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How to Use This Manual

This manual contains four sections:
Main Menu
Individual Screen Instructions
Off-line Applications
Appendixes

Some applications or screens can be accessed several different ways from the Main
Menu; therefore, they were put in the Individual Screen Instructions Section for easier
access and updating.

Main Menu Section

The Main Menu Section will display screens with the title tabs and all associated drop
down windows or expansions. Each process will have a brief description. If there is an
alphanumeric in parenthesis () after the process, it means the process has its own
chapter with screen(s) and instructions. They will be displayed and explain with more
detail instructions in the Individual Screen Instructions section.

Example - Forms/reports (OU10) ----- The OU10 Forms/reports will have its own chapter
with individual screen(s) displayed and instructions.

Individual Screen Instructions Section
The Individual Screen Instructions section will have:
1. More detailed instructions
2. One or more screens displayed
3. Where the processes can be accessed

Off-line Applications
The Off-line Applications will have the detailed instructions for the additional equipment
and software that is used with the processing in USMIRS.

Appendixes

The Appendixes will contain some tables or additional information for some processing.
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ASVAB
CAT
CRDB
CSDB
CSSN
DA
DAT
DB
DEP
DOT
ENTNAC
ESC
ETP
HIV

HQ USMEPCOM

LOV
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MEPCOM
MEPS
MEPS DB
MEPS ID
MET
MIRS
NRAMS
PAMDEHO
PEI/PAI
PMS

QRP

SA

SPF

SSN

STP

TA

uiC
USMEPCOM
USMIRS
WKID
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Abbreviations

Accessions

Active Duty Shipper’'s Date

Air Force Vision Test

Army Recruiting Accession Data System
Armed Services Vocational Aptitude Battery
Computerized Adaptive Test

Central Relational Database

Central Student Database

Conflicting Social Security Number
Department of Army

Drug and Alcohol Testing

Database

Delayed Entry Program

Date Of Test

Entrance National Agency Check
Escape key on the keyboard

Enlistment Testing Process

Human Immune Virus

Headquarters, United States Military Entrance Processing Command

List Of Values

Marine Corps Recruiting Information Support System
Military Entrance Processing Command

Military Entrance Processing Station

Military Entrance Processing Station Database
Military Entrance Processing Station Identification Code
Mobile Examining Team

MEPCOM Integrated Resource System

Navy Recruiting Accession Management System
Personal, Aptitude, Medical, DEP, Accession, Hold, Overall
Pre-Enlistment Interview/Pre-Accession Interview
Prior Military Service

Quality Review Process

System Administrator

Service Process For

Social Security Number

Student Testing Program

Test Administrator

Unit Identification Code

United States Military Entrance Processing Command
USMEPCOM Integrated Resource System

Work Identification Code
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Definition of Terms

These definitions of terms are reference from Personal Information Systems Military
Entrance Processing Command Integrated Resource System (USMEPCOM Reg. 680-
3).

Accession - an enlistment that increases the incremental strength of the Active or
Reserve component of the Armed Forces or the Coast Guard. Personnel enlisted
under the DEP are not involved in this category.

Accession data - an enlistment into the Regular or Reserve component of any of the
Armed Forces. This category includes DEP-out enlistments into a Regular or
Reserve component of the Armed Forces.

Active Duty Service Date - the date used for the computation of total active Service.

Add-on - an individual submitted to the MEPS on a late 727(PL), or transcribed by
the MEPS onto a late 727(PL) form (e.g., a code-a-phone), subsequent to the last
time established by the MEPS commander for submission of projections, but prior to
the deadline established by the MEPS commander beyond which an individual is to
be considered a walk-in.

Applicant - any individual who is processed at a MEPS or by a MET site. This
includes non-applicant, enlistee, registrant, or inductee.

Applicant status code - a code identifying the enlistment qualification status of an
individual being processed.

Aptitude data - Information depicting the results of an aptitude test taken by a
applicant being considered for entry into a branch of the Armed services.

Citizenship - the status of an individual with respect to United States citizenship.

Coding - the abbreviation of data into machine-readable symbols, such as the
combining of alphabetic and numeric characters.

Consultation - a special medical examination provided by a physician who is qualified
by specialty training, or by a practice devoted primarily to the specialty, for the purpose
of providing expertise in a specific organ system to establish the medical acceptability
of an individual. This includes consultations performed within the station as well as
those performed outside the station. Other medical procedures, including but not
limited to the following: laboratory procedures, EKG, EEG interpretations (special
Ortho films, Gl CAT scans, body fat determinations, ear function tests; eye refractions
are not interpretations, X-ray rays, IVP, tomograms), irrigations, pulmonary included.

Contract - a document signed by the applicant, specifying the conditions and terms of

enlistment. A contract is completed for delayed enlistment (DEP-in contract) and
accessions (accession contract).
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Control desk - the activity within the MEPS that monitors and controls processing by
directing individuals to various sections and performing certain QA procedures.

Correction Transaction - a transaction posted to the active database that corrects
existing erroneous data.

Courtesy shipper - an enlistee, who entered the DEP at one of the MEPS and who,
by arrangement the recruiting service and for the individual's convenience, is shipping
for active duty from another MEPS.

Current address - the address where the applicant currently resides (domicile).

Data block - a group of logically collected data elements, such as personal data (name,
SSN, DOB, etc.).

Data element - a data unit, which has a uniqgue meaning, such as DOB, etc.

Data element dictionary - a document containing extracts from the DOD Standard
Data Elements Manual (5000.12M) and USMEPCOM unique elements.

Date of action - the date the record is being entered.

Date of birth - the day, month, and year of a applicant's birth as recorded on a birth
certificate or other legal documents.

Date of enlistment - the date the applicant enlisted into the Regular or Reserve
component of the Armed Forces.

Date of grade - an effective date of the grade in which enlisted.
Delayed Entry/Enlistment Program - any of the Service programs to enlist personnel
into a special inactive Reserve group pending enlistment into active Service at a future

date. A DEP enlistee is not an accession.

Discharge date - the effective date identified on the order/letter an enlistee is
discharged from the DEP.

Discharge code - a code identifying the reason an enlistee was discharged from the
DEP.

K-deletion - a previously established record that has been removed by a transaction
to the inactive database. Restricted use.

DEP packet - all documents pertaining to DEP-ins, which the MEPS will return to the
Recruiting Services for retention during the DEP period.

Disqualified - pertains to a applicant whom the MEPS knows to be barred from further
processing because of aptitude, medical, and/or moral failure:

Education - an indication of the highest level of education completed by an individual.
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Enlistment ASVAB - a version of the ASVAB administered in the MEPS and at MET
Sites. The enlistment ASVAB is used solely for the examination of individuals
specifically applying for enlistment.

Enlistment option analyses - information identifying the guarantee(s) and bonus
option(s) given to an enlistee.

Enlistment packet - a set of enlistment-related documents forwarded by the MEPS to
various Service personnel centers/agencies.

Entry status - an identification of the accessioning status of an enlistee.

Erroneous enlistment - an enlistment that proves to be invalid because the individual
failed to meet the qualifications for enlistment, through no fault of the applicant, and
the disqualification was not detected until after enlistment.

Error Status — synonymous with synch error (today). An Applicant with a synch error
is said to be in error status.

Ethnic group - a segment of the population that possesses common characteristics
and a cultural heritage significantly different from that of the general United States
population and closely identifies with the cultural heritage.

Existed prior to service - pertains to a medical or moral problem of an enlistee
discovered after entry on active duty, but existed prior to enlistment.

Fee-basis physician — a civilian (non-Civil Service) medical doctor employed by a
MEPS, in addition to the Chief Medical Officer, to conduct medical examinations and/or
consultations in the MEPS.

Floor count - a count of applicants for whom some type of processing was conducted
and resulted in the expenditure of man-hours (regardless of any CRDB data entry) on
each workday of the month/year.

Fraudulent enlistment - an enlistment procured through a deliberate material
misrepresentation, omission, or concealment of facts, which, if known at the time of
enlistment, could have resulted in the rejection of the enlistee.

Holdover - an individual who starts but fails to complete testing, medical, and/or
administrative processing and is to return the next workday for completion, or has
completed processing and awaits overnight for transportation back to his or her home
or initial duty station.

Home of record - the address of a applicant's permanent residence.

Inductee - an individual registered with the Selective Service System who has been
inducted into the Armed Services.

In-house testing - testing which occurs either in the MEPS or at the contract lodging
facility.
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Invalid test - an individual ASVAB test or retest that the scores/results are nullified for
enlistment. (For example, of cheating, illness, etc.).

Jumper - an applicant who attempts to process at another MEPS concealing previous
processing at a different MEPS.

Late 727-E ("add-on list") - a completed 727(PL) submitted by a Service to the MEPS
(or transcribed by the MEPS from information provided by the Service) too late for
communication as a projection to HQ USMEPCOM. Applicants on a late projection list
are considered add-ons.

Marital status - the legal status of an individual as it pertains to marriage.

Medical data - information depicting the results of a medical examination taken by an
applicant being considered for entry into a branch of the Armed services.

Medical waiver - a Service waiver of a medical defect that would otherwise disqualify
an individual for enlistment or Service job assignment.

MEPS-funded consultation - a specific medical consultation individually accounted for
on the DA Form 3904 (Public Voucher for Medical Examination), which resulted in the
expenditure of USMEPCOM funds.

MEPS ID code - a unique code identifying an individual MEPS.

MEPS mini-data base - an abbreviated record of all applicants/enlistees that have
processed through a MEPS.

MEPCOM Integrated Reporting System (MIRS) - a computerized system designed to
provide the official DOD source of initial automated individual personnel records.
Additionally, the CRDB provides management information to all levels of USMEPCOM,
DOD, and the Armed Services to assist them in their responsibilities of military
manpower management and quality control.

Mobile Examining Team Site - a location outside the MEPS used for the
administration of the enlistment ASVAB. It may be staffed by either military or office of
Personnel Management personnel.

No-show - an individual projected for processing on the 727PL who fails to arrive at the
prescribed date to begin the scheduled processing.

Number of dependents - the number of individuals legally dependent upon an
applicant.

Optical Mark Reader - the OPSCAN 8 hardware device used to read ASVAB answer
sheets.

Packet - a personnel folder, forms, or envelopes at the MEPS containing information on

an applicant who has not yet become a member of service component or who has been
discharged from the DEP or a non-applicant.
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PAMDEHO Z flag — an overall PAMDEHO of Z indicates the applicant is in error
status.

Pay entry base date - the date used for the computation of time in service for pay
purposes.

Pay grade - a grade level in which an individual is entitled to enlist.

Physical Profile Categories (PULHESX) - a descriptive explanation of the physical
examination divided into the following categories:
Physical capacity

Upper extremities

Lower extremities

Hearing and ears

Vision and eyes

Psychiatric

Degree of weight lifting capability

Xlhwim|IT|r-|C|T

Population group - a division of the human population having descent or origin in
particular people or racial groups.

Primary military occupational specialty - an identification of a military occupation
previously acquired while on active duty or which the, individual is entering the
service to acquire.

Prior military service - an indication whether or not an applicant has had prior
active military Service. The first position identifies a minimum of 1 day (or more)
prior Service reflected on the DOD database at DMDC. The second position reflects
the specific Service definition of prior Service for that applicant.

Processing - any work accomplished for a applicant, non-applicant, enlistee,
registrant, or inductee within the MEPS/MET site, to include aptitude testing, special
purpose testing, medical examination, physical inspection, or contract and
associated paperwork.

Processing List - a roster that lists all applicants by Service, name, and SSN and
identifies all processing actions for that day. A copy is used for meals and lodging
contract facilities, identifying those applicants for whom Service is to be provided.
This roster is also known as USMEPCOM Form 727-E. A 727-E may be "initial"
(submitted by the deadline established by the MEPS commander).

Projected active duty date - the date an applicant is scheduled to commence active
duty from a Reserve or delayed status.

Projection - pertains to scheduling the MEPS workload. Specifically, an individual
scheduled to process the next workday and identified to the MEPS on a 727PL early
enough to allow completion of a database query and manual files searches as well
as communication of data to HQ USMEPCOM. The MEPS must receive these forms
(which may be initial or supplemental PL) prior to the deadlines established by the
MEPS commander.

XXVi



USMIRS System Navigation Manual
Date Updated December 12, 2003 Version 1.1

Qualified not enlisted - a qualified applicant who does not enlist. This denotes a
potential enlistee who has satisfactorily completed MEPS aptitude and medical
processing.

Quality assurance - actions or procedures that ensure accuracy, timeliness, and
completeness.

Reception station - the various Service initial enlistee reception locations (e.g., Great
Lakes, Parris Island). Also known as "Recruit Training Command" (Navy), "Recruit
Depot" (Marine Corps), "Adjutant General (AG) Battalion (Reception)" (Army), and
"Basic Military Training Center" (Air Force).

Recruiter identification - an Identification of the recruiter, by SSN or Service-unique
number, responsible for processing an individual through a MEPS.

Reestablishment of Record - a record that has been deleted from the active database.
All previously submitted data must be reentered.

REJ (ADP680) — A WK ID pending replication on the CRDB while an applicant is in
error status is flagged with an “X” in the REJ column. The transaction is not rejected
however,; it is in a pending state. It could still be applied, depending on the resolution
of the synch error.

Reject error - type of condition that causes a submitted CRDB record to be rejected in
its entirety and requires resubmission/retransmission of the record.

Religious preference - information identifying an applicant's affiliation with a particular
sect or religious group having similar theological beliefs.

Ringer - an individual who attempts to process under a false name and/or SSN in
order to qualify another individual for enlistment who may not possess the ability to
gualify. This is accomplished by falsifying personal identification data on the DD Form
1966, USMEPCOM Form 680-A, test answer sheet, or other documents used in
connection with the examining or processing of individuals for enlistment in the Armed
Forces.

Selective Service System number - a 10-digit number assigned by the Selective
Service System to each registrant for identification purposes.

Service Processed For - an alpha code identifying a branch of the Armed Forces and
for which a applicant is processing.

Shipped/shipper - accessions/inductees released from the MEPS to reception
stations or initial duty stations.

Social security number - a nine-digit number used for identifying an individual by his
or her social security account.
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Special purpose test - any test, other than the ASVAB or other initial test,
administered to determine a applicant's qualification for certain specialty fields or for
enlistment in the sponsoring Service.

Student Armed Services Vocational Aptitude Battery - a version of the ASVAB
administered in education facilities. The results may be used for enlistment.

Supplemental 727-E - a 727-E submitted by a Service to the MEPS after the initial PL
deadline set by the MEPS commander, but in time to be included in the communication
of projections to HQ USMEPCOM. Applicants listed on a supplemental 727-E are
considered projections rather than add-ons.

Synch (ADP680) —a WK ID has a “Y” in the SYNCH column of the ADP680 if the
transaction has been replicated on the CRDB (synchronized), otherwise an “N” will be
displayed to indicate that the transaction is pending replication on the CRDB (not
synchronized).

Synch Error — An applicant is flagged with a synch error when the Near Real Time
replication process detects a data inconsistency between the local MEPS DB and the
CRDB. A synch error can be the result of a failed provisional ownership or an
unexpected software/system/database error. Further updates to the applicant’s data
are not allowed while a synch error exists. All updates pending replicated until the
synch error is resolved. Ownership of the applicant cannot be transferred while a
synch error exists. Headquarters personnel must correct and clear sync error before
further processing is allowed for the applicant. Assistance from the MEPS may or may
not be required depending on the exact nature of the synch error.

Term of Enlistment - the number of years indicating the period for which enlisted or
ordered to active duty.

Training/entry military occupational specialty - an identification of the military
occupation, which an individual will acquire upon entering the service.

Transaction - the addition/deletion/modification of data to the database.

Transfer-to-code - an identification of the unit to which, an individual is to be
assigned.

Unqualified - pertains to a applicant whose aptitude, medical, and/or moral eligibility
for further processing is unknown to the MEPS. Since eligibility is unknown, the status
may change at a later time to "qualified" or "disqualified."

Walk-in - an individual who arrives at the MEPS for processing. But who was neither
scheduled on a 727-E nor submitted to the MEPS for transcription onto a 727-E.

Waiver code - information indicating whether or not an enlistment waiver was granted.

Workload reporting key - a four-position field containing a record type code as the
first position followed by an aptitude, medical, or DEP-in/accession (processing) code.
Only one code in the second through fourth positions can be reported per transaction.
This does not include applicant status codes.
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Youth program - an identification of a youth program conducted or sponsored by the
Military Services with which an individual was affiliated.
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1. USMIRS Main Menu

1.1 Introduction

1.1.1 The USMIRS MAIN MENU screen (see figure below) is the entry point for
connecting the user to all processes within USMIRS.

1.1.2 The toolbar near the top of screen will display the available selections within the
each of the processing screens. An arrow (triangle) is shown on the right side if the
selection is expandable with other selections. Different toolbars may appear depending
on the user's role.

PC-Xware Screen —lol>x
H USHEPCON INTEGRATED RESOURCE SYSTEH {USHIRS> o8

i Utilities Testing Medical Operations tRacking Service Comm Help Exit

E AI D I HI 1| ql

TO DISPLAY PERSORNAL DATA CLICK LEFT BUTTON ON THE MOUSE OR PRESS <ENTER=

Figure 1 USMIRS Main Menu

1.1.3 The bottom of the screen has several "Hot Buttons" for direct access to some
screens. Using your mouse or pressing <Tab> to highlight the selection you want to
access. Click the left button of mouse or press <Enter> to access screen. The definition
of each letter is as follows:

HOT BUTTON | SCREEN NAME SCREEN NUMBER
P Personal Data OPO0O1
A Testing Data AAQ03
M Medical Data MDO1
D DEP-in Data 0oD01
E Accession Data OA01
H N-Status Data 0Q03
®) ADP680 Data (display) ADP680
I Forms and reports Qu10
J Projection Data CNO1
Q Query (display CEO05
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2. USMIRS Main Menu - Utilities

2.1 Introduction

2.1.1 The USMIRS Main Menu — UTILITIES selection (see figure below) is the main
process for monitoring the USMIRS local system by the System Administrator for
updating for users, printers, table maintenance, and reports.

=lolx
USHEPCOH INTEGRATED RESOURCE SYSTEM (USHIRS) -
Utilities | Testing Medical Operations tRacking Service Comm Help Exit

I Formsireports
laBels

FPrinters -

review day msg
Ip address

I Table mant -
i e

sys Admin -

N (- ENE [ EE [+ EE (- EE

PRINT VARIOUS FORMS AND REPORTS

Figure 2 USMIRS Main Menu with Utilities Expansions

2.2 Forms/reports (OU10)
2.2.1 Print USMEPCOM and DA forms and output products.

2.3 Labels (TPO7)

2.3.1 Print labels (packet/file, identification badge, and specimen number).
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2.4 Printers

2.4.1 The USMIRS Main Menu — Printers selection (see figure below) is used to monitor
all the printers within local USMIRS system.

PC-Xware Screen =Ojx

USHEPCOH INTEGRATED RESOURCE SYSTEM (USHIRS)
Utilities Testing Medical Operations tRacking Service Comm Help Exit

, I Formsireports

‘ laBels

M pRinters pref
{f| review day msd  ppier siatus
: [pailiies Cancel print

! Table maint ~ Start queue

fj |l reset Barcote

sys Admin f]—

N -] EN [-] b ) o[ EN [

ESELECT PRINTERS

Figure 3 Utilities with Printers Expansions

2.4.1.1 A brief description of the printer expansions:
PRINTER PREF (UUO01) — assign individual user printer destination
PRINTER STATUS (UNIX) — displays status of the system printers
CANCEL PRINT (UUOQ6) - cancel all print jobs
START QUEUE (UNIX) — start/restarts print queue
RESET BARCODE (UU11) - reset barcode functions

2.5 Review day msg
2.5.1 Display the Message of the Day.

2.6 IP address
2.6.1 Displays “Enter the terminal IP address”.
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2.7 Table maint

2.7.1 The USMIRS Main Menu — Table maint selection (see figure below) is used for
table maintenance and maintaining the local MEPS information.

PC-Xware Screen =Ojx

USHEPCOH INTEGRATED RESOURCE SYSTEM (USHIRS)
Utilities Testing Medical Operations tRacking Service Comm Help Exit

; I Formsireports

‘ laBels

Printers -

review day msg

, Ip address

‘ Table maint - Meps info

i b local meps Def

S (LD ~ Recruit station

| Applicant track
Packet track
pacKet auth
med Lab
doClors
coMsult locatn
meT sites
Ory units
meps Schedule
processing spFs

N -] EN [-] b ) o[ EN [

EMEPS INFORMATION

Figure 4 Utilities with Table Maint Expansions

2.7.1.1 A brief description of the Table maint expansions:
MEPS INFO (OUO01) — MEPS’ commander, address, and telephone information
LOCAL MEPS DEF (OUQ7) - times for opening, projection cut-off, and school year
RECRUIT STATION (OUO05) — recruiter station, address, and telephone information
APPLICANT TRACK (TUO01) — valid applicant tracking location codes and descriptions
PACKET TRACK (TUQ02) — valid packet tracking location codes and descriptions
PACKET AUTH (TUO3) - users authority
MED LAB (MDO06) - medical labs information
DOCTORS (MUO01) — physicians’ information
CONSULT LOCATN (MU02) — medical consultation facility information
MET SITES (AUO1) - Met sites information
ORG UNITS (UUOQ2) - organizational units information
MEPS SCHEDULE (OUO06) - opening and closing of MEPS
PROCESSING SPFS (UU14) - service counselor's SPF information
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2.8 Mail

2.8.1 The Mail section is for the users to read and delete messages, which were sent by
'Pine' e-mail on USMIRS.

2.9 Sys Admin

2.9.1 The USMIRS Main Menu — Sys Admin selection (see figure below) is used by the
System Administrator to monitor users and USMIRS system. The screens 'UU18' and
'UU19' are common screens use with several different titles.

USHEPCOH THTEGRATED RESOURCE SYSTEM (USHIRS)

Utilities Testing Medical Operations tRacking Service Comm Help Exit

‘ I Formsfreports

‘ laBels

‘ Printers -
: reView day msy

‘ Ip address

Table maint P
| waai

sys Admin P

sa Reports -
User admin -
Printers -

Terminals

sYstem monitor -
Erase a tape

Send message -

PRINT SYSTEM ADMINISTRATION REPORTS
[Record: 11 | | Insert |

Figure 5 Utilities with Sys Admin Expansions

2.9.1.1 A brief description of the Sys Admin expansions:

SA REPORTS - reports and logs

USER ADMIN - roles, passwords, duty positions, and account administration
PRINTERS - cancel, move, list, start, and stop printers queue

TERMINAL - will display all devices with IP address connected to the server

SYSTEM MONITOR - system activity, force logout, security, e-mail and Network status
ERASE A TAPE - erases the backup tape

SEND MESSAGE - send messages to users
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2.9.2 The SA REPORTS selection (see figure below) pop-up window expands for file
system, error logs, configuration information, and personnel rosters. The selections can
be display on screen or printed report. The screens 'UU18' and 'UU19' are common
screens.

BPCxwareScreen =lojx

USHEPCOH INTEGRATED RESOURCE SYSTEH {USHIRS}

Utilities Testing Medical Operations tRacking Service Comm Help Exit

review day msg

| 1p address

| Tonte mamt -
i

i|| sys Admin I 'sa Reports ™ List fiesyst
Lt Ll bi
User admin - Error report -
Printers “ clear error oG
Tenminals Configuration
s¥stem monitor — ~ po,connel rostr
Erase a tape B

Send message -

o ] Em .| Em oo ow (| W

LIST FILESYSTEMS

Figure 6 Utilities - SA Reports with Expansions

2.9.2.1 A brief description of the SA Reports expansions:
LIST FILESYSTEM - information about devices on the USMIRS system
ERROR REPORT - displays the devices errors in summary or detail reports
CLEAR ERROR LOG - clear the log of all errors
CONFIGURATION - displays the specifications of all devices and server
PERSONNEL ROSTR - print personnel roster
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2.9.3 The USER ADMIN selection (see figure below) is used by the System
Administrator to monitor the users' accounts on the USMIRS system.

Xware Screen

USHEPCOH INTEGRATED RESOURCE SYSTEH {USHIRS)

Utilities Testing Medical Operations tRacking Service Comm Help Exit

" ae admin

I Forms/reports

| 1aBels

i Printers -

i reView day msy

| 1p address

Table maint -

i i

sys Admin I 5 Reports ’I
LUser admin
IS < list Oracl usrs
leannal list Unix users
s¥slem monitor - oo amin
Erase a tape

Send message

Password admin
“ Duty positi

B (| Eu

I’ESB'. account

(> ] e [ =

(] Bl [

Addimodify/delete Oracle & unix accounts

Figure 7 Utilities - User Admin with Expansions

2.9.3.1 A brief description of the User Admin expansions:
ACCOUNTS ADMIN (OUOQ2) - input user accounts into USMIRS
LIST ORACL USRS (UU18) - list of oracle users (UNIX screen or printout)
LIST UNIX USERS (UU18) - list of UNIX users (UNIX screen or printout)

ROLES ADMIN (OUO03) - assign roles to users

PASSWORD ADMIN (UU10) - assign or change passwords

DUTY POSITIONS (OUO04) - assign duty codes

RESET ACCOUNT (UU20) - reset account for failed user login
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2.9.4 The PRINTERS selection (see figure below) is used by the System Administrator
to monitor printing jobs or change printers’ locations, etc.

USHEPCOH INTEGRATED RESOURCE SYSTEH {USHIRS)
Utilities Testing Medical Operations tRacking Service Comm Help Exit |

review day msg

il Ip address
| Table maint -
| s
Admin - sa Reports -
User admin -

(RS " Printer status
Cancel job{s)

“ Start queue
stOp queue

Terminals
s¥stem monitor
Erase a tape

Send message ~ Move queue

list Queue

reset Barcode
prilter locatns

s¥stem printer

Em ) ] o) Em ] EE ] EE [

PRINT QUEUE STATUS
J[Record: 11 \ | Insert |

Figure 8 Utilities - Printers with Expansions

2.9.4.1 A brief description of the Printer expansions:
PRINTER STATUS - display printer's status (ready, enable, busy, etc)
CANCEL JOBS (UU12) - cancel print jobs (one or all)
START QUEUE - to start a print queue (UNIX SCREEN)
STOP QUEUE - to stop a print queue (UNIX SCREEN)
MOVE QUEUE - to move a print queue
LIST QUEUE —to list print jobs in queue
RESET BARCODE (UU11) - reset barcode (calibrate, configure, or top-of-form)
PRINTER LOCATNS (UU13) - rename the printer locations
SYSTEM PRINTER (UU21) - change default printer location

2.9.5 The TERMINALS selection will display all devices with IP address connected to the
server.
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2.9.6 The SYSTEM MONITOR selection (see figure below) is used by the System
Administrator to monitor or change the system activity in USMIRS local MEPS.

Xware Screen -|Olx

USHEPCOH INTEGRATED RESOURCE SYSTEH {USHIRS)

Utilities Testing Medical Operations tRacking Service Comm Help Exit

i Forms{reports
laBels
Printers i
reView day msy
Ip address
Table maint L
i ba
sys Admin " lsa Reports -
] User admin -
Printers
Terminals
SO ystem Gty - carent Loin
Erase a tape Force logout m
Send message ~ Securty User p;][:ESSES
E-mail status all Processes
Hetwork status  system utilizin
v | M I b | _l v —I N :

Show who is currently logged on the system

Figure 9 Utilities - System Monitor with Expansions

2.9.6.1 A brief description for the System Monitor (UNIX Displays) expansions:
SYSTEM ACTIVITY - displays users system activity:
CURRENT LOGINS - displays current users
CURRENT ACTIVITY - displays activity of users
USER PROCESSES - displays a selected user activity
ALL PROCESSES - displays all users activity
SYSTEM UTILIZTN (UUO08) - displays users or system 1/O real time processing
FORCE LOGOUT - to logout a user
SECURITY - report of login failures
E-MAIL STATUS - shows E-mail status
NETWORK STATUS - shows network status

2.9.7 The ERASE A TAPE selection is a function that erases the backup tape. Note:
erasing the tape does not meet the security standards for destroying Private Act
information in accordance with current Department of Defense regulation; the tape will
need to be physically destroyed.
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2.9.8 The SEND MESSAGE selection (see figure below) is for sending out messages to
users.

Xware Screen -olx
USHEPCOH INTEGRATED RESOURCE SYSTEH {(USHIRS)

Utilities Testing Medical Operations tRacking Service Comm Help Exit
%lfunns!repurts

|| 1aBels

% Printers -

% reView day msg

|| p address

| Table maint -
|| i

|| sys Aamin =

sa Reporis -

X

User admin
Printers -

Terminals

s¥stem monitor -

Erase a tape

Send message " wall to all

§end 1o one

Update day msqg

Review day msgy

[ P ] [ o] o [v] o [ ] Bl [

BROADCAST A MESSAGE TO ALL USERS

Figure 10 Utilities - Send Message with Expansions

2.9.8.1 A brief description of the Send Message expansions:
WALL TO ALL (UUO09) - send message to all users
SEND TO ONE (UUO03) - send to one user who is currently logged on the system
UPDATE DAY MSG (UU04) - change the MESSAGE OF THE DAY
REVIEW DAY MSG (UU18) - review the MESSAGE OF THE DAY (UNIX screen or
printout)
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3. USMIRS Main Menu - Testing

3.1 Introduction

3.1.1 The USMIRS Main Menu - TESTING selection (see figure below) is the main
processing area for aptitude testing of applicants and students. This area includes
projections, personal data, and high school information. There are several common
processes available for use in this screen.

-lolx
USHEPCOH INTEGRATED RESOURCE SYSTEM (USHIRS} o
Utilities Testing | Medical Operations tRacking Service Comm crdB Help Exit
I~ check-Infout

appl Location

no sHowr

eTp -

Stp -

proJdections

personal Data

680Adp

database querY

Workioad -

H status

process results

Qamp

reConcile

pRint -

CHECK APPLICANT IN AND OUT OF TESTING

Figure 11 USMIRS Main Menu with Testing Expansions
3.2 Check — In/Out (TA01)

3.2.1 Check an applicant in and out of an area.

3.3 Appl Location (TP11)
3.3.1 Track the location of applicants within the MEPS at any given time of day.

3.4 No Show (TP02)

3.4.1 Check for applicants who have not been processed in an area.
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3.5 Enlistment Testing Program (ETP)

3.5.1 The USMIRS Main Menu — Testing — ETP selection (See figure below) is the
starting point for the Enlistment Testing Program (ETP). Each pop-up window selection
may have more expansions shown with an arrow on the right of each selection.

PC-Xware Screen —|o) >

USHEPCOH TNTEGRATED RESOURCE SYSTEH (USHIRS)

Utilities Testing Medical Operations tRacking Service Comm c¢rdB c¢sDb Help Exit

check- Infout

appl Location

no sHow

elp Scoring system

stp - mont 1o Comtine |
proJections Incomplete 680-3A-E
personal Data Testing data

680Adp Forms

database guery

Workload =

H status

process results

am

reConcile

PRint =

s ) Em > e [ e o e o

PERFORM ETP SCORING SYSTER FUNCTIOMNS

Figure 12 Testing with ETP Expansions

3.5.1.1 A brief description of the ETP expansions:

SCORING SYSTEM (AAO05) - perform ETP transfers, edits, and prints rosters
Transfers OMR file to USMIRS
Transfers CAT-ASVAB test session to USMIRS
Review/Edit Errors/Scoring
Aptitude data (AUTO)
Print unmerged test roster (ZHM088)
Print merged test roster (ZHMO080)

INTENT TO COMBINE (AAO06) - combine short student ASVAB (STP) with

CAT-ASVAB

INCOMPLETE 680A (AA04) - applicants with incomplete data

TESTING DATA (AAQ3) - correct applicants data

FORMS (OU10) - print forms (USMEPCOM and DA) and output products
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3.6 Student Testing Program (STP)

3.6.1 The USMIRS Main Menu — Testing — STP selections (See figure below) is the
starting point for the Student Testing Program (STP). Each pop-up window selection
may have more expansions shown with an arrow on the right of each selection.

USHEPCOH INTEGRATED RESOURCE SYSTEH {(USHIRS)

B pC-Xware Screen (=1

Utilities Testing Medical Operations tRacking Service Comm c¢rdB c¢sDb Help Exit

check- Infout

appl Location

no sHow

eTp -
[SH— High school ™
[OEIS Session -
personal Data
680Adp

database querY
Workload -
M status

prOcess results
Qrp

reConcile

student Query -

Forms

pRint -

Em [ EN ) BN ] e o[ EE

HIGH SCHOOL MENU

Figure 13 Testing with STP Expansions

3.6.1.1 A brief description of the STP expansions:
HIGH SCHOOL - perform functions on high school database (DB) and prints reports
SESSION - perform functions on session DB
STUDENT QUERY - perform student look-up on MEPS local DB and CSDB levels
FORMS (OU10) — print forms (USMEPCOM and DA) and output products
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3.6.2 The HIGH SCHOOL selection (see figure below), the pop-up window expands for
updating or printing reports.

B3 PC-Xware Screen -0 x|

USHEPCOH THTEGRATED RESOURCE SYSTEH {(USHIRS>

Utilities Testing Medical Operations tRacking Service Comm crdB ¢sDb Help Exit
check- Infout

appl Location
no sHow

elp -
stp

proJections

-

High school
Session

"
£ Admin
“ Reports 1~

personal Data Query Bep Hs data reporis I

- Student sumin I
EEEETD Forms = ary
database querY
Workdoad -
H status

prOcess results
amp
re Concile

pRint -

S| A KN > [ n_| °o | r | HEE [

HIGH SCHOOL DATA REFORTS

Figure 14 Testing - High School with Expansions

3.6.2.1 A brief description of the High School expansions:
ADMIN (ASO04) - perform update functions on high school records
REPORTS - print high school and total reports
HS DATA REPORTS (ASO01) - print listings of high schools (full page, single line):
Individual
Alphabetical
Numerical
By Service
Eligible
Ineligible
State & County
STUDENT SUMMARY (AS02) — print different types of reports:
Student Testing Report (PART 1)
Student Testing Report (PART 2)
Student Testing Report (PART 1 and PART2)
Cumulative Student Total Listing
Incomplete Sessions Status Listing
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3.6.3 The SESSION selection (see figure below), the pop-up window expands for
scoring, editing, and printing reports.

B3 PC-—Xware Screen

o]

USHEPCOH IHTEGRATED RESOURCE SYSTEH (USHIRS) -

Utilities Testing Medical Operations tRacking Service Comm crdB c¢sDb Help Exit
check- Infout f

appl Location
no sHow
elp -

3w " High school ’J
pHo-leCtne s Session =

— fu, ing
student Query -~ gy swdent
Forms =

personal Data
680Adp

database query
Workload -
H status

prOcess results
Qrp

reConcile

Reports

pRint -

N - =N [ - N ) - NN .

ADMINISCORING

Figure 15 Testing - Session with Expansions

3.6.3.1 A brief description of the Session expansions:
ADMIN/SCORING (ASO05) - perform scoring or correcting session information:
Process new session using scanner (OMR)
Add new students to existing session using scanner (OMR)
Correct session information (within the current school year)
Delete session information (within the current school year and
session has not transferred to Host)
EDIT STUDENT (ASO06) - edit student’s information to an existing session (within the
current school year only)
REPORTS (AS03) - print session reports:
Pattern Sheet for printing the ASVAB Result Sheet
ASVAB Result Sheet
Recruiter Service Copy
Alpha Roster
Standard Score Roster
Prefeedback Roster
Standard Score and Prefeedback Rosters print at same time



USMIRS System Navigation Manual
Date Updated December 12, 2003 Version 1.1

3.6.4 The STUDENT QUERY selection (see figure below), the pop-up window expands
for searching Local Student DB and Central Student DB.

I8 PC-Xware Screen -10] x|

USHEPCOHM INTEGRATED RESOURCE SYSTEW (USHIRS)

Utilities Testing Medical Operations tRacking Service Comm crdE c¢sDb Help Exit

check- Infout

appl Location

no sHow

eTp -
[l High school -
BiTechons Session -
[ERITTE DR student Query
680Adp

database querY
Worklpad -
H status

process results
Qm

reConcile

Local db
(HGITES Central db

PRIt -

B - EH ) B [ BE | E

QUERY LOCAL STUDENT DATABASE

Figure 16 Testing - Student Query with Expansions

3.6.4.1 A brief description of the Student Query expansions:
LOCAL STUDENT DB (ASO07) - perform local lookup for student’s information at
MEPS DB
CENTRAL STUDENT DB (ASO08) - perform lookup for student’s information at
HQ USMEPCOM CSDB

3.6.5 FORMS (OU10) - print forms (USMEPCOM and DA) and output products.

3.7 Projections (CNO1)

3.7.1 The projections used by service counselors to project an applicant into the MEPS.

3.8 Personal Data (OP01)

3.8.1 The personal data defaults from the data systems of each of the services. The
user may be required to re-enter applicant’'s personal data if the record cannot be found
in the system or becomes corrupted.

3.9 680Adp (ADP680)

3.9.1 Displays the ADP680 screens for verification of the applicant information.
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3.10 Database query (CEO05)
3.10.1 Allows for querying Local MIRS Databases.

3.11 Workload

3.11.1 The WORKLOAD selections (see figure below) are ‘projected’ and ‘actual’
applicant counts per service.

B PC-Xware Screen =]

USHEFCOH INTEGRATED RESOURCE SYSTEH (USHIRS}

Utilities Testing Medical Operations tRacking Service Comm crdB ¢sDb Help Exit

check- Infout

appl Location

no sHow

eTp -
stp

proJections
personal Data
680Adp

database query
Workload = gmjecuau’
H status Actual
prOcess results
ap

re Concile

pRint -

e - Em > O ] Em ] EN .

PROJECTED WORKLOAD

Figure 17 Testing with Workload Expansions

3.11.1.1 A brief description of the Workload expansions:
PROJECTED (TPO08) - view or print projected applicant counts for an entered date
ACTUAL (TPO09) - view or print actual applicant counts for an entered date

3.12 N Status (OQ03)

3.12.1 To clear or create disqualifying conditions for applicants.

3.13 Process results (CR01)

3.13.1 Displays the workload counts for several sections of USMIRS for an entered
service and date.

3.14 Qrp: Quality Review Process (QRO01)

3.14.1 Review processing discrepancies.

3.15 Reconcile (OR01)

3.15.1 To reconcile testing processing workloads counts.

3-7



USMIRS System Navigation Manual
Date Updated December 12, 2003 Version 1.1

3.16 Print

3.16.1 The PRINT selection (see figure below) will print several different types of
projected processing summary, medical briefs, and forms.

E PC-Xware Screen =[]

USHEPCOH INTEGRATED RESOURCE SYSTEH {USHIRS}

Utilities Testing Medical Operations tRacking Service Comm c¢rdB c¢sDb Help Exit

check- Infout

appl Location
no sHow
eTp s
stp -
proJections
personal Data
680Adp

database query
Workload -
H status
prOcess results
am

reConcile

BRI

" zerm
Medical brief
Formsireports

laBels

B ) KN > BN ] Em ) EE

PRINT THE USMEPCOM FORM 727PL

Figure 18 Testing with Print Expansions

3.16.1.1 A brief description of the Print expansions:
727P1 (CNO2) - prints Form 727, next duty day's processing workload requirements
MEDICAL BRIEF (MDO08) - print medical brief forms
FORMS/REPORTS (OU10) - print forms (USMEPCOM and DA) and output products
LABELS (TPQ7) - print labels (packet/file, identification badge, and specimen)
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4. USMIRS Main Menu - Medical

4.1 Introduction

4.1.1 The USMIRS Main Menu - MEDICAL selection (see figure below) is the main

processing area for entering the applicant’s medical information. Each pop-up window

selection may have more expansions shown with an arrow on the right of each section.
-l=x

USHEPCOH INTEGRATED RESOURCE SYSTEH (USHIRS)

Utilities Testing Medical'Qperations tRacking Service Comm c¢rdB c¢sDb Help Exit |:_:
: check- Infout :

appl Location
no sHow
mEdical data
alcohol Test
ship saMples -
disgual reView
consUlts
proJections
personal Data
680Adp
database query
Workload -~
pRint -
H status
prOcess results
Qrp

reConcile

diSclosure

CHECK APPLICANT IN AND OUT OF MEDICAL

Figure 19 USMIRS Main Menu with Medical Expansions

4.2 Check - In/Out (TAO1)

4.2.1 Check an applicant in and out of the area.

4.3 Appl Location (TP11)
4.3.1 Track the location applicants within the MEPS at any given time of the day.

4.4 No Show (TP02)

4.4.1 Check for applicants who have not been processed in an area.

4.5 Medical Data (MDO1)

4.5.1 Enter the applicant’'s medical information and allows for updating test results and
evaluations.
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4.6 Alcohol Test (MDQ09)

4.6.1 Enter the applicant's alcohol drug tests.

4.7 Ship samples

4.7.1 The SHIP SAMPLES selection (see figure below) is for processing of the HIV and
DRUG specimens for shipment and the printing of rosters.

B PC-Xware Screen i w1}

USHEPCOH THTEGRATED RESOURCE SYSTEH {USHIRS}

Utilities Testing Medical Operations tRacking Service Comm c<rdB c¢sDb Help Exit

check- Infout
appl Location
no sHow
mEdical data
alcohol Test
ship saMples I~ Hivirpr
disqual reiew o |
consUlts

proJections

Drug

personal Data
680Adp
database query
Workload -~
pRint -
N status
prOcess resulls
amp

reConcile

diSclosure

_|;I_|;I—|III—|;I—|L|

PRINT HIVIRPR SHIPPING LABELS

Figure 20 Medical with Ship Samples Expansions

4.7.1.1 A brief description of the Ship Samples expansions:
HIV/IRPR (MDO02) - enter specimen numbers (HIV) being packed and print roster.
DRUG (MDO03) - enter specimen numbers (DRUG) being packed and print roster.

4.8 Disqual Review (MD12)
4.8.1 Display the medical disqualification between entered dates.

4.8.2 Schedule medical consultations and generate form SF513.

4.9 Projections (CNO1)

4.9.1 PROJECTION is the form used by service counselors to project applicants into the
MEPS.
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4.10 Personal Data (OPO01)

4.10.1 The personal data defaults from the data systems of each of the services. The
user may be required to re-enter applicant’s personal data if the record cannot be found
in the system or becomes corrupted.

4.11 680Adp (ADP680)

4.11.1 Displays the ADP680 screen for verification of the applicant’s information.

4.12 Database query (CEQ5)
4.12.1 Allows for querying the Local MIRS Databases.

4.13 Workload

4.13.1 The WORKLOAD selection (see figure below) is ‘projected’ and ‘actual’
applicants counts per service.

B pC-Xware Screen =0l x|
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Utilities Testing Medical Operations tRacking Service Comm c¢rdB c¢sDb Help Exit
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ship saMples -
disqual reView
consults
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personal Data
6804
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Yorkload " pryjected
[P < Actual

H status

prOcess results
amp
reConcile

diSclosure

B ) O Em ) ] ) Em o[ EE

PROJECTED WORKLOAD

Figure 21 Medical with Workload Expansions

4.13.1.1 A brief description of the Workload expansions:
PROJECTED (TPO08) - view or print projected applicant counts for an entered date
ACTUAL (TP0Q9) - view or print actual applicant counts for an entered date
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4.14 Print

4.14.1 The PRINT selection (see figure below) will print several different types of
projected processing summary, medical briefs, and forms.
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Figure 22 Medical with Print Expansions

4.14.1.1 A brief description of the Print expansions:
727P1 (CNO2) - prints Form 727, next duty day's processing workload requirements
MEDICAL BRIEF (MDO08) - print medical brief forms
NOTIFICATION (MD10) - print notification letters
FORMS/REPORTS (OU10) - print forms (USMEPCOM and DA) and output products
LABELS -
NEW (TPO7) - print labels (packet/file, identification badge, and specimen)
REPRINT (MDO04) - print HIV/DAT labels

4.15 N Status (OQO03)

4.15.1 Clear or create disqualifying conditions for applicants.

4.16 Process results (CR01)

4.16.1 Displays the workload counts for several sections of USMIRS for an entered
service and date.
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4.17 Qrp: Quality Review Process (QRO01)

4.17.1 Review processing discrepancies.

4.18 Reconcile (OR02)

4.18.1 To reconcile medical processing workloads counts.

4.19 Disclosure (OQO01)

4.19.1 To disclose all applicant's problems.
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5. USMIRS Main Menu - Operations

5.1 Introduction

5.1.1 The USMIRS Main Menu — OPERATIONS selection (see figure below) is the main
process for updating the applicant’s information (verify and update personal data,
contracts, etc). There are several common processes available for use in other
sections.

USHEPCOH INTEGRATED RESOURCE SYSTENM {USHIRS)

PC-Xware Screen =]

Utilities Testing Medical Operations | tRacking Service Comm crdB Help Exit

check- Infout

appl Location

no sHow
Enlistment. -
proJdections

680Adp

database queryl
dataBase guery2
Workdoad -
H status

prOcess results
amp

c3sn

re Concile -

pRint -

| A Ml D| H | I |u

CHECK APPLICANT IN AMD QUT OF QPERATIONS

Figure 23 USMIRS Main Menu with Operations Expansions

5.2 Check - In/Out (TAO01)

5.2.1 Check an applicant in and out of the area.

5.3 Appl Location (TP11)
5.3.1 Track the location applicant within the MEPS at any given time of the day.

5.4 No Show (TP02)

5.4.1 Check for applicants who have not been processed in an area.

5-1



USMIRS System Navigation Manual
Date Updated December 12, 2003 Version 1.1

5.5 Enlistment

5.5.1 The ENLISTMENT selection (see figure below) is main process for entering the
applicant’s information into USMIRS for DEP or Accession.

B PC-Xware Screen - x|
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Figure 24 Operations with Enlistment Expansions

5.5.1.1 A brief description of the Enlistment expansions:

DEP PROC - a series of data entry screens to capture data for the DEP enlistment
process:
PERSONAL DATA (OPO01) verifies or update personal data
PEI/PAL (OQO01) - enter or update PEI/PAL disclosure information
DD FORM 93 (OYO01) - enters or update information for the DD Form 93
DEP-IN-DATA (ODO01) - enter, update, or delete DEP information
ENTNAC (OEO01) - enter or update ENTNAC information
CONTRACT 4/1-4/2 (OCO01) - enter or update contract information for Form 4/1-4/2

ACCESSION PROC (OPO01) - a series of data entry screens to capture data for the

applicant's enlistment process:

PERSONAL DATA (OPO01) verifies or update personal data

PEI/PAL (OQO01) - enter or update PEI/PAL disclosure information

DD FORM 93 (OY01) - enters or update information for the DD Form 93

ACCESSION DATA (OAO01) - enter, update, or delete Accession information

ENTNAC (OEO1) - enter or update ENTNAC information

The following contracts may or may not appear depending if applicant’'s SPF:

CONTRACT 4/1-4/2 (OCO01) - enter or update contract information for Form 4/1-4/2

CONTRACT 4/3 (OCO02) - enter or update contract information for Form 4/3
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PERSONAL DATA (OPO01) — enter, update, and verify applicant's personal data

PEI/PAL (OQO01) - enter PEI/PAL disclosure information

DD FORM 93 (OYO01) - enter information for the DD Form 93

DEP-IN-DATA (ODO01) - enter, update, or delete DEP information

ACCESSION DATA (OAO01) - enter, update, or delete accession data

ENTNAC (OEO01) - enter ENTNAC information

CONTRACT 4/1 - 4/2 (OCO01) - enter or update contract information for Form DD 4/1
and DD 4/2

CONTRACT 4/3 (OCO02) - enter or update contract information for Form DD 4/3

DEP DISCHARGE (OGO01) - enter DEP Discharge information

5.6 Projections (CNO1)

5.6.1 The Recruiting Service uses this screen to project applicants to be on the MEPS
processing for a specific date.

5.7 680Adp (ADP680)

5.7.1 Displays the ADP680 screens for verification of the applicant information.

5.8 Database Query 1 (CEOQ5)
5.8.1 Allows for querying the Local MIRS Databases.

5.9 Database Query 2 (OMO01)

5.9.1 Allows for querying the Local MIRS Databases, by individual, range by name, print
(packet file labels and duplicate roster), counts by SPF, and give MEPS workload
statistics.
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5.10 Workload

5.10.1 The WORKLOAD selections (see figure below) are ‘projected’ and ‘actual’
applicant counts per service.
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Figure 25 Operations with Workload Expansions

5.10.2 A brief description of the Workload expansions:

PROJECTED (TPOQ8) - view or print projected applicant counts for an entered date
ACTUAL (TP09) - view or print actual applicant counts for an entered date

5.11 N Status (OQ03)

5.11.1 Create or clear disqualifying conditions for applicants.

5.12 Process results (CR01)

5.12.1 Displays the workload counts for several sections of USMIRS for an entered
service and date.

5.13 Qrp: Quality Review Process (QRO01)

5.13.1 Review all processing discrepancies.
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5.14 Cssn (OP04)

5.14.1 Display Social Security Numbers that are in conflict. E.g. two applicants are
using the same SSN.

5.15 Reconcile

5.15.1 To reconcile processing (shows/no shows) for workloads and transactions (see
figure below).
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Figure 26 Operations with Reconcile Expansions

5.15.2 A brief description of the Reconcile expansions:

TESTING (ORO01) - initial, retest, confirm, student ASVAB, special and invalid test
MEDICAL (ORO02) - physicals, inspects, and consult
OPERATIONS (ORO03) - DEP-in, ACC only, ACC and ship, ship only, and DEP disch
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5.16.1 The PRINT selection (see figure below) will print several different types of
projected processing summary, medical briefs, forms and labels.
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Figure 27 Operations with Print Expansion

5.16.1.1 A brief description of the Print expansions:
727 Pl (CNO2) - prints Form 727, processing workload requirements for entered date
MEDICAL BRIEF (MDO08) - print medical brief forms
FORMS/REPORTS (OU10) - print forms (USMEPCOM and DA) and output products
LABELS (TPOQ7) - print labels (packet/file, identification badge, and specimen)
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6. USMIRS Main Menu - Tracking

6.1 Introduction

6.1.1 The USMIRS Main Menu — TRACKING selection (see figure below) is the main
process area for tracking the applicant’s location and information within the MEPS.
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Figure 28 USMIRS Main Menu with Tracking Expansions

6.2 Check - In/Out (TAO1)

6.2.1 Check an applicant in and out of the area.

6.3 Appl Location (TP11)
6.3.1 Track the location applicant within the MEPS at any given time of the day.

6.4 No Show (TP02)

6.4.1 Check for applicants who have not been processed in an area.
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6.5 Packet

6.5.1 The PACKET selection (see figure below) is to track the location of an applicant's
packet in or out of the MEPS.
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Figure 29 Tracking with Packet Expansion

6.5.1.1 A brief description of the Packet expansions:
CHARGE-IN/OUT (TPO1) - track the location of an applicant's packet within MEPS
727 CHARGE-OUT (TPO01) - sign out packets to personnel and locations
OVERDUE (TP10) - display all packets that are overdue to be returned
DA FORM 200 (TPO03) - print DA Form 200 with packet information
DA FORM 543 (TP04) - print DA Form 543 with packet information
PURGE PACKET (TPO05) - purge records and print ZHM103 Purge Roster
RECORD FLAG (TPO06) - print the 601-23-E

6.6 Projections (CNO1)

6.6.1 PROJECTION is the form used by service counselors to project an applicant into
the MEPS.

6.7 680Adp (ADP680)

6.7.1 Displays the ADP680 screens for verification on applicant information.
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6.8 Database Query 1 (CEOQ5)
6.8.1 Allows for querying the Local MIRS databases.

6.9 Database Query 2 (OMO01)

6.9.1 Allows for querying the Local MIRS databases, by individual, range by name, print
(packet file labels and duplicate roster), counts by SPF, and give MEPS workload
statistics.

6.10 Workload

6.10.1 The WORKLOAD selections (see figure below) are 'projected' and 'actual’
applicant counts per service.
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Figure 30 Tracking with Workload Expansions

6.10.1.1 A brief description of the Workload expansions:
PROJECTED (TPO08) - view or print projected applicant counts for an entered date
ACTUAL (TPOQ9) - view or print actual applicant counts for an entered date

6.11 N Status (OQ03)

6.11.1 To clear or create disqualifying conditions for applicants.

6.12 Process results (CR01)

6.12.1 Displays the workload counts for several sections of USMIRS for an entered
service and date.

6.13 Qrp: Quality Review Process (QRO01)

6.13.1 Review processing discrepancies.
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6.14 Cssn (OP04)

6.14.1 Display Social Security Numbers that are in conflict. E.g. two individuals are
using the same SSN.

6.15 Reconcile

6.15.1 To reconcile processing (show/no shows) for workloads and transactions (see
figure below).

B pC-Xware Screen -lox

USHEPCOH INTEGRATED RESOURCE SYSTEH {USHIRS)
Utilities Testing Medical Operations tRacking Service Comm crdE c¢sDb Help Exit

check- Infout

appl Location

no sHow

packet -
proJections

6804dp

database quer'l
dataBase query2
Workload -
H status

prOcess results

am

c3sn

jreconcicBy Testing
R “ Medical

Operations

e ) Em o) [ o) em o[ el [

RECOMNCILE TESTING INFORMATION

Figure 31 Tracking with Reconcile Expansions

6.15.1.1 A brief description of the Reconcile expansions:
TESTING (ORO01) - initial, retest, confirm, student ASVAB, special and invalid test
MEDICAL (ORO02) - physicals, inspects, and consult
OPERATIONS (ORO03) - DEP-in, ACC only, ACC and ship, ship only, and DEP disch
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6.16 Print

6.16.1 The PRINT selection (see figure below) will print several different types of
projected processing summary, medical briefs, forms, and labels.
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Figure 32 Tracking with Print Expansions

6.16.1.1 A brief description of the Print expansions:
727 PI (CNO2) - prints Form 727, processing workload requirements for entered date
MEDICAL BRIEF (MD08) - print medical brief forms
FORMS/REPORTS (OU10) - print forms (USMEPCOM and DA) and output products
LABELS (TPQ7) - print labels (packet/file, identification badge, and specimen)
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7. USMIRS Main Menu - Service

7.1 Introduction

7.1.1 The USMIRS Main Menu - SERVICE selection (see figure below) is the main
processing area for service personnel. Each pop-up window selection may have more
expansions shown with an arrow on the right side of each selection.

PC-Xware Screen =]

USHEPCOH INTEGRATED RESOURCE SYSTEH {USHIRS)

Utilities Testing Medical Operations tRacking Service | Comm Help Exit
Data entry -
View only -

pRint -

& I D I H I I I Q I

SERVICE COUNSELORILIASON DATA ENTRY

Figure 33 USMIRS Main Menu with Service Expansions

7.1.1.1 A brief description of the Service expansions:
DATA ENTRY - entering or updating applicants’ information
VIEW ONLY - viewing applicant or student information and printing reports
PRINT - print forms (USMEPCOM and DA) and output products
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7.2 Data Entry

7.2.1 The DATA ENTRY selection (see figure below), the pop-up window expands for
entering or updating applicant information and printing reports.
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Figure 34 Service with Data Entry Expansions

7.2.1.1 A brief description of the Data Entry expansions:
CHECK-IN/OUT (TAO01) - check an applicant in and out of the area they are in
PROJECTIONS (CNO01) - project an applicant into the MEPS.
PERSONAL DATA (OPO01) - verification and update applicant's personal data
ENLISTMENT DATA (CEO1) - enter DEP and/or Accession data.
N-STATUS (OQO03) - clear or create disqualifying conditions for applicant(s)
CONTRACT 4/1-4/2 (OCO01) - enter or update contract information for Form 4/1, 4/2
CONTRACT 4/3 (OCO02) - enter or update contract information for Form 4/3
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7.3 View Only

7.3.1 The VIEW ONLY selection (see figure below), the pop-up window expands for
viewing applicant, student information and printing reports.
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Figure 35 Service with View Only Expansions

7.3.1.1 A brief description of the View Only expansions:

APPL LOCATION (TP11) - track the location of applicant in the MEPS

NO SHOW (TPO02) - check for applicant who have not been processed in an area
TESTING DATA (AAO03) - display aptitude data for applicant

MEDICAL DATA (MDO01) - display medical test results for applicant

680ADP (ADP680) - display applicant 680ADP data

DATABASE QUERY (CEOQ5) — allow query the Local MIRS databases

CENTRAL STUDENT DB - future development

WORKLOAD -

PROJECTED (TPO08) - view or print projected applicant counts for an entered date
ACTUAL (TPOQ9) - view or print actual applicant counts for an entered date
PROCESS RESULTS (CRO01) - view the workload counts for several sections of

USMIRS for an entered date
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7.4 Print

7.4.1 The PRINT selection (see figure below) will print forms and labels.
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Figure 36 Service with Print Expansions

7.4.1.1 A brief description of the Print expansions:
727PI1 (CNO2) - print Form 727, processing workload requirements for entered date
FORMS/REPORTS (OU10) - print forms (USMEPCOM and DA) and output products
LABELS (TPQ7) - print labels (packet/file, identification badge, and specimen)
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8. Communication

8.1 Introduction

8.1.1 The USMIRS Main Menu — COMMUNICATION selection (see figure below) is
used to check the status for communication and the main process area for starting,
ending and monitoring the transmission to the Army, Marine Corps and Navy data

systems.

