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1. INTRODUCTION

1.1 Tactical Personnel System Overview

The 21st century Army commander needed a personnel system that could control the battlefield,
project situations, determine requirement capabilities, develop different courses of action, and
disseminate his intention to others as well as match qualified people to the requirements of
weapons systems. These needs were complicated by the fact that current personnel systems
could not keep pace with new technologies and the costs exceeded the benefits of developing
these new systems. Instead of developing another new personnel system that would be obsolete
before it was even implemented, the Army chose to standardize the format of the manifesting
process so that different systems and multiple installations could be used to account for
personnel during rapid deployments into theaters of operation. The result is the Tactical
Personnel System (TPS).

TPS fills the void in current automated personnel systems by performing the following:
e Accounts for soldiers from different installations on the same platform

e Allows for real-time resources monitoring during deployment and reception by the
receiving theater

e Reduces the communications signature by using database replication to eliminate
transactions

e Transmits application software changes through database replication as opposed to
manual updates

Using TPS, the tactical commander will have real-time personnel accountability that enhances
combat power, decision-making processes, situational awareness, and readiness within deployed
environments.

The TPS consists of the following modules.

= Manifesting =87 Crews
&7 Personnel ] Reporting
o Task Forcing &3 System Administration

Table 1-1: TPS Modules

1.2 Installing the TPS Application

The TPS application and Joint Personnel Database (JPD) updates are distributed through the
Soldier Programs and Services (SPSD) AKO Knowledge Center Web site. To access the current
instructions for downloading the TPS and JPD zip files, please go to the following web site:
https://www.hrc.army.mil/site/Active/TAGD/PSSD/psb/ACCT/TPS.htm

1-1
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You must fill out the TPS Access Request form and the HRC User’s Agreement and then email
them to: TPS SUPPORT@conus.army.mil. After you are granted access by the Personnel
Accountability Branch, TPS Section, you will be given a quick reference guide to lead you
through the steps of downloading both of the zip files. Both files are found on AKO, in the files
section.

To install TPS, perform the following steps:

1. Download the TPS application from the SPSD AKO Web site.

Save the Zip file to your PC and extract the files to a location you select.
Using Windows Explorer, find the location where you saved the Zip file.
Double click the setup.exe file.

This launches the TPS 3 Setup Wizard. Click Next at the first screen.

Al

2 Tps 3 =13

Welcome to the TPS 3 Setup Wizard

T he installer will guide vou thraugh the steps required to install TPS 3 on your cormputer.

WARMIMG: Thiz computer program is protected by copyright lavwe and international treaties.
IInauthorized duplication ar digtribution of this program, ar any partion of it, may result in severe civil
or criminal penalties, and will be prosecuted to the maximum extent pozsible under the law,

Cancel

Figure 1-1: Welcome Screen

Note: If there is an earlier version of TPS installed on your PC, the installation program displays
a message informing you that a version of TPS is already installed and directing you to use
Add/Remove Programs to uninstall the existing TPS.

1-2
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TPS 3 Setup

TT An eror occurred attempting toinstall TPS 3.

Another verzion of this product iz already inztalled. Installation of thiz version cannot

continue. To configure or remove the exizting version of this product, uze Add/Remove
Programz on the Contral Panel.

See the zetup log file located at
‘TADOCUME =1 %w29tnd \LOCALS ~ 15T empit'SDE4. trphinstall. log' for more information,

Figure 1-2: Installation Error Message

6. The wizard displays the Select Installation Folder. You can accept the default entry for the
location or click Browse to navigate to a folder location of your choosing. Click Next.

Select Installation Folder

The ingtaller will install TPS 3 to the following folder.

Toinstall it this folder, click "MNest”. Toinstall to a different folder, enter it below or click "Browse".

Folder:
C:%Program FileshTPS 34

Browse... |

DRRCesy |

Ingtall TPS 3 for yourzelf, or for anyone who uges thiz computer:

(™ Evemone

o+ Just me

Cancel | < Back | :

Figure 1-3: Select Installation Folder

1-3
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7. TPS displays the Confirm Installation screen. Click Next to proceed with the installation.

BEL

Confirm Installation

The inztaller iz ready to install TPS 3 on your computer.

Click "Mext" to gtart the ingtallation,

Cancel | ¢ Back

Figure 1-4: Confirm Installation

8. The wizard displays the Installing TPS 3 screen. The status bar on the screen provides
information on how the install is progressing.

14
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i@ TPS 3 =

Installing TPS 3

TPS 3 iz being installed.

Fleaze wait...

Figure 1-5: Installing TPS 3

9. When the installation has finished, the wizard displays a notice informing you that if there
will be other users other than yourself of TPS, then you must designate those users using the
Valid TPS Users function in the System Administration module. The scrolling text window
on this screen contains the directions you must follow to designate additional users.

Note: If you do not perform the Valid TPS Users function, you will be the only user who
can access and use TPS. For more information, please see the README.rtf in the TPS 3
folder on your PC.

1-5
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i@ TPS 3

TPS 3 Information

INMPORTANT NOTICE !

After vou have installed TPS v3.0, there's one more step vou need
to tale.

The Tactical Personnel System (TF3) w30 requires that users who tun the
application be designated as Vahd TPS Users. As the mstaller of the B
application, ¥ou have been automatically designated as a Vahd TPS Tser,

bt no other users of this computer systetn will be able to run TES until vou
designate them as Vahd TIPS TTsers.

In order to designate others as Valid TPS Tsers:

Cancel

Figure 1-6: TPS 3 Information

10. When the installation is complete, click Next. The wizard displays the Installation Complete
screen.
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Installation Complete

TPS 2 has been successfully installed.

Click "'Cloge" to exit.

Pleaze uze Windows Update to check for any critical updates to the MET Framewiork:.

Figure 1-7: Installation Complete

Note: The setup program will install the TPS application, the ScanBar application and the new
TPS database files.

1.3 Setting Up the IDTech WCR3227-633U USB Card Reader for Use With
TPS

The IDTech WCR3227-633U USB Card Reader connects to a computer via USB cable, but the

ScanBar software TPS uses to interface with scanners is designed to listen to the older, standard
nine-pin serial ports.

However, there are drivers for Windows that will allow USB devices to be accessed as though
they were connected through nine-pin serial ports. The pair of drivers that are recommended by
IDTech for use with their scanners are the product of a company called Future Technology
Devices International (FTDI); these drivers are free and attainable one of two ways.

e If you plug the IDTech scanner into a machine that is connected to the Internet, Windows
will automatically download the latest version of the FTDI -JSB <-> Serial” and -USB
Serial Port” drivers and begin their installation.

— The latest version of the drivers can also be downloaded directly from FTDI at
http://ftdichip.com/Drivers/VCP.htm. They are known as the Combined driver model
(CDM), Microsoft WHQL certified drivers; at the time of the release of TPS v3.0, the
current version was 2.04.06, released on 20 March 2008.

e Ifan Internet connection is unavailable during installation, you can plug the scanner into
the machine and, when given the option, choose to browse for a driver to install. A Zip
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file named -€DM 2.04.06 WHQL Certified.zip” containing the drivers is included under
the TPS Version 3.0 installation directory under the Drivers directory.

1.3.1 Installation and Setup Steps

To install and setup the card reader, perform the following steps:
1. Plug the IDTech WCR3227-633U USB Card Reader in to a USB port on your TPS machine.
A Found New Hardware message should appear announcing a -JSB <-> Serial” device.

Figure 1-8: Found New Hardware Message

2. The Windows Found New Hardware wizard is launched and offers you the option to connect
to Windows Update to look for the appropriate device drivers. These instructions will cover
both using Windows Update to acquire the drivers as well as installing from the drivers
included in the TPS install files.

1.3.1.1 INSTALLATION WITH AN INTERNET CONNECTION

If you are connected to the Internet, the best option is to allow Windows Update find the most

recent drivers for the hardware.

1. You may select either of the Yes radio buttons, depending on whether you want this to be the
default action in the future, and then click Next. (For the purposes of illustration, these
instructions will use the selection of the Yes, this time only radio button.)
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Found New Hardware Wizard

Welcome to the Found New
Hardware Wizard

Windows will zearch for current and updated software by
looking on your computer, on the hardware installation CO, or an
the "Windows Update Web site [with your permission).

Fead our privacy policy

Can “Windows connect to Windows Update to search for
software?

only

(1'es. now and every time | connect a device

(1 Mo, nat this time

Click Mext to continue,

[ Mest » J[ Cancel

Figure 1-9: Found New Hardware Wizard: Welcome

2. Select Install the software automatically (Recommended) radio button, and click Next.

Figure 1-10: Found New Hardware Wizard: Select Install Type

3. Windows Update will search for the latest version of the USB <-> Serial driver.
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Figure 1-11: Found New Hardware Wizard: Search Message (USB <-> Serial)

4. The wizard completes the installation, confirming a successful install. Click Finish.

Found Mew Hardware Wizard

Completing the Found New
Hardware Wizard

The wizard has finizhed inztalling the software for;

% USE Serial Converter

Click Firish to cloze the wizard,

Figure 1-12: Found New Hardware Wizard: Installation Complete (USB Serial
Converter)
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5. As soon as the installation of the USB <-> Serial driver is complete, another Found New
Hardware Wizard launches for the USB Serial Port driver. Again, for illustration purposes,
select the Yes, this time only radio button, and click Next.

Found New Hardware Wizard

Welcome to the Found New
Hardware Wizard

Windows will zearch for current and updated software by
looking on pour computer, on the hardware ingtallation CO, or on
the Windows pdate Web zite [with your permizzion].

Flead our privacy policy

Can 'Windows connect to Windows pdate to search for
zoftware?

©es. | I
) Yes. now and every time | connect a device
) Ma, nat this time

Click Mext to continue.

I Mest » ][ Cancel

Figure 1-13: Found New Hardware Wizard: Welcome

6. Select the Install the software automatically (Recommended) radio button and click Next.
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Figure 1-14: Found New Hardware Wizard: Select Install Type

7. Windows Update searches for the latest version of the USB Serial Port driver.

Figure 1-15: Found New Hardware Wizard: Search Message (USB Serial Port)
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8. The wizard completes the installation, confirming a successful install. Click Finish.

Found Hew Hardware Wizard

Completing the Found New
Hardware Wizard

The wizard haz finizhed ingtaling the software for;

(3 USE Serial Port

Click Finizh to cloge the wizard.

Finizh

Figure 1-16: Found New Hardware Wizard: Installation Complete (USB Serial
Port)

1.31.2 INSTALLATION WITH AN UNRELIABLE/NO INTERNET CONNECTION

If no Internet connection is available or the available connection is unreliable, a copy of the
drivers is provided in the TPS v3.0 installation directory in the Drivers folder. Unzip the file
CDM 2.04.06 WHQL Certified.zip onto your desktop and perform the following steps:

1. Select the No, not this time radio button, and then click Next.
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Found Mew Hardware Wizard

Welcome to the Found New
Hardware Wizard

YWindows will search for current and updated software by
looking on your computer, on the hardware installation CD, or on
the Windows pdate Web site [with your permizzion).

Bead our privacy policy

Can*indows connect to "Windows Update to search for
zoftware?

) Yes, this time anly
) Yes no
®@%

Click Mest to continue.

l Mext » ][ Cancel

Figure 1-17: Found New Hardware Wizard: Welcome

2. Select the Install from a list or specific location (Advanced) radio button, and click Next.

Figure 1-18: Found New Hardware Wizard: Select Installation Type (Advanced)
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3. Deselect the Search Removable media (floppy, CD-ROM...) checkbox, and select the Include
this location in the search checkbox. Click the Browse button and browse to the CDM
2.04.06 WHQL Certified folder extracted from the Zip file.

Figure 1-19: Browse for Folder Dialog

4. The wizard completes the installation, confirming a successful install. Click Finish.
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Found Mew Hardware Wizard

Completing the Found New
Hardware Wizard

The wizard has finizhed instaling the software far;

% USE Sernial Corvverter

Click Finizh to cloze the wizard.

Finizh

Figure 1-20: Found New Hardware Wizard: Installation Complete (USB Serial
Converter)

5. As soon as the installation of the USB <-> Serial driver is complete, another Found New
Hardware Wizard launches for the USB Serial Port driver. Again, for illustration purposes,
select the No, not this time radio button, and click Next.
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Found Mew Hardware Wizard

Welcome to the Found New
Hardware Wizard

Windows will zearch for current and updated zoftware by
looking on your computer, on the hardware inztallation CO, or on
the Windows Update 'wWeb site [with pour permizsion).

Fead our privacy policy

Can*Windows connect to Windows Update to search for
software?

() Y'es, this time anly

() 'es, now and gvery time | connect a device

Click Mext to continue.

[ Mewt > ][ Cancel

Figure 1-21: Found New Hardware Wizard: Welcome

6. Select the Install from a list or specific location (Advanced) radio button, and click Next.

Figure 1-22: Found New Hardware Wizard: Select Installation Type (Advanced)
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7. Deselect the Search Removable media (floppy, CD-ROM...) checkbox, and select the Include
this location in the search checkbox. Click the Browse button and browse to the CDM
2.04.06 WHQL Certified folder extracted from the Zip file.

Figure 1-23: Browse for Folder Dialog

8. The wizard completes the installation, confirming a successful install. Click Finish.
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Found Mew Hardware Wizard

Completing the Found New
Hardware Wizard

The wizard has finizhed instaling the software far;

(3 IISE Sernial Port

Click Finizh to cloze the wizard.

Finizh

Figure 1-24: Found New Hardware Wizard: Installation Complete (USB Serial
Port)

1.3.1.3 POST-DRIVER INSTALLATION STEPS
Whichever path you took, the Found New Hardware message will confirm that the scanner
drivers have been installed.

Figure 1-25: Found New Hardware Message

To manually confirm that the drivers have been installed properly, open the Windows Device
Manager by selecting Start, then Settings, then Control Panel, and then System. Toggle to the
Hardware tab and then click the Device Manager button. Perform the following steps:
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1. Once the Device Manager window opens, expand the Ports (COM & LPT) node. You
should see an entry named USB Serial Port and a COM port number should be listed.

Figure 1-26: Device Manager

2. Right click on the USB Serial Port option, select Properties from the pop-up menu, and the
select the Driver tab.
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Figure 1-27: USB Serial Port (COM3) Properties Dialog

3. Click the Driver Details... button. The Driver File Details window is displayed (it should
look much like the following example).
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Driver File Details

(3 USE Serial Port [COM3]

Drriver files:

", .'-,-' Bl s

WE RS \serenum. sys

Pravider: FTDI Ltd.
File wergian: 2.04.06 builk by SwfinDiDk,
Copyright; Copyright [i2) 2000-2008 FTDI Led.

Diigital Sigrer:  Microzoft Windows Hardware Compatibility

Figure 1-28: Driver File Details Dialog

1.3.1.4 SCANBAR APPLICATION SETUP

Finally, set up the ScanBar application to take input from the USB scanner. To set up the

application, perform the following steps:

1. Start the ScanBar application. There are many options on the window of this application, but
only select the Selected Port radio button group in the upper left-hand corner.

2. From that group of ports, select the one identified as the USB Serial Port in the Device
Manager. For example, in the below screenshot, you would select COM3.
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Figure 1-29: ScanBar for TPSv2 Dialog

3. When you make that selection, the port’s properties window is displayed. Set the values as
follows, and then click OK:

e Bits per second: 9600

e Data bits: 7

e Parity: Even

e Stop bits: 1

e Flow Control: Xon / Xoff
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Figure 1-30: COMS3 Properties Dialog

4. Back on the ScanBar window, click the START button. This minimizes the application;
however, the application is now running and will pick up input from the scanner.

5. To test the scanner functionality, open Notepad and make sure the cursor is blinking in the
Notepad window. Swipe your Common Access Card (CAC). If the scanner is set up
properly, your Social Security Number should appear in the Notepad window.

1.4 Keyboard Shortcuts

Table 1-2, Keyboard Shortcuts, provides a list of useful keyboard shortcuts that make gaining
access to the various functions in TPS fast and easy.

Command | Shortcut

Perform the corresponding command Alt+Underlined Letter

Return to the previous window Ctrl+Tab

Close the current window Ctrl+F4

Go to the next item in a drop-down list Down Arrow

Go to the previous item in a drop-down list Up Arrow

Move forward through tabs Tab through fields until the tab name has
focus and then press the right arrow

Move backward through tabs Tab through fields until the tab name has
focus and then press the left arrow

Exit TPS Alt+F4

Table 1-2: Keyboard Shortcuts
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2. GENERAL

2.1 Main Menu

The TPS Main Menu is the default page displayed when the TPS application is launched. TPS
functions are grouped into six areas: Manifesting, Personnel, Task Forcing, Crews, Reporting,
and System Administration. Available functions for each area are displayed beneath the area
title. The following functions are available on the TPS Main Menu:

e Manifesting

— Manifest

— Jump Manifest
e Personnel

— Service Member

— Civilian

— Foreign National
e Task Forcing

— Task Force
e Crews

— Crew Management
— Vehicle Management
e Reporting
— TPS Reports
e System Administration
— TPS System Administration

To access a function, double click on the icon on the TPS Main Menu, shown in Figure 2—1. For
example, double clicking on Manifest opens the Manifest Main window.

2-1
May 29, 2008 Draft (Version 3.0)



TPS Smartbook CM No. TPS-UM000-003-20080530

Manifesting

bl anifest e Jumnp  anifest
Create, Edit, and Delete TPS Manifests Create, Edit, and Delete TPS Jump Manifests

Personnel

Service Mernber Civilian
Manage TPS Service Member Perzonnel kanage TPS Civilian Perzonnel

Foreign M ational
Manage TPS Foreign Mational Personnel

Task Forcing

Taszk Force
= Create, Edit, and Delete TPS Task Forces

Crews
% Cress Management YWehicle b anagement
Tazk Force, Crew, Crew Member dezighment kanage TPS Wehicles
ipmting
== | TPS Reports

Wiew, Print, and Save TPS Reparts

System Administration
TPS Spztem Adminiztration
TPS Adririztration T asks

Figure 2-1: TPS Main Menu

2.2 Function Toolbar

TPS functions can be accessed in several ways: from the TPS Main Menu, the function tool bar
(shown in Figure 2-2), or the Actions menu. To access a TPS function from the function toolbar,
click the function icon. For example, clicking the Manifest icon opens the Manifest Main
window.
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Tazk Force
TP

Reports
Jump Exit

RN P-CAp- N[=aE CRE WL

.|‘.

Manifest
TPS Syatem
Perzonnel Administration
Cresny
Figure 2-2: Function Toolbar
2.3 TPS Menus

TPS has several menus available on the menu bar on the TPS Main Menu window. The

available menus are as follows:

e Actions—This menu provides access to TPS functions, such as Jump Manifest or Task

Force.

Main Menu

| Manifest

A Jurnp Manifesk

Personnel »

ﬂ..'? Task Force

Crew k

] ‘" TP3 Reparts

35, TPS System Administr ation

@0 Quit TRS 0

e  Windows—This menu provides options to arrange TPS windows and also provides the

ability to toggle between windows.
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Cascade

Tile Wertical
Tile Harizontal
Close all

Arrange Icons

1 TPS Main Menu

e Presentation—This menu allows you to alter how the TPS Main Menu is displayed. You
can select Tile (which is the default display), Details (which displays items in list form
with information about the selections), and List (which displays the function icons in a
simple list).

Tile
Details

List

e Help—This menu provides access to the help for TPS.

Conkents Ckrl+F1
-Q:_;j Index
l;l Search

About .,

24 Sorting Data

To sort data, click the column heading of the data element by which you want to sort. Clicking
the heading will sort the data in descending order; a triangle is displayed in the column heading
indicating the sort order (for example, pointing downward for descending order). Click the
column heading again to re-sort the data in ascending order. This procedure can be performed in
the following functions: Manifest, Jump Manifest, and Task Force as well as the Upload
Personnel function in the System Administration module.

Mizzion # Mizzion Date Jurnp Tepe(z] Ajrcraft Tope Laocation Chalk. #
> 20072121727 w | EVYBTH CSH w
123 2007270 22:29 | AD JH-B0 - UH-B0 » | ABLE SEHTRY = |12
2.5 Location Information

The subsequent sections provide information on uploading, adding, editing, and deleting location
information within TPS.
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2.5.1 Uploading Location Information

This procedure can be performed either from the Jump Manifest Main window or the Manifest
Detail window.

To upload location information, perform the following steps:
1. Click on the Edit Location button. TPS displays the Add/Edit Location dialog.

£ Add/Edit Location
PR 4] ! ofsd [ b b | D & [

Location Mame

(S |

ABLE SEMTRY
AMSBACH
AN1AMO
BABEMHALUSEN
BAD AIELIMNG
BaD KREUZMNACH
BAMBERG
BAUMHOLDER
EEMMIMNG

[ [nzert ] [ Delete ] [ Save ] [ IJpload ] [ Cloze

Figure 2-3: Add/Edit Location Dialog

2. Click Upload. TPS displays the UploadLocations dialog.
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Liploadl ocations E

Pleaze Select An Option To Upload A File

(%) APPEMD TO THE TABLE- Keep the existing records

) OVERWRITE THE TABLE - Replace all existing records

Figure 2—4: UploadLocations Dialog

3. Select the Append to the Table radio button if you want to add the locations to your database.
Alternately, you can select the Overwrite the Table to overwrite the existing location
information with the locations you are uploading.

4. Click Select. TPS displays the Please select a file dialog. Click Cancel to return to the
Add/Edit Location dialog without uploading location information.

Please select a file

Look ir: | 125 load files for apod v | 3 1" 0 FEF
Y @ 1_Arrival bxt r;] rapid uic upload.kxt
L@ﬁ [Z] 1a_arrival bxt 2] rapid UIC bxt
by Recent [Z] 1b_load.txt [£] RapidSsnSample. bxt
Documents Ej 2_Departures.txk r;] tps_ssnupload. bxt
= @ 3_Revoke.bxt r;] krn kesk. bxt
[Z] amec File. bt [Z] trr testa. bt
Deskiop Ej amc kesk, bxk r;] Uit upload, kxk
Ej duty status upload error.kxt r;] unit skatus upload error. bk
. @ duty stakus upload. bxt r;] unit skatus upload.bxk
‘j [Z] personnel_upload errar. bxt [£] uplaad equip error.bxt
My Documents @ per.sc:nnel_uplu:uad.txt r;] Upload equu:u.l.:xt
Ej rapid ssn upload error. kxt r;] upload org unit daka error, bxt
Ej rapid ssn upload.kxk r;] upload org unit daka.kxt
E;lrg [Z] Rapid UICZ bt [£] uplaad urit lacation errar. bt
i Ej rapid uic upload erraor. bk r;] upload unit location, bxk
ty Computer
tj File narme: || b | I Open l
fdy Netwark Files of twpe: | bt Files [° bt w | ’ Cancel ]

Figure 2-5: Please Select a File Dialog

2-6
May 29, 2008 Draft (Version 3.0)



TPS Smartbook CM No. TPS-UM000-003-20080530

5. Browse to the location of the file that you want to upload and select the file by highlighting
it. Click Open (or alternately, double click the file name in the list).

6. TPS reads the data and displays a message confirming the file was read successfully.

Note: If errors occurred during the upload process, TPS displays a message informing you
of the error and providing you with the option to view the errors. Click Yes to view the
errors. Click No to return to the UploadLocations without viewing the errors.

TPS - AddfEdit Location

The personnel file is read incomplekely,
‘ould wou like o open file D:\Program Files) TPSilogsiLocationsLookupReadFileErrarFile, txt to access error records?

[ es ] [ Mo ]

Figure 2—6: Add/Edit Location Message

7. Click OK. TPS returns to the Add/Edit Location window and displays the valid data
contained in the location data file.

8. Click Save to save the uploaded location data.

252 Adding Location Information

This procedure can be performed either from the Jump Manifest Main window or the Manifest
Detail window.

To add location information, perform the following steps:
1. Click on the Edit Location button. TPS displays the Add/Edit Location dialog.
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&% Add/Edit Location

PR 41 ofsd [ b b | D & [

Location Mame

ABLE SEMTRY

AMSBACH

AW1AMO

BABEMHALSEN

BaD AIBLING

BaD KREUZMACH

BAMBERG

BAUMHOLDER

BENNING

(i |

[ Inzert ] [ Delete ] [ Save

Figure 2-7: Add/Edit Location Dialog

2. Click Insert. TPS inserts a blank row for data entry at the bottom of the table.
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&% Add/Edit Location

Pl 4 | o4

ofs4 | b bl |© @ [

Location Mame

UMITED STATES

VICENZA

YILSECE.

WIESBADEM

WUERZBURG

YaKIMa FIR CTH

YOMGSAN

ZAGREE

ZAGREE HOSP

L Inzert

[ Delete ] [ Save

3. Enter the Location Name directly in the field.

Figure 2-8: Add/Edit Location With Blank Row
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&% Add/Edit Location

P 4 | ofsd | b bl | D & [

Location Mame

UMITED STATES

VICENZA

YILSECE.

WIESBADEM

WUERZBURG

YaKIMa FIR CTH

YOMGSAN

ZAGREE

ZAGREE HOSP

W CAMP AHR S|

[

% 1|

[ Inzert ] [ Delete ] [ Save

IJpload ] [ Cloze

Figure 2-9: Add/Edit Location With Insertion

4. Click Save to save the new entry.

5. Click Close to return to either the Jump Manifest Main window or Manifest Detail window,

depending on from which page your originated.

2.5.3 Editing Location Information

This procedure can be performed either from the Jump Manifest Main window or the Manifest

Detail window.

To edit location information, perform the following steps:

1. Click on the Edit Location button. TPS displays the Add/Edit Location dialog.
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B Add/Edi

t Location

P41

ofs4 [ b bl |© @ H

Location Mame

ABLE SEMTRY

AMSBACH

AW1AMO

BABEMHALSEN

BaD AIBLING

BaD KREUZMACH

BAMBERG

BAUMHOLDER

BENNING

(i |

[ Inzert ]

[ Delete ] [ Save

Figure 2-10: Add/Edit Location Dialog

2. To edit location information, enter the changes directly in the field for the location.
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E® Add/Edit Location

P 4 |z ofaz [ b M | O S [d

Location Mame

E75TH C5H

N ABLE SEMTRY CSH|

AMSBACH

AW1AMO

BABEMHALSEN

BaD AIBLING

BaD KREUZMACH

BAMBERG

BAUMHOLDER

BENNING

[ i | B

[ Inzert ] [ Delete ] [ Save

Figure 2-11: Add/Edit Location Dialog Showing Row Marked for Edit

3. Click Save to save your changes.

4. Click Close to return to either the Jump Manifest Main window or Manifest Detail window,

depending on from which page your originated.

2.54 Deleting Location Information

This procedure can be performed either from the Jump Manifest Main window or the Manifest

Detail window.

To delete location information, perform the following steps:

1. Click on the Edit Location button. TPS displays the Add/Edit Location dialog.
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&% Add/Edit Location
Pd 4|1 of 94 | b Kl

© @ Id

Location M ame
| EEiEE
ABLE SEMTRY
AMSBACH
A1ANO
BABEMHALUSEN
BaD AIBLIMNG
EAD KREUZMACH
BAMBERG
EAUMHOLDER
EEMMIMNG

[ Inzert ] [ Delete ] [ Save ]

Figure 2-12: Add/Edit Location Dialog With Row Marked for Deletion

2. Select a location for deletion using one of the following methods:

If | Then
You want to delete one location | Scroll through the list if necessary and select the
location to be deleted.
You want to delete a continuous | Scroll through the list if necessary, select the first
block of locations from the list location in the block and, while holding down the
Shift key, select the last location in the block.

You want to delete multiple Scroll through the list if necessary and, while holding
locations that are not in a down the Ctrl key, select each location that you wish
continuous block to delete.

Table 2-1: Deletion Methods

3. Click Delete. TPS displays a confirmation message.

4. If you want to delete the chosen location, click Yes. If you do not want to delete the chosen
location, click No. TPS returns to the Add/Edit Location dialog.

5. Click Save to save your changes.

6. Click Close to return to either the Jump Manifest Main window or Manifest Detail window,
depending on from which page your originated.
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3. MANIFESTING
3.1 Manifest
3.1.1 Manifest Overview

Using the personnel information contained in the local TPS database, you can develop lists
containing the names of service members, civilians, and foreign nationals that are to be deployed.
This list is called a manifest and is key to the deployment of individual soldiers and other
personnel when using TPS.

The Manifest function is the tool in TPS that helps you develop manifests quickly and easily.
Using Manifest, you can perform the following actions:

e Enter a new manifest

e [Edit an existing manifest

e Delete an existing manifest

e Assign personnel to an existing manifest

e Remove personnel from an existing manifest

e View information concerning personnel assigned to a manifest

e Edit information concerning personnel assigned to a manifest

e Save the assigned personnel list in one of three formats: TRN, AMC, or PAS
e Insert a list of personnel in the TRN file format into a manifest

¢ Add an entire UIC to a manifest

TPS gives you the added capability of saving manifests in any of three formats: TRN, AMC or
PAS. These different file types allow you to share information among other systems running
TPS, the Air Force TRANSCOM, or in-Theater Europe, thus allowing for the backing up of
manifests and the tracking of personnel in transit.

3.1.2 Manifest Data Definitions

The tables in the subsequent sections list the data definitions for the fields displayed on screens
within the Manifest function.

3.1.21 MANIFEST MAIN WINDOW
Table 3—1 lists the fields on the Manifest Main Window and their data definitions.

Field Name Data Definition

Mission # This is a user-assigned alphanumeric identifier.

Deploy/Redeploy This field indicates the deployment status of the mission,
such as deployed or redeploying.

Sched Dprt Date This lists the scheduled departure date of the mission. This
field defaults to the current system date and time.

Actl Dprt Date This lists the actual departure date of the mission. This field
defaults to the current system date and time.

3-1
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Field Name Data Definition
Sched Arr Date This lists the scheduled arrival date of the mission. This field
defaults to the current system date and time.
Actl Arr Date This lists the actual arrival date of the mission. This field

defaults to the current system date and time.

Status This field lists whether the mission is on-hand, inbound, or
outbound.

Carrier This field lists the name of the air carrier for the mission.

Trans Type This field lists the mode of transportation used for the

mission. The available options for this field are air, ship, or
train.

Transportation #

This field lists the flight number, train number, or ship
number of the transportation used.

Dprt Port This field lists the name of the departure port for the mission.
Arr Port This field lists the name of the arrival port for the mission.
Flight Commander Name This field lists the name of mission’s flight command.
Term Dest ID This field provides the ID of the terminal destination for the
mission.
Table 3—-1: Manifest Main Window Data Definitions
3.1.2.2 MANIFEST DETAIL WINDOW

Table 3-2 lists the fields found on the Manifest Detail Window and provides the data definition

for each field.

Field Name Data Definition

Name This field contains the name of the service member, civilian,
or foreign national.

SSN/ID This field contains the Social Security Number of the service
member or civilian, or the ID number of a foreign national.

Active This field indicates whether the individual is in Active status.

DOB This field contains the individual’s date of birth. The date is
presented in M/DD/YYYY format.

Rank This field displays the rank for the listed service member.

Sex This displays the gender of the individual.

PMOS/Civ Occ This field provides data on a service member’s Primary
Military Occupational Specialty or a civilian’s occupation.

Current UIC This lists the individual’s current UIC.

Deployed UIC This lists the individual’s deployed UIC.

ULN This field displays the Unit Line Number. The ULN is a
seven-character alphanumeric code that describes a unique
increment of a unit deployment (such as, advance party, main
body, equipment by sea and air, reception team, or trail party)
in a Joint Operation Planning and Execution System time-
phased force and deployment data.

Citizenship This field provides information on the country of citizenship
of the individual.

Location This field provides location information for the individual.

Weight This field lists the individual’s weight.
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| Duty Status | This field displays the duty status of the individual. |

Table 3-2: Manifest Detail Window Data Definitions

3.1.23 INSERT TO MANIFEST DETAIL DIALOG
Table 3-3 provides the data definitions for the fields found on the Insert to Manifest Detail
Dialog.

Field Name Data Definition

SSN This field lists the Social Security Number of the service
member or civilian.

Duty Status This field displays the appropriate duty status for the
individual.

Name* This field lists the name of the foreign national.

Birth Date* This field displays the birth date of the foreign national.

Identification* This field lists the identification number of the foreign
national.

ID Type* This field displays the type of identification for the foreign
national.

Citizenship* This field provides information on the country of citizenship
of the foreign national.

Weight This field lists the individual’s weight.

Deployed UIC This lists the individual’s deployed UIC.

ULN This field lists the ULN for the individual. The ULN is a
seven-character alphanumeric code that describes a unique
increment of a unit deployment (such as, advance party, main
body, equipment by sea and air, reception team, or trail party)
in a Joint Operation Planning and Execution System time-
phased force and deployment data.

Location This field provides location information for the individual.

*Note: These fields are only enabled if the Foreign National radio button is selected.

Table 3-3: Insert to Manifest Detail Dialog Data
Definitions

3.1.3 The Manifest Main Window

The Manifest Main window is accessed by clicking Manifest in the TPS Main Menu and is the
function in TPS with which you create new manifests, edit existing manifests, and delete old
manifests. This window also gives you access to the Manifest Detail window where you can add,
edit, and delete personnel information of those assigned to a manifest. For more information on
the Manifest Detail window, see Section 3.1.4, Manifest Detail Window.
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The buttons listed below are available on the toolbar when using this function.

