083 Individual Treining Requirements
1.4 Select Action Desired

. Update or Schedule Trainiwg

. Training Schedules Information

Position Qualif ication Status Information
. Print Iraining Bequirenents

. Print Training Schedules

. Print Position Qualifization Status

. Access General ITR

. Quit This Menu

NP NS WN P

Selsct Option: 2_

10-15-28

1 Dec 68

@ STEP 8:

To mark an event complete,
for other training require-
ments besides task training,
you must access the specific
type of training that applies.

Since the completion proce-
dures are almost identical
for each type of
requirement, only instruc-
tions and illustrations for an
Ancillary Course are
provided within this sub-
section.

SELECT THE OPTION CORRESPONDING TO THE TYPE OF TRAINING
REQUIREMENT YOU ARE MARKING COMPLETE. Enter the number
corresponding to the type of training requirement and press .

For the example, the 2nd optlon was selected, to access the Ancillary
rses listed in the person’s ITR.)

nGT054.881 fwcillary Course Roquirements
1.4 For Srh Apple, John A.

1. Course: ATOBB2 Status: Unassigned
Title: Self Aid and Buddy Care

2. Courss: ATORE3 Status: Unassigned
Title: Explosive Ordnance Recognition Treining

3. Couree: ATOOBG Status: Unassigned
Title: Crine Prevention Training

4. Course: A
Title:

Status: Umassigned
Wln of the President (ANC-MICS 426)

5. Courss: ATO010 Status: Unassigned
Title: Base Populace Mriefing

6. Course: ATOBEIS Status: Unassigned
Title: Standards of Conduct

Enter (A)dd to ond, (I)neert, (O)rder, (D)elote, (S)cheduls or assign,
(E)vent display, (Clancel assigmment, (Mlark complste, (Q)uit 7 8

10-15-27

1 Dec 08

@ STEP 9:

237

The screen at the left illus-
trates Ancillary Course
training requirements in an
ITR. It is important to
remember that the training
requirement for which you
are marking complete must
be one of those listed on the
screen you are now viewing.

Press the key, and
continue to press this key,
until the course you are
seeking can be seen on the
screen. Once the desired
course can be seen, proceed
to Step 9.

SELECT THE MARK COMPLETE OPTION. Enter M (or m) and press
CBETURN.
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nGT854 .801 Ancillary Course Requirements 1 Dec 68
1.4 Tor 3ra Apple, John 4. Another prompt is added to
1. Couree: ATBOEZ Status® Unaesigned the screen, advising you to
Title: Self Ald and Buddy Care select the course to mark
2. Course: ATE8E3 Status: Unassigned complete.
Title: Explosive Ordnance Recognition Traiming
3. Courwe: ATEBBG Status: Unassigned
Title: Crims Presvention Iraining
4. Courss: ATOB87 Status: Unassignad
Title: Protection of the Presidemt (ANC-WIICS 436)

5. Course: ATOD10 Statas: Unassigned
Base Populace Briefing

i ATOE30 Statas: Unassignad
Standards of Cowmduct

Salect the course tr complste

10-15-28

Use (cursor) keys, or {(Enter Field mumber), <(g> wuit) & {returmd) L

STEP 10:

=N

SELECT THE COURSE TO BE MARKED COMPLETE. Enter the field
number cofresponding to the training requirement being marked and press

nGTES4.001
1.4

fmci]lary Course Requiremewts
For Svh Apple, Jeim A,

1. Coures: ATOBE2 Status: Unassigwed
Title: 3elf Ald and Buddy Care

2. Coures: ATEBE3 Status: Unassigned
Title: Ixplosive Ordnance Recogmition Training

ATEB06 Stetus: Unassignad
Crime Prevention Training

3. Coures:
Title:

4. Coures:
Title:

ATS087 Status: Unassignad
Protection of the President (ANC-MMICE 436)

ATOB10 Statas: Unassigned
Base Populece Briefing

6. Course: ATOEIN Status: Unassigned
Title: Standards of Comduct
Conpletion Date: -
Plaase enter the date using DD MW YYYY format

S. Couree:
Title:

10-15-29

The prompt at the bottom of
the screen changes, provid-
ing you with a format for
the completion date.

You may enter the comple-
tion date in the format
provided, or

You may press for
the date, and the current
date will be entered auto-
matically. This option is
illustrated next. If you enter
a date, you will not complete
Step 12 below.

@ STEP 11:

press

238

ENTER THE COMPLETION DATE OR PRESS RETURN FOR THE CUR-
RENT DATE. Enter the co
; Or press

mpletion date in the DD MM YYYY format and
hﬁm to accept the current date.
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NGTES4 .001 Ancillary Course Requirements 1 Dec 88
1.4 For Sré Apple, Jon A. OVERVR1ITE

1. Course: ATSSBZ Status: Unassigned
Title: Seolf Ald and Buddy Care

2. Course: ATBOE3 Status: Unassigned
Title: [Ixplosive Ordnawce Recogmition Training

3. Course: ATBOBG Status: Unassigned
Title: Crime Preventios Training

4. Course: ATOBO?7 Status: Unassigned
Titie: Protaction of the Presidewt (ANG-MNICS 436)

S. Course: ATBO10 Status: Umassignad
Titie: Bass Populace Briefing

6. Course: ATBEI0 Status: Unassigned
Title: Standards of Cowduct
Completion Datse:

Do you wish to uss the current date as the completion date (Y)es, (N)o 7 §

10-15-30

@ STEP 12:

"e1054 081 fcililary Course Requirements 1 bec 88
1.4 Tor Srh Apple, John A. OVEMWRITE

1. Course: ATENE2 Status: timassignad
Title: Seilf Ald and Buddy Care

2. Course: ATOREI Status: Unassignad
Title: EIxplosive Ordnance Recognition Treining

3. Course: ATBE86 Status: Unassigned
Title: Crime Prevention ITraining

4. Course: ATODO7 Status: Unassigned
Title: Protection of the Presidewt (ANC-MMICS 436)

S. Courss: ATON10 Stataa: Unassigned
Title: Bass Populace Brieling

6. Course: ATOBIN Status: Unassigned
Title: Standards of Cowmduct
Inatallation: PERCSTRON AFB, TX
Enter installatiom

10-15-3%

@ STEP 13:

Enter the instailation and press

239
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The prompt being illustrated
at the left will not appear if
you entered a completion
date for Step 11.