B pcxware Screen =lalx

USHEPCOH INTEGRATED RESOURCE SYSTEH {USHIRS)

Utilities Testing Medical Operations tRacking Service Comm | Help  Exit
’ Status
aRads -

Mcriss -

Hrams -

STATUS OF COMMUNICATION

Figure 37 USMIRS Main Menu with Communications Expansions

8.2 Status (COO01)

8.2.1 Checking the current status for Communications and modem set-up.
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8.3 ARADS

8.3.1 The ARADS (Army Recruiting Accession Data System) is a communication system
for transferring data to Army (see figure below).
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Figure 38 Communications with ARADS Expansion

8.3.1.1 A brief description of the ARADS expansions:
START ARADS - to start the ARADS communication
STOP ARADS - to stop the ARADS communication
MONITOR ARADS - to monitors the communication process

8.3.2 The Monitor ARADS process will provide information about the transferring of data.

8.3.2.1 Whether the ARADS Server or the Local USMIRS server is up or down.

8.3.2.2 The last communication time.

8.3.2.3 The number of records received by USMIRS.

8.3.2.4 The number of connections used to receive the records from ARADS.
8.3.2.5 The number of records transmitted by USMIRS.

8.3.2.6 The number of connections used to transmit the records to ARADS.
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8.4 MCRISS

8.4.1 The MCRISS (Marine Corps Recruiting Information Support System) is a
communications system for transferring data to Marine Corps (see figure below).
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Figure 39 Communications with MCRISS Expansions

8.4.1.1 A brief description of the MCRISS expansions:
START MCRISS - to start the MCRISS communication
STOP MCRISS - to stop the MCRISS communication
MONITOR MCRISS - to monitors the communication process
8.4.2 The MONITOR MCRISS process will provide information about the transferring of
data.
8.4.2.1 Whether the MCRISS Server or the Local USMIRS server is up or down.
8.4.2.2 The last communication time.
8.4.2.3 The number of records received by USMIRS.
8.4.2.4 The number of connections used to receive the records from MCRISS.
8.4.2.5 The number of records transmitted by USMIRS.
8.4.2.6 The number of connections used to transmit the records to MCRISS.
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8.5 NRAMS

8.5.1 The NRAMS (Navy Recruiting Accession Management System) is a
communication system for transferring data to Navy (see figure below).
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Figure 40 Communications with NRAMS Expansions

8.5.1.1 A brief description of the NRAMS expansions:
START NRAMS — to start the NRAMS communication
STOP NRAMS - to stop the NRAMS communication
MONITOR NRAMS - to monitors the communication process

8.5.2 The MONITOR NRAMS process will provide information about the transferring of
data.

8.5.2.1 Whether the NRAMS Server or the local USMIRS server is up or down.

8.5.2.2 The last communication time.

8.5.2.3 The number of records received by USMIRS.

8.5.2.4 The number of connections used to receive the records from NRAMS.

8.5.2.5 The number of records transmitted by USMIRS.

8.5.2.6 The number of connections used to transmit the records to NRAMS.
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9. Help

9.1 Introduction
9.1.1 The USMIRS Main Menu - HELP selection (see figure below).

i3 PC-Xware Screen —lof x|

USHEPCOH INTEGRATED RESOURCE SYSTEH {(USHIRS}

Utilities Testing Medical Operations tRacking Service Comm Help | Exit
Help system
Keys
Version

License

o () Em (> [e] [w] Om () e [

ACCESS THE OMLIME HELP SYSTEM FOR MIRS

Figure 41 USMIRS Main Menu with Help Expansion

9.1.2 A brief description of the Help expansions:

HELP SYSTEM — under development

KEYS - show definition of some function keys

VERSION (UUQ5) - stored software with version numbers
LICENSE (UUQ7) - software license and property of statement
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10. Exit

10.1 Introduction
10.1.1 The USMIRS Main Menu — EXIT selection (see figure below).

B3 pC-Xware Screen =]
USHEPCOH THTEGRATED RESOURCE SYSTEH (USHIRS})

Utilities Testing Medical Operations tRacking Service Comm Help Exit

Exit
Cancel

Em ) Em - ][] e [c] Ee o

LOGOFF MIRS

Figure 42 USMIRS Main Menu with Exit Expansions

10.1.2 A brief description of Exit expansions:

EXIT - exit from USMIRS Main Menu
CANCEL - return to USMIRS Main Menu

10-1



USMIRS System Navigation Manual
Date Updated December 12, 2003 Version 1.1

Individual Screen Instructions



USMIRS System Navigation Manual
Date Updated December 12, 2003 Version 1.1

11. AAO3 Aptitude Data

11.1 Introduction

11.1.1 The AAO3 APTITUDE DATA screen (see figure below) is used to merge test
results with applicant records. There is additional information for AAO3 and ZHMO088 in
Appendix 9 - ZHM088 and AA03 Additional Information.

11.1.2 The AAQ03 Aptitude Data screen can be accessed by one of the following options.

11.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Testing | eTp | Testing data | Aptitude Data (Auto) from AAO5 screen

Service | View only | testinG data
11.1.2.2 By pressing <Ctrl + A> from within the system.
11.1.2.3 Selecting ‘A’ hot button from Main Menu.
—lalx

——— . S
=] ARO3 APTITUDE DATA L i

SSN: - -- - SPF: l— P A M D E H O DOA: li
NAME: . . . . . . . pms: [ oavs: [ | ompc: [
PROJ FOR: I_l—l—l_l_l— P-MEPS: e [ f
I I WKID RPTD: I_l_l_l_l_l_ LAST TRANS: | - |
STATUS LINE: I useRmame: [

sEQ ® BOOK
_ SOURCE! I_MKrva: I: RETEST! I_

MC  AO vE |

oPr ELGIBLE DATE REC TRAKS GCOMBIME DGT CAT

El

TRH nor H3 CODE MET SITE D AFGQT (1] G3 AR WK Ly
N | (| [ I N N N I N
RECRUIT TEST GVERLV FIV
CORRECT TRANS: l— MANUAL DATA: l— COMPOSITES: l— SPEC TEST: l—

ENTER S5M
[Record: 111 Insert [

Figure 43 AAO3 Aptitude Data

11.2 Prerequisite Instructions

11.2.1 Enter the Social Security Number of the applicant. If SSN is found, the applicant
information will be displayed. The applicant may or may not be owned by the requesting
MEPS, refer to Appendix 6 (Applicant Ownership) for more information. If the SSN is not
found on Host CRDB, the Personal Data (OP01) screen will appear to input new
applicant in the system.
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11.2.2 Options available on AAO3 are located at the bottom of the screen. There is
additional information for AAO3 and ZHMO088 in Appendix 9 - ZHM088 and AA03
Additional Information.

OPTIONS DESCRIPTION

CORRECT TRANS Correct existing information

MANUAL DATA Enter new information

COMPOSITES Display composites scores

SPEC TEST Enter special test (language, electronic, etc)

11.3 Correct Trans Option
11.3.1 CORRECT TRANS - enter ‘X’ and press <Enter>.

11.3.2 A Transaction Correction pop-up window will appear with available options. Enter
‘X’ one of the options. The corrections will be posted after the record is committed.

11.3.3 Press <Ctrl + F7> to commit the change or <Ctrl + F4> to discard the change or
<Shift + F9> to exit.

11.4 Manual Data Option

11.4.1 MANUAL DATA - enter ‘X’ and press <Enter>.

11.4.2 SEQ - the system will automatically assign Sequence Number.
11.4.3 BOOK - enter the Booklet Number.

11.4.4 TA — enter the Test Administrator.

11.4.5 SP ST — enter the Special Study Code.

11.4.6 DOT - enter the Date Of Test.

11.4.7 HS CODE - enter the High School Code.

11.4.8 MET SITE - enter the Met Site or press <Ctrl + L> for LOV.
11.4.9 TID — enter the Test Identification (test version).

11.4.10 STANDARD SCORES - enter the Standard Scores for each subtest (GS, AR,
WK, PC, MK, El, AS, MC, AO, VE)

11.4.11 SOURCE — will be pre-filled when record is committed.
11.4.12 SOURCE — will be pre-filled when record is committed.
11.4.13 SOURCE — will be pre-filled when record is committed.

11.4.14 Press <Ctrl + F7> to commit the change or <Ctrl + F4> to discard the change or
<Shift + F9> to exit.

11.5 Composites Option

11.5.1 Display Composites scores.

11-2



USMIRS System Navigation Manual
Date Updated December 12, 2003 Version 1.1
11.6 Spec Test Option
11.6.1 The Special Test Enter/Review/Edit pop- up will appear.
11.6.2 TYPE — enter the Test Type or press <Ctrl + L> for LOV.
11.6.3 TEST SCORE - enter the Test Score.
11.6.4 DOT - enter the Date Of Test.

11.6.5 Press <Ctrl + F7>to commit the change or <Ctrl + F4> to discard the change or
<Shift + F9> to exit.
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12. AAO4 Incomplete USMEPCOM Form 680A-E

12.1 Introduction

12.1.1 The AA04 INCOMPLETE USMEPCOM FORM 680A-E screen (see figure below)
is used to enter remarks for those applicants with incomplete information on the
USMIRS system.

12.1.2 The AA04 Incomplete USMEPCOM FORM 680A-E screen can be accessed by
one of the following options.

12.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Testing | eTp | Incomplete 680a
Lilx

E_————————— =SSR =
= ARD4 THCOHPLETE USHEPCOH FORH 714R-E v2,3.0 = H
DAVS HAME SPF SITE DoT TR

REMARKS!

REMARES!

REMARES!

REMARKS!

REMARKS!

REMARKS!

NO DATA FOUND.

Record: 1/1

Figure 44 AAO4 Incomplete USMEPCOM Form 680A-E

12.2 Instructions

12.2.1 If data exists on the system, the following data defaults will be displayed: DAYS,
SSN, NAME, SPF, SITE, DOT, and TA.

12.2.2 REMARKS - enter the Comments. Use <Ctrl + Page UP/DOWN> to move
between screens.

12.2.3 Press <Ctrl + F7> to commit the change or <Ctrl + F4> to discard the change or
<Shift + F9> to exit.
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13. AAO5 Scoring System

13.1 Introduction

13.1.1 The AAO5 SCORING SYSTEM screen (see figure below) is Aptitude Scoring and
reprinting (unmerged/merged) test roster.

13.1.2 The AAO5 Scoring System screen can be accessed by one of the following
options.

13.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Testing | eTp | Scoring system

i PC-Xware Screen 1ol x|

= ARDS SCORING SYSTEH r |

LGAD MR FILE

I LOAD CAT

l_ REUEW/EDIT ERRORS/SCORING
I_ APTITUDE DATA [AUTC)
l_ REPRINT UMMERGED TEST ROSTER (ZHMOEE)

l_ REPR/KNT MERGED TEST ROSTER (ZHMOEN)

ENTER "X" TQ LOAD OMR FILE
Record: 171 | \ Insert |

Figure 45 AAO5 Scoring System

13.1.3 Enter ‘X’ to perform one of the following:

LOAD OMR FILE — function not permitted

LOAD CAT - function not permitted

REVIEW/EDIT ERRORS/SCORING - function not permitted

APTITUDE DATA (AUTO) — the Aptitude Data (AA03) screen will appear.
REPRINT UNMERGED TEST ROSTER (ZHMO088) — send roster to printer.
REPRINT MERGED TEST ROSTER (ZHMO080) — send roster to printer.
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14. AAOG Intent to Combine

14.1 Introduction

14.1.1 The AA06 INTENT TO COMBINE screen (see figure below) is used for combining
the scores from CAT ASVAB with shorten student test in the Student Testing System
(STS).

14.1.2 The AAO06 Intent to combine screen can be accessed by one of the following
options.

14.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Testing | eTp | intent to Combine

B pr-Xware Screen

r 85K KAME INTENT
® HEFMANBEZ, SARCISD ANTERIOD m
1 MINTEE, ADAM ROMALD |N—
z WITESEIE, ELVER |'.',"
] EFACLEY, AARDM CLAYTON |._
1 FATTANAVING, LENCDLN |N—
2 WOOE, JABED MICHAEL VIETOR |N_
4 GLAKH, JUSTVMA TUEANNA [,,,
1 SEECRIUR'ILTY B0, ERARDON | 0S1EY ,.._

i HULIEERS ez, Jesie [n]

i BLOCK
1 ouT WAS(LEZ, MICHAEL RAYMIAD |N—
2 EOMAFES, TRISTIN LEVELLE |';,"
a CEFMAET, RARY SHIASTIAR |._
1 WAFFBALE, CHRISTOFHER: AKDREW |N—
1 SAYWEATRERS, VICTORLIA BANTELLE |N_.
] SUAFEZ, CHARLES STEVEN [;,"
2 TSINEARTS, ANMA |.._

4 0 WACHAL, ALBERT JOHN ,N_

:5 DO YOUWANT TO COMBINE CAT TEST AND ASVAB TEST (Y7M)?

|Record: 623 = e Insert |

Figure 46 AAO06 Intent to Combine

14.2 Instructions

14.2.1 The screen will display applicants who have taken the CAT ASVAB and the Short
STP test. Read all messages on message/instruction line when they appear for more
instructions.

14.2.2 The cursor will be positioned at the INTENT field. Use <Tab> or <Up/Down
Arrow> to scroll.
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14.2.3 INTENT —enter a 'Y’ to combine test and press <Enter>. The field can be
change from ‘N’ to ‘Y’ or ‘Y’ to ‘N'.
14.2.4 Valid SSN
14.2.4.1 If the Social Security Number is invalid, the Invalid SSN pop-up window will

appear to change SSN.

14.2.4.2 If “Yes” is selected, the SSN Change pop-up window will appear. Enter the
valid SSN.

14.2.4.3 If “No0” is selected, the test cannot be combine without a valid SSN.
14.2.5 Checking Databases with valid SSN.

14.2.5.1 The Search Database pop-up window will appear with three options.

14.2.5.2 LOCAL — will search local database using the AS07 Local Student DB Query
screens. Follow the instructions for ASO7 Local Student DB Query.

14.2.5.3 CENTRAL — will search the CRDB database using AS08 Central Student DB
Query screens. Follow the instructions for AS08 Central Student DB Query.

14.2.5.4 EXIT — will exit from pop-up window.
14.2.6 The test will be combined, if it passes all the test regulations.
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15. ADP680 USMEPCOM Pcn 680ADP

15.1 Introduction

15.1.1 The ADP680 USMEPCOM PCN 680ADP screen (see figure below) is used for
verify data information.

15.1.2 The ADP680 USMEPCOM PCN 680ADP screen can be accessed by one of the
following options.

15.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Testing | 680Adp
Medical | 680Adp
Operations | 680Adp
tRacking | 680Adp

Service | View only | 680Adp (display only)
15.1.2.2 By pressing <Ctrl + O> from within the system.

15 1.2.3 Selecting ‘O’ hot button from Main Menu.
~iox

| - _ p-ee | ser | Poa Mo b n-o poa: -
HAME: - - - -- ’ |

PROJ FOR: I I I P-MEPS: I RID: I 8
I WKID RPTD: I I I LAST TRANS: .I

USERMAME:

STATUS LINE:

EMNTER S5M
[Record: 171

Figure 47 ADP680 USMEPCOM Pcn 680ADP

15.2 Prerequisite Instructions

15.2.1 Enter the Social Security Number for the applicant being processed. Verify the
data from the USMEPCOM PCN 680ADP. If SSN is found, the applicant information will
be displayed. The applicant may or may not be owned by the requesting MEPS, refer to
Appendix 6 (Applicant Ownership) for more information. If the SSN is not found on Host
CRDB, the Personal Data (OP01) screen will appear to input new applicant in the
system.
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15.2.2 The tabs near the top of screen can be selected (use the mouse and click on
tabs) to display the following:

PERSONAL Applicant’s personal information

INS Applicant’s insurance information

TESTING Applicant’s testing information

MEDICAL Applicant’s medical information

DEP Applicant’'s Delayed Entry Program information
DEP DIS Applicant’s DEP Discharge information
ACCESSION Applicant’s accession information

DISCREP Applicant’s Discrepancy and N-Status information
MISC Miscellaneous applicant’s information

WRK HIST Applicant’'s Work History information

Menu Returns to Main Menu

Refresh Clear the record and positions the cursor in the SSN block
Print Print the current USMEPCOM PCN 680ADP

15.3 ADP680 Personal Screen

15.3.1 The ADP680 USMEPCOM PCN 680ADP (see figure below) is used to verify
Personal information.

PC-Xware Screen =lolx
e
= RDPE&BO USHEPCOH PCH 680RADP ]
I I T T T T I N I TR I K
. ... PMS: I N | pavs: I 0000 DMDC: I W
MAME: | TESTING B
PROJ FOR: I I - B I ::
NEW P-MEPS: T54 RID: | O
WKID RPTD: I I LAST TRANS: | ooov .| anoov 3
FORM I g
STATUS LINE! USERNAME: | LUCKIESA |
SELECTIVE
SERVICE: s8¢ S5
ADDRESS:
Tupe  Street Citw County ST Chy P code
E 1424 NORTH MAIN STREET CHICAGD 17031 IL us G060E 0000
CTZH Sex Racial Ethnic Marital #DEP Rel EDUC Foreiun Language DOB
NZ M E E s o 4% 12 L 1- AF Z2- 1984-08-23
DRIVERS Flag 5T ¥ Exp Date
LICENSE: N
PLACE City ST Clry Recruiter ID/SSN Station ID
OF BIRTH:

CHICAGOD 17 us 124235347 12312

Date Last Sync;  2003-12-05 09:31:38 Processing Date:

Figure 48 ADP680 Personal
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15.4 ADP680 Ins (Insurance) Screen

15.4.1 The ADP680 USMEPCOM PCN 680ADP (see figure below) is used to verify Ins
(Insurance) information.

B pC-Xware Screen =]

USHEPCOH PCH_G80ADP

=

v PROJ FOR: l_l_l_l_l_l_ P-MEPS: IT RID: In_ 5.
I WKID RPTD: l_l_l_l_l_l_ LAST TRANS: I]nnw— .IV :=

STATUS LINE: USERMAME: | L

INSURER:
HMame:
Street: State:
City: ZIP Code: Country:

PROVIDER:

Figure 49 ADP680 Ins (Insurance)

15.5 ADP680 Testing Screen

15.5.1 The ADP680 USMEPCOM PCN 680ADP (see figure below) is used to verify
Testing information.

B pC-Xware Screen =]

USHEPCOH PCH_G80ADP

v PROJ FOR: l_l_l_l_l_l_ P-MEPS: IT RID: In_ 5.
WKID RPTD: l_l_l_l_l_l_ LAST TRANS: I]nnw— .IV .:
IW :5

USERMAME: | L

STATUS LINE: I

ESTING SPECIAL TEST

AFaT D poT ST MET Site
Type So DoT

ENLIST "
S E——

I BN IS . _E - il
Fi E

11

STANDARD SCORES

GS AR WK PC MK B AS MC aAQ vE
Test Admin Manual Auth

COMPOSITE SCORES
Eligible Date

GT

Figure 50 ADP680 Testing
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15.6 ADP680 Medical Screen

15.6.1 The ADP680 USMEPCOM PCN 680ADP (see figure below) is used to verify
Medical information.

PC->Xware Screen = [=13

= ADPGEO USHEPCOH PCH G680RADP oL
I I I B BT T T B TR T I R

ssn: [ N BN P—ssu:l SPF: InNH o o 00 oe® poa; W
n - - ---n s [N | pavs: [ oooo P
rame: [ Testing
PROJ FOR: I I I I . 8 X
NEW P-MEPS: Itsq Aw: [ o
WKID RPTD: I I I I LAST TRANS: I BEoot] ,I eo ey
STATUS LINE: I USERNAME: I LUCKIESA

MEDICAL

D E

MEDICAL DATES o
Tune Spedinen noT Result AUDIC TEST Prescreen: REJ T
=
=
Physical Etigibility
mspect
X -Ray EQP BP
SF88 4 u L H E s X WYR  ousuLT ICD CODE _
TVPE R/G FLNT  AFVT  REFR HCG li ey
Bodu =
HGT waT Hair PIP VSION Near Drotant

Figure 51 ADP680 Medical

15.7 ADP680 Dep Screen

15.7.1 The ADP680 USMEPCOM PCN 680ADP (see figure below) is used to verify DEP
information.

PC-Xware Screen =13

= ADPGBO USHEPCOH PCH 680ADP =
T T T T BT T TR T ST T
DOMA; 2003-12-08 ]

BB B e [5] onve[oem | oo [n]
HNAME: | TESTING
PROJ FOR: | 3 H
NEW I I P-MEPS TS RID Iu
WKID RPTD: I I LAST TRANS:I Jooow [ aooov
FORM I
STATUS LINE USERMAME I LUCKLESA

DOE PADD ES Recruiter Stald PEF T-E MOS/AFS PayGrade

Figure 52 ADP680 DEP

15-4



USMIRS System Navigation Manual
Date Updated December 12, 2003 Version 1.1

15.8 ADP680 Dep Dis Screen

15.8.1 The ADP680 USMEPCOM PCN 680ADP (see figure below) is used to verify DEP
Dis (Discharge) information.

(=]
o

name: [Fesring | | | _'
po PROJ FOR: I_ I_ I_I I P-MEPS: I Tsa am: [ o g

WHKID RPTD I I I I LAST TRAMS: I J 000w ,I Rscea | B

rorm | :
USERNAME: I LuCKIESA i

STATUS LINE: I

DEFP DISCHARGE Date of Discharge Reason SPF

Figure 53 ADP680 DEP Dis (Discharge)

15.9 ADP680 Accession Screen

15.9.1 The ADP680 USMEPCOM PCN 680ADP (see figure below) is used to verify
Accession information.

B PC-Xware Screen =1
ADPES0 USHEPCOH FCH GBOADP

2=
s | [0 | [ waes | [ mEmen [ ] == | = | e = = | el
S5N: m “ m P-SSH: | SPF; | DNE B o o D T m°® poa: | 2003-12-08 f_
- - - PMS: I N | DAVS: I 0000 DMDC: I N H
o= PROJ FOR: I I P-MEPS: | TS RID: I o :
WKID RPTD: I I LAST TRANS: I 1000y +| Aoooy ]

FORM I
USERMAME: I LUCKIESA

STATUS LINE: I

ACCESSION

DOE ADSD PED TOE Waiver

PayGrade POG

PMOS/AFS YOUTH

T-E MOS/AFS

Figure 54 ADP680 Accession Screen

15-5



USMIRS System Navigation Manual
Date Updated December 12, 2003 Version 1.1
15.10 ADP680 Discrep Screen

15.10.1 The ADP680 USMEPCOM PCN 680ADP (see figure below) is used to verify
Discrep (Discrepancy) information.

PC-Xware Screen ===
0 -

USHEPCOH PCH G80ADP

NE: :
WKID RPTD: I LAST TRANS I Jooow . |
FORM | :
STATUS LIME: I USERNAME I [[[[[[ sa :

DISCREP DISCREPANCY DESCRIFTION

OTHER MEPS PROCESSOR

PMS (DMDC HIT)

DEP DISCHARGE

PEIFPAI

SSH CONFLICT

MEFS "N" STATUS REASOHN

TESTING DISCREPANCY

MEDICAL DISCREPANCY

Figure 55 ADP680 Discrep (Discrepancy)

15.11 ADP680 Misc Screen

15.11.1 The ADP680 USMEPCOM PCN 680ADP (see figure below) is used to verify
Misc (Miscellaneous) information.

PC-Xware Screen =1

= ADPGBO USHEPCOH PCH 680ADP 2
BT T T T I T I | o | I T T KT

B m “ P-SSH | SPF: Imm » a - b E H-oO DOA: W :
H H BN : =

MNAME: | TESTING 2
PROJ FOR: I I | B . :

NEW P-MEPS: | Ts4 RID: I ° |
WKID RPTD: I I LAST TRANS I,.,,,w .| aooov g

FORM | :
STATUS LIME; USERMAME: | LuckTESA :.

MISC

Path Date Sub Case & RSLT Agency Date Closed
ENTHAC:

Type MAME: Last First Middle
ALIAS:
DMDC: 0 I PSPF  Date RCUD

PEIFPAIZ

Figure 56 ADP680 Misc (Miscellaneous)
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15.12 ADP680 Wrk Hist Screen

15.12.1 The ADP680 USMEPCOM PCN 680ADP (see figure below) is used to verify
Wrk Hist (Work History) information.

B PC-Xware Screen -IElli

—_——
ADPES) USHEPCOH PCH G680ADP

n . . ...n PMS: [N | DAVS: | o000 pMpc: [N || |

MAME: | TESTING

PROJ FOR: P-MEPS: | T54 o ]

EIEEEEE mo: [o] 1}

WKID RPTD: LAST TRANS: | j goov ADOOY g

FORM | I I I I I g

STATUSLINE-I USERNAME: | LUCKIESA :

WRE. HIST
REJ WKID iE SVNCH own MEPS USERNAME _
O O DN CH A
2003-12-05 083134 LUCKIESA

Figure 57 ADP680 Wrk Hist (Work History)

15.13 ADP680 Menu
15.13.1 The Menu tab will return to Main Menu.

15.14 ADP680 Refresh

15.14.1 The Refresh tab will clear information from screen.

15.15 ADP680 Print
15.15.1 The Print tab will send USMEPCOM Pcn 680ADP to printer.

15-7



USMIRS System Navigation Manual
Date Updated December 12, 2003 Version 1.1

16. ASO1 High School Reports

16.1 Introduction

16.1.1 The ASO1 HIGH SCHOOL REPORTS screen (see figure below) is used to print
high school information sorted by several different criteria. The reports can be printed as
full page or single line listing format.

16.1.2 The AS01 High School Reports screen can be accessed by one of the following
options.

16.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Testing | Stp | High school | Reports | Hs data reports
[lanoy R o oo reroRTs

INDIVIDUAL
ALL ALFHA
ALL NUMERIC

BY SERVICE

ELIGIBLE

INELIGIBLE

O O O o g o 3d

BY STATE/COUNTY

EMNTER X TO PRINT INDIWIDUAL HIGH SCHOOL REPORT
[Record: 171 [ [ [insert [

Hed MNow B 0O8:32Z:02Z CS5T Z002

Figure 58 ASO1 High School Reports

16.2 Instructions

16.2.1 To scroll down through the options press <Enter> or <Tab>. To scroll up: press
<Shift + Tab>. The Instructions/message line at bottom of the screen will give more
guidance for entering data in the fields.

16.2.2 A brief description of the print selections for high school:

Selections Description

INDIVIDUAL Print one high school

ALL ALPHA Print all high schools in alphabetical order
ALL NUMERIC Print all high schools in numerical order
BY SERVICE Print all high schools by service
ELIGIBLE Print all eligible high schools by service
INELIGIBLE Print all ineligible high schools by service
BY STATE/COUNTY | Print all high schools within county
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16.2.3 Enter ‘X’ in screen selection option and press <Enter>. Other pop-up windows
may or may not appear with additional information required to complete selections
(school code, service, or status of schools, or state and county).

16.2.4 The Choice of Reports pop-up window will appear allowing the user to chose
between a full-page report and a single line report. This option is not available on the
individual report.

16.2.5 The final pop-up print selections (see figure below) will appear after completing
each selection. Press <Enter> to print or <Ctrl + F4> to clear screen or <Shift + F9> to
return to Main Menu.

S0 RSO HIGH SCHOOL REFORTS +2 3.0 =10l =]

[ ] INDIWVIDUAL

[ ALL ALPHA

[ ALLNUMERIC

[ ] BY SERVICE

[ ELIGIBLE

[ INELIGIBLE

[ eysTatEIcOUNTY
FULL PAGE [X  SINGLELINE [ F

<1 T =
FPRESS <EMTER> TO FRINT REFORT OR <CTRL + F4>/<SHIFT + FS> TO EXIT
[Record: 171 [ [ [

Figure 59 ASO01 High School Reports with Printing Selections
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17. AS02 High School Reports

17.1 Introduction

17.1.1 The AS02 HIGH SCHOOL REPORTS screen (see figure below) is used to print
Student Testing Reports, Cumulative Student Totals and Incomplete Sessions Status
Listings.

17.1.2 The AS02 High School Reports a screen can be accessed by one of the following
options.

17.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Testing | Stp | High school | Reports | Student summary

N ASDZ2 HIGH SCHOOL REPORTS w2.3.2c ==1E3
REPORT NAME
Find [E

Report Mame

STUDENT TESTING REPORT (part1)
STUDENT TESTING REPORT (part2)
STUDENT TESTING REPORT (part1 and 2)
CUMULATIVE STUDENT TOTALS LISTING
INCOMPLETE SESSIONS STATUS LISTING

n e
Find | Cancel |

hoices in list: 5
ecord: 141 |List of Values

Figure 60 AS02 High School Reports

17.2 Prerequisite Instructions

17.2.1 DO NOT ENTER ANYTHING IN THE WHITE BOX - Press <Ctrl + L> or <Enter>
to bring up the pop-up window for report name selections. To clear selection, press
<Delete>.

17.2.2 After selection pop-up window appears with the report names, use <Up/Down
Arrow> to scroll. Highlight the report name and press <Enter> to process the report or
<Ctrl + F4> to cancel.

17.2.3 Other pop-up windows may or may not appear with additional selections for
printing requirements. All the selections will have options to print, return to main menu
(press <Shift + F9>), or return to current screen (press <Ctrl + F4>).
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17.2.4 The Instructions/message line at bottom of the screen will give more guidance for
entering data in the fields.

17.3 Student Testing Reports

17.3.1 Student Testing Reports (part 1, part 2 or both). Highlight selection from the pop-
up window; press <Enter>. To continue press <Enter>.

17.3.2 The current MEPS-ID will be displayed. If “OK”, press <Enter>. Some MEPS
have more than one MEPS-ID. Press <Ctrl + L> or <Enter> for the LOV.

17.3.3 Use current date or enter over with correct date or to scroll for date press
<Up/Down Arrow>. When date is correct press <Enter>.

17.3.4 The final pop-up window will appear for printing. Press <Enter> to print or <Ctrl +
F4> to exit.

17.4 Cumulative and Incomplete Reports

17.4.1 Cumulative Student Totals and Incomplete Status Listings. Highlight selection
from the LOV; press <Enter>. To continue press <Enter>.

17.4.2 The final pop-up window will appear for printing. Press <Enter> to print or <Ctrl +
F4> to exit.
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18. AS03 ASVAB High School Products

18.1 Introduction

18.1.1 The AS03 ASVAB HIGH SCHOOL PRODUCTS screen is used to print ASVAB
product reports and session statistics.

18.1.2 The AS03 ASVAB High School Products screen can be accessed by one of the
following options.

18.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Testing | Stp | Session | Reports

ASOS ASYAB PRODUCTS AMD SESSIOM STATISTICS

REPORT NAME

[
-
[~ r~eromr Setectiomn ||

Find |%

Report Name

PATTERN TO PRINT ASVAB SUMMARY RESULTS
ASVAB SUMMARY RESULTS PRINT BACK TO BACK
ASVAB SUMMARY RESULTS PRINT COLLATE
RECRUITER SERVICE COPY

ALPHA ROSTER

STANDARD SCORES ROSTER

PREFEEDBACK ROSTER

STANDARD SCORES AND PREFEEDBACK ROSTERS
= I =

Find OK I Cancell

N

‘Choices in list: 8
[Record: 111 [ [List of values [insert

Thu Mow F 1a:a7:1cd CST 2002

Figure 61 ASO3 ASVAB Products with Selections

18.2 Prerequisite Instructions

18.2.1 DO NOT ENTER ANYTHING IN THE WHITE BOX. Press <Enter> or <Ctrl + L>
to bring up the pop-up window for report name selections. To select report name use
the <Up/Down Arrow> to scroll. Highlight report name and press <Enter>. To clear
selection, press <Delete>.

18.2.2 The following reports selections are available when the pop-up window is
displayed:

SELECTIONS OPTIONS
PATTERN TO PRINT ASVAB SUMMARY RESULTS
ASVAB SUMMARY RESULTS BACK TO BACK
ASVAB SUMMARY RESULTS COLLATE
RECRUITER SERVICE COPY
ALPHA ROSTER
STANDARD SCORE ROSTER
PREFEEDBACK LISTING
STANDARD SCORES AND PREFEEDBACK ROSTER
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18.2.3 Other pop-up windows may or may not appear with additional selections for the
printing requirements. All selections will have options to print, return to main menu
(press <Shift + F9>), or return to current screen (press <Ctrl + F4>).

18.2.4 The Instructions/message line at bottom of the screen will give more guidance for
entering data in the fields.

18.3 Pattern to Print the ASVAB SUMMARY RESULT.
18.3.1 The instructions for loading and printing preprinted ASVAB Summary Report.

18.3.2 Place preprinted forms face down in printer (HP8100 printer only), with the words
“ASVAB SCORE AND TEST DESCRIPTIONS” to the RIGHT.

18.3.3 Select “PATTERN TO PRINT ASVAB SUMMARY RESULTS” from the pop-up
window selection. Press <Enter> to start printer.

18.4 ASVAB Products and Reports

18.4.1 The pop-up windows will be the same for the following selections:

SELECTIONS OPTIONS
ASVAB SUMMARY RESULTS BACK TO BACK
ASVAB SUMMARY RESULTS COLLATE
RECRUITER SERVICE COPY
ALPHA ROSTER
STANDARD SCORE ROSTER
PREFEEDBACK LISTING
STANDARD SCORES AND PREFEEDBACK ROSTER

18.4.2 After making a selection, the report name appears in the white box, press
<Enter> to continue, to return to the current screen (press <Ctrl + F4>), or return to main
menu (press <Shift + F9>). NOTE: If the ASVAB SUMMARY RESULTS (BACK TO
BACK or COLLATE) is selected, place preprinted forms face down in printer (HP8100
printer only), with the words “ASVAB SCORE AND TEST DESCRIPTIONS” to the
RIGHT.

18.4.3 Pop-up window - enter the Session Number and press <Enter>. If the session
number is not found a message will appear in message line.

18.4.4 Pop-up window - The following items will be displayed on pop-up window, if
session humber is found:

Name of School

Date of Test

Total number of students belonging to session (if student information does not
exist for session submitted; a message will appear in message line)

Total number of student records printed

18.4.5 PRINT BOX — If the number in ‘Total Printed’ is equal to zero or less than the
number in ‘Total Students’, the cursor will be in the PRINT field. Enter ‘Y’ and press
<Enter>. The students that have not been printed for that session will be selected for
printing.
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18.4.6 REPRINT BOX - If the number in ‘Total Printed’ is equal to the number in ‘Total
Students’ the cursor will be in the REPRINT field. A brief description of the REPRINT
options.
18.4.6.1 ‘P’ - Will reprint part of session (ASVAB SUMMARY RESULTS ONLY). A
pop-up window will appear for the starting and ending numbers with Message Line.
18.4.6.2 '"W' - Will reprint whole session. The cursor will go back to Print Box. Enter
‘Y’ and press <Enter>.
18.4.6.3 Press <Shift + F9> to return to Main Menu.
18.4.6.4 Press <Ctrl + F4> to exit and return to current screen.
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19. AS04 High School Database

19.1 Introduction

19.1.1 The AS04 HIGH SCHOOL INFORMATION screen (see figure below) is used to
update existing high school information or population only.

19.1.2 The AS04 High School Information screen can be accessed by one of the
following options.

19.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Testing | Stp | High school I Admin

AS04 HIGH SCHOOL INFORMATION v2.3.0 _I’
MEPS FUNCTION SCHOOL CODE SCHOOL NAME
] O I [
STREET CITY STATE ZIP CODE
| | [
TELEPHONE GRADES DISTRICT # DISTRICT NAME

(L 1)1 -1 I I [

POPULATION
POP TYPE SCHOOLTYPE ~ MANDATORY FOR
SENIORS: M m 00000ono
JUNIORS:
SOPHOMORES: REASON NOT
FRESHMEN: | | SERVICE ASSIGNED ~ STATUS ELIGIBLE TESTED
OTHERS: ] O 1 ]

ENTER (A)dd,(U)pdate school, update (P)opulation OR PRESS <CTRL + L» TO LIST VALUES
Record: 1/1 LList of Values|Insert |

Fri Sep 27 13:47:37 CDT 2002

Figure 62 AS04 High School Information

19.2 Prerequisite Instructions

19.2.1 Atter filling in a field with valid information, press <Enter> or <Tab> to go to the
next field. To navigate backwards from field to field, press <Shift + Tab>.

19.2.2 Other pop-up windows can appear by pressing <Ctrl + L> for the LOV for some
fields. To return to main menu press <Shift + F9> or return to current screen press <Ctrl

+ F4>,
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19.2.3 The Instructions/message line at bottom of the screen will give more guidance for
entering data in the fields.

19.3 Update High School Information.

19.3.1 All school information can be updated. After filling in a field with valid information,
press <Enter> or <Tab> to go to next field. If the data in a field is incorrect, press
<Delete> to remove data and enter the correct information in. The cursor starts in the
FUNCTION CODE field.

19.3.2 FUNCTION CODE - enter ‘U’.

19.3.3 SCHOOL CODE - enter the School Code. If the school code is in the database
(DB), the school information will appear on screen. If the school code is not in the DB, a
message will appear on message line.

19.3.4 SCHOOL NAME - enter the School Name, maximum 30 characters.
19.3.5 SCHOOL ADDRESS - enter the Address, maximum 22 characters.
19.3.6 SCHOOL CITY - enter the City, maximum 15 characters.

19.3.7 SCHOOL STATE - enter the State Abbreviation or press <Ctrl + L> or <Enter> for
the LOV.

19.3.8 SCHOOL ZIP CODE - enter the Zip Code or press <Ctrl + L> or <Enter> for the
LOV.

19.3.9 SCHOOL TELEPHONE - enter the Telephone Number.
19.3.10 GRADES (# of) - the ‘04’ default number or enter the Number of Grades.
19.3.11 DISTRICT NUMBER - enter the District Number (optional field).

19.3.12 DISTRICT NAME - enter the District Name (required if the user put in District
Number.)

19.3.13 POPULATION - enter the Population for each grade level.

19.3.14 POP TYPE - enter the Population Type or press <Ctrl + L> or <Enter> for the
LOV.

19.3.15 SCHOOL TYPE - enter the School Type or press <Ctrl + L> or <Enter> for the
LOV.

19.3.16 MANDATORY FOR - enter '1' if testing is Mandatory for that grade level. If the
user inadvertently enters in '1' for the last field position, the user must enter '0' in that
field before the user can change any of the others to '0'.

19.3.17 SERVICE ASSIGNED - enter the Service Assigned or press <Ctrl + L> or
<Enter> for the LOV.

19.3.18 STATUS - enter the Status or press <Ctrl + L> or <Enter> for the LOV.

19.3.19 REASON NOT ELIGIBLE - if the Status (above) is equal to '5' or '7', enter the
Reason Not Eligible or press <Ctrl + L> or <Enter> for the LOV.
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19.3.20 REASON NOT TESTED - if the Status (above) is equal to '1' or '2' and the
school has not or will not test, enter the Reason Not Tested, leave blank or press <Ctrl +
L> or <Enter> for the LOV.

19.3.21 MEPS-ID - The MEPS-ID will be populated, if correct, press <Enter>. If not
correct, enter the MEPS-ID or press <Ctrl + L> or <Enter> for the LOV. Some MEPS are
responsible for processing overseas schools.

19.3.22 After all updated school information has been entered, a pop-up window will
appear with the following selections:

'U" - Updated school will be changed in the DB and return to blank screen.

'Q"' — Nothing will change in the DB and will return to blank screen.

'C' — Nothing will change in the DB and will return to screen with the school
information the user just updated to make changes where needed.

19.4 Update High School’'s Population Only.

19.4.1 The school population can be updated separately if desired. The cursor starts in
the FUNCTION CODE field. Press <Enter> or <Tab> to go to next field.

19.4.2 FUNCTION CODE — enter ‘P’.

19.4.3 SCHOOL CODE - enter the School Code. If the school code is in the DB, the
school information will appear on screen. If the school code is not in the DB, a message
will appear on message line.

19.4.4 The cursor will stop in the POPULATION section. Press <Delete> to clear field.
Enter the Population field with valid information; press <Enter> or <Tab> to go to next
field.

19.4.5 After all updated school population has been entered, a pop-up window will
appear with the following selections:

'P' - Update schools to the DB and return to blank screen.

'Q" - Nothing will be changed in the DB and will return to blank screen.

'C' - Nothing will be changed in the DB and will return to screen with the school
population information the user just updated to make changes where needed.
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20. ASO5 Session Information

20.1 Introduction

20.1.1 The ASO5 SESSION INFORMATION screen is used to enter the session
information and correcting student records with errors. The student scoring process
consists of several types of equipment and software. The student answer sheets must
be scanned or manually entered into the system by using the ‘Testing 2000’ software,
which resides on the OMR PC. The instructions for the OPSCAN 8 Scanner and OMR
PC are the Off Line Applications Section.

20.1.2 The ASO5 Session Information screen can be accessed by one of the following
options.

20.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Testing | Stp | Session | Admin-scoring
20.2 Prerequisite Instructions

20.2.1 The following processes or information are available for the AS05 screen:

Entering the session information

Processing new session using scanner (OMR)

Adding new students to existing session using scanner (OMR)
Correcting session’s information (See Note 1)

Deleting session’s information (See Note 2)

Note 1: user can correct all fields except test date and only during current school year
Note 2: user cannot delete after session has been transfer to CSDB at HQ USMEPCOM

20.2.2 WARNING: To process answer sheets, the user-id must be the same on the
OMR PC and USMIRS. In other words, the person who logs on to the OMR-PC to scan
answer sheets must be the same person who will process the test session.

20.2.3 After entering information for each field, press <Enter> or <Tab>. To navigate
backwards, press <Shift + Tab>.

20.2.4 The Instructions/message line at bottom of the screen will give more guidance for
entering data in the fields.

20.2.5 Definitions for correcting student’s information on background color in fields,
navigation, and other information used for:

20.2.5.1 Dark Blue — the school code from student’s answer sheet does not match to
the school code entered on the ASO5 screen.

20.2.5.2 Gray — the student’s information from answer sheet, which can be changed, if
needed.

20.2.5.3 Yellow — the student’s information from answer sheet is missing or an error
exists.

20.2.5.4 White — the result of the user correcting the student’s information.
20.2.5.5 <Shift + Tab> — will move cursor from field to field.
20.2.5.6 <Tab> — will always move to ASSIGN TO SESSION field.
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20.2.5.7 The cursor will be where the first error occurs.

20.2.5.8 The “yellow” fields are the fields with errors or missing information.

20.2.5.9 Enter the correct information and press the <Enter>.

20.2.5.10 When the user corrects the field, the color of the box will change from yellow
to gray.

20.2.5.11 If no corrections are made, it will automatically have blanks.

20.2.5.12 The fields can be updated as many times as needed.

20.2.5.13 Help messages will appear when fields need correcting.

20.3 Processing New Session

20.3.1 After the answer sheets have been scanned and transferred to USMIRS, the
session information can be entered in using the AS05 Session Information screen (see
figure below).

ASO05 SESSION INFORMATION v2.3.2¢c
MEFPS SCHOOL CODE SCHOOL NAME FURNCTION
I I =
SESSION NURM DATE OF TEST SERVICE TESTED SPECIAL INSTRUCTION
[T —-— 1 1 1
TOTAL SERVICE PROCTORS TA / PROCTOR INFORMATION
SHOW NoSHOW OPM MIL CIV
usa |
TA | | |
USHN |
USAF [
PROC | | |
USMC [
uscaG [
HELPF: The Special Instruction (Option) is a part of the Student test record. In the Session Information screen (ASC(
Option to an entire session during CORRECTIORN. The user enters the Option to an entire group of student:
The user entersﬁthg OPtiqn to a new group of §Elidgnts during ﬁDlr)lNGito thg existirJg sgssion. In Iﬁ:herEdit S
ENTER SCHOCL CODE

[Record: 11 [ [ Insert [

Fri Sep 27 14:19:29% CDT 2002

Figure 63 ASO05 Session Information

20.3.2 The cursor will start in the SCHOOL CODE field.

20.3.3 SCHOOL CODE - enter the School Code. If the school code does exist on the
Database, the MEPS ID, SCHOOL NAME, FUNCTION CODE, SESSION NUMBER (1%
& 2" position with MEPS-ID) will automatically appear. If the school code does not exist
on the Database, a message will appear.

20.3.4 FUNCTION CODE - the ‘P’ will be pre-filled.

20.3.5 SESSION NUMBER - enter the rest of Session Number, (4 positions for batch
number).

20.3.6 At this point, the system will check school code from the scanned student answer
sheets to the school code entered on the screen.

20.3.7 A pop-up window will appear, “ATTENTION NUMBER OF MATCHES (#) AND
NUMBER OF MISMATCHES (#) TOTAL EQUAL (#) CONTINUE OR CANCEL".

20.3.8 The user has the options to “CONTINUE” or “CANCEL” process.
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20.3.8.1 If the user selects “CONTINUE”", the unmatched school codes could be
accepted in the “CORRECTION TO STUDENT ANSWER SHEETS” screen.

20.3.8.2 If the user selects “CANCEL”, the AS05 Session Information screen will be
cleared and the user can re-enter another school code with session information and re-
start the process. The unmatched school codes could be accepted in the
“CORRECTION TO STUDENT ANSWER SHEETS” screen.

20.3.8.3 NOTE: The scanned answer sheets will remain in the user file until the user
re-scans another session.

20.3.9 If the user selects “CONTINUE” to process, fill-in the rest of the session’s
information.

20.3.10 DATE OF TEST - enter the Date of Test (YYYY-MM-DD) or use <Up/Down
Arrow> to scroll.

20.3.11 SERVICE TESTED - enter the Service Tested or press <Ctrl + L> or <Enter> for
the LOV.

20.3.12 SPECIAL INSTRUCTION — enter the Special Instruction or press <Ctrl + L> or
<Enter> for the LOV.

20.3.13 TOTAL SERVICE PROCTORS - enter the number for each Service for Show
and No Show.

20.3.14 TA/IPROCTOR INFORMATION - enter the number for TA (test administrators)
and Proctors.

20.3.15 The system will check the student answer sheets for errors.
20.3.15.1 If there are any students with missing or incorrect information, an additional
pop-up window (see figure below) will appear on the lower half of session screen.

20.3.15.2 If no errors, a pop-up commit window will appear, select “COMMIT”, or
“CANCEL".

SESSION INFORMATION 2 = B
MEPS SCHOOL CODE SCHOOL NAME FUMCTION
E59 |2515331 0% Fmﬂem HICH SCHOOL WESTLAND E
|l A MEW SESSION 531111 WILL BE PROCCESED
SESSION MUM DATE OF TEST SERWVICE TESTED SPECIAL INSTRUCTION
59 zo0Z-11-08 e B
I CORRECTION TO STUDENT ANSWER SHEETS
|
SCHOOL CODE STUDENT NAME EDUCATION SEX INTENTION PAGE1 ASSIGM
LEVEL SERIAL NUM TO SESSION
[oroe sEmTER © P F F T m
SSM TEST BOOKLET NUMBER SEQUENCE PAGE 2 ASSIGMNED
NUMBER SERIAL NUM TO SESSIOM
frrezens orss i [eore
|l 'noTES: During corrections, the displayed student test may be assigned to the Processing Session. The user may change any ont]
itemn. If SEX or EDUCATION LEVEL are left blank, the student test will be removed from all school products.
| The student test will rermain valid for Enlistment purpose.
]HELP: To assign a corrected student record to the Processing Session, Enter Y in the block "Assign to Session™ and Press <IEN =1
“ »

. EMTER ¥ TO ASSIGH STWDEMT TEST 70 4 SESSION. TOVIEW OTHER TESTS FRESS <ARSN LIF/D 0N
| [Recosd 14195 I

Figure 64 ASO5 with Correction to Student Record

20.3.16 The SEQUENCE NUMBER, SERIAL NUMBER or ASSIGNED TO SESSION
fields will NOT be allowed to make corrections.
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20.3.17 As soon as the corrections have been made, enter 'Y’ to assign to session to
accept the record, the next error record will appear until all errors are corrected.

20.3.18 The “ASSIGNED TO SESSION” item will increase by one for every accepted
record.

20.3.19 After all information has been corrected, press <Ctrl + F7> to process session or
press <Ctrl + F4> to cancel and end session process.

20.4 Add New Students to an Existing Session Using Scanner

20.4.1 After the answer sheets have been scanned and transferred to USMIRS, the
session information can be entered by using the AS05 Session Information screen

20.4.2 The cursor will be in the SCHOOL CODE field.

20.4.3 SCHOOL CODE - enter the School Code. If the school code does exist on the
Database, the MEPS ID, SCHOOL NAME, FUNCTION CODE, Message Line with
Message, SESSION NUMBER (1% & 2™ position with MEPS-ID) will automatically
appear. If the school code does not exist on the Database, a message will appear.

20.4.4 FUNCTION CODE - the 'P' will be pre-filled. To change press <Delete> and
enter ‘A’ or press <Ctrl + L> for the LOV.

20.4.5 SESSION NUMBER - enter the rest of Session Number. If the session number is
found, the session information will appear with pop-up window.

20.4.6 The system will check school code from the scanned student answer sheets to
the school code entered on the screen.

20.4.6.1 A pop-up window will appear, “ATTENTION NUMBER OF MATCHES (#) AND
NUMBER OF MISMATCHES (#) TOTAL EQUAL (#) CONTINUE OR CANCEL”", the
user has the option to continue or cancel process. (Reference 20.3.8).

20.4.7 If the session number was NOT found on database and the user continues, the
following will occur:

20.4.7.1 The cursor will go back to FUNCTION CODE field.

20.4.7.2 Enter 'P' and all other session information.

20.4.7.3 The system will check the student answer sheets for errors with student
information.

20.4.7.4 An additional pop-up window will appear on the lower half of session screen if
there are any students with missing or incorrect information. If no errors, a pop-up
commit window will appear, select “COMMIT”, or “CANCEL". (Reference 20.3.15).

20.4.8 After all information has been corrected press <Ctrl + F7> to commit and process
session or press <Ctrl + F4> to cancel and end session process.

20.5 Correcting Session Information.

20.5.1 The correcting of session information can be done only during the school year.
Everything can be changed except the Date of Test. The reason “Date of Test” cannot
be changed is its affect on scoring precision.

20.5.2 The cursor will be in the SCHOOL CODE field.
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20.5.3 SCHOOL CODE - enter the School Code. If the school code does exist on the
Database, the MEPS ID, SCHOOL NAME, FUNCTION CODE, Message Line with
Message, SESSION NUMBER (1% & 2™ position with MEPS-ID) will automatically
appear. If the school code does not exist on the Database, a message will appear.

20.5.4 FUNCTION CODE - the 'P' will be pre-filled. To change press <Delete> and
enter 'C' or press <Ctrl + L> for the LOV.

20.5.5 SESSION NUMBER - enter the rest of Session Number. If the session number is
found, the session information will appear. If the session number does not exist on the
DB, a message will appear.

20.5.6 Enter the corrections as needed to all fields, except for Date of Test. To make
corrections, press the <Delete> to clear field and enter the corrections. WARNING —
corrections will be applied to the ENTIRE SESSION.

20.5.7 SPECIAL INSTRUCTIONS (option) — PLEASE READ HELP MESSAGE AT THE
BOTTOM OF SCREEN BEFORE MAKING CHANGE.

20.5.8 After all information is correct, a pop-up window will appear with the options
“COMMIT” to process session or “CANCEL” to end session process.

20.6 Deleting a Session.

20.6.1 The deletion of session information can be done only if the session HAS NOT
TRANSFERRED to the CSDB.

20.6.2 The cursor will be in the SCHOOL CODE field.

20.6.3 SCHOOL CODE - enter the School Code. If the school code does exist on the
Database, the MEPS ID, SCHOOL NAME, FUNCTION CODE, Message Line with
Message, SESSION NUMBER (1% & 2™ position with MEPS-ID) will automatically
appear. If the school code does not exist on the Database, a message will appear.

20.6.4 FUNCTION CODE - the 'P* will be pre-filled. To change press <Delete> and
enter 'D' or press <Ctrl + L> for the LOV.

20.6.5 SESSION NUMBER - enters the Session Number (last 4 numbers) and press
<Enter>.

20.6.5.1 If the session number has been found and NOT TRANSMITTED, a pop-up
window will appear with the selections “DELETE” to continue with deletion or
“CANCEL" to stop.

20.6.5.2 If the session number has been found and TRANSMITTED, a message will
appear “SESSION ###### HAS BEEN TRANSFER TO USMEPCOM. MEPS
CANNOT DELETE”.

20.6.5.3 If the session number does not exist on the DB, a message will appear.
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21. AS06 Manual Updating Students

21.1 Introduction

21.1.1 The AS06 MANUAL UPDATING STUDENTS screen (see figure below) is used
for manually updating student information only during the current school year.

21.1.2 The AS06 Manual Updating Student screen can be accessed by one of the
following options.

21.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Testing | Stp | Session | Edit student

HANUAL UPTRTE STUDEMT IWFORHATION

SCHOOL COTE SCHOOL MAME SESSION # DATE OF TEST
SEQUENCE MUMBER: STUDENT MAHE: SPECIAL TNSTRUCTION:
HOHE
STREET: | crr: |
RIDRESS
STATE: ZIP: | TELEPHONE: o o -
EDUCATION LEVEL: | SEX: |_ INTENTIONS: |_ TEST VERSION: | S3N; - _ |
TA 1D NUMBER: TATE OF BIRTH: 19 l_l_l_ SPECIAL STUDY: l—
BOOKLET NUMBER: RACIAL CATEGORY: I_ ETHNIC CATEGORY: |_ COUNSELOR CODE: |
STANDRRD  SCORES
65 AR WK PC K EI A HE Al VE
ENTER SESSION NUMBER
Record: 1/1 [Tnzert [

Tue How 12 11:23309 C5T 2002

Figure 65 AS06 Manual Update Student Information

21.2 Instructions

21.2.1 After entering information for each field, press <Enter> or <Tab>. To navigate
backwards from field to field, press <Shift + Tab>.

21.2.2 WARNING: The School Information, Date of Test, Test Version, and Standard
Scores fields cannot be changed.
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21.2.3 All selections will have options to return to the main menu, press <Shift + F9> or
return to the current screen, press <Ctrl + F4>.

21.2.4 The cursor will start in ‘SESSION NUMBER'’ field. Enter the corrections as
needed. Press the <Delete> to clear field and enter the corrections.

21.2.5 SESSION NUMBER - enter the Session Number.

21.2.6 SEQUENCE NUMBER - enter the Sequence Number. If sequence number is
found and student has tested within the current school year the record will be displayed.

21.2.7 STUDENT NAME - enter the Student Name, maximum 25 characters.

21.2.8 SPECIAL INSTRUCTION - enter the Special Instruction. If student has passed
the release date, the special instruction cannot be changed.