Button | Action
” Move First
< Move Previous
) Current Position
Total Number of Items
af 4
b Move Next
Move Last
el
— Save
Add New
4=
Select
|
. Delete
=P
Ig] Print

Table 3-4: Manifest Main Window Toolbar Buttons

3.1.31 ADDING A MANIFEST

To add a manifest, perform the following steps:
1. Click Manifest in the TPS Main Menu. The Manifest Main window is displayed.
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[ Tactical Personnel System - [Manifest Main]

jons  Windows  Help

=
O R88 s @ 8l

P4 |2 ofd | b M| ELH

20071217 19:59 MANIFEST MAIN

For official use only. This information is subject to the Privacy Act of 1974

Mission # | Deploy/Aedeploy | Sched Dprt Date | &t Dprt Date | Sched & Date

| Act A Date | Status

| Carrier

| Trans Type T

123 A -DEPLOYED | 2007/121315:36 2007112131536 2007112M1315:36

A -DEPLOYED 2007124132252 2007412113 2252 2007412413 22:52

200712M1315:36

2007412413 22:52

A -DEPLOYED v | 20071213 2252 200711213 2262 200712413 2262

< 1l

200712413 2262

|

For official use only. This information is subject to the Privacy Act of 1974

Status

Figure 3—1: Manifest Main

1. Click Add New. An empty record is displayed at the bottom of the Manifest Main list and

becomes the active record.

2. The following information must be entered for each new manifest: Mission #.

Unless otherwise changed, the following will display default values:

e Deploy/Redeploy (Deployed)

e Sched Dprt Date (Current system date and time)
e Actl Dprt Date (Current system date and time)

e Sched Arr Date (Current system date and time)
e Actl Arr Date (Current system date and time)

The following information is optional:

e Status
e Carrier
e Trans Type

e Transportation #
e Dprt Port
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e Arr Port
e Flight Commander Name
e Term Dest ID
3. Type or select the appropriate data for each field.

4. Click Save. TPS saves the information and continues to display the Manifest Main window.
You can continue to add more manifests or perform additional actions.

Select Windows and then the TPS Main Menu to return to the TPS Main Menu.

3.1.3.2 EDITING A MANIFEST

To edit a manifest, perform the following steps:

1. Click Manifest in the TPS Main Menu. The Manifest Main window is displayed.
2. Select mission that you wish to edit by highlighting its row.

3. Tab to the fields that you wish to edit. Any of the fields may be edited.

4

Click Save when you have finished making changes. TPS saves the information and
continues to display the Manifest Main window. You can continue to edit more manifests or
perform additional actions.

5. Select Windows and then the TPS Main Menu to return to the TPS Main Menu.

3.1.3.3 DELETING A MANIFEST

To delete a manifest, perform the following steps:

1. Click Manifest in the TPS Main Menu. The Manifest Main window is displayed.
2. Select a manifest for deletion using one of the following methods:

If | Then
You want to delete one manifest | Scroll through the list if necessary and select the
manifest to be deleted.
You want to delete a continuous | Scroll through the list if necessary, select the first

block of manifests from the manifest in the block and, while holding down the
Manifest Main list Shift key, select the last manifest in the block.

You want to delete multiple Scroll through the list if necessary and, while holding
manifests that are not in a down the Ctrl key, select each manifest that you wish
continuous block to delete.

Table 3-5: Deletion Methods

3. Click Delete. The Delete Confirmation message is displayed.

4. 1If you want to delete the chosen manifest, click Yes. If you do not want to delete the chosen
manifest, click No. TPS returns to the Manifest Main window.

5. If the selected manifest has personnel associated with it, TPS displays a message informing
you that you must remove the personnel prior to deletion. Click OK to return to the Manifest
Main window. See Section 3.1.4, The Manifest Detail Window, for more information on
deleting personnel from a manifest.
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PS - Manifest Main %]

L] E Al personnel must be removed From a manifest before that manifest can be deleted.
[ ]

Figure 3-2: Confirmation Message

3174 The Manifest Detail Window

You access the Manifest Detail window by selecting a manifest in the Manifest Main window
and then clicking Select. It is the place in TPS where you add personnel to, edit personnel in, or
delete personnel from manifests. You can also access the personnel information of those
assigned to a manifest as well as the UIC information of each individual. You can then edit and
save any new personnel or UIC information to the local database.

This window also allows you to save manifests created using TPS as TRN files. This permits the
easy back up of data and the transport of data between the various systems using TPS. Manifests
can also be shared with the Air Force TRANSCOM or in-Theater Europe by saving them as
either AMC or PAS files, thus allowing for the tracking of deploying personnel during transit.

Using the buttons on the Manifest Detail window toolbar, you can easily accomplish the wide
range of tasks this window allows. Click on each task title below to view further information on
the Manifest Detail buttons.

Button | Action
I Move First
< Move Previous
| Current Position
Total Number of Items
of 4
b Move Next
b Move Last
- Save
[=l
2 Edit Personnel Data
Export to File
G -
1 Edit Location
Add New
=
; Delete
=1
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Button

Edit Manifest

Action

Data

Import TRN File

View the Selected Individual's Details

BB D E

Print

Table 3—6: Manifest Detail Window Buttons

3.1.41 ASSIGNING DOD AND CIVILIAN PERSONNEL TO A MANIFEST
To assign DOD and civilian personnel to a manifest, perform the following steps:

1. Click Manifest in the TPS Main Menu. The Manifest Main window is displayed.
2. Select the manifest to which you wish to add personnel.
3. Click Select. The Manifest Detail window is displayed.

£ Tactical Personnel System, - [Manifest Detail]

adl ions  Windows  Help
ECY S TG

- 8 X

P41t of7 | b M B &gl E 3406

2008/05729 00:10

e
For official use only. Thiz information iz subject to the Privacy Act of 1974.
MANIFEST DETAIL - 145

Name SSN/AD  Active | DOB Rark ~ Sex  poe! et e ULN | Cizenship | Location

b A SPC | 326 WATGAL | TFSPAZ us 1
JEFFERSON THOMAS & s | 326 WATGAL | TFSPAZ us 1
MADISON JAMES A SPC (M 326 WATGAL | TFSPAZ us 1
MONROE Hugh A LTC M 326 WATGAL | TFSPAZ us 1
MONROE Hugh | SPE | 326 Wikd, TFSPAZ us 1
MONROE JAMES A sPE (M 926 WATGAL | TFSPAZ us 1
WASHINGTON GEORGE A LTC M 214 WATGAL | TFSPAZ us 1

>

For official use only. This information iz subject to the Privacy Act of 1974.

Total Weight: 1108

Status

Figure 3-3: Manifest Detail Window

4. Click Add New. The Insert to Manifest Detail dialog is displayed.
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Insert to Manifest Detail

Inzert Individual | Inzert Multiple

EBX

(%) Service Member or Civilan

Dty Statusz: |F'DY -PRESENT FOR DUTY

) Foreign Mational

Wwigight: I:I

Deployed UIC: | w |

Location: |

v

Continue to &dd People [Scanner bMode]

[ ok

][ Cancel ]

Figure 3—4: Insert to Manifest Detail Dialog

5. Select Service Member or Civilian.
6. Enter a valid Social Security number for the person that you wish to add to the manifest in

the SSN field.

Note: If the SSN does not exist in the database, a message informing you that the SSN
cannot be found on TPS and requesting that you to go to the appropriate Personnel function
to add this individual is displayed.

TPS - Insert to Manifest Detail

N

The supplied information does nok carrespond to any individual known to TPS,
Please go ko the appropriate Personnel Processing Form bo create the individual within TPS.

%]

Figure 3-5: Insert to Manifest Detail Message
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10.
11.

12.

13.
14.
15.

If desired, type the person’s weight in pounds in the Weight field.

If desired, select the person’s Deployed UIC from the picklist.

Enter the ULN. This is an optional field.

Select the person’s location from the Location picklist. This is an optional field.

Click OK. TPS adds the person to the manifest and returns to the Manifest Detail window.
Alternatively, if the Select Continue to Add People (Scanner Mode) checkbox is checked,
TPS returns to the Insert to Manifest Detail dialog. If the person already exists in the
manifest, TPS displays a message informing you of the duplication and advising you to add
another person.

PS - Manifest Detail X

The Person vou are adding already exists in the current Manifest,
&n individual can only be in a Manifest once. Please add a different person,

Figure 3—6: Person Already Exists Error Message

You can continue to add more individuals by checking the Select Continue to Add People
(Scanner Mode) checkbox. When you are done adding personnel, uncheck the checkbox.

Click Cancel to return to the Manifest Detail window without saving any changes.
Click Save.
Click the X in the upper right-hand corner of the window to return to the TPS Main Menu.

3.14.2 ASSIGNING FOREIGN NATIONALS TO A MANIFEST
To assign foreign national personnel to a manifest, perform the following steps:

1.
2.
3.

Click Manifest in the TPS Main Menu. The Manifest Main window is displayed.
Select the manifest to which you wish to add personnel.
Click Select. The Manifest Detail window is displayed.
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£ Tactical Personnel System - [Manifest Detail]

@ ions  ‘Windows  Help - B X
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» A SPC ] 932G WATGAL TFSPAZ us 1
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For official use only. This i iz subject to the Privacy Act of 1974.

Skatus

Figure 3—7: Manifest Detail Window

4. Click Add New. The Insert to Manifest Detail dialog is displayed.
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E#l Insert to Manifest Detail Z E|[5__<|
Inzert [ndividual | Imsert Multiple
© Service Member or Civilian
|
& Foreign National
Name: |
Bitth Date: |[] v |
|dentificatior: | |
D Type: | v|
Citizenship: | v |
weight [ |
Deploped UIC: | v|
Location: | v |
Continue to Add People (Scanner Mode]
| ok || cance |

Figure 3-8: Insert to Manifest Detail Dialog

5. Select the Foreign National radio button. Upon selection the following fields are enabled:
Name, Birth Date, Identification, ID Type, and Citizenship.

Note: All five fields must be filled in with the information exactly as it appears in the local
database. Otherwise, TPS displays a message requesting that you use the Foreign National
Search function.

TPS - Insert to Manifest Detail f'5_<|

‘ou musk enter all of the data in the Foreign Mationals section For the individual wou want to add,
] or double-click the Mame figld to use the Foreign Mational Search,

Figure 3-9: Must Enter All Data Message
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If desired, select the person’s Deployed UIC from the picklist.

Enter the ULN. This is an optional field.

Select the person’s location from the Location picklist. This is an optional field.

Click OK. TPS adds the person to the manifest and returns to the Manifest Detail window.
Alternatively, if the Select Continue to Add People (Scanner Mode) checkbox is checked,
TPS returns to the Insert to Manifest Detail dialog. If the person already exists in the
manifest, TPS displays a message informing you of the duplication and advising you to add
another person.

v 0 =2

10. You can continue to add more individuals by checking the Select Continue to Add People
(Scanner Mode) checkbox. When you are done adding personnel, uncheck the checkbox.

11. Click Cancel to return to the Manifest Detail window without saving any changes.
12. Click Save.

3.14.3 ASSIGNING AN ENTIRE UIC TO A MANIFEST

To upload data for a UIC, perform the following steps:

1. Click Manifest in the TPS Main Menu. The Manifest Main window is displayed.
2. Select the manifest to which you wish to add personnel.

3. Click Select. The Manifest Detail window is displayed.

[ Tactical Personnel System - [Manifest Detail]

jions  Windows  Help

B YU IEHe

Gl ezl DUEI S g a5 DS ~
For official uge only. Thiz information iz subject to the Privacy Act of 1974.
2008405729 00:10 MANIFEST DETAIL - 145
Name SSNAD  Active  DOB Rank  Sev  phle/ unent i ULN  Cifeenship | Location
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Figure 3-10: Manifest Detail Window

4. Click Add New. The Insert to Manifest Detail dialog is displayed.

E#l Insert to Manifest Detail Z E|[5__<|

Inzert |ndisadual | Inzert Multiple

) Service Member or Civilian

(%) Foreign Mational

M arne: |

Birth D ate; ||:| v |

| dentification:

D Type:

Citizenship:

wigight:

Deployed UIC:

|
|
|
]
|
|

Location: W |

Continue ta Add People [Scanner Maode]
I ] l [ Cancel ]

Figure 3—-11: Insert to Manifest Detail Dialog

5. Select the Insert Multiple tab. TPS displays the Insert to Manifest Detail dialog with the
Insert Multiple tab on top.
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Insert to Manifest Detail

Inzert Individual | Insert Multiple |

Select A Tupe of Inzertion

& uic

{3 Upload S5M File

Figure 3-12: Insert to Manifest Detail: Insert Multiple Tab

6. Select the UIC radio button.
7. Click OK. TPS displays the Please Choose a UIC dialog.
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Please Choose A UIC =3
i [ 1 of 104 | b Bl |

Search for UIC
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44

Figure 3-13: Please Choose A UIC Dialog

8. Select a UIC to add using one of the following methods:

If Then

You want to add all personnel in one UIC to Scroll through the list if necessary and select

the manifest the UIC to be added.

You want to add a continuous block of UICs Scroll through the list if necessary, select the

to the manifest first UIC in the block and, while holding
down the Shift key, select the last UIC in the
block.

You want to add multiple UICs that are not in | Scroll through the list if necessary and, while

a continuous block holding down the Ctrl key, select each UIC
that you wish to add.

Table 3-7: Select UIC Methods

Note: You can also search for a UIC by typing the UIC in the Search for UIC field. Only
the first letter of the UIC is necessary. However, the more information you type into the box,
the narrower the search will be and fewer UICs will be displayed. This can be advantageous
when the database contains many UICs having your desired criteria.

9. Click Select. TPS displays a dialog showing the status of the upload. TPS uploads the
desired UICs information as well as the personnel records of those assigned to the selected
UIC from the local database and JPD to the manifest.
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10. When the upload is complete, TPS returns to the Manifest Detail window.
11. Click Save.

3.1.4.4 REMOVING PERSONNEL FROM A MANIFEST

To remove personnel from a manifest, perform the following steps:

1. Click Manifest in the TPS Main Menu. The Manifest Main window is displayed.
2. Select the manifest from which you wish to remove personnel.

3. Click Select. The Manifest Detail window is displayed.

£ Tactical Personnel System, - [Manifest Detail]

ions  Windows  Help

HERAP- = EE

] ezl MR &l s e B Pl ~
For official use only. Thiz information iz subject to the Privacy Act of 1974.
2008705429 00:10 MAMIFEST DETAIL - 145
Narne SSNAD Active DOB Rank Sen E:*:DD%; E“‘ge”‘ BFED'WEd LN Citizenship Location
» A SPC b4 920G WATGAL TFSPAZ us 1
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Figure 3—14: Manifest Detail Window

4. Select a person to delete using one of the following methods:
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If | Then

You want to remove one person from the Scroll through the list if necessary and select

manifest the name of the person to be removed.

You want to remove a continuous block of Scroll through the list if necessary, select the

names from the manifest first name in the block and, while holding
down the Shift key, select the last name in the
block.

You want to remove multiple names that are Scroll through the list if necessary and, while

not in a continuous block holding down the Ctrl key, select each name
that you wish to remove.

Table 3—-8: Select Person Methods

5. Click Delete. The Delete Confirmation message is displayed.

6. If you want to delete the chosen person, click Yes. If you do not want to delete the chosen
person, click No. TPS returns to the Manifest Detail window.

7. Click Save.

3.1.4.5 EDITING PERSONNEL DATA IN A MANIFEST

To edit personnel from a manifest, perform the following steps:

1. Click Manifest in the TPS Main Menu. The Manifest Main window is displayed.
2. Select the manifest that contains information on the person you wish to edit.

3. Click Select. The Manifest Detail window is displayed.
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Figure 3-15: Manifest Detail Window

4. Select a person for whom to edit data.

5. Click the Edit Personnel Data button. TPS displays the either the Process Service Member,
Process Civilian, or Process Foreign National window with selected person’s information
displayed depending on the type of person chosen.
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Figure 3-16: Process Civilian Window

Note: This window looks and behaves the same as the corresponding window in the
Personnel module.

6. Make the required changes on either the Required tab and any desired changes to information
on the other tabs as available. To toggle between the tabs, click on the tab.

7. Click Save after making all changes. TPS returns to the Manifest Detail window.

8. Click X in the upper right-hand corner of the window to close the window and return to the
Manifest Detail window.

3.1.4.6 EDITING MANIFEST DATA

To edit manifest data, perform the following steps:

1. Click Manifest in the TPS Main Menu. The Manifest Main window is displayed.
2. Select the manifest that you wish to edit.

3. Click Select. The Manifest Detail window is displayed.
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Figure 3—-17: Manifest Detail Window

4. If necessary, scroll through the list of personnel assigned to the chosen manifest and select
the person’s name whose UIC data you wish to edit.

5. Click Edit Manifest Data. The Edit Manifest Detail Data dialog is displayed.
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Figure 3-18: Edit Manifest Detail Data Dialog

6. The following fields may be changed using the Edit Manifest Detail Data dialog. Select the
appropriate value from the picklists provided or enter data into the provided data entry fields.

Deployed UIC

Location

Duty Status

Current UIC

Weight

ULN

Emerg POC Name (Last First Middle)
Emerg POC Phone

7. Click OK to save your changes and close the Edit Manifest Data dialog.

8. Click Cancel to return the Manifest Detail window without saving changes.

3.1.4.7 VIEWING PERSONNEL RECORDS OF ASSIGNED PERSONNEL

To the personnel records of assigned personnel, perform the following steps:

1. Click Manifest in the TPS Main Menu. The Manifest Main window is displayed.
2. Select the manifest in which the person’s name appears.

3. Click Select. The Manifest Detail window is displayed.
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Figure 3—-19: Manifest Detail Window

4. If necessary, scroll through the list of personnel assigned to the chosen manifest and double
click on the person whose personnel record you wish to view. TPS launches the Mini Record
View window.
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Perzanal | Unit | Unit Personnel
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Military Duty Status: ARR

Military Personnel Class: E
Sex: M
Religious Denomination: 10

Passport Number:

Military Status Data

SSN:
Rank:

Date of Birth:
Language:

Country of Citizenship:
Civilian Pay Plan:

Organization Name:

Dol Component:

Military Duty Status Effective Date:
Exercize Duty Status Abbreviation:
Exercise Duty Status Effective Date:
Permanent Grade Active Duty:

Battle Roster Mumber:

A Contractor Skills:

4/22/2005 1:50

EDY Skills Data
12/14/2007 6:08 HIS
. ASI:

sQl:

SPC

EM
s

926G

Current UIC: ‘WATGAS
PMOS: 926G

Emergency Data
Emerg POC Mame:

Emerg POC Phone:

INS Data
INS DOC Type:
INS DOC Humber:
INS Country |ssue:

INS DOC Expiration:

Figure 3—20: Mini Record View

5. The Personal tab is the default. The information displayed is read-only. To toggle between
the Personal, Unit and Unit Personnel tabs, click the tab. The Personal tab displays personal
data for the individual selected. The Unit tab displays information about the unit to which
the individual is assigned. The Unit Personnel tab displays complete list of all personnel

assigned to the unit.

6. Click the X in the upper right-hand corner of the window to close the window and return to
the Manifest Detail window.

3.1.4.8

UPLOADING A TRN FORMATTED FILE TO A MANIFEST

To upload a TRN formatted file, perform the following steps:
1. Click Manifest in the TPS Main Menu. The Manifest Main window is displayed.
2. Select the manifest to which you want to add data.

3. Click Select. The Manifest Detail window is displayed.
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Figure 3-21: Manifest Detail Window

4. Click Import TRN File. The Please select a TRN data File dialog is displayed.
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Figure 3-22: Please Select a TRN Data File Dialog

Browse to the location of the file that you want to upload.
Select the name of the file to upload.

Click Open. The contents of the TRN file will be uploaded and saved to the manifest.
If the file loaded successfully, TPS displays a message informing you of the successful

upload. Click OK and TPS returns to the Manifest Detail window.

If errors are present, TPS displays a message informing you that the upload was incomplete

and asking if you want to open the error log to review the errors. Click Yes to launch the

error log. Click

The TRHM file is lnaded incompletely,
Would wou like to open File D:\Program Files\ TPS\logs) TRMImpark. Error bo access error records?

No to accept the partial upload and return to the Manifest Detail window.

TPS - Manifest Detail X

Yes Mo

l I ]

Figure 3-23: Incomplete Load Error Message
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3.1.4.9 UPLOADING AN SSN FILE TO A MANIFEST

To upload an SSN file to a manifest, perform the following steps:

1. Click Manifest in the TPS Main Menu. The Manifest Main window is displayed.
2. Select the manifest to which you wish to upload an SSN file.

3. Click Select. The Manifest Detail window is displayed.

[ Tactical Personnel System - [Manifest Detail]
adl ions  Windows  Help - 8 X
TE Y- I

) ezl MRSl g ol S S N
For official use only. This information iz subject to the Privacy Act of 1974.
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Figure 3—-24: Manifest Detail Window

4. Click Add New. The Insert to Manifest Detail dialog is displayed.
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D Type:

Citizenship:

wigight:

|

|

|
[ ]

Deployed UIC: |

|

Location:

vl

Continue ta Add People [Scanner Maode]
I ] l [ Cancel ]

Figure 3-25: Insert to Manifest Detail Dialog

5. Select the Insert Multiple tab. TPS displays the Insert to Manifest Detail dialog with the
Insert Multiple tab on top.

3-28
May 29, 2008 Draft (Version 3.0)



TPS Smartbook CM No. TPS-UM000-003-20080530

Insert to Manifest Detail E r>__<|
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i

(%) Upload S5M File

Figure 3-26: Insert to Manifest Detail Dialog: Insert Multiple Tab

6. Select the Upload SSN File radio button.
7. Click OK. TPS displays the Select SSN Data File dialog.
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Figure 3-27: Select SSN Data File Dialog

8. Select the file you want to upload and click OK. The contents of the SSN file will be
uploaded and saved to the manifest.

9. If the file loaded successfully, TPS displays a message informing you of the successful
upload. Click OK and TPS returns to the Manifest Detail window.

10. If errors are present, TPS displays a message informing you that the upload was
unsuccessful. Click OK to return to the Manifest Detail window.

TIPS - Insert to Manifest Detail E'

@ Unable ko load the ssn data File, Incorrect ssn daka file Farmat,

Figure 3-28: Unable To Load SSN Data File Error Message

3.1.4.10 SAVING A MANIFEST As A TRN, AMC, orR APAS FILE
To save a manifest as a TRN, AMC, or a PAS file, perform the following steps:
1. Click Manifest in the TPS Main Menu. The Manifest Main window is displayed.
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2. Select the manifest that you want to save as a TRN, AMC, or PAS file.
3. Click Select. The Manifest Detail window is displayed.
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Figure 3-29: Manifest Detail Window

4. Make additions to or deletions from the manifest as necessary.

5. Click Export to File. TPS displays a pull-down menu listing the available file formats: TRN,
AMC, and PAS.

6. Select the appropriate menu option. The appropriate file format depends on how you intend
to use the file. The table below lists each file format and how it is used.

If | Then

You want to back up or share the TPS personnel Select Export to TRN.
manifest with other TPS users
You want to provide the file directly to the Air Force | Click Export to AMC.
TRANSCOM, allowing for the tracking of deploying
personnel

You want to provide the file for upload to in-Theater | Click Export to PAS.
Europe

Table 3-9: Select File Format Methods
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7. 1If you selected Export to TRN TPS displays the Please Enter/Select a file to store the TRN
information dialog. Browse to the location to which you want to save the file and enter a file
name in the File name field. Note: The TRN format is used as an example. In the windows
and messages, AMC or PAS will appear instead of TRN if that was your selection. If PAS is
selected, the File name field will be prepopulated; you can change the file name.

Please EnterfSelect a file to store the TRN information

Savein: |_J lnad files for apod v| 3 tl' 4 E"'

B |‘§_‘] 1_arrival bxk

‘éﬁ £ 1a_arrival bxt
My Recent @ 1b_load.txt
Dacuments Ej 2_Departures,bxt

- [Z] 3_Revoke.bxt
P’l_'

Dezktop

%

by Diocuments

by Computer

"- File name: | i | [ Save l

My Metwark, | Save as type: | bt files 7. bat] w | [ Cancel ]

Figure 3-30: Please Enter/Select a File To Store the TRN Information Dialog

8. Click Save. TPS displays a message asking you to confirm the file creation. Click Yes to
save the file to the location you designated. Click No or Cancel to return to the Manifest
Detail window without saving changes.

9. Ifyou clicked Yes to create the export file, TPS displays a message informing you that the
file was successfully created.

10. Click OK to return to the Manifest Detail window.

3.2 Jump Manifest
The subsequent sections provide detail on the functions available in Jump Manifest.

3.2.1 Jump Manifest Overview

A jump manifest is a special type of manifest that accounts for personnel who will be returning
to the same location without being deployed. The jump manifest accounts for the location of
these personnel and can even account for which door a person jumps from.
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The Jump Manifest function is the tool within TPS that helps you develop these lists of personnel
quickly and easily. Using Jump Manifest, you can perform the following actions:

Enter new jump manifests

Edit existing jump manifests

Delete existing jump manifests

Assign personnel to jump manifests
Remove personnel from jump manifests

Replace personnel in jump manifests

Once you develop this list, you then have the option of saving the jump manifest to an AMC file,
which can then be passed on to the Air Force or TRANSCOM. This allows for the continued
tracking of individuals during an exercise.

Finally, you can automatically print out a DA FORM 1360-E containing the personnel in your
jump manifest for further dissemination.

3.22

Adding Multiple Jump Type Codes to a Jump Manifest

To add multiple jump type codes to a jump manifest, perform the following steps:

1. Click Jump Manifest in the TPS Main Menu. The Jump Manifest Main window is displayed.

2. Select the manifest to which you want to add jump type codes.

3. Click Select. The Jump Manifest Detail window is displayed.
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Figure 3-31: Jump Manifest Detail Window

4. Click Add New. TPS displays the Insert to Jump Manifest Detail Dialog.
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Figure 3-32: Insert to Jump Manifest Detail Dialog

5. Select either the Service Member or Civilian, or Foreign National radio button.

6. Enter a valid SSN for the service member or civilian. If you selected to enter a Foreign
National, enter the Name, Birth Date, Identification, ID Type, and Citizenship for the

individual.

7. Select the jumper type from the Jumper Type picklist. This is a required field.
8. Enter the jumper’s weight in the Weight field. This field is optional.
9. Select the appropriate value from the Jump Door picklist. This field is required.

10. Select a value from the Jump Types field. You can select a jump type by performing one of
the following actions: To add a jump type, perform one of the following actions.
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If | Then

You want to add one jump | Scroll through the list if necessary and select the
type to the jump manifest | jump type to be added.

You want to add a Scroll through the list if necessary, select the first
continuous block of jump | jump type in the block and, while holding down the
types to the jump manifest | Shift key, select the last jump type in the block.

You want to add multiple Scroll through the list if necessary and, while holding
jump types that aren’tina | down the Ctrl key, select each jump type that you
continuous block wish to add.

Table 3-10: Select Jump Type Methods

Note: Up to five Jump Type codes may be added to either a Jump Manifest or an individual.
Multiple Jump Type codes can be added to an entire Jump Manifest by clicking on the Jump
Type field in the Jump Manifest Main window. Multiple Jump Type codes can also be added for
individuals in the Jump Manifest Detail window by clicking Select Jump in the either the Modify
or Insert windows.

11. Click OK to save your changes and return to the Jump Manifest Detail window.

3.2.3 Printing Jump Manifest Summary
To print a summary view of a jump manifest, perform the following steps:
1. Click Jump Manifest in the TPS Main Menu. The Jump Manifest Main window is displayed.

2. Select a jump manifest or jump manifests for which you would want to print summary
information. Perform the following actions to select one or more jump manifests:

If | Then
You want to print one Scroll through the list if necessary and select
Jump Manifest the Jump Manifest to be printed.
You want to print a Scroll through the list if necessary, select the
continuous first Jump Manifest in the block and, while

block of Jump Manifests holding down the Shift key, select the last
Jump Manifest in the block.

You want to print multiple | Scroll through the list if necessary and, while
Jump Manifests that are holding down the Ctrl key, select each Jump
not in a continuous block Manifest that you wish to print.

Table 3-11: Select Jump Manifest Method

3. From the Actions menu, select Print. Alternatively, you can select Print Preview and click
the printer icon to print the jump manifests.

3-36
May 29, 2008 Draft (Version 3.0)



TPS Smartbook CM No. TPS-UM000-003-20080530

3.2.4 Printing DA Form 1306-E
To print a copy of DA Form 1306-E, perform the following steps:

1. Click Jump Manifest in the TPS Main Menu. The Jump Manifest Main window is displayed.
2. Select the manifest for which you want to print the DA Form 1306-E.
3. Click Select. The Jump Manifest Detail window is displayed.

(¥ Tactical Personnel System - [Jump Manifest Detail]
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Figure 3-33: Jump Manifest Detail Window

4. From the Actions menu, select Print. Alternatively, you can select Print Preview and click
the printer icon to print the jump manifests.

5. The Microsoft Print window appears. Select or type into the fields your desired parameters
for printing.

6. Click OK to print the form using the parameters you entered. Click Cancel to return to the
Jump Manifest Detail window without printing the form.

To print a summary view of a jump manifest or manifests, see Section 3.2.3, Printing Jump
Manifest Summary.
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3.2.5 Jump Manifest Data Definitions

The tables in the subsequent sections list the data definitions for the fields displayed on screens
within the Jump Manifest function.

3.2.5.1 JumpP MANIFEST MAIN WINDOW
Table 3—12 lists the fields found on the Jump Manifest Main window and their data definitions.

Field Name Data Definition

Mission # This field contains the user-assigned mission number.
Mission Date This the date the mission started. This field defaults to the system
date/time.
Aircraft Type This field displays the type of aircraft used.
Jump Types This field allows you to pick the type of jump to be performed (for
example, Jumpmaster). To select the type, double click in the field.
Location This field displays the airfield location of the mission.
Chalk # This field is optional.
Table 3-12: Jump Manifest Main Window Data
Definitions
3.2.5.2 JuMP MANIFEST DETAIL WINDOW

Table 3—13 lists the fields found on the Jump Manifest Detail window and their data definitions.

Field Name Data Definition

Door/Line # This field displays the description/code for the door used by the
jumper.

Name This field contains the name of the jumper.

SSN or ID This field displays the SSN for a service member or civilian or the
ID number for a foreign national.

Active This checkbox indicates whether the individual is in active status.

Rank This field displays the service member’s rank.

Current UIC This field displays the current UIC for the individual.

Weight This field contains data on the individual’s weight.

Jumper Type This field displays a two-digit code for the type of jumper.

Jump Types This field displays a two-digit code for the type of jump to be
performed by the individual.

Table 3-13: Jump Manifest Detail Window Data
Definitions
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3.2.5.3

INSERT TO JUMP MANIFEST DETAIL DIALOG

Table 3—14 lists the fields found on the Insert to Jump Manifest Detail dialog and their data

definitions.

Field Name Data Definition

SSN This field displays the Social Security Number of the service
member or civilian.

Name* This field lists the name of the foreign national.

Birth Date* This field displays the birth date of the foreign national.

Identification* This field lists the identification number of the foreign national.

ID Type* This field displays the type of identification for the foreign national.

Citizenship* This field provides information on the country of citizenship of the
foreign national.

Jumper Type This field displays a two-digit code for the type of jumper.

Weight This field lists the individual’s weight.

Jump Door This field displays a code for the door from which the individual
will jump.

Jump Types This field displays a two-digit code for the type of jump to be
performed by the individual.

Table 3—-14: Insert to Jump Manifest Detail Dialog Data
Definitions
3.2.54 EDIT PERSONNEL DATA DIALOG

Table 3—15 lists the fields found on the Edit Personnel Data Dialog and their data definitions.

Field Name Data Definition \
Required Tab
SSN This field displays the individual’s Social Security Number.
Active This field lists whether the individual is in active status.
Sex This field displays the gender of the individual.
Name This field displays the individual’s Last, First, and Middle names.
Emerg POC Name This field lists the Last, First, and Middle name of the emergency
point of contact.
Emerg POC Phone The field displays the phone number of the emergency point of

contact.

Ind. Employment Class Code

This field displays a code that defines the individual’s Person Type
in TPS.

INS Doc Type This field lists the type of INS document supplied by the individual.
DOD Component The field displays the branch of service for the individual.
INS Doc Number The field displays the number associated with the INS document

entered in the INS Doc Type field.

Service Component

The field displays service component (for example, Regular) for the
individual.

INS Country Issue

This field lists the country that issued the INS document.

Military Personnel Class

This field displays the appropriate class (for example, Enlisted).

INS Doc Expiration

This is the expiration date of the INS document.

Rank

This field lists the rank of the individual.
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Field Name | Data Definition ‘
Duty The Duty area consists of the following two fields:

o Status—This displays the duty status.

e Date/Time—This is the duty status date and time. This field
defaults to the current system date/time.

Service Member MOSs The Service Member MOSs are consists of the following fields:
e MOS—This lists the individual’s Military Occupational
Specialty.
e Occupational Specialty—This lists the type of specialty that
the individual holds.
Service Member UICs The Service Member UICs are consists of the following fields:

e UIC—This lists the unit identification code for the service
member.

e Association—This is a description of the type of UIC, such
as Current or Home. Note: You must select a Current UIC.

General Tab Info

Deployed UIC This field lists the UIC to which the individual is deployed.
Deployment Date This field displays the date of deployment for the individual.

Date of Birth This is the individual’s date of birth.

Date Exp. Term of Service This field displays the expiration term of service date for the latest

period of service the individual incurred through statutory or
contractual provisions.

Marital Status This field lists the marital status for the individual (for example,
Married).

Citizenship This displays the country of citizenship for the individual.

Race/Population Group This field lists the racial information for the individual.

Ethnic Group The field displays the ethnicity for the individual.

Religion This field lists the individual’s religion.

Passport Number The field displays the individual’s passport number.

ID Card Number The field lists the ID card number.

ID Card Type The field displays the type of ID card supplied.

Blood Type The field lists the individual’s blood type, such as O+.

Weight The field displays the individual’s weight in pounds.

Personnel Security Status The field lists the status of the individual’s security clearance.

Civilian Education Level This lists the highest level of civilian education attained.