If you respond Yes to the
prompt, the current date is
entered.

If you respond No to the
prompt, you must repeat Step
11 to enter the completion
date.

SELECT THE YES OPTION. Enter Y (or lower case y) and press
(RETURN).

The prompt you see now
applies to the installation
where the training took
place. The data field for
installation is 15 characters,
including spacing. You may
need to abbreviate your
entry for the installation.

ENTER THE INSTALLATION WHERE THE COURSE WAS COMPLETED.
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nGreS4.881 fncillary Course Requirements 1 Dec B8
5.4 For SrA Apple, John A. OVENRITE A prompt will appear for a
1. Course: ATESSZ States: Unsssigned few moments on the screen,
Title: Self Ald and Buddy Care

Course:

Title:

. Coures:

Title:

Title:

ATERE3 Status: Unansigwad
Explosive Ordnance Recognition Treiwning

ATO000 Status: Unansiyned
Crine Prevention Iraining

Basa Populace Briefing

advising you that the course
is being moved from the
person’s ITR to the person’s
Training History.

Once the AOTS moves the

1 TRtier Prataction of the Fresidewt (VWEICS 436) course data from the ITR to
the training history portion
5. Coures: ATBB18 Status: Unassigned

of the person’s ATR, the

original prompt is returned

6. on the screen.

Course: ATOE3S Status: Umassigned

Title: Stasdards of Comduct

Compieted Coures is being moved from course requiremsnts list to
courss requirenswts histoey file._

10-15-32

LAST STEP

s 19f you want to mark another cburse (of this same type) complete for this person, repeat
teps 9 - 13.

If you want to mark another type of training requirement complete, QUIT the screen
you are now vicwinlg. Another screen, listing the types of training requirements, will appear.
Repeat Steps 8 - 13 for the type of requirement you are marking complete (see Section 10.15.1
for AFS tasks).

If you do not want to mark another training requirement complete for this individual,
QUIT each screen until you are returned to the AOTS Primary Access Menu. At that point
you may quit the menu and log off the system, or you may perform another AOTS function.
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10.16 Coertify an Airman on a Task

As a supervisor, you will certify each person that directly reports to you on each AFS
task he/she can perform. When a person is certified on a task it means that the person has
been trained and evaluated on his/her knowledge and performance of the task and can
successfully accomplish the task as required by the standards, policies and procedures gov-
erning the task.

Before the AOTS was available to workcenters each person’s ITR was generated. Each
ITR was generated once a_qualexcauox} assessment was performed where the airman’s training
history was matched against the requirements listed in thc OPTR for which the airman was
assigned.

o In addition to other types of training (e.g., Ancillary courses, Additional Duty
courses), the ITR identifies the tasks the person needs to be trained and evaluated
on, and be able to perform, while serving duty in his/her current position,

As a supervisor, you will periodically review and monitor the tasks listed in the ITR
of each airman you supervise. Once you have determined an airman can perform a task
listed in the airman’s ITR, you need to certify the airman on that task.

o} When you initjally review a person’s ITR you might find tasks listed that the
person can already perform. You must certify each task that the person can
perform, so that the person’s ITR is corrected to reflect only those tasks for which
the airman requires training.

o As On-the-Job Training (OJT) continues for a airman, you must certify each task
listed on the airman’s ITR once you determine the airman has been sufficiently
trained and is qualified to perform the task.

The procedures in this section illustrate and explain how you certify a task listed in
a person’s ITR.

o If you are reviewing a person’s ITR for the very first time, it is recommended
that you print that portion of the person’s ATR (refer to Section 10.1 if you don’t
know the print procedures). More tasks are listed on a single page of the printout
than you can review on the screen at one time, so the printout makes your initial
review quicker and easier toaccomplish. For any task you determine the individual
can already perform, you need to comply with the procedures presented in this
section to certify the task.

o If you are actively monitoring and managing a member’s OJT progress, you will
already know the task(s) for which you are going to certify the airman. Comply
with procedures contained in this section when you want to certify a task.
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1.2

® e WNe

10-18-1

surez?.ee Advanced Ow-The-Job Training System (AOTS) 1 bec 80

Primary Acosss Mewu

. Persowal Training Information

. Training Ma

. Naster Task List (NTL) Interface
« Position Requirements

. Quit This Nemwm

Select Option: 2_

@:’ STEP 1:

To certify a task, you must
access the person’s ITR data.
To access ITR data you must
first choose the Training
Management option on the
AOTS Primary Access Menu
(the menu is illustrated at
the left).

SELECT THE TRAINING MANAGEMENT OPTION. Enter 2 and press
(RETURN .

SUPSZ? .806 Iraining Ranapement 1dc ™8

1.2 While ITR data can bc
gcgcsasc;i via the 'll‘1rain_il§11§

chedule option or the A

2. iy Sehadaior i TR Fanager Manager option, this section

3. Beporting Progreas only illustrates one way to

B3 Tyt f e access the data for certifi-

6. Off-Line Test Scoring cation purposes.

7. Accses existing Event

€. it This Menu You should comply with the
procedures outlined below
until you are familiar with

Select Option: 2 the system. At that point you

may want to perform the
certification function using
the option not illustrated in
this section.

10182 Since ITR data are a portion
of the individual’s ATR, you
can obtain the ITR data by
accessing the ATR Manager.

STEP 2: SELECT THE AIRMAN TRAINING RECORD (ATR) MANAGER OPTION.
Enter 2 and press CRETURN ).
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nGT832.006
1.0

10-16-3

Advanced On-The-Joh Training System (AOTS) 1 Dec B8

Alrman Training Record (ATR) Manager

. Display a Training Record

. Edit a Training Record

. Print Training Record

. ldentify a new Duty Position

. Quit Thiz Memu

- W N

Select Option: 2_

@’ STEP 3:

nGTEI2 . 006

10-16-4

Muanced On-The—-Job Training System (A0TS) 1 Dec 08

Airman Training Recoed (ATR) Mamager

. Display a Training Record

. Ldit & Training Record

. Print Training Record

. ldontify a now Duty Position

. Quit This Memu

W

Select Option: 2

([)dentify Airman From List, (E)nter Specific SSAM, (Qluit 7 L

AOTS User’'s Handbook

When you update certifica-
tion data, you arc cditing
data. To edit ATR data you
must select the EDIT option.