21.2.9 STREET - enter the Street Address, maximum 29 characters.
21.2.10 CITY - enter the City, maximum 21 characters.

21.2.11 STATE - enter the State Abbreviation or press <Ctrl + L> or <Enter> for the
LOV.

21.2.12 ZIP- enter the Zip Code or press <Ctrl + L> or <Enter> for the LOV.
21.2.13 TELEPHONE - enter the Telephone Number or spaces.

21.2.14 EDUCATION LEVEL - enter the Education Level, or press <Ctrl + L> or <Enter>
for the LOV.

21.2.15 SEX - enter the Sex, or press <Ctrl + L> or <Enter> for the LOV.

21.2.16 INTENTIONS - enter the Intentions, or press <Ctrl + L> or <Enter> for the LOV.
21.2.17 TEST VERSION - cannot be changed.

21.2.18 SSN - enter the Social Security Number or spaces.

21.2.19 TA ID NUMBER - enter the Test Administrator Identification Number or spaces.
21.2.20 DATE OF BIRTH - enter the Date of Birth or spaces.

21.2.21 SPECIAL STUDY - enter the Special Studies or spaces.

21.2.22 BOOKLET NUMBER - enter the Booklet Number.
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21.2.23 RACIAL CATEGORY - enter the Racial Category, press <Ctrl + L> for the LOV
(see figure below).

21.2.23.1 One or more of the first 5 categories can be selected or a single selection of
"Decline to Respond".

21.2.23.2 To choose one or several selections, press 'SPACEBAR'. The small square
will be darkened when selected.

21.2.23.3 The system will calculate the selections based in the Racial Code Table in
Appendix 2.

21.2.23.4 To accept the calculated code, press <Enter>.

506 UL UFITE STUDENT [NFORWATION
| soHnL ooge SCHIOL Hee SESSIN + MTE IF TEST
[sigmTa [FeRe Fu crgeRy fowsm [ao-e-at
SEQUENCE MPGER: STULEHT MPE: SPECIAL THSTRICTION:
EzT— Tes e |
HI¥E
STREET; | Test address £ |IF'P.JI
RITRESS
SIE: [ L FZ-T-: """"" TELEFHINE: iz |+ [m - [om |
mooTin Lo fu | s fF INTENTIONS:  [1 TEST veRstoN:  [oam | s | EH ]
| Th I MHER: e ned IWTE OF BIRTH: 19
7 AR ICEN EHOLSaLesEn Wl IVE
BOONLET MMEER; [ 1600050 RACIAL CATEGORY: |0 1 e51m
7 BLACK, OF: ARG AHERTCI
STAHDRRD  SCIRES
I MATIVE KAlanl [ OR, DTHER PRCIFIC 1SLANDER
| T WHITE
i " ™ " e R T
ez ﬁ“ e & | I TECLINE TO RESPOND
BACIAL DO0E [ﬂ
FRES EMTER CR <CTRL + F4> T0 SAVE AM3 EXIT ) I
{Riecoerdy 171 [t

Figure 66 AS06 Screen with Racial Category Pop- up Window

21.2.24 ETHNIC CATEGORY - enter the Ethnic Category, press <Ctrl + L> for the LOV.
21.2.25 COUNSELOR CODE - enter the Counselor Code or spaces.

21.2.26 After the corrections have been made, press <Ctrl + F7> to commit record and a
pop-up window will appear with option to reprint two listings.
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22. ASO7 Local Student DB Query

22.1 Introduction

22.1.1 The ASO7 LOCAL STUDENT DB QUERY screen (see figure below) is used for
finding student(s) on the MEPS Local DB. There are several search options available
(single or compound combinations).

22.1.2 The ASO7 Local Student DB Query screen can be accessed by one of the
following options.

22.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Testing | Stp | student Query | Local student db

AS07 STUDENT DATABASE QUERY v2.3.3 |'_
|
]
COMBINATION il
Find %
Description
A
STUDENT NAME

DATE OF BIRTH

NAME AND DATE OF BIRTH
NAME AND STREET

NAME AND CITY

NAME AND STREET AND CITY
NAME AND EDUCATION LEVEL
PERSONAL INFORMATION (EXCEPT SSN) -

I~ -

Find | OK Cancel |

Choices in list: 9
[Record: 1/1 | [List of Values [nsert

Fri Sep 27 14:25:56 CDT 2002

Figure 67 ASO7 Local Student DB Query

22.2 Instructions

22.2.1 Look at the ‘Instructions/message line at bottom of screen’ for more definitions of
instructions. To return to the Main Menu press <Shift + F9> or to return to the current
screen press <Ctrl + F4>.
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22.2.2 Press <Ctrl + L> or <Enter> for pop-up window for List of Values for student
search criteria.

SEARCH CRITERIA SELECTIONS
SSN
Student Name
Date of Birth
Name and Date of Birth
Name and Street
Name and City
Name, Street, and City
Name and Education Level
Personal Information (except SSN)

22.2.3 Highlight selection by using <Up/Down Arrow> and press <Enter>. To cancel
press <Ctrl + F4>.

22.2.4 The selection will appear on the screen, enter the information for the search.

22.2.5 To start searching, press <Enter>.

22.2.6 If student records re found (see figure below), the instruction/message line will
give the user a count of how many records were found and give the user three options
for selection.

STUDENT DATABASE OUERY
STUDEMT DATABASE OUERY RESULT / 55N UPTATE
SR ' - - STUDENT NAHE: TEST RECORD
SEX3 H
DATE OF BIRTH: 1982-03-04
RACIAL CATEGORY: E
ETHNIC CATEGORY: 2
ADDRESS:
EDUC LEVEL: - TEST RECORTD
INTEMT; 2 WI 54151
SPEC STUDY:
COUNSELOR: TELEPHONE:
SCHOOL 3 BE07ROTES GOODMAM ARMSTRONG HS GOODHAN UL
SESSION: E20691 TEST DATE: 2000-11-08 TEST VERSION: 19F SEQUENCE: 1240387
G5 AR WK, FC ks EL As MC Ao YE AFUT
STANDARD SCORES: 57 %5 42 40 39 42 54 44 1] 41 15
SPECIAL INSTRUCTION: 4 CREATED BY:  WILLIAHS
HELP: The user can View Student Test, Scroll Up/Dlown through Student Tests by pressing <ARROM UP/DOMM: kew or COMMIT
by pressing <CTRL+F7> key UPDATED SSNH
ENTER S5M
Record: 1/1 [Tnzert [

Figure 68 ASO7 with Selected Student
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23. AS08 Central Student DB Query

23.1 Introduction

23.1.1 The AS08 CENTRAL STUDENT DB QUERY screen (see figure below) is used to
search the Central Student Database (CSDB) for any high school test, display service
composites, and move the identified high school to the local USMIRS database. The
ASO08 has a HELP button to provide for use with the HHGH SCHOOL DIRECTORY, to
guery the CSDB by student information and to operate with CSDB query result.

23.1.2 The AS08 Central Student DB Query a screen can be accessed by one of the
following options.

23.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Testing | Stp | student Query | Central student db
Service | View only | Central student db  (future development)

£ AS08 CENTRAL STUDENT DATABASE QUERY v2.3.4 M= E
To search and query the Central Student Database
use one of three options:
- by 88N, direct access to student record when SSN matched

- by School Info (State, City, Name) and Student Info (Name or Date Of Birth)
- by Student Info (State, City, Street, Name, Date Of Birth, Education Level)

By SSW { By School Info | By Student Info

T0O SEARCH AND QUERY BASED ON SCHOOL INFO
[Record: 1.1 [ [ [

Figure 69 AS08 Central Student Database Query

23.2 Prerequisite Instructions
23.2.1 Press <Tab>, or <Shift + Tab>, or clicking mouse to navigate though screens.

23.2.2 Look at the ‘Instructions/message line at bottom of screen’ for more definitions of
instructions.
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23.2.3 To search and query the Central Student Database (see figure below) use the
following selections:

SEARCH SELECTION SECTION
By SSN 23.3
By School Information 234
By Student Information 23.5

23.3 Search by SSN

23.3.1 Searching by SSN is the most efficient and direct access to the student record if
the SSN is known and is correct on the record in the CSDB database.

23.3.2 Press or select ‘By SSN’ button, three blocks appear in which to enter the full or
partial SSN.

23.3.3 A message displays “SYSTEM WILL QUERY CENTRAL STUDENT DATABASE
BY SSN #”.

23.3.4 A pop-up window will appear. Select the 'QUERY" button to continue the query or
the 'CANCEL' to cancel query and return the cursor to the beginning of the SSN block.

23.3.5 If the record is found, the high school test is displayed (see figure below).

CENTRAL STUDENT BATAETSE (UERY {RG08) ﬂ
CENTRAL STUBEHT DRTHERSE OUERT RESLLT
s - I STUTEHT o [TETHENE
B ¥ DRTE OF BIRTH: e
RICIAL CATEGORY: g
ETHNIC CRTEGORY 2 B FIRESS: [ TEETHANE |
ERKC LEVEL: 10
LHTERT: 1 LEHISVILLE T THIET
SPEC STUNY:
e e —
SCHOOL SELITS LENISVILLE HIGH SEHOOL LENISVILLE ™
SESSIML JomAT TEST MTE: 2002110 TEST VERS10H: TEUENE TG
r:] W [ FC ||c ET RS [ ] VE ARaT
STHADRRD SOORES: & 1 [H] ] 57 “ 4n 5 ] 5 7
SPECIR. INSTRUCTION: 'y

Figure 70 AS08 Central Student Database Query Results

23.3.6 If query does not find a record, a message will be displayed “A STUDENT TEST
DOES NOT EXIST FOR ENTERED SSN #".

23.3.7 Press <Shift + F9> to exit to the Main Menu.
23-2



USMIRS System Navigation Manual
Date Updated December 12, 2003 Version 1.1

23.4 Search by School Information

23.4.1 Search and query by School Information narrows the search to the school
session using the school attributes (state, city, name) and date of test, and some
personal information such as student name or date of birth.

23.4.2 Select 'By School Info' button.

23.4.3 The HIGH SCHOOL DIRECTORY displays and the first state (ALABAMA)
highlighted (see figure below).

8 AS08 CENTRAL STUDENT DATABASE QUERY v2.3.4 M= E
HIGH SCHOOL DIRECTORY SCHOOL INFORMATION
AL ABAMA =
FALASKA STATE:
EAMERICAN SAMOA .
HARIZONA Hin
HARKANSAS NAME:
BCALIFORNIA
HCOLORADO DATE TEST:
EHCONNECTICUT SEARCH
b NS RE © BY STUDENT NAME
BDISTRICT OF COLUMBIA | |
EFEDERATED STATES OF MICRONESIA © BY DATE OF BIRTH (YYYY-MM-DD} ;4 - -
mFLORIDA
BGEORGIA
HGUAM
EHHAWAIL
EHDAHO
ELLINOIS
EHNDIANA
FHOWA
EHKANSAS HELP - High School Directory
AHENTUCKY
ELOUISIANA
EMAINE
EMARSHALL ISLANDS .

[PRESS <UP/DOWN> ARROW TQ SELECT HIGH SCHOOL DIRECTORY OR <ENTER> TO EXPANDI/COLLAPSE A BRANCH
FAST-FIND THE HIGH SCHOOL DIRECTORY
I FIHD
PRESS <UP/DOWN> ARROW TO SELECT HIGH SCHOOL DIRECTORY OR <EMTER:> TO EXPAMD/COLLAPSE & BRAMCH
[Record: 141 [ [ [

Figure 71 AS08 High School Query Input Screen

23.4.4 The High School Directory is a four related levels (state, city, name, and test
date) search tool in locating session to narrow the search in finding a high school test.

23.4.5 Use the High School Directory to select the high school information (state, city,
name, test date).

23.4.5.1 To speed up the process of entering the high school information (state, city,
and name), fill in the information on the FAST-FIND block.

23.4.5.2 To navigate from High School Directory block to the FAST-FIND block, press
<Enter>.

23.4.5.3 Enter the search value. For examples, to find the state of ‘ILLINOIS’, enter
the value 'IL' and confirm by selecting or pressing on the ‘FIND’ button.

23.4.5.4 A HELP selection is available, select the 'HELP — High School Directory
button' to read instructions on how to use the High School Directory.
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23.4.6 After the high school information has been displayed, select search by the
student name or by date of birth (see figure below).

£ AS08 CENTRAL STUDENT DATABASE QUERY v2.3.4 M=
HIGH SCHOOL DIRECTORY SCHOOL INFORMATION
EHALABAMA B
. ALABAMA
EABBEVILLE J STATE:
H-ABBEVILLE CHRISTIAN ACADEMY e ABBEVILLE
=12001-10-31 :
2001-02-07 A ABBEVILLE CHRISTIAN ACADEMY
ABBEVILLE HS i T
BADDISON DATE TEST: -
EAKRON SEARCH
EALERSUER & BY STUDENT NAME |
HALBERTVILLE
LAl EXANDER CITY © BY DATE OF BIRTH (YYYY-MM-DD) 14 _ _
EALEXANDRIA [EHOOSE SEARCH BY STUDENT NAME OR BY DATE OF BIRTH|
ALICEVILLE
LPINE
NDALUSIA
NNISTON
RDMORE
RITON
ARLEY
HASHFORD HELP - }{iqh School Directnry
SHLAND
THENS
HATMORE
FAUBURN
i ,7&_1
FAST-FIND THE HIGH SCHOOL DIRECTORY
FIHD
ZNTER STUDENT NAME [at least one letter) AND PRESS <ENTER> TO QUERY
Record: 141 [ [ [

Figure 72 AS08 High School and Student Input Query

23.4.7 The student name can be full or partial (at least one letter).

23.4.8 The date of birth must be entered in “YYYY-MM-DD” format.

23.4.9 To start query, press <Enter>.

23.4.10 The attention message displays with options “QUERY” or “CANCEL".
23.4.11 “QUERY” option will display found record.

23.4.12 “CANCEL" option will return to student name or the date of birth.

23.5 Search by Student Information.

23.5.1 Search and query by student information gives the user flexibility to search and
query CSDB based on the full or partial student information.

23.5.2 The student provided information at the time that the test was administered. This
information included student name, address, date of birth, and education level.
However, the system cannot ensure that the information entered by the student is
complete and accurate.

23.5.3 To start search enter the Student State (required field). Only alpha characters
are allowed. LOV is available.

23.5.4 Enter the full or partial Student City or leave blank. Only alpha characters are
allowed. One letter is acceptable.

23.5.5 Enter the full or partial Student Street or leave blank. Alpha and numeric
characters are allowed. One letter is acceptable.
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23.5.6 Enter the full or partial Student Name or leave blank. Only alpha characters are
allowed. One letter is acceptable.

23.5.7 Enter the Student DOB in the format (YYYY-MM-DD) or leave blank.

23.5.8 Enter the Education Level (grade when HS test was administered) or leave blank.
The valid entries are from 11 to 15.

23.5.9 To find help on how to query the CSDB based on the Student Information, select
the HELP — CSDB Student Information Query button.

23.5.10 After the all desired search values have been entered, press <Enter> at the
Education Level block to start a query of the CSDB.

23.5.11 A pop-up window will appear while searching. Select the “QUERY” to continue
the query or the “CANCEL" to cancel query and return the cursor to the beginning of the
State block.

23.5.12 If the "QUERY” option was selected, the system counts records based on
search criteria. Based on the amount of the retrieved records, the system acts
accordingly.

23.5.13 In some cases (check the HELP), the system display the number of expected
records will exceed the limit (more than 50). A pop-up window displays the message
“QUERY WILL EXCEED 50 RECORDS. ADD VALUE OR CANCEL” with options
buttons “CHANGE VALUE” or “CANCEL".
23.5.13.1 If “CANCEL" is selected, the system goes back to the start of AS08 screen.
23.5.13.2 If “CHANGE VALUE" is selected, the cursor moves to the Student City.

23.5.13.3 If no records are found, an attention message displays "TEST DATA NOT
FOUND. CHANGE VALUE OR CANCEL" with options buttons “CHANGE VALUE" or
“CANCEL".

23.5.13.4 If “CANCEL” is selected, the system goes back to the start of AS08 screen.
23.5.13.5 If “CHANGE VALUE" is selected, the cursor moves to the Student State.

23.5.14 If the number of the retrieved records is less than 21, all results will be
displayed.

23.5.15 If the number of the retrieved records is between 21 and 50, a pop-up window
will display the message “STUDENT TESTS RETRIEVED CHOOSE TO” with options
buttons “CONTINUE”, “CHANGE VALUE” or “CANCEL”".
23.5.15.1 If “CANCEL" is selected, the system goes back to the start of AS08 screen.
23.5.15.2 If “"CHANGE VALUE" is selected, the cursor moves to the Student State.
23.5.15.3 If “CONTINUE?" is selected, all results display.
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23.6 HELP - High School Directory

23.6.1 Select the “HELP — High School Directory” button to read instructions on how to
use the High School Directory (see figure below).

HELF - High School Directony

SELECT HELP - HIGH SCHOOL DIRECTORY

Figure 73 AS08 HELP High School Directory Start Button

23.6.2 The HELP — High School Directory displays (see figure below)

CENTRAL STUDENT DATABASE OUERY f
HIGH SCHOOL DIRECTORY SCHOOL TMFORMATION
A STATE:
AMERICAN SAMOA CITY
ARKANSAS
ALIFORNIA b
OLORADD
OMMECTICLT WEE B
DELAKARE
DISTRICT OF COLUMBIA ezl
EDERATED STATES OF MICRONESIA 4 BY STUIENT HAtE
LORIDA
FORGIA | ~ BY DATE OF BIRTH (iY-HKH-ID} 19 _ _
LAK
AWALT
TIRHD
ILLINOIS
iEEE‘HNH INSTRUCTIONS TO USE HIGH SCHOOL DIRECTORY
ANSAS HIGH SCHOOL Directory contains Four related levels:
ENTUCKY First lewel School State (Illinois, etc)
QUTSTANA Second level School City {Chicago, etcl)
Third lewel School Mame  (Kennedu HS, stol
RINE Fourth  level Date of Test  (2001-04-25, stcd
ARSHALL ISLANDS . .
BRYLANT To EXPAND a collapsed entry at the level immediately below
SELECT the + in front of the chosen entry or press <ENTER>
HSSACHUSETTS To COLLAPSE an expanded entry at the level immediately below
ICHIGAM SELECT the - in front of the chosen entry
INNESOTA T To SELECT the chosen entry and entries from the above related levels
SELECT ar press <ENTER> at the chosen entry
I-\] | To HAYIGATE through the tree use ARROMN UP/TOWN or PAGE UP/TOMM
or SCROLLEAR
FAST-FIMD THE HIGH SCHOOL DIRECTORY
[SELECT OR PRESS <ENTER> TO EXTT

ELECT OR PRESS <EMTER> TO EXIT
1 [

Record:

[Tnsert. [

12 10718 C5T 2002

Figure 74 AS08 Help High School Directory Instructions
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23.7 HELP — CSDB Student Information Query

23.7.1 Select the “HELP — CSDB Student Information Query” button to read instructions
on how to query the CSDB based on student information (see figure below).

HELP - CSDB Student Information Query

SELECT FOR HELP - CSDB STUDENT INFORMATION QUERY

ENTER STATE OR PRESS <CTRL +L> TO LIST WALUES
Record: 141 [ List of Values |

Figure 75 AS08 Help CSDB Start Button

23.7.2 The HELP — CSDB Student Information Query Instructions displays (see figure
below).

CEWTRAL STUDENT DIATABASE OUERY ¢ =) I:

INSTRUCTIONS TO QUERY CENTRAL STUDEWT DAATABASE BASED OM STUDEMT INFORMATION

To retrieve or query a High School record{s) using "Student Information", the user must enter a valid search.

The following rules and suggestions applys
= The uzer iz prohibited from querying more than 50 records to the local database during a search
- To ensure the user does not exceed this limit:

- All queries must include a Student State as 3 primary search key

- Enter a combination of query data that is not likely to exceed the 50 record limit
tin other words, try to make a more unigus combinationd,,,i,e.:

- State & City & Street

- State & Mame & Date Of Birth

- State & City & Mame {for a small cityr
- State & Street & Name

- Avoid combinations that will likely exceed the 50 record limity

- State & City

- State & Dlate OF Birth

- State & Mame (common}

- State & Education Lewel

- State & City & Education Level

- State & Mame (commond & Education Level
- ete,

Once an acceptable number of records iz identified (50 and under}, press the QUERY button
to display the requested records,

HOTE: UWhen a number of identified records is 20 and less, the requested records will display immediately,

SELECT OR PRESS <EMTER: TO EXIT

ELECT OR PRESS <EMTER:> TO EXIT
Record: 171 [ [Insert, [

Figure 76 AS08 Help CSDB Instructions
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23.8 HELP — CSDB Query Result

23.8.1 Select the “HELP — CSDB Query Result” button (lower left on screen) to read
instructions on how to use the result of the CSDB query (see figure below).

IR THAL 5 TUDENT DATAIASL QUL T

CENTRAL STUDENT DATABASE QUERY RESULT
ssn: RN - - STUDENT MAME: OME OF THE STUDEWT
SEX: " DATE OF BIRTH: 1B0s - o8- 20
FOP GROUP: x
EDUC LEVEL: as ADDRESS: 1294 HATH STREET
INTENT: - L e nzaoa
SPEC STUDY: wooo
COUNSELOR: TELEPHONE: 1z -aza-azaa
SCHOOL: saozs00a0 EANCOLN WE ECWOOL [T v
SESSION: Isssel TEST DATE: z001-10-16 TEST VERSION: 1o SEQUEMCE: sTITRAS
GS AR Wi PC M El AS mc A vE AFQT
STANDARD SCORES: 5% 0 wa aa a1 w1 az e a0 LT v
CREATED BY! soETaEr
B oy wamis e |
[EELECET FOR HELF - CSDB QUERY RESULT|
THTER B
P 146

Figure 77 AS08 Help CSDB Query Result Start Button

23.8.2 The HELP — CSDB Query Result displays (see figure below).

CENTRAL STUDENT DATAEAS

INSTRUCTIONS TO OPERATE CENTRAL STUDENT DATABASE OUERY RESLLT
Once a record  is retrieved and displayed on this screen, the user cang

= View nultiple records using the UP/DOWN Arrow keys (if more than one record iz retrieved)

- Dizplay the service compozite scores

- Change the S5M of a record if the SSM has been incorrectly entered o the test iz already merged

- Move the record with the completed S5M to their local database for processing/merging on HIRS
MOTE: The service user cannot move the record to the local database.

If the user desires to display the service composite scores, the user must press SHIFT + TAE keys from the beginning of the 55N block.
The service user can display the service composite scores by pressing the TAB key from the end of the SSM block.

- If the uzer desires to mowe a record with the completed SSMN from CSDE to their local MIRS Database;
- TAB through the completed SSM block
- An alert will notify the user that the CSIE will be checked for records with the SSM displayed on the screen
- The user can then accept {(continue} or cancel the SSN search action

= If the uzer accepts the S5M zearch action {(by preszing the COWTINUE buttond,
all records that match the displayed 55N will be retrieved,
Upon retrieval the user can review these records using the UP/DONN Arrow keys
= If the user cancels the 55M search action {bu pressing the CAWCEL button?,
the user can continue to review other records

- If the user retrieves a record or records that the user does not want to transfer to their local database.
the user will have the choice to exit by pressing the SHIFT + F3 / CTRL + F4 keys g
- If the user retrieves records, and the user does not want to transfer some of them to their local database,
the user must remove {blank out} the 55N from the record before attempting to transfer the recordis)
to their local database

- To movestranzsfer the chozen records to their local databaze the uszer must TAE through the completed SSM block

- An alert will notify the user of the number of records that will be transferred to their local datsbase
= The uzer can then agree {continue) or cancel the transfer

= If the user agrees with the number <by pressing the CONTINUE button?,
all records that match the displayed 55N will be transferred
The user can then rewview these records uzing the TESTING DATA screen {AAO3)
= If the user cancels the transfer {by preszing the CANCEL button?,
the user can continue to either correct or remove (blank out) the S5M{s) of the records or

initiate a new searchdquery
WOTE: A re-guery by 55N only applies to records not originally retrieved by using the 55N option. e R T LT

ELECT OR PRESS <EMTER> TO EXIT

Record: 171 [ [ [Tnsert [

Figure 78 AS08 Help Instructions Display for CSDB
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23.9 Instructions to Operate Central Student Database Query Result.

23.9.1 Once records are retrieved and displayed on the screen. Use the <Up/Down
Arrow> to view multiple records.

23.9.2 If the high school test record with the completed SSN was identified, the user can
<Tab> through the completed SSN block to re-query CSDB based on SSN for any other
tests with that SSN. This action is not required when the user queries CSDB through the
“By SSN” search option

23.9.3 To prevent an erroneous query of the CSDB, the system displays the alert
message “SYSTEM WILL QUERY CSDB BY SSN: ... QUERY OR CANCEL”

23.9.4 The “CANCEL” selection will make the message disappear. The “QUERY”
selection will re-queries CSDB based on chosen SSN. The result display.

23.9.5 If the user decides to change SSN based on other information, the system will re-
guery CSDB based on chosen SSN.

23.9.6 If matched records found, the query result will be displayed.

23.9.7 If matched records do not exist, the warning message displays “NO ADDITIONAL
HS TEST HAS BEEN RETRIEVED FROM CSDB” will be displayed.

23.9.8 After search CSDB for chosen SSN has been performed, the identified record or
records to LOCAL USMIRS Database for future processing.

23.9.9 To move records, tab through the completed SSN block by pressing <Enter> or
<Tab>.

23.9.10 The attention message appears “SSN ... HAS 2 HS TEST. MOVE TO LOCAL
DB OR CANCEL----CONTINUE OR CANCEL".

23.9.11 The “CANCEL" selection will make the attention disappear. The “CONTINUE”
selection will start a process to move a chosen high school test to LOCAL USMIRS DB.

23.9.12 If chosen high school test exists in local DB, the system will inform the user with
the alert message “A TEST FOR SSN # EXISTS ON LOCAL DB. CHECK TESTING
DATA (AA03). CONTINUE TO USE CSDB OR EXIT---CONTINUE OR CANCEL".

23.9.13 The “CONTINUE" selection will return to the search options screen. The “EXIT”
selection will return to USMIRS Main Menu or Intent to Combine screen, depending on
the start point.

23.9.14 If chosen high school test does not exist in local DB, the system moves high
school records and an attention message appears "2 HS TESTS FOR SSN # MOVED
TO LOCAL DB. --- CONTINUE TO USE CSDB OR EXIT".

23.9.15 The “CONTINUE" selection will return to the search options screen. The “EXIT”
selection will return to USMIRS Main Menu or Intent to combine screen, depending on
the starting point.

23.9.16 If the user retrieves records, and the user does want to transfer some of them to
local USMIRS DB, the user must remove (blank out) the SSN from the record before
attempting to transfer the records to their local USMIRS DB.
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23.10 ASO08 Display Service Composite Scores
23.10.1 The service composite scores can be displayed for any chosen test.

23.10.2 After search and query is performed and the result of the query displayed, press
<Shift + Tab> from the beginning of the SSN block, to display the service composite
scores.

23.10.3 The Service liaison can display the service composite scores, press <Tab> from
the end of the SSN block.

23.10.4 Press <Enter>, to display the service composite scores on the ‘DISPLAY
SERVICE COMPOSITES’ button (see figure below).

Display Serwvice Composite Scores |

SELECT OR PRESS <ENTER> T DISPLAY SERVICE COMPOSITE SCORES

Figure 79 ASO08 Display Service Composites Button

23.10.5 The service composite and standard scores display for the chosen SSN (see
figure below).

POP GROUP: x '

EDUC LEWI SERVICE COMPOSITE SCORES
INTENT: eT ox co =L A Gr1 rox or sC =T 0 E==u
SPEC STU AR
oso o83 075 076 075 o072 067 o7a o076 oso0
COUNSEL i
s eT EL
MC
oo ouo oy
SCHOOL: e s
T EL BEE EnG MEC rME2 wuc or e ADM
SESSION: Ha 050 162 172 o7a 10a  ma 1ss wa 1as 003 proveEts
- = 2 = : “araT
AF @
o1o 035 o030 o017
STANDARL =
= GS AR W PC MK El AS mMc AO VE AFQT
SITATICIATREY 52 38 56 a4 41 31 32 34 oo 52 32 —
- S N -
SELECT OR PRESS <ENTER> TO EXIT

EEEEEEEEEEEEEEEEEEEEEEEEEE

Figure 80 AS08 Service Composite and Standard Scores

23.10.6 AR — Army, MC — Marine Corp, NA — Navy, AF — Air Force
23.10.7 To exit the Help select the ‘EXIT’ button or press <Enter>.
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24. AUO1 MET Site

24.1 Introduction

24.1.1 The AUOL1 MET SITE screen (see figure below) is used to add, update, or delete
MET site information.
24.1.2 The AUO1 Met Site screen can be accessed by one of the following options.

24.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Utilities | Table maint | meT sites

AUO01 MET SITE v2.3.0
MET SITE ID: EZEEEIN SERVICE RESPONSIBLE: [DAR
NAME: [CHICAGO MEPS DAY

LOCATION: [CHICAGO MEPS

ADDRESS:

STREET: [1700 S WOLF ROAD

CITY: [DES PLAINES

STATE: [T ZIP CODE: [60018 | - [1999

ENTER MET SITE I OR PRESS «CTRL + L» TO LIST VALUES
[Record: 1/7 | List of Values

Replace |

Fri Sep 27 08:30:27 CDT 2002

Figure 81 AUO1 MET Site

24.2 Instructions

24.2.1 Atter filling in a field with valid information, press <Enter> or <Tab> to go to the
next field. To navigate backwards from field to field, press <Shift + Tab>.

24.2.2 The Instructions/message line at bottom of the screen will give more guidance for
entering data in the fields.

24.2.3 The cursor will start in MET SITE ID field.
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24.2.4 MEPS SITE ID - enter the MEPS Site Identification or press <Ctrl + L> for the
LOV.

24.2.5 SERVICE RESPONSIBLE - enter the Service Responsible or press <Ctrl + L> for
the LOV.

24.2.6 NAME - enter the MEPS Site Name or press <Ctrl + L> for the LOV.
24.2.7 LOCATION - enter the Location.

24.2.8 STREET - enter the Street Address.

24.2.9 CITY - enter the City.

24.2.10 STATE - enter the State Abbreviation or press <Ctrl + L> for the LOV.
24.2.11 ZIP CODE - enter the Zip Code or press <Ctrl + L> for the LOV.

24.2.12 Press <Ctrl + F7>to commit record. Press <Shift + F9> to return to main menu
or press <Ctrl + F4> return to current screen
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25. CEO1 Service Enlist

25.1 Introduction

25.1.1 The CEO1 SERVICE ENLIST screen (see figures below) is used by Service
Counselors for entering the recruit information for the Delayed Entry Program (DEP)
and/or Accession data. If the applicant record exist, the information will be displayed
from the Local MEPS DB or retrieve from Host CRDB.

25.1.2 The CEOL1 Service Enlist screen can be accessed by one of the following options.

25.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Service | Data entry | Enlistment data

Figure 82 CEO1 Service Enlist

25.2 Prerequisite Instructions

25.2.1 SSN - Enter the Social Security Number for applicant being processed. The
applicant may or may not be owned by the requesting MEPS, refer to Appendix 6
(Applicant Ownership) for more information. If the SSN is not found, the Personal Data
(OPO01) screen will be displayed to enter new applicant in system.

25.2.2 Definitions of Tabs

25.2.2.1 The tab buttons near top of screen will display other screens, provided a valid
SSN was entered. A brief description of their function:

Tab Names Description Section
REFRESH Clear screen of all information
COMMIT Commit record with added information entered
SAVE/PRINT Save and print records
ROLLBACK Delete (DEP, Accession, DEP Discharge, or All) 25.7
MAIN MENU Returns to Main Menu
FORMS Print forms (USMEPCOM and DA) and output

products (OU10)
TEST/MED Displays Test and Medical information 25.3
DEP Enter in DEP information 25.4
DISCH Enter in Discharge information 255
ACC Enter in Accession information 25.6
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25.3 CEO1 Test/Med
25.3.1 If the SSN is found, the TEST/MED screen (see below figure) will be displayed.

=

JICE ENLIST

==
REFRESH COMHIT SAVE/PRIN ROLLEACK HATH HENU FORMS TEST/HED “
s |ESE sFs o P Ho D E H¥aO D0R: |2002—11—1z
NAHE: ILEE u ... PHS: | unvs:| aonn DHIC: N
IHD e PROJ FOR: | | | | P-HEPS: | RI: |3
I I WETD RPTD: | | | | LAST TRANS: IMUUE *IBDUEF
STATUS LN | USERNAHE s IMHNGERIN
TESTING
HAR: AFOT: 2w T o1 mT: agm-0-13 Recruiter:  3377E2353 Stnld:  RggHD
65 R Wk PC < £l 5 e a0 VE
STANDARD: 3 53 ks 50 B0 3 39 48 HA )
Eligible HH oT EL
2001-07-13 COMPOSITES: om0z ond |
HEDTCAL
EVES
WR SFBE  Hgt Hat. Hair Left Right PIP R5 FINT BWT P U L H E § ¥
63 143 BLACK BROMN BROUN P v Ml e W | e e e o
Prescreen Physical Inzpect REJ Eligibility HIY IRUG ALC
2001-05-14 5B N N !

ENTER 55N
Fecord: 171

[Tnsert [

Start W Microsoft ... |mﬂUWednes, MNowvember 13, 2002

Figure 83 CEO1 Test/Med
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25.4 CEO1 DEP

25.4.1 If the applicant is processing as a DEP, complete the DEP screen (see figure
below)

e SERVICE ENLIST B
REFRESH COMMIT SAVE/PRINT ROLLBACK HAIN HENL FORYS TEST/HED IEP | “
S8N: SPFy [Ty PR i D E Hx 1O 0A: | 2002-11-13
NEE: ILEE u ... Pi: IN 1AYS: | oooo mHoc: [n
IH” s PROT FOR: | | P-HEPS: RII: |3
I I WKID RPTD: | | LAST TRANS: |M005 * IEOOSF
STRTUS LINE‘l USERMAME: | MANGERIN
— IF
i3 PALD £ Recruiter Stnld PEF T-E HOS/EFS
e ] [

Waiver Code PayGrads

[ ] [ ]

ENTER PADD DATE
Record: 1/1 [Tnsert |

Figure 84 CEO1 DEP

25.4.2 PADD - enter the applicant’s Pay Active Duty Date.

25.4.3 ES - enter the Entry Status (ES), defaults to the number 3.
25.4.4 RECRUITER - enter the Recruiter Identification.

25.4.5 STNID - enter the Station Identification.

25.4.6 PEF - enter the Program Enlisted For (PEF).

25.4.7 T-E MOS/AFS - enter the Training/Enlistment MOS/AFS code. This is an
alphabetic code. First and second positions must be numeric.

25.4.8 WAIVER CODE - enter the Waiver code or press <Ctrl + L> for the LOV. Another
box will appear to enter additional Waiver Codes (6 maximum). After the Wavier Codes
are entered, press <Tab> to go to the next field.
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25.4.9 PAY GRADE - enter the Pay Grade or press <Ctrl + L> for the LOV.

25.4.10 SRVC CODE box - press <Enter> to review Service Codes (see figure below).
This screen will appear for DEP and ACC process.

SERVICE EMLIST

r|—
N T

CEQ;
REFRESH COMHIT SAYE/PRINT ROLLEACK HATH HENU FORHS TEST/HED
EETE === 53 9533 SPF: IDHV F A H I B Hx1 IR | 2003-01-14
NAME ¢ ILEE u ... PHS: | M unvs:l 0000 IHDC: | N
IHD JUNG PROJ FOR: I I I I P-MEPS: I RID: 3
I I WKID RPTD: | | | | LAST TRANS: |M005 *IBOOEF 1
STATUS LINE:l USERMAHE ¢ INHNGERIN
DEP SERWICE REQUIRED CODE
1 2 3 3

1 2 2 4 B E 7 8 9 0 1 2 3 4 & & 7 8 19 0 1 2 3 4 5 B 7 8 84 0 1 2 3 4 &

I 0y oy

& 7 8 98 0 1 2 3 4 85 & 7 8§ 9 0 12 3 4 5 6 F 8 3 0 1 2 3 4 5 B 7 8 3 0

Donnn LooCoooooon Ooooooooon OoCOCCO OO

1 2 3 4 5 & 7 & 8 0 1 2 3 4 5 E 7 &8 3 0 12 3 4 5 6 7 8 8§ 0 1 2 3 4 5

DHOHoOHoon DOOoooonnn. Oooooooooe Ooooc

E 7 8 9 0 1 2 3 4 &5 B 7 8 9 0 1 2 3 4 5 B 7 8 9 0 1 2 3 4 5 6 7 8 19 0

OOO00 OOOO00O00000 - OOO00O00000 - OOCO0C0o0oee

FNTER SERVICE REQUIRED COIE OR PRESS <ALT + P> TO RETURN TO PREVIOUS SCREEM
Record: 171 [

[Tnsert [

Tue Jan 14 13:06323 CST 2003

Figure 85 CEOL1 Service Enlist with Service Required Codes

25.4.11 The Service personnel will enter the required codes or press <Alt + Up Arrow>
to return to previous screen.
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25.5 CEO1 DISCH (Discharge)

25.5.1 Only complete this DISCH screen (see figure below), if the applicant is being
discharged processing as a DEP.

= TEOL SERVICE ENLIST B |
REFRESH COMHIT SAVE/PRINT ROLLBACK HAIN HENU FORMS TEST/HED DISCH |“

Soh E 9923 SPF: Iunv PR oD E H*D I0A: Izooz-n-lz
neve: [LEE v | BEEE - IN_ nnvs:l 0000 IHIC: IN_
FROJ FOR: |—|—|_|_|—|_ P-HEPS: |— RID: lz_

IHD TUNG
I I WKTD RPTD: I I I I LAST TRANS: |M005 *IBOOEF
USERMAHE : INHNGERIN

STATUS LINE:l

IEP DISCHARGE DATA

Date of Discharge Reazon SFF Status

I ]

ENTER DEP DISCHARGE DATE
Fecord: 171

[Tnsert [

Figure 86 CEO1 Disch

25.5.2 DATE OF DISCHARGE - enter the Date of Discharge.
25.5.3 REASON - enter the Reason for Discharge or press <Ctrl + L> for the LOV.

25.5.4 Press <Ctrl + F7> to commit record or <Shift + F9> to exit or <Ctrl + F4> to clear
screen.
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25.6 CEO1 ACC (Accession)

25.6.1 If the applicant is processing as a shipper, the accession data (see figure below)
must be entered.

SERVICE ENLIST A
REFRESH COMMIT SAVE/PRINT ROLLBACK HATH HENL FORMHS TEST/HED AL
Y 9 9933 SPFs Innv F A oD E Hx 1D 0 |2002—11—13
NEHE ILEE u ... phs: [N nnvs:l 0000 THIC: [N
IHD T FROJ FOR: | | | | P-HEPS: | RID: |3
I I WKID RPTD: | I I I LAST TRANS: |M005 *IBOOEF
STAILS LI USERMAHE : INHNGERIN
—— ACCESSION
I0E ADSD PED TOE Haiver Code
PayGrads oG ES Educ Recruiter Stnld PEF
T-E MOS/AFS P HDS/AFS Youth 0 A uIc 368
| |_|_|_ |_|_ |_ SRVC CODE
ENTER ADSD DATE
Fecord: 171 [Insert [

Med Mow 13 13:4G:41 CST 2002

Figure 87 CEO1 ACC

25.6.2 ADSD - enter the Active Duty Service Date.
25.6.3 PED - enter the Pay Entry Date.
25.6.4 TOE - enter the Term of Enlistment (1 - 8).

25.6.5 WAIVER CODE - enter the Waiver Code or press <Ctrl + L> for the LOV.
Another box will appear to enter additional Waiver Codes (6 maximum). After the
Wavier Codes are entered, press <Tab> to go to the next field.

25.6.6 PAY GRADE - enter the Pay Grade or press <Ctrl + L> for the LOV.
25.6.7 DOG - enter the Date of Grade.
25.6.8 ES - enter the Entry Status (ES) or press <Ctrl + L> for the LOV.

25-6



USMIRS System Navigation Manual
Date Updated December 12, 2003 Version 1.1

25.6.9 EDUC - enter the Education Years (08 - 24). If the entered Education Years was
10 or greater the system will require for the Education Certification field to be filled, press
<Ctrl + L> for the LOV.

25.6.10 RECRUITER - This number defaults to Recruiter Identification or clear field and
re-enter.

25.6.11 STNID - This number defaults to Station ID or clear field and re-enter.
25.6.12 PEF - enter the Program Enlisted For.

25.6.13 T-E MOS/AFS - enter the Temporary/Enlistment MOS/AFS code. This is an
alphabetic code. First and second positions must be numeric.

25.6.14 P MOS/AFS - enter the Primary/Enlistment MOS/AFS code. This is an
alphabetic code. First and second positions must be numeric.

25.6.15 YOUTH - enter the Youth Program or press <Ctrl + L> for the LOV. Enter the
Armed Service or press <Ctrl + L> for the LOV. Enter the number of years (0-9) the
applicant was involved in these programs

25.6.16 O - enter the Option Analysis Guarantees Code or press <Ctrl + L> for the LOV.
25.6.17 A - enter the Option Analysis Bonus Code or press <Ctrl + L> for the LOV.

25.6.18 UIC - enter the Transfer (UIC) or press <Ctrl + L> for the LOV. Enter the
"NOTAPP" if not applicable.

25.6.19 SRVC CODE box - enter Service Code or press <Enter> to review service
codes.

25.6.20 Press <Ctrl + F7> to commit record or <Shift + F9> to exit or <Ctrl + F4> to clear
screen.
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25.7.1 The ROLLBACK tab will have the options to delete service data from the
applicant's record. A pop-up window (see figure below) will appear with selections DEP,
ACCESSION, DEP DISCHARGE, or ALL.

=] CEDL SERVICE EMLIST 1=10]
REFRESH COMHIT SAVE/PRINT ROLLBACK HATH HENL FORNS TEST/HED “
si: NI 3953 ser: [om PoA mooDE HxaO 106 20030114
HeE: | LEE u ... PHS: | nnvs:l 0000 HIC: [N
[ie PROJ FOR: | | | | P-HEPS: | RID; (3
I WKID RPTD: | | | | LAST TRANS: IMOOE *IEOOEF ]
SIS (LIRS USERMAME : INHNGERIN
TESTING _I
MR AFOT: 25 TID: 387762353 Stnld:  RSSHO
1 IEP
s He a0 VE
STRNDAR 1 ACCESION 39 48 HA 39
Eligible
2001-07-13 COrPOSI 2 U3 WS
|l' ALL |
HEDICAL
WR SFE3 Mgt gt - INT BRT P U L H E § X
IELETE EXIT
&3 143 A e e e e e e e [
Prescreen Physical Inspect RBJ Eligibility HIY IRUG ALC
2001-06-14 58 N N N

Record: 171

[Tnsert [

Tue Jan 14 13

Figure 88 CEO1 Service Enlist with Rollback

25.7.2 The DEP square will be highlighted as the pop-up window appears. Press
'SPACEBAR' to highlight or remove highlighted selections.

25.7.3 After making the selections the "DELETE" button will be highlighted. To continue
with the delete action, press <Enter>.

25.7.4 To discontinue action, highlight "EXIT" button and press <Enter>.
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26. CEO5 USMIRS Local Database Query

26.1 Introduction

The CEO05 USMIRS LOCAL DATABASE QUERY screen (see screen below) is for
performing queries on records (applicants or students) within the Service Process For
(SPF).

26.1.1 The CEO5 USMIRS Local Database Query screen can be accessed by one of the
following options.

26.1.1.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Testing | database querY
Medical | database querY
Operations | database querY
tRacking | database querY

Service | database querY
26.1.1.2 By pressing <Ctrl + Q > from within the system.

SRE
= =
HIRS GUERY FOR SPF m
I_ 1, APPLICANT DATA BASE QUERY ENTER 55H [ I |
I_ 2, STUDEMT DATA BASE QUERY ENTER 55H [ I— |
I_ 3. HIV RESULTS PENDING SORT BY SSN l_
I_ 4. DAT RESULTS PENDING SORT BY SSN l_
[ s entnac resuLTs penDING SORT BY SSN [
I_ 6. APPLICANT LOCATION IN MEPS ENTER SSH [ I— [
[ 2 oep-out suiepers FOR PADD 1
I_ # RESERVE/GUARD SHIPPERS FOR ADSD
ENTER SPF OR PRESS <CTRL + L» TO LIST VALUES

LList of Vi

Figure 89 CEO5 USMIRS Local Database Query

26.2 Prerequisite Instructions

26.2.1 The cursor will start in MIRS QUERY FOR SPF. Enter the Service Process For
(SPF) or press <Ctrl + L> for the LOV.
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26.2.2 The queries provided are:

USMIRS System Navigation Manual

QUERY NAME SECTION
Applicant Query 26.3
Student Query 26.3
HIV Results Pending 26.4
Dat Results Pending 26.4
ENTNAC Results Pending 26.5
Applicant Location in MEPS 26.6
DEP-OUT Shippers 26.7
Reserve/Guard Shippers 26.8

26.2.3 Press <Ctrl + F4> to exit all screens.

26.3 Applicant or Student Database Query

Version 1.1

26.3.1 Enter 'X' in one of the selections (Applicant or Student) and press <Enter>.

26.3.2 SSN - enter the Social Security Number and press <Enter>. If SSN is found, the
applicant’s data will be displayed (see figure below). If not found a message will be
displayed, “APPLICANT WITH SSN # NOT ON FILE OR WRONG SFP”.

PC-Xware Screen

=lojx

y

= CE0S USHIRS LOCAL DATABASE QUERYL
1, APPLICAKT DATA BASE GUERY
PERSOKAL
55N SPF HAME PMS  SEX  PAMDEH * 0 LASTDOA
111 1 . I 11 DAR CREGORY TIMIKA NN N F VP N N 2003-08-08
TESTING
s AR WE FC ME EI AS MC AD VE
ral STAKDARD: 2 ] 37 44 39 3 3 32 S 29
TEST ID DoT
2=t ENE=TE=10 B GT cL co EL FA GM MM OF sC ST
NAR: ELIGIBLE: 2002-07-10 CHP: 076 074 066 068 067 066 065 067 069 069
MEDICAL
PHYSICAL HGT WGT BF% P U L H E § ® vV DRUG ALC

NAR:

INSPECT!

ENLISTMENT

RB.E

ELIGIBILITY:

DOE PADD

DEPM

PACKET LOCATIGM

DOE
RCCESSIOM:

ADSD

COMPLETE

FILES FOOM

MEDICAL

SF 88
FILES ROOM

5F 93
FILES ROOM

EMTER 55N

Record: 111

Figure 90 CEO5 Applicant or Student Data

26-2



USMIRS System Navigation Manual
Date Updated December 12, 2003 Version 1.1

26.4 CEO5 Results Pending for HIV or DAT
26.4.1 Enter 'X' in one of the selections (HIV or DAT). Press <Enter>.

26.4.2 Enter 'X' in "SORT BY SSN" to display by SSN or leave blank to display
alphabetical. Press <Enter>.

26.4.3 The results of the query are displayed (see figure below).

PC-Xware Screen —lolx
= CEOS USHIRS LOCAL DATABASE QUERYL1l S

953 DAT RESULTS PENDING ROSTER BY ALFHA

HAME SSMH

[Record: 111

Figure 91 CEO5 HIV or DAT Results Pending
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26.5 CEO5 ENTNAC Results Pending
26.5.1 Enter 'X' in ENTNAC RESULT PENDING. Press <Enter>.

26.5.2 Enter 'X' in "SORT BY SSN" to display by SSN or leave blank to display
alphabetical. Press <Enter>.

26.5.3 The results of the query are displayed (see figure below).

PC-Xware Screen =1

= CE0S USHIRS LOCAL DATABASE QUERYL e E

55, ENTHAC RESULTS PERDING BY 55H

SSN HAME TYPE SUBMITTED CASE #

Figure 92 CEO5 Entnac Results Pending
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26.6 Applicant Location in MEPS
26.6.1 Enter 'X' in APPLICANT LOCATION IN MEPS selection. Press <Enter>.

26.6.2 SSN - enter the Social Security Number and press <Enter>. If SSN is found, the
applicant's data will be displayed on TAO1 Check In / Check Out screen (see figure
below). If not found a message will be displayed, “CAN ONLY VIEW APPLICANT
LOCATION FOR ENTERED SPF”.

CHECK IMN # CHECK OUT

— TAOL "
REFRESH | cotmiT | ROLLEACK HAIN MENLI PRINT LAEELS PRINT MED ERIEF SELECT PRINTER FORMS PROJECT DATHEASE CUERY i
ECTI : 3933 SFF: | DN boa " D e W oo m0A: [2003-01-14 if

m - e e

HO JUNG PROJ FOR: F-HEPS: I RID: Iz
[ WKID RPTD: LAST TRANS: [HOOS « | Bo0eF
WANGERN g

STATLIS LINE | LISERMAHE 2

TRACKING ROLL-UP
Location and Time IN Destination and Time OUT

OOoooOooodo

To EXIT press <CTEL + F4 >

[To Review TRACKING ROLL-UP Arrow UpsDown or use Scrollbar
[Record: 171 [ [ [[nzert [

Tue Jan 14 09:24:45 CST 2003

Figure 93 CEOQ5 Applicant Location in MEPS Display
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26.7 CEO5 DEP Out Shippers
26.7.1 Enter 'X' in DEP OUT SHIPPERS selection. Press <Enter>.
26.7.2 FOR PADD - enter the applicant's Pay Active Duty Date. Press <Enter>.

26.7.3 The results of the query are displayed (see figure below).
~lolx|

= CE0S USHIRS LOCAL DATABASE QUERY1 £ i

7. DEP -OUT SHPPERS

HELIE SPF PADD

TOTAL DEP -OUT SHIPPERS o

Figure 94 CEO05 DEP-Out Shippers Display

26.8 CEO5 Reserve/Guard Shippers
26.8.1 Enter 'X' in Reserve/Guard Shippers selection. Press <Enter>.
26.8.2 FOR ADSD - enter the applicant's Active Duty Shipper's Date. Press <Enter>.

26.8.3 The results of the query are displayed. (The example of the screen will be the
same as DEP-Out Shippers Display (Refer 26.7.3), but with a different title).
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27. CNO1 USMEPCOM Form 727 Processing List

27.1 Introduction

27.1.1 The CNO1 USMEPCOM FORM 727 PROCESSING LIST screen (see figure
below) is used by service counselors to project an applicant into the MEPS and to set
parameters for and request Form 727PL to be printed. If the applicant record exist, it will
be displayed from the Local MEPS or retrieve for Host CRDB.

27.1.2 The CNO1 USMEPCOM Form 727 Processing List screen can be accessed by
one of the following options.

27.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Testing | proJections
Medical | proJections
Operations | proJections
tRacking | proJections

Service | Data entry | projections
27.1.2.2 By pressing <Ctrl + J> from within the system.
27.1.2.3 Selecting ‘J’ hot button from Main Menu.

USHEPCOM FORM 727 PROCESSIMG LIST

HAHE I I I I

STATUS LIME:

ADDITIOMAL IWFO LODGINGAARRIWVAL IMFO P a M 1 E H w0
Sext l_ Education: l— l_ Lodgings l_ Date: l—
RSID: Dual RSTH: Travel Modet Time: I PHS:
TESTING MEDICAL EMLISTHENT OTHER
AFAT ASVAE Special Full Inspect Special Consult IEP ACC ACC SHIP
Exam Exam Full Review In Only SHIFP Only
4 ¥
| - ] ] ] u
Remarks: I
Ship To: I Total Projected: Cut—off Time:

ENTER SSH
Record: 11 [Tnsert ||

Figure 95 CNO1 USMEPCOM Form 727 Processing List
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27.2 Instructions

27.2.1 SSN - enter the Social Security Number. If SSN is found, the applicant data
defaults (verify information). If SSN does not exist, the cursor will move to SPF. The
applicant may or may not be owned by the requesting MEPS, refer to Appendix 6
(Applicant Ownership) for more information.

27.2.2 SPF - enter the Service Process For (SPF) or press <Ctrl + L> for the LOV.

27.2.3 PROJECTION ENTER - press <Ctrl + L> for the LOV or enter 'P' if this is a
normal projection.

27.2.4 PROCESSING TYPE.
27.2.5 - Press <Ctrl + L> for the LOV or enter 'D' if this is a regular DEP-IN applicant.

27.2.6 If an ‘X’ entered for the Other Processing, you must also select one of the
following Processing Types:

M - MEPS PROCESSING, NO ENLISTMENT
H - TRANS HOLDOVER

S - SVC PROCESS ONLY

R - RE-DAT

27.2.7 NOTE: Check the message line for any warnings regarding the Processing Type.

27.2.8 PROJECTION DATE - verify the Projection Date. Accept the defaulted date by
pressing <Enter>. Otherwise, enter the new Projection date, if the date must be
changed.

27.2.9 If necessary, update the following fields. Read the message line to determine the
valid values for each field.

NAME

ADDITIONAL INFO
LODGING/ARRIVAL INFO
TESTING

MEDICAL

ENLISTMENT

REMARKS

SHIP TO

27.2.10 Press <Ctrl + F7> to commit, or <Ctrl + F4> to clear the screen, or <Shift + F9>
to exit.
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28. CNO2 Print 727PL

28.1 Introduction

28.1.1 The CNO2 PRINT 727PL screen (see figure below) is used to print the Form 727
for a day's processing workload requirements.

28.1.2 The CNO2 Print 727PL screen can be accessed by one of the following options.

28.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Testing | pRint | 727PI
Medical | pRint | 727PI
Operations | pRint | 727PI
tRacking | pRint | 727PI
Service | pRint | 727P

=E3
PRINT 727PL 4l
DOCTORS NEEDED: 0
TOTAL PROJECTED: 5
UNCOMMITTED: .
PRGJECTED PROCESS NG DATE m
SPF
PRGJECTIGH TVPE I_ PRINT PAGES: I_
PROCESSING TVPE: | SORT BY SEX: l_
From To
PROJECTIDH TIME: | | | | SORT BY 55H; I_
ENTER PROCESSING DATE
Record: 111 | Insert |

Figure 96 CNO2 Print 727PL

28.2 Instructions

28.2.1 PROJECTED PROCESSING DATE - press <Enter> to accept the defaulted date
or re-enter the Projection Date.
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28.2.1.1 Look at top right of screen for the total workload numbers for each entry.
28.2.2 SPF - enter the Service Process For code or press <Ctrl + L> for the LOV.

28.2.3 Enter the valid codes for each of the following fields. Press <Ctrl + L> for the
LOV. Read the message line for each option for the valid codes to enter.

PROJECTION TYPE
PROCESSING TYPE
PROJECTION TIME
PRINT PAGES
SORT BY SEX
SORT BY SSN

28.2.4 Press <Shift + F6> to print the report, or <Ctrl + F4> to clear screen, or press
<Shift + F9> to exit to main menu.
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29. COO01 Status

29.1 Introduction

29.1.1 The CO01 STATUS screen (see figure below) is used to check the status for
communication and the requirements for modem set-up. The modem number will be
displayed; only the users with MIRS_DBA role updated it.

29.1.2 Under normal conditions the CO01 Communication screen will appear quickly.

29.1.3 Under abnormal conditions the USMIRS screen may go blank for 50 to 70
seconds, depending on the communication status (MODEM or OFFLINE). After lapse
time, the CO01 Communication screen will be displayed.

29.1.4 The COO01 Status screen can be accessed by one of the following options.

29.1.4.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Comm | Status

PC-Xware Screen =13
= Co01 COHHUHNICATION STATUS = |iE H
ANl wurent Communisations Stadus is ! RSN/LSDN
START TIME: 0624 hrs on Thursday June 26 2003 (200306260621)
RUMMING: 83 Day(s) 3 Hour(s) 49 Minute(s)
Hum ber for Modem to Dial |I7n51

EMNTER MUMBER FOR MODEM TO DIAL AMND PRESS <CTRL#F7= TO COMMIT OR <CTRL#F4=/<SHIFT+F9= TO RETURM TO MEMNU
[Record: 111 [ Insert [

Figure 97 CO01 Communication Status

29.2 Instructions

29.2.1 The Communication Status line will give the user the current status of
communication. The values are: RSN/ISDN, MODEM, OFF-LINE, HOST DOWN, or
UNDETERMINED. Pop-up windows will automatically be displayed as required.
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29.2.2 If the communication status displayed is RSN/ISDN or MODEM, the system will
display the Start Time and Running pop-up window (see figure below).