Comment This is a free-form text field into which you may add additional
information about the individual.

Exercise Duty The Exercise Duty area consists of the following two fields:

e Status—This displays a code and description for the duty
status, such as PDY — Present for Duty.

e Date/Time—This lists the duty status date and time. This
field defaults to the current system date/time.

Qualifications Tab

Rank The field displays the rank for the individual.

Date of Rank The field lists date of rank for the individual.

Basic Active Service Date This is the date that establishes the beginning of an individual’s
3-40
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Field Name

Data Definition |
creditable active military service.

Pay Ent. Basic Date

This is the date that establishes the beginning of an individual’s
creditable Federal service for pay purposes.

Battle Roster Number

This field displays a sequential number that uniquely identifies a
Soldier on a unit’s battle roster.

Military Education Level

This field lists the military education level for the service member.

Service Member Languages

The Service Member Languages area consists of the following
fields:

e Language—This lists the language skill of the service
member.

e Reading—This is a code that applies to the service member’s
proficiency level.

e Speaking—This is a code that applies to the service
member’s proficiency level.

e Listening—This is a code that applies to the service
member’s proficiency level.

e Skill Code—This is a code that indicates the skill level
assigned to the service member.

Service Member ASIs The Service Member ASIs area consists of the following fields:

e ASI—This lists the Additional Skills Identifier (ASI) for the
service member. ASI is an additional skill identifier
awarded based on training or experience.

e Skill Code—This is a code that indicates the skill level
assigned to the service member.

Service Member SQIs The Service Member ASIs area consists of the following fields:

e SQI—The field displays the Skill Qualification Indicator
(SQI) for the service member. SQI is a code representing
specialized requirements that are common to a number of
positions and military occupational specialties.

e Skill Code—This is a code that indicates the skill level
assigned to the service member.

Table 3-15: Edit Personnel Data Dialog Data Definitions
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3.2.5.5 EDIT JuMP MANIFEST DETAIL DATA
Table 3—16 lists the fields found on the Edit Jump Manifest Data dialog and their data definitions.

Field Name ‘ Data Definition
Jumper Type This lists a two-digit code for the type of jumper.
Weight This field lists the individual’s weight.
Jump Door This field displays a code for the door from which the
individual will jump.
Jump Types This field lists a two-digit code for the type of jump to be
performed by the individual.

Table 3-16: Edit Jump Manifest Detail Data Dialog Data
Definitions

3.2.6 The Jump Manifest Main Window

The Jump Manifest Main window is accessed by clicking Jump Manifest in the TPS-Tactical
Personnel System Main window and is the place in TPS where you create new jump manifests,
edit existing jump manifests and delete old jump manifests. This window also gives you access
to the Jump Manifest Detail window where you can add and remove personnel from a Jump
Manifest. For more information, see Section 3.2.7, The Jump Manifest Detail Window.

The buttons listed below are available on the toolbar when using this function.

I4 Move First
F Move Previous

1 Current Position

af 4 Total Number of Items
b Move Next
il Move Last
= Save
= Add New
= Select
= Delete
L Edit Location
&= Print

Table 3-17: Jump Manifest Main Window Buttons
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3.2.6.1 ADDING A JUMP MANIFEST
To add a jump manifest perform the following steps:

1.

Click Jump Manifest in the TPS Main Menu. The Jump Manifest Main window is displayed.

[ Tactical Personnel System - [Jump Manifest Main]

ol bl E S S

—
For official use only. This information is subject to the Privacy Act of 1974_
2008705729 00:25 JUMP MANIFEST MAIN

tizzion H tizzion Date Aircraft Type  « Jump Type(s) Location Chalk #
R 2008/05/23 00:24 CA30-C130 (v JM ese sentry [

For official use only. This information is subject to the Privacy Act of 1974_

Status

Figure 3—-34: Jump Manifest Main Window

Click Add New. An empty record is displayed at the bottom of the Jump Manifest Main list
and becomes the active record.

The following information must be entered for each new manifest: Mission #.
Unless otherwise changed, the following information will display default values:
e Mission Date (current system date)

The following information may be added, but is not required:

e Aircraft Type (select a value from the picklist)

e Jump Types (select a value from the picklist)

e Location (select a value from the picklist)

e Chalk # (enter a value in the field)

Click Save. TPS saves the information and continues to display the Jump Manifest Main
window. You can continue to add more jump manifests or perform additional actions.

Select Windows and then the TPS Main Menu to return to the TPS Main Menu.

3-43

May 29, 2008 Draft (Version 3.0)



TPS Smartbook CM No. TPS-UM000-003-20080530

3.2.6.2

EDITING A JUMP MANIFEST

To edit a jump manifest, perform the following steps:
1. Click Jump Manifest in the TPS Main Menu. The Jump Manifest Main window is displayed.

& Tactical Personnel System - [Jump Manifest Main]

TP TEEN T

2008/05/29 00:25

- -
For official use only. This information is subject to the Privacy Act of 1974.
JUMP MANIFEST MAIN

Miszion #

Mission Date Aircraft Type = Jump Typels] Locatian Chalk #

»

52808

2008/05/29 00: 24 CA30-C130 v | M st senTry 0 R

For official use only. This information is subject to the Privacy Act of 1974.

Status

bl

Figure 3-35: Jump Manifest Main Window

Select mission that you wish to edit by highlighting its row.
Tab to the fields that you wish to edit.

4. Click Save when you have finished making changes. TPS saves the information and
continues to display the Jump Manifest Main window. You can continue to edit more jump
manifests or perform additional actions.

5. Select Windows and then the TPS Main Menu to return to the TPS Main Menu.

3.2.6.3

DELETING A JUMP MANIFEST

To delete a jump manifest, perform the following steps:
1. Click Jump Manifest in the TPS Main Menu. The Jump Manifest Main window is displayed.
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(| Tactical Personnel System - [Jump Manifest Main]

ol Actions  Windows  Help - 5 X
NGRS P~ R MAR ENE W]
Sl 4! ofr | b HEIE ES EGE
For official use only. This information iz subject to the Privacy Act of 1974,
2008405729 00:25 JUMFP MANIFEST MAIN

Mizzion # Mizzion D ate Aircraft Type = Jump Tepe(s] Location Chalk #
52808 200/05/29 024 CA30-C130 v M cete sentry [

For official use only. Thiz information iz subject to the Privacy Act of 1974.

Skatus

Figure 3—-36: Jump Manifest Main Window

2. Select a jump manifest for deletion using one of the following methods:

If | Then
You want to delete one jump Scroll through the list if necessary and select the jump
manifest manifest to be deleted.
You want to delete a continuous | Scroll through the list if necessary, select the first
block of jump manifests from jump manifest in the block and, while holding down
the Manifest Main list the Shift key, select the last jump manifest in the

block.

You want to delete jump Scroll through the list if necessary and, while holding
multiple manifests that are not in | down the Ctrl key, select each manifest that you wish
a continuous block to delete.

Table 3-18: Select Jump Manifest Methods

3. Click Delete. The Delete Confirmation message is displayed.

4. If you want to delete the chosen jump manifest, click Yes. If you do not want to delete the
chosen jump manifest, click No. TPS deletes the jump manifest and returns to the Jump
Manifest Main window.
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3.2.7 The Jump Manifest Detail Window

You access the Jump Manifest Detail window by selecting a jump manifest in the Jump
Manifest Main window and then clicking Select. It is the place in TPS where you add
personnel to, edit personnel in, or delete personnel from jump manifests.

Using the buttons on the Jump Manifest Detail window toolbar, you can easily accomplish the
wide range of tasks this window allows. Click on each task title below to view further

information on the Jump Manifest Detail buttons.

Button Action

K Move First
. Move Previous
| Current Position
Total Number of Items
of 4
b Move Next
N Move Last
— Save
2 Edit Personnel Data
Edit Jump Manifest Data
o
= Change Current UIC for Selected Individuals
View the Selected Individual’s Details
=
Export to AMC
g
Import Data File
ad
Add New
4=
. Delete
amsi
Print
=

3.2.71 ADDING PERSONNEL TO A JUMP MANIFEST: MANUAL MODE
To add personnel to a jump manifest in manual mode, perform the following actions:
1. Click Jump Manifest in the TPS Main Menu. The Jump Manifest Main window is displayed.

Table 3—-19: Jump Manifest Detail Window Buttons

2. Select the manifest to which you want to add personnel.
3. Click Select. The Jump Manifest Detail window is displayed.
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(| Tactical Personnel System - [Jump Manifest Detail]

@ ions  ‘Windows  Help - B X

el sz /> MIE& Eise El ] JEE

—
For official use only. This information iz subject to the Privacy Act of 1974,
2008405729 00:28 JUMFP MANIFEST DETAIL - 52808

Door/Line # Mame S5M or ID Active Fiank Curent UIC wieight Jumper Type Jump Types
ADaAMS JOHN WATGAY AR AD
MADISON JAMES AT GAS AR AD

Total Weight: 365

For official use only. This i iz subject to the Privacy Act of 1974.

Skatus

Figure 3-37: Jump Manifest Detail Window

4. Click Add New. TPS displays the Insert to Jump Manifest Detail Dialog.
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Insert to Jump Manifest Detail

B[(=/e3

(%) Service Member or Civilian

1

) Foreign Mational

Jumper Type: | w |
Weight: I:I
Jump Door:; | v|
Jump Types: | AD - ADMINISTRATIVE N
AE - ADMIMISTRATIVE EQUIPMENT
Ab - ADMINISTRATIVE MIGHT
CE - COMBAT EQUIPMEMT
CO - COMBAT
EQ - EQUIPMENT hl
Continue to Add People [Scanner Mode]
[ ] 4 l [ Cancel ]

Figure 3-38: Insert to Jump Manifest Detail Dialog

5. Select either the Service Member or Civilian, or Foreign National radio button.

6. Enter a valid SSN for the service member or civilian. If you selected to enter a Foreign
National, enter the Name, Birth Date, Identification, ID Type, and Citizenship for the

individual.

7. Select the jumper type from the Jumper Type picklist. This is a required field.
8. Enter the jumper’s weight in the Weight field. This field is optional.
9. Select the appropriate value from the Jump Door picklist. This field is required.

10. Select a value from the Jump Types field. You can select a jump type by performing one of
the following actions: To add a jump type, perform one of the following actions.
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If | Then

You want to add one jump | Scroll through the list if necessary and select the jump
type to the jump manifest type to be added.

You want to add a Scroll through the list if necessary, select the first
continuous block of jump | jump type in the block and, while holding down the
types to the jump manifest | Shift key, select the last jump type in the block.

You want to add multiple Scroll through the list if necessary and, while holding
jump types that aren’tina | down the Ctrl key, select each jump type that you
continuous block wish to add.

Table 3-20: Select Jump Type Methods

Note: Up to five Jump Type codes may be added to either a Jump Manifest or an individual.
Multiple Jump Type codes can be added to an entire Jump Manifest by clicking on the Jump
Type field in the Jump Manifest Main window. Multiple Jump Type codes can also be added for
individuals in the Jump Manifest Detail window by clicking Select Jump in the either the Modify
or Insert windows.

11. Click OK to save your changes and return to the Jump Manifest Detail window.

3.2.7.2 ADDING PERSONNEL TO A JUMP MANIFEST: SCANNER MODE

This procedure can only be used to add Service Members and Civilians who possess a valid
Rapid card. Foreign Nationals must be added manually. For more information on adding
Foreign Nationals, see Section 4.5, Processing a Foreign National.

To add personnel to a jump manifest in scanner mode, perform the following steps:

1. Start the ScanBar for TPSv3 application by going to Start/Programs/TPS and clicking on
ScanBar on the TPS menu. The ScanBar for TPSv3 window appears.

2. Click Start in the ScanBar for TPSv3 window. The ScanBar for TPSv3 window will
minimize onto the shortcut bar.

3. Click Jump Manifest in the TPS Main Menu. The Jump Manifest Main window is displayed.
Select the manifest to which you want to add personnel.
5. Click Select. The Jump Manifest Detail window is displayed.
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(| Tactical Personnel System - [Jump Manifest Detail]

@ ions  ‘Windows  Help - B X
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Figure 3-39: Jump Manifest Detail Window

6. Click Add New. TPS displays the Insert to Jump Manifest Detail Dialog.
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Insert to Jump Manifest Detail E|[E| E|

(%) Service Member or Civilian

1

) Foreign Mational

Jumper Type: | w |
Weight: I:I
Jump Door:; | v|
Jump Types: | AD - ADMINISTRATIVE N
AE - ADMIMISTRATIVE EQUIPMENT
Ab - ADMINISTRATIVE MIGHT
CE - COMBAT EQUIPMEMT
CO - COMBAT
EQ - EQUIPMENT hl
Continue to Add People [Scanner Mode]
[ ] 4 l [ Cancel ]

Figure 3-40: Insert to Jump Manifest Detail Dialog

7. Ensure the Continue to Add People (Scanner Mode) checkbox is checked.
8. Select an appropriate value from the following picklists:

e Select the jumper type from the Jumper Type picklist. This is a required field.

e Select the appropriate value from the Jump Door picklist. This field is required.
9. Enter or select the appropriate values for the following optional fields:

e Enter the jumper’s weight in the Weight field. This field is optional.

e Select a value from the Jump Types field. You can select a jump type by performing one
of the following actions: To add a jump type, perform one of the following actions.
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If | Then

You want to add one jump | Scroll through the list if necessary and select
type to the jump manifest the jump type to be added.

You want to add a Scroll through the list if necessary, select the
continuous block of jump first jump type in the block and, while holding
types to the jump manifest | down the Shift key, select the last jump type in
the block.

You want to add multiple Scroll through the list if necessary and, while
jump types that aren’tina | holding down the Ctrl key, select each jump
continuous block type that you wish to add.

Table 3-21: Select Jump Manifest Methods

Note: Up to five Jump Type codes may be added to either a Jump Manifest or an individual.
Multiple Jump Type codes can be added to an entire Jump Manifest by clicking on the Jump
Type field in the Jump Manifest Main window. Multiple Jump Type codes can also be added for
individuals in the Jump Manifest Detail window by clicking Select Jump in the either the Modify
or Insert windows.

Although this information is not required, it is recommended that you fill in this window as
completely as possible.

1. Using a scanner and the ScanBar application, begin scanning personnel. The Jumper Type,
Weight, Jump Door, and Type of Jump will remain the same until you change them.

2. Click Cancel when you have finished scanning personnel. TPS returns to the Jump Manifest
Detail window.

3. Click Save to save the changes to the jump manifest.

3.2.7.3 ADDING PERSONNEL TO A JUMP MANIFEST: UPLOADING FROM A FILE

This procedure can only be used to add Service Members and Civilians who possess a valid
Social Security Number. Foreign Nationals must be added manually. For more information on
adding Foreign Nationals, see Section 3.2.7.1, Adding Personnel to a Jump Manifest: Manual
Mode.

To upload personnel data from a file to a jump manifest, perform the following steps:

1. Click Jump Manifest in the TPS Main Menu. The Jump Manifest Main window is displayed.
2. Select the manifest to which you want to add jump type codes.

3. Click Select. The Jump Manifest Detail window is displayed.
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Figure 3—41: Jump Manifest Detail Window

4. Click Import Data File. The Please select a data File dialog is displayed.
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Please select a data File
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%
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Figure 3—-42: Please Select a Data File Dialog

Browse to the location of the file that you want to upload.
Select the name of the file to upload.
Click Open. The contents of the data file will be uploaded and saved to the jump manifest.

© NN

If the file loaded successfully, TPS displays a message informing you of the successful
upload. Click OK and TPS returns to the Jump Manifest Detail window.

9. If the file does not load, TPS displays a message informing you that it was unable to load the
file. Click OK to return to the Jump Manifest Detail window.

3.2.7.4 EDITING PERSONNEL DATA IN A JUMP MANIFEST

To edit personnel data for a person on a manifest, perform the following steps:

1. Click Jump Manifest in the TPS Main Menu. The Jump Manifest Main window is displayed.
2. Select the jump manifest that contains information on the person you wish to edit.

3. Click Select. The Jump Manifest Detail window is displayed.
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Figure 3—43: Jump Manifest Detail Window

4. Select a person for whom you want to edit personnel data.

5. Click the Edit Personnel Data button. TPS displays the either the Process Service Member,
Process Civilian, or Process Foreign National window with selected person’s information
displayed depending on the type of person chosen.
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Figure 3—44: Process Service Member Window

Note: This window looks and behaves the same as the corresponding window in the
Personnel module.

6. Make the required changes on either the Required tab and any desired changes to information
on the other tabs. To toggle between the tabs, click on the tab.

7. Click Save after making all changes. TPS returns to the Jump Manifest Detail window.

8. Click X in the upper right-hand corner of the window to close the window and return to the
Jump Manifest Detail window.

3.2.7.5 CHANGING UICs IN A JUMP MANIFEST

To change the UIC for an individual or individuals in a jump manifest, perform the following
steps:

1. Click Jump Manifest in the TPS Main Menu. The Jump Manifest Main window is displayed.
2. Select the jump manifest that contains information on the person you wish to edit.

3. Click Select. The Jump Manifest Detail window is displayed.
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Figure 3—45: Jump Manifest Detail Window

4. Select a person for whom you want to edit the current UIC. You can select a person by using
any of the following methods:

If

You want to edit the UIC data in one
personnel record

Then

Scroll through the list if necessary and
select the name of the person whose UIC
data is to be edited.

You want to edit the UIC data in a
continuous block of personnel records

Scroll through the list if necessary, select
the first name in the block and, while
holding down the Shift key, select the last
name in the block.

You want to edit multiple UIC data that
are not in a continuous block

Scroll through the list if necessary and,
while holding down the Ctrl key, select
each person whose UIC data you want to
edit.

Table 3—22: Select Person Methods
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5. Click the Change Current UIC for Selected Individuals button. TPS displays the Change
UIC dialog box.

Change UIC

uc: | |

[ ok H Cancel ]

Figure 3—46: Change UIC Dialog

Select the new UIC from the picklist.

Click OK to accept your change and return to the Jump Manifest Detail window.

Click Cancel to return to the Jump Manifest Detail window without making any changes.
. Click Save to update the TPS database with the changes.

© % N o

3.2.7.6 REMOVING PERSONNEL FROM A JUMP MANIFEST

To remove personnel from a jump manifest, perform the following steps:

1. Click Jump Manifest in the TPS Main Menu. The Jump Manifest Main window is displayed.
2. Select the jump manifest from which you wish to remove personnel.

3. Click Select. The Jump Manifest Detail window is displayed.
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Figure 3—47: Jump Manifest Detail Window

4. Select a person to delete using one of the following methods:

If | Then

You want to remove one person from the Scroll through the list if necessary and select

jump manifest the name of the person to be removed.

You want to remove a continuous block of Scroll through the list if necessary, select the

names from the jump manifest first name in the block and, while holding
down the Shift key, select the last name in the
block.

You want to remove multiple names that are Scroll through the list if necessary and, while

not in a continuous block holding down the Ctrl key, select each name
that you wish to remove.

Table 3—-23: Select Person Methods

5. Click Delete. The Delete Confirmation message is displayed.

6. If you want to delete the chosen person, click Yes. If you do not want to delete the chosen
person, click No. TPS returns to the Jump Manifest Detail window.

7. Click Save.
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3.2.7.7 SAVING A JUMP MANIFEST As AN AMC FILE
To save a jump manifest as an AMC file, perform the following steps:

1. Click Jump Manifest in the TPS Main Menu. The Jump Manifest Main window is displayed.
2. Select the jump manifest that you want to save as an AMC file.

3. Click Select. The Jump Manifest Detail window is displayed.

[ Tactical Personnel System - [Jump Manifest Detail]

Windows  Help

P41 of2 | b bl | R =N

For official use only. Thizs information is subject to the Privacy Act of 19-?4.
2008/05729 00:28 JUMF MANIFEST DETAIL - 52808

Door/Line # Mame S5M or ID Active Fiank Curent UIC wieight Jumper Type Jump Types
ADAMS JOHN AT GAS AR AD
MADISON JAMES WATGAY AR AD

Total Weight: 365

For official use only. This information is subject to the Privacy Act of 1974.

Status

Figure 3—48: Jump Manifest Detail Window

4. Click Export to AMC. TPS displays the Please enter/select a file to store the AMC
information dialog. Browse to the location to which you want to save the file and enter a file
name in the File name field.
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Please enterfselect a file to store the AMC information

Save in; | =3 load files for apod V| ] ? b v
T Ej 1_Arrival. bk
il E? Ej la_Arrival bxt
by Recent r% 1b_load. bzt
Documents | (2] 2_Departures.bxt
= I'%j 3_Revoke, bxt
@ I'ij amic file.bxk
Desktop =| brm besk,bxk
ky Docurments
T'_!
ky Cormputer
" File: rarme: | hd | [ Save ]
My Metwark, | Save as type: | bt files [*.bat] L | [ Cancel ]

Figure 3—-49: Please Enter/Select a File To Store the AMC Information Dialog

Click Save. TPS displays a message asking you to confirm the file creation. Click Yes to

save the file to the location you designated. Click No or Cancel to return to the Jump
Manifest Detail window without saving changes.

TPS - Jump Manifest Detail

? ) Save AMC information in file: D\Documents and Settingsirz9fndiMy DocumentsiDTAS Y oad Files For apodiamc
\-/ kest, bxt?

H Mo ][ Cancel ]

Figure 3-50: Save File Confirmation Message

6. If you clicked Yes to create the export file, TPS displays a message informing you that the
file was successfully created.

7. Click OK to return to the Jump Manifest Detail window.
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4, PERSONNEL

41 Personnel Module Overview

The TPS Personnel module allows you to enter and modify personnel information in your local
TPS database. This information is then used throughout the TPS application to track the
locations and duty statuses of personnel.

You can use TPS to track following specific types of personnel:

e All soldiers (Active Army, Active Reserve, Army National Guard, other U.S. Services
combined forces)

e DOD/DA civilians
o Contractors

e Foreign nationals

Any information gathered can then be saved to your local TPS database where you can recall it
at a moment’s notice for use in the various other modules in the TPS application.

The TPS Personnel Module gives you the option to enter personnel data into the local TPS
database in two ways, download the record directly from the Joint Personnel Database (JPD) or
create the record manually. By far the easier of these two methods is to download the data from
JPD. By performing a search, the TPS application will first query the local TPS database. If no
records meeting your criteria are found there, TPS will then query JPD. If information meeting
your criteria is found, TPS will display all the records that meet your criteria. You can then
choose which record to download to your local TPS database. If no records on the individual
were found, you can always enter the information manually and save this data to the local TPS
database.

The following buttons are available on the toolbar when using this module and make using this
module fast and efficient.

| Button | Acion |

Save

Search

Add New

© B

Table 4-1: Personnel Toolbar Buttons

4.2 Personnel Data Definitions

The tables in the subsequent sections list the data definitions for the fields displayed on screens
within the Personnel function.
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4.2.1 Process Service Member
Table 4-2 provides information on the fields on the Process Service Member window and their

data definitions.

Field Name Data Definition

Required Tab

SSN This field lists the service member’s SSN.

Active The field displays whether the service member is in active status.

Sex The field lists the gender of the service member.

Name The field displays the service member’s Last, First, and Middle
names.

Emerg POC Name The field lists the Last, First, and Middle name of the emergency
point of contact.

Emerg POC Phone The field displays the phone number of the emergency point of

contact.

Ind. Employment Class Code

This field displays a code that defines the individual’s Person Type
in TPS.

INS Doc Type This lists the type of INS document supplied by the service
member.

DOD Component The field displays the branch of service for the service member.

INS Doc Number The field lists the number associated with the INS document

entered in the INS Doc Type field.

Service Component

The field displays the service component (for example, Regular) for
the service member.

INS Country Issue

This lists the country that issued the INS document.

Military Personnel Class

The field displays the class (for example, Enlisted).

INS Doc Expiration

The field lists the expiration date of the INS document.

Rank

Select the rank of the service member.

Duty The Duty area consists of the following two fields:
e Status—This displays a code and description for the duty
status, such as PDY — Present for Duty.
e Date/Time—This lists the duty status date and time. This
field defaults to the current system date/time.
Service Member MOSs The Service Member MOSs are consists of the following fields:
e  MOS—This lists the service member’s Military
Occupational Specialty.
e Occupational Specialty—This lists the type of specialty that
the service member holds.
Service Member UICs The Service Member UICs are consists of the following fields:
e UIC—This lists the unit identification code for the service
member.
e Association—This is a description of the type of UIC, such
as Current or Home. Note: You must select a Current UIC.
General Tab Info
Deployed UIC The field lists the UIC to which the service member is deployed.
Deployment Date The field displays the date of deployment for the service member.
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Field Name
Date of Birth

Data Definition
The field lists the service member’s date of birth.

Date Exp. Term of Service

This field displays the expiration term of service date for the latest
period of service the individual incurred through statutory or
contractual provisions.

Marital Status

This field lists the marital status for the service member (for
example, Married).

Citizenship This displays the country of citizenship for the service member.
Race/Population Group This field lists the racial information for the service member.
Ethnic Group The field displays the ethnicity for the service member.
Religion This field lists the service member’s religion.

Passport Number The field displays the service member’s passport number.

ID Card Number The field lists the ID card number.

ID Card Type The field displays the type of ID card supplied.

Blood Type The field lists the service member’s blood type, such as O+.
Weight The field displays the service member’s weight in pounds.

Personnel Security Status

The field lists the status of the service member’s security clearance.

Civilian Education Level

This lists the highest level of civilian education attained.

Comment

This is a free-form text field into which you may add additional
information about the service member.

Exercise Duty

The Exercise Duty area consists of the following two fields:

e Status—This displays a code and description for the duty
status, such as PDY — Present for Duty.

e Date/Time—This lists the duty status date and time. This
field defaults to the current system date/time.

Qualifications Tab

Rank

The field displays the rank for the service member.

Date of Rank

The field lists date of rank for the service member.

Basic Active Service Date

This is the date that establishes the beginning of a service member’s
creditable active military service.

Pay Ent. Basic Date

This is the date that establishes the beginning of a service member’s
creditable Federal service for pay purposes.

Battle Roster Number

This field displays a sequential number that uniquely identifies a
Soldier on a unit’s battle roster.

Military Education Level

This field lists the military education level for the service member.

Service Member Languages

The Service Member Languages area consists of the following
fields:

e Language—This lists the language skill of the service
member.

e Reading—This is a code that applies to the service member’s
proficiency level.

e Speaking—This is a code that applies to the service
member’s proficiency level.

e Listening—This is a code that applies to the service
member’s proficiency level.

e Skill Code—This is a code that indicates the skill level
assigned to the service member.
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Field Name ‘ Data Definition
Service Member ASIs The Service Member ASIs area consists of the following fields:

e ASI—This lists the Additional Skills Identifier (ASI) for the
service member. ASI is an additional skill identifier
awarded based on training or experience.

e Skill Code—This is a code that indicates the skill level
assigned to the service member.

Service Member SQIs The Service Member ASIs area consists of the following fields:

e SQI—The field displays the Skill Qualification Indicator
(SQI) for the service member. SQI is a code representing
specialized requirements that are common to a number of
positions and military occupational specialties.

e Skill Code—This is a code that indicates the skill level
assigned to the service member.

Table 4-2: Process Service Member Data Definitions

422 Process Civilian

Table 4-3 lists the fields on the Process Civilian window and their data definitions.

Field Name ‘ Data Definition
Required Tab

SSN This field displays the civilian’s SSN.

Active This field indicates whether the civilian is in active status.

Sex The fields lists the gender of the civilian.

Name This field displays the service member’s Last, First, and Middle
names.

Emerg POC Name This field lists the Last, First, and Middle name of the emergency
point of contact.

Emerg POC Phone This field lists the phone number of the emergency point of contact.

Ind. Employment Class Code

This field displays a code that defines the individual’s Person Type
in TPS.

INS Doc Type The field displays the type of INS document supplied by the
civilian.

DOD Component The field lists the branch of service for the civilian.

INS Doc Number The field displays the number associated with the INS document

entered in the INS Doc Type field.

INS Country Issue

The field lists the country that issued the INS document.

INS Doc Expiration The field displays the expiration date of the INS document.
Duty The Duty area consists of the following two fields:
e Status—This displays a code and description for the duty
status, such as PDY — Present for Duty.
e Date/Time—This lists the duty status date and time. This
field defaults to the current system date/time.
Civilian UICs The Civilian UICs are consists of the following fields:

e UIC—This lists the unit identification code for the civilian.
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Field Name Data Definition
e Association—This is a description of the type of UIC, such
as Current or Home. Note: You must select a Current UIC.
General Tab Info
Deployed UIC This field lists the UIC to which the civilian is deployed.
Deployment Date The field indicates the date of deployment for the civilian.
Date of Birth The field displays the civilian’s date of birth.

Date Exp. Term of Service

This field displays the expiration term of service date for the latest
period of service the individual incurred through statutory or
contractual provisions.

Marital Status

This field lists the marital status for the individual (for example,
Married).

Citizenship This displays the country of citizenship for the individual.
Race/Population Group This field lists the racial information for the individual.
Ethnic Group The field displays the ethnicity for the individual.
Religion This field lists the civilian’s religion.

Religion This field lists the civilian’s religion.

Blood Type The field displays the civilian’s blood type, such as O+,
Weight The field displays the individual’s weight in pounds.

Personnel Security Status

The field lists the appropriate value as to the status of the civilian’s
security clearance.

Civilian Education Level

This field displays the highest level of civilian education attained.

Comment

This is a free-form text field into which you may add additional
information about the civilian.

Exercise Duty

The Exercise Duty area consists of the following two fields:

e Status—This displays a code and description for the duty
status, such as PDY — Present for Duty.

e Date/Time—This lists the duty status date and time. This
field defaults to the current system date/time.

Pay Plan

The field displays the pay plan that applies to the civilian.

Pay Grade Level

The field lists the civilian’s pay grade level.

Table 4-3: Process Civilian Data Definitions

423 Process Foreign National
Table 44 lists the fields available on the Process Foreign National window as well as their data

definitions.
Field Name Data Definition
Required Tab

Name This field displays the foreign national’s Last, First, and Middle
names.

Emerg POC Name The field lists the Last, First, and Middle name of the emergency
point of contact.

Date of Birth The field displays the date of birth for the individual.

Emerg POC Phone The field lists the phone number of the emergency point of contact.

Identification The field displays the identification number used.
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Field Name ‘ Data Definition

INS Doc Type The field lists the type of INS document supplied.

Citizenship The field displays the country of citizenship for the foreign
national.

INS Doc Number The field lists the number associated with the INS document
entered in the INS Doc Type field.

Military/Civilian The field indicates whether the foreign national is military or
civilian personnel.

INS Country Issue The field lists the country that issued the INS document.

ID Type The field displays the type of ID used (for example, passport).

INS Doc Expiration The field displays the expiration date of the INS document.

Sex The field lists the gender of the foreign national.

General Tab Info

Deployed UIC This field lists the UIC to which the foreign national is deployed.

Deployment Date The field displays the date of deployment for the foreign national.

Passport Number The field lists the foreign national’s passport number.

Religion This field lists the foreign national’s religion.

Title This is a free-form text field into which you may enter the title

assigned to the foreign national.

Description This is a free-form text field into which you may enter a description

of the foreign national.

Exercise Duty The Exercise Duty area consists of the following two fields:

e Status—This displays a code and description for the duty
status, such as PDY — Present for Duty.

e Date/Time—This lists the duty status date and time. This
field defaults to the current system date/time.

43

4.3.1

Table 4-4: Process Foreign National Data Definitions
Processing a Servicemember

Processing a Service Member

The Process Service Member window allows you to add, edit, and delete personnel information
concerning Service Members. These members can come from any of the following Branches of
Service:

Department of the Army
Department of the Air Force
United States Marine Corps
Department of the Navy
United States Coast Guard

This window is broken down into three tabs, Required, General Info, and Qualifications.

The following action buttons are available on the Process Service Member window:
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Button ‘ Name | Action
= Save Service Member Saves changes to the current record
&R Service Member Search Allows you to search the database for a service
member
@ Add New Service Member | Allows you to add a new service member
(=] Delete Current Service Deletes the currently selected service member
Member from the database

Table 4-5: Process Service Member Window Buttons

4.32 Searching for a Service Member’s Record
To search for a service member’s record, perform the following steps:

1. From the TPS Main Menu, select Service Member.
2. TPS displays the Process Service Member window.

£ Tactical Personnel System - [Process Service Member]

o Ackions  Windows  Help - 8 X
=R RSP N AR B R
=) |

For official use only. This information is subject to the Privacy Act of 1974.
2008/05/29 D0:47 SERYICE MEMBER

Required | General Infa | Qualiications |

Sex Emerg POC Mame |
S b [Last First Middle):
Marme [Last First Middle]): | | Emerg POC Phane:
Ind. Employment Class Code: |11 - SERVICE MEMBER, INS Dac Type:
DOD Component: | v| IN5 Doc Mumber: I:I
Service Component: | v| IMS Country lssue: | w
Military Personnel Class: | v| INS Doc Expiration:
Cruty

lek =} Service Member MOSs

M5 Occupational Specialty

lek =} Service Member UICs

Aszzociation Type

For official use only. Thisg inf tion iz subject to the Privacy Act of 1974.

Status

Figure 4-1: Process Service Member Window

3. Click Search. TPS displays the Service Member and Civilian Search window.
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[ Service Member And Civilian Search

Enter any data in the Search Criteria box and click the Search button
Search Criteria

Social Security Murber:

Mame (Last First Middie} |

Battle Roster Number: I:I

S5M Mame Active INMELC D00 Comp Service MPC Ui Battle Rozter # DOB

L aF. J[ Cancel ]

Figure 4-2: Service Member and Civilian Search Window

4. Enter either the service member’s Social Security number, name or Battle Roster Number
and click Search.

Note: Only the first letter of the last name is necessary. However, the more information you
type into the box, the narrower the search will be and fewer names will be displayed. This
can be advantageous when the database contains many names having your desired criteria.