SELECT THE EDIT A TRAINING RECORD OPTION. Enter 2 and press
(RETURN ).

You can edit ATR data for
only one person at a time.
You may identify the indi-
vidual by entering his/her
SSAN, or by selecting the
person from those listed on
your Supervision List.

If you select the E option,
you will then need to enter
the person’s SSAN. You will
not se¢ the next screen
illustrated below, nor will
you perform Steps 4 and 5.
(Proceed to the information
presented after Step 5.)

SELECT THE IDENTIFY AIRMAN FROM LIST OPTION. Enter! (or i) and

STEP 4:
@ press CRETURN ).
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nGTE32 .007 Training Record Nanager 1 bec 68
1.0 Group Selection Screen
SEAN MK 1
1. 9008908883 AMN Acorn, Hemristta
2. 008888081 Sea Adans. Pat A.
3. 090060982 Se Appls, John A,
4. 998800085 Sgt Baker, Jane C.
5. 990008906 MSgt Bradberry, Allem K.

10-18-5

Use (cursar) heys, or {(Enter {field wanber), (g quit) & (returwd) 2

@’ STEP &:

selected.)

nGTe32 . 005
1.0

10-16-8

Airman Training Record (ATR) Managor
Iraining Record for S Adame, Pat A.

. Individual Training Boquirenents
Persownsl Data
. Training Nistory Deta

Access Lewel

. Print a Training Recerd
. Quit This Nem

Select Optiom: 1_

1 Dec 08

@ STEP 6:

and press

244

The list of persons that
appear on your Supervision
List are now displayed for
you to choose the person
whose data you want to
revise.

SELECT THE AIRMAN WHOSE ATR YOU WANT TO ACCESS. Enter the
number corresponding to the desired airman and press CRETURN ). (The
illustration shows the second person on the example Supervision List being

- The screen illustrated at the

left shows the categories of
ATR data that you may
access. You are sceking the
ITR data.

SELECT THE INDIVIDUAL TRAINING REQUIREMENTS OPTION. Enter 1




NONAWN

fccess Gansral ITR
. Quit This Newu

| Select Option: 1_

neT838 083 Individual Training Requirements
1.4 Select Action Desired

. Update or Scladule Training

. Training Schedules Information

. Position Qualification Status Information
. Print Iraining Roquirensnts

Print Training Schadules

Print Position Qualification Status

1 Dec 88

AOTS User’'s Handbook

To update data contained in
the member’s ITR, you must
choose the option that per-
tains to updating training
data.

SELECT THE UPDATE OR SCHEDULE TRAINING OPTION. Enter 1 and

: 10-16-7
:
STEP 7:
press (RETURN )
NGT838.0882 Individual Training Roquirements 1 Dec 98
1.4 Select Typs of Training to Update
1. AFS Task
2. Mmcillary
3. Additiona] Duty
4. Comtingency
S. BCI1/CC
6. ME
7. Formal Training
. Quit This Nem
Select Optiom: 1_
10-18-8

@’ STEP 8:

The screen now shows you
the categories of ITR data
you may access. You will
only certify AFS tasks.

SELECT THE AFS TASK OPTION. Enter 1 and press CRETURN ).
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NCTOS4.006 fask Ireining Royuirements : 1 Dec 88
1.4 Tor $MA Adans, Pat A.

The screen illustrated at the
1. Tagk ID: F18048  Status: None left is an example of tasks
COMDUCT & MNEELING SEARCH OF A SUSPECT listed in a person’s ITR.

2. Tagk 1D: 088539 Statas: Nome
APPLY PRESERVATIVES 10 WEAPOMS

3. Task ID: reazz4 Statas: Mone
ESCORY PERSOMMEL TRAMSTIRRING FUNDS/F IREANMS/MUMITIONS

4. Task 1D: JODM86 Status: Mone
ESCORT DXPLOSIVES OR MUNITIONS COMUOYS.

Enter (A)dd to end, (I)unesrt, (O)rder, (Dlelete, (S)chedule or Assign,
(Clartity, (B)reskiown, (Rleview status, (T)ask Search, Pghn, (QPuit 7 C

10-16-9

o If you are certifying one or more tasks based on an initial review of the person’s
ITR, you need to perform Steps 9 - 13 for each task.

0 If OJT is actively on-going for the member, you should be using the status of
each task to help you determine whether or not a task is ready for certification.
While you may certify any task on the ITR, you normally will certify a task only
when the status of the task reflects "Awaiting Certification.”

o Whether or not you are updating the certification status to correct erroncous data
(found during your initial review of the person’s ITR) or to maintain the person’s
OJT progress, the task you are certif ying muyst be one of those listed on the screen.

- Continue to press the key until the task you are certifying can
be secen on the screen, or

- Select the Task Search option (enter T or t and press CEETURN ),
Then, enter the Task ID corresponding to the task being certified,
and press return.

Once the task being certified can be seen on the screen, proceed to Step 9.

@ STEP 9: SELECT THE CERTIFY OPTION. Enter C (or c) and press CRETURN)
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NGTES4 . 806 Task Iraining Requirements 1 Dec 88
1.4 For SrA Adans, Pat A.

1. Task ID: F10048 Status: None
COMDUCY A INEELING SEARCH OF A SUSPECT

2. Task ID: 088539 Status: Mone
APPLY PRESERVATIVES TO VEAPOMS

3. Task ID: FeB274 Status: Mone
ESCORY PERSOMNEL TRANSFERRING FUNDS/F IREARMS/MUNITIONS

. Task ID: JOB486 Status: Nows
mn EXPLOSIVES OR MUNITIONS m

AOTS User’s Handbook

Then select the task you
want to certify.