RSN/ISDN and MODEM STATUS

START TIME: 0624 hours on Thursday June 26 2003 (200306260624 )
RUNMNING: 68 Days(s) 4 Hour(s) 31 Minute(s)

Figure 98 CO01 RSN/ISDN or MODEM System Status

29.2.3 If the Modem Number to Dial (see figure below) is inaccurate, only the users with
MIRS_DBA role updated it. The cursor will be positioned in the data field only accepting
entry of numeric characters, comma and “w”. Upon Ctrl + F7 commit of the update
transaction, the system will display the following message: “MODEM NUMBER
UPDATED?”. If no change in data has occurred upon pressing function keys Ctrl + F7,
the system will display the following Warning Message: “FUNCTION NOT
PERMITTED?". If a user without the MIRS_DBA role attempts update, the system will
display the following message: “FUNCTION NOT PERMITTED; MIRS DBA ROLE NOT
ASSIGNED".

Mumber for Modem to Dial 7061

Figure 99 CO01 Modem to Dial Update Field

29.2.4 If the status displayed is OFF-LINE, the system will display OFF-LINE STATUS
pop-up window (see figure below), which contains a list of checks for the user to follow.

OFF-LINE STATUS

If checking Communication Status for first time, wait 3 mingtes and re-
Check. The system-automated process checks every 3 minutes to
determine if modem communications reguires activation.

Upon re-check afterthe 3-minute wait period the Communication Status
ig still"OFF-LINE", check modem set-up.

Ensura:

11 Modern is turned on.

£y AL TS and TR lights are "on'

(31 Dip switches 3,7, and 8 in back of moderm are flipped up.

(41 RJ-21 phone connectoris plugged into back of modern in jack
with wall emblern, located farthest to outside (far left if looking
at back of it).

51 Modemis plugged into Port 1 (second physical port) on S-pont
adapter.

(B) B-port adapteris plugged into PCI adapter on back of server.

71 Wall jack phone line is working., Totest, hook up an analog
phone and atternpt dial out to a walid phone number.

81 Dial-out prefix has not changed (for example, pre-dialing a9
now *'s. an ). If changed, call the Help Desk.

Upon completion of above checks and Communication Status is still
"OFF-LIME", wait 3 minutes and re-check. Upon re-check and
Communication Status is still "OFF-LINE", call the Help Desk.

Figure 100 CO01 OFF-LINE System Status
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29.2.5 If the status displayed is HOST DOWN, the system will display HOST DOWN
STATUS pop-up window (see figure below). (Note: If RSN connectivity is not available
from the particular MEPS to the rest of the network and the Host CRDB is down, the
CO01 communications status will be OFFLINE rather than HOST DOWN.)

HOET DOWN STATUS

RESM connection verified. Host CRDOB inaccessible;
connection cannot be egtablished.

Figure 101 CO01 HOST DOWN System Status

29.2.6 If the status displayed is UNDETERMINED, the system will display STATUS
UNDETERMINED pop-up window (see figure below).

STATUS UNDETERMINED

Conflict detected while checking Communication Status;
call the Help Desk.

Figure 102 CO01 UNDETERMINED System Status
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30. CRO1 MEPS Processing Workload

30.1 Introduction

30.1.1 The CR01 MEPS PROCESSING WORKLOAD screen (see figure below) is used
to display workload counts and the option to print rosters or reports.

30.1.2 The CR0O1 Meps Processing Workload screen can be accessed by one of the
following options.

30.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Testing | prOcess results
Medical | prOcess results
Operations | prOcess results
tRacking | prOcess results

Service | prOcess results
=Ioix

HEPS PROCESSIHG MORKLOAD

DOA: SPF; l— CHOICE: I—
TESTINE!
1. MET Site Tests 1€ DEP [N Roster
2, |N HOUSE Tesis 17 ACCESS ON Roster
3. PROCESSINY ON HS Tests
4 CTHER MEPS Tests
S, SPECIAL Tesis 1% HostHIV Results
MEDICAL! 13 Host DAT Results
€ Full PHYSICALS 20, DI S'Host ENTHAC Resulls
7 INSPECTS
& ConsultsEvals
2 PresOreen Reviews 21, iV Results Pending
10, Spetial PHYSICALS 2, DAT Results Pending
CPERATIDNS: 3, ENTHAC Results Pending
11, DEP —In Enlistments
12, DEP Disthaumes
13, ACCESSION Enl st ents
14 Actession & Shippers 24, MEPS prode55iny WORFLCAD
15, SHIPPERS Cnly
ENTER DATE (19960425 or 1996-04-25)
Record: 171 [ [ Insert [ &

Figure 103 CRO1 MEPS Processing Workload

30.2 Instructions
30.2.1 DOA - enter the Date of Action or use default.
30.2.2 SPF - enter the Service Process For or press <Ctrl + L> for the LOV.

30.2.3 CHOICE - enter a number (1 - 24) or use default.
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30.2.4 The USMIRS will process the selections entered and provide the totals for the
entered choices on screen. The DOA, SPF, and CHOICE can be changed on this
screen also. The example screen (see figure below) displays the results from the
entered choice number 24 (all items).

MEPS PROCESSING WORKLOAD
I0A: W SFF: AL CHOICE: E
TESTING:
1, MET Site Tests ] 16, DEP-IN Roster o
B I GHIES == o 17, ACCESSION Roster .
2, Processing on HS Tests V]
4, OTHER MEPS Tests ]
b ERAEL =t o 18, Host HIY Results "
HEDICAL: 19, Host AT Results 13
&, Full PHYSICALS
" ¢ 20, DI5/Host EMTNAC Results 7
7. IMSPECTS ]
8, Consults/Evals ]
9, P Revi
rescreen hevisus ¢ 21, HIV Results Pending
10, Special PHYSICALS ]
22, DAT Results Pending
OPERATIONS:
23, ENTMAC Results Pending
11, DEP-In Enlistments 0
12, IEP Dizcharges 0
13, ACCESSION Enlistments 0
14, Accession & Shippers il
15, SHIPPERS Only O

¥0U CAM REYIEW WORKLOAD OR <CTRL + F4» TO EXIT
ecord: 171

Thu Jan 16 14:59:00 CST 2003
Figure 104 CRO1 Total Results

30.2.5 The Total Results Displayed can be displayed by individual reports for all
selections with total greater than zero. The roster or reports can be printed for each.
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31. MDO1 Medical Data

31.1 Introduction

31.1.1 The MD0O1 MEDICAL DATA screen (see figure below) is used to enter or update
medical data and create transaction records that are sent to the CRDB. If the applicant
record exists, it will be displayed from the local MEPS or retrieved from Host CRDB.

31.1.2 The MDO1 Medical Data screen can be accessed by one of the following options.

31.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:
Medical | mEdical data
Service | View only | mEdical data
31.1.2.2 By pressing <Ctrl + M> from within the system.
31.1.2.3 Selecting ‘M’ hot button from Main Menu.

PC-Xware Screen =1

HEDICAL DATA

¥
¥
- - [ oox | :
P A MDE H © PMS | Days: | DMDC: :
ramer | I_l_l_l_l_l— I_ P-MEPS: I— RID: |_ =
Trans Code: I Last Trans: I i
STATUS LINE: I g
Prescreen SF 88  Physical Inspect RBJ Eligibility
Trans: I Status: I I I I I
Xray: I Eqp: Hyt: I wyt: I Fat: I Hair: Eyes:
BP: I PIP: R/G: I FLNT: ViR I Refrac: Audio:
P u L H E 5 X Wor: I Consult: Phy Rvw: I Phys Type: HCG: g
Fail: I
Status Specimen Result Date Status Specimen Result Date
HIV: DRUG:
RPR: ALCO:
ENTER S5M

Record: 111

Figure 105 MDO1 Medical Data

31.2 Prerequisite Instructions

31.2.1 SSN - enter the Social Security Number. If the SSN is not found, the OP01
Personal Data screen is displayed. The applicant may or may not be owned by the
requesting MEPS, refer to Appendix 6 (Applicant Ownership) for more information.
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31.2.2 TRANS - enter the Trans Code or press <Ctrl + L> for the LOV. The cursor
moves to the next field depending upon the code entered. In order to enter a
new code, the user must press <Shift + F9> to leave screen.

TRANS CODE | TYPE OF MEDICAL DATA SECTION
0 No Medical Evaluation 31.3
1 Medical Examination - Completed 31.4
2 Medical Examination - Additional Information Required 31.5
3 Medical Prescreen 31.6
4 Non MEPS Medical Examination 31.7
5 HIV Results 31.8
6 Inspection No Change to Medical Data 31.9
7 Inspection Change Required to Medical Data 31.10
8 Evaluate Medical Data 31.11
9 Correct to Medical Data 31.12
D Drug Results 31.13

31.3 No Medical Evaluation (NO-MED-EVAL)
31.3.1 If a'0" was entered in the TRANS field, the cursor will move to the EYE field.

31.3.2 EYES - enter 'Y' to display the Eye Color pop-up window. Enter the Color Name
or press <Ctrl + L> for the LOV for the LEFT and RIGHT fields.

31.3.3 BP - enter the Blood Pressure numbers recorded on the DD Form 2807-2.

31.3.4 PIP - enter the Color Vision result code from the DD Form 2807-2 or press <Ctrl +
L> for the LOV.

31.3.4.1 If passed, enter 'P'. The cursor will move to the V/A field.

31.3.4.2 If failed, enter 'F'. The cursor will move to the R/G field.

31.3.5 R/G - enter the result of the Red Green test or press <Ctrl + L> for the LOV.

31.3.6 V/A - enter 'Y' to record the Air Force Vision Test (AFVT) results and the Vision
pop-up window is displayed.
31.3.6.1 If the information matches the form, Press <Ctrl + F4> to save data.
31.3.6.2 To change the entries, press <Shift + Tab> to move to the next editable field.
31.3.6.3 Press <Enter> when data entry is completed.
31.3.6.4 Press <Ctrl + F4> to save data.

31.3.7 AUDIO - enter "Y' to display Audio Tests pop-up window.
31.3.7.1 Enter the scores from the paper form.
31.3.7.2 Press <Ctrl + F4> to save the data.

31.3.8 FAIL - enter 'Y" to display the Medical Failure pop-up window.

31.3.8.1 Press <Ctrl + F4> to update or view the ICD Code pop-up window. Use
<Up/Down Arrow> to move from line to line.

31.3.8.2 FAIL CODE - enter the Failure Code or press <Ctrl + L> for the LOV.
31.3.8.3 ICD DATE - enter the Date.

31.3.8.4 ICD CODE - enter the ICD Code or press <Ctrl + L> for the LOV.

31.3.8.5 PULHES - enter the Disqualification Code or press <Ctrl + L> for the LOV.
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31.3.8.6 ICD DATE CLEARED - enter the Date Cleared.
31.3.8.7 Press <Ctrl + F4> to save and exit.

31.3.9 CONSULT - Press <Enter> if no Consult is required. Enter 'Y' to display the
Consultation pop-up window.

31.3.9.1 TYPE - enter the Type or press <Ctrl + L> for the LOV.
31.3.9.2 DATE RECOMMENDED - enter the Recommended Date.
31.3.9.3 DATE REQUESTED - enter the Requested Date.
31.3.9.4 DATE FUNDED - enter the Funded Date.

31.3.9.5 DATE COMPLETED - enter the Completion Date.
31.3.9.6 DOCTOR ID - enter the Doctor Identification.

31.3.9.7 Press <Ctrl + F4> to save and exit.

31.3.10 HIV TESTS pop-up window.

31.3.10.1 Enter the Test Date.

31.3.10.2 Enter the Test Status.

31.3.10.3 Enter the Results date.

31.3.10.4 Press <Ctrl + F4> to save and exit.

31.3.11 DRUG TESTING pop-up window.

31.3.11.1 Enter the Test date.
31.3.11.2 Enter the THC Status.
31.3.11.3 Enter the COC Status.
31.3.11.4 Enter the Results date.

31.3.12 ALCOHOL TESTING pop-up window.

31.3.12.1 Enter the Test date.
31.3.12.2 Enter the code.
31.3.12.3 Press <Ctrl + F4> to save and exit.

31.3.13 Press <Shift + F9> to exit.

31.4 Medical Examination — Complete (MED-EXAM-COMP)

31.4.11f a'l" was entered in the TRANS field, the cursor will start in the Physical field.
31.4.2 PHYSICAL - enter the Date of the Physical.

31.4.3 XRAY - enter the XRAY result code from the form or press <Ctrl + L> for the LOV.
31.4.4 EQP - enter the Equipment Status or press <Ctrl + L> for the LOV.

31.4.5 HGT - enter the Height in inches from the form.

31.4.6 WGT - enter the Weight in pounds from the form.

31.4.7 FAT - enter the Body Fat Percentage in decimal form from the form.

31.4.8 HAIR - enter the Hair Color from the form.

31.4.9 EYES - enter 'Y' to display the pop-up Eye Color window. Enter the Color Name
or press <Ctrl + L> for the LOV for the LEFT and RIGHT fields.
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31.4.10 BP - enter the Blood Pressure numbers recorded on the DD Form 2807-2.
31.4.11 PIP - enter the Color Vision result code from the DD Form 2807-2 or press <Citrl
+ L> for the LOV.

31.4.11.1 If passed, enter 'P'. The cursor will move to the V/A field.
31.4.11.2 If failed, enter 'F'. The cursor will move to the R/G field.

31.4.12 R/G - enter the result of the red green test or press <Ctrl + L> for the LOV.
31.4.13 V/A - enter "Y' to record the Air Force Vision Test (AFVT) results and the pop-up
Vision window is displayed.

31.4.13.1 If the information matches the form, Press <Ctrl + F4> to save data.
31.4.13.2 To change the entries, press <Shift + Tab> to move to the next editable field.
31.4.13.3 Press <Enter> when data entry is completed.

31.4.13.4 Press <Ctrl + F4> to save data.

31.4.14 REFRAC - enter the Eye Refraction result code from the form.

31.4.15 AUDIO - enter 'Y" to display the Audio Tests pop-up window. Enter the scores
from the paper form. Press <Ctrl + F4> to save the data.

31.4.16 PULHESX -

31.4.16.1 P - enter the Physical Capacity rating from the form.
31.4.16.2 U - enter the Upper Extremities rating from the form.
31.4.16.3 L - enter the Lower Extremities rating from the form.
31.4.16.4 H - enter the Hearing Rating from the form.

31.4.16.5 E - enter the Vision Rating from the form.

31.4.16.6 S - enter the Psychiatric Rating from the form.

31.4.16.7 X - enter the Incremental Lifting Device or as required data.

31.4.17 WVR —enter 'Y' or 'N' for a Medical Waiver Recommendation.

31.4.18 PHYS RVW - enter 'Y' or 'N' for the Private Physician Paperwork Review.
31.4.19 PHYS TYPE - enter the Physical Type from the form.

31.4.20 HCG - enter the HCG Pregnancy test results.

31.4.21 HIV TESTS pop-up window.

31.4.21.1 Enter the Test Date.

31.4.21.2 Enter the Test Status.

31.4.21.3 Enter the Results date.

31.4.21.4 Press <Ctrl + F4> to save and exit.

31.4.22 DRUG TESTING pop-up window.

31.4.22.1 Enter the Test date.
31.4.22.2 Enter the THC Status.
31.4.22.3 Enter the COC Status.
31.4.22.4 Enter the Results date.

31.4.23 ALCOHOL TESTING pop-up window.
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31.4.23.1 Enter the Test Date.
31.4.23.2 Enter the code.
31.4.23.3 Press <Ctrl + F4> to save and exit.

31.4.24 The COMMIT window appears:

31.4.24.1 Enter 'S, if all of the information is correct.
31.4.24.2 Enter 'Q’, to quit this record without saving.
31.4.24.3 Enter 'C', to edit the transaction.

31.4.24.4 Press <Shift + F6> to commit and print a 680ADP.

31.5 Medical Examination - Additional Information Required (MED-
EXAM-ADDL-INFO-REQ)

31.5.1 If a'2" was entered in the TRANS field, the cursor will start in the PHYSICAL field.
31.5.2 PHYSICAL - enter the Date of the Physical.

31.5.3 XRAY - enter the XRAY Result Code from the form or press <Ctrl + L> for the
LOV.

31.5.4 EQP - enter the Equipment Status or press <Ctrl + L> for the LOV.
31.5.5 HGT - enter the Height in inches from the form.

31.5.6 WGT - enter the Weight in pounds from the form.

31.5.7 FAT - enter the Body Fat Percentage in decimal form from the form.
31.5.8 HAIR - enter the Hair Color from the form.

31.5.9 EYES - enter 'Y' to display the pop-up Eye Color window. Enter the Color Name
or press <Ctrl + L> for the LOV for the LEFT and RIGHT fields.

31.5.10 BP - enter the Blood Pressure numbers recorded on the DD Form 2807-2.

31.5.11 PIP - enter the Color Vision result code from the DD Form 2807-2 or press <Citrl
+ L> for the LOV.

31.5.11.1 If passed, enter 'P'. The cursor will move to the V/A field.

31.5.11.2 If failed, enter 'F'. The cursor will move to the R/G field.
31.5.12 R/G - enter the result of the Red Green test or press <Ctrl + L> for the LOV.
31.5.13 V/A - enter "Y' to record the Air Force Vision Test (AFVT) results and the pop-up
Vision window is displayed.

31.5.13.1 If the information matches the form, press <Ctrl + F4> to save data.
31.5.13.2 To change the entries, press <Shift + Tab> to move to the next editable field.
31.5.13.3 Press <Enter> when data entry is completed.

31.5.13.4 Press <Ctrl + F4> to save data.

31.5.14 REFRAC - enter the Eye Refraction result code from the form.

31.5.15 AUDIO - enter 'Y' to display the Audio Tests pop-up window.

31.5.15.1 Enter the scores from the paper form.
31.5.15.2 Press <Ctrl + F4> to save the data.
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31.5.16 PULHESX -

31.5.16.1 P - enter the Physical Capacity rating from the form.
31.5.16.2 U - enter the Upper Extremities rating from the form.
31.5.16.3 L - enter the Lower Extremities rating from the form.
31.5.16.4 H - enter the Hearing Rating from the form.

31.5.16.5 E - enter the Vision Rating from the form.

31.5.16.6 S - enter the Psychiatric Rating from the form.

31.5.16.7 X - enter the Incremental Lifting Device or as required data.

31.5.17 WVR - enter 'Y' or 'N' for a Medical Waiver recommendation.

31.5.18 CONSULT - Press <Enter> if no Consult is required. Enter 'Y' to display the
Consultation pop-up window.

31.5.18.1 TYPE - enter the Type or press <Ctrl + L> for the LOV.

31.5.18.2 DATE RECOMMENDED - enter the Recommended Date.

31.5.18.3 DATE REQUESTED - enter the Requested Date.

31.5.18.4 DATE FUNDED - enter the Funded Date.

31.5.18.5 DATE COMPLETED - enter the Completion Date.

31.5.18.6 DOCTOR ID - enter the Doctor Identification.

31.5.18.7 Press 'CRTL + F4' to save and exit.

31.5.19 PHYS RVW - enter "Y' or 'N' for the Private Physician paperwork review.
31.5.20 PHYS TYPE - enter the Physical Type from the form.
31.5.21 HCG - enter the HCG Pregnancy test results.

31.5.22 HIV TESTS pop-up window.

31.5.22.1 Enter the Test Date.

31.5.22.2 Enter the Test Status.

31.5.22.3 Enter the Results date.

31.5.22.4 Press <Ctrl + F4> to save and exit.

31.5.23 DRUG TESTING pop-up window.

31.5.23.1 Enter the Test date.
31.5.23.2 Enter the THC Status.
31.5.23.3 Enter the COC Status.
31.5.23.4 Enter the Results date.

31.5.24 ALCOHOL TESTING pop-up window.
31.5.24.1 Enter the Test date.

31.5.24.2 Enter the code.
31.5.24.3 Press <Ctrl + F4> to save and exit.

31.5.25 The COMMIT window appears:
31.5.25.1 Enter 'S’ if all of the information is correct.
31.5.25.2 Enter 'Q’, to quit this record without saving.

31.5.25.3 Enter 'C', to edit the transaction.
31.5.25.4 Press <Shift + F6> to commit and print a 680ADP.
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31.6 Medical Prescreen (MED-PRESCREEN)

31.6.1 If a '3" was entered in the TRANS field. If medical data does NOT exist, the
cursor will start in the PHYSICAL field. If medical data exists, you cannot enter DD
form 2807-2 data.

31.7 Non MEPS Medical Examination (NON MEPS MED)

31.7.1If a'4' was entered in the TRANS field, the cursor will start in the PHYSICAL field.
31.7.2 PHYSICAL - enter the Date of the Physical.

31.7.3 XRAY - enter the XRAY result code from the form or press <Ctrl + L> for the LOV.
31.7.4 EQP - enter the Equipment Status or press <Ctrl + L> for the LOV.

31.7.5 HGT - enter the Height in inches from the form.

31.7.6 WGT - enter the Weight in pounds from the form.

31.7.7 FAT - enter the Body Fat Percentage in decimal form from the form.

31.7.8 HAIR - enter the Hair Color from the form.

31.7.9 EYES - enter 'Y' to display the Eye Color pop-up window. Enter the Color Name
or press <Ctrl + L> for the LOV for the LEFT and RIGHT fields.

31.7.10 BP - enter the Blood Pressure numbers recorded on the DD Form 2807-2.

31.7.11 PIP - enter the Color Vision result code from the DD Form 2807-2 or press <Citrl
+ L> for the LOV.

31.7.11.1 If passed, enter 'P'. The cursor will move to the V/A field.
31.7.11.2 If failed, enter 'F'. The cursor will move to the R/G field.

31.7.12 R/G - enter the result of the Red Green test or press <Ctrl + L> for the LOV.

31.7.13 V/A - enter "Y' to record the Air Force Vision Test (AFVT) results and the pop-up
Vision window is displayed.
31.7.13.1 If the information matches the form, press <Ctrl + F4> to save data.
31.7.13.2 To change the entries, press <Shift + Tab> to move to the next editable field.
31.7.13.3 Press <Enter> after data entry is completed.
31.7.13.4 Press <Ctrl + F4> to save data.

31.7.14 REFRAC - enter the Eye Refraction result code from the form.

31.7.15 AUDIO - enter 'Y" to display the Audio Tests pop-up window.

31.7.15.1 Enter the scores from the paper form.
31.7.15.2 Press <Ctrl + F4> to save the data.

31.7.16 PULHESX -

31.7.16.1 P - enter the Physical Capacity rating from the form.
31.7.16.2 U - enter the Upper Extremities rating from the form.
31.7.16.3 L - enter the Lower Extremities rating from the form.
31.7.16.4 H - enter the Hearing Rating from the form.
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31.7.16.5 E: - enter the Vision Rating from the form.
31.7.16.6 S - enter the Psychiatric Rating from the form.
31.7.16.7 X - enter the Incremental Lifting Device or as required data.

31.7.17 WVR - enter "Y' or 'N' for a Medical Waiver Recommendation.

31.7.18 PHYS RVW - enter "Y' or 'N' for the Private Physician paperwork review.
31.7.19 PHYS TYPE - enter the Physical Type from the form.

31.7.20 HCG - enter the HCG Pregnancy test results.

31.7.21 HIV TESTS pop-up window.

31.7.21.1 Enter the Test Date.

31.7.21.2 Enter the Test Status.

31.7.21.3 Enter the Results date.

31.7.21.4 Press <Ctrl + F4> to save and exit.

31.7.22 DRUG TESTING pop-up window.

31.7.22.1 Enter the Test date.
31.7.22.2 Enter the THC Status.
31.7.22.3 Enter the COC Status.
31.7.22.4 Enter the Results date.

31.7.23 ALCOHOL TESTING pop-up window.

31.7.23.1 Enter the Test date.

31.7.23.2 Enter the code.

31.7.23.3 Press <Ctrl + F4> to save and exit.
31.7.24 The COMMIT window appears:

31.7.24.1 Enter 'S', if all of the information is correct.
31.7.24.2 Enter 'Q’, to quit this record without saving.
31.7.24.3 Enter 'C', to edit the transaction.

31.7.24.4 Press <Shift + F6> to commit and print a 680ADP.

31.8 HIV Results (HIV)

31.8.1 If a'5" was entered in the TRANS field, the HIV TESTS pop-up window is
displayed.
31.8.2 HIV TESTS pop-up window.

31.8.2.1 Enter the Test Date.

31.8.2.2 Enter the Test Status.

31.8.2.3 If the results are positive, the cursor moves to the Notify field, enter "Y' or 'N'.
31.8.2.4 Enter the Results date.

31.8.2.5 Press <Ctrl + F4> to save and exit.

31.8.3 The COMMIT window appears:

31.8.3.1 Enter 'S', if all of the information is correct.
31.8.3.2 Enter 'Q', to quit this record without saving.
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31.8.3.3 Enter 'C', to edit the transaction.
31.8.3.4 Press <Shift + F6> to commit and print a 680ADP.

31.9 Inspection - No Change To Medical Data (INSP-NC)
31.9.1 If a'6" was entered in the TRANS field, the cursor will start in the INSPECT field.
31.9.2 INSPECT - enter the Inspect Date.

31.9.3 The COMMIT window appears:

31.9.3.1 Enter 'S, if all of the information is correct.
31.9.3.2 Enter 'Q’, to quit this record without saving.
31.9.3.3 Enter 'C’, to edit the transaction.

31.9.3.4 Press <Shift + F6> to commit and print a 680ADP.

31.10 Inspection with Changes To Medical Data (INSP-C)

31.10.1 If a'7" was entered in the TRANS field, the cursor will start in the INSPECT
Field.

31.10.2 INSPECT - enter the Inspect date.

31.10.3 HGT - enter the Height in inches from the form.

31.10.4 WGT - enter the Weight in pounds from the form.

31.10.5 FAT - enter the Body Fat Percentage in decimal form from the form.
31.10.6 REFRAC - enter the Eye Refraction result code from the form.

31.10.7 PULHESX -

31.10.7.1 P - enter the Physical Capacity rating from the form.
31.10.7.2 U - enter the Upper Extremities rating from the form.
31.10.7.3 L - enter the Lower Extremities rating from the form.
31.10.7.4 H - enter the Hearing Rating from the form.

31.10.7.5 E - enter the Vision Rating from the form.

31.10.7.6 S - enter the Psychiatric Rating from the form.

31.10.7.7 X - enter the Incremental Lifting Device or as required data.

31.10.8 WVR - enter 'Y' or 'N' for a Medical Waiver Recommendation.

31.10.9 DRUG TESTING pop-up window.

31.10.9.1 Enter the Specimen Number.
31.10.9.2 Enter the Test date.
31.10.9.3 Enter the THC Status.
31.10.9.4 Enter the COC Status.
31.10.9.5 Enter the Results date.

31.10.10 ALCOHOL TESTING pop-up window.

31.10.10.1 Enter the Test date.
31.10.10.2 Enter the code.
31.10.10.3 Press <Ctrl + F4> to save and exit.
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31.10.11 The COMMIT window appears:

31.10.11.1 Enter 'S', if all of the information is correct.
31.10.11.2 Enter 'Q", to quit this record without saving.
31.10.11.3 Enter 'C', to edit the transaction.

31.10.11.4 Press <Shift + F6> to commit and print a 680ADP.

31.11 Evaluate Medical Data (EVAL-DATA)

31.11.1 If the '8"' was entered in the TRANS field, the cursor will start in the HGT field.
31.11.2 HGT - enter the Height in inches from the form.

31.11.3 WGT - enter the Weight in pounds from the form.

31.11.4 REFRAC - enter the Eye Refraction result code from the form.

31.11.5 PULHESX -

31.11.5.1 P - enter the Physical Capacity rating from the form.
31.11.5.2 U - enter the Upper Extremities rating from the form.
31.11.5.3 L - enter the Lower Extremities rating from the form.
31.11.5.4 H - enter the Hearing Rating from the form.

31.11.5.5 E - enter the Vision Rating from the form.

31.11.5.6 S - enter the Psychiatric Rating from the form.

31.11.5.7 X - enter the Incremental Lifting Device or as required data.

31.11.6 WVR - enter 'Y' or 'N' for a Medical Waiver Recommendation.

31.11.7 CONSULT - Press <Enter> if no Consult is required. Enter 'Y' to display the
Consultation pop-up window.

31.11.7.1 TYPE - enter the Type or press <Ctrl + L> for the LOV.

31.11.7.2 DATE RECOMMENDED - enter the Recommended Date.

31.11.7.3 DATE REQUESTED - enter the Requested Date.

31.11.7.4 DATE FUNDED - enter the Funded Date.

31.11.7.5 DATE COMPLETED - enter the Completion Date.

31.11.7.6 DOCTOR ID - enter the Doctor Identification.

31.11.7.7 Press <Ctrl + F4> to save and exit.

31.11.8 PHYS TYPE - enter the Physical Type from the form.
31.11.9 HCG - enter the HCG Pregnancy test results.

31.11.10 HIV TESTS pop-up window.

31.11.10.1 Enter the Specimen Number.

31.11.10.2 Enter the Test Date.

31.11.10.3 Enter the Test Status.

31.11.10.4 Enter the Results date.

31.11.10.5 Press <Ctrl + F4> to save and exit.
31.11.11 DRUG TESTING pop-up window.

31.11.11.1 Enter the Specimen Number.
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31.11.11.2 Enter the Test date.
31.11.11.3 Enter the THC Status.
31.11.11.4 Enter the COC Status.
31.11.11.5 Enter the Results date.

31.11.12 ALCOHOL TESTING pop-up window.

31.11.12.1 Enter the Test date.
31.11.12.2 Enter the code.
31.11.12.3 Press <Ctrl + F4> to save and exit.

31.11.13 The COMMIT window appears:

31.11.13.1 Enter 'S', if all of the information is correct.
31.11.13.2 Enter 'Q’, to quit this record without saving.
31.11.13.3 Enter 'C', to edit the transaction.

31.11.13.4 Press <Shift + F6> to commit and print a 680ADP.

31.12 Correct Medical Data (CORR-MED)

31.12.1 If a'9" was entered in the TRANS field, the cursor will start in the PHYSICAL
field.

31.12.2 If required, press <Ctrl + Delete> to delete the physical record. Otherwise,
press <Enter>.

31.12.3 PHYSICAL - enter the Date of the Physical.

31.12.4 XRAY - enter the XRAY result code from the form or press <Ctrl + L> for the
LOV.

31.12.5 EQP - enter the Equipment Status or press <Ctrl + L> for the LOV.
31.12.6 HGT - enter the Height in inches from the form.

31.12.7 WGT - enter the Weight in pounds from the form.

31.12.8 FAT - enter the Body Fat Percentage in decimal form from the form.
31.12.9 HAIR - enter the Hair Color from the form.

31.12.10 EYES - enter 'Y" to display the Eye Color pop-up window. Enter the Color
Name or press <Ctrl + L> for the LOV for the LEFT and RIGHT fields.

31.12.11 BP - enter the Blood Pressure numbers recorded on the DD Form 2807-2.

31.12.12 PIP - enter the Color Vision result code from the DD Form 2807-2 or press
<Ctrl + L> for the LOV.

31.12.12.1 If passed, enter 'P'. The cursor will move to the V/A field.
31.12.12.2 If failed, enter 'F'. The cursor will move to the R/G field.

31.12.13 R/G - enter the result of the Red Green test or press <Ctrl + L> for the LOV.

31.12.14 VIA - enter "Y' to record the Air Force Vision Test (AFVT) results and the pop-
up Vision window is displayed.

31.12.14.1 If the information matches the form, press <Ctrl + F4> to save data.
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31.12.14.2 To change the entries, press <Shift + Tab> to move to the next editable
field.
31.12.14.3 Press <Enter> when data entry is completed.
31.12.14.4 Press <Ctrl + F4> to save data.

31.12.15 REFRAC - enter the Eye Refraction result code from the form.

31.12.16 AUDIO - enter 'Y' to display the Audio Tests pop-up window. Enter the scores
from the paper form. Press <Ctrl + F4> to save the data.

31.12.17 PULHESX -

31.12.17.1 P: - enter the Physical Capacity rating from the form.
31.12.17.2 U - enter the Upper Extremities rating from the form.
31.12.17.3 L - enter the Lower Extremities rating from the form.
31.12.17.4 H - enter the Hearing Rating from the form.

31.12.17.5 E - enter the Vision Rating from the form.

31.12.17.6 S - enter the Psychiatric Rating from the form.

31.12.17.7 X - enter the Incremental Lifting Device or as required data.

31.12.18 WVR - enter "Y' or 'N' for a Medical Waiver Recommendation.

31.12.19 PHYS RVW - enter 'Y' or 'N' for the Private Physician paperwork review.
31.12.20 PHYS TYPE - enter the Physical Type from the form.

31.12.21 HCG - enter the HCG Pregnancy test results.

31.12.22 HIV TESTS pop-up window.

31.12.22.1 Enter the Test Date.

31.12.22.2 Enter the Test Status.

31.12.22.3 Enter the Results date.

31.12.22.4 Press <Ctrl + F4> to save and exit.

31.12.23 DRUG TESTING pop-up window.

31.12.23.1 Enter the Test date.
31.12.23.2 Enter the THC Status.
31.12.23.3 Enter the COC Status.
31.12.23.4 Enter the Results date.

31.12.24 ALCOHOL TESTING pop-up window.

31.12.24.1 Enter the Test date.
31.12.24.2 Enter the code.
31.12.24.3 Press <Ctrl + F4> to save and exit.

31.12.25 The COMMIT window appears:

31.12.25.1 Enter 'S, if all of the information is correct.
31.12.25.2 Enter 'Q", to quit this record without saving.
31.12.25.3 Enter 'C’, to edit the transaction.

31.12.25.4 Press <Shift + F6> to commit and print a 680ADP.
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31.13 Drug Results (DRUG-RES)

31.13.1 If a'D' was entered in the TRANS field, the DRUG TESTING pop-up window
appears.
31.13.2 DRUG TESTING pop-up window.

31.13.2.1 Enter the Test date.
31.13.2.2 Enter the THC Status.
31.13.2.3 Enter the COC Status.
31.13.2.4 Enter the Results date.
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32. MD02 HIV/LAB

32.1 Introduction

32.1.1 The MDO02 HIV LAB screen (see figure below) is used to create a HIV screening
record roster as the HIV specimens are being prepared for shipping.

32.1.2 The MDO02 HIV LAB screen can be accessed by one of the following options.

32.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Medical | ship saMples | Hiv/rpr

MDO02 HIV LAB v2.3.0 J

spECIMENNUMBER: I ssyv: 1 - N - B SPF:[ |

Last First Middle Suffix
NAME:
**WHIV*W* W*WRPR*W*
SPECIMEN NUMBER DATE RESULT SPECIMEN NUMBER DATE RESULT

LOCK NUMBER: COLLECTION OFFICIAL: |

DATE COLLECTED: [ NO OF SPECIMENS INBOX: [ |
DATE SHIPPED: LAST SPECIMEN: [ PRINT ROSTER: ||

SCAN OR ENTER SPECIMEN NUMBER BEING PACKED
[Record: 1/1 |

Insert

Fri Sep 27 07:45:22 CDT 2002

Figure 106 MDO2 HIV/Lab

32.2 Instructions

32.2.1 SPECIMEN NUMBER - enter the Specimen Number being packed. If using
scanner, the Specimen Number can only be scanned once. The user may not scan it
again.

32.2.2 SSN - enter the Social Security Number. The Specimen Number must be
associated with the SSN. If Specimen Number and SSN do not match in the Database,
the user will receive an error.
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32.2.3 If this is not the last Specimen Number to be entered, press <Enter> to enter the
next specimen. Repeat until you have reached the last.

32.2.4 LAST SPECIMEN - enter X' if the last Specimen Number has been loaded.
32.2.5 LOCK NUMBER - enter the Lock Number.

32.2.6 DATE COLLECTED - enter the Date the samples were collected.

32.2.7 DATE SHIPPED - The Date defaults. Change it if necessary.

32.2.8 COLLECTION OFFICIAL - enter the Name of the Collection Official.

32.2.9 NO OF SPECIMENS IN BOX - defaults to the number scanned or entered.
32.2.10 PRINT ROSTER - enter 'X' to print the roster.

32.2.11 Press <Shift + F9> to return to the main menu.
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33. MDO03 Drug Lab

33.1 Introduction

33.1.1 The MDO03 DRUG LAB screen (see figure below) is used to create the Urine
Sample Custody Document screening record roster as the drug specimens are being
prepared for shipment.

33.1.2 The MDO03 Drug Lab screen can be accessed by one of the following options.

33.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Medical | ship saMples | Drug

DRUG LAB
sPECIMEN NUMBER: [N ssh: N - -l SPF:
Last First Middle Suffix
NAME:
*** DRUG RESULTS ***
THC coc
SPECIMEN NUMBER DATE RESULT RESULT
LOCGK NUMBER: LABORATORY: |NDSL (HQ USMEPCOM/MRM—CP)
COLLECTION OFFICIAL: |
DATE COLLECTED: NO OF SPECIMENS INBOX: [ |
DATE SHIPPED: ] LAST SPECIMEN: [ PRINT USCD: [ |
SCAN OR ENTER SPECIMEN NUMBER BEING PACKED

[Record: 1/1 [ [ Insert [

Fri Sep 27 07:46:35 CDT 2002

Figure 107 MDO3 Drug Lab

33.2 Instructions

33.2.1 SPECIMEN NUMBER - enter the Specimen Number being packed. If using
scanner, the Specimen Number can only be scanned once. The user may not scan it
again.

33.2.2 SSN - enter the Social Security Number. The Specimen Number must be
associated with the SSN. If Specimen Number and SSN do not match in the Database,
the user will receive an error.
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33.2.3 If this is not the last Specimen Number to be entered, press <Enter> to enter the
next specimen. Repeat until you have reached the last.

33.2.4 LAST SPECIMEN - enter ‘X' in the Last Specimen field.

33.2.5 LOCK NUMBER - enter the Lock Number.

33.2.6 DATE COLLECTED - enter the Date the samples were collected.

33.2.7 DATE SHIPPED - the Date defaults. Change it if necessary.

33.2.8 LABORATORY - enter the Name of the Lab to be used to test the samples.
33.2.9 COLLECTION OFFICIAL - enter the Name of the Collection Official.
33.2.10 NO OF SPECIMENS IN BOX - defaults to the number scanned or entered.
33.2.11 PRINT USCD - enter 'X' to print the roster.

33.2.12 Press <Shift + F9> to return to the main menu.

33-2



USMIRS System Navigation Manual

Date Updated December 12, 2003 Version 1.1

34. MD04 Print Med Label

34.1 Introduction

34.1.1 The MD04 PRINT MED LABEL screen (see figure below) is used to reprint HIV
and DAT labels.
34.1.2 The MDO3 Drug Lab screen can be accessed by one of the following options.

34.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Medical | pRint | laBels | Reprint
e Y}R}RETETTTET YL

PRINT HIM/DAT LABELS

ndividual Label {(SSAM»

ndividual Label {Specimen}

3, Multiple Labels {List of SSANTs}

4. Multiple Labels fList of Specimens}

5. Multiple Labels {Range of Specimens?

&, Blark Backup Labels fRange of Specimens b

nter number of choice
rd: 151

Feco

Figure 108 MDO04 Print Med Labels

34.2 Instructions

34.2.1 CHOICE - enter one of the following printing choices and fill in the information
(SSN or Specimen Numbers) when pop-up windows appear:

CHOICE | DESCRIPTION Input to pop-up window

1 Individual Label (SSN) SSN

2 Individual Label (Specimen) Specimen Number

3 Multiple Labels (List of SSN) Multiple SSN

4 Multiple Labels (List of Specimens) Multiple Specimen Numbers

5 Multiple Labels (Range of Specimens) Beginning and ending (inclusive)
range of Specimen Number

6 Blank Backup Labels (Range of Specimens) | Beginning and ending (inclusive)
range of Specimen Number
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35. MDO06 Lab Information

35.1 Introduction

35.1.1 The MD06 LAB INFORMATION screen (see figure below) is used to display
information about the labs that are used for drug and HIV testing. The MEPS may view,
but not make any changes to this information. If changes are required, contact HQ
USMEPCOM (MMD-PM).

35.1.2 The MDO06 Lab Information screen can be accessed by one of the following
options.

35.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Utilities | Table maint | med Lab

MDO06 LAB INFORMATION v2.3.0

DAT
LAB ID: LABTYPE: 3 LABSTATUS: 1

LAB NAME: NDSL (HQ USMEPCOM/MRM—CP)

STREET: BLDG 320B B STREET

CITY: GREAT LAKES STATE: IL ZIP CODE: 60088
HIV
LAB ID: 02 LAB TYPE: 3 LAB STATUS: 2

LAB NAME: VIROMED LABORATORIES INC

STREET: 6101 BLUE CIRCLE DR

CITY: MINNEAPOLIS STATE: MN ZIP CODE: 55343

Record: 1/2 Replace |

Fri Sep 27 08:28:00 CDT 2002

Figure 109 MDO6 Lab Information
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36. MDO7 Medical Consult Scheduling

36.1 Introduction

36.1.1 The MD0O7 MEDICAL CONSULT SCHEDULING screen (see figure below) is
used to schedule medical consultations and generate Form SF513. This screen can
only be used for records that were scheduled for a consult on the MD0O1 MEDICAL
screen.

36.1.2 The MDO7 Medical Consult Scheduling screen can be accessed by one of the
following options.

36.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Medical | consUlts

MDO7? MEDICAL CONSULT SCHEDULIMG v2.3.0

ENTER SSN OR LEAVE BLANK

J-0-rC 3

ENTER SCClAL SECURITY NUMBER
[Record: 171 [ Insert

Fri Sep 27 07:49:15 CDT 2002

Figure 110 MDO7 Medical Consult Scheduling

36.2 Instructions
36.2.1 SINGLE SSN

36.2.2 Enter the Social Security Number of the applicant requiring the consultation and
press <Enter>. If the applicant was directed for more evaluation, the MDQ7 additional
screen will appear follow the next set of instructions.

36.2.3 Enter the date scheduled for the consultation, if it does not automatically populate
from the MDO1, and any instructions indicated by the doctor on the medical forms.

36.2.4 Press <Ctrl + F7> to commit the changes or <Shift + F6> to print the SF 513.

36.2.5 Press <Ctrl + F4> to return to the SSN screen or <Shift + F9> to return to Main
Menu.

36-1



USMIRS System Navigation Manual
Date Updated December 12, 2003 Version 1.1
36.2.6 MULTIPLE SSN'S
36.2.7 Leave the SSN field blank to view all records scheduled for medical consultation.
36.2.8 Use the <Up/Down Arrow> to scroll through the records.

36.2.9 Enter the date scheduled for the consultation, if it does not automatically populate
from the MDO1, and any instructions indicated by the doctor on the medical forms.

36.2.10 Press <Ctrl + F7> to commit the changes or <Shift + F6> to print the SF 513.

36.2.11 Press <Ctrl + F4> to return to the SSN screen or <Shift + F9> to return to Main
Menu.

36-2



USMIRS System Navigation Manual
Date Updated December 12, 2003 Version 1.1

37. MDO8 Med Brief

37.1 Introduction

37.1.1 The MD08 MED BRIEF screen (see figure below) is used to print the Medical
Forms when the medical brief is being done.

FORM NUMBER FORM TITLE

DD FM 2005 Privacy Act Statement — Health Care Records
USMEPCOM FM 40-8, DAT Drug and Alcohol Testing Acknowledgement
USMEPCOM FM 40-8-1, HIV HIV Antibody Testing Acknowledgement

DD 2808 Report of Medical Examination

DD2807-1 Report of Medical History

SF507 Clinical Record

37.1.2 The MDO08 Med Brief screen can be accessed by one of the following options.

37.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Testing | pRint | Medical brief
Medical | pRint | Medical brief
Operations | pRint | Medical brief

tRacking | pRint | Medical brief
iafx

HED BRIEF

LAST FIRST HIDDLE SUFF X

KAME:

PRINT ALL FORMS I

PRIKT FORMS

DD Fid 2005

USHMEPCCH Fi 40 —& DAT

USHMEPCCH Fi 40 -&-1, HIV

l_ DD 2608
l_ DD 25071
l_ SF 507

ENTER THE SOCIAL SECURITY NUMEER
[Record: 11

Figure 111 MDO8 Med Brief
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37.2 Instructions
37.2.1 Enter the Social Security Number.
37.2.2 PRINT ALL FORMS - enter 'X' to print ALL of the Med Brief Forms.

37.2.3 PRINT INDIVIDUAL FORMS - <Tab> to the Individual Med Brief Forms and enter
'X" to select the Form for printing.

37.2.4 Press <Enter> to send Form to the printer.

37.2.5 Press <Ctrl + F4> to exit or <Shift + F9>.
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38. MD09 Alcohol Test

38.1 Introduction

38.1.1 The MD09 ALCOHOL TEST screen (see figure below) is used to enter alcohol
test results. If the applicant record exists, it will be displayed from the local MEPS or
retrieved from Host CRDB.

38.1.2 The MDQ9 Alcohol Test screen can be accessed by one of the following options.

38.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Medical | alcohol Test

~— Mmoo  ________________________@comoL vest |1
saverrinT | IR
ssv: [ N N SPF: P A M D E H-~O Doa: [
anae: [ B H N HENN epus:[pavs:| mpc: [
[ prodrFor: | [0 [0 P_MEPS: RiD: [ |
[ OO80OEE LAST TRANS: -
FTATUS LINE: | USERMAME-

ENTER S5M
Record: 171

[Replace

Thu Oct 31 12:07:18 CST 2002

Figure 112 MDOQ9 Alcohol Test

38.2 Definitions of Tabs

38.2.1 The tab buttons near top of screen will display other screens. A brief description
of their function:

TAB BUTTONS

FUNCTION

REFRESH Clear screen of all information

COMMIT Commit record with added information entered
SAVE/PRINT Save and print records

MAIN MENU Returns to the Main Menu

QUERY (CEO5)

Navigates to Database Query screen

FORMS (OU10)

Print forms (USMEPCOM and DA) and output products

PROJECT (CNO1)

Navigates to USMEPCOM Form 727 Processing List screen

PAGE UP

Not functional

PAGE DOWN

Not functional
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38.3 Instructions

38.3.1 SSN - enter in Social Security Number. The applicant may or may not be owned
by requesting MEPS, refer to Appendix 6 (Applicant Ownership) for more information.

38.3.1.1 If the SSN is found without medical data, the MD09 Alcohol Test screen will
display additional pop-up window (see figure below)

38.3.1.2 If the SSN is found with medical data, “MEDICAL RECORD EXISTS; WORK
WITH “MDO01" message will appear Instruction/Message line. Press <Ctrl + M> to
access the MD01 Medical Data screen.

ALCOHOL _ TEST

ssn: ENE  EEN DAR [ r L E H~O Doa: [Zoos—0z—2a
MLk [TEST < H H M e E ewas: [Noays: [ 00oohuoc: [
[reEST rrogror: T CTETET T SRV IS S L : [
[ [ e e e e Last 1 Rans: [ES00P | - [A000WV
FTATUS LinE:| USERMAME: [USRADMIN
Trans Status Date Eligib Date Physical [ o) L H = s <
[E3] O | —— /| B B = B3 /=3 (]

[List of walues nsert

Figure 113 MD09 SSN Without Medical Record

38.3.2 TRANS — enter in ‘2’ for Initial Alcohol Test or ‘9’ for Correct Alcohol Test.

38.3.3 The Test Result and Med Fail pop-up windows will be displayed one at a time
(see figure below).

— MDOoS ALCOHOL TEST _I,
I [ rorws ]
ssu: HE SPF: [DAR P A M DE H-O DOA: [2003-02-24
Irhanag- [TEST H M N NMNE pus: Npays:[[00005pc: [
[TEST prodFor: [ [ [0 P-MEPS: RID: [0
[T [ ENEOEES LAST TRANS: [E300P | - [ADOOV
STATUS LINE:| USERMAME: |USRADMIN
Trans Status Date Eligib Date Physical P U L H E 5 X
2! 5] [2o03—0a—11 [2003-02—24 o] @] @] 0] [©] [BT [E
——— TEST RESULT —- ——— MED FAIL ———
Date Test CodeResult Date Result MNum Fail Date Code Date Cleared Date Notify
[zo03—02—24] A [51 | [2003—02—24] [l [2oo3z—-0z—24] [ [
1 0 [ I R I— [ [
1 0 [ O EE | [
1 0 [ EE O EEE | [
1 @O0 [ E O EEEEEE 0 [

Mon Feb 24 10:17:23 CST 2003

Figure 114 MD09 Additional Pop-up Windows

38.3.4 Test Result pop-up window.
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38.3.4.1 DATE OF TEST - enter in Date of Test.

38.3.4.2 CODE (ALCOHOL) — enter in Code or press <Ctrl + L> for the LOV. If ‘X’ was
selected, no other pop-up window will be displayed. Press <Ctrl + F7> to commit, or
<Ctrl + F6' to commit and print. If ‘A’ was selected, continue with next sentence.

38.3.4.3 RESULTS (ALCOHOL) — enter in Results.
38.3.5 Med Fail pop-up window.

38.3.5.1 CODE (FAIL) — enter in Fail Code or press <Ctrl + L> for the LOV. Press
<Enter> to display ICD CODES pop-up window selections.

38.3.5.2 After entering the Fail Code the ICD Code pop-up window will be displayed.
Press <Citrl + F4> to exit.

38.3.6 Press <Ctrl + F7> to commit, or <Ctrl + F6> to commit and print.
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39. MD10 Notification Letters

39.1 Introduction

39.1.1 The MD10 NOTIFICATION LETTERS screen (see figure below) is used to
generate and print the drug, HIV, and medical failure notifications.

39.1.2 The MD10 Natification Letters screen can be accessed by one of the following
options.

39.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Medical | pRint | Notification

B pC_Xware Screen _alx
POSITIVE HIV, DRUG AND ALCOHOL
SSN SPF Name Test Result Notify Date Notify
O
U
U
J
J
J
J
1
L
U
U
J
J
J
1
U
<ALT+ARROW DOWN> TO VIEW MED FAIL RECORDS
<SHIFT+F6> TO PRINT NOTIFICATION LETTERS

NQ NOTIFICATION LETTERS TO BE PRINTED !
Record: 111 List of Values Insert

Figure 115 MD10 Notification Letters

39.2 Instructions

39.2.1 Use <Up/Down Arrow> to scroll to select applicant.

39.2.2 NOTIFY — enter the Notification Code or press <Ctrl + L> for the LOV.
39.2.3 Use <Shift + F6> to print Notification Letters.
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40. MD12 Medical Disqualification Records

40.1 Introduction

40.1.1 The MD12 MEDICAL DISQUALIFICATION RECORDS screen (see figure below)
is used to display all the medical disqualification between the dates entered by the user.

40.1.2 The MD12 Medical Disqualification Records screen can be accessed by one of
the following options.

40.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Medical | disqual reView

PC-Xware Screen = |E||5

= HD12 HEDICAL DISOUALIFICATION RECORDS 2=

DATE FROM: :I DATE IG: I—

HNAME SPF PAMDER'D PHYSICALANSPECT

ENTER BEGINNING DATE YYYYMMDD OR YYYY-MMM-DD IE.. 19960101 OR 1996-01-01

Figure 116 MD12 Medical Disqualification Records

40.2 Instructions
40.2.1 DATE FROM - enter the Beginning Date. Press <Enter> or <Tab>.
40.2.2 DATE TO - enter the Ending Date or use default date. Press <Enter>.

40.2.3 The medically disqualified applicants will be displayed. Use <Up/Down Arrow> to
scroll.
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41. MUO1 Physicians

41.1 Introduction

41.1.1 The MUO1 PHYSICIANS screen (see figure below) is form used to add, update,
or delete the physician data.
41.1.2 The MUOL1 Physicians screen can be accessed by one of the following options.

41.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Utilities | Table maint | doCtors

MUO1 PHY SICIANS v2.3.1
TYPE PHYSICIAN: [3] PHYSICIANID:  DOCO0001 OFFICE TELEPHONE: |(312) 725-2322
PREFIX LAST NAME FIRST NAME MIDDLE NAME SUFFIX
| |pUKIC [TOMISLAV [ |
FACILITY NAME: ICHICAGO MEPS

ADDRESS - STREET: [1700 S WOLF ROAD

CITY: [DES PLAINES
STATE: [IL 2IP CODE [60018

MEDICAL SPECIALTY: [None

SUB-SPECIALTY: [None

ENTER DOCTOR TYPE ie. (F)ee, (C)ontract, (jnhouse.
Record: 1/1 | \

Replace

Fri Sep 27 08:28:56 CDT 2002

Figure 117 MUO1 Physicians

41.2 Add New Physician Instructions

41.2.1 Press <Ctrl + F4> to refresh screen or scroll using the < Down Arrow> to last
screen.

41.2.2 TYPE PHYSICIAN — enter the Type Physician code (Eee, Contract, or In-house).
41.2.3 OFFICE TELEPHONE - enter the Office Telephone number.
41.2.4 PREFIX — enter the Prefix Title.
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41.2.5 LAST NAME — enter the Last Name.

41.2.6 FIRST NAME — enter the First Name.

41.2.7 MIDDLE NAME — enter the Middle Name.

41.2.8 SUFFIX — enter the Suffix.

41.2.9 FACILITY NAME - enter the Facility Name.

41.2.10 ADDRESS-STREET - enter the Address of Facility.

41.2.11 CITY — enter the City.

41.2.12 STATE - enter the State or press <Ctrl + L> for the LOV.
41.2.13 ZIP CODE - enter the Zip Code or press <Ctrl + L> for the LOV.

41.2.14 MEDICAL SPECIALTY - enter the Medical Specialty or press <Ctrl + L> for the
LOV.

41.2.15 SUB-SPECIALTY - enter the Sub-Specialty or press <Ctrl + L> for the LOV.

41.2.16 Press <Ctrl + F7> to commit record.

41.3 Update Existing Physician Instructions

41.3.1 To scroll use the <Up/Down Arrow> to find physician record. Any of the
physician’s information can be changed.

41.3.2 Press <Tab> to move cursor to field.
41.3.3 Press <Delete> to clear existing information and enter the updated information.

41.3.4 After all the information has been entered, press <Ctrl + F7> to commit.

41.4 Deleting Physician Instructions

41.4.1 To scroll use the <Up/Down Arrow> to the Physician that needs deleting and
press <Ctrl + Delete>.

41.4.2 A pop-up window will appear. Enter 'Y’ for delete record or ‘N’ to cancel deletion
and press <Enter>.

41-2



USMIRS System Navigation Manual
Date Updated December 12, 2003 Version 1.1

42. MUO2 Consult Facilities

42.1 Introduction

42.1.1 The MUO2 CONSULT FACILITIES (see figure below) is used to add, update, or
delete the consultation facility data.

42.1.2 The MUO2 Consult Facilities screen can be accessed by one of the following
options.

42.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Uilities | Table maint | coNsult location

MU02 CONSULT FACILITIES v2.3.1

FaciLity ID: [

FACILITY NAME: ! | TELEPHONE NUMBE

FACILITY ADDRESS INFORMATION

STREET: |

cmy: |

STATE: [ | ZIP CODE: | [

ENTER THE NAME OF THE CONSULT FACILITY
[Record: 1/1 List of Values

Replace |

Fri Sep 27 08:29:56 CDT 2002

Figure 118 MUO2 Consult Facilities

42.2 Instructions

42.2.1 FACILITY NAME - enter the Facility Name.

42.2.2 TELEPHONE - enter the Facility Telephone number.
42.2.3 ADDRESS-STREET - enter the Address of Facility.
42.2.4 CITY — enter the City.
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42.2.5 STATE - enter the State or press <Ctrl + L> for the LOV.