5. TPS displays the search results in the bottom part of the window.
6. Select the service member for whom you were searching and click OK.

7. TPS returns to the Process Service Member window and displays the personnel information
for the selected service member.
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£ Tactical Personnel System - [Process Service Member]

o Ackions  Windows  Help
LE R A &S] 1= |4 8]
im0 e & |

For official use only. This information is subject to the Privacy Act of 1974.
2008/05/29 D0:47 SERYICE MEMBER

Required | General Info || Qualifications |

S5N: I:I Activer | A - Active
. Emerg POC Mame
Sew |M-MALE v [Last First Middie:

|
Name [Last First Middle): [ADAMS JOHN | Emerg POC Phore:
Ind. Emplogment Class Cade: |11 - SERYICE MEMBER ING Do Type:
DOD Component: |4 - DEPARTMENT OF THE ARMY v NS DocNumper [ |
Service Component: |F| - REGULAR v| IN5 Country [ssue: | w
Miltery Persornel Class: [E - ENLISTED | INS Doc Expiration:

Rank: |E4-SPC v
Status: |AHH -UNITS OR INDIVIDUALS ARRIVING | v| Date/Time:  |[¥]2005/04/22 1350 (%

Cruty

lek =} Service Member MOSs

M5 Occupational Specialty
» w | D -DUTY SPECIALTY -
92G - FOOD SERYICE OPERATIO | | P-PRIMARY SPECIALTY

leck =} Service Member LICs

uic Aszzociation Type

C-CURRENT A4

D -DEPLOYMENT &

For official use only. Thisg inf tion iz subject to the Privacy Act of 1974.

Status

Figure 4-3: Process Service Member Window With Personnel Information
Displayed

4.3.3 Process Service Member: Required Tab

The process of entering personnel information for a Service Member begins with the Required
tab of the Process Service Member window. You cannot add or update general information or
qualifications for a service member without first entering all the information on the Required tab.
To process a service member, perform the following steps:

1. From the TPS Main Menu, select Service Member.

2. TPS displays the Process Service Member window.
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£ Tactical Personnel System - [Process Service Member]

o2l Actions  windows  Help -

— — —
For official use only. This information is subject to the Privacy Act of 1974.

2008/05/29 D0:47 SERYICE MEMBER
Required | General Info || Qualifications|
Sex Emerg POC Name |
S b [Last First Middle):
Mame [Last First Middle]: | | Emerg POC Phone:
Ind. Employment Class Code: |11 - SERVICE MEMBER, INS Doe Type:
DOD Component: | v| IN5 Doc Mumber: I:I
Service Component: | v| IMS Country lssue: | w
Military Personnel Class: | v| INS Doc Expiration:
Cruty
lek =} Service Member MOSs

M5 Occupational Specialty

Aszzociation Type

For official use only. This i bject to the Privacy Act of 1974.

Status

Figure 4-4: Process Service Member Window

3. You may either enter a new record or search for an existing record to update. Proceed to
Step 9 if you are entering a new record.

4. To update an existing record, click Search. TPS displays the Service Member and Civilian
Search window.
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[ Service Member And Civilian Search

Enter any data in the Search Criteria box and click the Search button
Search Criteria

Social Security Murber:

Mame (Last First Middie} |

Battle Roster Number: I:I

S5M Mame Active INMELC D00 Comp Service MPC Ui Battle Rozter # DOB

L aF. J[ Cancel ]

Figure 4-5: Service Member and Civilian Search Window

5. Enter either the service member’s Social Security number, name, or Battle Roster Number
and click Search.

Note: Only the first letter of the last name is necessary. However, the more information you
type into the box, the narrower the search will be and fewer names will be displayed. This
can be helpful when the database contains many names having your desired criteria.

6. TPS displays the search results in the bottom part of the window.
7. Select the service member for whom you were searching and click OK.

8. TPS returns to the Process Service Member window and displays the personnel information
for the selected service member.
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£ Tactical Personnel System - [Process Service Member]

o Ackions  Windows  Help
LE R A &S] 1= |4 8]
im0 e & |

For official use only. This information is subject to the Privacy Act of 1974.
2008/05/29 D0:47 SERYICE MEMBER

Required | General Info || Qualifications |

S5N: I:I Activer | A - Active
. Emerg POC Mame
Sew |M-MALE v [Last First Middie:

|
Name [Last First Middle): [ADAMS JOHN | Emerg POC Phore:
Ind. Emplayment Class Code: |1 5EFVICE MEMBER INS Doc Type:
DOD Component: |4 - DEPARTMENT OF THE ARMY v NS DocNumper [ |
Service Component: |F| - REGULAR v| IN5 Country [ssue: | w
Miltery Persornel Class: [E - ENLISTED | INS Doc Expiration:
Cruty
Status: [ARA -UNITS OR INDIVIDUALS ARFIVING | v/ | Date/Time:

lek =} Service Member MOSs

M5 Occupational Specialty
» w | D -DUTY SPECIALTY -
92G - FOOD SERYICE OPERATIO | | P-PRIMARY SPECIALTY

leck =} Service Member LICs

uic Aszzociation Type

C-CURRENT A4

D -DEPLOYMENT &

For official use only. This i iz subject to the Privacy Act of 1974,

Status

Figure 4-6: Process Service Member Window

9. The following information cannot be changed in this window: Ind. Employment Class Code
(set to display Service Member).

10. The following information must be entered for all new records:

e SSN

e Sex

e Name (Last Name, First Name, Middle Name)
e Rank

e Emerg POC Name (Last Name, First Name, Middle Name)
e Emerg POC Phone

e INS Doc Number

e INS Country Issue

e INS Doc Expiration

e Primary MOS; To add more than one MOS or delete an MOS, see Section 4.3.3.1, Add
and Delete Items in Tables
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e Current UIC; UIC (To add more than one UIC or delete a UIC, see Section 4.3.3.1, Add
and Delete Items in Tables.)

11. The following fields will display default values. You can change or update the data in these
fields.

e DOD Component
e Service Component
e Military Personnel Class
e Active
e INS Doc Type
e Duty Status
¢ Duty Status Date/Time
12. Enter the appropriate data for each field.

13. Click Save to save your changes. TPS saves the data and continues to display the Required
Tab.

14. You can now proceed to the General Info or Qualifications tab if you have such information
to enter for the service member.

15. If you have completed all your changes, click the X in the upper right-hand corner to the
Main Menu.

4.3.31 ADD AND DELETE ITEMS IN TABLES
To add an item in a list table, perform the following steps:

1. Click Add New.
2. Select the appropriate values from the available picklist.

ic Azzociation Type
w0 - LMK O C-CURREMT w

* w w

-

3. If you have finished entering data, click Save.
4. 1If you want to add more entries, click Add New and repeat the process.

To delete an item in the list table, perform the following steps:
1. Select the item you want to delete by highlighting its row in the table.

ic Azzociation Type

WA FAEAD - LIMEM O w | C-CURREMT w
» Wi00131 - 743 MI EM HQ/OFS CO P - PREDEFPLOYMEMT
* e L

2. Click Delete. TPS deletes the item.
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3. If you have finished deleting items, click Save.
4. 1If you want to delete more entries, click Delete and repeat the process.

4.3.4 Process Service Member: General Info Tab

Once you have entered required data on the Required tab, you can enter information for the
selected individual on the General Info tab. You cannot add or update general information or
qualifications for a service member without first entering all the information on the Required tab.
To enter general information for a service member, perform the following steps:

1. From the TPS Main Menu, select Service Member.
2. TPS displays the Process Service Member window.

£ Tactical Personnel System - [Process Service Member]

ol Actions  Windows  Help -
LELR S-S S- a8l
EIe |
For official use only. This information is subject to the Privacy Act of 1974.
2008/05/29 D0:47 SERYICE MEMBER
Required | General Infa || Qualifications|
Sex Emerg POC Mame |
S b [Last First Middle):
Mame [Last First Middle]: | | Emerg POC Phone:
Ind. Employment Class Code: |11 - SERVICE MEMBER, INS Dac Type:
DOD Component: | v| IN5 Doc Mumber: I:I
Service Component: | v| IMS Country lssue: | w
Military Personnel Class: | v| INS Doc Expiration:
Cruty
Statusz: | v| D ate/Time:

lek =} Service Member MOSs

M5 Occupational Specialty

lek =} Service Member UICs

Aszzociation Type

For official use only. Thisg inf tion iz subject to the Privacy Act of 1974.

Status

Figure 4-7: Process Service Member Window

3. You may either enter a new record or search for an existing record to update. Proceed to
Step 9 if you are entering a new record.

4. To update an existing record, click Search. TPS displays the Service Member and Civilian
Search window.
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[ Service Member And Civilian Search

Enter any data in the Search Criteria box and click the Search button
Search Criteria

Social Security Murber:

Mame (Last First Middie} |

Battle Roster Number: I:I

S5M Mame Active INMELC D00 Comp Service MPC Ui Battle Rozter # DOB

L aF. J[ Cancel ]

Figure 4-8: Service Member and Civilian Search Window

5. Enter either the service member’s Social Security number, name, or Battle Roster Number
and click Search.

Note: Only the first letter of the last name is necessary. However, the more information you
type into the box, the narrower the search will be and fewer names will be displayed. This
can be helpful when the database contains many names having your desired criteria.

6. TPS displays the search results in the bottom part of the window.
7. Select the service member for whom you were searching and click OK.

8. TPS returns to the Process Service Member window and displays the personnel information
for the selected service member.
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£ Tactical Personnel System - [Process Service Member]

o2l Actions  windows  Help

— — —
For official use only. This information is subject to the Privacy Act of 1974.
2008/05/29 D0:47 SERYICE MEMBER

Required | General Info || Qualifications|
. Emerg POC Mame
Sex |M-MALE hd [Last First Middle): |

Mame [Last First Middle]: |ADAMS JOHM | Emerg POC Phone: | ]__ -

Ind. Employrment Class Code: | 14 - SERVICE MEMEER IN5 Doc Type:

DOD Component: |A-DEPAF|TMENT OF THE ARMY v| INS Doc Number:

Service Component: |F| - REGULAR v| IN5 Country [ssue:

[l

Military Personnel Class: |E -EMLISTED v| IMS Doc Expiration: O

Rank: |E4-SPC v
Status: |AHH -UNITS OR INDIVIDUALS ARRIVING | v| Date/Time:  |[¥]2005/04/22 1350 (%

Cruty

L = sService Member MOSs
——

M5 Occupational Specialty
» w | D -DUTY SPECIALTY -
92G - FOOD SERYICE OPERATIO | | P-PRIMARY SPECIALTY

For official use only. Thig information is subject to the Privacy Act of 1974.

Status

Figure 4-9: Process Service Member Window—Required Tab

9. Enter information in all the fields on the Required tab.
10. Click the General Info tab to toggle to the tab.
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Tactical Personnel System, - [Process Service Member]

o= Ackions  Windows  Help - 8 X
NER N P=SA - N= AR RN N
e e s

For official use only. Thig information is subject to the Privacy Act of 1974.
2008/05/29 D0:48 SERYICE MEMBER

Required | General Info |Qualifications

Deployed UIC: | TFSPAZ Deployment D ate: [Flz007/12/20 hd
Date of Bitth: Date Exp. Tem of Service: [F2006/01/17
Marital Status: | 5 - SINGLE v

Citizenship: |US -UNITED STATES v|
Race/Population Group: | M - BLACK (NEGROID OR AFRICAN) v |
Ethric Group: [ - OTHER v]

Religion: |1D-BAPTIST CHURCHES, OTHER hd

Pazzport Mumber:

|

1D Card Mumber: 1D Card Type: | v

Blood Type: |E -0 POSITIVE v ‘wheight:

Perzonnel Security Status: | v |
Civilian Education Level: | C-12TH GR&DE o |
Caomment:
Euxercize Duty
Status: | PDY - PRESENT FOR DUTY v Date/Time: |[¥]2008/05/29 00110 %

For official use only. Thisg inf iz subject to the Privacy Act of 1974,

Status

Figure 4-10: Process Service Member Window—General Info Tab

11. The following information cannot be changed in this window:
e Deployed UIC (This may be changed in the Manifest Detail window.)

12. The information listed below may be appended to the Service Member’s record. Note: If
values exist for any of the fields in the database, TPS displays that data in the field. You can
change the data if necessary.

e Date of Birth

e Deployment Date

e Date Expiration Term of Service
e Marital Status

e Citizenship

e Race/Population Group

e Ethnic Group

e Religion

e Passport Number

e ID Card Number
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e ID Card Type

e Blood Type

e Weight

e Personnel Security Status

e Civilian Education Level Completed
e Comment

e Exercise Duty Status

e Exercise Duty Date/Time

13. Click Save to save your changes. TPS saves the data and continues to display the Required
Tab.

14. If you have completed all your changes, click the X in the upper right-hand corner to the
Main Menu.

4.3.5 Process Service Member: Qualifications Tab

Once you have entered required data on the Required tab, you can enter information for the
selected individual on the Qualifications tab. You cannot add or update general information or
qualifications for a service member without first entering all the information on the Required tab.
To enter qualification information for a service member, perform the following steps:

1. From the TPS Main Menu, select Service Member.
2. TPS displays the Process Service Member window.
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£ Tactical Personnel System - [Process Service Member]

o2l Actions  windows  Help -

— — —
For official use only. This information is subject to the Privacy Act of 1974.

2008/05/29 D0:47 SERYICE MEMBER
Required | General Info || Qualifications|
Sex Emerg POC Name |
S b [Last First Middle):
Mame [Last First Middle]: | | Emerg POC Phone:
Ind. Employment Class Code: |11 - SERVICE MEMBER, INS Doe Type:
DOD Component: | v| IN5 Doc Mumber: I:I
Service Component: | v| IMS Country lssue: | w
Military Personnel Class: | v| INS Doc Expiration:
Cruty
lek =} Service Member MOSs

M5 Occupational Specialty

Aszzociation Type

For official use only. This i bject to the Privacy Act of 1974.

Status

Figure 4-11: Process Service Member Window—Required Tab

3. You may either enter a new record or search for an existing record to update. Proceed to
Step 9 if you are entering a new record.

4. To update an existing record, click Search. TPS displays the Service Member and Civilian
Search window.
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[ Service Member And Civilian Search

Enter any data in the Search Criteria box and click the Search button
Search Criteria

Social Security Murber:

Mame (Last First Middie} |

Battle Roster Number: I:I

S5M Mame Active INMELC D00 Comp Service MPC Ui Battle Rozter # DOB

L aF. J[ Cancel ]

Figure 4-12: Service Member and Civilian Search Window

5. Enter either the service member’s Social Security number, name, or Battle Roster Number
and click Search.

Note: Only the first letter of the last name is necessary. However, the more information you
type into the box, the narrower the search will be and fewer names will be displayed. This
can be helpful when the database contains many names having your desired criteria.

6. TPS displays the search results in the bottom part of the window.
7. Select the service member for whom you were searching and click OK.

8. TPS returns to the Process Service Member window and displays the personnel information
for the selected service member.
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£ Tactical Personnel System - [Process Service Member]

o2l Actions  windows  Help

— — —
For official use only. This information is subject to the Privacy Act of 1974.
2008/05/29 D0:47 SERYICE MEMBER

Required | General Info || Qualifications|
. Emerg POC Mame
Sex |M-MALE hd [Last First Middle):

|

Mame [Last First Middle]: |ADAMS JOHM | Emerg POC Phore: | )_ -

Ind. Emplayment Class Code: |1 5EFVICE MEMBER INS Doc Type:
DOD Component: |4 - DEPARTMENT OF THE ARMY v NS DocNumper [ |
Service Component: |F| - REGULAR v| IN5 Country [ssue: | w
Miltery Persornel Class: [E - ENLISTED | INS Doc Expiration:
Cruty
Status: [ 4RR - UNITS OR INDIVIDUALS ARRIVING | v | Date/Time: |[F12005/04/22 1350 &

L = sService Member MOSs
——

M5 Occupational Specialty
» w | D -DUTY SPECIALTY -
92G - FOOD SERYICE OPERATIO | | P-PRIMARY SPECIALTY

leck =} Service Member LICs

uic Aszzociation Type

C-CURRENT A4

D -DEPLOYMENT &

For official use only. Thig information is subject to the Privacy Act of 1974.

Status

Figure 4-13: Process Service Member Window Showing Search Results

9. Enter information in all the fields on the Required tab.
10. Click the Qualifications tab to toggle to the tab.
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£ Tactical Personnel System - [Process Service Member]

o-l Actions  windows  Help -

— — —
For official use only. This information is subject to the Privacy Act of 1974.

2008/05/29 D0:48 SERYICE MEMBER
Required | General Info | Qualifications
Rank: Date of Rank:
Basic Active Service Date: Pay Ent. Bazic Date:
Battle Roster Mumber: I:I
Military Education Level: |Y - M0 APPLICABLE COURSE b

@ |=_=..l» Service Member Languages
—

Language Fieading Speaking Listening Skill Code
D-DUTY »

* v v v v v

» v v v

<

| =) Service Member ASIs

ALl Skill Code

Sal Skill Code

For official use only. Thisg inf tion iz subject to the Privacy Act of 1974.

Status

Figure 4-14: Process Service Member Window—Qualifications Tab

11. The following information cannot be changed in this window:
e Rank (This is set to the rank specified on the Required tab.)
12. The following information may be appended to the Service Member’s Record:
e Date of Rank
e Basic Active Service Date
e Pay Entry Basic Date
e Battle Roster Number
e Military Education Level
e Service Member Languages
— Language
— Reading (proficiency level)
— Speaking (proficiency level)
— Listening (proficiency level)
— Language Skill Code
e Service Member ASIs
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— Additional Skill Identifier (ASI)

— ASI Skill Code

Service Member SQIs

— Special Qualification Identifier (SQI)
— SQI Skill Code

Note: Multiple languages, Additional Skill Identifiers, and Special Qualification Identifiers
with their associated information can be added. To add more than one language, ASI, or SQI;
or delete a language, ASI, or SQI, see Section 4.3.3.1, Add and Delete Items in Tables.

13. Click Save to save your changes. TPS saves the data and continues to display the Required
Tab.

14. If you have completed all your changes, click the X in the upper right-hand corner to the
Main Menu.

44

4.4.1

The Process Civilian window allows you to add, edit and delete personnel information
concerning Civilians. These members can be employed by any of the following:

Processing a Civilian

Processing a Civilian

Department of Defense Federal Civilian
Non-Department of Defense Federal Civilian
NAF Employee (AAFES)

Department of Defense Contractor

Red Cross Worker

Other Civilian

This window is broken down into two tabs: Required and General Info.

The following action buttons are available on the Process Civilian window:

Button | Name | Action \
= Save Civilian Saves changes to the current record
i Civilian Search Allows you to search the database for a civilian
& Add New Civilian Allows you to add a new civilian
@ Delete Current Civilian | Deletes the currently selected civilian from the
database

Table 4-6: Process Civilian Window Buttons
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442 Searching for a Civilian’s Record

To search for a civilian’s record, perform the following steps:
1. From the TPS Main Menu, select Civilian.

2. TPS displays the Process Civilian window.

£ Tactical Personnel System, - [Process Civilian]

o5l Actions  Windows  Help - 8 X

— — —
For official use only. This information is subject to the Privacy Act of 1974.
2008/05/29 01:05 CIVILIAN

Required | General Info

S5N: Activer | A - Active
Mame [Last First Middle]: | Emerg POC Phone:
Ind. Employment Class Code: v | IMS Doc Type:
DOD Component: v| IN5 Doc Mumber:

IN5 Country [ssue:

IMS Doc Expiration:
Cruty

Sex Emerg FDE _Name
g [Last First Middle]:

|

|

|

|

Ol | E_
|

Statusz:

i ik =) Civillan UICs

v | D ate/Time:

Aszzociation Type

For official use only. Thig information is subject to the Privacy Act of 1974.

Status

Figure 4-15: Process Civilian Window

3. Click Search. TPS displays the Service Member and Civilian Search window.
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[ Service Member And Civilian Search

Enter any data in the Search Criteria box and click the Search button
Search Criteria

Social Security Murber:

Mame (Last First Middie} |

Battle Roster Number: I:I

S5M Mame Active INMELC D00 Comp Service MPC Ui Battle Rozter # DOB

L aF. J[ Cancel ]

Figure 4-16: Service Member and Civilian Search Window

4. Enter either the civilian’s Social Security number, name or Battle Roster Number and click
Search.

Note: Only the first letter of the last name is necessary. However, the more information you
type into the box, the narrower the search will be and fewer names will be displayed. This
can be helpful when the database contains many names having your desired criteria.

5. TPS displays the search results in the bottom part of the window.
6. Select the service member for whom you were searching and click OK.

7. TPS returns to the Process Civilian window and displays the personnel information for the
selected civilian.
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£ Tactical Personnel System - [Process Civilian]

o-l Actions  windows  Help -
N - - | =

iHmeels

— — —
For official use only. This information is subject to the Privacy Act of 1974.

2008/05/29 01:27 CIVILIAN
Required | General Inf0|
. Emerg POC Mame
Sex |F-FEMALE » [Last First Middle]- |JEFFEF|SDN, THOMAS
Mame [Last First Middle]: |!ALEIDTT LOLISA MAY | Emerg POC Phone: | [212] 5551212
Ind. Employment Clazs Code: |B -NOM-DOD FEDERAL CIVILIAN v| INS Doc Type: |5 -55M v
DOD Companent: |4 - DEPARTMENT OF THE ARMY | NS DocMumber [ ]

IMS Country lssue: |US -UMITED STATES A
IMS Doc Expiration: [V]2009/03/13 A

Cruty

Statuz: |PDY -PRESENT FOR DUTY v| Date/Time: |[¥]2008/05/2901:08 %

i ik =) Civillan UICs
Aszzociation Type

E C-CURRENT »
I . |

For official use only. This inf tion iz subject to the Privacy Act of 1974,

Status

Figure 4-17: Process Civilian Window With Search Results

4.4.3 Process Civilian: Required Tab

The process of entering personnel information for a civilian begins with the Required tab of the
Process Civilian window. You cannot add or update general information for a civilian without
first entering all the information on the Required tab. To process a civilian, perform the
following steps:

1. From the TPS Main Menu, select Civilian.

2. TPS displays the Process Civilian window.
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£ Tactical Personnel System, - [Process Civilian]

o- Actions  windows  Help S

— — —
For official use only. This information is subject to the Privacy Act of 1974.

2008/05/29 01:05 CIVILIAN
Required | General Infa
S5N: Activer | A - Active
Bex (Last First Midle}
Mame [Last First Middle]: | Emerg POC Phone:
Ind. Employment Class Code: v | IMS Doc Type:
DOD Component: v| IN5 Doc Mumber:

IMS Country lssue:

IMS Doc Expiration:
Cruty
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|
|
|
|

ol | E_
|

Statusz: v | D ate/Time:

i ik =) Civillan UICs
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For official use only. Thig information is subject to the Privacy Act of 1974.

Status

Figure 4-18: Process Civilian Window

3. You may either enter a new record or search for an existing record to update. Proceed to
Step 9 if you are entering a new record.

4. To update an existing record, click Search. TPS displays the Service Member and Civilian
Search window.
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[ Service Member And Civilian Search

Enter any data in the Search Criteria box and click the Search button
Search Criteria

Social Security Murber:

Mame (Last First Middie} |

Battle Roster Number: I:I

S5M Mame Active INMELC D00 Comp Service MPC Ui Battle Rozter # DOB

L aF. J[ Cancel ]

Figure 4-19: Service Member and Civilian Search Window

5. Enter either the civilian’s Social Security number, name, or Battle Roster Number and click
Search.

Note: Only the first letter of the last name is necessary. However, the more information you
type into the box, the narrower the search will be and fewer names will be displayed. This
can be helpful when the database contains many names having your desired criteria.

6. TPS displays the search results in the bottom part of the window.
7. Select the civilian for whom you were searching and click OK.

8. TPS returns to the Process Civilian window and displays the personnel information for the
selected civilian.
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£ Tactical Personnel System - [Process Civilian]

o-l Actions  windows  Help -

Y OrIEa:

H® 00|48
— — —
For official use only. This information is subject to the Privacy Act of 1974.
2008/05/29 01:27 CIVILIAN
Required | General Inf0|
. Emerg POC Mame
Sex |F-FEMALE » [Last First Middle]- |JEFFEF|SDN, THOMAS
Mame [Last First Middle]: |!ALEIDTT LOLISA MAY | Emerg POC Phone: | [212] 5551212
Ind. Employment Clazs Code: |B -NOM-DOD FEDERAL CIVILIAN v| INS Doc Type: |5 -55M v
DOD Companent: |4 - DEPARTMENT OF THE ARMY | NS DocMumber [ ]
IMS Country lssue: |US -UMITED STATES A
IMS Doc Expiration: [V]2009/03/13 A
Cruty
Statuz: |PDY -PRESENT FOR DUTY v| Date/Time: |[¥]2008/05/2901:08 %

i ik =) Civillan UICs

Aszzociation Type

WiOT0B C-CURRENT v
I Y |

For official use only. This inf tion iz subject to the Privacy Act of 1974,

Status

Figure 4-20: Process Civilian Window With Search Results

9. All fields must be entered for all new records. TPS displays default values for the following
fields for a new record:

e Active

e INS Doc Type

e Duty Status

e Duty Status Date/Time

10. TPS displays the data contained in the database for an existing record. You can change or
update the data in all the fields.

11. Enter the appropriate data for each field.

12. Click Save to save your changes. TPS saves the data and continues to display the Required
Tab.

13. You can now proceed to the General Info if you have such information to enter for the
civilian.

14. If you have completed all your changes, click the X in the upper right-hand corner to the
Main Menu.
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444 Process Civilian: General Info Tab

Once you have entered required data on the Required tab, you can enter information for the
selected individual on the General Info tab. You cannot add or update general information for a
civilian without first entering all the information on the Required tab. To enter general
information for a civilian, perform the following steps:

1. From the TPS Main Menu, select Civilian.

2. TPS displays the Process Civilian window.

£ Tactical Personnel System, - [Process Civilian]

o- Actions  windows  Help S

:iaﬂl@

— — —
For official use only. This information is subject to the Privacy Act of 1974.
2008/05/29 01:05 CIVILIAN

Required | General Info |

Sex Emerg POC Mame |
S b [Last First Middle):
Marme [Last First Middle]): | | Emerg POC Phane:
Ind. Employment Class Code: | v| IMS Doc Type:
DOD Component: | v| IN5 Doc Mumber: I:I
IMS Country lssue: | v
IMS Doc Expiration:
Cruty

i ik =) Civillan UICs

Aszzociation Type

For official use only. This inf tion iz subject to the Privacy Act of 1974,

Status

Figure 4-21: Process Civilian Window

3. You may either enter a new record or search for an existing record to update. Proceed to
Step 9 if you are entering a new record.

4. To update an existing record, click Search. TPS displays the Service Member and Civilian
Search window.
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[ Service Member And Civilian Search

Enter any data in the Search Criteria box and click the Search button
Search Criteria

Social Security Murber:

Mame (Last First Middie} |

Battle Roster Number: I:I

S5M Mame Active INMELC D00 Comp Service MPC Ui Battle Rozter # DOB

L aF. J[ Cancel ]

Figure 4-22: Service Member and Civilian Search Window

5. Enter either the civilian’s Social Security number, name, or Battle Roster Number and click
Search.

Note: Only the first letter of the last name is necessary. However, the more information you
type into the box, the narrower the search will be and fewer names will be displayed. This
can be helpful when the database contains many names having your desired criteria.

6. TPS displays the search results in the bottom part of the window.
7. Select the civilian for whom you were searching and click OK.

8. TPS returns to the Process Civilian window and displays the personnel information for the
selected civilian.
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£ Tactical Personnel System - [Process Civilian]
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For official use only. This information is subject to the Privacy Act of 1974.
2008/05/29 01:27 CIVILIAN

Required | General Info

. Emerg POC Mame
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i
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Cruty
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Figure 4-23: Process Civilian Window With Search Results

9. Enter information in all the fields on the Required tab.
10. Click the General Info tab to toggle to the tab.
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| Fequired | General Info |

2008/05/29 01:07

For official use only. Thig information is subject to the Privacy Act of 1974.

CIVILIAN

Deployed UIC:

D ate of Birth:

Marital Status:
Citizenzhip:
Face/Population Group:
Ethnic: Group:

Fieligion:

Pazzport Mumber:

Blood Type:

Personnel Security Status:
Civilian Education Level:

Caomment:

Euxercize Duty

Statusz:

Fay Plan:

Occupational Type:

Organization Mame:

I:I Deployment Date:
Date Exp. Tem of Service:
| v
| ]
| -]
| v
[ ]
weight
| vl
| -]
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-]

For official use only. Thisg inf

iz subject to the Privacy Act of 1974,

Status

11. The following information cannot be changed in this window:
Deployed UIC (This may be changed in the Manifest Detail window.)

Figure 4-24: Process Civilian Window—General Info Tab

12. The information listed below may be appended to the civilian’s record. Note: If values exist
for any of the fields in the database, TPS displays that data in the field. You can change the
data if necessary.

e Date of Birth

e Deployment Date

e Date Expiration Term of Service

e Marital Status

e Citizenship

e Race/Population Group

e Ethnic Group

e Religion

e Passport Number

e Blood Type
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Weight

Personnel Security Status

Civilian Education Level Completed
Comment

Exercise Duty Status

Exercise Duty Date/Time

Pay Plan (if applicable)

Pay Grade Level (if applicable)
Occupational Type (if applicable)

Organization Name

e Skills

13. Click Save to save your changes. TPS saves the data and continues to display the General
Info Tab.

14. If you have completed all your changes, click the X in the upper right-hand corner to the
Main Menu.

4.5 Processing a Foreign National

4.5.1

Processing a Foreign National

The Process Foreign Nationals window allows you to add and edit personnel information
concerning Foreign Nationals. These Foreign Nationals can fulfill any of the following roles:

Foreign Civilian Personnel
Foreign Military Personnel
Government

Contractor

Officer

Enlisted

VIP

Other

TPS can track Foreign Nationals from most recognized countries. Please see Section 4.5.5,
Foreign National Supported Countries.

The Process Foreign Nationals window is broken down into two tabs: Required and General

Info.
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The following action buttons are available on the Process Foreign National window:

iR Foreign National Search Allows you to search the database for a foreign
national

) Add New Foreign National Allows you to add a new foreign national

a Delete Current Foreign National | Deletes the currently selected civilian from the
database

= Save Foreign National Saves changes to the current record

Table 4-7: Process Foreign National Window Buttons

4.5.2 Searching for a Foreign National’s Record

To search for a foreign national’s record, perform the following steps:
1. From the TPS Main Menu, select Foreign National.

2. TPS displays the Process Foreign National window.

Tactical Personnel System, - [Process Foreign National]

o-!  Ackions  Windows  Help - 8 X
=R RPN AP N AR E R
=1 REE)

For official use only. This information is subject to the Privacy Act of 1974.
2008705429 02:24 FOREIGN NATIONAL

Required | General Info

Mame [Last First M1 || %[gz;%ﬁgﬁﬁgr;;
Date of Bith: (] hd Emerg POC Phore: |__1_ -
|dentification: IMS Doc Type: w
Citizenzhip: w IMS Doc Mumber:
Military/ Civiliar: w IMS Country lssue: w
1D Type: v INS Dot Expiration: |[] ~
Sex: w

For official use only. Thig information is subject to the Privacy Act of 1974.
Status

Figure 4-25: Process Foreign National Window

3. Click Search. TPS displays the Foreign National Search window.
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&% Foreign National Search

Enter any data in the Search Crteria box and click the Search button

Search Criteria

Name [Last First Middle]: | |

Citizenizhip: | w |

M amne Doe |dentification ID Type Citizenzhip

Figure 4-26: Foreign National Search Window

4. Enter either the foreign national’s name or select the person’s country of citizenship from the
Citizenship picklist.

Note: Only the first letter of the last name is necessary. However, the more information you
type into the box, the narrower the search will be and fewer names will be displayed. This
can be helpful when the database contains many names having your desired criteria.

5. TPS displays the search results in the bottom part of the window.
6. Select the foreign national for whom you were searching and click OK.

7. TPS returns to the Process Foreign National window and displays the personnel information
for the selected foreign national.
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£ Tactical Personnel System - [Process Foreign National]

o Ackions  Windows  Help - 8 X

NERNP-SAP- N A E EN -

iH sk © S
For official use only. This information is subject to the Privacy Act of 1974.
2008/05/29 02:24 FOREIGN NATIONAL

Required | General Info

Name (Last First MI; | DANTON JEAN JACOUES %ﬂg%fﬁﬁﬁgr; [MARAT SAFIN

[rate of Birth: Emerg POC Phone:
Identification: INS Doc Type:
Citizenship: | FF: - FRANCE | INS Doc Number.
MilitaryCivilian: |E - FOREIGM CIVILIAN PERSONNEL v| INS Country lssue: |FF| - FRANCE v

ID Type: | P-PASSPORT MUb » INS Doc Expiration: |[¥]2008/09/26 ~
Sex |M - MALE -

For official use only. This inf tion iz subject to the Privacy Act of 1974,

Status

Figure 4-27: Process Foreign National Window With Search Results

4.5.3 Process Foreign National: Required Tab
The process of entering personnel information for a foreign national begins with the Required tab
of the Process Foreign National window. To process a foreign national, perform the following

steps:
1. From the TPS Main Menu, select Foreign National.
2. TPS displays the Process Foreign National window.
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£ Tactical Personnel System - [Process Foreign National]

o-!  Ackions  Windows  Help - 8 X
NER PSP R AR R N
iH | ©

For official use only. This information is subject to the Privacy Act of 1974.
2008/05/29 02:24 FOREIGN NATIONAL

Required | General Info

Mame [Last First MI]: || %[gz;%ﬁgﬁﬁgr;; |
D ate of Birth: Emerg POC Phane:
|dentification: I:I IMS Doc Type:
Citizenzhip: | w | IMS Doc Mumber: I:I
Military/ Civiliar: | w | IMS Country lssue: | w
1D Type: INS Do Expiration:

For official use only. Thisg inf iz subject to the Privacy Act of 1974,

Status

Figure 4-28: Process Foreign National Window

3. You may either enter a new record or search for an existing record to update. Proceed to
Step 9 if you are entering a new record.