If you are certifying a task
based on an initial review of
the person’s ITR, the status
of each task will probably be
"None" (training has not
begun nor is forecasted to
begin). If you certify a task
having a status of none, it

means that training/evalua-
tion for the task has
occurred outside the control

Select the task to certify of the AOTS.

Use <page dowm? koy for paging.
lse (cursor) keye, or {(Enter <field wunber>, {(g> quit) & Geturw)) 2

10-16-10

If you are certifying a task based on training coniplction, the status of the task should
be "Awaiting Certification.”

o You should not certify a task having a status of "In Progress." All events for the
task should f1 irst be marked complete, so the status of the task reflects "Awaiting
Certification,"” before you certify the task.

@ STEP 10:

The prompt at the bottom of the screen changes, to reflect the entries required by you
as part of the task certification function.

SELECT THE TASK TO BE CER'HFIED Enter the number corresponding
. tothetask and press

When you certify a task you are required to enter a date when task training was
completed and the location where the individual performed the task for certification. You
arc aided by the AOTS in the entry of these data by way of prompts which have been
programmed specifically for the certification function.
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NETE54.806 Task Iraining Requirements 1 Dec 88
1.4 For SrA Adans, Pat A. OVERMMR I TT

1. Task ID: Fi8048 Status: Noms
COMDUCT A MMEXLING SEANCH OF A SUXPECT

2. Task ID: Status: Noms
APPLY PRESEFVATIVES 10 VEAPONS

3. Task ID: TON274 Status:
ESCORT PERSOMMEL TRANCFERRING WMIHW

4. Tesk ID: JOBMGG Status:
ESCORT DXPLOSIVES OR MINITIONS m

Caqlotin Bate:
Pisase ewter: the date using DD MM YYYY forwat

10-18-11

YYYY format) and press

[? STEP 11:

The prompt(s) for the date
allow you to enter the cer-
tification date in one of two
ways:

1. You may enter a past date
or the current date

-OR -

2. You may press return in
lieu of entering a date, and
the system will process that
entry as if the current datc
had been entered.

ENTER THE COMPLETION DATE. Enter the date (using the DD MMM
, OF press return only to accept the cur-

rent date. (The exampile illustrates pressing

If you entered a specific date, you will not see the prompt illustrated next, nor will
you perform Step 12. (Proceed to the information presented after Step 12.)

RCTE54.006 Task Training Rogquiremsats 1 bec 88
1.4 . Tor 82A Adama, Pat A. OVEMNITE

1. Task ID: FiBO48 Status: Neows
CONDUCY A IMEKELING SEARCH OF A SUSPECT

2. Task ID: OO539 Statas: Nows
APPLY PRESEVATIVES 10 VEAPONS

3. Task ID: Fo8z74 Status:
ESCORT PERSOMMEL TRANSTERRING WIMI“GB

4. Toak ID: JOBASG Statas: Nows
ESCORT DXPLOSIVES OR MUNITIONS CONVOYS.

Conpletion Date:

Jo you wish te wse the current date as the completion date (Y)es, (N)o 7 ¥

10-16-12

@ STEP 12:

248

If you did not enter a spe-
cific date, you will see the
})rtpmpt 1llustratcd at the
eft.

If you respond to the prompt
by selecting the NO option,
the current date is not
updated, and you must
repeat Step 11 to enter the
certification date.

If you respond to the prompt
by selecting the YES option,
the current date is then
entered automatically on the
screen.

SELECT THE YES OPTION. Enter Y (ory) and press CRETLIRN ).
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NGT054 .086 Task Iraining Roquirements 1 Dec 88
1.4 For Srh Adams, Pat A.

1. Task 1D: F10040 Status: Mowne

AOTS User’'s Handbook

The prompt you seec now
pertains to thc installation
(basc) wherc the person was

10-16-13

COMDIICT A NNEELING SEARCH OF A SUSPECT

2. Task ID: 088539
APPLY PRESEMATIVES 10 VEAPONS

3. Task ID: Fo8z74 Status:
ESCORY PERSOMMEL TRANSFERR

. Task ID: JOB486 Status
l‘l EXPLOSIVES OR MUNITIONS eumvs

Installation: BERCSTRON AFB, TX_

certificd to perform the task.
Status: Mone
When you enter data for the
installation, it is highly
recommended that you do
not completely abbreviate
the data. Your eatry cannot
exceed 18 characters (incl-
uding spaces), so you should
expect to abbreviate some of
the installation data.

Hones
ING RUNDS/F IRBARNS/MUNITIONS

Inter imstallation

@ STEP 13:

ENTER THE INSTALLATION Enter up to 18 characters for the installation-
/base and press

The prompt you see advxses you that the task certification process is being accomplished
by the system.

Remember, once a task is certified it is no longer listed in the person's ITR.

o

The task will automatically be removed from those tasks listed in the person’s
ITR. Each task that was previously listed after the now certified task is moved
up one position on the ITR.

The newly ccmf:cd task is automatically added to the top of those tasks listed
in the person’s training history. The date and installation data you entered also
appears with the task when listed in the history.

Once the task is removed from the ITR and added to the training history, the
original prompt automatxcally returns to the screen. If you want to certify other
tasks for this individual, use (press) the (Eabn) key until the next task to be
certified can be seen on the screen (or select the Task Search option and specify
the next task to be certified), and then repeat Steps 9 - 13.

Once you have certified the airman on the task(s), proceed to the last step below.
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LAST STEP

Continue to Quit each screen until you are returned to the AOTS Primary Access Menu.
At that point, you may quit the menu and log off the system, or you may select another
option to accomplish another AOTS function.

THE REMAINDER OF THIS PAGE LEFT BLANK INTENTIONALLY.

250




DRAFT AOTS User’'s Handbook

11 TRAINING MANAGER FUNCTIONS

11.1 Primary Functions for a Training Manager

As a Training Manager, you are able to perform every function within the AOTS that
a Supervisor can perform, as well as specific functions which apply only to your OJT role.

o Sections 10.1 through 10.16 of this handbook contain information and procedurcs
for various functions which are performed by a supervisor. If you need to perform
one of the functions listed in the Table of Contents, refer to the appropriate
section and follow the procedures.