42.2.6 ZIP CODE - enter the Zip Code or press <Ctrl + L> for the LOV.
42.2.7 Press <Ctrl + F7> to commit.
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43. OAO01 Accession Data

43.1 Introduction

43.1.1 The OA01 ACCESSION DATA screen (see figure below) is for adding, updating

or deleting the accession data and building transactions to be sent to CRDB. The forms
used for updating data are 680 A-E or DD Form 1966/1. If the applicant record exists, it
will be displayed from the local MEPS or retrieved from Host CRDB.

43.1.2 The OA01 Accession Data screen can be accessed by one of the following
options.

43.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Operations | Enlistment | aCcession data
By pressing <Ctrl + E> from within the system.
43.1.2.2 Selecting ‘A’ hot button from Main Menu.

IO‘:IOI ACCCSGSION DATA |
Hsra: N EE srr: | P n A H O DOA: |
HNAaME: | m = | ] o . Pras: [ [DAaws: | mMDC: |

2 =

| § |
PROJO FORA: I—'—'—'—'—'— — H :

I I WUIID RPTI: OOObaOo| R LA e Ll

HTaTus Line:| USEHMAME:

ENTER SSH
|R e cor i 111 |Replace

177010 OCST 7007

Figure 119 OAO01 Accession Data

43.2 Definitions of Tabs

43.2.1 The tab buttons near top of screen will display other screens, provided a valid
SSN was entered. A brief description of their function:

TAB BUTTONS FUNCTION

REFRESH Clear screen of all information

COMMIT Commit record with added information entered
SAVE/PRINT Save and print records

BO01D Remove accession data

MO005/M006 Remove accession/DEP data

MAIN MENU Returns to Main Menu

QUERY (CEO05) Performs Database Query

FORMS (OU10) Print forms (USMEPCOM and DA) and output products
PROJECT (CNO01) Navigates to USMEPCOM Form 727 Processing List
PAGE UP Displays the first page

PAGE DOWN Displays the Service Required Codes

43-1




USMIRS System Navigation Manual
Date Updated December 12, 2003 Version 1.1

43.3 Instructions

43.3.1 SSN - Enter the Social Security Number for the applicant being processed. The
applicant may or may not be owned by the requesting MEPS, refer to Appendix 6
(Applicant Ownership) for more information. If the SSN is not found on Host CRDB, the
Personal Data (OP01) screen will be displayed to enter new applicant in the system.

43.3.2 If the user entered the Accession Data screen from another form, the applicant's
information will default and will be displayed on screen.

43.3.3 TRANS — enter the Accession Transaction code or press <Ctrl + L> for the LOV.

CODE | DESCRIPTION

0 NO ENLISTMENT CONTRACT

1 ACCESSION CONTRACT AT A MEPS (defaults)

4 ACCESSION CONTRACT NOT AT A MEPS (If the applicant is
shipping from a MEPS different from the one at which they enlisted)
9 CORRECTION TO ACCESSION DATA (If an Accession contract
already exists for the applicant and requires corrections)

43.3.4 STATUS — enter the Accession Status or press <Ctrl + L> for the LOV.

CODE | DESCRIPTION
A ENLISTED, NOT SHIPPED
B ENLISTED and SHIPPED (defaults)
C PREVIOUS ENLISTED, SHIPPED

43.3.5 DOE - the Date of Enlistment default to today's date. This may be changed.

43.3.6 ADSD - the Active Duty Service Date defaults to today's date. This may be
changed.

43.3.7 PED - the Pay Entry Base Date defaults to today's date. This may be changed.
43.3.8 TOE - enter the Term of Enlistment between 1 and 8 years.

43.3.9 WAIVER - press <Citrl + L> to select a Waiver code from the LOV. When entering
more than one waiver code, <Tab> to the next box and enter next Waiver Code. If there
are no waivers, enter ‘Y’ in each of the three boxes. The codes appear in the following
order: Enlistment, Enlistment Moral Waiver, and Enlistment Waiver Applicant Level.

43.3.10 PAY GRADE - press <Ctrl + L> to select a Pay Grade code from the LOV.
43.3.11 DOG - the Date of Grade defaults to the date entered in the ADSD field.
43.3.12 ES - press <Ctrl + L> to select an Entry Status code from the LOV.

43.3.13 EDUC - this information defaults from the personal data screen. If not, enter the
number of years of schooling completed for the applicant. Press <Ctrl + L> to select the
Education Certification code from the LOV.

43.3.14 RECRUITER - enter the Recruiter number from the form.
43.3.15 STN - enter the Station Number from the form.
43.3.16 PEF - enter the Program Enlisted For from the form.
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43.3.17 T-E MOS/AFS - enter the Training/Enlistment MOS/AFS code from the form.
This is an alphabetic code. First and second positions must be numeric.

43.3.18 P MOS/AFS - enter the Primary Enlistment Specialty code from the form.

43.3.19 YOUTH - press <Ctrl + L> to select the Youth Program Attended code(s) from
the LOV or enter 'Y’, if not applicable. Press <Ctrl + L> to select the Youth Program
Armed Service code from the LOV or enter ‘Y’, if not applicable. Enter the Number of
Years (0-9) the applicant was involved in these programs.

43.3.20 O - press <Ctrl + L> to select the Guarantee Sub Option codes from the LOV or
enter ‘Y’ if not applicable.

43.3.21 A - press <Ctrl + L> to select the Bonus Sub Option codes from the LOV or enter
‘Y if not applicable.

43.3.22 UIC - press <Ctrl + L> to select the Transfer to Code and a (UIC) code from the
LOV.

43.3.23 368 — if a DD Form 368 (Request For Conditional Release) is required prior to
accessing, enter 'Y’ else enter ‘N’. The DD Form 368 is required when the applicant is
transferring between services or components.

43.3.24 SERVICE REQUIRED CODES - if additional codes are necessary, enter ‘X’ in
the field. The Service Required Code window appears. Press <ALT + ARROW’
(DOWN)> to exit the window.

43.3.25 If the SERVICE REQUIRED CODES field does not apply, you may press <Ctrl +
F7> to commit the record.

43.3.26 Press <Shift + F9> to exit the form or <Ctrl + F4> to clear the form.

43.3.27 If the user entered the Accession form from another area, the user will returned
to that area.
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44. OCO01 DD Form 4/1 - 4/2

44 .1 Introduction

44.1.1 The OC01 DD FORM (4/1 - 4/2) screen (see figure below) is use to review and
update the DD Form 1966 page 1 and 2 contract information. If the applicant record
exists, it will be displayed from the local MEPS or retrieved from Host CRDB.

44.1.2 In the displayed figure below, the status line displays “Read Only Record Owned
by XXX” (XXX = MEPS ID) this means the selected record cannot be updated because it
is owned by another Meps.

44.1.3 The OCO01 DD Form (4/1 — 4/2) screen can be accessed by one of the following
options.

44.1.3.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Operations | Enlistment | conTract4/1-4/2
Service | Data entry | conTract4/1-4/2

= o T s [0 F A H D E N xD R
el EREREE R pis: [T nas: [E000 ] oo i)
BE: 10541 : ; B FE L
| Trans Codes BEBERE Lk I— L [E
LAST TRANS:  [BOOGF | BOES
Last First Hiddle SuFfiz
W [ TEST EREOED | [ TEST | [ | |
SEraat, City State lip Coda
HOR: | TEST ADDEESS | [ e it [Eoo T foom

STATUS th[:lP}.FE OnLY RECOED OWRED B R3S

1TEH 4: Place af Enlistment; - DOE:
ITEH 8: Years Meghe: Py Grada: Fnnees:
Hours FAOD
ITEH B¢ [EP Report by: on for ] Years 77 Hecks
ITEH 3B Remarks (IF Hrudi KOHE
ITEN 16: State Gusrds B
ITEN 17 Vears: T 1 Honths s !_ Dy |
1TEN 218 Service Counsalor: ™1
1TEH 23 EnlLataert OFF icar: Il
ENIEE 53N
I‘\\emrd_.-'l A S T

H=d: Bec 2B TE200CO7-CET 2000

Figure 120 OCO01 DD Form (4/1 - 4/2)

44-1



USMIRS System Navigation Manual
Date Updated December 12, 2003 Version 1.1

44 .2 Instructions

44.2.1 The Enlistment Data must exist for the applicant before a contract can be
completed.

44.2.2 SSN - enter the Social Security Number. The applicant may or may not be
owned by the requesting MEPS, refer to Appendix 6 (Applicant Ownership) for more
information.

44.2.3 ITEM 4 — defaults to the Place of Enlistment. To change press <Ctrl + T> for pop-
up window and enter in the new information.

44.2.4 ITEM 8 (YEARS) — defaults to the Number of Years of Enlistment. This may be
changed.

44.2.5 ITEM 8 (WEEKS) — defaults to Weeks. This may be changed.

44.2.6 ITEM 8 (ANNEXES) — enter the Anne, if there are additional attachments to the
contract.

44.2.7 ITEM 8A (YEARS) — (DEP ONLY) defaults to the Number of Years of Enlistment.
This may be changed.

44.2.8 ITEM 8A (WEEKS) — (DEP ONLY) defaults to Weeks. This may be changed.

44.2.9 ITEM 21B The Service Counselor Selection pop-up window will appear. To move
between the fields, press <Tab> to move forward and <Shift + Tab> to move backwards.
Enter ‘X’ in one of the selections. The Service Counselors pop-up window will appear.
Use the control keys for Accept, Exit or Scroll. When the selection has been made, it will
go on to the next item.

44.2.10 ITEM 23B The Enlistment Officer Selection pop-up window will appear. To
move between the fields, press <Tab> to move forward and <Shift + Tab> to move
backwards. Enter ‘X’ in one of the selections. The Enlistment Officers pop-up window
will appear. Use the control keys for Accept, Exit or Scroll. NOTE: If the “Enter Guest
Enlistment Officer” is selected, a pop-up window will appear for entering the guest
information. When the selection has been made it will go on to the next item.

44.2.11 Press <Ctrl + F7> to commit and print contract, or <Ctrl + F4> to clear screen, or
<Shift + F9> to return to Main Menu.
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45. OC02 DD Form 4/3

45.1 Introduction

45.1.1 The OC02 DD FORM 4/3 screen (see figure below) is used to review and update
contract information for DD Form 1966 page 3. If the applicant record exists, it will be
displayed from the local MEPS or retrieved from Host CRDB.

45.1.2 The OC02 DD Form 4/3 screen can be accessed by one of the following options.

45.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Operations | Enlistment | contRact4 4/3
Service | Data entry | contRact4 4/3

ocoz  _DFemM43z ||
ss: HEH H BN SPF: H*O DOA:

P AMDE
OOCOCN [0 ews:[] Days[ | DMDC[]
DOB: | Trans Code:[ | [ [1[] P-MEPS: IV_ RID:[ |

Last Trans: | * |

Last First Middle Suffix
NAME: | | | |

TATUS LINE:|

ITEM 20A: Years: | | Weeks: [ | Annexes: | [[[[ /[ ][ ][] ReplaceAnnexes:| | [|[ /[ [][]

ITEM 21A: Pay Grade:

ITEM 23D: Unit‘Command Name:
City State Zip Code
ITEM 23G: Unit‘Command Address:

ITEM 21B: Service Counselor: |_
ITEM 23B: Enlistment Officer: []
EMNTER SSN
Record: 111 | | Replace |

Thu Oct 31 12:22:189 C5T 2002

Figure 121 OCO02 DD Form (4/3)

45.2 Instructions

45.2.1 The Enlistment Data must exist for the applicant before a contract can be
completed.

45.2.2 SSN - enter the Social Security Number for the applicant. The applicant may or
may not be owned by the requesting MEPS, refer to Appendix 6 (Applicant Ownership)
for more information
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45.2.3 ITEM 20A (YEARS) — defaults to the Number of Years of Enlistment. This may
be changed.

45.2.4 ITEM 20A (WEEKS) — defaults to Weeks. This may be changed.

45.2.5 ITEM 20A (ANNEXES) — enter the Annex, if there are additional attachments to
the contract.

45.2.6 ITEM 20A (REPLACE ANNEXES) — enter the Replace Annex, if any
amendments were made to the existing Annex that was changed.

45.2.7 The Service Counselor Selection pop-up window will appear. To move between
the fields, press <Tab> to move forward and <Shift + Tab> to move backwards.

45.2.8 ITEM 21B -enter ‘X’ in one of the selections. The Service Counselors pop-up
window will appear. Use the control keys for Accept, Exit or Scroll. When the selection
has been made, it will go on to the next item.

45.2.9 The Enlistment Officer Selection pop-up window will appear. To move between
the fields, press <Tab> to move forward and <Shift + Tab> to move backwards.

45.2.10 ITEM 23B - enter ‘X’ in one of the selections. The Enlistment Officers pop-up
window will appear. Use the control keys for Accept, Exit or Scroll. NOTE: If the “Enter
Guest Enlistment Officer” is selected, a pop-up window will appear for entering the guest
information. When the selection has been made it will go on to the next item.

45.2.11 Press <Ctrl + F7> to commit and print contract, or <Ctrl + F4> to clear screen, or
<Shift + F9> to return to Main Menu.

45-2



USMIRS System Navigation Manual
Date Updated December 12, 2003 Version 1.1

46. OD01 DEP-in Data

46.1 Introduction

46.1.1 The OD01 DEP-IN DATA screen (see figure below) is used to enter, update, or
delete DEP information. The forms used for updating data are 680 A-E or DD Form
1966/1. If the applicant record exists, it will be displayed from the local MEPS or
retrieved from Host CRDB.

46.1.2 The OD01 DEP-in Data screen can be accessed by one of the following options.

46.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Operations | Enlistment | dep-In data

46.1.2.2 By pressing <Ctrl + D> from within the system.
46.1.2.3 Selecting ‘D’ hot button from Main Menu.

,
SSH: E- | _ spr: [ ] ~ D E H~O DOAI—
NAME: - | - B B B W pms:[pavs:[ bmbc:[ |
PROJ FOR: EE E = EE P-MEPS: [ | rio: [
wikipreto: [T LASTTRAMS: [ |« |
BTATUS LINE: USERMAME:

EMNTER S5M
[Record: 111 [Replace

Thu Oct 31 12:19:23 CST 2002

Figure 122 ODO0O1 DEP-in Data

46.2 Definitions of Tabs

46.2.1 The tab buttons near top of screen will display other screens, provided a valid
SSN was entered. A brief description of their function:

TAB BUTTONS FUNCTION

REFRESH Clear screen of all information

COMMIT Commit record with added information entered
SAVE/PRINT Save and print records

BOO5D Remove DEP data

MAIN MENU Returns to Main Menu

QUERY (CEO05) Performs Database Query

FORMS (OU10) Print forms (USMEPCOM and DA) and output products
PROJECT (CNO01) Navigates to USMEPCOM Form 727 Processing List
PAGE UP Not functional

PAGE DOWN Not functional
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46.3 Instructions

46.3.1 Verify the data by comparing it with the original DD Form 1966/1. Make sure the
Trans Code field is set to ‘2" and the Status field is set to ‘A’. If Service-unique data is
available, enter it in the appropriate fields. If all data is correct, <Tab> through the fields
to go to the bottom of the screen.

46.3.2 NOTE: Any discrepancies should be reported to service personnel. Corrections
to DEP data entered by service can only be committed with a Trans Code of ‘8’. If
service notifies you of a data change, you may change the Trans Code to ‘8.

46.3.3 Verify the Service Required Codes field. A pop-up window appears. If there is
data present, exit the pop-up and return to the DEP-in screen. If no data is present,
enter the data from the DD Form 1966/1.

46.3.4 SSN — enter the Social Security Number. If the SSN is found on CSDB, the data
will be displayed. The applicant may or may not be owned by the requesting MEPS,
refer to Appendix 6 (Applicant Ownership) for more information. If the applicant does not
exists, the Personal Data (OP01) screen will appear after selecting ‘OK’ from pop-up
window.

46.3.5 TRANS - the Trans field will be pre-filled.

46.3.6 STATUS - the Status will be pre-filled.

46.3.7 DOE - enter the DEP Date.

46.3.8 PADD - enter the PADD Date.

46.3.9 ES — enter the Ent Status data.

46.3.10 RECRUITER - enter the Recruiter Identification.
46.3.11 STNID — enter the Station Identification.

46.3.12 PEF - enter the PEF data.

46.3.13 T-E MOS/AFS - enter the Training/Enlistment MOS/AFS code. This is an
alphabetic code. First and second positions must be numeric.

46.3.14 WAVIER CODE - enter Wavier Code or press <Ctrl + L> for the LOV.
46.3.15 PAY GRADE — enter Pay Grade or press <Ctrl + L> for the LOV.

46.3.16 Press <Ctrl + F7> to commit, or <Ctrl + F4> to clear screen, or <Shift + F9> to
return to Main Menu.
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47. OEO1 Entnac Data

47.1 Introduction

47.1.1 The OEOL1 ENTNAC DATA screen (see figure below) is used to record additional
information for transmission to Defense Investigative Services. If the applicant record
exists, it will be displayed from the local MEPS or retrieved from Host CRDB.

47.1.2 The OEO1 Entnac Data screen can be accessed by one of the following options.

47.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Operations | Enlistment | Entnac

= o=  Ewww . [-]]
REFRESH COMMIT savecrrit I e e 0 PAGE DOWN

ssv: [ O &e P A H D E Hx0 DOA:
NAHE: N s prss [ ] wavs: [ | mames [
PROJ FOR: I_I—l— P-HEPS: l— RID: I—
I N e tasT TRens: [ | [ ]
STATUS LINE: USERNAHES) I—

Figure 123 OEO1 Entnac Data

47 .2 Definitions of Tabs

47.2.1 The tab buttons near top of screen will display other screens, provided a valid
SSN was entered. A brief description of their function:

TAB BUTTONS FUNCTION

REFRESH Clear screen of all information

COMMIT Commit record with added information entered
SAVE/PRINT Save and print records

MAIN MENU Returns to Main Menu

QUERY (CEO05) Performs Database Query

FORMS (OU10) Print forms (USMEPCOM and DA) and output products
PROJECT (CNO1) Navigates to USMEPCOM Form 727 Processing List
PAGE UP Not functional

PAGE DOWN Not functional
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47 .3 Instructions

47.3.1 SSN — enter the Social Security Number. If the SSN is found on CSDB, the data
will be displayed (see figure below). The applicant may or may not be owned by the
requesting MEPS, refer to Appendix 6 (Applicant Ownership) for more information. If the
applicant does not exists, the Personal Data (OP01) screen will appear after selecting
‘OK’ from pop-up window.

NOTE: The Status Line displays “Read Only Record Owned by XXX” (XXX = MEPS ID).
In “read only” the non-owner MEPS cannot edit any of the data.

.- Ewew |
REFRESH COMHIT SAVE/PRINT _ HALN HEMU FORHS PROIECT PAGE DOWN
sv: | 933 P [y I W D E HgD 10A; [ 2002-1218
e iz [ BN e [ s [ ] es []
[0 Junc PROJ FOR: | | P-HEPS: |AS9d4 RID: |3
| WKID RPTD: | LAST TRANS: IMUOE BOUGF
STATLS LINE:IREHD WY RECORD OWNED EBY A98 UISERHEHE IWHNGERIN
FLACE OF BIRTH
SEX RACIAL i CITY ST ENTRY
I 3 1984-01-11 SEOUL 00 [k
SUBMISSION TYPE:
ALTAS NAHE
ALTAS/NEE  LAST FIRST HIDDLE

EMTER <AIUTOMATED, (MXAMUAL OF (R}ESUEMISSION
Record: 171 [ [Insert

Wed Dec 18 13:49:25 CST 2002

Figure 124 OEO1 Project

47.3.2 SUBMISSION TYPE — enter the Submission Type (‘A’ = Automated, ‘M’ =
Manual, or ‘R’ = Resubmission).

47.3.3 ALIAS/NEE — enter ‘A’ for Alias Names or ‘N’ for Maiden name.
47.3.4 LAST — enter the Last Name.

47.3.5 FIRST — enter the First Name.

47.3.6 MIDDLE — enter Middle Name.

47.3.7 Press <Ctrl + F7> to commit data. The message line will display a confirmation
that a ‘B006 WRK’ transaction was created. Press <Ctrl + F4> to clear screen, or <Shift
+ F9> to return to Main Menu.
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48. OGO01 DEP Discharge

48.1 Introduction

48.1.1 The OGO01 DEP DISCHARGE screen (see figure below) is used to enter DEP
Discharge Information and will create a transaction to be sent to the CRDB. If the
applicant record exists, it will be displayed from the local MEPS or retrieved from Host
CRDB.

48.1.2 The OGO1 DEP Discharge screen can be accessed by one of the following
options.

48.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Operations | Enlistment | dep diScharge

OGOL DEF DISCHARGE I,

REFRESH COMMIT save/PRINTE [ MaIn MENU QUERY |  rForms )| PROJECT PAGE UP PAGE DOWN

Esr: [HE W . SPF: F A MDE H-~O DOoA: |
AME: EEEENEN Prs: [ Davs: | banc: [
PROJ FOR: l— I— I— l— l— I— P—MEPS: RID:
I wikioretD: [ [0 LAST TRANS: - |
TATUS LIME: USERMAKME:

ENTER SSh
[Record: 111 [Replace

Thu Oct 31 12:23:1< CS5T 2002

Figure 125 OGO1 DEP Discharge

48.2 Definitions of Tabs

48.2.1 The tab buttons near top of screen will display other screens, provided a valid
SSN was entered. A brief description of their function:

TAB BUTTONS FUNCTION

REFRESH Clear screen of all information

COMMIT Commit record with added information entered
SAVE/PRINT Save and print records

MAIN MENU Returns to Main Menu

QUERY (CEO05) Performs Database Query

FORMS (OU10) Print forms (USMEPCOM and DA) and output products
PROJECT (CNO01) Navigates to USMEPCOM Form 727 Processing List
PAGE UP Not functional

PAGE DOWN Not functional
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48.3 Instructions

48.3.1 SSN — enter the Social Security Number. If the SSN is found on the local MEPS
or Host CSDB, the data will be displayed. The applicant may or may not be owned by
the requesting MEPS, refer to Appendix 6 (Applicant Ownership) for more information. If
the applicant does not exists, the Personal Data (OP01) screen will appear.

48.3.2 DATE OF DISCHARGE - defaults to current date or enter the Discharge Date.
48.3.3 REASON - enter the Separation Code or press <Ctrl + L> for the LOV.

48.3.4 Press <Ctrl + F7> to commit and <Shift + F6> to print, or <Ctrl + F4> to clear
screen, or <Shift + F9> to return to Main Menu.
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49. OM01 USMIRS Local Database Query2

49.1 Introduction

49.1.1 The OM01 USMIRS LOCAL DATABASE QUERY?2 screen (see figure below) is
for operations personnel to perform queries and print routines.

49.1.2 The OM01 USMIRS LOCAL DATABASE QUERY?2 screen can be accessed by
one of the following options.

49.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Operations | dataBase2
tRacking | dataBase query?2

PC-Xware Screen

USHTRS LOCAL

DATABASE QUERY2

1. KDV DUAL QUERY

2 RANGE CUERY BV HAME

% PRINT PRCKET FILE LABELS

< PRIKT DUPLICATE ROSTER

5. CHE COUNTS BY SPF

000000

€ MEPS WORKLOAD STATISTICS

EMNTER <X= TO PERFORM INDIVIDUAL QUERY OF MIRS DATABASE

Figure 126 OM01 USMIRS Local Database Query?2

49.2 Prerequisite Instructions

49.2.1 Enter ‘X’ in one of the following selections:

SELECTION SECTION
Individual Query by SSN or Name 49.3
Range Query by Name 49.4
Print Packet Labels (by SSN range or Name range) 495
Print Duplicate Roster 49.6
QNE Counts by SPF 49.7
MEPS Workload Statistics (display TP09 Workload Statistics) 49.8
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49.3 OMO1 Individual Query
49.3.1 The INDIVIDUAL QUERY pop-up window will be displayed (see figure below).

PC-Xware Screen
USHIRS LOCAL DATABASE QUERY2

1. THDI¥IDUAL QUERY

ENTER 55N I— [

LAST FIRST MIDDLE SUFFIX

ENTER KAME:

& MEPS WORKLDAD STATISTICS

EMNTER SSAN TO QUERY
[Record: 111 [

Figure 127 OMO1 Individual Query

49.3.2 SSN — enter Social Security Number
49.3.3 NAME - enter Name (last, first, middle, and suffix) or Partial Name

49.3.4 After the information has been filled in, press <Enter> to start query.
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49.3.5 If requested information is found, the information will be displayed (see figure
below). If the requested information is not found, a blank screen will be displayed with
the cursor in SSN field.

49.3.6 Use <Up/Down Arrow> if more than one record was found.

PC-Xware Screen =1k

= OHO1 USHIRS LOCAL DATABASE QUERY2 r |

1. NDILIDUAL CUERY
PERSCNAL
SSH SPF HAME PM3 SEX PAMDEH * 0 LASTDOA
1 Day THREE TEST N M L3 N N 2003-07-08
TESTIHE
as AR WK PC MK H AS MC A0 VE
TESTID poT AFQT STANDARD:
GT oL co EL FA GM MM OF sC ST
NAR: ELIGIBLE: CHP:
MED CAL
PHYSICAL HGT WGT BF% P oL Mg s x HU BRUC ALC
NAR: *
INSPECT: BB ELIGIBILITY:
EHLISTMENT
DOE PADD DOE (k)
DEP: ACCESSIOH
PACKET LOCATION
MEDICAL
COLCTETE SFEE  FILES ROOM
FILES ROOM S5F 33 FILES ROOM
ENTER SOCIAL SECURITY NUMBER

Record: 112 | |

Figure 128 OMO1 Individual Display Query
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49.4 OMO01 Range Query by Name

49.4.1 The RANGE QUERY BY NAME pop-up window will be displayed (see figure
below).

PC-Xware Screen oy [ 3
=] OHOL USHIRS LOCAL DATABASE QUERY2 1= T1o]G]

I 1. DIV DUAL QUERY

2. RAHGE QUERY BY HAHE

ENTER BEGINNHG LAST HAME | I

ENTER ERDING LAST NAME! I

T T PRI DOPLICHT E ROSTER
I 5 OHE COUNTS BY SPF

I & MEPS WORKLOAD STATISTICS

EMTER BEGINNING LAST NAME TO QUERY
Record: 171

Figure 129 OMO01 Range Query by Name

49.4.2 ENTER BEGINNING LAST NAME - enter the beginning last name.
49.4.3 ENTER ENDING LAST NAME - enter the ending last name.

49.4.4 The screen will display all the SPF, SSN, and NAMES, which are within the
selected range. Use <Up/Down Arrow> to scroll.
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49.5 OMO1 Print Packet File Labels

The Print Packet File Labels can be printed for a range of SSN(s) or by beginning and
ending of last names (see figure below). Use the <Tab> to select option and enter in
selection.

PC-Xware Screen =1
=| DHO1 USHIRS LOCAL DATABASE QUERY2 =] J|E

1. KD VIDUAL QUERY

— ——— e P

= 3. PRINT PACKET FILE LABELS
BY 55K EHTER BEGGINMNG S5H; II t I I
EHTER EHDING SSH, I . I
BY KAME LAST

EHTER BEGIKKING HAME: I

ENTER ENDING NAME! I

ENTER BEGINNING SSAN FOR FILE LABEL PRINT
Record: 111 |

Insert

Figure 130 OMO1 Print Packet File Labels

49.6 OMO1 Print Duplicate Roster
49.6.1 Send Duplicate Roster to printer.
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49.7 OMO1 QNE Counts by SPF

49.7.1 The QNE Counts By SPF is a display of applicants whom have qualified but not
enlisted (see figure below). Enter ‘X’ to print information.

_nix
=
5. OME COUNTS BY SPF
SPF COUNT SPF COUNT SPF COUNT

ARMY: DAR p— DAY pos DAE p—

HALY: DKR s DR o

AIR FORCE: DFR ps DFu D DFG pvs

MARINES! DMR poes oMy po

COAST GUARD: GPR p &P -

TOTAL: 1,855

PRINT CNE INFORKMAT DN, D

Figure 131 OMO1 Qne Counts by SPF
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49.8 OMO01 MEPS Workload Statistics
49.8.1 The TP09 ACTUAL WORKLOAD STATISTICS (see figure below) is displayed.

TPO9 ACTUAL WORKLOAD ACCOUNTING v2.3.0 J
1. SERVICE TOTALS
DATE: TIME: 0851
DA DF DM DN GP MVZ OTHER TOTAL
m Im Im flm flm Im flm flm f
SDP 1] 1] 0 [s] 0 0 0 0 0 1] 1] 1] [s] 1] 1] 1]
TEST ASVAB o o 0 0 o o o o
TEST SPECIAL o | o | 0 | 0 | o | o | o | o
FULL PHYSICAL 1] 1] 0 [s] 0 0 0 0 0 1] 1] 1] [s] 1] 1] 1]
SPEC PHYSICAL o o 0o 0o © ©o © ©o ©o ©o ©o ©o 0o o o o
INSPECT o o o o o o o o o o ©o ©o 0 ©0 O o
CONSULT o o o o o o o o o o o o 0 ©0 o o
DEP o o 0 0 o o o o
ACCESS o o 0 0 o o o o
ACCESS & SHIP o o o 0 0 0 o 0
SHIP 0 o 0 0 o o o o
TOTAL APPL o o 0 0 o o o o
TESTING TOTALS: o MEDICAL TOTALS: 0 OPERATION TOTALS: o
TOTAL WORKLOAD: 0

WORKLOAD DATA DOES NOT EXIST FOR DATE SELECTED 2002-10-04

Reeord:11 [ [ psert [

Fri Oct 4 08:52:02 CDT 2002

Figure 132 OM01 MEPS Workload Statistics
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50. OP01 Personal Data

50.1 Introduction

50.1.1 The OP01 PERSONAL DATA has three screens is used to verify or update
applicant’s information into USMIRS system (see figure below for OPOL1 first screen).
The forms used for updating data are 680 A-E or DD Form 1966/1. If the applicant
record exists, it will be displayed from local MEPS or retrieved from Host CRDB.

50.1.2 The OPO1 Personal Data screen can be accessed by one of the following
options.

50.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Testing | personal Data

Medical | personal Data

Operations | Enlistment | Dep proc
Operations | Enlistment | Accession proc
Operations | Enlistment | persoNal data

Service | Data entry | personal Data
50.1.2.2 By pressing <Ctrl + P> from within the system.
50.1.2.3 By selecting ‘P’ hot button from Main Menu.

B P wnre Screen

= DFaL e

! _DMDC 880 sSp PAMDEN o
N Ol ET [ ] (e B |5 g
Possm S PouePs: | o=
Lol First HMiddin Sl
MAME: | ALl e Eulu |
S'l!‘ﬂ.lsllil'il FROVISTONALLY OWNER FRAM €75
TVPE: Is_ Street: ! | Tty II I Shake: L=y
County- [ | FIP Code: I:I ooaw gt s |
Press dARROW BOWK: For Bem e of Beooed ad dess
crEn Sexc Heacial Ethamic Maital wirep pon Rel EDUC F Language
’c_la_ ,u_ Ir_ Is_ ’;_ o 19741202 [ 22 Iu_
Dviwers Licenae: Iu_ Stale: w: | Enp Dale:
Plate of Birtk Gity: | AN 10RE Shate: [ Counbry: us
Fecrmter ID/SSH: uoasnLnEn Station ID: HEPS

EMTER SERVICE PROCESSED FOR |, e.g. DFR, DAR OR PRESS <CTHL # L= TO LIST VALUES
Heecord: 1i1 List ol Values Insert [

Figure 133 OPO1 Personal Data First Screen
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50.2 OPO01 Screen 1 Instructions

50.2.1 SSN - enter the Social Security Number. If the applicant record exists, it will be
displayed from local MEPS or retrieved from Host CRDB. If the applicant’s record is not
found, enter personal information on all screens. The applicant’s record may or may not
be owned by the requesting MEPS, refer to Appendix 6 (Applicant Ownership) for more
information.

50.2.2 SPF — enter the Service Process For or press <Ctrl + L> for the LOV.

50.2.3 PMS — enter ‘Y’ or ‘N’ for Prior Military Service. If a 'Y’ was entered, the cursor
will move to the DAYS field.

50.2.3.1 DAYS - enter the Number of Days in Prior Military Service.
50.2.4 NAME - enter the Last Name, First Name, Middle Name and Suffix.

50.2.5 TYPE - if the address is Home of Records Address is different from the Current
Address, the address will have to be entered in separately. If they are the same the
address can be entered once. Enter one of the following codes for address:

‘B’ = the Address is the same for Current and Home of Records
‘C’ = the Address is for Current address, enter in separately
‘H’ = the Address is for Home of Records, enter in separately

50.2.5.1 STREET - enter the Street address.

50.2.5.2 CITY — enter the City.

50.2.5.3 STATE - enter the State or press <Ctrl + L> for the LOV.
50.2.5.4 COUNTY - enter the County or press <Ctrl + L> for the LOV.
50.2.5.5 ZIP CODE —enter the Zip Code or press <Ctrl + L> for the LOV.
50.2.5.6 COUNTRY - enter the Country or press <Ctrl + L> for the LOV.

50.2.6 CTZN (field 1) — enter the Citizenship Status 1 or press <Ctrl + L> for the LOV.
50.2.7 CTZN (field 2) — enter the Citizenship Status 2 or press <Ctrl + L> for the LOV.
50.2.8 SEX — enter the Sex or press <Ctrl + L> for the LOV.

50.2.9 RACIAL - enter the Racial Category or press <Ctrl + L> for the LOV.

50.2.9.1 The Racial Category LOV pop-up window contains several racial categories
for selection. One or more of the first 5 categories can be selected or a single
selection of "Decline to Respond".

50.2.9.2 To chose one or several selection(s) press the 'SPACEBAR' on the selection.
The small square will darken if selected. Press the <Up/Down Arrow> to maneuver
from one selection to the other.

50.2.9.3 The system will calculate the selections based on the Racial Code Table in
Appendix 2. The result of the calculation will be displayed in the Racial Code field.

50.2.9.4 To accept the calculated code, press <Enter> or <Ctrl + F4>.
50.2.10 ETHNIC — enter the Ethnic Category or press <Ctrl + L> for the LOV.

50.2.11 MARITAL - enter the Marital Status or press <Ctrl + L> for the LOV.
50.2.12 #DEP - enter the Number of Dependents (0 — 10).
50.2.13 DOB — enter the Date Of Birth.
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50.2.14 REL — enter the Religious Preference or press <Ctrl + L> for the LOV.

50.2.15 EDUC (field 1) — enter the Total Number of Years of Education (08 — 24).

50.2.16 EDUC (field 2) — enter the Highest Level of Education attained or press <Ctrl +
L> for the LOV.

50.2.17 F LANGUAGE (field 1) — enter the Foreign Language known or press <Ctrl + L>
for the LOV.

50.2.18 F LANGUAGE (field 2) — enter the Additional Foreign Language known or press
<Ctrl + L> for the LOV.

50.2.19 DRIVER LICENSE — enter ‘'Y’ or ‘N’. If ‘N’ was entered the cursor will move to
Place of Birth section. If ‘Y’ was entered the cursor will continue with Driver License
section.

50.2.19.1 STATE - enter the State the Driver License was issued.

50.2.19.2 # - enter the Driver License Number.

50.2.19.3 EXP DATE - enter the Expiration Date of the Driver License.

50.2.20 Place of Birth.

50.2.20.1 CITY - enter the Place of Birth’s City.
50.2.20.2 STATE - enter the Place of Birth’'s State or press <Ctrl + L> for the LOV.

50.2.20.3 COUNTRY - enter the Place of Birth’s Country or press <Ctrl + L> for the
LOV.

50.2.21 RECRUITER ID/SSN — enter the Recruiter ldentification Number or Social
Security Number.

50.2.22 STATION ID — enter the Station ldentification Number.

50.2.23 Press <Enter> or <ALT + DOWN ARROW?> to move to Sceen 2 of OP01
Personal Data Screens.
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50.3 OPO01 Screen 2 Instructions

50.3.1 The OP01 PERSONAL DATA has three screens is used to verify or update
applicant’s information into USMIRS system (see figure below for OP01 second screen).

S [=IF3
= P01 PERSONAL DATA s
2
SSH: mﬂ &3 SPF: [orm P A MDETH" o0 poa: Izm_“_12
oot EFTTIET [ e [ o ] oo [ |
P-55M | Trans Code: I_I_I_I_ P-MEPS. [ com T l"—

Haned Imu GREGORY EEER

Last Trans: Jooov = | BE300F

STATUS LINE: I FROVISIONALLY CMNED FROM €75

TESTIHG

ASVAB Required To Enlist: D Enlist Under Student Test Scores:

TEST TYPE Initial: Special: Confinmation; I RETEST: 15T : 2HD : 6 Mth; I IMMED AUTHORIZED: I

i Prev DOT.
Prev Test Versions el = TAIDs Place Tested
Curront or Last HS Attended: |
ENTER <Y=es OR <N>0

Record: 171

Figure 134 OPO1 Personal Data Second Screen

50.3.2 ASVAB REQUIRED TO ENLIST — enter ‘Y’ for Yes or ‘N’ for No.
50.3.3 ENLIST UNDER STUDENT TEST SCORES - enter ‘Y’ for Yes or leave blank.

50.3.4 Test Type.

50.3.4.1 INITIAL — enter ‘E’ for Initial Test Type or leave blank.
50.3.4.2 SPECIAL - enter ‘S’ for Special Test Type or leave blank.
50.3.4.3 CONFIRMATION — enter ‘C’ for Confirmation Test Type or leave blank.

50.3.5 Retest Section.

50.3.5.1 1ST — enter ‘1’ for First Retest or leave blank.
50.3.5.2 2ST — enter ‘2’ for Second Retest or leave blank.
50.3.5.3 6 MTHS — enter ‘6’ for Six Months Retest or leave blank.

50.3.6 IMMED AUTHORIZED - enter ‘R’ or leave blank for Immediate Authorized Test.
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50.3.7 PREV TEST VERSION — enter the Previous Test Version, if taken or press
‘CRTL + L’ for the LOV.

50.3.8 PREV TEST DATE — enter the Previous Test Date, if taken.
50.3.9 TA IDS — enter the Test Administrator Identification, if taken.
50.3.10 PLACE TESTED - enter the Place Tested, if taken.

50.3.11 CURRENT OR LAST HS ATTENDED - enter the High School Name (currently
or last) attended.

50.3.12 Press <Enter> or <Alt + Down Arrow> to move to third screen of OP01 Personal
Data Screens.
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50.4 OPO01 Screen 3 Instructions

50.4.1 The OP01 PERSONAL DATA has three screens is used to verify or update
applicant’s information into USMIRS system (see figure below for OPO1 third screen).

=Iojx
= 0PO1 PERSONAL DATA |
3 :
s N BN ES SPE: [orm P A MDETH"' GO DOA: IZWHHz
Current: l"_”‘_’_,_,_,_ IP_ O l"_ oS l_.,.,.,., DHDC: |N_

P-S5M | Trans Code: I_I_l_,_ ot B o I“—
Hame: :

IcALL GREGORY EEER . :
Last Trans: Jo00v ~ | B300P 3

STATUS LIME: I FROVISIONALLY (MNED FROW €75

MEDICAL

MEPS Medical Exam Reguired To Enlist: I Y

EXAM TYPE: Full: Inspect: I Special: I Consult: I Re -exam: Other:
Date Last Full Medical Exam: I

HName; I NONE

Street; | Stale:
City! | ZIP Code: I Country:
PROVIDER:
MName: I NONE
Street: I State:
City: I ZIP Code: I Country:
EMTER <Y=es OR <N=0

Record: 111

Figure 135 OPO1 Personal Data Third Screen

50.4.2 MEPS MEDICAL EXAM REQUIRED TO ENLIST — enter ‘Y’ for Yes or ‘N’ for No.

50.4.3 Exam Type.

50.4.3.1 FULL — enter ‘F’ for Full or leave blank.

50.4.3.2 INSPECT - enter ‘I’ for Inspect or leave blank.
50.4.3.3 SPECIAL — enter ‘S’ for Special or leave blank.
50.4.3.4 CONSULT - enter ‘C’ for Consult or leave blank.
50.4.3.5 RE-EXAM - enter ‘R’ for Re-exam or leave blank.
50.4.3.6 OTHER - enters ‘X’ for Other or leave blank.

50.4.4 Insurer Information.

50.4.4.1 NAME - enter the Name (required field). If the applicant does not have an
Insurer, enter “NONE".

50.4.4.2 STREET - enter the Street address.
50.4.4.3 CITY - enter the City.
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50.4.4.4 STATE — enter the State or press <Ctrl + L> for the LOV. After entering the
state the County is pre-filled.

50.4.4.5 ZIP CODE - enter the Zip Code or press <Ctrl + L> for the LOV.
50.4.4.6 COUNTRY - enter the Country or press <Ctrl + L> for the LOV.
50.4.5 Provider Information.
50.4.5.1 NAME — enter the Name (required field). If the applicant does not have an
Insurer, enter “NONE”.
50.4.5.2 STREET - enter the Street address.
50.4.5.3 CITY - enter the City.

50.4.5.4 STATE — enter the State or press <Ctrl + L> for the LOV. After entering the
state the County is pre-filled.

50.4.5.5 ZIP CODE - enter the Zip Code or press <Ctrl + L> for the LOV.
50.4.5.6 COUNTRY - enter the Country or press <Ctrl + L> for the LOV.

50.4.6 Press <Ctrl + F7>to commit. The “Print 680A/680ADP Form’ pop-up window will
appear. Enter ‘X’ to print forms.
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51. OP04 SSN Conflicts Assigned

51.1 Introduction

51.1.1 The OP04 SSN CONFLICTS ASSIGNED screen (see figure below) is used to
display applicants with conflicting SSN(s).

51.1.2 The OP04 SSN Conflicts Assigned can be accessed by one of the following
options.

51.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Operations | cSsn
tRracking | cSsn
51.1.2.2 By pressing <Ctrl + S> from within the system.

= 0P04 SSN CONFLICTS ASSIGHNED = ||

‘ SEARCH BY MEPS I SEARCH BY SSN I TOTAL SSN IN CONFLICT I s ‘

#  ssn HAME SPF MEPS SEX DoB P AMDE H O CONFLICT DATE

= OEEEEOE .
I I I FOZO OSMIN FRUDENCIO I DNV IASH IN I 1362-08-26 IV I I I I I N I N I 1
I 2 I 111-99-3911 I GREGORY TIMIKA NN I DAR IAS! I F I 1383-09-08 IV I F I I I I N I N I 2003-03-13 1

I I I TESTTESTING THIS REQUI ALSO I DNE I A3 I L I 1978-02-13 I v I I I I I N I N I 1

I 3 I 135-33-333% ITES[ FURGE I DAR IAS' IN I 1980-08-29 IV I I I I I N I N I 2003-03-06 1

I I I GAST FYAN DANIEL I DAR IAS' IN I 19750313 IV I o I I I I N I 19 I 1

| 4 | 423-99-9933 |unonmv SONJAY LENNY | DAR |A91 |n | 1973-09-30 |v | | | | | N | N | 2003-02-26 1

| | [ mavweop Jason aLLen [ar [ass |[n [1875-0720 [v e[ [a [ ] |

I 5 I 474-74-T474 I GFAY DAVIS CONFLICT I DR IA!" IN I 1980-08-08 IU I I I I I N I N I 2003-04-15 1

I I I FANDALL WINCE CONFLICT JER I DAR I AS8 I L. I 1943-10-15 I v I I I I I I v I 1

[ [ | | [ I B O

[ [ | | [ C B I

[ [ | | [ C B I

[ [ | | [ C B I

[ [ | | [ C B I

[ [ | | [ C B I

[ [ | | [ T I o |
[ [ | | [ [ ] ] O o o Il
PRESS <UP/DOWN ARROW:> KEY TO VIEW RECORDI(S) ]

|Record: 1410 Insert

Wed Apr 16 14:21:43 CDT 2003

Figure 136 OP04 SSN Conflicts Assigned

51.2 Instructions

51.2.1 The USMIRS database will display applicants will the same SSN (Conflicting
SSN). This screen is for displaying information only.

51.2.2 SEARCH BY MEPS - enter the MEPS-ID or press <Ctrl + L> for the LOV.

51.2.3 SEARCH BY SSN - enter the Social Security Number. If the record is found, it
will be highlighted.

51-1



USMIRS System Navigation Manual
Date Updated December 12, 2003 Version 1.1

52. OQO01 PEI/PAI
52.1 Introduction

52.1.1 The OQO01 PEI/PAI screens are used to conduct Pre-Enlistment Interview
(PEI)/Post-Accession Interview (PAI) disclosure information. If the applicant record
exists, it will be displayed from the local MEPS or retrieved from Host CRDB.
52.1.2 The OQO01 PEI/PAI screen can be accessed by one of the following options.

52.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Medical | diSclosure
Testing | Enlistment | Pei/pai

=lolx
= 0001 PEI/PAT =
IV DUAL RESPGHDINE TG
DISCLOSURE ISt
EI 1, INTERVIEWER
l_ 2 MEDICAL
I_ 5 SERVICE
I— 4 CPERATIOKS
l_ 5 UEW BV 55K
I_ & VIEW ALL
EMNTER % TO SELECT THE IMTERVIEWER ROLE

[Record: 111

Figure 137 OQO01 PEI/PAI

52.2 Prerequisite Instructions

52.2.1 Enter ‘X’ in one of the above selections. A brief description of selections:

SELECTION DESCRIPTION SECTION
INTERVIEWER Conducts the initial interview with applicant 52.3
MEDICAL Reviews disclosure to see if it medically related 52.4
SERVICE Reviews all disclosures 52.5
OPERATIONS Reviews disclosures when they are closed 52.6
VIEW BY SSN Display all pending unresolved disclosures 52.7
VIEW ALL Display all unresolved disclosures by SSN 52.8
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52.3 Interviewer Role

52.3.1 The seventeen screens provide the interviewer with a script to conduct an
applicant interview. It contains information and questions that must be discussed with
the applicant. Press <Enter>to move to each screen. Read the questions 3 through
4.17 as they are displayed until the end of the interview script.

52.3.2 The OQO01 PEI/PAI screen (see figure below) will appear after all the questions
have been read.

R B R ) |

SPF F-MEPS DATE OF ACTION F A H I E H 0

LAST FIRST MIDDLE SUFFIH
MAHE:
STATUS LIME:
INFORMATION DISCLOSED DURING & L4 I * PEI { I * PAL { ¥ I/R
DISCLOSURE APPLIES TO3 L4 MEDICAL-SERVICE { I SERVICE OMLY
MEPS HOST RHES: I

AUTOMATICALLY PLACED OM ADMIMISTRATIVE HOLD: M-STATUS IN MIRS--BOOON

NTER SSH
Fecord: 171 [Tnsert [

Figure 138 OQO01 PEI/PAI Disclosure Input
52.3.3 NON DISCLOSURE PROCESS

52.3.4 If the applicant has not disclosed any information that requires a Report of
Additional Information (USMEPCOM Form 601.23), press <Ctrl + F4>.

52.3.5 DISCLOSURE PROCESS

52.3.6 SSN - enter the Social Security Number. The applicant may or may not be
owned by the requesting MEPS, refer to Appendix 6 (Applicant Ownership) for more
information. If the SSN is not found on Host CRDB, the Personal Data (OP01) screen
will be appear to input new applicant in the system.

52.3.7 INFORMATION DISCLOSED DURING - indicate the type of interview being
conducted by entering ‘X’ in the PEI or PAI field. If the disclosure included recruiter
involvement, enter ‘X" in the I/R field.
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52.3.8 DISCLOSURE APPLIES TO - enter ‘X’ in the Medical-Service field to indicate a
medically related disclosure. Enter ‘X’ in the Service Only field to indicate a non-medical
disclosure.

52.3.9 A 700 characters free text data screen (see figure below) will be displayed. Enter
the disclosure information in this screen. Press <Ctrl + F7> or select “OK” to save the
disclosure statement and return to the previous screen.

PC->warc Scrocn | o N

REMARKS

ITVPE DISCLOOKEE INFORMAT LON HERE

Search | oK | Cancel

Press Control—F7 1o accept changes, Control—F4 1o cancel.
[Record: 171 lnsert I

Figure 139 OQ01 Remarks Input

52.3.10 The applicant is placed on administrative hold (N Status) immediately.

52.3.11 NOTE: The hold N Status must be cleared by the MEPS before applicant
processing can continue.

52.3.12 MEPS HOST RMKS - enter a 40 characters summation of the disclosure. This
information is sent to the host and displays in various other USMIRS screens.

52.3.13 Press <Shift + F6> to commit and print, or <Ctrl + F7> to commit.

52.4 Medical Role

52.4.1 SSN - enter the Social Security Number. The applicant information will be
displayed. The applicant may or may not be owned by the requesting MEPS, refer to
Appendix 6 (Applicant Ownership) for more information. If the SSN is not found on Host
CRDB, the Personal Data (OP01) screen will be appear to input new applicant in the
system.

52.4.2 Press <Enter> to view the interviewer’'s remarks. Press <Ctrl + F7> or <Ctrl +
F4> to advance to next screen.
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52.4.3 The cursor will be in the Medical section of screen (see figure below).

PC-Xswvare Screen — | O | X
—_— R ———)
= oQo1 PEI/PAI - I
SSN SPF DATE OF ACTION PAMDTEH O
DAR 2003-03-11 VPP ABN N
LAST FIRST MIDDLE SUFFIX
MNAME: TEST ROY EDWARD
MEDICAL RESPONSE USER ID: USRADMIN QUALIFIED: D DISQUALIFIED: |_
MEDICAL DATE REVIEWED: 2003-03-11
P U L H E S - X
MO CHANGE IN PROFILE: [ PROFILE CHANGE: ] I T T T E  REMARKS: [ ]
SERVICE RESPONSE USER ID: SUSPEND PROCESSING UNTIL FURTHER NOTICE: |_
SERVICE DATE REVIEWED: DISQUALIFIED STOP PROCESSING: |_
MED REMARKS |_ SERVICE REMARKS: |_ QUALIFIED CLEARED TO PROCESS: |_
DISCLOSURE CLEAR ON SAME DOA (N-STATUS REMOVED — Booo REPORTED): |_
DISCLOSURE CLEAR QN DATE (N-STATUS REMOVED — BooOP REPORTED): |_
ENTER X TO SELECT
Record: 1/1 [ [ Iinsert [

Figure 140 OQO01 Medical, Service or Operations Input to Disclosures

52.4.4 QUALIFIED OR DISQUALIFIED - If the disclosure is medically related, the
medical reviewer enters a qualified or disqualified response by typing ‘X’ in either the
Qualified or Disqualified fields.

52.4.5 PROFILE - If the profile is affected, the medical reviewer enters a no change or
change response by typing ‘X’ in either the No Change Profile or Profile Change fields.

52.4.6 REMARKS - enter ‘X', if the medical reviewer needs to enter comments in the
remarks screen. Press <Ctrl + F7> or select “OK” to save and return to OQ01 PEI/PAI
Disclosure Input screen.

52.4.7 Press <Shift + F6> to commit and print, or <Ctrl + F7> to commit.

52.5 Service Role

52.5.1 SSN - enter the Social Security Number. The applicant information will be
displayed. The applicant may or may not be owned by the requesting MEPS, refer to
Appendix 6 (Applicant Ownership) for more information. If the SSN is not found on Host
CRDB, the Personal Data (OP01) screen will be appear to input new applicant in the
system.

52.5.2 Press <Enter> to view the interviewer’s remarks. Press <Ctrl + F7> or <Ctrl +
F4> to advance to next screen.

52.5.3 Services respond to all disclosures.
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52.5.4 MED REMARKS - If medically related, enter ‘X’ to review the medical comments
or ‘N’ to skip.

52.5.5 Services personnel enters ‘X’ in one of the following options:

Suspend Processing Until Further Notice
Disqualified Stop Processing
Qualified Cleared to Process

52.5.6 SERVICE REMARKS — enter ‘X', if the service reviewer needs to enter
comments in the remarks screen. Press <Ctrl + F7> or select “OK” to save and return to
0OQO01 PEI/PAI Disclosure Input screen.

52.5.7 Press <Shift + F6> to commit and print, or <Ctrl + F7> to commit.

52.6 Operational Role

52.6.1 Operations, or the interviewer in the Ops role, reviews the disclosure when it is
closed, either the same day or at a future date.

52.6.2 SSN - enter the Social Security Number. The applicant information will be
displayed. The applicant may or may not be owned by the requesting MEPS, refer to
Appendix 6 (Applicant Ownership) for more information. If the SSN is not found on Host
CRDB, the Personal Data (OP01) screen will be appear to input new applicant in the
system.

52.6.3 RESOLVED DISCLOSURES - enter ‘X’ in one of the following options:

Disclosures resolved the same day are recorded with the code BO0O
Other resolved disclosures are recorded with the code BOOOP to clear the N status

52.6.4 Press <Shift + F6> to commit and print, or <Ctrl + F7> to commit.

52.7 View by SSN
52.7.1 The View by SSN will display all disclosures (see figure below).

PC-Xware Screen | .8
= 0Qo1 PEI/P Al = I
5. WIEW BY SSN
ENTER SSHMN TO PICK UP A PEI/PAI TYPE AMND DATE PEIYPAI
TO VIEW THE DETAIL INFORMATION OF PEFPAI
SSHMN
EXCE - EEN —
PENPAI TYPE DATE PEUPAI
0T Gme T
EXIT

PRESS ARROW DOWN, FOR EXIT. PRESS ENTER FOR DETAIL VIEW OF THE RECORD. !
Record: 141 Insert

Figure 141 OQO01 View by SSN
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52.7.2 SSN - enter the applicant's Social Security Number. The applicant may or may
not be owned by the requesting MEPS, refer to Appendix 6 (Applicant Ownership) for
more information. If the SSN is not found on Host CRDB, the Personal Data (OP01)
screen will be appear to input new applicant in the system.

52.7.3 The pending unresolved disclosures are listed. The most recent disclosures
display first.

52.7.4 For detail view unresolved disclosures <Tab> to select line and press <Enter>.

52.7.5 EXIT - enter ‘X’ to exit the screen and press <Enter>.

52.8 View All
52.8.1 Unresolved disclosures are listed numerically by SSN (see figure below).
=lolx
=] 0nolL PEL/PAL ]
6. VIEW ALL q
35K SPF P (1) L H E £ P A M D E R o
LAST FIRST MIDDLE SUFFIX
HAME
% GPERAT GHS 5%
PEPAI DATE PEI-PAI CPS CLEARED CH USERKAME CPS

%% INTERVIEAVER DISCLOSURE %

RCTG PRACT IKT¥ HAME INTERVIEWER BRIEF MESSAGE
%% MEDICAL DISCLOSURE 5%
MED KAME DATE REVIEWED STATUS DATE PRGFILE CHG DISCLGSURE TVYPE
%% SERVICE COUNSELCR D/ SCLOSURE £%
COUNSELCR DATE REVEWED STATUS COKNS CCDE

PRESS ARROW DOWRN OR UP FOR VIEWING RECORDS

Figure 142 OQO01 View All by SSN

52.8.2 Use the <Up/Down Arrow> to view all of the screens.

52.8.3 Press <Shift + F9> to exit.
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53. OQ03 N Status

53.1 Introduction

53.1.1 The OQO03 N STATUS screen (see figure below) is used to display administrative
hold data. If the applicant record exists, it will be displayed from the local MEPS or
retrieve from Host CRDB.

53.1.2 The OQO03 N Status screen can be accessed by one of the following options.

53.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Testing | N status
Medical | N status
Operations | N status
tRacking | N status

Service | Data entry | N status
53.1.2.2 By pressing <Ctrl + H> from within the system.
53.1.2.3 Selecting ‘H’ hot button from Main Menu.