4. To update an existing record, click Search. TPS displays the Foreign National Search
window.
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t® Foreign National Search

Enter any data in the Search Criteria box and click the Search button
Search Criteria

Name [Last First Middle): | |

Citizenzhip: | w |

M ame DoB |dentification D Type Citizenzhip

[ ak. JL Cancel J

Figure 4-29: Foreign National Search Window

5. Enter either the foreign national’s name or select the person’s country of citizenship from the
Citizenship picklist.

Note: Only the first letter of the last name is necessary. However, the more information you
type into the box, the narrower the search will be and fewer names will be displayed. This
can be helpful when the database contains many names having your desired criteria.

6. TPS displays the search results in the bottom part of the window.
7. Select the foreign national for whom you were searching and click OK.

8. TPS returns to the Process Foreign National window and displays the personnel information
for the selected foreign national.
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£ Tactical Personnel System - [Process Foreign National]

o Ackions  Windows  Help - 8 X
LE R A |8 S-S 8]
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2008/05/29 02:24 FOREIGN NATIONAL

For official use only. This information is subject to the Privacy Act of 1974.

Required | General Info

Marns (Last First M1 [ DANTON JEAN JACOUES e ey [MARAT SAFIN
[rate of Birth: Emerg POC Phone:
Identification: INS Doc Type:
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1D Type: IMS Doc Expiration:

Sex |M - MALE -

For official use only. This inf tion iz subject to the Privacy Act of 1974,
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10.

11.
12.

13.

14.

Figure 4-30: Process Foreign National Window With Search Results

All fields must be entered for all new records. The Military/Civilian field displays a default
value for a new record.

TPS displays the data contained in the database for an existing record. You can change or
update the data in all the fields.

Enter the appropriate data for each field.

Click Save to save your changes. TPS saves the data and continues to display the Required
Tab.

You can now proceed to the General Info if you have such information to enter for the
foreign national.

If you have completed all your changes, click the X in the upper right-hand corner to the
Main Menu.
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4.5.4 Process Foreign National: General Tab Info

To enter general information for a foreign national, perform the following steps:
1. From the TPS Main Menu, select Foreign National.

2. TPS displays the Process Foreign National window.

£ Tactical Personnel System - [Process Foreign National]

o-!  Ackions  Windows  Help - 8 X
NER PSP R AR R N
iH | ©

For official use only. This information is subject to the Privacy Act of 1974.
2008/05/29 02:24 FOREIGN NATIONAL

Required | General Info

Mame [Last First MI]: || %{g‘z[%ﬁgﬁﬁggf |
D ate of Birth: Emerg POC Phane:
|dentification: I:I IMS Doc Type:
Citizenzhip: | w | IMS Doc Mumber: I:I
Military/ Civiliar: | w | IMS Country lssue: | w
1D Type: INS Do Expiration:

For official use only. Thisg inf tion iz subject to the Privacy Act of 1974,

Status

Figure 4-31: Process Foreign National Window

3. You may either enter a new record or search for an existing record to update. Proceed to
Step 9 if you are entering a new record.

4. To update an existing record, click Search. TPS displays the Foreign National Search
window.
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t® Foreign National Search

Enter any data in the Search Criteria box and click the Search button
Search Criteria

Name [Last First Middle): | |

Citizenzhip: | w |

M ame DoB |dentification D Type Citizenzhip

[ ak. JL Cancel J

Figure 4-32: Foreign National Search Window

5. Enter either the foreign national’s name or select the person’s country of citizenship from the
Citizenship picklist.

Note: Only the first letter of the last name is necessary. However, the more information you
type into the box, the narrower the search will be and fewer names will be displayed. This
can be helpful when the database contains many names having your desired criteria.

6. TPS displays the search results in the bottom part of the window.
7. Select the foreign national for whom you were searching and click OK.

8. TPS returns to the Process Foreign National window and displays the personnel information
for the selected foreign national.
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£ Tactical Personnel System - [Process Foreign National]

o Ackions  Windows  Help - 8 X

NERNP-SAP- N A E EN -
iH e e

For official use only. This information is subject to the Privacy Act of 1974.

2008/05/29 02:24 FOREIGN NATIONAL

Required | General Info

Name (Last First MI; | DANTON JEAN JACOUES %ﬂg%fﬁﬁﬁgr; [MARAT SAFIN

Date of Bith: |[Z11963/12/11 v Emerg POC Phone:  [(212) 555-1413
|dentification: |123246546 INS Doc Type: | P - Passport Number
Citizenship: | FF: - FRANCE | INS Doc Mumber. 123246545

Military/ Civilian: |E - FOREIGM CIVILIAN PERSOMMNEL V| INS Cauntry lssue: |FF| - FRANCE hd

ID Type: | P-PASSPORT MUb » INS Doc Expiration: |[¥]2008/09/26 ~
Sex |M - MALE -

For official use only. This inf tion iz subject to the Privacy Act of 1974,

Status

Figure 4-33: Process Foreign National Window With Search Results

9. Click the General Info tab to toggle to the tab.
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Tactical Personnel System, - [Process Foreign National]

o-!  Ackions  Windows  Help - 8 X
RN PSP R A R R N
L= 4k © ©
For official use only. This information is subject to the Privacy Act of 1974.
2008/05/29 02:25 FOREIGN NATIONAL
Required | General Info
Deploymen Date:
Fieligion: | -
Title:
Drescription:
Euxercize Duty
Statuz: v D ate Tirme:
For official use only. This inf tion iz subject to the Privacy Act of 1974,
Status

Figure 4-34: Process Foreign National Window—General Info Tab

10. The following information cannot be changed in this window:
e Deployed UIC (This may be changed in the Manifest Detail window.)

11. The information listed below may be appended to the civilian’s record. Note: If values exist
for any of the fields in the database, TPS displays that data in the field. You can change the
data if necessary.

e Deployment Date
e Passport Number
e Religion
o Title
e Description
e Exercise Duty Status
e Exercise Duty Date/Time
12. Click Save to save your changes. TPS saves the data and continues to display the Required
Tab.
13. If you have completed all your changes, click the X in the upper right-hand corner to the
Main Menu.
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4.5.5

Foreign National Supported Countries
The following countries are supported in TPS:

Aruba

Antigua and Barbuda
Afghanistan
Algeria
Azerbaijan
Albania
Armenia
Andorra

Angola
American Samoa
Argentina
Australia

Ashmore and Cartier Islands

Austria
Anguilla
Antarctica
Bahrain
Barbados
Botswana
Bermuda
Belgium

The Bahamas
Bangladesh
Belize

Bosnia and Herzegovina
Bolivia

Burma

Benin

Belarus
Solomon Islands
Navassa Island
Brazil

Bassas da India
Bhutan
Bulgaria

Bouvet Island

Brunei

Burundi

Germany, Berlin

Canada

Cambodia (formerly Kampuchea)
Chad

Sri Lanka

Congo

Zaire

China

Chile

Cayman Islands

Cocos (Keeling) Islands
Cameroon

Comoros

Colombia

Northern Mariana Islands
Coral Sea Islands

Costa Rica

Central African Republic
Cuba

Cape Verde (formerly Republic of
Cape Verde)

Cook Islands
Cyprus
Czechoslovakia
Denmark
Djibouti
Dominica
Jarvis Island
Dominican Republic
Ecuador

Egypt

Ireland
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e Equatorial Guinea

e FEstonia
e El Salvador
e Ethiopia

e FEuropa Island
e (Czech Republic

e Falkland Islands (Islas Malvinas)

e French Guiana

e Finland

o Fiji

e Falkland Islands

e Federated States of Micronesia
e Faroe Islands

e French Polynesia

e Baker Island

e France

e French Southern and Antarctic Lands

e The Gambia

e Gabon

e German Democratic Republic
e Federal Republic of Germany

e Georgia
e (Ghana

e Gibraltar
e (renada

e QGuernsey

e (Greenland

e Germany

¢ Glorioso Islands
e Guadeloupe
e (Guam

e Greece

e Guatemala
e Guinea

e Guyana

e Gaza Strip

Haiti

Hong Kong

Heard Island and McDonald Islands
Honduras

Howland Islands

Croatia

Hungary

Iceland

Indonesia

Isle of Man

India

British Indian Ocean Territory
Clipperton Island

Iran

Israel

Italy

Ivory Coast

Irag-Saudi Arabia Neutral Zone
Iraq

Japan (includes Okinawa)
Jersey

Jamaica

Jan Mayen

Jordan

Johnson Atoll

Juan de Nova Island

Kenya

Kyrgyzstan

Democratic Peoples Republic of
Korea

Kingman Reef
Kiribati

Republic of Korea
Christmas Island
Kuwait
Kazakhstan

Laos
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e Lebanon

e Latvia

e Lithuania

e Liberia

e Slovakia

e Palmyra Atoll
e Liechtenstein
e Lesotho

e Luxembourg
e Libya

e Madagascar
e Martinique

e Macau
e Moldova
e Mayotte

e Mongolia
e Montserrat
e Malawi

e Macedonia
e Mali

e Monaco

e Morocco

e Mauritius

e Midway Islands

e Mauritania

e Malta

e Oman

e Maldives

e Montenegro
e Mexico

e Malaysia

e Mozambique

e Netherlands Antilles

e New Caledonia
e Niue
e Norfolk Island

Niger
Vanuatu
Nigeria
Netherlands
Norway
Nepal

Trust Territory of the Pacific Islands

Trust Territories of the Pacific (prior

to May ’94)
Nauru

Suriname
Nicaragua

New Zealand
Paraguay
Pitcairn Islands
Peru

Paracel Islands
Spratly Islands
Pakistan

Poland

Panama
Portugal

Papua New Guinea
Canal Zone
U.S. Trust Territories
Guinea-Bissau
Qatar

Reunion
Marshall Islands
Romania
Philippines
Puerto Rico
Russia

Rwanda

Saudi Arabia

St. Pierre and Miquelon

St. Christopher and Nevis
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Seychelles
South Africa
Senegal

St. Helena
Slovenia
Sierra Leone
San Marino
Singapore
Somalia
Spain

Serbia

St. Lucia
Sudan
Svalbard
Sweden

South Georgia and South Sandwich
Islands

Syria

Switzerland

United Arab Emirates
Trinidad and Tobago
Tromelin Island
Thailand

Tajikistan

Turks and Caicos Islands
Tokelau Islands

Tongo

Togo

Sao Tome and Principe
Tunisia

Turkey

Tuvalu

Taiwan (formerly China-Taiwan)

Turkmenistan

United Republic of Tanzania
Estonia

Latvia

Lithuania

Uganda

United Kingdom

Ukraine

Union of Soviet Socialist Republics
United States

Burkina (formerly Upper Volta)
Uruguay

Uzbekistan

St. Vincent and the Grenadines
Venezuela

British Virgin Islands
Vietnam

Virgin Islands

Vatican City

Namibia

West Bank

Wallis and Futuna

Western Sahara

Wake Island

Western Samoa

Swaziland

Yemen (Sanaa)

Yemen

Yugoslavia

Yemen (Aden)

Zambia

Zimbabwe

May 29, 2008

Draft (Version 3.0)



TPS Smartbook CM No. TPS-UM000-003-20080530

5. TASK FORCING

5.1 Task Force Overview

Using the information from both the Personnel and Manifesting modules, you can combine
personnel from various UICs into one combined military unit established to resolve a conflict,
military deployment or other issue. Within TPS, this combined military unit is called a Task
Force. The Task Force function is the place within TPS where you create, edit, and delete Task
Forces. Once created you can then add personnel to Task Forces either at the UIC or the
individual soldier level as well as consolidate multiple Task Forces into one Task Force. The
Task Force function even allows you to view the personnel records of those assigned to a task
force without exiting the function.

5.2 Task Force Data Definitions

The tables in the subsequent sections list the data definitions for the fields displayed on screens
within the Task Force function.

521 Task Force Main

Table 5—1 lists the fields available on the Task Force Main window as well as their data
definitions.

Field Name Data Definition

Task Force Identifier This is a user-entered name for the task force created.

Service This field displays the branch of service to which the task force
belongs.

Description This is an optional text entry field that allows you to provide a
description of the task force.

Table 5-1: Task Force Main Window Data Definitions

522 Personnel Assigned fo Task Force...

Table 5-2 lists the fields available on the Personnel Assigned to Task Force... dialog as well as
their data definitions.

Field Name | Data Definition
Name This field lists the individual’s Last, First, and Middle name.
SSN This field displays the individual’s SSN.
Active This field indicates whether the individual is in active status.
DODCMP This field displays the individual’s DOD Component.
SCOMPT This field indicates the individual’s Service Component.
Rank This field displays the individual’s rank.
Sex This field displays the individual’s gender.
MOS This field displays the Military Occupational Specialty the
individual possesses.
Cship This field displays the country of citizenship for the individual.
CurrentUnit This field indicates the Current UIC for the individual.
5-1

May 29, 2008 Draft (Version 3.0)



TPS Smartbook CM No. TPS-UM000-003-20080530

Field Name | Data Definition
BumperNo This field displays the bumper number associated with the vehicle to
which the individual is assigned.
Vehicle Type This field displays the vehicle type to which the individual is
assigned.
Vehicle Class This field indicates to which vehicle class the individual has been
assigned.

Table 5-2: Personnel Assigned to Task Force... Data
Definitions

523 Available Task Forces

Table 5-3 lists the available fields on the Available Task Forces dialog as well as their data
definitions.

Field Name ‘ Data Definition
Task Force Identifier This is a user-entered name for the task force created.
Service This field displays the branch of service to which the task force
belongs.
Description This is an optional text-entry field that allows you to provide a
description of the task force.

Table 5-3: Available Task Forces Data Definitions

5.24 Vehicle Management

Table 54 lists the fields available on the Vehicle Management dialog as well as their data
definitions.

Field Name | Data Definition
Weapon System This field lists the type of weapon system (helicopter, tracked, or
wheeled).
System Designation This field displays the name of system (for example M1A1 tank).
This picklist is filtered based on the weapon system selected.
Max Crew This is the maximum number of crew members for the vehicle.
This value is populated based on the System Designation selected;
the field is editable.
Min Crew This is the minimum number of crew members for the vehicle. This
value is populated based on the System Designation selected; the
field is editable.

Table 5-4: Vehicle Management Data Definitions
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5.3 The Task Force Main Window

5.3.1 The Task Force Main Window

The Task Force Main window is accessed by clicking Task Force in the TPS Main Menu and is
the place in TPS where you create new task forces, edit existing task forces and delete old task
forces. This window also gives you access to the Task Force Detail window where you can add
and remove personnel from task forces either by UIC or individually. For more information on
the Task Force Detail window, see Section 5.4, The Task Force Detail Window.

The buttons listed below are available on the toolbar when using this function.

” Move First
< Move Previous
| Current Position
Total Number of Items
af 4
b Move Next
N Move Last
— Save
Add New
=
Display Task Force Details
|
. Delete
=1
Lg] Print

Table 5-5: Task Force Main Window Buttons

532 Adding a Task Force
To add a task force, perform the following steps:

1. Click Task Force in the TPS Main Menu. The Task Force Main window is displayed.

5-3
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£ Tactical Personnel System - [Task Force Main] |:||§||X|

igd 41 of 1]k bl ENER= _
For official use only. This information is subject to the Privacy Act of 1974.
2008/05/29 02:30 TASK FORCE MAIN

Task Force [dentifier | Service | Description

TFCOLLEEM ARMY FORCES

For official use only. Thig information is subject to the Privacy Act of 1974.

Status

Figure 5-1: Task Force Main Window

2. Click Add New. An empty record appears at the bottom of the Task Force list and becomes
the active record.

3. Type a name in the Task Force Identifier field. This is a required field.

4. Select an appropriate value from the Service picklist. The field defaults to Army Forces.
This is a required field.

5. Type a description in the Description field. This is an optional field.
6. Click Save. TPS Saves the data and remains on the Task Force Main window.
7. Click the X in the upper right-hand corner of the window to return to the TPS Main Menu.

5.3.3 Editing a Task Force
To edit a task force, perform the following steps:

1. Click Task Force in the TPS Main Menu. The Task Force Main window is displayed.

54
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For official use only. This information is subject to the Privacy Act of 1974.
2008/05/29 02:30 TASK FORCE MAIN

Task Force [dentifier | Service | Description
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For official use only. Thig information is subject to the Privacy Act of 1974.

Status

Figure 5-2: Task Force Main Window

Select the Task Force Identifier that you wish to edit by highlighting its row.

Tab to the fields that you wish to edit. Any of the fields may be edited.

Click Save. TPS Saves the data and remains on the Task Force Main window.

Click the X in the upper right-hand corner of the window to return to the TPS Main Menu.

nkh v

5.34 Deleting a Task Force
To delete a task force, perform the following steps:

1. Click Task Force in the TPS Main Menu. The Task Force Main window is displayed.
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Figure 5-3: Task Force Main Window

2. Select a task force for deletion using one of the following methods:

If | Then
You want to delete one task Scroll through the list if necessary and select the task
force force to be deleted.
You want to delete a continuous | Scroll through the list if necessary, select the first task
block of task forces from the force in the block and, while holding down the Shift
Task Force Main list key, select the last task force in the block.
You want to delete multiple task | Scroll through the list if necessary and, while holding
forces that are not in a down the Ctrl key, select each task force that you
continuous block wish to delete.

Table 5-6: Task Force Selection Methods

3. Click Delete. The Delete Confirmation message is displayed.

4. If you want to delete the chosen task force, click Yes. If you do not want to delete the chosen
task force, click No. TPS returns to the Task Force Main window.
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5.4 The Task Force Detail Window

54.1 The Task Force Detail Window

The Task Force Detail window is the place in TPS where you add personnel to and remove
personnel from task forces. This can be done either by UIC or individually. You can also view
the personnel information of those attached to a task force as well as information on the unit that
the individual belongs to without exiting the function.

Smaller task forces can be combined to form larger ones. However, the original task force is
dissolved once it is combined with another task force. The original task force is dissolved
because a person cannot be assigned to more than one task force.

Using the buttons on the Task Force Detail window toolbar, you can easily accomplish the wide
range of tasks this window allows. Click on each task title below to view further information on
the Task Force Detail buttons.

Button Action

K Move First
< Move Previous
| Current Position
Total Number of Items
af 4
N Move Next
N Move Last
— Save
Insert
=
Select
_
. Delete
i
Delete
@
Combine
=
Print
=

Table 5-7: Task Force Detail Window Buttons

542 Assigning Personnel to a Task Force

To assign personnel to a task force, perform the following steps:

1. Click Task Force in the TPS Main Menu. The Task Force Main window is displayed.
2. Select the task force to which you wish to add personnel.

Note: Before adding personnel to a task force, ensure that these personnel have been
properly added to a manifest. Otherwise, they will not appear in the Assign Personnel to
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Task Force window and therefore cannot be added to a task force. For more information, see
Section 3.1.4.1, Assigning DoD and Civilian Personnel to a Manifest and Section 3.1.4.2,
Assigning Foreign Nationals to a Manifest.

3. Click Display Task Force Details. The Task Force Detail window is displayed.

£B) Tactical Personnel System - [Task Force Detail]

Windows  Help

—
For official use only. This information is subject to the Privacy Act of 1974.
2008/05/29 02:36 PERSONMNEL ASSIGMED TO TASK FORCE TFCOLLEEN

Fiank Sex M5 Cszhip CurrentUnit Bumperto WehicleType Wehiclel
ADAMS JOHN SPC 920G us WAT Gk
MONROE Hugh SPC 920G us WAL

MOMROE Hugh L7C 9206 us WATGA

Ll m ] >

For official use only. Thig information is subject to the Privacy Act of 1974.

Status

Figure 5-4: Task Force Detail Window

4. Click Insert. The Add Personnel to Task Force window is displayed.
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Add Personnel to Task Force Q@@

For official use only. This information is subject to the Privacy Act of 1974.
ADD PERSONMEL TO TASK FORCE TF COLLEEN 4

Drag perzonnel from right to left to assign them to the Task Force, or from left to right to undo an azzighment.
(%) DOD Personnel

) Foreign Mational
Personnel to Aszign Personnel Available for Aszsignment

Perzonnel by Curent Lnit Feazzigning Perzonnel by Curent Linit In Tazk Force | #

WAPWAD - UNKNOWN

SPC ADAMS CHRISTIAN MICHAEL

SGT ADKINS ROBERT WaYNE

PFC ALBERTUS MATTHEW ALTOM
SGT ALLEN JOSEPH WILLIAM
SPCAUSTIM JUSTIMN PAYTOM

PFC AYILES OSBALDO

PFC BaILEY MATTHEW DavID

PFC BARBER AYAMN MICHAEL

55G BARNHART STEVEN MICHAEL
SGT BAY BEMJAMIM JENS

PFC BELK. JAMIE LEE

SPC BERDECIARODRIGUEZ FRAMEIE...
PFC BERAY DOMOWAN RALPH II

PFC BLANCD RvaMN JACOR

SGT BLAMKEWSHIP WILLIAM CRAIG
SPC EOARD DaVID BRIAM

SPC BROOES PATRICK CHARLES v

[ ok, l [ Cancel

For official use only. This information is subject to the Privacy Act of 1974.

Figure 5-5: Add Personnel to Task Force Window

5. Select the DOD Personnel button if you want to add either Service Members or Civilian
Personnel to a task force. Select the Foreign National radio button if you want to add
Foreign Nationals to a task force. Note: If there are no foreign nationals in the manifest you
selected, TPS displays a message. Click OK to return to the Add Personnel to Task Force
window.

Task Force Add Personnel D__<|

Mo manifested Foreign national personnel available to add to task Force,

Figure 5-6: Task Force Add Personnel Message

6. Scroll through the Personnel Available for Assignment list on the right and select the
person’s name that you wish to add to the task force. Note: If a person is already assigned
to a task force, —¥es” is displayed in the In Task Force column.

5-9
May 29, 2008 Draft (Version 3.0)



TPS Smartbook CM No. TPS-UM000-003-20080530

7. Select a person to add using one of the following methods:

If Then

You want to add one person Scroll through the list if necessary and select the
person to be added.

You want to add a continuous Scroll through the list if necessary, select the first
block of people from the person in the block and, while holding down the Shift
Personnel Available for key, select the last person in the block.
Assignment list
You want to add multiple Scroll through the list if necessary and, while holding
persons who are not in a down the Ctrl key, select each person that you wish
continuous block to add.

Table 5-8: Select Person Methods

8. Drag and drop the person’s name onto the Personnel to Assign list on the left. The selected
person’s name will now appear under the task force.

Add Personnel to Task Force Q@@

For official use onlp. Thiz information is subject to the Privacy Act of 1974
ADD PERSOMMEL TO TASK FORCE TF COLLEEN 4

Crag perzonnel from right to left to azzsign them to the Tazk Force, or from left to rightto undo an azzighment.
(%) DOD Persannel
) Foreign National

Perzonnel to Azzign Perzonnel Available for Azzignment

Perzonnel by Current Unit Reazsigning Perzonnel by Current Linit Ik Tazk Force ™
_ WAPWAD - UNENOWN _ WAPWAD - UNKNOWN

550G BARMHART STEWEM MICHAEL SGT ADKIMNS ROBERT “WaYMNE

PFC BLAMCO RYAM JACDB SGT ALLEM JOSEPH "wWILLIAM

PFC BROWN RyAN DAMIAL SPCAUSTIM JUSTIN PAYTOM

PFC AWILES OSBALDO

PFC BARBER RYaM MICHAEL

iSGT BAY BEMNJAMIM JENS H
SPC BERDECIARODRIGUEZ FRAMEIE. ..
PFC BERRY DONOWAN RALPH I

SGT BLANKEMSHIP WILLIAM CRAIG
SPC BOARD D&VID BRIAM

SPC BROOKS PATRICK. CHARLES

SPC BROWM ALER JAMES

550G BRUCE TIMOTHY PHILLIP

PFC BUGBEE BRIAN PATRICK IR

PFC BURGIMN CHASE MERRIT

SGT BURGOS ISMAEL

SGT BURKEE JASOM MORBERT b

[ 1]:8 ][ Cancel ]

For official use only. Thig information 1z subject to the Privacy Act of 1974.

Figure 5-7: Add Personnel to Task Force Window

9. Click OK to add the personnel to the task force. TPS adds the person to the task force and
returns to the Task Force Detail window.
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1
1

0. Click Save.
1. Click the X in the upper right-hand corner of the window to return to the TPS Main Menu.

5.4.3 Viewing Records of Personnel Assigned to a Task Force
To view the records of a person in a task force, perform the following steps:

1.

Click Task Force in the TPS Main Menu. The Task Force Main window is displayed.

2. Select the task force to which to which the person whose record you want to view is

assigned.

3. Click Display Task Force Details. The Task Force Detail window is displayed.

£ Tactical Personnel System, - [Task Force Detail]

ool Actions  Wwindows  Help

—
For official use only. This information is subject to the Privacy Act of 1974.
2008/05/29 02:36 PERSONMNEL ASSIGMED TO TASK FORCE TFCOLLEEN

Fiank Sex M5 Cszhip CurrentUnit Bumperto WehicleType Wehiclel
ADAMS JOHN SPC 920G us WAT Gk
MONROE Hugh SPC 920G us WAL

MOMROE Hugh L7C 9206 us WATGA

m ] >

For official use only. Thig information is subject to the Privacy Act of 1974.

Status

Figure 5-8: Task Force Detail Window

4. If necessary, scroll through the list of personnel assigned to the chosen task force and double
click on the person whose personnel record you wish to view. TPS launches the Mini Record

View window.
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Tactical Personnel System - [Mini Record View]

Perzanal | Unit | Unit Personnel
Mame: ADAMS JOHM 55N: Current UIC: ‘WATGAS
Military Duty Status: ARR Rank: SPC PHMOS: 926G
Military Personnel Class: E Date of Birth: Emergency Data
Sex: M Language: EM Emerg POC Mame:
Religious Denomination: 10 Country of Citizenship: US Emerg POC Phone:
Passport Humber: Civilian Pay Plan:
ili 1} ization N :
Military Status Data rganization Name: INS Data
Contractor Skills: INS DOC Type:

Dol Component: A

Military Duty Status Effective Date:  4/22/2005 1:50 L8 BWE e

Exercise Duty Status Abbreviation: FPD'' Skills Data INS Country Issue:
Exercise Duty Status Effective Date: 12/14/2007 5:08 MOS: 326G INS DOC Expiration:
Permanent Grade Active Duty: A ASL:
sql:

Battle Roster Mumber:

Figure 5-9: Mini Record View Window

5. The Personal tab is the default. The information displayed is read-only. To toggle between
the Personal, Unit, and Unit Personnel tabs, click the tab. The Personal tab displays personal
data for the individual selected. The Unit tab displays information about the unit to which
the individual is assigned. The Unit Personnel tab displays complete list of all personnel
assigned to the unit.

6. You have the option to print the Mini Record View. From the menu bar of the Mini Record
View window, select the Print icon to print the view. To preview the view, click the Print
Preview icon. To change the page setup, click the Page Setup icon.

7. Click the X in the upper right-hand corner of the window to close the window and return to
the Task Force Detail window.

5.4.4 Combining Task Forces

You can combine multiple task forces into one task force. The personnel will be removed from
their original task force and added to the new, combined task force. To combine task forces,
perform the following steps:

1. Click Task Force in the TPS Main Menu. The Task Force Main window is displayed.
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£ Tactical Personnel System - [Task Force Main]

—
For official use only. This information is subject to the Privacy Act of 1974.
2008/05/29 02:30 TASK FORCE MAIN

Task Force [dentifier | Service | Description

TFCOLLEEM ARMY FORCES

For official use only. Thig information is subject to the Privacy Act of 1974.

Status

Figure 5-10: Task Force Main Window

2. Select the Task Force that you wish to combine other task forces into.
3. Click Display Task Force Details. The Task Force Detail window is displayed.
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[ Tactical Personnel

Wwindows

2008/05/29 02:36

System - [Task Force Detail]

Help

—
For official use only. This information is subject to the Privacy Act of 1974.
PERSOMMEL ASSIGMED TO TASK FORCE TFCOLLEEN

P 4z

N arme

of3 | b Kl

S EES =

DODCMF

S5M Active SCOMPT Fiank

Sex

MOS

Cship

CurrentU nit Bumpertdo WehicleType Wehiclel|

ADAMS JOHN
MOMROE Hugh

SPC

M

392G

us

AT GAY

SPC

7l

926G

us

WAL

LTC

926G

us

WAT Gy

MONROE Hugh

L |

For official use only. Thiz information iz subject to the Privacy Act of 1974.

Status

4.

Figure 5-11: Task Force Detail Window

Click Combine. TPS displays the Available Task Forces window.

[ Available Task Forces

AVAILABLE TASK FORCES

Tazk Force [dentifier Semice Descrption
» ASDFDSAF ARMY FORCES

LWwWEREWQR ARMY FORCES

34252345 ARMY FORCES

J[ Cancel J

L Select

Figure 5-12: Available Task Forces Dialog
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5. Search for the units you want to delete by either scrolling through the list or entering the UIC
in the Search for UIC field. Select a unit to delete from a task force using one of the
following methods:

If Then
You want to combine one task force into this | Scroll through the list if necessary and select
task force the Task Force Identifier to be combined.
You want to combine a continuous block of Scroll through the list if necessary, select the
task forces into this task force first task force in the block and, while holding
down the Shift key, select the last task force
in the block.
You want to combine multiple task forces that | Scroll through the list if necessary and, while
aren’t in a continuous block holding down the Ctrl key, select each task
force that you wish to combine.
Table 5-9: Select Units Methods

6. Click Select. TPS combines the units and returns to the Task Force Detail window.

7. Click Cancel to return to the Task Force Detail window without making changes.

8. Click Save.

545 Removing Personnel by Individual From a Task Force

To remove a person from a task force, perform the following steps:
Click Task Force in the TPS Main Menu. The Task Force Main window is displayed.

1.
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£ Tactical Personnel System - [Task Force Main]

—
For official use only. This information is subject to the Privacy Act of 1974.
2008/05/29 02:30 TASK FORCE MAIN

Task Force [dentifier | Service | Description

TFCOLLEEM ARMY FORCES

For official use only. Thig information is subject to the Privacy Act of 1974.
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Figure 5-13: Task Force Main Window

2. Select the Task Force from which you wish to remove a person.
3. Click Display Task Force Details. The Task Force Detail window is displayed.
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£ Tactical Personnel System, - [Task Force Detail]

Windows  Help

—
For official use only. This information is subject to the Privacy Act of 1974.
PERSONMNEL ASSIGMED TO TASK FORCE TFCOLLEEN

CurrentUnit Bumperto WehicleType Wehiclel
WAT Gk
AT

WATGA

MOS
9206
9206
9206

Cszhip
us
us
us

Rank Sex
SPC
SPC

L7C

ADAMS JOHN
MOMROE Hugh

MOMROE Hugh

1L |

For official use only. Thig information is subject to the Privacy Act of 1974.

Status

Figure 5-14: Task Force Detail Window

4. Select a person to remove from a task force using one of the following methods:
If | Then
You want to remove one person from the task | Scroll through the list if necessary and select
force the name of the person to be removed.
You want to remove a continuous block of Scroll through the list if necessary, select the
names from the task force first name in the block and, while holding
down the Shift key, select the last name in the
block.
You want to remove multiple names that are Scroll through the list if necessary and, while
not in a continuous block holding down the Ctrl key, select each name
that you wish to remove.
Table 5-10: Select Person Methods
5. Click Delete. The Delete Confirmation message is displayed.
6. If you want to remove the chosen person, click Yes. If you do not want to remove the chosen
person, click No. TPS returns to the Task Force Detail window.
7. Click Save.

May 29, 2008 Draft (Version 3.0)



TPS Smartbook CM No. TPS-UM000-003-20080530

54.6 Removing Personnel by UIC From a Task Force
To remove a unit from a task force, perform the following steps:
1. Click Task Force in the TPS Main Menu. The Task Force Main window is displayed.

£ Tactical Personnel System - [Task Force Main]

of 1]k bl ENEN=E -
For official use only. This information is subject to the Privacy Act of 1974.
2008/05/29 02:30 TASK FORCE MAIN

Task Force [dentifier | Service | Description

TFCOLLEEM ARMY FORCES

For official use only. Thig information is subject to the Privacy Act of 1974.

Status

Figure 5-15: Task Force Main Window

2. Select the Task Force from which you wish to remove a unit.
3. Click Display Task Force Details. The Task Force Detail window is displayed.
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TPS Smartbook

[ Tactical Personnel System - [Task Force Detail]

@ tions  Windows  Help

B

- 8 X

—
For official use only. This information is subject to the Privacy Act of 1974
PERSONNEL ASSIGNED TO TASK FORCE TFCOLLEEN

of3 | b B @‘@@E}I

2008/05/29 02:36

“Wehiclel|

P4 4 =
MHame S5M Arctive DODCMP SCOMPT Rank Sex K05 Cship Currentlnit Bumperta WehicleT upe
ADAMS JOHN A A R SPC M 932G us WATGAR
» MOMROE Hugh A R SPC M 92G us i,
4 A R LTC 32EUS WATGAA

For official use only. This information iz subject to the Privacy Act of 1974
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Figure 5-16: Task Force Detail Window

4. Click Delete Unit. TPS displays the Delete UIC from Task Force window.

i® Delete UIC from Task Force

Search for UIC | |

Current UIC .« Branch Lnit Degignation [Init Degsignation TDA [Init Designation MTOE
» WAPWAT MEMOWH
WEAT G UMEMOWH

L Select J[ Cancel J

Figure 5-17: Delete UIC From Task Force Dialog
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5. Search for the unit you want to delete by either scrolling through the list or entering the UIC
in the Search for UIC field. Select a unit to delete from a task force using one of the
following methods:

If Then
You want to delete one unit from the task Scroll through the list if necessary and select
force the unit to be deleted.
You want to delete a continuous block of Scroll through the list if necessary, select the
units from the task force first unit in the block and, while holding down

the Shift key, select the last unit in the block.
You want to delete multiple units that are not | Scroll through the list if necessary and, while
in a continuous block holding down the Ctrl key, select each unit
that you wish to delete.