0 Section 11.2 contains information for creating a new AOTS User.

o Section 11.3 contains information for scheduling training (other than task
training).

o Section 12 contains information on notices you will receive and reports you can
acquire.

. For functions not addressed in this handbook you may contact the AOTS Hotline for
assistance.
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11.2 Create a New AOTS User

Before a person may log onto the Advanced On-the-job Training System, he/she must
be an authorized AOTS User. An authorized AOTS user is a person assigned to an AOTS
Workcenter or a person supervising AOTS Workcenter personnel.

_ A user is established by creating an Airman Training Record (ATR) for that user and
specifying that user’s access. Specific data must be updated into the system to create the
ATR and to establish his/her access authority.

The diagram below is an extract of Figure 2.1 (Section 2), depicting the processcs
required when creating a new AOTS user. Within each subordinate process block, the personncl
who are responsible for accomplishing the process are identified.

{ PROCESS 1) (PROCESS 1A PROCESS LB PROCESS 1C PROCESS 1D PROCESS 1E PROCESS 1F
CREATE uroORTE ESTABLISH | | eSTABLISH UPDATE UPDATE ESTAEL I5H
AOTS NAHESSOrN/ || A0S, | lsuPERvISiOn| | PERSONNEL | | GENERAL | |  AOTS
USER BRI 15 ACCESS 1157 DRTA 1R DATA °RSSHORD
L SA J sA___J) (__sA, M \_AUTCe,Su J L __ SU,TM J ALL
SA = Systems Administrator SU= Supervisor

TM = Training Manager

AUTO = Automatic by AOTS

Figure 11-1 Processes Required for Creating a New AOTS User

) When a new user must be created for the AOTS, your first action, as a Training Manager,
is to contact the AOTS Systems Administrator. The following actions will occur:

o The AOTS Systems Administrator will

- Update the person’s SSAN, full name (Last name, First name, MI),
rank and CAFSC.

- Establish the person’s Printer ID, bascd on his/her workcenter.
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- Establish the person’s AOTS Access Level(s).
- Add the person to your Supervision List.
o You will need to:

- Add the person to the appropriate Supervision Lists of personnel
within your unit.

- Establish a Supervision List for the person, if the airman is a
supervisor.

- Section 10.4 contains information and procedures for esta-
blishing and correcting a Supervision List. Since the same screens
and options are seen by a supervisor and a training manager,
the information concerning a Supervision List has not been
duplicated in this section.

o PDS data is added to the person’s ATR. PDS data is updated weekly for active
duty personnel and monthly for AFRES and ANG personnel and includes personnel
data and some general training data.

0 The person’s supervisor, or you, will then update the individual’s entry or com-
pletion date for Position Qualification Training. The date is updated by editing
the General Training History data in the airman’s ATR.

Once the actions identified above are completed, the person logs onto he system and
cstablishes his/her AOTS Password. At that point, the person is an author.. d user of the
AOTS and is able to access data and perform functions for himself /herself and for the persons
he/she supervises (if applicable).

o} The person’s PDS data may take awhile to be updated, as indicated earlier.
Functions may be performed for the person and by the person before the PDS
data is updated.
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11.3 Schedule non AFS Task Training

As a UNIT TRAINING MANAGER, you will occasionally schedule training events for
individuals within your unit.

0 AFS Task Training events arc normally scheduled for one person at a time. The
person’s supervisor, trainer or evaluator schedules AFS Task Training events.

o Non AFS task training events are scheduled for one person, or a group of people.
You (as the training manager) or the person’s supervisor schedules such events.

- Training events which apply to other training requirements (OTRs)
are generally scheduled for a group of persons at one time. The types
of OTRs which are scheduled for a group of people include Ancillary
courses, Additional Duty courses, Contingency Tasks, Professional
Military Education (PME) courses and Formal Training courses.

- Training events do not apply to ECI/CDC courses. However, ECI/CDC
enrollment and training progress/completion data can be maintained
for an individual.

This section of the AOTS User’s handbook is organized into two parts: Part A provides
procedures for scheduling a non AFS task trainin% event for a group of people; Part B
provides procedures for updating and monitoring ECI/CDC data.

o If you have a need to schedule a Task Training event, refer to the procedures
contained in Section 10-14. Th- data, screens, prompts and options seen by a
supervisor also apply to you as a training manager.
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PART A - SCHEDULE TRAINING FOR A GROUP

1.3

o WN

11-3-1

supaz2? .81 Advanced Ow-The—Job Training System (AOTS) 4 Jan 89
Prinary Accsss Nemu

. Personal Training Information
. Training Management .
. Master Task List (NTL) Interface AOTS. The option you must
. Position Requirements 3

. Quit This Nemu

Select Option: 2_

To schedule training for a
group of people you must
access the Training Man-
agement component of the

select to access this compo-
nent is found on the AOTS
Primary Access Menu
(illustrated to the left).

@:’ STEP 1:

SELECT THE TRAINING MANAGEMENT OPTION. Enter 2 and then press
(BETURN).

1.3

NN WNe

11-3-2

Training Management 4 Jan 89

e T e oed (ATR) Manager which are two editors within
Reporting Prograns

. Qualification Asssssment
Off-Line Test Comtrol

. Off-Line Test Scoring
Accass existing Event

. Quit This Mews

Select Option: 1_

Training is scheduled either
using the Training Sched-
uler or the ATR Manager,

the AOTS.
To schedule training for a

group of persons, you must
use the Training Scheduler.