=Iojx
= 0003 "H" STATUS =
s5N P A M DE H O
I O00O0E8E
SPF: I NAME: I DOA! I
STATUS LINE:I P-MEPS: I
"% TO CLEAR "N" STATUS {B000 OR BOODP)
l_ | DTHER MEPS PROCESSOR
I_ | PHS (DMDC Hity
l_ | DEP DISCHARGE
I_ I PEIPAI
l_ | COMFLICT 55N
K" TG CLEAR "K' TG CREATE MEPS "N’ STATUS REASON
I_ |_ (BOBON) |
[] [] |
ERTER SSH

Record: 11

Figure 143 OQO03 N Status
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53.2 Instructions

53.2.1 SSN — enter the Social Security Number. If the applicant’s record is found from
local or Host CRDB, it will be displayed. The applicant may or may not be owned by
requesting MEPS, refer to Appendix 6 (Applicant Ownership) for more information. If the
SSN is not found on Host CRDB, the Personal Data (OP01) screen will be appear to
input new applicant in the system.

53.2.2 Enter ‘X’ next to the “N Status” line that needs to be cleared. Use <Tab> or
<Shift + Tab> to navigate.

53.2.3 If necessary to create an “N Status”, use <Tab> to the “X To Create” field and
enter ‘X'. Enter the reason in “MEPS ‘N’ STATUS REASON?" field and press <Enter>.

53.2.4 Press <Ctrl + F7> to commit, or <Ctrl + F4> to clear form, or <Shift + F9> to exit.
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54. ORO01 Testing Reconciliation

54.1 Introduction

54.1.1 The OR01 TESTING RECONCILIATION screen (see figure below) is used to
reconcile testing processing workloads, a MET Site or Transactions.

54.1.2 The ORO01 Testing Reconciliation screen can be accessed by one of the following
options.

54.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Testing | reConcile
Operations | reConcile | Testing
tRacking | reConcile | Testing

PC-Xware Screen

= OROL TESTING RECONCILIATIOH

DOA; 2003-09-24
IMTIAL RETEST COMFIRM STUDENT SPECIAL INVALID
ASVAB TEST TEST
Profjjected o o 0 o o
) Mo-Sho{w)s o o o o o
"""" B ; .. ; .. ;
(R)eported Shows o o 0 o o o
"""" N : : : : :
Reported (M)o-Shows o o 0 o o ]
Reported (Uinprojected o o 0 o o ]
1. WORKLOAD: l_ 2. MET SITE: l_ 3. WKID(S): l_
ERNTER DATE OF ACTIOM

ARerard: 171 [ Insert [

[
i Start H o & =3 H B Inbox - Microsoft O I PC-Xware Screen  ®]Document] - Micro
Figure 144 ORO01 Testing Reconciliation

[ RYEHRDRDE 213PM

54.2 Prerequisite Instructions
54.2.1 DOA — enter the Date Of Action or use default date.

54.2.2 At the bottom of screen there are three selections:

SELECTION INPUT REQUIREMENT SECTION
Workload Press <Ctrl + L> for the LOV 54.3
MET Site Enter ‘X' in the field 54.4
WKID(S) Enter ‘X’ in the field 54.5

54-1



USMIRS System Navigation Manual
Date Updated December 12, 2003 Version 1.1

54.3 Workload Displayed.

54.3.1 The Workload option will list of applicants will be displayed for selected category.
The ORO01 Testing Reconciliation screen (see figure below) is displaying the Projected
Workload.

54.3.2 Press <Ctrl + F4> to return to previous screen or <Shift + F9> to Main Menu.

PC-Xware Screen S
R T T
= ORO1 TESTING RECONCILIATION =z I,
1. TESTING PROJECTED FOR 2003-03—10 Total :1
A MNAME SSH SPF SEX LDG TYPE A M D E STH ID
1 BAKER JENMIFER KRISTENE DAR F h'd T E D

IRecord: 171 [ [ Insert [ I

Figure 145 ORO01 Testing Reconciliation with Projected Workload
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54.4 MET Site

54.4.1 The ORO01 Testing Reconciliation screen (see figure below) is displaying the MET
Site Test for DOA.

PC-Xware Screen — | O | =
—_———
= ORO1 TESTING RECONGILIATION il
2. MET SITE TESTS FOR DOA:
HMUMBER TESTS TESTS NOT TESTS
MET SITE TESTED SCAMNMNED SCAMMNED MERGED
TOTALS:
4. TESTS NOT MERGED: [ STS MERGED:
IACCEPT OR ENTER ANOTHER DAY
lRecord: 1/1 [ [ insert [

Figure 146 ORO01 Testing Reconciliation with MET Site

54.4.2 DOA — enter the Date Of Action or use default date. If a MET Site has tested, it
will be displayed with totals of tests (scanned, not scanned and merged). There will be
total counts for Tests Not Merged and STS Merged.

54.4.3 MET SITE — to add another MET Site, move cursor by using the <Down Arrow>
to blank line. Enter the new MET Site or press the <Ctrl + L> for the LOV.

54.4.4 NUMBER TESTED - enter the Number of Tests Not Reported (not scan) for each
MET Site. To move cursor use the <Down Arrow> to next blank line or <Alt + Down
Arrow> to move to TEST NOT MERGED field.

54.4.5 TEST NOT MERGED - not functional at this time (enter ‘X’ to display MET Site
Test Not Merged screen, which the user can print report).

54.4.6 Press <Ctrl + F4> to return to previous screen or <Shift + F9> to Main Menu.
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54.5 WKID(S)

54.5.1 The ORO01 Testing Reconciliation screen (see figure below) is displaying the
Testing WKID(S)For DOA.

PC-Xware Screen -ojx
— R —
= ORO1 TESTING RECOMCILIATION | [ E
3. TESTING WKID(5) FOR DOA: 2003-09-24
USMIRS DB HOST CRDB SYSTEM
POSTED RECEIVED DIFFERENCES
1 - Initial ASVAB o o (]
2 - Student ASVAB o L] L]
3 - Ho Apt Required o o L]
4 - Invalid Test o o o
§ — Confirmation Test o o L]
6 - ASVAB Retest o o L]
& - Special Test o o (]
9 - Comrections L] o L]
TOTAL: o o L]
5. WKID(S): D

PRESS <M=, <R>,<P=, <J=<A= OR <CTRL + F4= TO EXIT
| : List of Vi

Figure 147 ORO01 Testing Reconciliation with Transactions Counts

54.5.2 DOA - use the default date or press <Shift + Tab> to move cursor to DOA and
enter the Date Of Action.

54.5.3 WKID(S) — enter the Transaction Code or press <Ctrl + L> for the LOV.
54.5.4 The list of available applicants will be displayed for selected category.

54.5.5 Press <Ctrl + F4> to return to previous screen or <Shift + F9> to main menu.
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55. OR02 Medical Reconciliation

55.1 Introduction

55.1.1 The OR02 MEDICAL RECONCILIATION screen (see figure below) is used to
reconcile medical processing workloads.

55.1.2 The OR02 Medical Reconciliation screen can be accessed by one of the following
options.

55.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Medical | reConcile
Operations | reConcile | Medical

tRacking | reConcile | Medical
s

= OR02 HEDICAL RECONCILIATION 1=

DOA: 2003-09-24

EULEHLYE SPEC PHVS INSPECT CONSULT
Profjjected o L] ] L]

Ho-Sho(w)s

Projected S{hyows

(Myeported Shows

Unreported (S)hows

Reported (Mo -Shows [ o o o

Reported (Umprojected [ o o o

1. WORKLOAD: 2. WKID{S):

ENTER DATE
[Record: 11

Figure 148 OR02 Medical Reconciliation

55.2 Prerequisite Instructions
55.2.1 DOA - enter the DOA (Date Of Action) or use default date.

55.2.2 At the bottom of screen there are two selections:

SELECTION INPUT REQUIREMENT SECTION
Workload Press <Ctrl + L> for the LOV 55.3
WKID(S) Enter ‘X’ in the field 55.4
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55.3 Workload

55.3.1 The Workload option will list of applicants will be displayed for selected category.
The ORO02 Medical Reconciliation screen (see figure below) is displaying the Projected
Workload.

PC-Xware Screen - 3|

= OR02 MEDICAL RECONCILIATION o= J

1. MEDICAL PROJECTED FOR 2003-03-07 TOTAL : 2

#a MNAME SSHN SPF SEX LDG TYPE A b O E STHID
1 TEST PURGE DAR M b P E F b
2 MARTINEZ FAUL ANDRE 999-99-E8EE DMR M Y P I D

O REVIEW PRESS <UP>/<DOWN:> OR <CTRL + F4> TO EXIT

Figure 149 OR02 Medical Reconciliation with Workload

55.3.1.1 Press <Ctrl + F4> to return to previous screen or <Shift + F9> to main menu.
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55.4 WKID(S)

55.4.1 The OR02 Medical Reconciliation screen (see figure below) is displaying the
Medical Transactions.

PC-Xware Screen -Ojx
= DRO2 HEDICAL RECOMCILIATION alle
2, MEDIGAL WKID{S} FOR DOA: 2003-09-24
USHIRS DB HOST CRDB USHIRS DB SVSIEM
POSTED RECEIVED CREATED DIFFEREMCES
1 - Full Medical 0 0 0
2 - Incomplete Medical/Consult = 0 0
3 - Prescreen Disqual 0 0 0
4 - Non-MEPS Medical ° 0 °
5 - HIV Results ° 0 ! 0
6 - Inspect/Mo Change 0 0 0
7 - Inspect/With Change ° 0 °
& - Med Evaluation 0 o 0
9 - Correct Mediical ° 0 0
D - Drug Results o 0 o o
M — No Medical Reguired ° o °
TOTAL: L L] 0 L]
3. WKID{S):
PRESS <M=,<R=>,<C=>,<P=,<J=,<A= OR PRESS <CTRL + L= TO LIST YALUES OR <CTRL + F4= TO EXIT

R

d: 11 | List of Val Insert ||

Figure 150 OR02 Medical Reconciliation with Transactions Counts

55.4.2 DOA — use the default date or press <Shift + Tab> to move cursor to DOA field.
Enter the Date Of Action.

55.4.3 WKID(S) — enter the Transaction Code or press <Ctrl + L> for the LOV.
55.4.4 The list of available applicants will be displayed for selected category.

55.4.5 Press <Ctrl + F4> to return to previous screen or <Shift + F9> to main menu.
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56. OR03 Operations Reconciliation

56.1 Introduction

56.1.1 The OR03 OPERATIONS RECONCILIATION screen (see figure below) is used
to reconcile operational processing workloads.

56.1.2 The OR03 Operations Reconciliation screen can be accessed by one of the
following options.

56.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Operations | reConcile JOperations
tRacking | reConcile | Operations

S=IF3
= DRO3 DPERATIONS - RECOHCILIATION o= !
R ACC ONLY ACC & SHIP SHIP ONLY DEP-DISCH
Pro(jected o 0 0 0
HNo-Sho{w)s o [} L] L]
Projected S{hjows o _“““n“ _“““n _________ n_ -
(Rjeported Shows 0 0 0 0 0
Unreported (S)hows o ___““n“ _“““n _________ n_ .
Reported (Mo -Shows o 1] 1] 1] 1]
Reported (Unprojected 0 0 0 0 10
1. WORKLOAD: | 2. WKID(S); O
ENTER DATE

[Record: 111

Figure 151 OR03 Operational Reconciliation

56.2 Prerequisite Instructions
56.2.1 DOA — enter the DOA (Date Of Action) or use default date.

56.2.2 At the bottom of screen there are two selections:

SELECTION INPUT REQUIREMENT SECTION
Workload Press <Ctrl + L> for the LOV 56.3
WKID(S) Enter ‘X’ in the field 56.4
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56.3.1 The Workload option will list of applicants will be displayed for selected category.

The ORO03 Operational Reconciliation screen (see figure below) is displaying the
Enlistment Projected Workload

PC-3ware Screen

_ 3 X
— OR03

OPERATIONS - RECONCILIATION = J
1 EMLSTMENT PROJECTED FOR 2003-03-10 TOTAL :1

#E MAME

SSN SPF SEX LDG TYPE A b b]

999-99-9999 DAR F Y T E

E STNID
1 BEAKER JENNIFER KRISTENE

D

[Record: 1/1

Insert |

Figure 152 OR03 Operational Reconciliation with Workload

56.3.1.1 Press <Ctrl + F4> to return to previous screen or <Shift + F9> to main menu.

56-2



USMIRS System Navigation Manual
Date Updated December 12, 2003 Version 1.1

56.4 WKID(S)

56.4.1 The OR03 Operations Reconciliation screen (see figure below) is displaying the
Operations Transactions.

PC-Xware Screen =1k

OPERATIONS - RECONCILIATION

2. PROCESSING WRID(S) FOR DOA: W
USHMIRS DB HOST CRDB USHIRS DB SVSTEM
POSTED RECEIVED CREATED DIFFERENCES

¥ - Personal Data Only 0 [ [1]
0 - Ship Only 0 [ 0
1 - Accession Contract 0 o 1]
2 - DEP-In 0 L] L]
3 - DEP Discharge L] L] 10 [1]
4 - Acc Contract{Mon-MEPS) 0 [ [1]
5 — Enl Contract{Me Enly 0 [ 0
6 - ENTHACs 0 o [ 1]
7 - Correct DEP Discharge L] L] [1]
& — Correct DEP-In 0 L] L]
9 - Correct Accession 0 L] L]
P/H- Administrative Hold 0 L] L] L]
M - Enlistiment Data Deleted 0 o 1]

K - Purges a0
¥ - 55N Conflict 0 L] L] L]

X - DMDC PMS Check L]
TOTAL: 0 L] H L]

3. WKID{5): D
PRESS <M=,<R>,<Cz,<P>,<J=,«A= OR PRESS <CTRL + L= TO LIST VALUES OR <CTRL + F4= TO EXIT
Record: 111 | List of Values Insert |

Figure 153 OR03 Operations Reconciliation with Transactions

56.4.2 DOA — use the default date or press <Shift + Tab> to move cursor to DOA field.
Enter the Date Of Action.

56.4.3 WKID(S) — enter the Transaction Code or press <Ctrl + L> for the LOV.
56.4.4 The list of applicants will be displayed for selected category.

56.4.5 Press <Ctrl + F4> to return to previous screen or <Shift + F9> to main menu.
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57. OUO1 MEPS Info

57.1 Introduction

57.1.1 The OUO1 MEPS INFO screen (see figure below) is used to enter or update the
information about the MEPS.

57.1.2 The OUO1 MEPS Info screen can be accessed by one of the following options.

57.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Utilities | Table maint | Meps info

0uU01 MEPS INFO v2.3.0 J

MEPSID: [XFll MEPS NAME: |

COMMANDER: [

PHONE NUMBERS: COMMERCIAL DSN FAX
| | |

ADDRESS:
BUILDING: |
STREET: |
cIry: |

STATE: [ | ZIP CODE: -

UNIT IDENTIFICATION CODE: |

ENTER A MEPS ID OR PRESS <CTRL + L» TO LIST VALUES
Record: 28/? \ List of Values

Insert

Fri Sep 27 08:11:11 CDT 2002

Figure 154 OUO1 MEPS Info (Information)

57.2 Instruction

57.2.1 MEPS ID — enter the MEPS Identification or press <Ctrl + L> for the LOV.
57.2.2 MEPS NAME - enter the MEPS Name.

57.2.3 COMMANDER - enter the MEPS Commander.

57.2.4 PHONE NUMBERS - enter the Commercial, DSN, and FAX phone numbers.

57.2.5 ADDRESS - enter the MEPS address.
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57.2.6 BUILDING — enter the Building Name.

57.2.7 STREET - enter the Street Location.

57.2.8 CITY — enter the City.

57.2.9 STATE - enter the State or press <Ctrl + L> for the LOV.

57.2.10 ZIP CODE — enter the Zip Code or press <Ctrl + L> for the LOV.

57.2.11 UNIT IDENTIFICATION CODE — enter the Unit Identification Code or Press
<Ctrl + L> for the LOV.

57.2.12 Press <Ctrl + F7> to commit record.
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58. OU02 User Account Administration Screen

58.1 Introduction

58.1.1 The OU02 USER ACCOUNT ADMINISTRATION screen (see figure below) is
used to maintain UNIX and Oracle accounts.

58.1.2 The OUO02 User Account Administration screen can be accessed by one of the
following options.

58.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Utilities | sys Admin | User admin | Accounts admin

ouo2 USER ACCOUNT ADMINISTRATION SCREEN v2.3.0
1l ool oo 0020 | UNIX USERNAME: ARADS OPERATORID: A3
PREFIX/RANK LAST NAME FIRST NAME MIDDLE NAME SUFFIX
[5G [ARADS [oFFICIAL [DONOTDELETE [Ho
SERVICE AFFILIATION: [DAR PAY GRADE: [E06  UNIT IDENTIFICATION CODE: W37NAA

ENTER SSN (FORMAT = 999-99-9999) OR TA ID (FCRMAT = 000-09-9999)
[Record: 1/7 | | [Replace |

Fri Sep 27 09:00:56 CDT 2002

Figure 155 OUO02 User Account Administration Screen

58.2 Add User Account Instructions

58.2.1 To add a user account, press <Ctrl + F4> to clear screen.
58.2.2 SSN - enter the Social Security Number.

58.2.3 PREFIX/RANK — enter the Prefix or Rank.

58.2.4 LAST NAME - enter the Last Name.
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58.2.5 FIRST NAME - enter the First Name.

58.2.6 MIDDLE NAME — enter the Middle Name.
58.2.7 SUFFIX — enter the Suffix.

58.2.8 SERVICE AFFILIATION — enter the Service Affiliation or press <Ctrl + L> for the
LOV.

58.2.9 PAY GRADE - enter the Pay Grade or press <Ctrl + L> for the LOV.

58.2.10 UNIT IDENTIFICATION CODE — enter the Unit Identification Code or press
<Ctrl + L> for the LOV.

58.2.11 Press <Ctrl + F7> for the Create System Account pop-up window.
58.2.12 Enter 'Y’ to create a System Account for User.

58.2.13 Press <Ctrl + F7> for saving record and acknowledge ‘OK’ by pressing <Enter>
or use mouse.

58.2.14 Press <Ctrl + F7> for transaction completed and acknowledge ‘OK’ by pressing
<Enter> or use mouse.

58.3 Updating User Account Information
58.3.1 SSN — enter the Social Security Number or press <Ctrl + L> for the LOV.
58.3.2 Use <Tab> to move from field to field.

58.3.3 Any information can be changed. Delete current information and re-enter new
information.

58.3.4 Press <Ctrl + F7> for to commit record.

58.4 Deleting User Account Information

58.4.1 SSN — enter the Social Security Number or press <Ctrl + L> for the LOV.
58.4.2 Press <Ctrl + Delete>.

58.4.3 A warning pop-up window is displayed.

58.4.4 Enter 'Y’ for yes or ‘N’ for no and press <Enter>.

58.4.5 USMIRS system will respond with a pop-up window with message “Deleting
Records for 999-99-9999, Please wait” press <Enter>.

58.4.6 USMIRS system will respond with another pop-up window with message
“Transaction complete”, press <Enter>.

58.5 Creating an Account with Multiple SPF Requirements for the
Packet Tracking Module
58.5.1 Create the first account as normal.

58.5.2 Press <Ctrl + F4> to clear screen. Enter the counselor’s information.
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58.5.3 SSN — enter the Social Security Number.

58.5.4 PREFIX/RANK — enter the Prefix or Rank.
58.5.5 LAST NAME - enter the Last Name.
58.5.6 FIRST NAME - enter the First Name.
58.5.7 MIDDLE NAME - enter the Middle Name.
58.5.8 SUFFIX — enter the Suffix.

58.5.9 SERVICE AFFILIATION — enter the Service Affiliation or press <Ctrl + L> for the
LOV.

58.5.10 PAY GRADE - enter the Pay Grade or press <Ctrl + L> for the LOV.

58.5.11 UNIT IDENTIFICATION CODE — enter the Unit Identification Code or press
<Ctrl + L> for the LOV.

58.5.12 The Create System Account pop-up window will appear.

58.5.13 Enter ‘N’ to create a new account and the Duty Position (OU03) screen will be
displayed.

58.5.14 Enter ‘COUNS’, press <Ctrl + F7> and acknowledge ‘OK’ by pressing <Enter> or
use mouse.

58.5.15 Pull up the Packet Track Authorization (TU03) by using mouse [Utilities || Table
maint | pacKet auth] from the Main Menu Toolbar. Add the SPF beside the name of
the person you just added. No account is created, however you can track service
specific packets to the individual.
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59. OUO03 User Role Administration

59.1 Introduction

59.1.1 The OU03 USER ROLE ADMINISTRATION screen (see figure below) is used by
System Administrators to assign default or temporary roles to MEPS users, which
provide the access to menus and databases. There are several roles available, each
role will be define at a later date.

59.1.2 The OUO3 User Role Administration screen can be accessed by one of the
following options.

59.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Utilities | sys Admin | User admin | Roles admin

0U03 USER ROLE ADMINISTRATION v2.3.0 _I
NAME: [ARADS | oFFIcIAL DONOTDELETE
GRADE: EO6 AFFILIATION: DAR USERNAME: ARADS
PRESS <ALT + ARROW DOWN> TO ASSIGN ROLES
ROLE NAME DEFAULT START END ENABLED
[PAMDEHO v [Tag9-03-30 [ vl
|SERVICE_DATA_ENTRY v [Tag9-03-30 [ vl
| ] | [ O
| O | [ 0
| [ [ [ d
| [ [ [ d
| [ [ [ d
| ] | [ O
| ] | [ O
| ] | [ O
| ] | [ O
| O | [ 0
| [ [ [ d
| [ [ [ d
| [ [ [ d
| ] | [ O
| O | [ ([l

ENTER VALUE FCR LAST NAME.
Record: 1/7 \ [ [Insert

Tue Oct 1 12:33:13 CDT 2002

Figure 156 OUO3 User Role Administration

59.2 Prerequisite Instructions
59.2.1 A system account must be created before a user ‘s roles can be assigned.
59.2.2 Use <Up/Down Arrow> to scroll to user name or press <Ctrl + L> for the LOV.

59.2.3 Press <Alt + Down Arrow> move the cursor to the Role Name section.

59.3 Add User Role.
59.3.1 Press <Ctrl + L> for the LOV (Available Roles).
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59.3.2 Enter ‘X’ for each role needed.

59.3.3 Press <Ctrl + F7> to commit or <Ctrl + F4> to cancel and exit.

59.3.4 Press <Enter>.

59.3.5 DEFAULT - enter 'Y’ or ‘N’ is the default and press <Enter>.

59.3.6 START DATE — enter the start date or use default date. Press <Enter>.
59.3.7 END DATE - leave blank.

59.3.8 Press <Ctrl + F7> to commit.

59.4 Deleting User Role.
59.4.1 Move cursor to the role name for deletion.
59.4.2 Press <Ctrl + Delete> to delete role.

59.4.3 Press <Ctrl + F7> to commit.
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60. OUO04 Duty Positions

60.1 Introduction

60.1.1 The OU04 DUTY POSITIONS screen (see figure below) is used to maintain duty
type information and assign duty types to MEPS personnel.

60.1.2 The OUO4 Duty Positions screen can be accessed by one of the following
options.

60.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Utilities | sys Admin | User admin | Duty positions

DUTY POSITIONS

cope: OIEN TITLE: |Assist Opns Officer

88N SPF NAME

ENTER CODE FOR DUTY POSITION OR PRESS <CTRL + L= TO LIST VALUES
[Record: 1/? | List of Values  [Replace |

Fri Sep 27 09:08:09 CDT 2002

Figure 157 OU04 Duty Positions

60.2 Delete Individual Instructions

60.2.1 CODE —press <Ctrl + L> for the LOV.

60.2.2 SSN — use <Up/Down Arrow> to select SSN.
60.2.3 Press <Ctrl + Delete>.
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60.2.4 The deletion of record pop-up window will be displayed. Press <Delete> to clear
default ‘N’. Enter ‘Y’ and press <Enter>.

60.3 Add Social Security Number Instructions

60.3.1 CODE — press <Ctrl + L> for the LOV.

60.3.2 SSN — use <Up/Down Arrow> to select blank line.

60.3.3 Enter the Social Security Number or press <Ctrl + L> for the LOV.

60.4 Replace Existing Social Security Number with Another
Instructions

60.4.1 CODE — press <Ctrl + L> for the LOV.

60.4.2 SSN — use <Up/Down Arrow> to select SSN.

60.4.3 Press <Ctrl + L> for the LOV and select new SSN.
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61. OUOS5 Recruiter Station Location

61.1 Introduction

61.1.1 The OUO5 RECRUITER STATION LOCATION screen (see figure below) is used
to maintain recruiting station location information.

61.1.2 The OUO5 Recruiter Station Location screen can be accessed by one of the
following options.

61.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Utilities | Table maint | Recruit station

B pC-Xware Screen - alx

= 0uU05 RECRUITER STATION LOCATION v2.3.0 == J

RECRUITING STATION ID: K4946

COMMERCIAL FAX

PHOME NUMBERS: |

ADDRESS

BUILDING: IUSMC RECRUITING STATION

STREET:  [1700 S WOLF RD

CITY:  |DESPLAINES

STATE: IL ZIP CODE: 60018 - |5300

ENTER THE RECRUITING STATION ID
Record: 1/? | LList of Values  |insert

Figure 158 OUO5 Recruiter Station Location

61.2 Add New Recruiter Station Instructions

61.2.1 Press <Ctrl + F4> to clear screen.

61.2.2 Enter the new record or press <Shift + F9> to exit.

61.2.3 RECRUITER STATION ID — enter the Recruiter Station Identification.
61.2.4 PHONE NUMBERS - enter the Commercial and Fax telephone numbers.
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61.2.5 BUILDING — enter the Name of Building.

61.2.6 STREET — enter the Street Address.

61.2.7 CITY — enter the City.

61.2.8 STATE — enter the State or press <Ctrl + L> for the LOV.

61.2.9 ZIP CODE - enter the Zip Code or press <Ctrl + L> for the LOV.
61.2.10 Press <Ctrl + F7> to commit.

61.3 Update Recruiter Station Information Instructions

61.3.1 RECRUITER STATION ID — enter the Recruiter Station Identification or press
<Ctrl + L> for the LOV.

61.3.2 Use <Tab> or <Enter> to navigate. Move cursor to the fields, which needs
updating.

61.3.3 Press <Delete> to remove existing characters and enter in the new information.

61.3.4 Press <Ctrl + F7> to commit.

61.4 Delete Recruiter Station Instructions

61.4.1 RECRUITER STATION ID — enter the Recruiter Station Identification or press
<Ctrl + L> for the LOV.

61.4.2 Press <Ctrl + Delete>, the Deletion of Record pop-up window is displayed.

61.4.3 Enter 'Y’ to continue with deletion or ‘N’ to stop deletion.
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62. OUO6 MEPS Schedule

62.1 Introduction

62.1.1 The OU06 MEPS SCHEDULE screen (see figure below) is used to enter the
MEPS Saturday opening dates (determine by HQ USMEPCOM) and closing dates that
are Federal holidays or training days.

62.1.2 The OU06 MEPS Schedule screen can be accessed by one of the following
options.

62.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Utilities | Table maint | meps Schedule

MEPS SCHEDULE

R -
OPENINGS CLOSINGS
DATE: Sat, 26 Jan 02 DATE: [z00z2—01-21 | Mon, 21 Jan 02
[2o02—02—09 | Sat, 09 Feb 02 [2ooz—o0z2—18 | Mon, 18 Feb 02
[2002—02—23 | Sat, 23 Feb 02 [2o02—05-03 | Fri, 03 May 02
[2z002—03—23 | Sat, 23 Mar 02 [2002—05-—27 | Mon, 27 May 02
[zo0Z2—0a—20 | Sat, 20 Apr 02 [2zo0z—07-04 | Thu, 04 Jul 02
[2o002—05—1 | Sat, 11 Mavy 02 [2002—08—02 | Fri, 02 Aug 02
[zo0Zz—05—18 | Sat, 18 May 02 [2zo0z—09-02 | Mon, 02 Sep 02
[2002—06—22 | Sat, 22 Jun 02 | I |
[zo0z—09—14 | Sat, 14 Sep 02 | |
[zo02—09—28 | Sat, 28 Sep 02 1
1 1
I
1 1
I
1 1
I 1
ENTER SCHEDULED OPENING DATE IN THE FORMAT OF ¥Y¥YY-MM-DD.

[Record: 1/7 [Replace

Fri Sep 27 08:32:56 CDT 2002

Figure 159 OU06 MEPS Schedule

62.2 Instructions
62.2.1 Use <Up/Down Arrow> or <Tab> to navigate within screen.

62.2.2 TO ADD A DATE — move cursor to blank line. Enter in date and press <Enter>.
The dates will automatically sort themselves.

62.2.3 TO UPDATE A DATE — move cursor to the characters within the date that needs
changed. Press <Delete> to remove characters and re-enter information. Press
‘ENTER”.

62.2.4 TO DELETE A DATE — move cursor to date and press <Ctrl + Delete>. The
“Deletion of Record” pop-up window appears.

62.2.4.1 To cancel deletion, use default ‘N’ and press <Enter>.

62.2.4.2 To continue deletion, press <Delete> to remove the default ‘N’ and enter in ‘Y’
to delete date record. Press <Enter>.
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63. OUO7 Local MEPS Definitions

63.1 Introduction

63.1.1 The OUO7 LOCAL MEPS DEFINITIONS screen (see figure below) is use to enter
several items for MEPS (open and projection cut-off time, start and end of school year,
office code, and FAO code).

63.1.2 The OUO7 Local MEPS Definitions screen can be accessed by one of the
following options.

63.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Utilities | Table maint | local meps Def

ouo? LOCAL MEPS DEFINITIONS v2.3.0
MEPS ID: [REH MEPS OPEN TIME: 0448
(HHMM)
PROJEGTION CUT-OFF TIME: [1720
(HHMM)
DATE STS SCHOOL STARTS: [2002—07-01 ENDS: [2003—06—30
(YYYY-MM-DD) (YYYY-MM-DD)

COAST GUARD RECRUITING OFFICE CODE: [68164 NILES IL

FAO CODE: 4 F&AO, ATTN: AFZR—-RMF-PR, FT MCCOY, WI 54656

CHAMNGE MEPS ID OR PRESS <CTRL + L> TO LIST VALUES
Record: 1/1 [ [List of Yalues|Replace |

Fri Sep 27 08:17:12 CDT 2002

Figure 160 OUQO7 Local MEPS Definitions

63.2 Instructions

63.2.1 Press <Delete> to remove existing characters and re-enter.

63.2.2 MEPS-ID - enter the MEPS-Identification or press <Ctrl + L> for the LOV.
63.2.3 MEPS OPEN TIME - enter the MEPS Open Time.

63.2.4 PROJECTION CUT-OFF TIME - enter the Projection Cut-off Time

63.2.5 DATE STS SCHOOL STARTS - enter the Beginning Date for School Year.
63.2.6 ENDS — enter the Ending Date for School Year

63.2.7 COAST GUARD RECRUITING OFFICE CODE - enter the Coast Guard
Recruiting Office Code or press <Ctrl + L> for the LOV.
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63.2.8 FAO CODE - enter the Finance Accounting Office (FAO) Code or press <Ctrl +
L> for the LOV.

63.2.9 Press <Ctrl + F7> to commit.
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64. OU10 Form and Reports

64.1 Introduction

64.1.1 The OU10 FORM AND REPORTS screen (see figure below) is used to print
forms and “ZHM” reports.

64.1.2 The OU10 Form and Report screen can be accessed by one of the following
options.

64.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Utilities | Forms/reports

Testing | eTp | Forms

Testing | Stp | Forms

Testing | pRint | Forms/reports
Medical | pRint | Forms/reports
Operations | pRint | Forms/reports
tRacking | pRint | Forms/reports

Service | pRint | Forms/reports
64.1.2.2 By pressing <Ctrl + I> hot button from within the system.
64.1.2.3 Use the ‘I’ hot button on the Main Menu.

USER NAHE: USRADHIN DEFAULT PRINTER QUEUE: PolDil

TO CHANGE YOUR DEFAULT PRIMTER PRESS <CTRL+T>

FORM MUMBER: i

DESCRIPTION:

Recaor [ List of Yalues Ihsert

Figure 161 OU10 Forms and Reports

64.2 Instructions
64.2.1 To change default printer press <Ctrl + T> will display the UUO1 screen.
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64.2.2 FORM NUMBER - enter the Form Name, or Report Number, or press <Ctrl + L>
for the LOV.

64.2.3 DESCRIPTION - after Form Name or Report has been selected, the description
will display the title of the Form or Report.

64.2.4 To continue, press <Enter>.

64.2.5 INPUT PARAMETER - in some Forms or Reports an Input Parameter may or
may not be required. Examples: SSN, Date, etc.

64.2.6 Press <Enter> to continue (the screen will switch to UNIX and display Job
Number of Report) or <Ctrl + F4> to cancel.

64.2.7 Press <Shift + F9> to return to Main Menu.
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65. OY01 DD Form 93

65.1 Introduction

65.1.1 The OY01 DD FORM 93 screen (see figure below) is used to enter beneficiaries
for payment and benefits should the member become a casualty. If the applicant’s
record exists, it will be displayed from local MEPS or retrieved from Host CRDB.

65.1.2 The OY01 DD Form 93 screen can be accessed by one of the following options.

65.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Operations | Enlistment | dd Form 93

PC-Xware Screen g [P
-
= 0oYo1 DD FORM 93 - I
P AMDTETH O
ssu: N - - D srr GRADE: P-MEPS:
LAST FIRST MIDDLE SUFFIX
NAME:
STATUS LINE: |
ITEM a: SINGLE DIVORCED LEGALLY SEPARATED WIDOWED I SPOUSE
ITEM 5: CHILDREN |
ITEM 6: FATHER DECEASED UNKNOWN STEPFATHER [
ITEM 7: MOTHER DECEASED UNKNOWN STEPMOTHER [
ITEM 8: DO NOT NOTIFY DUE TO ILL HEALTH: I
ITEM 8: BEMEFICIARY(IES) DEATH GRATUITY NO SURVIVING SPOUSE OR CHILD
ITEM 10: BEMEFICIARY(IES) FOR UNPAID PAY AND ALLOWANCES
ITEM 12b:  COMMERCIAL LIFE INSURANCE COMPANIES (|
ITEM 13: CONTINUATION REMARKS
[ gl
<SHIFT + DOWN=> TO NEXT RECORD
ENTER SSN
Record: 1/1 Insert [

Figure 162 OY01 DD Form 93

65.2 Instructions

65.2.1 SSN - enter the Social Security Number. The applicant may or may not be
owned by the requesting MEPS, refer to Appendix 6 (Applicant Ownership) for more
information.

65.2.2 In the Multiple Choice Entry fields, enter ‘X’ in the appropriate fields to record
information relating to the applicant’'s designated beneficiaries.

65.2.3 Where beneficiary information is required, a pop-up window will display. Enter
the beneficiary data in the appropriate fields. Depending on the selected options in the
item numbers, pop-up windows may or may not be displayed for additional information.
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65.2.4 ITEM 4 — enter ‘X' the appropriate selection (Single, Divorced, Legally Separated,

Widowed, or Spouse). The Item 4 pop-up window (see figure below) will be displayed if
required for more information. The cursor jumps around in the screen.

B pC-Xware Screen _alx
=| 0Y01 DD FORM 93 [= 0]
PAMDETUH ©
SSN: " SPF: DAR GRADE: P-MEPS: ¥ P P A B - B
LAST FIRST MIDDLE SUFFIX
MNAME: TEST ROY EDWARD
STATUS LINE: |
= ITEM 4. SPOUSE'S NAME AND ADDRESS o I
FIRST M MAIDEN NAME SUFFIX
NAME: [lann | [T [keke | COUNTRY:  |us
STREET: |444 TEST DRIVE CITY:  |NEW LENOX
COUNTY:  |CO0K ZIPCODE:  [s0451 | - [ooo0 | STATE: [
LAST

REMARKS:

<SHIFT + DOWN= TO NEXT RECORD

ENTER SPOUSE'S FIRST NAME
Record: 1/1 [ [ Insert I

Figure 163 OY01 DD form 93 Spouse’s Information

65.2.4.1 NAME — enter the First name, Middle initial, Maiden name (blank if husband)
and suffix.

65.2.4.2 STREET - enter the Street Address or use default Address.

65.2.4.3 CITY — enter the City or use default City.

65.2.4.4 STATE — enter the State or use default State or press <Ctrl + L> for the LOV.
65.2.4.5 COUNTY - enter the County or use default County.

65.2.4.6 ZIP CODE - enter the Zip Code or use default Zip Code.

65.2.4.7 COUNTRY - enter the Country code or press <Ctrl + L> for the LOV.
65.2.4.8 LAST — enter the Last name if different from applicants.

65.2.4.9 REMARKS - enter the Remarks and the item number it pertains to.

65.2.4.10 Press <Ctrl + F7> to commit, or <Shift + Down Arrow> to enter next record,
or <Shift + F9> to return to Main Menu.
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65.2.5 ITEM 5 - enter ‘X’ for children. The Item 5 pop-up window (see figure below) will
be displayed if required for more information

= ool D FORM 53 [=1o] |

F A M o E H uf

SPF: IHR GRADE: P—HEPS: I v -

LAST FIRET MIDILE SUFFILH

MNAME ¢ TEST CASE RECORD TEST T

STATUS LINE: |

A 5, CHILDREN’S WAME_RELATIONSHIP_DOB-ADDRESS -

ENTER CHOICE: SON: D DAUGHTER: [ STEPSON: [ STEPDAUGHTER: [
ADOPTED SOM: ADOPTED DAUGHTER: l_
FlRsT - LAST, IF DIFFERENT SUFFIX
NAME I I— I |
ADDRESS SAME AS: I
STREET: I1234 TEST DRIVE CITY: Z10M STATE: L
COUNTY: [ove ZIP CODE: 50033 - [owoo COUNTRY: [is ]
DOB: 1
REMARKS : I
<SHIFT + DOWM> TO MEXT RECORD

NTER "X~ FOR SOM
Fecord: 171 [reere [

Figure 164 OYO01 DD form 93 with Children's Information

65.2.5.1 ENTER CHOICE - enter ‘X’ for the appropriate choice (son, daughter,
stepson, stepdaughter, adopted son, or adopted daughter).

65.2.5.2 NAME — enter in the First Name, Middle Initial, Last Name (if different) and
suffix.

65.2.5.3 ADDRESS SAME AS — enter the Item number with same address of person, if
already entered, the address will change automatically (the applicant’s children could
live at a different address than (him/her) self). If the children live somewhere else,
enter their address in the appropriate fields. The address will default to applicant’s
address, if not changed.

65.2.5.4 STREET - enter the Street Address or use default Address.

65.2.5.5 CITY — enter the City or use default City.

65.2.5.6 STATE — enter the State or use default State or press <Ctrl + L> for the LOV.
65.2.5.7 COUNTY - enter the County or use default County.

65.2.5.8 ZIP CODE - enter the Zip Code or use default Zip Code.

65.2.5.9 COUNTRY - enter the Country code or press <Ctrl + L> for the LOV.
65.2.5.10 DOB - enter the Date of Birth or leave blank.

65.2.5.11 REMARKS - enter the Remarks and the item number it pertains to.

65.2.5.12 Press <Ctrl + F7> to commit, or <Shift + Down Arrow> to enter next record,
or <Shift + F9> to return to Main Menu.
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65.2.6 ITEM 6 — enter ‘X’ for the appropriate selection (Father, Deceased, Unknown, or
Stepfather). The Item 6 pop-up window (see figure below) will be displayed if required
for more information.

v 0D FoRe 52 L= 1o

SEM; “ E m FFy THY GRAE ; F=HEFS ) T I C -t
LAET FIEST HIDME HFFIE
WHE: HOLLINS RECINALE JHHES IR

HAE: i I

RAODRESS SRAME R

STREET: | CITY: E_-,.._,._,_ STRTE: I

2 core: S £ s =

OTHER: TH MRTURAL FATHER. LIST PELATIONSHIF:

REMARES:

CEHIFT » DM T0 MEXT RECCRD

ENTER FATHER'S FISST HeHE
Hecord: 11 Insert

Tul g 17141558 T5T NG

Figure 165 OYO01 DD form 93 with Father or Mother Information

65.2.6.1 NAME — enter in the First Name, Middle Initial, Last Name (if different) and
suffix.

65.2.6.2 ADDRESS SAME AS — enter the Item number with same address of person, if
already entered, the address will change automatically.

65.2.6.3 STREET - enter the Street Address or use default Address.

65.2.6.4 CITY — enter the City or use default City.

65.2.6.5 STATE — enter the State or use default State or press <Ctrl + L> for the LOV.
65.2.6.6 ZIP CODE - enter the Zip Code or use default Zip Code.

65.2.6.7 COUNTRY - enter the Country code or press <Ctrl + L> for the LOV.

65.2.6.8 OTHER THAN NATURAL FATHER, LIST RELATIONSHIP — enters the
Relationship or leave blank.

65.2.6.9 REMARKS - enter the Remarks and the item number it pertains to.
65.2.6.10 Press <Ctrl + F7> to commit, or <Shift + Down Arrow> to enter next record,
or <Shift + F9> to return to Main Menu.

65.2.7 ITEM 7 — enter ‘X’ for the appropriate selection (Mother, Deceased, Unknown, or
Stepmother). The Item 7 pop-up window will be displayed if required for more
information.

65.2.7.1 Use the same instructions from Item 6 (Refer 65.2.6) for Mother’s information.
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65.2.8 ITEM 8 — enter ‘X’ for the Do Not Notify Due To Ill Heath, if the applicant does not
want certain persons to be notified. The Item 8 pop-up window (see figure below) will be
displayed for entering more information.

B PC-Xware Screen - OX
=| ovo1 DD FORM 93 IE |J|;
PAMDETH O
SSH; -BEN- SPF. DAR  GRADE: P-MEPS: VPP AEB -B
LAST FIRST MIDDLE SUFFIX

NAME: TEST ROY EDWARD

STATUS LINE: |

= ITEM 8. DO NOT NOTIFY DUE TO ILL HEALTH -

NAME(S) MOT TO BE NOTIFIED LISTED IN ITEM 4-5-6-7: E NOTIFY INSTEAD - SAME AS ITEM: |_7

FIRST M LAST SUFFIX TITLE-RANK

NAME:  [TEST [T [vesT

RELATIONSHIP: [MoTHER

ADDRESS SAME AS:

STREET: |1862 TEST DRIVE CITY: [NEW LENOX STATE: 1L

ZIP CODE: |50451 - Iom)() COUNTRY: us

REMARKS: |

<SHIFT + DOWN= TO NEXT RECORD
ENTER NUMBER OF FAMILY MEMBERS NOT TC NOTIFY

Figure 166 OYO01 DD form 93 with Do Not Notify Information

65.2.8.1 NAME (S) NOT TO BE NOTIFIED LISTED ITEM 4,5,6,7 — enter the Item
Number associated with the person NOT to notify.

65.2.8.2 NOTIFY INSTEAD - SAME AS ITEM - enter the Item Number associated with
the person to notify.

65.2.8.3 The information of the Notified Person’s information will appear.

65.2.8.4 Press <Ctrl + F7> to commit, or <Shift + Down Arrow> to enter next record, or
<Shift + F9> to return to Main Menu.
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65.2.9 ITEM 9 — enter ‘X’ for the Beneficiary or Beneficiaries for death gratuity with no

surviving spouse or child. The Item 9 pop-up window (see figure below) will be
displayed for entering more information.

=1 ov¥oL ID FORM 93 =1l |

P A M DT E H o

SSM E * 3932 SFF: HR GRADE F—HEPS: I W - W

LAST FIRST MIDDLE SUFFIx

HAHE ¢ TEST CASE RECORD TEST T

STATUS LINE: |

ITEM 9. BENEFICIARY{IES? DEATH GRATULITY NO

SURVIYING SPOUSE OR CHILD

SAME AS ITEM: E FERCENT: 1=
FIRST H LasT SUFF I3 TITLE-RAMNK
NAME I I
RELATIONSHIF: |
ADDRESS SAME AS: 1
STREET: [1234 TEST DRIVE CE |z1om SitluEe I[L
ZIF CODE: Eo093 o000 COUNTRY us DOB: [ <BROTHER DR SISTERY

REMARKS: [

<SHIFT + DOWM> TO MEXT RECORD

HEMBER _TO BE BEMEFICIARY
Record: 271 [ | T

Figure 167 OYO01 DD form 93 with Beneficiary Information

65.2.9.1 SAME AS ITEM - If the father/stepfather is designated enter ‘6’ or if the
mother/stepmother is designated, enter ‘7’.

65.2.9.2 PERCENT - enter the percentage the applicant desires the beneficiary to
have.

65.2.9.3 If any other beneficiary is desired, enter the relationship. If the address is the
same as a previously listed individual, enter the corresponding number. If not, enter
the address.

65.2.9.4 The total of all beneficiaries must equal 100%.

65.2.9.5 Press <Ctrl + F7> to commit, or <Shift + Down Arrow> to enter next record, or
<Shift + F9> to return to Main Menu.

65.2.10 ITEM 10 — enter ‘X’ for the Beneficiary or Beneficiaries for unpaid pay or
allowances with no surviving spouse or child.

65.2.10.1 Use the same instructions from Item 9 (Refer 65.2.9) for unpaid pay or
allowances with no surviving spouse or child.
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65.2.11 ITEM 12b — enter ‘X’ for the Commercial Life Insurance Companies. The ltem
12b pop-up window (see figure below) will be displayed for entering more information.

=] ovoL ID _FORM 93 =10

nnnnnn

ssss

MAME;  TEST CASE RECORD

COMPANY NAME: POLICY HUMBER:
i | [

COMPANY MAME: [ POLICY MUMBER: |

<SHIFT + DOWM> TO MEXT RECORD

[Recor: [ [ fnsert

Figure 168 OYO01 DD form 93 with Commercial Life Insurance Information

65.2.11.1 COMPANY NAME - enter the Company

65.2.11.2 POLICY NUMBER - enter the Policy Number.

65.2.11.3 Press <Ctrl + F7> to commit, or <Shift + Down Arrow> to enter next record,
or <Shift + F9> to return to Main Menu.
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66. QRO1 Quality Review Process

66.1 Introduction

66.1.1 The QRO1 QUALITY REVIEW PROCESS screen (see figure below) is used to
review processing applicant’s discrepancies, print labels or medical brief forms.

66.1.2 The QRO1 Quality Review Process can be accessed by one of the following
options.
66.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Testing | Qrp
Medical | Qrp
Operations | Qrp
tRacking | Qrp

B pC_Xware Screen _ Ol x
= OROL QUALTTY REVIEW PROCESS -
s« TN I [ P A M DEH'O oos; |
[0 T CEEE s [ oss [ owe [
Hame: | menscode: [ [ [ [ [[] P-MEPS; I mo: [
Last Trans: I * I
STATUS LINE:I Usemame: | USRADMIN
s I 5 [ oo [ o[ w0
P A M D E H [
MEPS: |
Service Projected For:
QRF Change Projection: I_ I_ I_ I_ I_ l_ Print Labels Print Med Brief Forms
M Status: [ ] ]
727PL Remarks: |
__ PURGE DATES
Test Eligible Date > 0 0 1 @ 5 ° RB.J Date
APTITUDE MEDICAL
FYEIED Eligible Date
aecl uw DEP (DEP DISCHARGE) ACCESSION
Inspect:
HIV:
Days:
OVERALL:
poT DRUG!
Consult: ALCO:
EMTER S5M
|Record: 111 | [nsert \

Figure 169 QRO1 Quality Review Process

66.2 Instructions

SSN - enter the Social Security Number. The applicant may or may not be owned by
the requesting MEPS, refer to Appendix 6 (Applicant Ownership) for more information. If
the SSN is not found on Host CRDB, the Personal Data (OP01) screen will be appear to

input new applicant in the system.
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66.2.1 PRINT LABELS — enter ‘X’ to print labels.

66.2.2 PRINT MED BRIEF FORMS — enter ‘X’ to print medical brief forms.

66.2.3 Press <Ctrl + F4> to clear screen or <Shift + F9> to return to Main Menu.
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67. TAO1 Check In / Check Out

67.1 Introduction

67.1.1 The TAOL CHECK IN / CHECK OUT screen (see figure below) is used to track
the whereabouts of applicants through a single processing day. The applicant record
exist, it will be displayed from the local MEPS or retrieve from Host CRDB.

67.1.2 The TAO1 Check In / Check Out screen can be accessed by one of the following
options.

67.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Testing | check-In/out

Medical | check-In/out

Operations | check-In/out
tRacking | check-In/out

Service | Data entry | check-In/out

Thol CHECK IN / CHECK OUT |
REFRESH 20LLBACK PRINT LABELS SELECT PRINTER FoRMs | PROJECT DATABASE OLERY
=: [N I SPF: D e oH o oa; [moz-iidd |
NAMES - - - ...- PHS: I_ TFYS: DHOC:
FROJ FOR: P-HEPS: RID: I_‘
| | LKID RPTD: LAST TRANS:

STATUS LINE: | LSERNAHE ; |
HEFS TN PS €D HEDICAL TESTING OPERATIONS SERVICE HEPS LT
/| P o o N

i I_ i I I 0 i I i I I I ‘

P u L H E 5 kS Med D0 M Status

DISCREPANCY LIST
iPending Dlata Entry?

| e s [ ]

FRINT HED BRIEF FORMS

SELECT PRINTER

ENTER S5M
Record: 171 [Tnsert. [

Thu MNow 14 10344127 CST 2002

Figure 170 TAO1 Check In / Check Out
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67.2 Definitions of Tabs

67.2.1 The tab buttons near top of screen will display other screens, provided a valid
Social Security Number was entered. A brief description of their function:

TAB BUTTON DESCRIPTION

REFRESH Clear screen of all information

COMMIT Commit record with added information entered
ROLLBACK Moves cursor to MEP IN field

MAIN MENU Returns to Main Menu

PRINT LABELS Pop-up window appears to select label printing
PRINT MED BRIEF Print Medical Briefs

SELECT PRINTER (UUQ1) | Select personal printer

FORMS (OU10) Print forms (USMEPCOM and DA) and output products
PROJECT (CNO01) Navigates to USMEPCOM Form 727 Processing List
DATABASE QUERY Performs Database Query

67.3 Check In Process Instructions

67.3.1 Enter the Social Security Number. The personal data fields will default
information from projection data or the database and the times (in/out) are displayed.
The SSN must be projected for current date. If SSN is not found the Personal Data
(OPO01) screen will appear. The applicant may or may not be owned by the requesting
MEPS, refer to Appendix 6 (Applicant Ownership) for more information.

67.3.2 Check the Personal Data for accuracy and correctness.
67.3.3 Check for No Discrepancy Messages.

67.3.4 If you are completing the DEP-In process, check that a PAMDEHO MED Trans
Code is displayed; the Testing Code is optional.

67.3.5 Check if a Discrepancy Message appears, the applicant status is disqualified.

67.3.6 Press <Ctrl + F7> to commit the Time In or <Shift + F9> to exit without
committing.
67.4 Check Out Process Instructions

67.4.1 Enter the Social Security Number. The personal data fields will default
information from projection data or the database and the times (in/out) are displayed.
The SSN must be projected for current date. If SSN is not found the Personal Data
(OPO01) screen will appear. The applicant may or may not be owned by the requesting
MEPS, refer to Appendix 6 (Applicant Ownership) for more information.

67.4.2 Enter the Out code. Use the pop-up window for the LOV.
67.4.3 The time and applicant destination code is entered.

67.4.4 If the applicant has a discrepancy that has not been cleared, a Discrepancy
Message appears.

67.4.5 Press <Ctrl + F7> to commit the Time Out or <Shift + F9> to exit without
committing.
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68. TPO1 Packet Form Charge In/Out

68.1 Introduction

68.1.1 The TP01 PACKET FORM CHARGE IN/OUT screen (see figure below) is used to
sign in or out applicant’s packets/forms and their locations. If the applicant’s record
exists, it will be displayed from the local MEPS or retrieved from Host CRDB.

68.1.2 The TPO1 Packet Form Charge In/Out screen can be accessed by one of the
following options.

68.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

tRacking | pacKet | charge-In/out

| TPo1  PACKETFORMCHRGE INoUT  |j|
1 PACKET/FORM CHARGE IN/OUT
ssn: [l - - SPF: | DOA:[ ]
PAMDEH"O pysf] pays| | pmpell
Name:| OCOOOOO O p-meps: I RID:[
Trans Codel— |— |— |— Last Trans: *
tatus Line: |
Shelf Location:
Charge Packet/Form Location Signed To Return Date
our | | | |
Current
Location
EMTER SSH
Record: 111 Replace |

Thu Oct 31 12:25:17 CST 2002

Figure 171 TPO1 Packet Form Charge In/Out

68.2 Charge Out Instructions

68.2.1 Enter the Social Security Number. The personal data fields will default with
applicant’s information. The applicant may or may not be owned by the requesting
MEPS, refer to Appendix 6 (Applicant Ownership) for more information. If the SSN is not
found on Host CRDB, the Personal Data (OP01) screen will be appear to input new
applicant in the system.
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68.2.2 CHARGE - default is "OUT". Press <Enter>.

68.2.3 PACKET/FORM - press <Ctrl + L> for the LOV. Highlight the correct packet or
form name.

68.2.4 LOCATION - press <Ctrl + L> for the LOV. Highlight the correct location.

68.2.5 SIGN TO - press <Ctrl + L> for the LOV for the valid Names of Personnel who
may sign for the packet/forms.

68.2.6 RETURN DATE - ask the signer when the packet/forms will be returned, enter the
date.

68.2.7 Press <Ctrl + F7> to commit, or <Shift + F9> to exit.

68.3 Charge In Instructions

68.3.1 Enter the Social Security Number. The personal data fields will default with
applicant’s information. The applicant may or may not be owned by the requesting
MEPS, refer to Appendix 6 (Applicant Ownership) for more information. If the SSN is not
found on Host CRDB, the Personal Data (OP01) screen will be appear to input new
applicant in the system.

68.3.2 CHARGE - change default "OUT" to "IN". Press <Enter>.

68.3.2.1 A pop-up window will appear with asking if the user would like to charge “IN”
all forms at one time. Select “YES” to charge in all forms or “NO” to continue with
instructions for individuals charge in selections.

68.3.3 PACKET/FORM - press <Ctrl + L> for the LOV. Highlight the correct packet/form
name.

68.3.4 LOCATION - press <Ctrl + L> for the LOV. Highlight the correct location.
68.3.5 RETURN DATE - defaults to current date.
68.3.6 The cursor moves to a blue Location field and allows you to enter data.

68.3.7 Press <Ctrl + F7> to commit the record and charge in the file, or <Shift + F9> to
exit.
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69. TPO1 727PL Charge Out

69.1 Introduction

69.1.1 TheTPO01 727PL CHARGE OUT screen (see figure below) is used to sign out
applicants' packet for the next processing date using the 727PL (Processing List).

69.1.2 The TPO1 727PL Charge Out screen can be accessed by one of the following
options.

69.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

tRacking | pacKet | 727 Charge-out

PC-Xware Screen

(=13

= TP1 PACKET FORH CHARGE IN/0OUT |
2 727PL CHARGE OUT
T - Sl —
P A M D E H *@© 8
PHS: |_ Days: l— [T |_ :

| OO e ] = O]
Trans Code: l_l_l_l— Last Trans! ' |

Status Line: I

shelf Location:

Chage  PacketFom Loaadion Signed To Retum Date

CZ

Curvent

Losadion

ENTER S5M
Record: 111

Figure 172 TPO1 727 Charge Out

69.2 Charge Out Instructions

69.2.1 SSN - enter the Social Security Number. The applicant may or may not be
owned by the requesting MEPS, refer to Appendix 6 (Applicant Ownership) for more
information. If the SSN is not found on Host CRDB, the Personal Data (OP01) screen
will be appear to input new applicant in the system.

69.2.2 CHARGE - default is "OUT". Press <Enter>.
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69.2.3 PACKET/FORM - press <Ctrl + L> for the LOV. Highlight the correct packet or
form name.

69.2.4 LOCATION - press <Ctrl + L> for the LOV. Highlight the correct location.

69.2.5 SIGN TO - press <Ctrl + L> for the LOV for the valid Names of Personnel who
may sign for the packet/forms.

69.2.6 RETURN DATE - ask the signer when the packet/forms will be returned and enter
the date.

69.2.7 Press <Ctrl + F7> to commit, or <Shift + F9> to exit.

69.3 Charge In Instructions

69.3.1 SSN - enter the Social Security Number. The applicant may or may not be
owned by the requesting MEPS, refer to Appendix 6 (Applicant Ownership) for more
information. If the SSN is not found on Host CRDB, the Personal Data (OP01) screen
will be appear to input new applicant in the system.