Table 5-11: Unit Selection Methods

6. Click Select. TPS removes the unit and returns to the Task Force Detail window.
7. Click Cancel to return to the Task Force Detail window without making changes.
8. Click Save.
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6. CREWS

6.1 Crews Overview

Using the TPS Crews module you can add and modify Weapons Systems as well as their
maximum and minimum number of crew, add vehicles to the weapons systems’ designation, add
and remove personnel from vehicles and add a crew to a task force.

The Crews Module comprises two windows: Crew Management and Vehicle Management. The
Crew Management window allows you to view vehicles assigned to a task force and to assign
personnel to a vehicle. The Vehicle Management window allows you to add vehicles and update
weapon system information.

The following buttons are available on the toolbar and in both the Crew Management and
Vehicle Management windows making using this module fast and efficient.

Button ‘ Action
Save

Insert Vehicle

Delete Vehicle

o €

Table 6-1: Crew and Vehicle Management Buttons

The following buttons are available on the Vehicle Management window.

Button ‘ Action
Export TRN File

Import TRN File

o

i

Table 6-2: Vehicle Management Window Buttons
6.2 Crew Management Window

6.2.1 Crew Management Window
The Crew Management window allows you to perform the following actions:

e Add a Vehicle to a Task Force
e Assign Crew Members

e Delete a Vehicle

e Delete a Crew Member

e Transfer Vehicle
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6.2.2 Add a Vehicle to a Task Force

To add a vehicle to a task force, perform the following actions:
1. Select Crew Management from the TPS Main Menu.

2. TPS displays the Crew Management window.

Tactical Personnel System - [Crew Management]

o-  Ackions  Windows  Help - 8 X
LEHAR S &S] 158 8]
For official use only. Thig information is subject to the Privacy Act of 1974.
2008/05/29 02:47 CREW MANAGEMENT
Hie e
1-To display vehicles that are 2-To add a vehicle to the task force, click Insert Vehicle 5 -To azzign personnel to a vehicle, drag and
aszigned to a task force, select the ] drop the personnel from the Available
tazk force from the Task Force List 9= To dlelicto @ veliidhs fam fie s, ok Brle F'ers.onnel box ta the vehicle in the Azzigned
box R P Wehicles box
Wehicle @)
. . B -Tafinalize any action, click Save B
4 -To reassign a vehicle to a new task force, drag and
drop it from the Azzigned Yehicles box to the new tazk
force in the Task Force List box
Task Force List Aszigned Yehicles Available Personnel
TFCOLLEEM
MEWTF
For official use only. Thisg inf tion iz subject to the Privacy mocoor tors:
Status

Figure 6—-1: Crew Management Window

3. Click Insert Vehicle. TPS displays the Vehicle Assignment Add New Window.
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Vehicle Assignment Add New E@

ASSIGN VEHICLE TO TASK FORCE - TF COLLEEN 4

= A
& M113 [
& M1a1
& M1a2
& M2
& Mo
=-¢% WHEELED
& 5TON
& HEMTT
& M1025
& Mi102a
& Mi038

& Moee

& Mags

& test

& YETEST? Burnper Mr: | |
&YUANTES [ k. ][ Cancel ]

-4

Figure 6-2: Vehicle Assignment Add New Window

4. Select the vehicle you wish to add from the list by highlighting it.
5. Enter the bumper number in the Bumper Nr. field and click OK.

6. TPS adds the vehicle to the Assigned Vehicles list and returns to the Crew Management
window.
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Tactical Personnel System - [Crew Management]

o-  Ackions  Windows  Help

NE RPN R BN N

2008/05/29 02:50

Hlee

For official use only. Thig information is subject to the Privacy Act of 1974.

CREW MANAGEMENT

1-To display vehicles that are
azzigned to a task force, select the
task force fram the Task Force List
box

Task Force List

TFCOLLEEM
MNEWTF

2-To add a vehicle to the task force, click Insert Vehicle
@

3-To delete a vehicle from the tazk force. click Delete

Wehicle (3

4 -To reassign a vehicle to a new task force, drag and
drop it from the Azzigned Yehicles box to the new tazk

force in the Task Force List box

Aszigned Yehicles

5 -To azzign personnel to a vehicle, drag and
drop the perzonnel from the Available
Fersonnel box to the vehicle in the Azzigned
Wehicles box

B -Tofinalize any action, click Save E

Available Personnel

= ¢=% HELICOFTER
= CHAT - Max: 2 Min: 1
& 123456

WAA - DESC. UNAVAIL.
SPC MONROE Hugh
WATGAA -

SPCADAMS JOHN
LTC MONROE Hugh

For official use only. This i iz subject to

he Privac

Y ACT O T3

Status

Figure 6-3: Crew Management Window—Vehicle Added

7. Click Cancel to return to the Crew Management window without making any changes.

8. Click Save to save your changes. Note: If you save a vehicle before the minimum number
of personnel are assigned to it, TPS alerts you that the vehicle will be removed. An assigned
vehicle cannot exist in TPS without the minimum number of crew (personnel) assigned to it.

9. Click the X in the upper right-hand corner to return to the TPS Main Menu.

6.2.3 Assign Crew Members
To assign personnel to a crew, perform the following steps:

1. Select Crew Management from the TPS Main Menu.

2. TPS displays the Crew Management window.
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Tactical Personnel System - [Crew Management]

o-  Ackions  Windows  Help - 8 X

NER PSP R BN N

For official use only. Thig information is subject to the Privacy Act of 1974.
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Wehicles box

task force fram the Task Force List

b 3-To delete a vehicle from the tazk force. click Delete

Wehicle @)
. . B -Tafinalize any action, click Save B
4 -To reassign a vehicle to a new task force, drag and
drop it from the Azzigned Yehicles box to the new tazk
force in the Task Force List box
Task Force List Aszigned Yehicles Available Personnel
TFCOLLEEM
MEWTF

For official use only. This i bject to the Privacy acoor tora:

Status

Figure 6—4: Crew Management Window

3. There must be at least on vehicle listed in the Assigned Vehicles list to assign personnel to a
crew. See Section 6.2.2, Add a Vehicle to a Task Force, for more information on adding a
vehicle.

4. Select the task force for which you want to assign personnel to a crew from the Task Force
List.

5. TPS displays a list of task force personnel available to be assigned to a crew in the Available
Personnel, sorted by UIC.

6. To assign personnel to a crew, highlight the person you want to add and drag and drop the
name on the vehicle name in the Assigned Vehicles list.

7. TPS moves the person selected from the Available Personnel list and displays the name
under the selected vehicle.
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Tactical Personnel System - [Crew Management]
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Figure 6-5: Crew Management Window

8. Click Save to save your changes.
9. Click the X in the upper right-hand corner of the window to close the Crew Management
window and return to the TPS Main Menu.

6.24 Delete a Vehicle

To delete a vehicle, perform the following steps:

1. Select Crew Management from the TPS Main Menu.
2. TPS displays the Crew Management window.
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Tactical Personnel System - [Crew Management]
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Figure 6—-6: Crew Management Window

3. Select the vehicle you want to delete from the Assigned Vehicles list.

4. Click Delete Vehicle. Note: If you have more than one of the same type of vehicle, you can
delete all vehicles in that category by selecting the category heading (Wheeled) and clicking
Delete Vehicle.

5. TPS deletes the vehicle and returns the personnel assigned to that vehicle to the Available
Personnel list.

6. Click Save to save your changes.

7. Click the X in the upper right-hand corner of the window to close the Crew Management
window and return to the TPS Main Menu.

6.2.5 Delete a Crew Member

To delete a crew member, perform the following steps:
1. Select Crew Management from the TPS Main Menu.
2. TPS displays the Crew Management window.
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Figure 6-7: Crew Management Window

3. From the Assigned Vehicles list, select the crew from which you want to delete the crew
member.

4. Select the crew member’s name by highlighting it.
5. Either drag and drop the name in the Available Personnel list or click Delete Vehicle.

6. TPS deletes the crew member from the vehicle and returns the crew member to the Available
Personnel list.

7. Click Save to save your changes.

8. Click the X in the upper right-hand corner of the window to close the Crew Management
window and return to the TPS Main Menu.

6.2.6 Transfer Vehicle

To transfer a vehicle from one task force to another, perform the following steps:
1. Select Crew Management from the TPS Main Menu.

2. TPS displays the Crew Management window.
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Figure 6-8: Crew Management Window

3. From the Assigned Vehicles list, select the vehicle you want to transfer by highlighting it.

4. Drag and drop the name of the vehicle on the name of the task force to which you want to
transfer this vehicle.

5. If you want to transfer both equipment and personnel, check the Move personnel with vehicle
checkbox. If you are only transferring equipment, deselect the checkbox.

6. TPS moves the vehicle and any personnel assigned (if selected) to the new task force.
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Figure 6-9: Crew Management Window—Vehicle Transferred

7. Click Save to save your changes.

8. Click the X in the upper right-hand corner of the window to close the Crew Management
window and return to the TPS Main Menu.

6.3 Vehicle Management Window

6.3.1 Vehicle Management Window
The Vehicle Management window allows you to perform the following actions:

e Insert Vehicle Information

e Update Vehicle Information

e Delete Vehicle Information

e Export Vehicle Information as a TRN File

e Import Vehicle Information from a TRN File
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6.3.2 Insert Vehicle Information

To insert vehicle information, perform the following steps:
1. Select Vehicle Management from the TPS Main Menu.
2. TPS displays the Vehicle Management window.

Tactical Personnel System - [Vehicle Management]
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Figure 6-10: Vehicle Management Window

Click Insert Vehicle. TPS clears the data fields.

Select from the Weapon System picklist or enter a new value for the weapons system.
Select from the System Designation picklist or enter a new value for the system designation.
Enter a value in the Max Crew field.

Enter a value in the Min Crew field.

S A

Click Save. TPS displays the new vehicle in the Type/Designation list.
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Figure 6-11: Vehicle Management Window Showing New Vehicle
9. Click the X in the upper right-hand corner to return to the TPS Main Menu.

6.3.3 Update Vehicle Information

To update vehicle information, perform the following steps:
1. Select Vehicle Management from the TPS Main Menu.
2. TPS displays the Vehicle Management window.
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Figure 6-12: Vehicle Management Window

3. Select the vehicle you want to update from the Type/Designation list.
4. Update the fields you want to update.
5. Click Save. TPS updates the information for that vehicle.
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Figure 6-13: Vehicle Management Window—Updated Vehicle Information

6. Click the X in the upper right-hand corner to return to the TPS Main Menu.

6.3.4

Delete Vehicle Information
To update vehicle information, perform the following steps:
1. Select Vehicle Management from the TPS Main Menu.

2. TPS displays the Vehicle Management window.
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Figure 6-14: Vehicle Management Window

Select the vehicle you want to delete from the Type/Designation list.

Click Delete Vehicle. TPS displays a deletion confirmation message.

Click Yes to delete the vehicle and remove it from the Type/Designation list.

Click No to return to the Vehicle Management window without deleting the vehicle.
Click Save.

Click the X in the upper right-hand corner to return to the TPS Main Menu.

© NN kW

6.3.5 Export Vehicle Information as a TRN File

To export vehicle information as a TRN file, perform the following steps:
1. Select Vehicle Management from the TPS Main Menu.

2. TPS displays the Vehicle Management window.
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Figure 6-15: Vehicle Management Window

3. Select the vehicle for which you want to export data.
4. Click Export TRN File. TPS displays the Please Enter/Select a file to store the TRN

information dialog.
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Figure 6-16: Please Enter/Select a File To Store the TRN Information Dialog

5. Browse to the location to which you want to save the file.

6. Enter a file name in the File Name field or select a previously saved TRN file to which you
want to append this information.

7. Click Save. TPS saves the TRN file in the designated location.
8. Click Cancel to return to the Vehicle Management window without downloading data.
9. Click the X in the upper right-hand corner to return to the TPS Main Menu.

6.3.6 Import Vehicle Information From a TRN File

To import vehicle information from a TRN file, perform the following steps:
1. Select Vehicle Management from the TPS Main Menu.

2. TPS displays the Vehicle Management window.
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Figure 6-17: Vehicle Management Window

3. Click Import TRN File. TPS displays the Please select a EQP data File dialog.
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Figure 6-18: Please Select a EQP Data File Dialog

4. Browse to the file that you want to upload.

5. Click Open to upload the file. Note: TPS displays an error message if the file was unable to
be uploaded correctly. Click OK to return to the Vehicle Management window.

6. Click Cancel to return to the Vehicle Management window without uploading data.
7. Click Save.

8. Click the X in the upper right-hand corner to return to the TPS Main Menu.
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7. REPORTING

71 TPS Reports Overview

TPS has six preformatted, predefined reports, making data compilation quick and easy. These
reports can further break down the data by Task Force, UIC, or Location giving you more
versatility you need without going through the lengthy, complex steps required to develop these
reports manually.

The following reports are available:
e Army Personnel Summary Report
e Personnel Requirements
e Deployed Civilian Personnel
e Deployed Personnel Roster
e Deployed Foreign Nationals

e Joint Personnel Summary

7.2 Saving Reports
To save a report, perform the following steps:
1. Click TPS Reports in the TPS Main Menu. The Reports window is displayed.
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Figure 7-1: Reports Window

2. Select the report you want to print from the Report field and select the criterion by which you
want to filter the report by selecting the appropriate radio button.

3. Click Select. TPS opens the report in Microsoft Excel.

4. To save a report, click the Save icon or select Save As from the File menu. Excel displays
the Save As dialog.

5. Browse to the location to which you want to save the report. The file name defaults to a pre-
populated name. You can change the file name by entering a new name in the File name
field.
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Figure 7-2: Save As Dialog

6. Select the file type that you would like to save the report as by selecting the appropriate value
from the Save as type picklist. The default value is CSC (Comma delimited) (*.csv).

Reports can be saved in all the formats available in Excel.

7. Click Save to save the file. Excel returns you to the report display.

7.3 Army Personnel Summary Report
To view and print the Army Personnel Summary Report, perform the following steps:
1. Click TPS Reports in the TPS Main Menu. The Reports window is displayed.
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Figure 7-3: Reports Window

2. Select the Army Personnel Summary from the Report field

3. The available filter criteria are displayed. Select the criterion by which you want to filter the
report by selecting the appropriate radio button. The criteria available for this report are: All
Personnel and By UIC (Single).

4. Click Select. TPS opens the report in Microsoft Excel.

74
May 29, 2008 Draft (Version 3.0)



TPS Smartbook CM No. TPS-UM000-003-20080530

For official use only. Thiz information is subject to the Privacy &ct of 1974

PERSOHHEL SUMMARY REPORT - ARMY

Fovr Aff
MPC Required Authorized Assigned OpStr Op Stro Replnt  Attached KIA MA WA HBl RTD TDY Others
E 4 4 0 0 00% 0 a 0 0 a a 0 0 1}
1) 1 1 0 0 00% 0 i 0 0 i i 0 0 1}
W 0 0 0 0 00% 0 a 0 u} a a 0 0 a
TOTALS: 5 5 0 0 0 0 0 0 0 0 0 0 [}

Figure 7-4: Personnel Summary Report Sample

5. In Excel, you can print the report by clicking the Print icon. Alternatively, you can print the
report by selecting Print from the File menu.

6. Excel displays the Print dialog. You can change the printing parameters (such as the number
of copies) from this dialog.

7. Click OK to print the report. Excel prints the report and returns you to the report display.
Click Cancel to return to the report display without printing the report.

7.4 Personnel Requirements Report
To view and print the Personnel Requirements Report, perform the following steps:
1. Click TPS Reports in the TPS Main Menu. The Reports window is displayed.
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Figure 7-5: Reports Window

2. Select the Personnel Requirements from the Report field

3. The available filter criteria are displayed. Select the criterion by which you want to filter the
report by selecting the appropriate radio button. The criteria available for this report are: All
Personnel and By UIC (Single).

4. Click Select. TPS opens the report in Microsoft Excel.
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Figure 7-6: Army Personnel Requirement Report Sample

5. In Excel, you can print the report by clicking the Print icon. Alternatively, you can print the
report by selecting Print from the File menu.

6. Excel displays the Print dialog. You can change the printing parameters (such as the number
of copies) from this dialog.

7. Click OK to print the report. Excel prints the report and returns you to the report display.
Click Cancel to return to the report display without printing the report.

7.5

Deployed Civilian Personnel Report

To view and print the Deployed Civilian Personnel Report, perform the following steps:
1. Click TPS Reports in the TPS Main Menu. The Reports window is displayed.
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Figure 7-7: Reports Window

2. Select the Deployed Civilian Personnel from the Report field

3. The available filter criteria are displayed. Select the criterion by which you want to filter the
report by selecting the appropriate radio button. The criteria available for this report are: All
Personnel, By Task Force, By UIC (Single), and by Location.

4. Click Select. TPS opens the report in Microsoft Excel.
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Figure 7-8: Deployed Civilian Report Sample

5. In Excel, you can print the report by clicking the Print icon. Alternatively, you can print the
report by selecting Print from the File menu.

6. Excel displays the Print dialog. You can change the printing parameters (such as the number
of copies) from this dialog.

7. Click OK to print the report. Excel prints the report and returns you to the report display.
Click Cancel to return to the report display without printing the report.

7.6 Deployed Personnel Roster Report
To view and print the Deployed Personnel Roster Report, perform the following steps:
1. Click TPS Reports in the TPS Main Menu. The Reports window is displayed.
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Figure 7-9: Reports Window

2. Select the Deployed Personnel Roster from the Report field

3. The available filter criteria are displayed. Select the criterion by which you want to filter the
report by selecting the appropriate radio button. The criteria available for this report are: All
Personnel, By Task Force, By UIC (Single), and by Location.

4. Click Select. TPS opens the report in Microsoft Excel.
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Figure 7-10: Deployed Personnel Roster Report Sample

5. In Excel, you can print the report by clicking the Print icon. Alternatively, you can print the
report by selecting Print from the File menu.

6. Excel displays the Print dialog. You can change the printing parameters (such as the number
of copies) from this dialog.

7. Click OK to print the report. Excel prints the report and returns you to the report display.
Click Cancel to return to the report display without printing the report.

7.7 Deployed Foreign Nationals Report
To view and print the Deployed Foreign Nationals Report, perform the following steps:
1. Click TPS Reports in the TPS Main Menu. The Reports window is displayed.
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Tactical Personnel System - [Reports] |Z| |E| E|

o=l Actions  Windows  Help - F X

AR AP- N AR Nt

Report

ARMY PERSONMEL SUMMARY
PERSOMNMEL REQUIREMEMTS & Al Personnel
DEPLOYED CIVILIAM PERSOMMEL
DEPLOYED PERSOMMEL ROSTER
DEPLOYED FOREIGH MNATIONALS () By Task Force
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) By UIC [Single]
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Skatus

Figure 7-11: Reports Window

2. Select the Deployed Foreign Nationals from the Report field

3. The available filter criteria are displayed. Select the criterion by which you want to filter the
report by selecting the appropriate radio button. The criteria available for this report are: All
Personnel, By Task Force, By UIC (Single), and by Location.

4. Click Select. TPS opens the report in Microsoft Excel.
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Figure 7-12: Deployed Foreign National Report Sample

5. In Excel, you can print the report by clicking the Print icon. Alternatively, you can print the
report by selecting Print from the File menu.

6. Excel displays the Print dialog. You can change the printing parameters (such as the number
of copies) from this dialog.

7. Click OK to print the report. Excel prints the report and returns you to the report display.
Click Cancel to return to the report display without printing the report.

7.8 Joint Personnel Summary Report
To view and print the Joint Personnel Summary Report, perform the following steps:
1. Click TPS Reports in the TPS Main Menu. The Reports window is displayed.
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Figure 7-13: Reports Window

2. Select the Joint Personnel Summary from the Report field

3. The available filter criteria are displayed. Select the criterion by which you want to filter the
report by selecting the appropriate radio button. The criteria available for this report are: All
Personnel and By UIC (Single).

4. Click Select. TPS opens the report in Microsoft Excel.
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Figure 7-14: Joint Personnel Summary Report Sample

5. In Excel, you can print the report by clicking the Print icon. Alternatively, you can print the
report by selecting Print from the File menu.

6. Excel displays the Print dialog. You can change the printing parameters (such as the number
of copies) from this dialog.

7. Click OK to print the report. Excel prints the report and returns you to the report display.
Click Cancel to return to the report display without printing the report.
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8. SYSTEM ADMINISTRATION

8.1 System Administration Overview

The System Administration module allows you to perform quickly and easily numerous tasks

that could otherwise take a significant amount of time. By having TPS update a block of records
in the local database instead of manually updating each individual record, you not only save time,
but also lessen the possibility of making errors. This updating of records using data files also
allows for the easy exchange of information between systems using TPS as well as other
personnel systems that can interface with TPS. This helps you to quickly populate your local
database with the most current information available.

Through the upload process, you can update your local TPS database with current data easily,
which can then be used throughout the TPS application. Each type of data is contained in its
own file and is uploaded individually using the icons in the System Administration window.

Any of the following types of information can be uploaded from files stored either locally or on a
floppy, to the local database:

e Personnel
e Organizational Unit

e Equipment

e Rapid UIC
e Duty Status (either Military or Exercise)
e Rapid SSN

The System Administration module also allows you to quickly delete old personnel data from the
local TPS database as well as insert and update UICs. In addition, during military exercises, you
can quickly and easily reset the military duty status, exercise duty status and deployment date for
all deployed personnel, saving you the time and trouble of changing this information for each
individual record at the end of the deployment.

The module also provides two important tools: Valid TPS Users and Update JPD. The Valid
TPS Users allows you to select from a list of users and designate to which users to grant access
to TPS. The Update JPD function allows you to update the JPD database when necessary.

8.2 The System Administration Main Window

The System Administration Main Window is accessed by clicking TPS System Administration in
the TPS Main Menu. This module allows you upload data, delete personnel files, and change
duty statuses and deployment dates. This window is divided into two sections, the Upload
section and the Miscellaneous section. In the Upload section you will find various tools to help
you upload data from files into your local TPS database. The Miscellaneous section is where
you can find tools that delete multiple personnel records, insert new UICs as well as update
existing ones, and reset duty statuses and deployment dates.
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Upload

The following functions are available in the Upload section.

Miscellaneous

[ 1% <0 % Bo B9

Table 8-1:

Personnel

Organizational Unit

Equipment
Rapid UIC

Duty Status

Rapid SSN

System Administration: Upload Buttons

The following buttons are available in the Miscellaneous section.

B B WU E) B

Table 8-2:

Database Management

Insert/Update UIC

Reset Status
Unit Authorization

Valid TPS Users

Update JPD

System Administration: Upload Buttons
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8.3

System Administration Data Definitions—Upload

The tables in the subsequent sections list the data definitions for the fields displayed on screens
within the System Administration—Upload functions.

8.3.1 Upload Personnel

Table 8-3 lists the fields used in the Upload Personnel function as well as their data definitions.

Field Name Data Definition

SSN This field lists the SSN of the individual.

Name This field lists the name of the individual.

Sex This field displays the gender of the individual.

DOD Comp This field lists the individual’s branch of service.

Sve Comp This field indicates the individual’s service component, such as
Regular.

Pay Grade This field displays the individual’s pay grade.

Rank This displays the individual’s rank.

PMOS This field displays the individual’s primary Military Occupational
Specialty.

ASI This displays the ASI for the individual.

SQI This field lists the SQI for the individual.

Home UIC This field displays the unit to which an individual will return upon
completion of a temporary change of station in support of
deployment or other requirements.

Current UIC This field lists the UIC to which the individual is currently
assigned.

DOB This field lists the date of birth for the individual.

Table 8-3: Upload Personnel Data Definitions

832 Upload Equipment

Table 84 lists the fields available in the Upload Equipment function as well as their data

definitions.

Field Name Data Definition

Weapon System

This field displays the type of weapon system (helicopter, tracked,
or wheeled).

System Designation This field displays the name of system (for example M1A1 tank).

Max Crew This field displays the maximum number of crew members for the
vehicle.

Min Crew This field displays the minimum number of crew members for the

vehicle.

Table 8—4:

Upload Equipment Data Definitions
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8.3.3 Upload Duty Status—Exercise Duty Status

Table 8-5 lists the fields available in the Upload Duty Status—Exercise Duty Status function as
well as their data definitions.

Field Name Data Definition

SSN This lists the individual’s Social Security number.
Exercise Duty Status This field displays the code for the individual’s duty status (for
example, PDY for Present for Duty).

Table 8-5: Upload Duty Status—Exercise Duty Status
Data Definitions

8.3.4 Upload Duty Status—Military Duty Status

Table 86 lists the fields available in the Upload Duty Status—M ilitary Duty Status function as
well as their data definitions.

Field Name ‘ Data Definition
SSN This lists the individual’s Social Security number.
Military Duty Status This field displays the code for the individual’s duty status (for
example, PDY for Present for Duty).

Table 8-6: Upload Duty Status—Military Duty Status
Data Definitions

8.3.5 Upload Rapid SSN

Table 8-7 lists the fields available in the Upload Rapid SSN function as well as their data
definitions.

Field Name ‘ Data Definition
SSN This lists the individual’s Social Security number.
Current UIC This field lists the UIC to which the individual is currently
assigned.

Table 8-7: Upload Rapid SSN Data Definitions

8.4 System Administration Data Definitions—Miscellaneous

The tables in the subsequent sections list the data definitions for the fields displayed on screens
within the System Administration—Miscellaneous functions.
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84.1

Database Management

Table 8-8 lists the fields available in the Database Management function as well as their data

definitions.

Field Name Data Definition

DOD Radio Button Selected
SSN This field lists the SSN of the individual.
Name This field lists the name of the individual.
Foreign National Radio Button Selected
Name This field lists the name of the foreign national.

FORGN_MIL_PED _ID

This field contains the identification number associated with the
foreign national.

PN DSG TYP CD

This field contains a code for the type of personnel the foreign
national is, such a whether the person is a civilian or foreign
military personnel.

CTZSHP_CNTRY CD

This field displays a code for the foreign national’s country of
citizenship.

Table 8-8: Database Management Data Definitions

8.4.2 Insert/Update UIC

Table 8-9 lists the fields available in the Insert/Update UIC function as well as their data

definitions.

Field Name
UIC

Data Definition
This displays the unit identification code for the unit being inserted
or updated.

DODCMP

This field displays the DOD Component for the UIC, such as
Department of the Army

Unit Command of Assignment

This field lists to which Army Command the unit belongs. Note:
This field is only enabled if the Army radio button is selected as the
filter criterion.

Unit No.

This field contains the unit identification code. The field is
alphanumeric and consists of five to eight characters.

U.S. Army Regimental System No.

This is the U.S. Army Regimental System (USARS) number for the
UIC. Note: This field is only enabled if the Army radio button is
selected as the filter criterion.

Unit Branch

This field lists a code and description for the branch of the Army
under which the UIC falls.

Personnel Info System Process
Activity

The field displays a code and description of the Army organization
under which the UIC files.

Unit Description

The field contains a brief description of the UIC.

Unit Designation (Table of
Distribution and Equipment
Allowances)

This value is a short, descriptive name of a table of distribution and
allowances (TDA) unit.

Unit Designation (Table of
Organization and Equipment)

This value is a short, descriptive name of a table of organization
and equipment (TOE) unit.

May 29, 2008
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Field Name ‘ Data Definition

LOC Type This lists the type of geographic location for the UIC location: for
example, H — Home Geographic Location.

Gateway PO This field lists the Gateway PO, which is a military post office that
is a gateway for mail from USPS to military post offices throughout
the world.

Geo Loc This field displays the geographic location for the UIC, if
applicable.

State Loc This field lists the state in which the UIC is located, if applicable.

Home Army Loc This field displays the home location of the Army unit.

Country Loc This field lists the country for the UIC.

Zip Code The field displays the ZIP Code fore the UIC.

Gateway PO Area The field displays a code and description for the world region the
Gateway PO serves.

Table 8-9: Insert/Update UIC Data Definitions

843 Unit Authorization

Table 8-10 lists the fields available in the Unit Authorization function as well as their data
definitions.

Field Name Data Definition

Personnel Category This field displays either the Branch of Service or the type of
civilian unit.

UIC This field lists the UIC for which you are managing unit strength.
MPC The field displays a Military Personnel Classification for the unit—
that 1s whether it is Enlisted, Commissioned Officer, or Warrant
Officer.

Grade This field lists a code and description for the pay grade: for
example, E4 — SPC.

MOS This lists a Military Occupational Specialty authorized for the unit.
Auth Str This field displays number of authorized personnel (strength) within
a unit, by Military Personnel Class, Grade, and Occupational
Specialty.

Reg Str This field displays number of required personnel (strength) within a
unit, by Military Personnel Class, Grade, and Occupational
Specialty.

Assign Str The field displays the number of assigned personnel (strength)
within a unit, by Military Personnel Class, Grade, and Occupational
Specialty.

Oper Str The field displays the minimum number of personnel (strength)
needed in order to consider the unit at operational capability, by
Military Personnel Class, Grade, and Occupational Specialty.
Freeze This checkbox fixes the Authorized and Required Strengths at their
current levels.

Table 8-10: Unit Authorization Data Definitions
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8.5 Upload

8.5.1 Upload Personnel
To upload personnel to the TPS database from a file, perform the following steps:

1. Select TPS System Administration from the TPS Main Menu. TPS displays the TPS
Administrator window.

Tactical Personnel System - [TPS Administrator] |Z||E|r5__(|
ol Actions  Windows  Help - B X

AE-Ar-SaF- S SRR NE 1| |
Upload

Crganizational Lnit

Fapid UIC

&
0 B

Fapid SSH

& Database Management i | InserfUpdate LIC

LInit Autharization

X

m

i

o

o
wl O E)

@ Yalid TFS Users - | Update JFD

Skakus

Figure 8-1: TPS Administrator Window

2. Click on Personnel. TPS displays the Upload Personnel window and launches the Please
select personnel data file dialog, which is displayed on top. Alternatively, you can click the
on Upload Personnel button on the toolbar to upload personnel.
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£ Tactical Personnel System - [Upload Personnel]

ot Ackions  Windows  Help - 8 X
NERC =S R A RSN N
— === =

SSM Mame

Sex BUDIRCUEY Please select a personnel data file

Look in: | 1259 Inad files for apod

¥ @2 e @

n E] 1_Arrival bxt E] rapid uic upload error . bxt E] upload unit location
L\b E] 1a_Arrival.bxt E] rapid uic upload. bxt E] uploadTolocationT.
MyRecent | |[] 1b_load.bxt 2] Rapid UIC bt
Documents E] 2_Departures,bxk E] RapidssnSample.txt
E] 3_Revoke.bxt E] tps_ssnupload. bxt
@ [Z] amc file.bxt (2] trm test.bxt
Desktop E] amc kest.bxt E] trn kesta.bxt
[Z] calleenlocationupload. txt 2] uic upload bt
= E] duty status upload error bxt E] unit status upload error . bxt
’\) E] duty status upload.txt E] unit status upload.bxt
- E] personnel_upload errar bxt E] upload equip error . bxt

My Documents

E] personnel_upload.txt E] upload equip.bxt
E] rapid ssn upload error . txt E] upload org unit data error,bxt

Ej E] rapid ssn upload.txt E] upload org unit data,bxt

! [£) Rapid LIC2 kxt [Z) upload unit lacation errar kxt
My Computer

< I | >

File name: | v | L Open J

@ﬁ

My Network | Files of type: [t fles (1) v] [ cancel |

Total Records Uploaded: 0

Total Records Mot Read: 0

Status

Figure 8-2: Upload Personnel Window

3. Browse to the location of the file that you want to upload and select the file by highlighting
it.

4. Click Open (or alternately, double click the file name in the list).
5. TPS reads the data and displays a message confirming the file was read successfully.

Note: If errors occurred during the upload process, TPS displays a message informing you
of the error and providing you with the option to view the errors. Click Yes to view the
errors. Click No to return to the Upload Personnel without viewing the errors.

TP5 - Upload Personnel

i ] The personnel file is read incompletely,
Would wou like ko open File D:\Program Files\ TPSilogs\PersonnelReadFile.Error bo access error records?

L es J [ Mo ]

Figure 8-3: Incomplete Read Error Message
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6. Click OK. TPS returns to the Upload Personnel window and displays the valid data
contained in the personnel data file.

£ Tactical Personnel System - [Upload Personnel]

o5 Ackions  Windows  Help

ias-#e- a8l

Add

Total Records Read: 4

Total Records Uploaded: 0
Total Records Mot Read: 0

Cloze

[0l.18
55N Mame Sex DOD Comp Swe Comp Pay Grade Fiank PMOS A5l sal Hame LIC Current LIC DoB
» Sonny Do il R 03 CPT 114 14 2 WALFAL WAAFII
Cindy Manapzal | F & R E3 PFC 114 14 2 WAAFAY WwihsFI3
SonpaJonesl | F & R E3 PFC 114 14 2 WAAFAY WAAFEI
Daisy Lee F & R E3 PFC 114 14 2 WAAFAY WAAFEI

Status

Figure 8—4: Upload Personnel Window With Results

7. Click Add to add the files to the database. TPS displays a message confirming that the data

was uploaded successfully. Click

OK.