@ STEP 2:

SELEC‘%HE TRAINING SCHEDULER OPTION. Enter 1 and then press
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nGTE3E . 001 Individual Training Requirements 1 Dec 88 . .
1.4 tssigmment Review and Gemeration The Assignment Review and
Generation screen is now
', Upiate le Individenl Training Requiremsnt - seen. Notice that there are
. o ] v rain u irenen M M

7 St ws“‘"“' Training Rosdiresenta fo"ur optlfms which apply to
3. Training Event Review or Update a "group.
;. :& :u;.olivnl to Iu!ctlng iu:nt
6 Point Schedunte foyicements for Group The persons listed on your

Supervision List comprise
- Quit This Hon the "group” of people for
whom you may schedule
training. You may also print

C

Select Option: current schedules and ITR
data for all persons in your
"group,” as well as add
training requirements for
one or more persons in your
"group.”
STEP 3: SELECT THE SCHEDULE GROUP TRAINING REQUIREMENTS OPTION.
Enter 2 and then press .
NCTE30 . 082 Group Training Assigwment 4 Jan 89
18 Salect Ture of Training to Assi The screen now provides the
types of training require-
L. APS Task ments which can be sched-
2. mmcillary uled for persons in the group.
3. AMditiomal Duty
3. Contingoncy The procedures in this sec-
6. Tormal Training tioit address only non AFS
task training requirements,
T Guit This Rom Evhigh correspond to Options
Select Option: 2
11:34
STEP 4: SELECT THE TYPE OF TRAINING REQUIREMENT TO BE SCHEDULED.
Enter the number comresponding to the type of training requirement to be
scheduled and then press . (Ancillary option is illustrated.)
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NGTB38 .0084 individual Training Requiroments 4 Jan B9
1.5 Group Training Asaiyrment OVEWARITE The  screen you arc now
viecwing rcquircs that you
Coures 13 ATe8G identify the training
requirement for which you
are scheduling training.

Entar Courss ID Mumber in format ATSSSS whare ‘3’ iz a wamwric character

11-3-5

In the AOTS, course IDs have been established for Ancillary and Additional Duty courses
and task IDs have been established for Contingency tasks. Each ID meets a format standard,
as defined within the OTR Editor. If the type of training being scheduled is Ancillary,
Additional Duty or Contingency you must enter the appropriate Course ID, as defined below:

o A course ID for an Ancillary course always begins with "AT," followed by four
numbers (AT0001, AT0020, etc.).

o A course ID for an Additional Duty course always begins with "AD," followed
by four numbers (ADO0013, ADOO8O, etc.)

o An ID for a Contingency Task always begins with "CT," followed by four numbers
(CTO0001, CT0003, etc.).

The AOTS does not standardize course IDs for PME and Formal Training courses.
o Each PME requirement is identified by a course title (e.g., NCO Leadership School).

o An ID for a Formal Training course can be up to 15 characters and spaces (e.g.,
J4AJF75000-011).

STEP 5: ENTER THE COURSE ID FOR THE TRAINING REQUIREMENT YOU ARE
@ SCHEDULING. Enter the course ID (or title, if PME) and then press

257




AOTS User's Handbook DRAFT

neTe38 .09 Individua]l Training Requirements 4 Jdan B9
1.5 Mirsen Bvent Roster OVENGRITE A screen titled Airman
Event Roster is now pres-
ented, as illustrated to the
Roster Linit 18 left.

Intar the Boster Linit:
Ploase issvt o value botusen ©: $ and 75

11-3-8

It is at this point that you determine the maximum number of persons who can be
scheduled for this training event. The number you specify depends upon such factors as
the size and arrangement of available facilities, availability of needed tools and equipment
to conduct the training; or a quota for the number of trainees may already be established.

When you specify a roster limit, the system will not permit you to select more persons
tshan the limit you establish. (Your selection of persons for the group event occurs at the
tep 7.)

STEP 6: ENTER THE MAXIMUM NUMBER OF PERSONS WHO CAN BE SCHED-
@ ULED FOR THIS TRAINING EVENT. Enter the number (not to exceed 75)
and then press CRETURN ).

It is at this point that the system determines the persons who require this training. The
AOTS reviews the ITR of each person listed on your Supervision List (this process takes only
a few seconds). The screen changes in one of two ways:

) If the course/contingency task you are scheduling is listed on a person’s ITR, the
gystcm provides the SSAN, rank, and name of the person on the Group Selection
creen.

o If the course/contingency task you are scheduling is not listed on any person’s
ITR within your group, the screen changes and provides the following prompt:

There are no airmen requiring this training event.
Press <return> to continue...

When you press CRETURN ) as prompted, the screen from which you select to schedule
a group training requirement is presented.
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- If you desire to schedule another group training event, repeat the
procedures within this part, beginning at Step 3.

- If you do not desire to schedule another group training event, continue
to Quit (enter Q or q and press CRETURN)) each screen until you reach
the AOTS Primary Access Menu. At that point you may quit the menu
and log of f the system or you may perform another AOTS function.

THE REMAINDER OF THIS PAGE LEFT BLANK INTENTIONALLY.
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nGYE30.058 Event Roster Candidates
1.5 Group Selection Screen
8 RANK NARE

1. 008080004 Ssyt Abrans, Nark A.

2. 608008085 Sgt Baker, Jane C.

3. 8680080881 SrA Adams, Pat A.

4. 000000082 Srh fprle, Jom A,

S. 000088806  MSgt Bradberry, Allen X.

6. 088008883 AN Acorn, Hewristta

1137

Select treainess by (I)ndividuals, (Rlequiremswt Priority, (Quit ? _

The screen illustrated to the
left is the Group Selection
Screen.

The screen identifies those
persons requiring the cour-
se/task being scheduled. The
screen also identifies the
position of the course on
cach person’s ITR (i.e., first
course, second course, third
course, etc.), under the col-
umn titled "Priority."
Sometimes, onl}l one person
will be identified for the
"group” event.

The Group Selection Screen may contain more persons than the limit you established
for the event (Step 6). Therefore, you are required to select the persons, from those listed,
for whom you wish to schedule the event. You may select the individuals in one of two

ways:

o If you want to select specific md:vnduals you will choose the "Individuals” option

(see prompt at bottom of screen).

o If you want the system to select the mdnvxduals based on the ranking of the
course, you will choose the "Requirement Priority" option.

- If the number of persons listed on the Group Selection Screen is equal
to or less than the roster limit you established (Step 6), the system
will select a]] persons for the event (this is the quickest way to select

all persons).

- If the number of persons listed on the Group Selection Screen is more
than the roster limit you established, the system will select only the
number of persons established by the roster limit. Based on the priority
of the requirement for each individual (see right column on screen),
the system selects those persons (up to the limit) having the highest

priority.