69.3.2 CHARGE - change default "OUT" to "IN". Press <Enter>.

69.3.2.1 If the original charge-out owner (using temporary ownership) or charge-in by
the gaining permanent owner, the TPO1 will provide the MEPS user the option of
charging-in the packet and/or packet contents in one operation if multiple items are
charged out.

69.3.2.2 The system will check for all items charge-out for applicant, the Packet/Forms
pop-up window will be displayed. If ‘YES' is selected and the charge-in transaction is
committed, the system will display the following message: “PACKET AND ALL FORMS
CHARGED IN". If ‘NO’ was selected, the pop-up window will disappear and the cursor
will move to PACKET/FORM line.

69.3.3 PACKET/FORM - press <Ctrl + L> for the LOV. Highlight the correct packet/form
name.

69.3.4 LOCATION - press <Ctrl + L> for the LOV. Highlight the correct location.
69.3.5 RETURN DATE - defaults to current date.
69.3.6 The cursor moves to a blue Location field and allows you to enter data.

69.3.7 Press <Ctrl + F7> to commit the record and charge in the file, or press <Shift +
F9> to exit.
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70. TPO2 No Show Roster

70.1 Introduction

70.1.1 The TP02 NO SHOW ROSTER screen (see figure below) is used to check for
applicants who have not been processed in an area.

70.1.2 The TPO2 No Show Roster AAO3 screen can be accessed by one of the following
options.

70.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Testing | no sHow

Medical | no sHow
Operations | no sHow
tRacking | no sHow

Service | View only | no sHow

PC Xware Screen

EMNTER DATE
[Recora: 171 Insert

Figure 173 TP02 No Show Roster

70.2 Instructions
70.2.1 DATE - the date defaults to Current Date or enter the Date.
70.2.2 SPF - defaults to "ALL".

70.2.3 If there are applicants being processed, the applicant name, SSN, SPF, SEX,
TRANS CODE, and STN ID default. Use <Shift + Down Arrow> to move to the next

page.

70.2.4 The TRANS CODE will appear in the Aptitude, Medical, DEP and Enlistment
fields

70.2.5 Press<Ctrl + F6> to print roster, or <Shift + F9> to clear, or <Ctrl + F4> to clear
the screen to view another roster. Read the message bar at the bottom of the screen to
move between screens, print, or exit the screen.
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71. TPO3 DA Form 200

71.1 Introduction

71.1.1 The TP0O3 DA FORM 200 screen (see figure below) is a form used to track the
location of an applicant's packet outside MEPS.
71.1.2 The TP0O3 DA Form 200 screen can be accessed by one of the following options.

71.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

tRacking | pacKet | Da form 200

= TPO3 DA_FORH 200 L= 1of]

CHARGE QUT PROCESSI NG
DATE: 2003-11-05
FROM MEPS: T54 CHICAGOD MEPS
ITEM Ea HUMBER OF RECORDS!

ITEM14 SHPPEDTG HMEPS D

SRVC PERMANENT RECCRDS

—
—
-

COTHER

& FPERSONAL INFO

SSH APPLICAKT LAST KAME

ENTER S5MN OR LEAVE BLA 1

[Record: 11 [ |

14:13:16 CST 2003

Figure 174 TP0O3 DD Form 543

71.2 Instructions

71.2.1 The Personal Info window will be displayed. Enter the Social Security Numbers
of applicants to be processed or leave the window blank to process all available records.
Press <Enter> to continue.

71.2.2 ITEM 14. SHIPPED TO — <Tab> to one of the following fields and enter the
appropriate information to indicate where the record is being shipped to:
71.2.2.1 ANOTHER MEPS - enter the MEPS ID or press <Ctrl + L> for the LOV
71.2.2.2 RESERVE UNIT - enter the Reserve Unit or press <Ctrl + L> for the LOV

71.2.2.3 SRVC PERMANENT RECORDS - enter the Service or press <Ctrl + L> for
the LOV
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71.2.2.4 OTHER - enter 'XXX' in to display an address window. Enter the Shipping
Address where to send the packet. Press <Enter>.

71.2.3 REMARKS - enter Comments that may be necessary regarding the shipment of
the file.

71.2.4 The Print Process screen will be displayed with all the entered information.
71.2.5 PRINT FORM - enter 'X' to print the DA Form 200.

71.2.6 PRINT ADDRESS LABELS - enter 'X' after the form has been printed.
71.2.7 Press <Shift + F9> to exit.
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72. TPO4 DA Form 543

72.1 Introduction

72.1.1 The TP04 DA FORM 543 screen (see figure below) is a form used to charge out
an applicant's packet (all or part of) outside MEPS.
72.1.2 The TP04 DA Form 543 screen can be accessed by one of the following options.

72.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

tRacking | pacKet | Da form 543

PC-Xware Screen =1k
= TP DA FORH 543 o=
DoA 2003-11-05
ITEM 3, ESTIMATED HUMBER CF DAY S HEEDED!

ITEM 3 SHPPED TC: MEPS D { I 1 RESERLE UNIT ID ) I 1 CTHER | I )

S5H KAME FORHM D

PRINT FGRM I PRIKT ADDRESS LABELS

ENTER THE MUMBER OF DAYS NEEDED
Reco Insert

Figure 175 TP0O4 DD Form 543

72.2 Instructions
72.2.1 ITEM 3 - enter the Estimated Number of Days needed. Press <Enter>.

72.2.2 ITEM 9 - <Tab> to one of the following fields and enter the appropriate
information to indicate where the record is being shipped to:

72.2.2.1 MEPS - enter the MEPS ldentification or press <Ctrl + L> for the LOV. Press
<Enter>.
72.2.2.2 RESERVE UNIT ID - enter the Reserve Unit Identification or press <Ctrl + L>
for the LOV. Press <Enter>.

72-1



USMIRS System Navigation Manual

Date Updated December 12, 2003 Version 1.1

72.2.2.3 OTHER — enter 'X' for displaying the address window. Enter the shipping
address. Press <Enter>.

72.2.3 Enter the Social Security Number for the packet shipping.

72.2.4 PRINT FORM - enter 'X' to print the DA Form 200.

72.2.5 PRINT ADDRESS LABELS - enter 'X' after the form has been printed.
72.2.6 Press <Shift + F9> to exit.
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73. TPO5 Packet Purge

73.1 Introduction

73.1.1 The TP0O5 PACKET PURGE (see figure below) is used to display the applicant
packets to purge and print the purge roster.
73.1.2 The TPO5 Packet Purge screen can be accessed by one of the following options.

73.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

tRacking | pacKet | Purge packet

PACKET PLURGE

PACEET LOCATION PURGE PACKET OM DATE
URCHOMHM LOCATTON 2003-05-01

PURGE DATES

AFTITUDE HEDICAL DEP (DEF DISCHARGE } ACCESSION OVERALL

PRINT ZHHIDE

EMTERING Stk HILL INDICATE PACKET 15 FURGED. LSE <UF/T0WM HEYS» TO WIEW THE MEXT FECORD.
Focord: /8 [ Tngert !

shistant| | 2 & £ 0 X 8 | Boocument.. | iceonecs [ El==snaw [[Gdteos .. R4 HWBE sizav

Figure 176 TPO5 Packet Purge

73.2 Instructions

73.2.1 Each of the Social Security Numbers to be purged will be displayed one at time.
To view the list, press <Down Arrow>.

73.2.2 To purge the records, <Tab> to the Print ZHM103.
73.2.3 Enter 'S' to print a list sorted by SSN or 'A' to print a list sorted by Name.
73.2.4 Press <Shift + F9> to exit.

73-1



USMIRS System Navigation Manual
Date Updated December 12, 2003 Version 1.1

74. TPO6 Records Flag

74.1 Introduction

74.1.1 The TP0O6 RECORDS FLAG screen (see figure below) is used to display
discrepancies and the Records Flag Form (Form 601-23-E).
74.1.2 The TP06 Records Flag screen can be accessed by one of the following options.

74.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

tRacking | pacKet | records Flag
BElE

= TPOB RECORDS FLAG alle

a8k NAME SPF P A WM D E H .G DoA

|_ PRINT FORM

ENTER SSM
Record: 111

Figure 177 TPO6 Records Flag

74.2 Instructions
74.2.1 SSN - enter the Social Security Number.
74.2.2 PRINT FORM - enter 'X' to print the 601-23-E form. Press <Enter>.

74.2.3 Enter the next record or press <Shift + F9> to exit.
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75. TPO7 Print Labels

75.1 Introduction

75.1.1 The TPO7 PRINT LABELS screen (see figure below) is used to select which
applicants and in what sequence to print 727(PL) LABELS.

75.1.2 The TPO7 Print Labels screen can be accessed by one of the following options.

75.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Utilities | laBels

Testing | pRint | laBels
Medical | pRint | laBels
Operations | pRint | IaBels
tRacking | pRint | 1aBels
Service | pRrint | 1aBels

PC-Xware Screen

PRINT LABELS

TOTAL PROJECTED!

TOTAL PRINTED;

PROCESS NG DATE

PRINT SELECTION:

ENTER DATE
R d: 111

Figure 178 TPO7 Print Labels

75.2 Instructions

75.2.1 PROCESSING DATE - enter the date for the Processing Date or press <Enter>
to accept the defaulted date

75.2.2 PRINT SELECTION - press <Enter> or <Ctrl + L> for the LOV, highlight selection
and press <Enter>. NOTE: Check “TOTAL PROJECTED:” field. If counts equal zero,
the ‘PRINT SELECTION" will display “IN” and the Individual SSN pop-up window for
entering SSN.
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75.2.3 The LABEL SELECTION (pop-up window) will be displayed:

SELECTION
PKT/FILE LABEL
ID BADGE
SPECIMEN LABEL (FULL EXAM ONLY)

75.2.4 Enter 'X" in the type of labels required and press <Enter>

75.2.5 Press <Ctrl + F4> to clear the form and print more labels, or <Shift + F9> to exit.
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76. TPO8 Projected Workload Accounting

76.1 Introduction

76.1.1 The TP08 PROJECTED WORKLOAD ACCOUNTING screen (see figure below)
is used to display the projected workload for a selected date.

76.1.2 The TPO8 Projected Workload Accounting screen can be accessed by one of the
following options.

76.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Testing | Workload | Projected
Medical | Workload | Projected
Operations | Workload | Projected
tRacking | Workload | Projected
Service | View only | Workload

= TPOS PROJECTED HORKLOAD ACCOUNTING C 1)
uuuuuuuuuuuuuuu L

oA oF o D cr Mur 00 oTHER 000000 ToTeL

nnnnn

rrrrrrrrrr

TESTIMNG roraLs: o MEDICAL TOTALS: o OPERATIOH TOTALS:
TOTAL WEICHTED EXAMS:

PHYSICIANS AUNNOR ZED: o TOTAL WORKLOAD:

EMNTER DATE: <ALT + UP=/<ALT + DOWNHN=- FOR MORE PAGES OR <SHIFT + F6> TO PRINT PAGE
[Record: 171 [ [ Insert [

Figure 179 TPO8 Projected Workload Accounting (Service)

76.2 Instructions
76.2.1 DATE - enter the Date or use defaulted Date. Press <Enter>.

76.2.2 Press <Alt + Up/Down Arrow> to view the following:

PROJECTED WORKLOAD SCREENS
SERVICE TOTALS
REGULAR COMPONENTS
RESERVE/GUARD COMPONENTS
NON-APPLCANT COMPONENTS

76.2.3 Press <Shift + F6> to print the page.

76.2.4 Press <Ctrl + F4> to clear the form or <Shift + F9> to exit.
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77. TPO9 Actual Workload Accounting

77.1 Introduction

77.1.1 The TP09 ACTUAL WORKLOAD ACCOUNTING screen (see figure below) is
used to display the actual workload for a selected date.

77.1.2 The TPO9 Actual Workload Accounting screen can be accessed by one of the
following options.

77.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Testing | Workload | Actual
Medical | Workload | Actual
Operations | Workload | Actual
tRacking | Workload | Actual
Service | View only | Actual

TPO9

Hed How 5 14:21:28 CST

Figure 180 TP09 Actual Workload Accounting (Service)

77.2 Instructions
77.2.1 DATE - enter the Date or use defaulted Date. Press <Enter>.

77.2.2 Press <Alt + Up/Down Arrow> to view the following:

ACTUAL WORKLOAD SCREENS
SERVICE TOTALS
REGULAR COMPONENTS
RESERVE/GUARD COMPONENTS
NON-APPLCANT COMPONENTS

77.2.3 Press <Shift + F6> to print the page.

77.2.4 Press <Ctrl + F4> to clear the form or <Shift + F9> to exit.
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78. TP10 Overdue Packet Roster

78.1 Introduction

78.1.1 The TP10 OVERDUE PACKET ROSTER screen (see figure below) is used to
display and print list of all packets that are overdue to be returned.

78.1.2 The TP10 Overdue Packet Roster screen can be accessed by one of the
following options.

78.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

tRacking | packet | Overdue

EXFECTED

PRCKETAFORH LOCATION SIGHED TO RETURM DATE

i

7]
MEEaE @ -
al 12]:
@ 9

o [

FILES ROOM PACKET TESTING HRUMIOE JOE LABELLART 2002-12-13

FILES ROOM PACKET TESTING HRUMIDE JOE LABELLART 2002-12-13

FILES ROOM PACKET TESTING #RUMJDE JOE LABELLAR] 2002-12-13

FILES ROOM PACKET TESTING JOEUTIL JOE LAEELLART 2002-12-20

ol Je]a
2] |58]%

R = 0
T m
@

FRESS <SHIFT+FB> T0O PRINT ZHM126: <ALT+UP/TOWN ARROW> TO TOGGLE FORHAT

Fecord: 1.4 [ [ [[nsert

Figure 181 TP10 Overdue Packet Roster

78.2 Instructions
78.2.1 Press <Shift + F6> to print the ZHM126 report.

78.2.2 To scroll through the list press either <Up/Down Arrow> to move line by line or
<Alt + Up/Down Arrow> to display the next pages.

78.2.3 Press <Shift + F9> to exit.
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79. TP11 Applicant Location Roster

79.1 Introduction

79.1.1 The TP11 APPLICANT LOCATION ROSTER screen (see figure below) is used to
display the location of all applicants that have checked in to the MEPS.

79.1.2 The TP11 Applicant Location Roster screen can be accessed by one of the
following options.

79.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Testing | app! Location

Medical | appl Location
Operations | appl Location
tRacking | appl Location

Service | View only | appl Location

PC-Xware Screen

#
z
H]
Z
m
[]
]
2
]
L]
.

llllllll TirE

ENTER DATE
[Reco

Figure 182 TP11 Applicant Location Roster

79.2 Instructions
79.2.1 DATE - defaults to Current Date or enter the Date.
79.2.2 SPF - defaults to “ALL".

79.2.3 If there are applicants being processed, the Applicant Name, SSN, SPF,
Location, and Time will default. The Location and Time defaults from the Check-in/out
screen. Use <Shift + Up/Down Arrow> to navigate between pages.

79.2.4 Press <Ctrl + F4> to clear the screen. Read the Message Bar at the bottom of
the screen to move between screens, print or exit the screen.
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80. TUO1 Valid Applicant Tracking Locations

80.1 Introduction

80.1.1 The TUO1 VALID APPLICANT TRACKING LOCATIONS screen (see figure
below) is used to define applicant-tracking locations.

80.1.2 The TUO1 Valid Applicant Tracking Locations screen can be accessed by one of
the following options.

80.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Utilities | Table maint | Applicant track

PC-Xware Screen —O|x

YALID APFLICANT TRACKING LOCATIONS

LOCATICK CODE LOCATICK DESCRIPTION

o

=

]

n

E

E

a2

T e

X

I CEREMONY

ISAME DAY CONSULT

IELI]FEI] FROM MEFS

I LUNCH

IMEB[(‘AL ERIEF

IMEIJII:AL (o]

IMEDI(‘AL

IMEB[(‘AL N

IMEDI(‘AL our

I MEFS CHECK-IN

I MEFS CHECK-OUT

ocp I OFS €D

II]FS FEL/FAI IN

IoPs FEL/FAT OUT

I OPEFATIONS PROCESSING

II]L'T OF MEFS FOR OTHER REASON

I FACKET EREAKDOWN

w
x
=

I SHIFFED

ENTER APPLICANT TRACKING LOCATION CODE.
[Record: 14?7 [ List of Values

Insert

Figure 183 TUO1 Valid Applicant Tracking Locations

80.2 Instructions

80.2.1 ADD NEW LOCATIONS - press <Down Arrow> to next available blank line.
Enter the Location Code and Description. Press <Ctrl + F7> to commit.

80.2.2 UPDATE EXISTING LOCATIONS - press <Down Arrow> to scroll to Location
Code or Description fields. Press <Delete> to remove existing entry and re-enter the
new. Press <Ctrl + F7> to commit.

80.2.3 DELETING EXISTING LOCATIONS - press <Down Arrow> to scroll to Location
Code or Description fields. Press <Ctrl +Delete> for delete pop-up window. Change ‘N’
to 'Y’ for deletion and press <Enter> to remove existing entry.
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81. TUO2 Valid Packet Tracking Locations

81.1 Introduction

81.1.1 The TUO2 VALID PACKET TRACKING LOCATIONS screen (see figure below) is
used to define packet-tracking locations.

81.1.2 The TUOZ2 Valid Packet Tracking Locations screen can be accessed by one of the
following options.

81.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Utilities | Table maint | Packet track

VALID PACKET TRACKING LOCATIONS

LOCATION CODE LOCATION DESCRIPTION
[DAG LIAISON

pAaR | [DAR/DAYV LIAISON

[paT [FILES DAT DRAWER

DFG | [DFG LIAISON—OFFSITE
[pFR [DFR LIAISON

=]
=
]

[DMR/DMY LIAISON

[DNR/DNV LIAISON

[DUPLICATE PACKETS FILE
[FILES ROOM

[GPR LIAISON — OFF SITE
[MEDICAL

|oFFSITE — MEPS

[OPERATIONS PROCESSING
[oOFFSITE — OTHER

[OPERATIONS PACKET BREAKDOWN
PURGED

[oFFSITE — RESERVE UNIT
[oFFSITE - SERVICE PERMANENT

[~}
4
-

=}
[=
5

-
-
-

7]
~
<

ENTER APPLICANT TRACKING LCOCATION CODE.
[Record: 1/7 List of Values Replace

Fri Sep 27 08:26:09 CDT 2002

Figure 184 TUO2 Valid Packet Tracking Locations

81.2 Instructions

81.2.1 ADD NEW LOCATIONS — Press <Down Arrow> to next available blank line.
Enter the Location Code and Description. Press <Ctrl + F7> to commit.

81.2.2 UPDATE EXISTING LOCATIONS - press <Down Arrow> to scroll to Location
Code or Description fields. Press <Delete> to remove existing entry and re-enter the
new. Press <Ctrl + F7> to commit.

81.2.3 DELETING EXISTING LOCATIONS - press <Down Arrow>to scroll to Location
Code or Description fields. . Press <Ctrl +Delete> for delete pop-up window. Change
‘N’ to ‘Y’ for deletion and press <Enter> to remove existing entry.
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82. TUO3 Packet Authority

82.1 Introduction

82.1.1 The TUO3 PACKET AUTHORITY screen (see figure below) is used to define who
has what authority to check out packets and their contents.

82.1.2 The TUO3 Packet Authority screen can be accessed by one of the following
options.

82.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Utilities | Table maint | pacKet auth

-Xware Screen

PACKET AUTHORITY

S55H /AUTHORITY &PF USER™S FULL KAME USERKAME

IAIRFnR(E FLY AWAY HQ, SGT IAIRFDR(F

IAIRFORCE CFFICE IAIRFDRCE

IA]RUMRD UNIT I

IANDERSUN JACQUIE L, MES I
I Imn IANDERSI]N JAMES ], S56 I
ml |mn IAPONTE ANCELMO JR, SFC |
ml SPF I DAR IAW OFFICE IAmY
MI SFF I DAy IAM RESEFVE OFFICE, SGT IAWR[S[

T & oo e |
T [ | [sei o |

I I LUEZ I ATSUSER HEADQUARTERS DONCTDELETE HQ, HQ I ATSUSER
ml I DAR I EADIE EEN]JAMIN C, CFT I EADIE
ml |nrn IBELL JAMES T, SSGT IEELL]
I I LUEZ I EENSON MOSES I
ml I UEZ I EBENSON MOSES I EBENSON
TN = [ |

ALLY ALLOW ANY PACKET. (SPF) ONLY USER™S SPF PACKET. ( ) NO PACKETS
Record: 117 [ [List of values  |Insert [

Figure 185 TUO3 Packet Authority

82.2 Instructions

82.2.1 UPDATE AUTHORITY - press <Up/Down Arrow> to select user.
82.2.2 Enter the Packet Authority Code by pressing <Ctrl + L> for LOV.
82.2.3 Press <Ctrl + F7> to commit.
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83. UUO1 Select Printers

83.1 Introduction

83.1.1 The UUO1 SELECT PRINTERS screen (see figure below) is used to select which
printer is to be used for the different types of printout.

83.1.2 The UUO1 Select Printers screen can be accessed by one of the following
options.

83.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Utilities | Printers | pRinters

uuo1 SELECT PRINTERS v2.3.0 J

SELECT PERSONAL PRINTERS FOR  [[ITORICH

Packet/File Label and Small Address Labels: blazeri
[TRE badge and packet

Badge and Large Address Labels:

blazer1
[TRB badge and packet
Specimen Labels: blazer2
[TRE specimen
PCL Laser Printer: pclDi2

[0PS HP 8100 — hig huge double monster

ASVAB Products Printer: * Y ou must select only an HP 8100 Printer
pclDl14

ITRB HP 8100 — big huge double monster

PRESS <CTRL + L» TO CHANGE PRINTER DESTINATION CR <CTRL + F7» TO SAVE IT
[Record: 1/1 | List of Values [nsert |

Fri Sep 27 08:04:18 CDT 2002

Figure 186 UUO1 Select Printers

83.2 Instructions

83.2.1 Use <Tab> or <Up/Down Arrow> to select printer.

83.2.2 Press <Ctrl + L> for the LOV to change printer destination
83.2.3 Press <Ctrl + F7> to commit.
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84. UUO02 Organizational Units

84.1 Introduction

84.1.1 The UU02 ORGANIZATIONAL UNITS screen (see figure below) is used to
maintain the table containing the Organization Unit Identification Codes (UIC) and their

addresses.

84.1.2 The UU02 Organizational Units screen can be accessed by one of the following
options.
84.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Utilities | Table maint | Org units

ORGANIZATIONAL UNITS

uic:

ADDRESS:

UNIT NAME: [HQ

STREET: 2500 GREENBAY RD
CITY: |INORTH CHICAGO
STATE: [EE ZIP CODE: [60064 @ -

ENTER UNIT IDENTIFICATION CCDE (UIC) OR PRESS <CTRL + L= TQ LIST VALUES
[Record: 1/2 [List of Values [Replace |

Fri Sep 27 03:31:56 CDT 2002

Figure 187 UUO2 Organizational Units

84.2 Instructions

84.2.1 UIC - enter the Organization Unit Identification Code or press <Ctrl + L> for the
LOV.

84.2.2 Enter the Address for Organization Units, use the <Tab> to navigate from line to
line:

84.2.2.1 UNIT NAME - enter the Unit Name.

84.2.2.2 STREET - enter the Street Address.

84.2.2.3 CITY — enter the City.

84.2.2.4 STATE - enter the State or press <Ctrl + L> for the LOV.

84.2.2.5 ZIP CODE - enter the Zip Code or press <Ctrl + L> for the LOV.

84.2.3 Press <Ctrl + F7> to commit or <Ctrl + F4> to exit.
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85. UUO3 Send Message

85.1 Introduction

85.1.1 The UUO3 SEND MESSAGE screen (see figure below) is used by the System
Administrator to send a message to another user currently logged on to the system.

85.1.2 The UUO3 Send Message screen can be accessed by one of the following
options.

85.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Utilities | sys Admin | Send message | Send to one

SEND MESSAGE

ENTER USER NAME OF PERSON TO WHOM YOU WANT TO SEND A MESsaGce: [ |

AND THE MESSAGE YOU WANT TO SEND:

THEN PRESS <CTRL + F7> TO SEND THE MESSAGE

ENTER USER NAME TC WHOM ¥YOU WANT TO SEND A MESSAGE CR PRESS <CTRL + L> TO LIST VALUES
[Record: 141 [List of Values Replace ||

Fri Sep 2¥ 09:42:13 CDT 2002

Figure 188 UUO3 Send Message

85.2 Instructions

85.2.1 Enter user's name or press <Ctrl + L> for the LOV. If user is not logged on
system, a message will appear "USER IS NOT CURRENTLY LOGGED ON THE
SYSTEM".

85.2.2 Enter the message.

85.2.3 Press <Ctrl + F7> to send message, or <Ctrl + F4> to refresh screen, or <Shift +
F9> to exit.
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86. UU04 Message of the Day

86.1 Introduction

86.1.1 The UU04 MESSAGE OF THE DAY screen (see figure below) is used by the
System Administrator to update the daily message used by UNIX to display when a user
logs on to the system.

86.1.2 The UU04 Message of the Day screen can be accessed by one of the following
options.

86.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Utilitles | sys Admin | Send message | Update day msg

MESSAGE OF THE DAY

ITYPE TEXT LINES FOR MESSAGE OF A DAY (prefix any '™ ;* () with aV)
[Record: 171 [ [ Replace |

Fri Sep 27 09:43:29 CDT 2002

Figure 189 UU0O4 Message of the Day

86.2 Instructions

86.2.1 Enter the message. Press <Citrl + F7> to commit, a message window will appear
"THE MESSAGE OF THE DAY HAS BEEN CREATED", click on "OK".
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87. UUO06 Cancel All Print Jobs

87.1 Introduction

87.1.1 The UUO6 CANCEL ALL PRINT JOBS screen (see figure below) is used to
cancel all of their print jobs.

87.1.2 The UU0O6 Cancel All Print Jobs screen can be accessed by one of the following
options.

87.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Utilities | Printers | Cancel print

UUOG CANCLCL ALL PRINT JOBS w2 3.0

ENTER (YJES OR (M)O TO CANCEL PRINT UAOES
[Record: 171 [ [ Insert

Fri Secp 27 08:05:21 CDT 2002

Figure 190 UUO6 Cancel All Print Jobs

87.2 Instructions

87.2.1 Enter 'Y' or 'N'. If correct character is not displayed, press <Delete> to remove
entry and re-enter.

87.2.2 The system will display output on UNIX screen.
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88. UU08 System Utilization

88.1 Introduction

88.1.1 The UUO8 SYSTEM UTILIZATION screen (see figure below) is used to monitor
system utilization (user or 1/O processes).

88.1.2 The UUO8 System Utilization screen can be accessed by one of the following
options.

88.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Utilities | sys Admin | sYstem monitor | system Activity | sYstem utiliztn

SYSTEM UTILIZATION

The following screen will show real-time usage of the system.
There are two ways of monitoring the system.

1. (U)ser processes - looks at who is doing what and how much processing time they are using.
This screen displays system processes in order of CPU utilization.

2. (System IO (input/output) - is to see how much stuff (bytes) is going in
and out of the system’s memory and hard disk.

MAVIGATION NOTES: Enter (U) ser processes OR (S)stem /O to start monitoring
During monitoring on Shell window —— Press (h)elp for assistance

To Exit Shell window —— Press (q)uit

[v]

ENTER (U)SER PROCESSES CR (S)YSTEM IFO —- PRESS <CTRL + F4>/<SHIFT + F9> TO EXIT
[Record: 1/1 [ [ [Replace ||

Fri Sep 27 09:34:56 CDT 2002

Figure 191 UUO8 System Utilization

88.2 Instructions
88.2.1 Read the instructions on screen for additional information.

88.2.2 Enter 'U' or 'S'. If correct character is not displayed, press <Delete> to remove
entry and re-enter.

88.2.3 The system will display output on UNIX screen. Press <Enter> until UNIX screen
returns to USMIRS screen.

88-1



USMIRS System Navigation Manual
Date Updated December 12, 2003 Version 1.1

89. UU09 Wall To Wall

89.1 Introduction

89.1.1 The UUO9 WALL TO WALL screen (see figure below) is used by the System
Administrator or users to broadcast a message to all users logged on to the system.
89.1.2 The UU09 Wall To Wall screen can be accessed by one of the following options.

89.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Utilites | sys Admin | Send message | wall to wall

WALL TO ALL

ENTER MESSAGE TO BE SENT:

ENTER MESSAGE AND PRESS <CTRL + F7= TO SEND IT
[Record: 1/1

[Replace

Fri Sep 27 09:40:56 CDT 2002

Figure 192 UU09 Wall to Wall

89.2 Instructions

89.2.1 Enter the message and press <Ctrl + F7> to commit.
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90. UU10 Password Admin

90.1 Introduction

90.1.1 The UU10 PASSWORD ADMIN screen (see figure below) is used by the System
Administrator to assign temporary passwords to users.

90.1.2 The UU10 Password Admin screen can be accessed by one of the following
options.

90.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Utilites | sys Admin | User admin | Password admin

PASSWORD ADMIN

Remember, the new password you assign is TEMPORARY.

Enter the USER NAME of the person whose password you
wish to change or use <CTRL + L> to select from the list.

I

Then press <CTRL + F7> or « ENTER=> to access the password system.

NOTE: Remember, you are first asked for YOUR system administrator password.

ENTER THE NAME CF THE USER OR PRESS <CTRL + L> TO LIST VALUES
[Record: 171 [List of Values [Replace

Fri Sep 27 09:07:04 CDT 2002

Figure 193 UU10 Password Admin

90.2 Instructions
90.2.1 Enter the USER'S NAME or press <Ctrl + L> for the LOV.

90.2.2 Press <Ctrl + F7> or <Enter> to access the password system. The System
Administrator (SA) is the only one that has access to the screens for assigning
passwords.

90.2.3 Password Requirements.

90.2.3.1 Length - minimum of 6 characters up to a maximum of 8 characters.
90.2.3.2 Contents — minimum of 5 alphabetic and 1 non-alphabetic characters.
90.2.3.3 No character can be repeated more than twice.

90.2.3.4 A minimum of 3 characters in the new password must not be found in the old
password.

90.2.3.5 A user cannot reuse the same password within the last 10 passwords and
within 104 weeks.
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91. UU11 Reset Barcode Printer

91.1 Introduction

91.1.1 The UU11 RESET BARCODE PRINTER screen (see figure below) is used to
reset and initialize barcode printers.

91.1.2 The UU11 Reset Barcode Printer screen can be accessed by one of the following
options.

91.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Utilites | Printers | reset Bacode

CERTAIN PROBLEMS ¥0OU MAY EMCOUNTER WITH A BARCODE PRINTER CAN BE SOLWED BY SEMNDING
A SETUP FILE TO ADJUST THE PRINMTER. THE THREE TYPE OF ADJUSTHEWTS ARE:
* “CALIBRATE" IS A FORMFEED ADJUSTHMEMT. USE THIS IF THE PRINTER IS MOT FORMFEEDING CORRECTLY.
* "COMFIGURE" IS A LABEL-TYPE ADJUSTMENT. USE THIS TO SETUF THE PRINTER FOR SFECIFIC LABELS.
% "TOP-OF—FORM" ADJUSTS THE TOP—OF—FORM IM 1/16-INCH IMCREMEMTS DECREMEMNTS.

PRINTER NAME: [brazers
PRINTER LOCATION: |Hedical Comtrol Desk
CHODSE FRINTER: D PRESS <UP>/<DOMM> TO SELECT THE PRINTER
THEN <TRE> OR <ENTER> TO MEXT SECTION
CALIBRATE
ENTER AN "" TO ADJUST THE FORMFEED
CONFIGURE
BASICH 1 ENTER AN "x" TO COMFIGURE THE PRIMTER FOR BADGE AMD PACKET LABELS
SPECTHEN: 1 ENTER AN "%" TO CONFIGURE THE PRINTER FOR SPECIMEN LABELS

TOF-OF—FORM ADJUSTHMENT

DOkN ENTER A MUMBER TO IMCREHMEMT THE TOP-OF-FORH SETTING

(153 ENTER A MUMBER TO DECREMEMT THE TOP-DF—FORM SETTING

PRESS <CTRL + F7> TO RESET PRIMTER

Thu Mow 14 14:18:12 CST 2002

Figure 194 UU11 Reset Barcode Printer

91.2 Instructions
91.2.1 CHOOSE PRINTER - Select printer by using <Up/Down Arrow> to select printer.
91.2.2 Press <Tab> or <Enter> to accept printer.

91.2.3 After resetting printer for the each of the following:

91.2.3.1 CALIBRATE - enter 'X' in Calibrate to adjust the form feed.

91.2.3.2 CONFIGURE - enter 'X" in Configure to configure the printer for badge and
packet labels or specimen labels.

91.2.3.3 TOP-OF-FORM ADJUSTMENT - enter a number (0-9) to increment or
decrement for the Top-Of-Form setting.

91.2.4 Press <Ctrl + F7> to commit.

91.2.5 The system will display the UNIX screen with a statement of completion.
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92. UU12 Cancel Jobs

92.1 Introduction

92.1.1 The UU12 CANCEL JOBS screen is used by the System Administrator to cancel
one or all jobs at a printer. Help will be provided by clicking on "?" when available.

92.1.2 The UU12 Cancel Jobs screen can be accessed by one of the following options.

92.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Utilities | sys Admin | Printers | Cancel job(s)
92.2 Cancel One Job Instruction

92.2.1 Enter 'X' in selection "Cancel One Particular Job" (see figure below).

CAMNCEL .JOBS

=1 CANCEL OMNME PARTICULAR JOB

CANCEL ALL JOBS AT A PRINTER

T TO CAMNCEL ©OMNE PARTICULAR JOB
Al

Figure 195 UU12 Cancel Jobs with One Selected

92.2.2 A Cancel pop-up window will appear (see figure below). Use mouse for selecting
and highlighting the appropriate selections.

[VIVE 3

PRINT QUEUE containing job [} List
trequired for remote jobs) |°

= Print JOB NUMBERCNUmM.} |j List

oK Command | Reset | Cancel K

(| CANCEL ALL JOBS AT A PRINTER

ENTER "X" TO CANCEL ONE PARTICULAR J1O0B
IRecord: 171 | | |Replace

Fri Sep 27 O%:16:01 CDT 2002

Figure 196 UU12 Cancel a Job with Print Queue Pop-up window

92.2.3 Enter Print Queue Name or press "List" button for the LOV and highlight
selection.
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92.2.4 Enter Print Job Number or press "List" button for the LOV and highlight
selection.

92.2.5 Select "OK" button to Cancel Job.

92.3 Cancel All Print Jobs Instructions

92.3.1 Enter 'X' in selection "Cancel All Jobs at a Printer" (see figure below).

Figure 197 UU12 Cancel Jobs with All Selected

92.3.2 The Printer Selection pop-up screen (see figure below) appears for selecting
printer.

uu12 CANCEL JOBS v2.3.0

— e

PRINTER SELECTION

DEVICE NAME blazer1

DEVICGE LOGCATIOITRB badge and packet

RESET: []

PRESS <UP>/<DOWN> TC FIND PRINTER AND ENTER "X" TC RESET IT
[Record: 1/2 [ [Replace

Fri Sep 27 09:16:56 CDT 2002

Figure 198 UU12 Cancel Jobs with Printer Selection

92.3.3 Use <Up/Down Arrow> to select the printer where all jobs needed deleted.

92.3.4 Enter 'X' in Reset field. All jobs in selected printer will be deleted.
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93. UU13 Printer Location

93.1 Introduction

93.1.1 The UU13 PRINTER LOCATION screen (see figure below) is used to update
printer location descriptions.

93.1.2 The UU13 Printer Location screen can be accessed by one of the following
options.

93.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Utilities | sys Admin | Printers | priNter locatns

PRINTER LOCATIONS

DEVICE ID: 2
DEVICE NAME: blazerl
LOCATION: [TRE badge and packet
TYPES
PKT_PRTR
BADGE_PRTR
PRESS <UP=/<DOWN: TC VIEW
[Record: 1/? | Replace |

Fri Sep 27 09:22:03 CDT 2002

Figure 199 UU13 Printer Locations

93.2 Instructions

93.2.1 LOCATION - press the <Up/Down Arrow> to select new printer location or enter
the new location.

93.2.2 Press <Ctrl + F7> to commit.
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94. UU14 Processing SPFs

94.1 Introduction

94.1.1 The UU14 PROCESSING SPFS screen (see figure below) is used by the System
Administrator to maintain the table that allows a service counselor to process another

SPF's applicants.

94.1.2 The UU14 Processing SPFs screen can be accessed by one of the following
options.
94.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Utilities | Table maint | processing spFs

PROCESSING SPFs

If a Service Counselor can process applicants other than his/her own SPF,
that SPF needs to be entered in the table below.

SERVICE COUNSELOR’S SPF: ARMY REGULAR
OTHER SPFs THEY CAN PROCESS:DAV | ARMY RESERVE
[DAZ |  ARMY NONAPPLICANT
—
—
—
—
—
—

ENTER SERVICE COUNSELCR'S SPF CODE OR PRESS «CTRL + L> TO LIST VALUES
[Record: 1/7 [ List of Values [Replace

Fri Sep 27 08:33:56 CDT 2002

Figure 200 UU14 Processing SPFs

94.2 Instructions

94.2.1 SERVICE COUNSELOR’S SPF - enter the Service Counselor's SPF Code or
press <Ctrl + L> for the LOV or use <Up/Down Arrow>.

94.2.2 Use <Tab> to "OTHER SPF's THEY CAN PROCESS" section. This section can
add, and delete other SPFs.

94.2.2.1 TO ADD - <Tab> to next available blank field, press <Ctrl + L> for the LOV,
and highlight selected SPF.
94.2.2.2 TO DELETED - <Tab> to SPF to be deleted, press <Ctrl + Delete>.

94.2.3 Press <Ctrl + F7> to commit.
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95. UU18 Common Print Screen (Variable Title)

95.1 Introduction

95.1.1 The UU18 COMMON PRINT screen (see figure below) is used to select where to
send output. To display on the screen or print to printer.

95.1.2 The UU18 Common Print screen will be displayed as required with variable titles.

uu1g REVIEW DAILY MESSAGE v2.3.0 J

Send output to (S)creen or (P)rint? [sl

ENTER (S)CREEN OR (P)RINT
[Record: 1/1

Insert

Fri Sep 27 08:08:35 CDT 2002

Figure 201 UU18 Common Print Screen with Variable Titles

95.2 Instructions
95.2.1 The 'S" will display output to UNIX screen.
95.2.2 The 'P" will print the output to printer.
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96. UU19 Common Answer Screen (Variable Title)

96.1 Introduction

96.1.1 The UU19 COMMON ANSWER screen (see figure below) is for reply an answer
for a question from the UU18 Common Print screen.

96.1.2 The UU19 Common Answer screen will be displayed as required with variable
titles.

PERSONNEL ROSTER

ENTER (Y)ES OR (N)C TO PRINT ROSTER
|ﬁecord: 11

|ﬁep|ace

Fri Sep 27 08:51:56 CDT 2002

Figure 202 UU19 Common Print Screen with Variable Titles

96.2 Instructions
96.2.1 The "Y' will print output on printer.
96.2.2 The 'N" will not print output.
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97. UU20 Reset User's Failed Login Count

97.1 Introduction

97.1.1 The UU20 RESET USER’S FAILED LOGIN COUNT screen (see figure below) is
used by the System Administrator for resetting users login counter back to zero because
user incorrectly log on system to many times.

97.1.2 The UU20 Reset User's Failed Login Count screen can be accessed by one of
the following options.

97.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Utilities | sys Admin | User admin | rEset account

RESET USER'S FAILED LOGIN COUNT

Enter the person’s USER NAME whose account needs resetting
or use <CTRL + L> to select from the list. ':]

Then press <CTRL + F7> or < ENTER> to reset the account.

NOTE: Sometimes a user needs to try to login in twice to

get a successful login after their account has been reset.

ENTER THE NAME OF THE USER OR PRESS <CTRL + L»> TO LIST VALUES
Record: 1/1 | List of Values  |[Replace |

Fri Sep 27 09:09:19 CDT 2002

Figure 203 UU20 Reset User's Failed Login Count

97.2 Instructions
97.2.1 Enter the person's "USER NAME" or press <Ctrl + F7> for the LOV.

97.2.2 Press <Ctrl + F7> or <Enter> to reset the account.
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98. UU21 System Printer

98.1 Introduction

98.1.1 The UU21 SYSTEM PRINTER screen (see figure below) is used to select the
system default printer for printing communication and backup reports.

98.1.2 The UU21 System Printer screen can be accessed by one of the following
options.

98.1.2.1 Selecting names from main menu toolbar with their menu expansions or using
the Bold Letters from keyboard:

Utilities | sys Admin | Printers | sYs printer

SYSTEM PRINTER

SYSTEM DEFAULT PRINTER
(Where comm and backup reports print)

SYSTEM DEFAULT FPRINTER: pclDi2
E'PS HP 8100 — big huge double monster

NOTE: You must log all the way out and back in for the changes to take effect.

PRESS <CTRL + L»> TO CHANGE PRINTER DESTINATION CR <CTRL + F7> TO SAVE IT
Record: 1/1 | List of Values  |Replace |

Fri Sep 27 09:23:04 CDT 2002

Figure 204 UU21 System Printer

98.2 Instructions

98.2.1 SYSTEM DEFAULT PRINTER - press <Ctrl + L> for the LOV, highlight printer
name. Press <Ctrl + F7> to commit.

98.2.2 The user must log all the way out and back in for changes to take effect.
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99. OPSCAN 8 Scanner

99.1 Introduction

99.1.1 The OPSCAN 8 Scanner will be used to scan the Enlistment and Student ASVAB
Answer Sheets for processing.

99.2 Instructions

99.2.1 Press the power switch on the right side of the OPSCAN 8 to the “1” (ON)
position. The OPSCAN 8 will perform a series of self-diagnostic tests. The “NOT
READY” message will appear in the message area. Please allow the OPSCAN 8
Scanner approximately 20 minutes to warm up.

99.2.2 Get the answer sheets ready. Down the left side of each page are small
rectangular bars called “timing marks”. At the top of each page next to the timing marks
are “skunk marks.”

99.2.3 Stack the answer sheets so the “timing marks” are down the left-hand side and
the “skunk marks” are at the top. The page number will appear upside down in the
bottom left-hand corner.

99.2.4 To load the OPSCAN 8 Scanner, place the answer sheets in the input hopper
face up; the “skunk marks” are on the left, the “timing marks” towards the bottom. The
edge with the “skunk marks” will enter first. The input hopper can hold a maximum of
300 answer sheets at one time; reload after the first 300 pages are scanned.

99.2.5 A metal sheet guide, with a magnetic edge, is provided to keep the stack of
answer sheets in place. Lift up the side of the stack of answer sheets opposite the
leading edge and place the metal sheet guide, magnetic strip down on to the tip of the
input hopper. Place the guide approximately 1 inch from the transport bed. Adjust the
sheet guide so it fits snug against the stack of answer sheets.

99.2.6 Proceed to the chapter on Enlistment or Student processing.

99.2.6.1 Enlistment processing — Chapter 100 Testing 2000 ETP.
99.2.6.2 Student processing Chapter 102 Testing 2000 STP.

99-1



USMIRS System Navigation Manual
Date Updated December 12, 2003 Version 1.1

100. Testing 2000 ETP
100.1 Introduction

100.1.1 The following sections will give the user more instructions for the equipment or
software for processing of Enlistment Answer Sheets.

100.1.2 If the answer sheets are being scanned using the OPSCAN 8 Scanner. Review
the operational instructions in Chapter 98 OPSCAN 8 Scanner.

100.2 OMR PC Instructions
100.2.1 To start the scanning process, select the icon for ‘Testing 2000'.

100.2.2 At the prompt, login to the user MEPS, enter the user’'s USMIRS login name and
password (see figure below).

Figure 205 Testing 2000 ETP - USMIRS Login

100.2.3 If the logon was successful, the “Transaction Completed” message will appear.
Otherwise, the “Connection Failed: Please Try again later” message will appear.

100.2.4 After successful connection, ‘Testing 2000’ will display some start up messages
in the Title bar of the window, eventually leading to: “Testing 2000 is Ready to Process”

100.2.5 Click the “ETP” button (see figure below).

Figure 206 Testing 2000 ETP - Main Form
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100.2.6 The software ‘ScanTools’ for Windows will open and the scanner will start

scanning all sheets that are already in the input hopper. ‘ScanTools’ will display the

scanned answer sheets (see figure below).

_IScanTools 2] x]
&pplication  Datafile Edit Score  Conwert  Actions  Options  Configure Help

<| |Application | Testing2000 - ETP Only - 812 =l

Data file Edit profile Score profile Conwversion profile

“ |ats.dat j| |*Nnne* j| |*Nunc* j| |*Nune* j|

' Scanning - ats.dat
Elapsed Time: 00:00:03 Document: DD Form 1304-2A5 Jan 2002, Pg 1 (1)
Sheets Scanned: 4 000009

Documents Processed: 4 000010 232323232

000011 ABCDABCDABCDAEBCDABC
4 Documents accepted [100%] ooool1?2 121212121

Mo online edit

Mo online edit

| Mo online commection |

- E x
0 Docs previously queued canner - ror [ <]
Mo online conversion Error(s): Last Document:
_ _ Input hopper empty 121212121
Printing: Senal Scanner not ready ) )
Mark Threshold: Normal Expecting Sheet:

Mark Discrimination: Medium Start of document

Done |

Recovery:
Add sheets to input hopper.

#hstart| [B scanTools QM 1035 aM
Figure 207 Testing 2000 ETP - Scan Tools display

100.2.7 Note the Scanner Error has focus and is informing the user that the input hopper
is empty and the scanner is not ready. This is normal.

100.2.7.1 To continue scanning, put more sheets in the hopper and hit the ready

button on the scanner (right button) or click on Resume.

100.2.7.2 When there are no more sheets to scan, click the Stop button.

100.2.7.3 ‘ScanTools’ for Windows will close and ‘Testing 2000’ will take over window

display again.
100.2.8 If the scanned answer sheets include any incomplete tests (page 1 without page
2, etc.). ‘Testing 2000’ will print a Missing Pages report and display “Missing Pages
report is being printed” message, click “OK” to acknowledge (all complete tests will still
be available for processing):
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100.2.9 ‘Testing 2000’ will display all complete tests in the Test Selection Window, which
prompts the user to choose which tests to transfer to USMIRS (see figure below). The
user should use the > and >> buttons to move tests into the right-hand window for
transfer to USMIRS.

Session Data Application Form

MET Site Test Administrator Test Date
2212 000000009
[GRAND PRAIRIE = [MIRSUSER OFFICIAL =] Tuesday . April 15 2003 x|

Available Tests

Selected Tests
CASE 121212121 26k 2212 000000005 ZO0O030415

ol

Process Tests]  Cancel | Help

Figure 208 Testing 2000 ETP - Transfer Tests

100.2.9.1 Changes to correct an invalid MET Site, Test Administrator ID, or a date in
the future can be made in Test Selection Window before clicking “Process Tests’. If
the user clicks the “Process Tests’ button before correcting them, ‘Testing 2000’ will

force the user to correct them. The information on errors is in Section 99.3 Testing
2000 Errors.

100.2.10 Unverified test score report (see figure below) if selected in user options.

[i UnMergedT estForm

Hame=: CASE SSH: 121212121 AFQT: 0% Test Version: 264 Te=t Dates: 2Z2003—04-—-15%5

GS AR hraze PC HI ET AS HC A VE
Standasrd: 37 z9 34 32 38 32 34 33 =g = 33

Ham=: JOHES SSEH: 232323232 AFQT: 00 Te=t Wer=sion: 2G5B Te=t Date: 20032—-04—-15

L=t AR TR FPC HE ET AS HC e VE
Standard:

Close I

Figure 209 Testing 2000 ETP - Unverified Test Scores
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100.2.11 In most cases, USMIRS should have no record of the tests to be processed,
and ‘Testing 2000’ will display a confirmation message (see figure below).

Stulert:

GRaMD PRAIRIE MIRSUSER OFFICIAL Tuesday . Aprl 15 2003

1z121z1z1 Z&h 2212 000000003 ZOO3Z0415
ZIE3EZ3Z32 Z5B 2212 000000002 ZOo0O3Z0415

Testing 2000

Figure 210 Testing 2000 ETP - Confirmation Message
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100.3 Testing 2000 Errors Instructions
100.3.1 Individual Test Errors.
100.3.1.1 If there is any invalid test data, the Test Data Error Correction window (see

figure below) will be displayed.

100.3.1.2 The errors will be displayed in RED. All errors must be corrected. Enter in

correction from answer sheet. There are several fields with drop down selections
available.

M Error Correction Screen

ssr:[1z1212121 Date of Test: 20030415
LastnemefEase Testwersion: [264 =]
- 1157463
o Seq Mumber:
i 952212
Component [&CTIVE =1 WGBS =) e
Sew Education Level: TAICRIUREEr
IFEMALE VI IEED vl
Population Group: Ethnic Group

[Black or Afican Amer =] [Mot Hisp or Latine =]

Bitth D ater [rvvrbdbd by [T9731111

Figure 211 Testing 2000 ETP - Individual Error Correction

100.3.2 Previous Test Committed in USMIRS.

100.3.2.1 A previous test may have been found in USMIRS with the same test version
currently being processed (see figure below). If the previous version has already been
committed, ‘“Testing 2000’ will not process the test further.

]l Testing 2000 Main Form = =] =]
Eile= Testing Utilities Help

Scanning CAT ASWAB Ouery Manual Entry

ETP | st | _am | | ET | 1| ‘ Stupent | Beerit_| Fumw | iterm |

Session Data Application Form =]
MET Site T est Administrator Test Date
2212 oooooooog

IGFIAND FRAIRIE vl IMIFISUSEFI OFFICIAL vI Tuessday . April 15, 2003 vI

Available Tests Selected Tests

CASE 1l21l=z1=z1=21 Z6h Z2Z1Z 000000003 ZO0OZ0415
1 JOMES EZESIZIEZEBE ZER 2212 00000000% Z003041E5
T esting 2000 [ <]

T est Exizsts in MIRS for
SSAM: 121212121
Test Wersion: 268
Drate of Test: 20030415

This test will not be processed, =

To process this test, the Test must be deleted from the applicant's record in MIRS

3R Stalll [# untitled - Paint I 1| T =sting 2000 I |Q;ﬂﬁ|$ 10:52 &k

Figure 212 Testing 2000 ETP - Previous Version
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100.3.3 Previous Test Uncommitted Test.

100.3.3.1 If the previous test has not been committed, ‘Testing 2000’ will prompt the
user for action (see figures below). “YES” will remove previous record of test and
replace it with this one.
s

GRAMD PRAIRIE MIRSLUSER OFFICIAL Tuesday | L puril 15, 20032

1z1z1z1z1 Z6A ZZ1Z 000000005 ZOO3041E
zzz3zE232 ZSE 2212 000000005 20030415

Test Record Warnin

GRaMD PRAIRIE MIRSUSER OFFICIAL Tuesday . Aprl 15 2003

Testing 2000 [<]]| 2212 ooo00O0003 20030415
EZEZ1Z 000000003 20030415

Figure 214 Testing 2000 ETP - Confirmed Deletion
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100.3.4 Invalid Test Date.

100.3.4.1 The Invalid Test Date window (see figure below) will be displayed before
opening the ‘Test Selection Window' for correction. Select new date.

Jl._ T esting 2000 Main Form
Eile Testing Utiities Help
Scanning CAT ASVAB Quernys Manual Entry
Ete | _ste | _am | _ET ]| _z1al] s | EL= | __Few | tem |
MiL T est Date Form =1 e
realid Test Date
Select Date of Test and Press OK.
| Tuesday . epi 15 2003 =]
Sun Mon Tue wed Thu Fri Sat
= 4 5
8 = o 11 12
12 14 &B® 16 17 12 13
o0 21 zz _23 24 25 26
27 =28 =23
= Today: 4/30/02
iR Start | [ untitled - Paint |[ife T esting 2000

TP E[EE 11010 AM

Figure 215 Testing 2000 ETP - Correcting Date

100.3.4.2 If the user clicks the “PROCESS TESTS” before correcting Date, ‘Testing
2000’ will force user to correct it (see figures below). Erroneous Date will be in RED.

Scanning AT ASVAD Guer Manual Entre
ETe | _ste | s | ET | T2 ] Stubent | Becruit | P term |

PAET Site TR Test Do
R GO0000009
[GRAND FRaRIE —1 IriRsuser oFFicial = = prit =1

Available Teosts

[Frocess T osts: Cheok for Errors. 5 core and Insert into MIFS
R Seare || [ L lod  Paine | IR T osting Zooo |

|2 FE[ES  11:00

Figure 216 Testing 2000 ETP - Erroneous Date
100.3.4.3 Select new date using arrow buttons.

Jli. Testing 2000 M ain Form
File  Testing LUtilities Help
Scanning CAT ASWVAB Query Manual Entry r
et | st | _aw | _ET | _3a] | Stomert | [Fizemt: | | ey tem |
Session Data Application Form
MET Site T est Administraton
2212 oooooooos

[SFans FrRamE =1/ [amsusen orrcer =] e |
1

Available Tests

CASE

N TomEs
i |
_<| == > Today: 4/30/03

<]

OO000% 20130416
ooooos zZolzoals

Process Tests] cancel | Help |

|Date Farmat is: kbd /DDA

i Start | [ testselection?-futuredate - | [Ifi Testing 2000

Figure 217 Testing 2000 ETP - Correcting Date
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100.3.5 Invalid MET Site.
100.3.5.1 The Invalid MET Site warning message (see figure below) will be displayed.

1z1z1z1z1 ze&A Sz1f 000000005 ZOO30415
zzz3z323z 2S5B S212 000000005 ZOO030415

Testing 2000

Figure 218 Testing 2000 ETP - Invalid MET Site Message

100.3.5.2 If the user clicks the “PROCESS TESTS” before correcting MET Site,

‘Testing 2000’ will force user to correct it (see figures below). The MET Site correction

window will appear to make the selection for valid MET Site.
I=

1z1z1z1z1 zea Sz1Z 000000005 ZOOZ0415
ZEZz3zEz3z ZEE S2Z1fZ 000000005 ZOOZ0415

Figure 219 Testing 2000 ETP - MET Site Correction
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100.3.6 Invalid Test Administrator.

100.3.6.1 The Invalid Test Administrator warning message (see figure below) will be
displayed.

1z2lz1zlz2l Zei Z21lZ 0000000SS ZOOZO041E
zEzIzEzsz ZEE Z21Z 0000000SS ZOOZO041E

T esting 2000

Figure 220 Testing 2000 ETP - Invalid Test Administrator Message

100.3.6.2 If the user clicks the “PROCESS TESTS” before correcting Test
Administrator, ‘Testing 2000’ will force user to correct it (see figures below). The Test
Administrator correction window will appear to make the selection for valid Test
Administrator.

Figure 221 Testing 2000 ETP — Test Administrator Correction
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101. Testing 2000 CAT ASVAB

101.1 Introduction
101.1.1 The following sections are for the CAT ASVAB processing.

101.2 OMR PC Instructions

101.2.1 Insert CAT ASVAB Master Data Disk and click the “TA” button. ‘Testing 2000’
will prompt for a disk if one is not in the drive.

101.2.2 ‘Testing 2000’ will display a window much like the Test Selection Window used
for MET sites (Testing 2000 ETP). However, when the user clicks the “Process” button
on this one, ‘Testing 2000’ will remove the tests from the right window of the display, but
it will not inform the user of the success or failure of the load operation.