8. TPS returns to the Upload Personnel window and updates the Total Records Uploaded

counter.

Tatal Recards Read:

Tatal Recards Uplaaded:

Total Recaords Mot Read:

4
4

o

9. Click Close to return to the System Administration Main window.
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8.5.2 Upload Organizational Unit

The Upload organizational unit function allows you to upload organizational unit, location, or
unit status information.

8.5.2.1 UPLOAD ORGANIZATION UNIT DATA
To upload organizational unit data, perform the following steps:

1. Select TPS System Administration from the TPS Main Menu. TPS displays the TPS
Administrator window.

Tactical Personnel System - [TPS Administrator] |Z||E|r5__(|
ol Actions  Windows  Help - 5 X
AER-NP-SAP- N]=-A 80 ORL B¢ |

Upload

Peisonel AR Orgerizational Uri
3: Equipment %’77 Fapid LIC
&~ | Duty Status !! Fapid 55N

Miscellaneous

é Database Management e i InserfUpdate LIC
@ Feset Status { Unit Authaorization

ﬁ} Valid TPS Users E" Update JFD

Stakus

Figure 8-5: TPS Administrator Window

2. Click on Organization Unit. TPS displays the Upload Organization Unit window.
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5 Upload Organization Linit |Z||E|r>__<|

WARNING: THIS FUNCTION WILL OVYERWRITE THE ENTIRE TPS
ORGANIZATION TABLES. ALL UICS WILL BE LOST AND REPLACED
WITH THE UICS PROVIDED OM THE UNIT.TXT. ORG.TXT. AND
LOCAT.TXT FILES LOCATED IN THE TPS FOLDER.

) Organizational Uit

) Location

) Unit Status

Figure 8—-6: Upload Organization Unit Window

3. Select the Organizational Unit radio button.

4. Click OK. TPS displays the Please select a UIC file dialog. Click Cancel to return to TPS
Administrator window without uploading data.
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Please select a UIC file

2

Loak, in; | |72 Ioad files for apod w | 3 ? b v
T Ej 1_Arrival. bk
i 23 Ej la_Arrival bxt
by Recent r% 1b_load. bzt
Documents | (2] 2_Departures.bxt
- I'%j 3_Revoke, bxt
=
[ I'ij amic file.bxk
Desktop Ej armc kesk, bxt
Ej personnel_upload error . kxk
. I?I personnel_upload.bxk
J I'éj Rapid3snample. kxk
: =)t load. bt
ky Docurments m P5_SSTURIDA. L
Igj ke kesk. bzt
~ =| brn beska, bxk
g! —fupload org unit data, bxk
ky Cormputer
‘9 File name: |uplu:|a|:| arg unit daka. kst b | [ Open l
My Metwark, | Files of bype: | bt files [*.bat] “ | [ Cancel ]

Figure 8-7: Please Select a UIC File Dialog

5. Browse to the location of the file you want to upload and select the file by highlighting it.
Click Open or alternately, double click on the file name. Click Cancel to return to TPS

Administrator window without uploading data.

6. TPS reads the file and displays a message confirming the file was read successfully.

7. Click OK. TPS displays a message asking whether you want to continue importing UICs and
warns existing UIC will be overwritten if you do so. Click No to return to the TPS System

Administrator window without adding the unit data.

TIPS - UIC Import X

\_:.ij Do wou wank ko continue imparting UIC, This will delete all previous UIC records,

[ Yes l [ Mo ]

Figure 8-8: Continue Import Message

8. Click Yes to continue importing UIC information and overwrite existing data. TPS displays
a message confirming the data were loaded successfully.
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9. Click OK. TPS returns to the TPS Administrator window.

8.5.2.2 UPLOAD LOCATION
To upload unit location data, perform the following steps:

1. Select TPS System Administration from the TPS Main Menu. TPS displays the TPS
Administrator window.

Tactical Personnel System - [TPS Administrator] |Z||E|r5__(|
ol Actions  Windows  Help - B X

AE-Ar-SaF- S SRR NE 1| |
Upload

.............................. Organizational Unit

Fapid UIC

Fapid SSN

&
[0 A B

& Database Management & i Insert/Update UIC
@ Feset Status ‘ Lnit Authorization
# walid TPS Users

=

- | Update JFD

Skakus

Figure 8-9: TPS Administrator Window

2. Click on Organization Unit. TPS displays the Upload Organization Unit window.
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5 Upload Organization Linit |Z||E|r>__<|

WARNING: THIS FUNCTION WILL OVYERWRITE THE ENTIRE TPS
ORGANIZATION TABLES. ALL UICS WILL BE LOST AND REPLACED
WITH THE UICS PROVIDED OM THE UNIT.TXT. ORG.TXT. AND
LOCAT.TXT FILES LOCATED IN THE TPS FOLDER.

) Organizational Uit

) Location

) Unit Status

Figure 8-10: Upload Organization Unit Window

3. Select the Location radio button.

4. Click OK. TPS displays the Please select a UIC location file dialog. Click Cancel to return
to TPS Administrator window without uploading data.
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File name: |uplu:uau:| unit location, bt
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Figure 8-11: Please Select a UIC Location File Dialog

5. Browse to the location of the file you want to upload and select the file by highlighting it.
Click Open or alternately, double click on the file name. Click Cancel to return to TPS
Administrator window without uploading data.

6. TPS reads the file and displays a message confirming the file was read successfully.

7. Click OK. TPS displays a message asking whether you want to continue importing location
data and warns existing records will be overwritten if you do so. Click No to return to the
TPS System Administrator window without adding the unit data.

TPS - UIC location, Import X

\_:.ij Do wou wank to continue importing UIC location, This will delete all previous UIC location records.

[ Yes ] [

]

Figure 8-12: Continue Import Message

8. Click Yes to continue importing UIC information and overwrite existing data. TPS displays
a message confirming the data were loaded successfully.

9. Click OK. TPS returns to the TPS Administrator window.
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8.5.2.3 UPLOAD UNIT STATUS
To upload unit status data, perform the following steps:

1. Select TPS System Administration from the TPS Main Menu. TPS displays the TPS
Administrator window.

Tactical Personnel System - [TPS Administrator] |Z||E|['§__(|
ol Actions  Windows  Help - 5 X
D88 -8 ) 8l |

Upload
PEFSDHHEE & Organizational Unit

EJ Equipment g? Rapid UIC

3 "] Duty Status E Rapid SSN
Miscellaneous

é Database Management B InserfUpdate LIC
@ Fesget Status E Unit Autharization
g& Valid TFS Users

=

- | Update JFD

Stakus

Figure 8—-13: TPS Administrator Window

2. Click on Organization Unit. TPS displays the Upload Organization Unit window.
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5 Upload Organization Linit |Z||E|r>__<|

WARNING: THIS FUNCTION WILL OVYERWRITE THE ENTIRE TPS
ORGANIZATION TABLES. ALL UICS WILL BE LOST AND REPLACED
WITH THE UICS PROVIDED OM THE UNIT.TXT. ORG.TXT. AND
LOCAT.TXT FILES LOCATED IN THE TPS FOLDER.

) Organizational Uit

) Location

) Unit Status

Figure 8-14: Upload Organization Unit Window

3. Select the Unit Status radio button.

4. Click OK. TPS displays the Please select a UIC location file dialog. Click Cancel to return
to TPS Administrator window without uploading data.
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Please select a UIC location file

Look in: |@ load files for apod V| o ? ¥ [

I‘EJ 1_Arrival kxt I?J upload unit location error, kxt
I‘EJ 1a_Arrival.bxk

by Recent r% 1b_load.txt

Documents | |[Z] 2_Departures. bxt

E] 3_Rewvoke,bxt

I‘EJ arnc File, bxt

E] amc kesk,kxk

I‘EJ personnel_upload error, bxt
E] personnel_upload,bxt

I‘EJ Rapid3snSample. bxt

E] tps_ssnupload.tbxk

I‘EJ trm kest. bxk

E] trn teska,bxk

I‘EJ upload org unit data error, bxk
E] upload org unit daka, bxk

m

upload unit location, bk

a

=
[ar]
=
=
o
=

\$

by Documents

by Compuiter
‘g File name: |u|:u|u:ua|:| unit location, bt b | [ Open l
by Mebwark Files of bype: | bt Files [ kxt) L | [ Cancel ]

Figure 8-15: Please Select a UIC Location File Dialog

5. Browse to the location of the file you want to upload and select the file by highlighting it.
Click Open or alternately, double click on the file name. Click Cancel to return to TPS
Administrator window without uploading data.

6. TPS reads the file and displays a message confirming the file was read successfully.

7. Click OK. TPS displays a message asking whether you want to continue importing location
data and warns existing records will be overwritten if you do so. Click No to return to the
TPS System Administrator window without adding the unit data.

TPS - UIC status Import X

x_:':,/ Do you wank bo conkinue importing UIC skatus, This will delete all previous UIC skatus records,

I Vs l [ Mo ]

Figure 8-16: Continue Import Message

8. Click Yes to continue importing UIC information and overwrite existing data. TPS displays
a message confirming the data were loaded successfully.

9. Click OK. TPS returns to the TPS Administrator window.
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8.5.3 Upload Equipment
To upload equipment information from a data file, perform the following steps:

1. Select TPS System Administration from the TPS Main Menu. TPS displays the TPS
Administrator window.

Tactical Personnel System - [TPS Administrator] |Z||E|r5__(|
ol Actions  Windows  Help - 5 X

A= NP-SAp- N=- 8 CRE - |
Upload

PEFSDHHEE & Organizational Unit
3] Equipment ?""77 Riapid UIC

& | Duty Status 8 Fapid 55N

Miscellaneous

& Database Management (& i InserfUpdate LIC
@ Feset Status { Unit Autharization

@ YValid TPS Users E" Update JFD

Stakus

Figure 8-17: TPS Administrator Window

2. Click on Equipment. TPS displays the Upload Equipment window and launches the Please
Select A Equipment Data File dialog, which is displayed on top. Alternatively, you can click
the on Upload Personnel button on the toolbar to upload personnel.
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£ Tactical Personnel System - [Upload Equipment]

o-!  Ackions  Windows  Help - 8 X
LELER & | S 56 El

= - — —

Lo L) |

Please Select A Equipment Data File
‘Weapon System d

Laak in: | 123 load files for apod v| Q¥ -
3 E] 1_Arrival bxt E] rapid uic upload error . bxt E] upload unit location
e E] 1a_Arrival.bxt E] rapid uic upload. bxt E] uploadTolocationT.
My Recent | |[E] 1b_load.bxt [Z] Rapid UIC bt
Documents E] 2_Departures,bxk E] RapidssnSample.txt
E] 3_Revoke.bxt E] tps_ssnupload. bxt
@ [Z] amc file.bxt [Z] trm test.bxt
Desktop E] amc kest.bxt E] trn kesta.bxt
[Z] calleenlocationupload. bxt 2] uic upload bt
= E] duty status upload error bxt E] unit status upload error . bxt
“j E] duty status upload.txt E] unit status upload.bxt
My [;lloc:uments E] personnel_upload errar bxt E] upload equ?p error,bxt
E] personnel_upload.txt E] upload equip.bxt
E] rapid ssn upload error . txt E] upload org unit data error,bxt
? E] rapid ssn upload.txt E] upload org unit data,bxt
E] Rapid UICZ, bxt =| upload unit lacation error.bxt
My Computer
] | £
-
% File name: || A | [ Open
My Metwark | Files of tupe: | bt files [* bt v | [ Cancel

Total Records Uploaded: 0

Total Records Mot Read: 0

Status

Figure 8-18: Upload Equipment Window

3. Browse to the location of the file that you want to upload and select the file by highlighting
it. Click Open (or alternately, double click the file name in the list).

4. TPS reads the data and displays a message confirming the file was read successfully.

5. Click OK. TPS returns to the Upload Equipment window and displays the valid data
contained in the equipment data file.
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£ Tactical Personnel System - [Upload Equipment]

o= Ackions  Windows  Help - 8 X
R =S R A R RN
HCRERTE:

‘Wieapon System Sustem Designation b aw Crew Iin Crew
HELICOFTER LUHE2 7 3

HELICOPTER UHE3 a 4

Total Records Read: 2
Total Records Uploaded: 0

Total Records Mot Read: 0

Status

Figure 8-19: Upload Equipment Window With Data Displayed

6. Click Add to add the files to the database. TPS displays a message confirming that the data
was uploaded successfully. Click OK.

Note: If errors occurred during the upload process, TPS displays a message informing you
of the error and providing you with the option to view the errors. Click Yes to view the
errors. Click No to return to the Upload Equipment without viewing the errors.

TPS - Upload Equipment

\ i ] The equipment file is lnaded incompletely,
Would vwou like to open File D:\Program Files' TPSlogsEquipmentFileUpload. Error o access error records?

L es J [ Mo ]

Figure 8-20: Incomplete Load Message

7. TPS returns to the Upload Equipment window and updates the Total Records Uploaded
counter.
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Total Records Read: 2
Total Records Uploaded: 2

Total Records Mot Read: 0O

8. Click Close to return to the System Administration Main window.

8.54 Upload Rapid UIC
To upload UIC information from a data file, perform the following steps:

1. Select TPS System Administration from the TPS Main Menu. TPS displays the TPS
Administrator window.

Tactical Personnel System - [TPS Administrator] |Z||E|r5__(|
ol Actions  Windows  Help - 5 X

A= NP-SAp- N=- 8 CRE - |
Upload

Personnel & Organizational Unit
3] Equipment ?""77 Rapid UIC

& | Duty Status 5 Fapid 55N

Miscellaneous

& Database Management (& i InserfUpdate LIC
@ Feset Status { Unit Autharization

@ YValid TPS Users E" Update JFD

Stakus

Figure 8-21: TPS Administrator Window
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2. Click on Rapid UIC. TPS displays the RapidUICForm window.

&% RapidUICForm

B=1E3

Fleaze click on UIC Upload button to upload UICs.

JIC Upload

Cloze

Figure 8—22: RapidUICForm Window

3. Click on UIC Upload. Click Close to return to the TPS Administrator window without

making changes.

4. TPS displays the Please select a Rapid UIC data File dialog.

Please select a Rapid LIC data File

’a

=

L

@

Look in: | =) load files for apod

by Recent
Documents

Dezktop

\$

by Diocuments

L-(i:‘

by Metwork,

¥ o2 @

4

E‘J 1_arrival bxk

E’] 1a_parrival bxt

|§_°°] 1b_load. bk

E:] 2 _Departures. txk

E] 3_Rewvoke.bxt

E] amc file,kxk

E‘J amc tesk, bxk

E’] duty skatus upload error, kxk
|§_°°] duty skatus upload, bk

E:] personnel_upload error . kxk
E] personnel_upload. bxt

E] rapid ssn upload error,bxk
E‘J rapid ssn upload. kxk

E’] rapid uic upload error, bxk
|§_°°] rapid uic upload, bxk

E‘J Rapid3sn3ample.kxk

|§_w] kps_ssnupload. kxk

|§_°°] trm tesk, bxk

E’] krm keska.bxt

E] unit status upload ervor, bk
E’] unit status upload.bxt

E‘J upload equip errar. bxt

|§_w] upload equip.kxt

|§_°°] upload org unit data errar . bxk
E’] upload org unit data. bt

E] upload unit location error. bk
E’] upload unit locakion, Exk

File: mame: ||

v]

Open l

Filez of type:

|t fles (%t

v

Cancel ]

Figure 8-23: Please Select a Rapid UIC Data File Dialog
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5. Browse to the location of the file that you want to upload and select the file by highlighting
it. Click Open (or alternately, double click the file name in the list).

6. TPS loads the records and displays a message confirming that the records were loaded
successfully.

7. Click OK. TPS returns you to the RapidUICForm window.
8. Click Close to return to the TPS Administrator window.

8.5.5 Upload Duty Status

The Upload Duty Status function allows you to upload either exercise or military duty status
information.

8.5.5.1 UPLOAD EXERCISE DUTY STATUS
To upload exercise duty status information from a data file, perform the following steps:

1. Select TPS System Administration from the TPS Main Menu. TPS displays the TPS
Administrator window.

Tactical Personnel System - [TPS Administrator] |Z||E|E|

ol Actions  Windows  Help - B X

P G | S| ] 6

& Organizational Unit
57 Fapid LIC
==

&2 = | Duty Status . Fapid S5M

Miscellaneous

& Database Management D Insert/Update UIC
@ Feset Status D Unit Autharization
g} Yalid TPS Users Update JFD

Skaktus

Figure 8-24: TPS Administrator Window
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2. Click on Duty Status. TPS displays the SelectDutyStatusToUpdateForm window.

tE SelectDutyStatusToUpdateForm

Upload Duty Status

(#) Exercize Duty Status
3 Military Doty Status

Cancel

CBX

Figure 8-25: SelectDutyStatusToUpdateForm Window

3. Select the Exercise Duty Status radio button.
4. Click OK. TPS displays the Please select a duty status file dialog.

Please select a duty status data file

Look in; | I=7 load files for apod

B

My Recent
Documents

Bl

Desktop

¢

ky Documents

My Computer

-

b Metiark,

¥ O # @

E’] 1_Arrival.bxk

E’] 1a_Arrival bxk

E’] 1b_load.kxt

E’] Z2_Departures, kbxk

E’] 3_Rewvoke bxt

E’] amc file.bxk

E’] amc tesk,kxk

E’] duty status upload error. kxt
E’] duty status upload. kxk

E’] personnel_upload error. bxk
[Z] personnel_uplaad.bxt

[Z] rapid ssn upload errar bt
[Z] rapid ssn upload. bxt

[Z] rapid uic upload errar bt
E’] rapid uic upload, kxt

E’] RapidSsnSample. bxt

E’] tps_ssnupload. bxt

E’] krm kest. bxk

E’] krm kesta.bxk

E’] unit skatus upload error. bxk
E’] unit skakus upload. bxt

E’] upload equip error.kxk

E’] upload equip.txk

E’] upload org unit daka error.kxk
E’] upload org unit daka.bxk

[Z] upload unit location error bt
[£] upload urit location. kxt

File narme: ||

v

[ Open ]

Files of type:

|t files " twt]

v]

[ Cancel ]

Figure 8-26: Please Select a Duty Status Data File Dialog
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5. Browse to the location of the file that you want to upload and select the file by highlighting
it. Click Open (or alternately, double click the file name in the list).

6. TPS reads the data and displays a message confirming the file was read successfully.

7. Click OK. TPS returns to the Upload Exercise Duty Status window and displays the valid
data contained in the duty status data file.

Exercise Duty Status

Ml

RED

Total Records Read: 3
Total Records Uploaded: 0
Total Records Mot Read: 0

Status

Figure 8-27: Upload Exercise Duty Status Window

8. Click Add to add the files to the database. TPS displays a message confirming that the data
was uploaded successfully. Click OK.

9. TPS returns to the Upload Exercise Duty Status window and updates the Total Records
Uploaded counter.

Total Record: Read: 3
Total Records Uploaded: 3
Taotal Recards Mot Read: 0

10. Click Close to return to the System Administration Main window.
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8.5.5.2 UPLOAD MILITARY DUTY STATUS
To upload military duty status information from a data file, perform the following steps:

1. Select TPS System Administration from the TPS Main Menu. TPS displays the TPS
Administrator window.

Tactical Personnel System - [TPS Administrator] |Z||E|['§__(|
ol Actions  Windows  Help - 5 X
D88 -8 ) 8l |

Upload
PEFSDHHEE & Organizational Unit

EJ Equipment g? Rapid UIC

3 "] Duty Status E Rapid SSN
Miscellaneous

é Database Management B InserfUpdate LIC
@ Fesget Status E Unit Autharization
g& Valid TFS Users

=

- | Update JFD

Stakus

Figure 8-28: TPS Administrator Window

2. Click on Duty Status. TPS displays the SelectDutyStatusToUpdateForm window.
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Figure 8-29: SelectDutyStatusToUpdateForm Window

tE| SelectDutyStatusToUpdateForm

Upload Duty Status

(%) Ewercize Duty Status
(3 Military Dty Status

S[=/ed

Cancel

3. Select the Military Duty Status radio button.
4. Click OK. TPS displays the Please select a duty status file dialog.

Please select a duty status data file

Loak, in; | |72 Ioad files for apod

D

by Recent
Documents

€

Deszktop

ky Docurments

ky Cormputer

<

ey M etworl:,

v| O 5 A

E:] 1_Arrival. bk

E] la_Arrival bxt

E’] 1b_load. bzt

E‘J 2 _Departures, txk

E’] 3_Revoke, bxt

|§_°°] amic file.bxk

E:] armc kesk, bxt

E] duky status upload error . bxk
E’] duty skatus upload, kxk

E‘J personnel_upload errar, bxk
E’] personnel_upload, bxk

|§_°°] tapid ssn upload error.kbxk
E:] rapid ssn upload.bxk

E] rapid uic upload error, bxk
E’] rapid uic upload, bxk

E’] RapidSsnSample. txt

E] kps_ssnupload. bxt

E’] trm test, Exk

E‘J trm testa.bxk

|§_w] unit skakus upload errar, bxk
|§_°°] unit skakus upload. kxk

E’] upload equip error. btk

E] upload equip. bxt

E’] upload org unit data errar. bxk
E‘J upload org unit data, bxk

|§_w] upload unit location error, bk
|§_°°] upload unit lacakion, bxk

File name: ||

v

Open ]

Filez of type:

et fles [* et

v|

[ Cancel ]

Figure 8-30: Please Select a Duty Status Data File Dialog
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5. Browse to the location of the file that you want to upload and select the file by highlighting
it. Click Open (or alternately, double click the file name in the list).

6. TPS reads the data and displays a message confirming the file was read successfully.

7. Click OK. TPS returns to the Upload Military Duty Status window and displays the valid
data contained in the duty status data file.

Military Doty Status

Ml

RED

Total Records Read: 3
Total Records Uploaded: 0
Total Records Mot Read: 0

Status

Figure 8-31: Upload Military Duty Status Window

8. Click Add to add the files to the database. TPS displays a message confirming that the data
was uploaded successfully. Click OK.

9. TPS returns to the Upload Exercise Duty Status window and updates the Total Records
Uploaded counter.

Total Records Read: 3
Taotal Recards Uploaded: 3
Total Recards Mat Read: 0O

10. Click Close to return to the System Administration Main window.
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8.5.6 Upload Rapid SSN
To upload SSN information from a data file, perform the following steps:

1. Select TPS System Administration from the TPS Main Menu. TPS displays the TPS
Administrator window.

Tactical Personnel System - [TPS Administrator] |Z||E|r5__(|
ol Actions  Windows  Help - 5 X

A= NP-SAp- N=- 8 CRE - |
Upload

PEFSDHHEE & Organizational Unit
3] Equipment ?""77 Riapid UIC

& | Duty Status 8 Fapid 55N

Miscellaneous

& Database Management (& i InserfUpdate LIC
@ Feset Status { Unit Autharization

@ YValid TPS Users E" Update JFD

Stakus

Figure 8-32: TPS Administrator Window

2. Click on Rapid SSN. TPS displays the Upload Rapid SSN window and launches the Please
Select A Rapid SSN Data File dialog, which is displayed on top. Alternatively, you can click
the on Open SSN File button on the toolbar to upload SSNs.
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£ Tactical Personnel System - [Upload Rapid SSN]

oo Ackions  Windows  Help - 8 X
SR -AP=Nr- A= AR R

— — ————

L0 4=

Please Select A Rapid 55N Data File

Current UIC

Look in: | 1259 Inad files for apod

Y O e @

E] 1_Arrival bxt E] rapid uic upload error . bxt E] upload unit locatio
E] 1a_Arrival.bxt E] rapid uic upload. bxt E] uploadTolocationT.
MyRecent | |[E] 1b_load.bxt 2] Rapid UIC txt
Documents E] 2_Departures,bxk E] RapidssnSample.txt

E] 3_Revoke.bxt E] tps_ssnupload. bxt

@ [Z] amc file.bxt (2] trm test.bxt

Desktop E] amc kest.bxt E] trn kesta.bxt
[£] colleenlocationupload. txt 2] uic upload bt

= E] duty status upload error bxt E] unit status upload error . bxt
‘\_) E] duty status upload.txt E] unit status upload.bxt
E] personnel_upload errar bxt E] upload equip error . bxt
My Documents N

E] personnel_upload.txt E] upload equip.bxt
E] rapid ssn upload error . txt E] upload org unit data error,bxt

g’ E] rapid ssn upload.txt E] upload org unit data,bxt
[£) Rapid LIC2 bxt [£) upload unit lacation errar kxt

My Computer
£ 1l | 2
n
g File name: || A | L Open J
My Network | Files of type: [t fles (1) v] [ cancel |

Total Records Uploaded: O
Total Records Mot Read: 0

Status

Figure 8-33: Upload Rapid SSN Window

3. Browse to the location of the file that you want to upload and select the file by highlighting
it. Click Open (or alternately, double click the file name in the list).

4. TPS reads the data and displays a message confirming the file was read successfully.

Note: If errors occurred during the upload process, TPS displays a message informing you
of the error and providing you with the option to view the errors. Click Yes to view the
errors. Click No to return to the Upload Rapid SSN without viewing the errors.

TPS - Upload Rapid 55N

i The rapid ssn file is read incompletely,
Would vwou like to open File D:\Program Files) TPSYlogs'RapidSShReadFile. Error ko access error records?

L es J [ Mo ]

Figure 8-34: Incomplete File Read Message
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5. Click OK. TPS returns to the Upload Rapid SSN window and displays the valid data
contained in the data file.

£ Tactical Personnel System - [Upload Rapid SSN]

o= Ackions  Windows  Help - 8 X
FEC M= XA NS MRS N
o8

Current UIC

Total Records Read: 2
Total Records Uploaded: 0

Total Records Mot Read: 0

Status

Figure 8-35: Upload Rapid SSN Window

6. TPS displays the Choose a Manifest dialog. Select the manifest to which you want to add the
personnel uploaded by highlighting the manifest number.
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8 ChooseAManifest |;||E|[Z|
E 4 . | | 1 of 3 | p‘ FH |

Please choose a manifest;

Figure 8-36: Choose Manifest Dialog

7. Click Select. Note: If a person you are adding already exists on the selected manifest, TPS
displays a message informing you of the duplication. Click OK to return the Upload Rapid
SSN window. (If there is more than one duplicate, clicking OK will advance you to the next
message window.)

PS - TPS Administrator X

- | J The person with S5M as exists in the selected Manifesk 123

Figure 8-37: Person Exists in Selected Manifest Message

8. TPS adds the personnel to the manifest and displays a message confirming the data was
uploaded successfully.

9. TPS returns to the Upload Rapid SSN window and updates the Total Records Uploaded
counter.

Total Records Read: 2
Total Records Uploaded: 2

Total Records Mot Read: 0
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10. Click Close to return to the System Administration Main window. Note: If you click Add
after you have clicked Select on the ChooseAManifest dialog, you receive a message
informing you that the records have already been added.

PS - Upload Rapid SSN X

1 ) These records are already added ko the database, Please select new file,

Figure 8-38: Files Already Added to Database Message

8.6 Miscellaneous

The subsequent sections provide detailed information on the functions found under
Miscellaneous.

8.6.1 Database Management

The Database Management function allows you to delete records from your local TPS database.
Please note that the records are deleted permanently.

To delete a record from the database, perform the following steps:

1. Select TPS System Administration from the TPS Main Menu. TPS displays the TPS
Administrator window.
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Tactical Personnel System - [TPS Administrator] |:||E|r5__(|

ol Actions  Windows  Help - 5 X

Pl B g S 1= 6 a8l

PEFSDHHEE & Organizational Unit
EJ Equipment g;l Fapid UJIC

& | Duty Status 4 Fapid 55N

& Database Management ,_,i InserfUpdate LIC
@ Feset Status ‘ Unit Autharization
@ Valid TRS Users ;E Update JFD

Stakus

Figure 8-39: TPS Administrator Window

2. Click on Database Management. TPS displays the Database Management window.
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£ Tactical Personnel System - [Database Management]

o- Ackions  Windows  Help - 8 X
LER A S S 6EEl
41 oisl dLEO IS |

(&) DOD Personnel

) Foreign National Select/highlight one or more Personnel record(s] and click the "Delete” button.

All Personnel

WASHINGTON GEORGE
ADAMS JOHN
JEFFERSON THOMAS
MADISON JAMES
MOMROE JAMES

ALCOTT LOLNSA MaY

Sonny Do

Daizy Lee

Sonya Jones|

Cindy Manapszal

Total: 13

WARNING: THIS FUNCTION WILL COMPLETELY DELETE THE RECORD(5) YOU SELECTED. ALL REFERENCE TO
THE PERSONNEL SELECTED i.e. MANIFEST. TASK FORCE. ETC.. WILL BE ELIMINATED FROM THE DATABASE!

Status

Figure 8—40: Database Management Window

3. Select either the DOD Personnel or Foreign National radio buttons to filter the data displayed
in the Database Management window.

4. Select a person to delete from database using one of the following methods:

If | Then

You want to delete one person from the task Scroll through the list if necessary and select

force the name of the person to be deleted.

You want to delete a continuous block of Scroll through the list if necessary, select the

names from the task force first name in the block and, while holding
down the Shift key, select the last name in the
block.

You want to delete multiple names that are Scroll through the list if necessary and, while

not in a continuous block holding down the Ctrl key, select each name
that you wish to delete.

Table 8-11: Select Person Methods

5. Click Delete to delete the personnel selected. Note: This permanently removes the records
from the database. TPS displays a confirmation message.
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6. Click Yes to delete the record. Click No to the Database Management window without

making any changes.

7. Click Save to save your changes. TPS displays a message confirming the changes were

made successfully.

8. Click Close to return to the TPS Administrator window.

8.6.2 Insert/Update UIC

This function allows you to enter a new unit identification code (UIC) or edit details for a UIC

already in the database.

8.6.2.1 INSERT UIC

To update UIC information, perform the following steps:
1. Select TPS System Administration from the TPS Main Menu. TPS displays the TPS

Administrator window.

Tactical Personnel System, - [TPS Administrator]

ol Actions Windows  Help

HEE-AP=SAP- = AR ERE N

(=1

- 5 X

g} Valid TPS Users

& Organizational Unit
gF Fapid UIC

% Fapid S5M

Insertf!Update UIC

D Unit Authorization
Update JFD

Skatus

Figure 8—41: TPS Administrator Window
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2.

Click on Insert/Update UIC. TPS displays the Insert/Update UIC window.

Tactical Personnel System - [Insert/Update UIC]

o Ackions  Windows  Help - 8 X

LEA A &S] 1= S 8]
EOJE
Filter
(*) ARMY ) AR FORCE ) MARINE O Ay () COAST GUARD
we: [« DODCMP: |- DEPARTMENT OF THE ARMY .
Diouble click on UIC field for search
Unit Command of Assignment: | M UnitMas l:l
.S, Ammy Regimental System Na.: I:I Unit Branch: | »|"
Perzonnel Info System Processing Activity: | | w

Unit Designation [T able of Distribution and E quipment Allowance]: | |

Unit Designation [T able of Organization and Equipment]: | |

Loc Typs: | v Gateway Po: | |
Geolom| | State Loc: | v
Homedmylos| | Courntry Lo | |
ZpCode:| | Gateway PO res | |

[*] Denotes required field

Status

10.

Figure 8—42: Insert/Update UIC Window

In the Filter area of the window, select the radio button of the Branch of Service to which
you want to add the UIC.

The UIC field must be completed for all new records. The UIC must be between five and
eight characters in length.

Enter appropriate information in all required fields. Note: The required fields vary by the
Branch of Service selected.

Unless otherwise changed, the DODCMP field will display the value corresponding to the
Branch of Service that you selected in Step 3.

For optional fields, it is recommended that you fill in these fields as completely as possible.
Type or select the appropriate value for each field.

Click Save. TPS displays a message confirming that the UIC was successfully inserted.
Click OK to return to the Insert/Update UIC window.

Click the X in the upper right-hand corner of the window to close the Insert/Update window
and return to the TPS Administrator window.
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8.6.2.2 UPDATE UIC
To update UIC information, perform the following steps:

1. Select TPS System Administration from the TPS Main Menu. TPS displays the TPS
Administrator window.

Tactical Personnel System - [TPS Administrator] |Z||E|r5__(|
ol Actions  Windows  Help - 5 X

A= NP-SAp- N=- 8 CRE - |
Upload

PEFSDHHEE & Organizational Unit
EJ Equipment g? Rapid UIC
3 "] Duty Status E Rapid SSN
Miscellaneous
é Database Management B InserfUpdate LIC
@ Fesget Status E Unit Autharization
g& Valid TFS Users

=

- | Update JFD

Stakus

Figure 8—43: TPS Administrator Window

2. Click on Insert/Update UIC. TPS displays the Insert/Update UIC window.
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£ Tactical Personnel System, - [Insert/Update UIC]

o Ackions  Windows  Help - 8 X
=R AP=R - =R R R
A= A=) J

Filter
(*) ARMY ) AR FORCE ) MARINE O Ay () COAST GUARD

we: [« DODCMP: |- DEPARTMENT OF THE ARMY .
Double click on LICfield for search

Unit Command of Azzignment: | ¥ ¥ UnitMoz: l:l
H . w
.S, Ammy Regimental System Na.: I:I Unit Branch: | »
Perzonnel Info System Processing Activity: | | w

Unit Dezignation [T able of Distibution and Equipment Allowance]: | |

Unit Designation [T able of Organization and Equipment]: | |

Loc Type: | N | Gateway PO: | v |

Geo Loc: l:l State Loc: | i |
Home Armny Loc: l:l Country Loc: | v |
Zip Code: l:l Gateway PO Area: | v |

[*] Denotes required field

Status

Figure 8—44: Insert/Update UIC Window

3. Select the radio button of the Branch of Service by which you want to filter the UICs.

4. Double click in the UIC field to search for the UIC you want to update. TPS displays the
UIC Selection window.
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UIC Selection M [=1(E3

Search far LIC |
i Branch IJnit Dezignation Unit Designation TDA Init Dresignation MTOE A
] CITF?E UMEMOWHM B
bMCIA UMEMDWHM
TESTCE CH
TFSPAZ UMEMOWHN
Woo115 UMEMOWHM
WOOT16 UMENDWHN
WO0120 "

[ Select H Cancel

Figure 8—45: UIC Selection Window

5. Select the UIC by highlighting its row and clicking Select. Select Cancel to return to the
Insert/Update UIC window without selecting a UIC.