- For example, the system will first select those persons with a
training priority of "001." If the number of persons selected is
less than the roster limit, the system with then sclcct those persons
with a training priority of "002"; then "003," etc., until the
maximum number of persons is selected.

Either way you select the individuals for the event, you are able to deselect any of

the individuals.
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DESIRE TO SELECT THE INDIVIDUALS FOR THE EVENT. Emer | (ori)

@: STEP7: SELECT THE OPTION CORRESPONDING TO THE WAY IN WHICH YOU
and press CRETURN ) or enter R (or r) and then press

If you selected the (I)ndividuals option, you will need to complete the following
procedures:

o} Select each Airman. Enter S (or s) and press CRETURN). Then, enter the number
corresponding to the individual for which this training is to be scheduled and
press ['_B_EEIE An asterisk will be automatically placed to the left of the selected
person’s SSAN, designating that this individual is selected for the event. Repeat
this process for each person, until all desired persons are selected. Remember,
thcssystcém will not let you select more persons than the roster limit you established
at dtep 6.

o If you need to delete the selection of an individual, choose the Delete Selection
option (enter D or d and press (CRETURN J); then, enter the number corresponding
to the person and press CRETURN ). The asterisk will be removed from the left of
the person’s SSAN, designating that the individual is not selected for this event.

If you selected (R)equirement Priority, the following actions occur:

o The system identifies each person sclected, by rlacing an asterisk to the left of
the person’s SSAN. Remember, the system will not select more persons than the
roster limit you established at Step 6.

o If you want to select another individual, vice an individual selected by priority,
you must delete the selection of one individual and then select another. To
deselect an individual, choose the Delete Selection option (enter D or d and press
(CRETURN J); then, enter the number corresponding to the person and press
To select another individual, choose the Select Airman option (enter S or s and
press CRETURN )); then enter the number corresponding to the person and press

CRETURN ).
STEP 8: SELECT THE OPTIONS NECESSARY TO SPECIFY THE INDIVIDUALS
@ FOR WHOM THE EVENT IS BEING SCHEDULED. The options have been
explained above.

Once the dcsircd individuals have been selected, proceed to Step 9.

STEP 9: QUIT THE GROUP SELECTION SCREEN. Enter Q (or q) and then press
= SRS
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H 11-3-8

1. Start Date and Time: No Schedule
2. Bwd Date and Time: Mo Schedule

unber of Participants: S

3. Iraining Agency:
4. Installation:

S. Descriptiom:

Eater (Clamoel Zvent Comgration, (Wlodify Event, (Clenarats Zvent,
(D) isplay Participants ? _

NGTE31 .081 “:ﬁ:ln Bvent nrlmt 4 Jan 8

1.5 ary Courss Event 483 . .

Courss [dewtification: ATEBRG The Event Notice screen is
Gonerated by: BGOSSBRES  SSgt  Carpenter, Joe D. now presented, as illustrated

to the left.

The following information is provided to identify the data contained on the noticc
and to explain the data for which you are responsible:

o

(o]

The Event ID is provided in the sub-title of the screen.
The Course ID is provided on the line following the sub-title.

The Start Date and Time and End Date and Time, in which the training event
is to occur, are provided in Data Ficlds 1 and 2. You must enter these data when
scheduling a group training event for training other than AFS task training.

The number of participants (trainees) for the event is identified after Data Field
2. This data is automatically provided and cannot be changed by a user.

The Training Agency is identified in Data Field 3. Normally, non AFS task
training occurs outside of the job site, therefore, you will normally have to input
training agency data for the event (e.g., 67TFW Disaster Preparedness Office).

The installation where the event will occur is identified in Data Field 4. If the
training occurs at a location other than the trainee’s normal installation, you must
enter the installation data.

The description data, identified in Data Ficld 5, provides special information or
instructions to the trainees (e.g., bring pen and pencil to take notes). You can
input as much as two lines of remarks in this data field.

STEP 10: SELECT THE MODIFY EVENT OPTION. Enter M (or m) and then press
(RETURND.
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WISH TO MODIFY. Enter the number and press CRETURN ). Remember,

@ STEP 11: SELECT THE FIELD NUMBER CORRESPONDING TO THE DATA YOU
you must modify Data Fields 1 and 2.

STEP 12: ENTER THE DATA AS INSTRUCTED BY THE PROMPT. Enter the data
@ and then press

STEP 13: REPEAT STEPS 11 AND 12 FOR EACH DATA FIELD THAT REQUIRES
(g MODIFICATION.
@ STEP 14: SELECT THE QUIT OPTION. Enter Q (or q) and then press CRETURN ).

STEP 15: SELECT THE GENERATE EVENT OPTION. Enter G (or g) and when press
@) (RETURN).

Generating the event causes Event Notices to be printed automatically to cach trainee
sclected to participate in the training event. The printed notice contains the same data as
the on-line event notice.

Generating the event also automatically updates ATR data.

o The ITR of cach trainee is updated to reflect the status of the training requirement.
The status for the course/task will reflect "Scheduled.”

) The Training Schedule of each trainee is updated to reflect the scheduled training
requirement.
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ncT830.081 Individual Training Dequirements 4 Jan B9
15 feaigmmont Reviow and Soneration Once the cvent has been
generated, the screen illus-

1. Update or Schedule Judivideal Training Requirement trated to thc let 15 seen.,
2. Schodule Croup Training Requirenents
3. Training Eewnt Boview or Update If you want to schedule
G e Tty By Tt croup another training event for a
6. Print Schedulse for Growp group of persons, repeat
7. Add Group Training Requirements Steps 3 through 15.
q. Quit This Rewu

If you do not want to
schedule another training
Select Option: _ event for a group of persons,
proceed to the last step.

11-3-0

LAST STEP

_ Continue to Quit (enter Q or q and press return) each screen until you reach the AOTS
Primary Access Menu. At that point, you may quit the menu and log off the system or you
may perform another AQOTS function.
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PART B - MANAGE ECI/CDC TRAINING REQUIREMENTS

The AOTS enables you to input data which assists you in monitoring a person’s enrollment,
progress and completion of an ECI course or CDC.

(o]

Use of the AOTS to monitor the progress of individuals enrolled in an ECI
course/CDC is optional. The data provided through this on-line capability is
currently available when an AF Form 1096 is manually maintained.