6. TPS returns to the Insert/Update UIC window and displays the data values contained in the
database for the UIC selected.
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Tactical Personnel System - [Insert/Update UIC]

o-  Ackions  Windows  Help - 8 X
REANP-Sap- IR R DR WY
He )&
Filter
© ARMY O AR FORCE O MARINE O Nawy O COAST GUARD
i [womos |« DODCMP: | & - DEPARTMENT OF THE ARMY v *

Diouble click on UIC field for search
Unit Command of Azzignment: |AS -US ARMY INTELLIGENCE AND SEC % | * it g l:l

LS. Army Regimental System Mo.: I:I Unit Branch: | vl
Perzonnel Info System Processing Activity: | KD - FT MEADE. MD |
Unit Description: l:l
Unit Dezignation [T able of Distibution and Equipment Allowance]: |?04 MI BDE MACDILL AFB |
Unit Designation [T able of Organization and Equipment]: | |
Loc Type: | A | Gateway PO: | N |
Geo Loc: l:l State Loc: | - |
Home Armny Loc: l:l Country Loc: | N |
Zip Code: l:l Gateway PO Area: | N |

[*] Denotes required field

Status

Figure 8—46: Insert/Update UIC Window With Values Displayed

7. The UIC field is not editable. The values of all other fields may be changed. Enter
appropriate values in the available fields.

8. Click Save to save the changes. TPS displays a message confirming the update was
successful.

9. Click OK to return to the Insert/Update window.

10. Click the X in the upper right-hand corner of the window to close the Insert/Update window
and return to the TPS Administrator window.

8.6.3 Reset Status
This function sets the military and exercise status to PDY and resets the deployment date.

To reset military or exercise duty status and deployment date, perform the following steps:

1. Select TPS System Administration from the TPS Main Menu. TPS displays the TPS
Administrator window.
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Tactical Personnel System - [TPS Administrator] |:||E|r5__(|

ol Actions  Windows  Help - 5 X

Pl B g S 1= 6 a8l

PEFSDHHEE & Organizational Unit
EJ Equipment g;l Fapid UJIC

& | Duty Status 4 Fapid 55N

& Database Management ,_,i InserfUpdate LIC
@ Feset Status ‘ Unit Autharization
@ Valid TRS Users ;E Update JFD

Stakus

Figure 8—-47: TPS Administrator Window

2. Click on Reset Status. TPS displays the Reset Duty Status/Deployment Date window.
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Tactical Personnel System - [Reset Duty Status / Deployment Date]

ol Actions  Windows  Help

NSNS A=A N |

- 8 X

Reset Duty Status [ Deployment Date

Fleaze select an option and click QK

Status

() Exercize Duty

) Milikary Dty Status

@ all

Status

Deployment Date

) es
& Mo

Close

Figure 8—48: Reset Duty Status/Deployment Date Window

3. Select the type of duty status that you want to update using one of the following methods:

If Then
You want to reset all Exercise Duty Statuses Select Exercise Duty Status.
to PDY
You want to reset all Military Duty Statuses Select Military Duty Status.
to PDY
You want to reset all duty statuses to PDY Select All.

Table 8-12: Select Duty Status Type Methods

Click OK. TPS displays a message informing you that the duty status has been reset to Present

for Duty (PDY) for the duty status selected.

4. Click OK to return to the Reset Duty Status/Deployment Date window.

5. Select the Yes radio button in the Deployment Date area if you want to reset the deployment
date. Select the No radio button if you do not want to reset the deployment date.
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6. Click OK. TPS displays a message informing you that the duty status has been reset to PDY
and the deployment date have been reset if Yes was selected. If you selected No, TPS
displays a message informing you the duty status selected is reset.

7. Click OK to return to the Reset Duty Status/Deployment Date window.
8. Click Close to return to the TPS Administrator window.

8.6.4 Unit Authorization

The Unit Authorization function allows you to tabulate the authorized, required, assigned and
operating strengths for each personnel category. The function helps you manage staffing
requirements. The function allows you to add, edit, or delete a unit authorization.

The buttons listed below are available on the toolbar when using this function.

” Move First
< Move Previous
| Current Position

Total Number of Items
af 4
N Move Next
N Move Last
— Save

Add New
&

Delete
=)

Print
=

Table 8-13: Unit Authorization Buttons
8.6.4.1 UNIT AUTHORIZATION: ADD

To add unit authorization information, perform the following steps:

1. Select TPS System Administration from the TPS Main Menu. TPS displays the TPS
Administrator window.
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EB Tactical Personnel System - [TPS Administrator] |Z||E|g|
o=l Actions  Windows  Help - 5 X

AL & | S| =)@ ) 8l

& COrganizational Unit
a Equiprnent g? Rapid IC

2 = | Duty Status B Rapid 55N

Miscellaneous

& Database Management Q IngeryUpdate LIC
@ Reset Status D Unit Autharization

Status

Figure 8—49: TPS Administrator Window

2. Click on Unit Authorization. TPS displays the Unit Authorization window.
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£ Tactical Personnel System - [Unit Authorizations]

o-l Actions  windows  Help

Pldad 1 o3| b MIHIO I8

Perzonnel Category uic MPC Grade M5 Auth Str Fieq Str Aszsign Str Oper Str Freeze
» | TFSP&Z O - COMMISSIONED OFFICER  » 05-LTC + 214 1 1 1 1 O
& -DEPARTMENT OF THE ARMY  » | TFSPAZ E - EMLISTED v | E4-5PC v |92G 5 5 5 5 O
4 -DEPARTMENT OF THE ARMY  ~ | TFSPAZ O - COMMISSIONED OFFICER » 05-LTC 592G 1 1 1 1 O

1] ] >

Status

Figure 8-50: Unit Authorization Window

3. Click the Add new button to add a new authorization. TPS adds a row for data entry to the
table.
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£ Tactical Personnel System - [Unit Authorizations]

ol Actions  windows  Help -
P4 4 |4 of 4 | I w|a@@@
Perzonnel Category uic MPC Grade M5 Auth Str Fieq Str Aszsign Str Oper Str Freeze
A -DEPARTMENT OF THE ARMY  ~ | TFSPAZ O - COMMISSIONED OFFICER  »  05-LTC 214 1 1 1 1 O
& -DEPARTMENT OF THE ARMY  » | TFSPAZ E - EMLISTED v | E4-5PC v |92G 5 5 5 5 O
A -DEPARTMENT OF THE ARMY  » | TFSPAZ O - COMMISSIONED OFFICER » 05-LTC 592G 1 1 1 1 O
» v v v O
< il | >
Status

Figure 8-51: Unit Authorization Window With New Row

4. The following fields are required for all personnel. Select an appropriate value from the
picklist.

e Personnel Category
e UIC

5. For service members, the following fields are required. Select an appropriate value from the
picklist.

e Military Personnel Class
e Pay Grade
e Military Occupational Specialty

6. The following fields are optional. However, it is recommend that you enter values for the
fields.

e Authorized Strength (Auth Str)
e Required Strength (Req Str)
e Assigned Strength (Assign Str)
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e Operating Strength (Oper Str)
e Freeze

Note: If you check the Freeze checkbox, the values for Authorized and Required Strength
are frozen. TPS disables data entry for the fields, and the fields are shaded gray.

[ Tactical Personnel System - [Unit Authorizations]

HIE b
P4 4 |3
Perzonnel Categony uic MPC Grade & MOS Auth St Req Str Agzzign St Oper Str Freeze
# - DEPARTMENT OF THE ARMY v TFSPAZ D -COMMISSIONED OFFICER v 05-LTC v 214 1 1 1 1 ]
& - DEPARTMENT OF THE ARMY v TFSPAZ O -COMMISSIONED OFFICER ~ 05-LTC v 925 1 1 1 1 O
F | & -DEPERTMENT OF THE ARMY v TFSP&Z | E -ENLISTED v E4-SFC v 925 5 5 5 5
F - DEPARTMENT OF THE AIR FORCE v TFSPAZ | E -ENLISTED v E2-Pv2 v 925 1 1 1 1 =

Status

Figure 8-52: Unit Authorization Window—Frozen Fields

7. Click Save. TPS saves the record and returns to the Unit Authorization window.

8. Click the X in the upper right-hand corner of the window to close the Unit Authorization
window and return to the TPS Administrator window.

8.6.4.2 UNIT AUTHORIZATION: EDIT
To edit unit authorization information, perform the following steps:

1. Select TPS System Administration from the TPS Main Menu. TPS displays the TPS
Administrator window.
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EB Tactical Personnel System - [TPS Administrator] |Z||E|g|
o=l Actions  Windows  Help - 5 X

AL & | S| =)@ ) 8l

& COrganizational Unit
a Equiprnent g? Rapid IC

2 = | Duty Status B Rapid 55N

Miscellaneous

& Database Management Q IngeryUpdate LIC
@ Reset Status D Unit Autharization

Status

Figure 8-53: TPS Administrator Window

2. Click on Unit Authorization. TPS displays the Unit Authorization window.
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£ Tactical Personnel System - [Unit Authorizations]

o-l Actions  windows  Help
Eldeda 1 o3| b MIHIO I8
Perzonnel Category uic MPC Grade M5 Auth Str Fieq Str Aszsign Str Oper Str Freeze
» | TFSP&Z O - COMMISSIONED OFFICER  » 05-LTC + 214 1 1 1 1 O
& -DEPARTMENT OF THE ARMY  » | TFSPAZ E - EMLISTED v | E4-5PC v |92G 5 5 5 5 O
4 -DEPARTMENT OF THE ARMY  ~ | TFSPAZ O - COMMISSIONED OFFICER » 05-LTC 592G 1 1 1 1 O

< il |

Status

Figure 8-54: Unit Authorization Window

3. The Personnel Category, UIC, MPC, Grade, and MOS fields are read-only cannot be edited.
Note: If authorized and required strength levels are frozen for a unit, those fields will be
disabled for editing as well.

4. Change the fields you want to edit by typing the data in the field.

5. Click Save. TPS saves the record and returns to the Unit Authorization window.
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(8 Tactical Personnel System - [Unit Authorizations]

EY O e
P 4|4 ofd | b bl = O & |E |

Perzonnel Categary uic MPC Grade & WMO5 Auth Str Feq Sk Agsign St Oper Str Freeze
A -DEPARTHEMT OF THE ARMY ~ TFSPAZ | O - COMMISSIOMED OFFICER  +» 0&-LTC » 214 1 1 1 1 O
A -DEPARTMEMT OF THE ARMY » TFSPAZ 0O -COMMISSIONED OFFICER  » D5-LTC % 892G 1 1 1 1 O
& -DEPARTHEMNT OF THE ARMY w TFSP&Z E-ENLISTED w | E4-SPC |+ |92G 5 5 5 5
» F -DEPARTMENT OF THE AIR FORCE  + TFSPAZ E - EMLISTED v E2-PV2 v 892G 2 1 1 [}

Status

Figure 8-55: Unit Authorization Window With Changes

6. Click the X in the upper right-hand corner of the window to close the Unit Authorization
window and return to the TPS Administrator window.

8.6.4.3 UNIT AUTHORIZATION: DELETE
To delete a unit authorization, perform the following steps:

1. Select TPS System Administration from the TPS Main Menu. TPS displays the TPS
Administrator window.
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EB Tactical Personnel System - [TPS Administrator] |Z||E|g|
o=l Actions  Windows  Help - 5 X

AL & | S| =)@ ) 8l

& COrganizational Unit
a Equiprnent g? Rapid IC

2 = | Duty Status B Rapid 55N

Miscellaneous

& Database Management Q IngeryUpdate LIC
@ Reset Status D Unit Autharization

Status

Figure 8-56: TPS Administrator Window

2. Click on Unit Authorization. TPS displays the Unit Authorization window.
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£ Tactical Personnel System - [Unit Authorizations]
o-l Actions  windows  Help -

Pldad 1 o3| b MIHIO I8

Perzonnel Category uic MPC Grade M5 Auth Str Fieq Str Aszsign Str Oper Str Freeze
» | TFSP&Z O - COMMISSIONED OFFICER  » 05-LTC + 214 1 1 1 1 O
& -DEPARTMENT OF THE ARMY  » | TFSPAZ E - EMLISTED v | E4-5PC v |92G 5 5 5 5 O
4 -DEPARTMENT OF THE ARMY  ~ | TFSPAZ O - COMMISSIONED OFFICER » 05-LTC 592G 1 1 1 1 O

< Iili | >

Status

Figure 8-57: Unit Authorization Window

3. Select a unit authorization for deletion using one of the following methods:

If | Then
You want to delete one unit Scroll through the list if necessary and select the unit
authorization authorization to be deleted.

You want to delete a continuous | Scroll through the list if necessary, select the first unit
block of unit authorizations from | authorization in the block and, while holding down

the list the Shift key, select the last unit authorization in the
block.

You want to delete multiple unit | Scroll through the list if necessary and, while holding

authorizations that are not in a down the Ctrl key, select each unit authorization that

continuous block you wish to delete.

Table 8-14: Select Unit Authorization Methods

4. Click Delete. The Delete Confirmation message is displayed.

5. If you want to delete the chosen unit authorization, click Yes. If you do not want to delete
the chosen unit authorization, click No. TPS returns to the Unit Authorization window.

6. Click Save. TPS saves the changes.
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[ Tactical Personnel System - [Unit Authorizations]
- 8 X

ions  Windows  Help

T W oz b MIEI© &

Personnel Category uic MPC Grade A MOS Auth Str Req St Azzign St Oper Sk Freeze
A -DEPARTMENT OF THE ARMY v | TFSPAZ | 0 - COMMISSIONED OFFICER % | 05-LTC + 214 1 1 1 1 O
» | TFSPAZ | E -ENLISTED w |E4-SPC |» |92G 5 5 5 5

Status

Figure 8-58: Unit Authorization Window Showing Deletion

7. Click the X in the upper right-hand corner of the window to close the Unit Authorization
window and return to the TPS Administrator window.

8.6.5 Valid TPS Users
The Valid TPS Users allows you to select from a list of users and designate to which users to
grant access to TPS. To select and designate a valid TPS user, perform the following steps:

1. Select TPS System Administration from the TPS Main Menu. TPS displays the TPS
Administrator window.
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Tactical Personnel System - [TPS Administrator] |:||E|r5__(|

ol Actions  Windows  Help - 5 X

Pl B g S 1= 6 a8l
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Figure 8-59: TPS Administrator Window

2. Click on Valid TPS Users. TPS retrieves a list of valid user accounts and displays a message
asking you to wait while the accounts are collected.
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Valid TPS User Selection

Below iz a st all the walid Windows user accounts on this spstem,
Pleasze zelect the uzers that should be allowed ta run the TPS application.

Pleasze wait while uzer accountsz are collected__.

i [[ ok ][ cancel |

Figure 8-60: Valid TPS User Selection Window—Collecting User Accounts Status

3. Once the accounts are collected, TPS displays the Valid TPS User Selection window.

Valid TPS User Selection

Below iz a lizt all the walid “Windows uzer accounts an this system.

Pleasze zelect the uzers that should be allowed ta run the TPS application.
[] W2RZIFKD 04\ ocaladrin

AMER rz9fnd

[ OF. H Cancel ]

Figure 8—61: Valid TPS User Selection Window

4. Select the checkbox next to the user name for the user to which you want to grant access.
5. Click OK to save your change and return to the TPS Administrator window.
6. Click Cancel to return to the TPS Administrator window without making any changes.
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8.6.6 Update JPD

The Update JPD function allows you to update the JPD database when necessary. Note: This
function will overwrite the existing JPD database, so it should only be done when you have
obtained a new JPD YYYYMMDD.zip file.

There are three phases to updating the JPD in TPS v3.0: Setup, Update, and Cleanup. For the
proper function and security of the personnel data contained in the JPD, these instructions must
be followed to completion for each of the phases, as detailed below.

SETUP

In order to update the JPD, you will need to acquire three files and two passphrases from SPSD.
Following is a table that lists these items:

Item Source

JPD Update Data File Extracted from multipart .ZIP file

(file name: JPD_YYYYMMDD.zip)* acquired from AKO**
(https://www.us.army.mil/suite/folder
/15024198)

Master Key Encrypted email from SPSD

(file name: jpd master key YYYYMMDD)*

Service Master Key Encrypted email from SPSD

(file name: jpd service master key YYYYMMDD)*

Passphrases 1 and 2 Encrypted email from SPSD

o *_-YYYYMMDD will be the Year, Month and Day that the given JPD Update files were created.

o ** _The multipart .ZIP files are named "jpdSplitv2" and will be discussed in more detail below.

JPD UPDATE DATA FILE DOWNLOAD

As mentioned above, the JPD Update Data File is available for secure download from Army
Knowledge Online. AKO has a download file size limit of about 100 MB — so, at over 800 MB,
the JPD Update Data File must be broken up into smaller pieces. The Data File is broken into
smaller pieces using what is called a multi-part .ZIP file, which is created using WinZip, and
must be extracted using WinZip (as opposed to the Windows Extraction Wizard).

When you go to the "TPS 3.0 Lookup File" AKO folder (linked above) you will see a listing like
the following:
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Figure 8—62: JPD Update Data Files in an AKO Folder

Even though AKO gives you the ability to download all of the files at once, we recommend that
you download one file at a time. There are several benefits to downloading one at a time, chief
among them is that if the download gets interrupted or a file gets corrupted you will only need to
re-download one ~100 MB file instead of the entire 800+ MB bundle.

As you download all of the jpdSplitv2 files, you will need to make sure that you save them with
the correct file extension. Note above in the "Type" column, it says "Zip Archive", "Z01 File",
"Z02 File", etc. — the "Zip Archive" file needs to be saved as "jpdSplitv2.zip", the "Z01 File"
needs to be saved as "jpdSplitv2.Z01", the "Z02 File" needs to be saved as "jpdSplitv2.Z02", etc,
until you have all of the files downloaded.

JPD UPDATE DATA FILE EXTRACTION

After downloading all of the files, make sure that you have them all in the same folder together —
this should be a folder you have read and write permissions to, like your Desktop or your
Documents folder. Once this has been accomplished, right-click on jpdSplitv2.zip and choose
"Open With > WinZip". (NOTE: You must use WinZip to open the multi-part .ZIP; the
Windows Extraction Wizard will not work for this task). When the file opens in WinZip, you
should see that it contains a single file named "JPD_YYYYMMDD.zip", the JPD Update Data
file as mentioned in the table above. Select the "JPD YYYYMMDD.zip" file and click the
Extract toolbar button. When WinZip prompts you to select a directory to save the file to,
choose the same directory where the multi-part .ZIP files are located.

Once the "JPD_YYYYMMDD.zip" file has been extracted you won't need the multi-part .ZIP
files anymore, but if you have enough free disk space you should keep them around until you
have successfully updated your JPD data in TPS.

JPD UPDATE DATA FILE PLACEMENT

The final thing that must be done with the "JPD_YYYYMMDD.zip" file is to place it in a
directory where the TPS database has read and write privileges. The best directory for this is the
database's own Backup directory.
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The typical location for the TPS Backup directory is "C:\Program Files\Microsoft SQL
Server\MSSQL.1\MSSQL\Backup"; however, depending on what other software is installed on
your machine, you might have many different "C:\Program Files\Microsoft SQL
Server\MSSQL.x" directories (where "x" could be any number). If you do have more than one
of the these directories, you can determine which one is the correct one by looking in it's Data
directory: "C:\Program Files\Microsoft SQL Server\MSSQL.x\MSSQL\Data" (again, where the
"x" is any number). When you find the Data directory that contains — among other things — the
"TPS.mdf" and "TPS log.LDF" files, you've got the right one. Place the
"JPD_YYYYMMDD.zip" file in the corresponding Backup directory.

NOTE: In some instances local security policy prevents regular system users from accessing the
"C:\Program Files\Microsoft SQL Server\MSSQL.x\MSSQL" directory or the "C:\Program
Files\Microsoft SQL Server\MSSQL.x\MSSQL\Backup" directory. If you find this to be the
case, please request read/write access to those directories from your system administrator.

KEY FILE AND PASSPHRASE ACQUISITION AND PLACEMENT

Every time an updated version of the JPD Data is released, registered TPS users should receive
an encrypted email from SPSD containing two files — a master key file
(jpd_master key YYYYMMDD) and a service master key file
(jpd_service_master key YYYYMMDD) — and two 25-character passphrases.

NOTE: If you requested access to TPS v3.0 and the JPD Update Data file but have not received
such an email, contact SPSD and request it.

These key files and passphrases are used to "unlock" the personnel data in the JPD Update Data
file so that TPS can use it; they must not be changed in any way or they may be rendered useless
and will not be able to unlock the JPD for TPS.

Once you have received the encrypted email from SPSD, the key files need to be placed in the
same database Backup directory that the "JPD YYYYMMDD.zip" file was placed. The
passphrases will be either in the body of the email or in a text attachment; either way, they need
to remain in the email message until used.

IMPORTANT SECURITY WARNING

These files should never be stored anywhere for longer than it takes to update the JPD data in
your TPS workstations. If these files are stored anywhere for any period of time, it's conceivable
that an attacker could get a hold of the pieces and gain access to all of the up-to-date PII data that
the JPD contains, leaving a lot of personnel — including you — open to identity theft.

See the "JPD Update File Cleanup" section below for instructions on ensuring these files are
removed from your system after using.
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UPDATING THE JPD DATABASE

7. Select TPS System Administration from the TPS Main Menu. TPS displays the TPS
Administrator window.

Tactical Personnel System - [TPS Administrator] |Z||E|r5__(|
ol Actions  Windows  Help - 5 X

A= NP-SAp- N=- 8 CRE - |
Upload

PEFSDHHEE & Organizational Unit
EJ Equipment g? Rapid UIC
3 "] Duty Status E Rapid SSN
Miscellaneous
é Database Management B InserfUpdate LIC
@ Fesget Status E Unit Autharization
g& Valid TFS Users

=

- | Update JFD

Stakus

Figure 8—-62: TPS Administrator Window

8. Double click on Update JPD. TPS displays the Update JPD window.
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&8 Update JPD

Perform update only when neceszany files and the correct key phrazes are ready. “When the process starts the
current JPD databaze will be ovenwritien,

JPD Update File (JIPD_ v MMDD. zip):

| [

b aster Key File [jpd_master_key Y rDD]:

| [

Service Master Key File [jpd_service_master_key vYMDD]:

| =

Pazsphraze 1: | | bl azk,
Pazzphraze & | | bl azk
Statuz:

[ |Jpdate ] [ Cloze

Figure 8-63: Update JPD Window

9. Enter the location of the JPD YYYYMMDD.zip file by either typing in the path or select the
browse button to navigate to the file’s location.

10. Enter the location of the JPD master key file by either typing in the path or select the browse
button to navigate to the file’s location.

11. Enter the location of the JPD service master key file by either typing in the path or select the
browse button to navigate to the file’s location.

12. Enter the first passphrase in the Passphrase 1 field. Make sure that Mask checkbox is
checked if you do not want the phrase displayed. If the Mask box is checked, asterisks will
be displayed instead of the characters entered.

13. Enter the second passphrase in the Passphrase 2 field. Make sure that Mask checkbox is
checked if you do not want the phrase displayed. If the Mask box is checked, asterisks will
be displayed instead of the characters entered.
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Update JPD
Perform update only when neceszany files and the correct key phrazes are ready. “When the process starts the
current JPD databaze will be ovenwritien,
JPD Update File [JPD_ v ibD D, zip):
|C:\Program Files\TPS 34D zip -]
b aster Key File [jpd_master_key Y rDD]:
|E:'xF'ru:ugram FilezhTPS Shpd_master_key | D
Service Master Key File [jpd_service_master_key vYMDD]:
|E:"\F'ru:|gram FilezhTPS Jhpd_szervice_master_key | D
Pazsphraze 1: | | bl azk,
Pazzphraze & | | bl azk
Status:

[ |Jpdate ] [ Cloze

Figure 8-64: Update JPD Window—Fields Completed

14. Click Update to update the JPD database. TPS displays the status of the update process in
the Status field. If there were errors in the file locations or passphrases entered, TPS displays
information about the error in the Status field. In addition, TPS displays an error message
informing you to call the help desk.

15. When the update has been completed successfully, TPS displays a message in the Status
window informing you that the update was completed successfully.

Restoring keys for JPD databasze. . A
JPD databasze keys restored.

Reconnecting JPD uzer...

Running zecurity zcrpt. This will take up to 3 minutes. .
Finizhed running zecurity scrpk.

"Yerfying JPD databaze comectness. ..

JPD databaze updated succeszfully.

14|

Figure 8—-65: Update JPD Window—Update Successful

16. Click Close to return to the TPS Administrator window.
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JPD UpPDATE CLEANUP

As mentioned above, the JPD Update files, if not handled properly, could potentially expose the
PII data of millions of personnel. For this reason, these files should be considered to be of a
"Burn After Reading" nature, and should be disposed of after each successful JPD update.

TPS, after successfully updating its JPD database, will attempt to delete the

JPD YYYYMMDD.zip, jpd master key YYYYMMDD, and
jpd_service_master key YYYYMMDD files from the database Backup directory (as detailed
above); if it is unsuccessful in this attempt, it will warn the user that they need to be manually
removed. Any and all copies of these files need to be completely deleted after use, not just put in
the Recycle Bin!

Also, as mentioned above, the passphrases should be kept in the encrypted email you receive
from SPSD only — not copied to a file on your hard drive where they could be forgotten and
found by someone that should not have access. Once the JPD has been updated on all of your
TPS workstations the passphrases are no longer needed; the email should then be deleted from
all of your email folders and removed from your email client's Trash folder as well.

SUMMARY OF ITEMS TO BE PERMANENTLY DELETED

Following is a checklist of actions that should be taken to permanently delete the JPD Update
Data Files from your system after every successful JPD Update. Make this checklist part of your
regular JPD Update routine.

In the directory to which you downloaded the "jpdSplitv2" files, delete all of the
"jpdSplitv2" files. Places could include:

o your Desktop folder

o your My Documents folder

o your Downloads folder

o the root folder of your C: drive or other applicable drives

e In the directory in which you placed the JPD Update files, delete the
JPD_YYYYMMDD.zip, jpd_master key YYYYMMDD, and
jpd_service master key YYYYMMDD files. Places could include:

o the "C:\Program Files\Microsoft SQL Server\MSSQL.x\MSSQL\Backup" folder,
where x could be any number, as described in the "JPD Update Data File
Placement" section above.

o any other folder to which you may have saved or copied the JPD Update Data
files (though placing these files anywhere but the Backup directory is strongly
discouraged).

e Empty — or delete the above items specifically from — your Recycle Bin.

e In your email client: delete the encrypted email — and any copies of that email, including
replies and forwards — you received from SPSD that contains the key files and
passphrases.

e Empty — or delete the above items specifically from — your email client's Recycle Bin,

Trash, or Deleted Items folder.
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APPENDIX A—GLOSSARY

Abbreviations

Abbreviation Definition

ASI Additional Skills Identifier
AAFES Army and Air Force Exchange Service
AKO Army Knowledge Online
CDM Combined Driver Model
CAC Common Access Card
CD-ROM Compact Disk-Read-Only Memory
FTDI Future Technology Devices International
HRCCD Human Resources Contact Center Division
ID Identification
JPD Joint Personnel Database
LOC Location
NAF Nonappropriated Fund
POC Point of Contact
PDY Present for Duty
SQI Skill Qualification Indicator
TDA Table of Distribution and Allowances
TOE Table of Organization and Equipment
TPS Tactical Personnel System
USARS U.S. Army Regimental System
UIC Unit Identification Code
URL Universal Resource Locator
USB Universal Serial Bus
Terms

Term Definition

Actual Arrival Date This is the actual arrival date of the mission.
Actual Departure Date This is the actual departure date of the mission.
Add New e Adds empty fields so that further information can be
added to the local TPS database.
e Allows you to add a new Service Member, Civilian, or
Foreign National depending on the processing function
selected.
Arrival Port This is the port at which the mission arrives.
Assigned Strength The number of assigned personnel (strength) within a unit, by
Military Personnel Class, Grade, and Occupational Specialty.
Authorized Strength The number of authorized personnel (strength) within a unit,
by Military Personnel Class, Grade, and Occupational
Specialty.
Change Current UIC for Selected Changes the UIC to a selected UIC in one or more personnel
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Term Definition

Individuals records.

Combine Merge personnel from multiple Task Forces into one Task
Force.

Crews Add or modify weapons systems as well as the maximum and

minimum crews assigned to them. Add or remove personnel
assigned to a particular vehicle. Add crews to task forces.

Current Position

Displays the position of the selected item in the list.

Database Management

Delete personnel records from the local TPS database.

Delete

Removes marked data from the TPS database.

Delete Current

Allows you to delete the current Service Member, Civilian, or
Foreign National depending on the processing function
selected.

Delete Unit Removes personnel from a task force by unit.
Delete Vehicle Allows you to delete a vehicle that you have added to TPS.
Departure Port This is the departure port for a mission.

Display Task Force Details

Displays details of the selected task force as well as performs
functions connected with the highlighted item.

Duty Status Upload new duty status information, both military and
exercise, for specified personnel from a file to the local TPS
database.

Edit Jump Manifest Data Allows you to edit data on the selected jump manifest.

Edit Location This function allows you to upload, add, edit, or delete
location information on the Manifest Detail and Jump
Manifest Main windows.

Edit Manifest Data Opens the Edit Manifest Detail Data dialog from which you

can enter or change the following: Deployed UIC, Location,
and Duty Status.

Edit Personnel Data

Launches the Process Service Member window from which
you can edit information for the person selected, such as
DOD Component.

Equipment Upload equipment information, including weapon systems,
designations, crew minimums and crew maximums from a
file to the local TPS database.

Export to AMC Saves the personnel list as an AMC file. This file can be

directly provided to the Air Force or TRANSCOM allowing
for the tracking of deploying personnel.

Export to File

Allows you to export the manifest data as either a TRN,
AMC, or PAS file.

Export TRN File This allows you to save vehicle information in a TRN file.

Freeze Fixes the Authorized and Required Strengths at their current
levels.

Import TRN File Allows you to upload data from a TRN file.

Insert Inserts a new record.

Insert Vehicle Allows you to insert a vehicle to assign to a task force. Also
allows you to enter the bumper number for the vehicle.

Insert/Update UIC Insert new Unit Identification Code (UIC) information
manually and update UIC data already saved to the local TPS
database.

Manifesting Add, modify or delete a manifest as well as the personnel
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Term Definition

information of those attached to a manifest. Add, edit or
delete a Jump Manifest as well as assign personnel to, replace
personnel in and remove personnel from a Jump Manifest.
Allows you to save a Jump Manifest as an AMC file for
distribution and print the jump manifest as a DA FORM
1306-E report.

Move First Advances to the first item listed in the window.

Move Last Advances to the last item listed in the window.

Move Next Advances to the next item listed in the window.

Move Previous Moves to the previous item listed in the window.

Operating Strength The minimum number of personnel (strength) needed in order

to consider the unit at operational capability, by Military
Personnel Class, Grade, and Occupational Specialty.

Organizational Unit

Upload organizational unit, location, and unit status
information from a file to the local TPS database.

Personnel

e Add or edit personnel data in the local TPS database.
Use this information to track Army personnel, other
U.S. military service personnel, Department of Defense
civilians, non-government employees, and foreign
nationals.

e This function allows you to upload personnel to your
TPS database from a data file.

Print

Allows you to print your selection (for example, a manifest).

Rapid SSN

Upload the Social Security numbers and UIC information for
military and civilian personnel from a file to the local TPS
database.

Rapid UIC

Upload Unit Identification Code (UIC), Unit Description and
Unit Designation information from a file to the local TPS
database.

Reporting

Execute and print preformatted and predefined reports.

Required Strength

The number of required personnel (strength) within a unit, by
Military Personnel Class, Grade, and Occupational Specialty.

Reset Status

Resets both the military and exercise duty statuses for
personnel.

Save Records current information in the local TPS database so that
this information can be retrieved later.
Scheduled Arrival Date This is the scheduled arrival date of the mission.

Scheduled Departure Date

This is the scheduled departure date of the mission.

Search

Allows you to search for a Service Member, Civilian, or
Foreign National depending on the processing screen you
selected.

Select

Displays details and/or reports as well as performs functions
connected with the highlighted item.

System Administration

Upload personnel, organizational unit, equipment and duty
statuses. Delete personnel records from the local database.
Insert and update Unit Identification Codes (UICs). Reset
both military and exercise duty statuses. Insert and update
UIC Authorizations.
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Term Definition

Task Forcing Add or modify a task force, assign personnel to a particular
task force and combine task forces into a current task force.

Terminal Destination ID Consists of the Personnel Information System Processing
Activity, Country Location of Unit and Terminal ID.

Total Number of Items Displays the count for the number of items listed in the
window.

Transportation Number This is the flight number, train number, or ship number of the
transportation used.

Transportation Type This is the mode of transportation used for the mission. The
available options for this field are air, ship, or train.

Unit Authorization Tabulates the authorized, required, assigned, and operating

strengths for each personnel category and helps maintain
staffing requirements.

Update JPD The Update JPD function allows you to update the JPD
database when necessary.
Valid TPS Users The Valid TPS Users allows you to select from a list of users
and designate to which users to grant access to TPS.
View the Selected Individual’s Allows you to view detailed information for the person
Details selected.
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