Because this is an optional AOTS function, neither illustrations nor step-by-step
instructions have been provided within this handbook. If you attempt to input
CDC data and you have difficulty in accessing or updating data, call the AOTS
hotline for assistance.

The following information is provided to explain the ECI/CDC data which can be
input and monitored for an individual:

0o

Each night the system perfo:ms an automatic precess to generate notices io
appropriate Training Managers which identify each person for whom a ECI
course/CDC is required. When you receive an ECI/CDC enrollment notice, you
must forward the notice to the Base OJT Office (to order the CDC material).

Once you forward an ECI/CDC notice, you may then update the person’s ITR to
reflect the date the course was requested.

Once the CDC materials are reccived, you may then update the date the person
was enrolled in the course, the date the course materials were received and the
estimated completion date.

For each CDC volume that applies to the course, you may input the date the
person started the volume and the estimated completion date. You would update
these data on a volume by volume basis, as the person progresses through the
course.

Once the person completes a volume review exercise, you may input the completion
date and the volume score. You would update these data on a volume by volume
basis, as the person progresses through the course.

Once the person completes the course examination, you may update the date the
exam was taken and the person’s score.
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Access Levels, 25

Administer Training .

Computer Assisted Instruction (CAIl), 163,
179
cogduct performance evealuation event,
19
conduct performance training event, 194
conduct training event, 213
conducting knowledge evaluation e¢vent,
193

cgnducting performance evaluation event,
207

ccgnslducting performance training event,
1
conducting training event, 184
evaluation products, 164, 204
event ID, 180, 210
event notice, 180, 210
event status, 177, 209
generate event, 182, 190, 196, 203, 212
Interactive Video Disk (IVD), 163, 179
knowledge tests, 163
oral test guide (OTG), 205
oral test guide (OTR), 205 )
performance evaluation checkiist (PEC),
203, 205
schedule non-task training, 208
s%gcdulc performance evealuation event,
1
schedule performance training event, 194
schedule task training, 165, 185
task initialization, 174
task level, 180
task status, 170, 176
training events, 162
training installation, 181
training materials, 179
training method, 181
Airman Training Record
CAFSC, 14
correcting/adding data, 19
DAFSC, 15
designated primary evaluator, 36
designated primary trainer, 36
duty type codes, 19
duty types definition, 19
general training data, 48
incorrect personnel data, 14
personnel data, 14
position qualification status, 43
printed out data, 7
printing, 2
supervision list capabilities, 10
supervisor, 2
AOTS
revise incorrect access level, 21

CAFSC

report or revise, 14
Certify an Airman on a Task, 241
awaiting certification, 246
certify on ITR, 249

in progress, 247
installation, 249

types of training, 241
Create a New AOTS User, 252

Decertification, 70

Editor

ITR, 55

Editors

OPTR, 111

Evaluation

mark completion of an event, 214
g;’gccdurcs for marking completion of ...,

General Training Data

designated primary evaluator, 36
designated primary trainer, 36
general ITR data, 48, 53

history data, 48, 53

Generic Position Task Requirements
listings, 123

print, 123, 125
Generic Posltion Task Requirements GPTR
definition, 112

Group Training

print ITR data for group, 10

print training schedules for group, 10

incorrect Personnel Data

report or revise, 14

individual's Training Requirements

editor, 55

event display, 64

qualification assessment, 55

review breakdown data, 61

review status, 61

task search, 61

task status, 62

task training, 55, 60

training schedule, event ID, 68

training schedule, other training, 69
training schedule, task training, 69
training schedules, 65, 68
Individual Training Requirement
editing/changing data, 53
ggiting/changing data, primary cvaluator,
editing/changing data, primary trainer, 53
review of data, 55
Individual Training Requirements

Other Training Requirements (OTRs), 63

Knowledge Evaluation Event, 226
marking completion of, 227

Knowledge Training Event, 223
marking completion of, 223
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Operational Position Task Requirements

crcate new OPTR, 122

definition of, 111

listing, 116

OPTR IDs, 111

other training requirements (OTRs), 137
print, 118

tasks selection and rank ordering, 133, 136
versions, 112, 119, 129

OPTR, 55

Other Training (Non-task)

marking completion of, 237

Pass/Fail of Evaluation Event, 228
Pass/Fail Performance Evaluation Event, 235
Performance Evaluation Event, 233
marking completion of, 234
Performance Training Event, 229
marking completion of, 229
Personnet Data, 14

CAFSC, 14

DAFSC, 15

date assigned to workcenter, 19
duty position number, 14

duty title, 14

duty type, 19
Position Qualification Status, 43, 46
Printing

ATR, supervisor, 3

ATR steps, S

Qualification Assessment, 140
assessment by airman, 154
assessment by position, 144
ass¢ssment modes, 142
assign person to position, 149
establish/edit ITR, 150, 159

Supervision List, 10, 17, 23, 27
edit supervision list, 3!
reporting incorrect data, 27

Surervisor'
all functions, 2
ATR, 2
printing ATR, 3
Systemns Administrator
unctions, 252

Task Data, 75
activities, 90, 100
AFS tasks, 78
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behavioral objectives, 82, 98, 104
certification requirements, 85
knowledge and skills, 91, 95
local-new tasks, 78
Master Task List, 78
prerequisitie tasks, 87
print subtask data, 101
print task data, 108
publications, 83, 97
resources, 86, 96
review task data, 80
search tasks, 106
subtask data, 89, 92, 94
task IDs, 76, 78
task statement, 81
Task Training Event
marking completion of, 219
Training Manager
course ID, 262
course IDs, 257
create a new AOTS.user, 252
ECI/CDC training requirements, 265
event ID, 262
functions, 251
generate an event, 263
group training selection, 260
ggcimp training selection, for individual,
maximum size of group training, 258
non AFS task training definition, 254
scheduling non AFS task training, 254
scheduling training for a group, 255
Training Schedule, 65, 68
ATR, printout, 8

User Access, 21
User Access Levels, 21, 25

 US GOVEANMENT PRINTING OFFICE 1988—27508 '00017