J,. Testing 2000 Main Form

nnnnnnn a Query Manual Entry
etk |  ste | s | ET || 1o Stubent | Blecrwui | S itermn |

Aveailable CAT Tests Selected CAT Tests

S Sk MLA R E WERSION S5l I bA E SERSIOR

oOoo00L Ca== 0 =0
oooooz2 Jones 03D

|LDad CaT aswabB data obtained from Ta diskette into MIRS
i S tart | untitled - Paint |[2#= T esting zo00 | CATASWAE Diskette Load | |2 FElE 11:30 A

Figure 222 Testing 2000 CAT — Displaying Input Records

101.2.3 Once the tests have disappeared from the right window, click the “ Exit” button.
Warning - clicking the “Process” button again will cause the program to report an error,
“Cannot open file C:\testing\score\control.cat”.

101.2.4 After exiting the CAT disk window, ‘Testing 2000’ will report the number of tests
(see figure below) transferred to USMIRS in the same way it reports MET site tests
loaded to USMIRS:

Figure 223 Testing 2000 CAT — Transfer Display
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101.3 Manual entry of Raw Score Tests (administered prior to
January 2002).

101.3.1 Raw Score entries are available by clicking the “Raw” button from the ‘Testing
2000" window. The raw score entry form will open, just fill in all information available
from the document being used to generate the raw score entry.

Date of Test  [EEG Test History
Testversion [ - | — =
Seq rurmber: I -
Metsie 1D [N
oooooo :
» Book Mumber: I - |
TacD: |
Population Group:
Bith Date: prrryrmon [
GS Fala] WK PC NO Cs AS ME MO El
i N W N § N N W N W | Commit_| et |

Figure 224 Testing 2000 — Manual Entry for Raw Scores
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102. Testing 2000 STP
102.1 Introduction

102.1.1 The following sections will give the user more instructions for the equipment or
software for processing of Student Answer Sheets.

102.1.2 If the answer sheets are being scanned using the OPSCAN 8 Scanner. Review
the operational instructions in Chapter 98 OPSCAN 8 Scanner.

102.1.3 In certain situations, it is possible that a student may have accidentally marked
bubbles that changed the test sequence number. If the user is missing a particular
answer sheet that should be in the pile, check the upper bin of the scanner output for a
test with extra bubbles populated at the top in the “DO NOT MARK IN THIS BOX”
section.

102.1.4 If a complete test does not have a valid Test Version, a window will open asking
the user to check if the student wrote the test version but filled out the bubbles
incorrectly. Check the lower output bin of the scanner—the scanner sorts any page 1
without a valid test version to the lower bin on the left. If the user can determine the
correct test version from the answer sheet, enter it in by clicking the “Correct” button on
this form. Otherwise, select the “Cannot Identify” button. Please do NOT guess the test
version.

102.1.5 WARNING: To process answer sheets, the user-id must be the same on the
OMR PC and USMIRS. In other words, the person who logs on to the OMR-PC to scan
answer sheets must be the same person who will process the test session.

102.2 OMR PC Instructions

102.2.1 To start the scanning process, select the icon for ‘Testing 2000'.

102.2.2 At the prompt, login to the user MEPS, enter the user's USMIRS login name and
password (see figure below).

Figure 225 Testing 2000 STP — USMIRS Login

102.2.3 If the logon was successful, the “Transaction Completed” message will appear.
Otherwise, the “Connection Failed: Please Try again later” message will appear.

102.2.4 After successful connection, ‘Testing 2000’ will display some start up messages
in the Title bar of the window, eventually leading to: “Testing 2000 is Ready to Process”.
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102.2.5 Click the “STP” button (see figure below).

Jii T esting2000 is Heady to Process

Figure 226 Testing 2000 STP — Ready to Process

102.2.6 At the STP window (see figure below), click “Scan Tests” to start scanning test
using the OPSCAN 8 Scanner.

Figure 227 Testing 2000 STP — Scan Tests
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102.2.7 The ‘Scan Tools’ for windows will open (see figure below) and will display the

scanned answer sheets as it scans them. ‘Scan Tools’ will “flag” tests with incorrect test
versions. The ‘Testing 2000’ will handle these tests ---- please do not rescan them.

102.2.7.1 After all sheets have been scanned, click “Stop” to return to STP window.

_I ScanTools M EE
Application  Datafile Edit Score Conwvert Achion:  Options  Configure  Help
+||Application  [Testing2000 - STP Only - 811 =
Data file Edit profile Score profile Conversion profile
|ats.dat j| |stpl]3ian.3|3|:| j| |*Nnne* j| |*Nﬂne* j|
:/Scanning - ATS .DAT
Elapsed Time: 00:00:28 Document: DD FORM 1304-5AS5 JUL 2002 Page 3
Sheets Scanned: 36 00oo2a0 01316360
Documents Processed: 36 000021 01323957

000022 01323957
24 Documents accep{lh J g 000023 01323956

| 0 Documents rejected [0%) | gggg%g g} g%gggg

.Emmenls flagged [33%) 000026 01323955

- = 000027 01323954
| HNo online commection 000028 01323954
000029 01323953
000030 01323953

| 0 Docs previously queued |

| Mo online conversion | 000031 01323952 + Scanner Error
-~ = 000032 01323952

Printing: Serial 000033 01316959 Error[s]: Last Document:

Mark Threshold: Normal oDoD34 01316958 Input hopper empty 01316959

Mark Discrimination: Medium 000035 01316958 Scanner not ready

000036 01316959 Expecting Sheet:

Start of document
Done I

Recovery:
Add sheets to input hopper.

Hescan Doc I Stop |

@ Start| i|fit Testing 2000 | [ untitied - Paint || ™ scantools | el 234 Pu
Figure 228 Testing 2000 STP — Scan Tools

102.2.8 The STP window (see figure below) will display the number of scanned tests.
These selections are available if there are NO errors.
102.2.8.1 SCAN —starts the scanner.
102.2.8.2 SCORE and LOAD - score and load the tests in USMIRS, if no errors.
102.2.8.3 MANUAL ENTRY — will bring up the manual entry windows (Para. 101.3).
102.2.8.4 CANCELS - cancel complete job.

L. T estingZ000 - STP [_ 1]
STP Processing Status

Tests Ready for Scoring: 12
Tests Seared
Tests Loaded ta MIRS

SoanTess | [[Scoreandieed |

ez | e

Figure 229 Testing 2000 STP — Number of Scanned Tests
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102.2.9 If any test(s) are missing one of its answer sheets, the Incomplete Test (see
figure below) window will be displayed.
102.2.9.1 NEW SCAN - restart scanner with found or misread answer sheets/
102.2.9.2 SKIP — reject sheet without scoring.
102.2.9.3 MANUAL ENTRY — will bring up the manual entry windows (Para. 101.3).
102.2.9.4 DISCARD SHEET - reject sheet without scoring.

Figure 230 Testing 2000 STP — Incomplete Test

102.2.10 The ‘Testing 2000’ will check for invalid test versions. It will display the ‘Verify
Test Version’ (see figure below) window with answer sequence number.
102.2.10.1 Enter the valid test version from answer sheet and click “Correct” button.

102.2.10.2 If the user cannot identify test version from answer sheet, click on “Cannot
Identify” or “ Skip’ and the test will be rejected.

Please do not guess!

Cormect Cannot Identify I Skip I

Figure 231 Testing 2000 STP — Test Version
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102.2.11 The “Duplicate Sequence Numbers” window (see figure below) will appear if
the answer sheets are read as duplicates (same sequence number, same page number
of the test, but different bubbles marked on the sheets themselves). In most cases, this
means that the scanner read the sheets incorrectly and should be recalibrated. Itis
possible, however, that a student was “doodling” on a test in the “DO NOT MARK IN
THIS AREA” block. The Duplicate answer sheet window provides some information on
which sheets were duplicates and which sheets had missing pages. Click on “OK” to
return to ‘Testing 2000" window.

Ji Duplicate Sequence Numbers

1316963 ] &)
1316963 ] 4

1316962 ]

Figure 232 Testing 2000 STP — Duplicate Records

102.2.12 Once all tests have been corrected, ‘Testing 2000 STP’ window is displayed.
Click the “Score and Load” button, which will transfer the scored tests to USMIRS.
Once all tests have been transferred, the only option remaining on the STP window will
be to close and return to the ‘Testing 2000’ main window:

STF Processing Status

Tests Ready for Scoring: 12

Figure 233 Testing 2000 STP Close Display
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102.3 Manual Student Entry (Item Entry) Instructions

102.3.1 Manual student entry will be used when the answer sheets cannot be scanned
using scanner. When typing in data from fields on the answer sheets, the manual
student entry window will only allow strokes that match the bubbles on the form. (For
example, only letters are allowed in the NAME field.) If a bubble is left blank, use a
space. If more than one bubble is marked, choose the darker bubble or enter an
asterisk.

102.3.2 Click the ‘STP’ button from the Testing 2000 main form (see figure below).
102.3.3 Click the “STP” button (see figure below).

MIL T esting2000 is Ready to Process

Scannin

a CAT ASWAD Query: Manual Entry
ete | step | s | ET | xa ]

S et Becrui | P e |

Figure 234 Testing 2000 — Main Form

102.3.4 At the STP window (see figure below), click “Manual Entry” to start manual
entry process.

Jli Testing2000 - STP [_[CT=]
STP Processing Status

Tests Ready for Scoring: 0
Tests Scored:

Tests Loaded to MIRS:

Figure 235 Testing 2000 STP — Manual Entry
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102.3.5 When the STP Manual Item Entry window (see figure below) appears, start by
entering the sequence number and test version from the test. This data is required to
start entering the test data. Do NOT guess the test version. After the information is
entered the ‘go to’ buttons will be available for selection.

I STP Manual Item Entry

Figure 236 Testing 2000 STP - Manual Item Entry window

102.3.6 The user can change pages and return to them as much as needed. The page
will remember the data it held when it was last opened and closed. If the user makes a
mistake, he/she can use the Undo Changes button to go back to the data as it was last
opened. Use the <Tab> or mouse to navigate in the window.
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102.3.7 The Page 1 STP entries (see figure below) and fill it with data from the answer
sheet. The user cannot change the test version here; it must be changed on the Main
Form.

Page 1, STP July 2002

i /[ [

I N 2

fene Sl [vere = [mene = i

I I O T =

Figure 237 Testing 2000 STP - Manual Item Entry Page 1

102.3.8 The Page 2 STP entries (see figure below) and fill it with data from the answer
sheet. Note that each option for Racial Category and Ethnic Category has its own box.
Check whatever boxes are marked.

STP Item Entry Screen Page 2

Figure 238 Testing 2000 STP - Manual Item Entry Page 2
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102.3.9 The Page 3 STP entries (see figure below) use the mouse or the board to enter

the data from the GS test. The “User Information” button explains how the mouse and
board actions work.

J].L STP Manual Item Entry

=
Subtest Editor

Required Data

Olo|o|o|u|lo|o|o|o|o|n|o|o|m|n|o|o|m|n|o|m|o|o|o|(m

Bart 1: GS Options:

Anzwer Sheet Sequence Mumber: |1 23456

Test Wersion |23A | Part1: GS

Save Test and Exit

Part 2: &R Eit ithout Save

il

Goto Page 1 Goto Page 2 | Gotof

[ -t - L o s I e

Part 3: Wik

o

Sawe Page

=

Pait 4: FC

Cancel and Close
Part 5: MK

Part B: El

Goto Page 1

a

o

Part 7: &5 Goto Page 2

o

@

Part 8: MC

o

[
=

Undo Changes

[ ]
M=

Clear This Subtest

)
[15)

L el ol el Bl ol ol Qo Qe Rl Qo Qul ol ol Qo) Qe Lol Qo Qo) f el o) Qo) Qo o)

AW

User Information 24 Clear &)l Subtests

B 0w
0 R N S e ) ) ) ) e e e e

Ooofofalofofofofalafalafalolalofololo|o|o|o|a|la|o

=

25
#A start| [ nbox - | &4 STP UL | |BY Micros... | G Explori [[i sTPIx... |5 vutitled | [#/@I5mGEIMER 948 am
Figure 239 Testing 2000 STP - Manual Item Entry Page 3

102.3.10 The window to the left of the bubbles shows the state of the answer. Possible
states include no response, one response, and more than one response (marked by an
asterisk).

102.3.11 Just as the user can switch pages of the test, the user can also switch between
each of the subtest. Make sure the user checks what part of the test the user is working
on before entering data. The number of answers in the grid will also match the number
of questions for that subtest.

102.3.12 The “Undo Changes” button will only undo recent changes to the subtest being
displayed.

102.3.13 The “Clear This Subtest” will clear only one subtest.
102.3.14 The “Clear All Subtests” will clear all the subtest(s).

102.3.15 After the test is completely filled out, click the “Save Test and Exit” button.
The program will calculate and display an unverified score for this test to help the user
catch errors.

102.3.16 The user may be asked to double-check the SS ASVAB bubble on the first
page of the test. If the user marked it correctly on Page 1, do NOT go back and change
it.
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102.3.17 The Standard Score Verification window (see figure below) will appear to
review the scores. This is the last opportunity to check the subtest scoring before the
test is submitted for record. If the student’s subtest scores are generally consistent but
one or more is considerably lower or higher than the rest, please re-check the item entry
for the subtest(s).

102.3.17.1 Click the “Submit” button to close the item entry window and return to STP
processing.

102.3.17.2 The “Cancel and Return” button will allow the user to make changes to the
test data.

Standard Score Verification

Please review standard scores before loading this test to MIRS.
as: 21 £l 29 —
AR: 3 AS: 29

LCancel and Retum
WK: 28 MC: 23
PC: 30
MK: 32

Figure 240 Testing 2000 STP - Standard Score Verification

102-10



USMIRS System Navigation Manual
Date Updated December 12, 2003 Version 1.1

Appendixes



USMIRS System Navigation Manual

Date Updated December 12, 2003

Version 1.1

103. Appendix 1 - Control Keys for Keyboard For USMIRS

AS OF September 9, 2003

KEY FUNCTION COMMENTS
<Alt> Alt Used in conjunction with other
keys

<Alt + Down Arrow>

Screen Page Down

More than one set of screens exist
— displays previous screen;

I.LE., Personal Data (OPO01) for
OPO01-1, OP01-2, AND OPO01-3

<Alt + Esc>

Toggle To Shell Window

And

Activates Window

System toggles between data entry
screen to shell window

GRAY TOOL BAR — Indicates
“Inactive Window”

BLUE TOOL BAR - Indicates
“Active Window”

<Alt + F3>

Toggle To Shell Window

System toggles between data entry
screen to shell window

<Alt + F7>

Move Window

Dimension window displays in
middle of screen to allow for
movement of window with arrow
keys

<Alt + F8>

Move Window

Dimension window displays in
middle of screen to allow for
movement of window with arrow
keys

<Alt + F9>

Minimize Window

Screen minimizes to an icon in
lower left corner

<Alt + F10>

Maximize Window

Select icon and press <Alt + F10>
and system maximizes screen to
original size

<Alt + F11>

Execute Query

Executes a query that has been
entered

<Alt + Tab>

Toggle To Shell Window

And

Activates Window

System toggles between data entry
screen to shell window

GRAY TOOL BAR — Indicates
“Inactive Window”

BLUE TOOL BAR - Indicates
“Active Window”

<Alt + Up Arrow>

Screen Page Up

More than one set of screens exist
— displays previous screen;

I.E., Personal Data (OPO01) for
OPO01-1, OP01-2, AND OPO0O1-3

<Ctrl + A>

Aptitude Screen (AA03)

Displays Aptitude Data entry
screen from calling screen.

If the SSN exists on calling screen,
then the SSN displays on the
AAO03.
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KEY

FUNCTION

COMMENTS

If the SSN doesn’t exists on calling
screen, then the AAO3 displays
without data.

<Ctrl + B>

Clear Data Block

Deletes existing data in data block.
Cursor appears in the first data
entry position within the cleared
data block.

System ready for data entry.

<Ctrl + D>

DEP Screen (OD01)

Displays DEP-IN Data entry screen
from calling screen.

If the SSN exists on calling screen,
then the SSN is displayed on the
ODO01.

If the SSN doesn’t exist on calling
screen, then the ODO1 displays
without data.

<Ctrl + Delete>

Delete Last Transaction
From Database

Prompts with Yes/No option.
Deletes displayed committed
transaction from database.
Cursor appears at top of cleared
screen.

<Ctrl + Down Arrow>

Screen Page Down

More than one screens worth of
data, |I.LE. Reconciliation screen of
17 lines — scrolls screen page
down (14 lines at a time).

Scrolls a screen length up or down
within List Of Values (LOV) pop-
ups.

<Ctrl + E>

Accession Screen (OA01)

Displays Accession Data entry
screen from calling screen.

If the SSN exists on calling screen,
then the SSN displays on OAOL.

If the SSN doesn’t exist on calling
screen, then the OAO1 displays
without data.

<Ctrl + F4>

Start Over

1) Cursor appears at top of
cleared/refreshed screen.

2) Quits data screen without save.
3) System ready for data entry.

Within DEP/Access Processing —
Moves to next screen within the
processing screen sequence.

With Testing auto merge mode on
AAO03, moves to next test record
save an exit data block.

<Ctrl + F5>

Request Of Ownership
For Applicant Record

Only On Following
Screens:

User attempts to gain ownership of
record currently displayed on
screen at owning MEPS -

1) When requesting Permanent
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KEY FUNCTION COMMENTS
AAQ03, CEO1, CNO1, MDO1, Ownership —

MDO09, OA01, OCO01,
0CO02, OD01, OEO01,
0GO01, OPO01, OQO1,
0Q03, OY01, TAOL, TPO1

MESSAGE: “REQUEST FOR
OWNERSHIP MOMENTARILY
DENIED; SSN DISPLAYED
ON SCREEN AT XXX
2) When requesting Temporary
Ownership -

MESSAGE: “REQUEST FOR
OWNERSHIP MOMENTARILY
DENIED; SSN TEMPORARILY
OWNED BY XXX".

Service user attempts to request
Ownership —

MESSAGE: “ FUNCTION NOT
PERMITTED”.

User attempts to request
Ownership on record that is
already owned by MEPS
(Permanent or Temporary) -
1) Permanent owner requesting
Permanent, Temporary or
Provisional Ownership -
MESSAGE: “REQUEST FOR
OWNERSHIP DENIED; XXX
OWNS RECORD”.
2) Temporary owner requesting
Permanent or Temporary
Ownership -
MESSAGE: “REQUEST FOR
OWNERSHIP DENIED; XXX
TEMPORARILY OWNS
RECORD”.

Update ownership (Temporary or
Permanent) shall not be
transferred if the record is
currently in data error status -

MESSAGE: “REQUEST FOR

OWNERSHIP DENIED, SSN IN
SYNCHRONIZATION ERROR”.

Host CRDB does not have the SSN
record -

MESSAGE: “RECORD NOT
FOUND AT HOST CRDB”.
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KEY

FUNCTION

COMMENTS

Host CRDB inaccessible -

MESSAGE: “REQUEST FOR
OWNERSHIP DENIED, HOST
CRDB INACCESSIBLE”.

Owner MEPS inaccessible —

MESSAGE: “REQUEST FOR
OWNERSHIP DENIED, OWNER
XXX INACCESSIBLE — MEPS
TO MEPS COMM VIA HELP
DESK”.

<Ctrl + F7>

Commit/Accept/Save

Saves data on screen and commits
transaction.

Cursor appears at top of cleared
screen.

Within LIST OF VALUES (LOV):
1) Accepts values.
2) Inserts value into appropriate
data field.
3) Closes the List Of Values
(LOV) window.
4) Cursor appears at next data
field.

<Ctrl + F10>

SSN Conflict Status

Only On Following
Screens:

AAO03, CNO1, MDO01,
MDO09, OA01, OCO01,
0C02, OD01, OEO01,
0G01, OPO01, 0OQO1,
0Q03, OY01, TAO01, TPO1

For display of alert window.

Assigning or clearing a conflict
SSN record will be restricted to
users who have the OPERATION
ADMIN ROLE assigned to them.

User accesses a conflict record -
MESSAGES:

1) NOT OWNER: “READ-
ONLY RECORD OWNED
BY XXX; CONFLICT
SSN”.

2) TEMPORARY OWNER:
“TEMPORARILY OWNED
FROM XXX; CONFLICT
SSN”.

3) PERMANENT OWNER:
“CONFLICT SSN”.

If an attempt is made to change
data to a conflict record -
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KEY

FUNCTION

COMMENTS

MESSAGE:

1) NOT OWNER:
“FUNCTION NOT
PERMITTED".

2) TEMPORARY OWNER:
“FUNCTION NOT
PERMITTED IN
TEMPORARY
OWNERSHIP MODE",
applies to SSN Change on
OPO1.

3) PERMANENT OWNER —
MESSAGE: “FUNCTION
NOT PERMITTED; SSN
IN CONFLICT", applies to
user attempting to modify
data on OY01, OCO01 and
0Co02.

<Ctrl + F11>

Enter Query

Refreshes screen and allows a
guery to be initiated.

Applicable mostly on OUO2 and
ou0s3.

<Ctrl + H>

N Status (OQO03)

Displays N-Status screen from
calling screen.

If SSN exists on calling screen,
then SSN displays on OQO03.

If SSN does not exists on calling
screen, then OQO03 SSN displays
without data.

<Ctrl + I>

Forms/Reports Screen
(OU10)

Displays FORMS/REPORTS screen
from calling screen.

<Ctrl + J>

USMEPCOM FORM 727
Processing List (CNO1)

Displays CNO1 USMEPCOM FORM
727 Processing List from calling
screen.

<Ctrl + K>

Show Keys

Displays definitions for function
and administrative keys.

<Ctrl + L>

List Of Values (LOV)

Displays valid entries for data
fields.

List Of Values (LOV) created for
when more than one value exists.

<Ctrl + M>

Medical Screen (MDO01)

Displays Medical Data entry screen
from calling screen.

If the SSN exists on calling screen,
then the SSN displays on MDO1.

If the SSN does not exist on calling
screen, then MDO1 displays
without data.
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KEY

FUNCTION

COMMENTS

<Ctrl + N>

Last Field

Cursor moves to bottom of screen,
first position within last data field.

<Ctrl + O>

680ADP Screen (ADP680)

Displays PCN 680ADP screen from
calling screen.

If the SSN exists on calling screen,
then the SSN displays on ADP680.
If the SSN does not exist on calling
screen, then ADP680 displays
without data.

Page through with 'PAGE UP' and
'PAGE DOWN'.

<Ctrl + P>

Personal Screen (OP01)

Displays Personal Data entry
screen from calling screen.

If the SSN exists on calling screen,
then the SSN displays on OPO01.

If the SSN does not exist on calling
screen, then OPO01 displays
without data.

<Ctrl + Q>

Query Screen (CEQ5)

Displays Applicant Query screen
from calling screen.

<Ctrl + R>

Display Error

Displays records error window
identifying field error

OR

MESSAGE: “NO ERRORS
EXIST TO DISPLAY”.

<Ctrl + S>

First Field

Cursor moves to top of screen at
first position within first data field.

<Ctrl + T>

Edit Free Text Window

Displays pop-up free text window
area.

Allows edit capability.

<Ctrl + U>

Clear Data Field

Deletes existing data in data field.
Cursor appears in first data entry
position within data the cleared
data field.

System ready for data entry.

<Ctrl + Up Arrow>

Screen Page Up

More than one screens worth of
data, I. E., Reconciliation screen of
17 lines — scrolls screen page up
(14 lines at a time).

Scrolls a screen length up or down
within List Of Values (LOV) pop-up
windows.

<Delete>

Delete

Deletes one character at atime to
the right of the cursor.

<Down Arrow>

Down Arrow

Cursor moves down to next line
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KEY FUNCTION COMMENTS
<Enter> Select Within menus — selects menu
option.
Within screens — cursor move to
next data field (like <Tab> key).
<SC> Esc Used in conjunction with other
keys.
Exits from List Of Values (LOV)
without selection.
<F1> Data Field Property Displays property window.
<F4> Print Form / Print Screen Print screen.

Allows selection of printer
destination.

<Insert> OFF Type Over Types over existing keystroke

character (s).
<Insert> ON Insert Overstrike replacement.

Inserts keystroke character (s).
<Num Lock> Num Lock Allows the use of numeric keypad.
<Left Arrow> Left Arrow Cursor moves backward to next

character one character at a time
<Right Arrow> Right Arrow Cursor moves forward to next

character one character at a time
<Shift> Shift Used in conjunction with other

keys.

<Shift + Down Arrow>

Next record

Displays next SSN record.

Displays at bottom of screen:
“AT LAST RECORD".

<Shift + F2> Delete Accession and Create a 'M005' / 'M006'.
DEP Data From 'OA01' /
'‘OD01' Screens
<Shift + F2> Delete Record From Prompts with ‘Yes/No’ option.

MEPS DB And CRDB
(HOST)

Deletes displayed communicated
transaction from database and
HOST.

Cursor appears at top of cleared
screen.

Generates and MOO transaction to
the HOST.

*AUTHORIZED MEPS
PERSONNEL ONLY**
OPERATION ADMIN ROLE
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KEY FUNCTION COMMENTS
<Shift + F6> Commit Transaction And Save data on screen and commits
Print 680ADP or transaction.
applicable form output
product (i.e., OY01=DD Cursor appears at top of cleared
Form 93, OC01=DD Form screen.
4)
Prints 680ADP or applicable output
products.
System ready for data entry.
<Shift + F9> Return To Main Menu Returns operator to USMIRS Main

Menu without save.

<Shift + Tab>

Tab Back

Tab backward cursor to previous
data field one data field at a time.

<Shift + Up Arrow>

Previous Record

More than one record displays
previous SSN record.

Displays at bottom of screen
number of records.

<Space bar>

Space

Cursor moves one character at a
time to the right and enters a
space on the screen.

<Tab>

Tab Forward/Next Field

Tab forward cursor to next data
field one data field at a time.

Within List Of Values (LOV) —
cursor move down to next line one
line at a time (like the arrow down

key).

<Up Arrow>

Up Arrow

Cursor moves up to next line
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104. Appendix 2 - Racial and Ethnic Code
104.1 Racial Code Table

CODE |[SELECTED CATEGORY

A American Indian/Alaska Native

B Asian

C Black or African American

D Native Hawaiian or other Pacific Islander

E White

F Decline to Respond
Identification Pending (used in mortuary affairs and graves registration) ** NOT
USED IN MEPCOM DATA,; Mobilization Purposes Only **|dentification Pending

G (used in mortuary affairs and graves registration)

H American Indian/Alaska Native, Asian

J American Indian/Alaska Native, Asian, Black or African American

American Indian/Alaska Native, Asian, Black or African American, Native Hawaiian
K or other Pacific Islander

American Indian/Alaska Native, Asian, Black or African American, Native Hawaiian
L or other Pacific Islander, White

M IAmerican Indian/Alaska Native, Asian, Black or African American, White
N American Indian/Alaska Native, Asian, Native Hawaiian or other Pacific Islander
American Indian/Alaska Native, Asian, Native Hawaiian or other Pacific Islander,
P \White
Q American Indian/Alaska Native, Asian, White
R American Indian/Alaska Native, Black or African American
American Indian/Alaska Native, Black or African American, Native Hawaiian or other
S Pacific Islander
American Indian/Alaska Native, Black or African American, Native Hawaiian or other
T Pacific Islander, White
U American Indian/Alaska Native, Black or African American, White
\Y American Indian/Alaska Native, Native Hawaiian or other Pacific Islander
W American Indian/Alaska Native, Native Hawaiian or other Pacific Islander, White
X American Indian/Alaska Native, White
Y IAsian, Black or African American
Z IAsian, Black or African American, Native Hawaiian or other Pacific Islander
1 Asian, Black or African American, Native Hawaiian or other Pacific Islander, White
2 IAsian, Black or African American, White
3 Asian, Native Hawaiian or other Pacific Islander
4 Asian, Native Hawaiian or other Pacific Islander, White
5 Asian, White
6 Black or African American, Native Hawaiian or other Pacific Islander
7 Black or African American, Native Hawaiian or other Pacific Islander, White
8 Black or African American, White
9 Native Hawaiian or other Pacific Islander, White
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Code Description
A HISPANIC OR LATINO
B NOT HISPANIC OR LATINO
D DECLINE TO RESPOND

104.3 Database Conversion Process

104.3.1 Execute the below conversion process by 1 Jan 03 to support the
implementation of the new Race and Ethnic Codes on 1 Jan 03.

104.3.2 Race Conversion Process Table.

Current MEPCOM Code - Description

New DOD Code - Description

R - American Indian/Alaskan Native

A - American Indian/Alaska Native

N - Black/Negro/African American

C - Black or African American

C - White/Caucasian

E - White

M - Oriental/Asian/Pacific Islander

D - Native Hawaiian or Other Pacific Islander

X — Other

F - Declined to Respond

Z — Unknown

F - Declined to Respond

104.3.3 Ethnic Conversion Process Table.

Current Code

New Code

Y - Spanish/Hispanic

A - Hispanic or Latino

N - Not Spanish/Hispanic

B - Not Hispanic or Latino

Blank D

NOTE: Blank applies for records existing prior to implementation of Spanish/Hispanic

data item.

104.3.4 Ethnic Conversion Process (STP) Table

Current Code New Code
1 A
2 B
Blank D

104.3.5 Interface Conversion Process. Coordination is currently ongoing with external
agencies related to interface file changes. If the end result determines an agency
cannot meet the requirement of providing new, then old codes received electronically for
interfaces will be converted per 3.a. and 3.b. above.
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104.3.6 DSS/OPM (FBI) Jan 03 Conversion Process. This relates to the translation of
the DOD codes, as stored in MIRS, to the EFTS standard, as used by the FBI to process

electronic fingerprint submissions.

Current mapping of USMEPCOM Race Codes to FBI Electronic Fingerprint
Transmission Specification System Code Descriptions
Current Current MEPCOM FBI FBI Electronic
MEPCOM Codes |Description Codes |Fingerprint
Transmission
Specification System
Code Descriptions
R A PERSON HAVING --- maps to ---> || Subject is American
ORIGINS IN ANY OF THE Indian, Eskimo, or
ORIGINAL PEOPLES OF Alaskan native or a
NORTH AMERICA. person having origins in
any of the 48 contiguous
states of the United
States or Alaska who
maintains cultural
identification through
tribal affiliation or
community recognition
N A PERSON HAVING ---maps to ---> B Subject is a person
ORIGINS IN ANY OF THE having origins in any of
BLACK RACIAL GROUPS OF the black racial groups of
AFRICA OR OTHER AREA. Africa
C A PERSON HAVING --- maps to ---> (W Subject is Caucasian,
ORIGINS IN ANY OF THE Mexican, Puerto Rican,
ORIGINAL PEOPLES OF Cuban, Central or South
EUROPE, NORTH AMERICA, American or other or
OR MIDDLE EAST other Spanish culture or
origin regardless of race
M A PERSON HAVING --- maps to ---> |A Subject is Chinese,
ORIGINS IN ANY OF THE Japanese, Filipino,
ORIGINAL PEOPLES OF Korean, Polynesian,
ASIA INCLUDING Indian, Indonesian, Asian
CHINA,JAPAN, AND KOREA Indian, Samoan, or any
other Pacific Islander
z UNKNOWN --- maps to ---> |U Subject is of
indeterminable race
X OTHER --- maps to ---> |U Subject is of
indeterminable race
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105. Appendix 3 - Rules for Purging Applicant Data

Projection Data.
What is purged: Projection data.
When it's purged: Purge 2 years after POOOP Date of Action.

RID O/Record with only Personal Data and Projection Data.
What is purged: Entire Applicant Record (Overall).
When it's purged: Purge 2 years after AOOOV WKID Date of Action.
Note: B300 & BOMO WKID(s) do not create or modify a RID.

RID 1/Record with only Aptitude Data.
What is purged: Entire Applicant Record (Overall).
When it's purged: Purge 2 years after last ASVAB or SSASVAB Date of Test.

RID 2/Record with only Medical Data.
What is purged: Entire Applicant Record (Overall) if only a RID 2.
When it's purged:
1) Record with Full Physical (B010, B020, and B040)
a) With status code “P” or “L”, purge 2 years after last Date of Full Physical.
b) With status code “E”, “J", or “R”, purge 7 years after last Date of Full Physical.
2) Record with only Prescreen (B030) (i.e., no Full Physical exists — B010, B020,
and B040)
a) With status code “L”, purge 2 years after last Date of Prescreen.
b) With status code “J” or “R”, purge 7 years after last Date of Prescreen.

RID 3/Record with both Aptitude and Medical Data. The RID 3 code replaces either
RID 1 or 2; i.e., the record has a RID 1 and upon commit of the Medical Data the RID 1
will change to a RID 3. Another example, the record has a RID 2 and upon completion of
the Aptitude Data the RID 2 will change to a RID 3.
When it's purged:
1) The Aptitude Data — Rules above in RID 1 “When” apply. The applicant’s RID is
recalculated accordingly with a cascading effect if Medical Data is still valid (RID 2),
or if both Aptitude and Medical Data is purged and Personal Data is valid (RID 0), or
if the Entire Record (Overall) qualifies for purging then no RID.
2) The Medical Data — Rules above in RID 2 “When” apply. The applicant’s RID is
recalculated accordingly with a cascading effect if Aptitude Data is still valid (RID 1),
or if both Aptitude and Medical Data is purged and Personal Data is valid (RID 0), or
if the Entire Record (Overall) qualified for purging then no RID.

RID 4/Record in DEP-In Enlistment Status.
What is purged: DEP Data.
When it's purged:
1) SPF other than DAR and DNV - Purge 545 days after DEP Date of Enlistment.
2) SPF of DAR and DNV - Purge 2 years after DEP Date of Enlistment.

Post Purge Actions: Immediately upon the purging of DEP Data the following occurs:
1) Automatic creation of a:
a) BOO3D WKID with Reason “ZZZ” if the DEP record is 545/2 years (DAR and
DNV) beyond DEP Date of Enlistment.
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b) BO03J WKID with Reason "ZZY" 30 days from Drug Result Date in the BOD0J
WKID; applies to Regular components. Also see Section 5.3.19.40.
2) The record is recalculated to a RID 7 and then all RID 7 purge criteria apply.

Note: All Aptitude Data remains valid while in enlistment status; i.e., RIDs 4, 5, and
6, and the Purge Aptitude date will always appear. The Aptitude Data will not be
deleted even if the Purge Aptitude date is in the past. If the Purge Aptitude date is in
the past, then an indicator will display on TPO5 identifying Aptitude Data is still valid.

Note: All Medical Data purges based upon Medical Data purge criteria identified in
RID 2 above.

RID 5/Record in Accession Enlistment Status.
What is purged: Entire Applicant Record (Overall).
When it's purged:
1) Purge 3 years after Accession Date of Enlistment for Reserve/Guard components
with an accession status code of “A”.
2) If BOOOC, purge 3 years after BOOOC Date of Action.

Note: All Aptitude Data remains valid while in enlistment status; i.e., RIDs 4, 5, and
6, and the Purge Aptitude date will always appear. The Aptitude Data will not be
deleted even if the Purge Aptitude date is in the past. If the Purge Aptitude date is in
the past, then an indicator will display on TPO5 identifying Aptitude Data is still valid.

Note: All Medical Data purges based upon Medical Data purge criteria identified in
RID 2 above.

RID 6/Record in Accession Enlistment Status with previous DEP Enlistment data.
What is purged: Entire Applicant Record (Overall).
When it's purged:
1) If BOO1B (Regular components with an accession status code of “B”), purge 3
years after Accession Date of Enlistment
2) If BOO1C, purge 3 years after Accession Date of Enlistment
3) If BOOOC, purge 3 years after BOOOC Date of Action.

Note: All Aptitude Data remains valid while in enlistment status; i.e., RIDs 4, 5, and
6, and the Purge Aptitude date will always appear. The Aptitude Data will not be
deleted even if the Purge Aptitude date is in the past. If the Purge Aptitude date is in
the past, then an indicator will display on TPO5 identifying Aptitude Data is still valid.
Note: All Medical Data purges based upon Medical Data purge criteria identified in
RID 2 above.

RID 7/Record in DEP Discharge Status.
What is purged: Entire Applicant Record (Overall).
When it's purged:
1) If DEP Discharge Status Code is “D”, purge 2 years after DEP Date of Discharge.

2) If DEP Discharge Status Code is “J”, “N”, or “R”, purge 7 years after DEP Date of
Discharge.

Note: All Aptitude Data purges based upon Aptitude Data purge criteria identified in
RID 1 above.

Note: All Medical Data purges based upon Medical Data purge criteria identified in
RID 2 above.
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RID 7 Special Processing Rules (these are not purge related)

1.

DEP Discharge PAMDEHO Code of "D", "J", or "R" is removed and recalculated when
any of the subsequent re-enlistment WKID(s) is committed*: B002A, BOO1A, B001B,
and BO01C. Upon commit of the re-enlistment WKID, DEP Discharge Data (Reason,
Date, and SPF) is retained and the RID is recalculated accordingly.

DEP Discharge PAMDEHO Code of "N" is removed when cleared using the N Status
screen (OQO03).

DEP Discharge PAMDEHO Code of "J" or "R" is not calculated within the Overall
Status Code when a subsequent medical WKID of "B010, 2, 4, 6, 7, or 8" is committed.

The Applicant Record RID code is recalculated to a RID 4, 5, or 6 when any of the
following enlistment WKID(s) are committed: BO0O2A, BO01A, BO01B, BOO1C.

Posting of subsequent processing transactions after a DEP Discharge other than
B002A, BOO1A, B001B, and B0O0O1C does not change RID (l.E., RID remains 7).

Rules for Calculating Purge Periods
Rules for calculating the Purge period; after 2 years, 3 years, 7 years:

1) One year from 28-FEB-03 (or any year prior to a leap year) is 29-FEB or the
following year (366 days).

2) One year from 29-FEB-04 (or any leap year) is 28-FEB of the following year (365
days).

3) One year from any other date is the same calendar date in the following year (365
or 366 days).

4) 2, 3 or 7 year purge periods are calculated by sequentially applying the above
rules. These rules standardize the way leap years are accounted for. The following
illustrates how these rules are applied:

DATE +1 YEAR DAYS | +2 YEARS | DAYS | +3 YEARS | DAYS | +7 YEARS | DAYS
28-FEB-02 | 28-FEB-03 365 29-FEB-04 731 28-FEB-05 1096 | 28-FEB-09 | 2557
01-JAN-03 | 01-JAN-04 365 01-JAN-05 731 01-JAN-06 1096 | 01-JAN-10 | 2557
27-FEB-03 | 27-FEB-04 365 27-FEB-05 731 27-FEB-06 1096 | 27-FEB-10 | 2557
28-FEB-03 | 29-FEB-04 366 28-FEB-05 731 28-FEB-06 1096 | 28-FEB-10 | 2557
01-MAR-03 | 01-MAR-04 366 01-MAR-05 731 01-MAR-06 | 1096 | 01-MAR-10 | 2557
28-FEB-04 | 28-FEB-05 366 28-FEB-06 731 28-FEB-07 1096 | 28-FEB-11 | 2557
29-FEB-04 | 28-FEB-05 365 28-FEB-06 730 28-FEB-07 1095 | 28-FEB-11 | 2556

Note: Calculation of Eligible Dates (Testing, Medical, etc) is not affected by this purge

calculation process.
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106. Appendix 4 - USMIRS Data Entry Screens

SCREEN

WKID(s) Created

Data

YES

NO

Display
Only

Projection
Created /
Modified

Individual
Print
Products

*AAO03 — Aptitude Data

X

ADP680 — USMEPCOM PCN 680ADP

X

*CEOQ1 —Service Enlist (SPF Dependent)

CEO5 — Query

X

*Processing List

*MDO1 — Medical Data

MDO08 — Print Med Brief

*MDO09 — Alcohol Test

*OA01 — Accession Data

*OC01 — DD Form 4-1/2

*OC02 — DD Form 4-3

*ODO01 — DEP In Data

*OEO1 — ENTNAC Data

*OG01 — DEP Discharge

XXX

OMO1 — Applicant Database Query

*OP01 — Personal Data

*0QO01 — PEI/PAI

*OQO03 — N Status

XXX

OU10 — Forms and Reports

*OY01 — DD Form 93

*ORO01 — Quality Review Process

*TAO01 — Check In / Check Out

*TP01 — Packet Form Charge In/Out

TPO7 — Print Labels

X[X|X

X

* Ownership can be requested from there screens via the <Ctrl + F5> keys combination.
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107. Appendix 5 - Calculating PAMDEH, PAMDEHO, and
Rid

1. The following strategy will be used to calculate PAMDEH:
(a) Derive PAMDEH from Work History
(b) Sort Work History as recorded
(c) Do not take into consideration WKID(s) that do not change status
(d) If no Recruit ID exists, then PAMDEH is null
(e) Calculate PAMDEH:
_____ - AOOQV — Assigned
(@ V__ __ N-BOOON WKID in Work History
(b) V__ N __ -BOO3N WKID in Work History
_____ - BOOOP/B000 WKID in Work History when the number of
- BOOOP/B0O00 WKID in Work History when previous BOO3N
exists and discrepancy code 7 is missing
(2) VX ___ _-B300P WKID in Work History
(&) The JOOOV to reverse the B300P will change the "X" under the "A" in
PAMDEH to Blank or Previous Code if Aptitude Data exists.
(3) V#_ - B100#, B200#, B400#, B500#, B600#, J900# WKID in Work History - #
= Aptitude status
(4) V_X___-BOMOP WKID in Work History
(&) The JOOQV to reverse the BOMOP will change the "X" under the "M" in
PAMDEH to blank or Previous Code if Medical Data exists.
(5) V_#_ _ _ -B010#, B020#, BO30#, BO40#, BO50#, BO60#, BO70#, BO80# JO90#,
BODO# WKID in Work History - # = Medical Status

(a) Lab results cannot change existing Status E or R

(b) Negative HIV or Drug results do not change existing Status L, J, R, or E
(6) V__#_ _ -BO003#, JOO7# WKID in Work History - DEP Discharge Status
(a) WKID M007 removes "D", "J", "R", or "N" from fourth PAMDEH position.
(b) WKID B0O02A, BO0O1A, B0O01B, and BO01C remove "D", "J", "R", or "N" from
fourth PAMDEH position.
(7) V__A__ -B002A WKID in Work History - DEP Status
(a) WKID(s) BOO5D and M004 remove "A" from fourth PAMDEH position.
(8) V___# -B001#, BOOOC WKID in Work History - # = Accession Status
(a) WKID B001D removes "A" or "B" from fifth PAMDEH position;
(b) M0OO05 removes "A" from fifth PAMDEH position;
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(c) M006 removes "A/B" from fourth/fitth PAMDEH position;

(9) After calculation of PAMDEH based on work history, the product will adjust the status
of aptitude, medical, DEP, DEP discharge, and accession according to presence or
absence of corresponding data in MEPS USMIRS DB.

2. The following strategy will be used to calculate PAMDEHO:

(a) Calculate PAMDEH as described above. Evaluate status codes from left to right. Use
status with lowest priority based on priority list from MIRS_LOOKUP table WRK_STAT
(\mepcom-fs1\CRDB-NRT\WRK_STAT (19Aug03).xls)

(b) Disregard DEP Discharge status codes "J", "R" or “D” if medical data is more recent than
DEP Discharge data.

3. The following strategy will be used to calculate RID:

(a) Derive RID from PAMDEH unless positions 2 or 3 are “X”. If positions 2 or 3 are “X”,
then derive RID based on the presence or absence of the corresponding data. Disregard
DEP Discharge status codes "J", "R" “D” or “N” if medical data is more recent than DEP
Discharge data

(b) P - Personal Data (V)-RID 0

(c) A - Aptitude Data (“P", “G”, “M”, “K”, “H") - RID 1. If position A is 'X' (ASVAB not
required), derive the RID based on the presence or absence of Aptitude test data.

(d) M - Medical Data (“P”, “L", “J", “E”, “R") - RID 2 or 3 (aptitude data present). If position M
is 'X' (medical not required), derive the RID based on the presence or absence of
Medical Data.

(e) D - DEP Data (A) or DEP Discharge data (“N”, “J", “R”, “D") - RID 4 or 7.

(f) E - Accession data (“A”, “B”, “C") - RID 5 or 6 (DEP Data present)

(g9) H—not consider if N is present.
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108. Appendix 6 — Ownership Modes
108.1 Types of Record Ownership

108.1.1 Electronic Record Owner refers to Temporary or Permanent Owning MEPS DB
where the applicant’s electronic record resides authorizing update authority.

108.1.2 Packet Record Owner refers to Permanent Owning MEPS where the applicant’s
hardcopy file room packet physically resides.

108.2 Types of Ownerships

108.2.1 Permanent -

Electronic Record Owner with full update authority.
Packet Record Owner.
108.2.2 Temporary -

Electronic Record Owner for WKID/transaction Commit or 15 minutes (whichever
is sooner) with limited record update authority; the new TIME LEFT field near
status line will count down the 15 minutes.

108.2.3 NOT Owner -

Electronic Record Viewer (Read Only) with no update authority.
NOT Packet Record Owner.

108.2.4 Provisional Owner -

Electronic Record Owner with full update authority during a Failure Mode.
NOT Packet Record Owner.

108.3 On Screen Displays

108.3.1 The MEPS will enter the Social Security Number. The USMIRS system will
retrieve the record from the CRDB and display record. The Status Line will display the
Ownership of applicant's Record. The Status Line color will be: Permanent = Gray,
Temporary = Green, Read only = Yellow.

108.3.2 To change the Ownership (if necessary), the user will press <Ctrl + F5> to
display the “Request Ownership Mode” pop-up window (see figure below). Select one of
the Ownership Mode (Temporary, Permanent) or Exit.

= OWMERSHIF MODE
==

Temporary 15 min Record Ounership
Mail/Fax Source Documents to
Owning MEPS

PermanentRermanent Record Ounership
Submit Packet Ouwnership Reg

Figure 241 Request Ownership Mode Pop-up Window
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108.3.3 If the user is granted Temporary ownership, they will also be allowed to cancel
the Temporary ownership request and revert record ownership back to Permanent
Owner or request Permanent ownership of the temporary owned record by pressing
<Ctrl + F5> to display the pop-up window (see figure below).

= OWMERSHIF MODE
===

Cancel: Revert Temporary Ownership

Back to Permanent Owner

PermanentPermanent Record Ounership
Submit Packet Ownership Rec

Figure 242 Ownership Cancel Pop-up Window

108.3.4 The system will display action-related hints in the Message Line when the user
navigates to an action button on either Ownership Mode pop-up screens.

TEMPORARY - press <TEMPORARY> to request temporary ownership.
PERMANENT: press <PERMANENT> to request permanent ownership.
CANCEL - press <CANCEL> to revert temporary ownership.

EXIT - press <EXIT> to return to form.

108.3.5 If the SSN is being updated by another MEPS or there are problems with
Synchronization, messages will be displayed.

108.3.6 If the SSN is not being updated, the record of SSN will be displayed for
Permanent or Temporary Ownership.

108.3.7 If the SSN is not found on CRDB, the not found message will appear on the
OPOL1 screen.

108.4 Example of Provisional Owner

MEPS A COMMUNICATION MEPS B
Creates Record Record transmitted to HOST Request Permanent
Ownership

Communication is down at
receiving MEPS

Can not send message (DA
200) to MEPS A

Provisional Owner

If no transaction was
created for record

Communication is resolved

Becomes Permanent
Owner of record

If a transaction was
created for record

Communication is resolved

Still at Provisional Owner

HELP DESK is need to
fix MEPS

HELP DESK is need to fix
MEPS
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109. Appendix 7 — Ownership Modes with Output Products

Permanent: Allows the Permanent Owning MEPS to always query or print an owned
SSN record, regardless if also owned by a Temporary Owner or queried by a Read-only.

Submitter: Allows the MEPS who created (Read-only, Temporary, Permanent) the
corresponding WKID/transaction to query or print from the identified screen/output

product.
OU10 Forms and Reports
Output Product Screen Options/Description Status
ZHMO001, ENTNAC Results PCN ZHMO001 — ENTNAC Status Report Permanent
ZHMO002, DAT Results PCN ZHMO002 - Drug and Alcohol Processing Eligibility  |Permanent

Roster

ZHMO003, ENTNAC Pending

PCN ZHMO003 - Report of Daily ENTNAC Submissions

Submitter, where BOO6A, M, R created

ZHMO005, HIV Results

PCN ZHMO005 — HIV Results Roster

Permanent

ZHMO080, Merged Test

PCN ZHM080 - Merged Test Roster

Submitter, where tests merged

ZHM088, Unmerged Test

PCN ZHMO088 — Unmerged Test Roster

Submitter, where unmerged test
transferred into hold area by
Testing 2000 or CAT-ASVAB by
submitter

ZHM102, 30-day DEP-Out

PCN ZHM102 - Projected DEP-Out Roster

Permanent

ZHM103, Purge

PCN ZHM103A — Purge Roster, Sorted Alphabetically

PCN ZHM103B — Purge Roster, Sorted SSAN

Permanent, where purge_table exists

ZHM122, Duplicate Records PCN ZHM122 - Duplicate Records List Permanent
ZHM126, Overdue PCN ZHM126 - Overdue Packets Report Permanent
ZHM127, No Show PCN ZHM127 - No-Show Report Permanent
ZHM129, Projection Conflicts PCN ZHM129 - Projection Conflicts Roster Permanent

CRO01, Process Results

Output Product Sceen Option/Description Status
N/A 21. HIV Pending Submitter, where “5A” created
N/A 22. DAT Results Pending Submitter, where “TT" created

ZHMO003, ENTNAC Pending

23. ENTNAC Results Pending

Submitter, where BO06A, M, R created

ZHMO005, HIV Results 18. Host HIV Results Permanent
ZHMO002, DAT Results 19. Host DAT Results Permanent
ZHMO001, ENTNAC Results 20. DIS/Host ENTNAC Results Permanent

ZHMO082, DEP-In

16. DEP IN Roster

Submitter, where BO02A created

ZHMO084, Accession

17. Accession Roster

Submitter, where B001A, B, C created

CEQ5, Database Query

Output Product Screen Option/Description Status
N/A 3. HIV Results Pending Submitter, where “5A” created
N/A 4. DAT Results Pending Submitter, where “TT" created
N/A 5. ENTNAC Results Pending Submitter, where BOO6A, M, R created
N/A 6. Applicant Location in MEPS Permanent, where checked in
N/A 7. DEP-Out Shippers Permanent
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N/A |8. Reserve/Guard Shippers Permanent
Miscellaneous
Output Product Screen Option/Description Status
AA06, SSASVAB Intent to Combine Short STP and CAT ASVAB Submitter who transferred test MEPS
USMIRSDB
OMO1, Database Query Applicant Database Query2 Permanent only

Option 1-5

OR-Series, Reconciliation

ORO1, Testing
OR02, Medical
OR03, Operations

Submitter, where transaction/WKID
created

TAO1, Check-in

Check In/Check Out

For permanent owner regular screen with
today’s tracking information created by
them, otherwise roll-up screen

TPO1, Packet Tracking

Packet Form Charge In/Out

Submitter, where packet is owned

ZHM127 / TP02, No Show No Show Roster Permanent, where projected and not
checked in
ZHM103A,S / TP05, Purge Packet Purge Permanent, where purge table exists
TPQ7, Print Labels Packet/File Label Submitter, where projected
ID Badge

Specimen Label

TP08, Projected Workload

Projected Workload Accounting

Submitter, where transaction created

TP09, Actual Workload

Actual Workload Accounting

Submitter, where applicant WKID
created

ZHM126 / TP10, Overdue

Overdue Packet Roster

Permanent, where complete or
incomplete packet exists. Previous
owner, where complete or incomplete
packet is not charged out

ZHM128 / TP11, Applicant Location

Applicant Location Roster

Permanent, where checked in

0Q01, PEI/PAI - View All Option

View Al (by SSN)

Permanent
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110. Appendix 8 — SSN Conflict Records

110.1.1 During the creation of a new applicant record, it may be discovered an existing
applicant record has the same SSN. Another MEPS or even the same MEPS may own
this applicant record. In this situation, the user is given the option of setting the status of
the existing record to SSN Conflict status.

110.1.2 A new applicant record may be created while the Host CRDB is unavailable.
When the Host CRDB is available and it is discovered the SSN already exists on the
Host CRDB, the new record will be set to SSN Conflict status.

110.1.3 During access of an SSN record, there may be more than one applicant records
on the MEPS USMIRS DB or Host CRDB for the same SSN. In this situation, the user is
given the option of selecting which SSN record to gain access to.

110.1.4 The USMIRS “SSN Conflict Records” shall allow the following actions:

MEPS to post data (transaction/WKID) for a duplicate SSN record to the MEPS
USMIRS DB and Host CRDB (instead of rejecting a record).

MEPS to retrieve data for duplicate SSN records.
Shall track duplicate SSN record discrepancies until resolved.
Alert the operator when a duplicate SSN record is accessed.

110.1.5 The MEPS will have access to the SSN Conflict Alert Window using the <Ctrl +
F10> to process from any of the MEPS USMIRS data screens listed:

680ADP - USMEPCOM PCN 680ADP
AAO3 - APTITUDE DATA

CNO1 - PROCESSING LIST

MDO1 - MEDICAL DATA

MDO9 - ALCOHOL TEST

OAO1 - ACCESSION DATA

OCO1 - DD FORM 4-1/2

OCO02 - DD FORM 4-3

ODO1 - DEP-IN DATA

OEO1 - ENTNAC DATA

OGOl - DEP DISCHARGE

OPO1 - PERSONAL DATA

0QO1 - PEI/PAI

0Q03 - N STATUS

OY01 - DD FORM 93

QRO1 - QUALITY REVIEW PROCESS
TAO1 - CHECK-IN/CHECK-OUT

110.1.6 If during the creation of a new applicant record / J Correction SSN Change
(commit of AOOOV/JO00V SSN Change) it is discovered an applicant record already
exists on either the MEPS USMIRS DB or the Host CRDB with the same SSN, the
following Acknowledgement Message will be displayed:
"RECORD CREATED BY xxx ON xxxx-xx-xx/hhmmss; VERIFY SSN CARD"
requiring user to acknowledge the system response thus requiring the system to
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perform a re-query of the SSN for display of the applicant record in Read-only
("xxx" = MEPS ID and "xxxx-xx-xx/hhmmss" = Date and Time A0O00V WKID
Committed at other MEPS).

110.1.7 The user will then have the option of placing either the new applicant record
being entered or the existing applicant record into SSN Conflict status via <Ctrl + F10>
for display of Alert Window. The ability to create a SSN Conflict record will be restricted
to users who have the OPERATIONS_ADMIN role assigned to them.

110.1.8 If, when changing the SSN of an existing record, it is discovered an applicant
record already exists on either the MEPS USMIRS DB or the Host CRDB with the same
SSN, the user will be given the option (see figure below) of placing either applicant
record into SSN Conflict status. Use <Left/Right Arrow> to select SSN and press
<Enter>.
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Figure 243 Choose SSN Selection Window

110.1.9 When an SSN Conflict is detected during initial entry/changing of an SSN, the
information will display automatically in a pop-up window (see figure below) “XXX-XX-XXXX
IN CONFLICT" List of Values. Use <Up/Down Arrow> to highlight selection and press
<Enter>.

Drivers 1

rloce of Eivth Find aK Cancel

Choices in list: 2
[Record: 1711 [ [ Insert [

™ EIAFEF Y 4 T B EIAFPFY 4 K. & FIAFE Y
Figure 244 SSN(s) in Conflict
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110.1.10 A new applicant record may be created while the Host CRDB is unavailable
(the MEPS USMIRS DB was unable to check the SSN prior to creating the record) or
during the Host CRDB/MEPS USMIRS DB Synchronization Cycle. When the Host
CRDB is available or the Synchronization Cycle occurs and it is discovered the SSN
already exists on the Host CRDB, the new duplicate applicant record will be set to SSN
Conflict status and the MEPS USMIRS DB will automatically create a VOOOC WKID with
Username “USMIRSDB” and a BOOON WKID with Username “CONFLICT".

110.1.11 Once an applicant record is set to SSN Conflict status, data entry cannot occur
on the following MEPS USMIRS data screens until the SSN Conflict status is cleared:
ODOL1 (B002A), OA01 (BO01A, B0O01B, BO0O1C, BOOOC), OEO1 (BOO6A, BOO6M,
BOO6R), OCO01, 0C02, and 0YO0L1.

Stop Message in Message Line on ODO01 at attempt of commit: "INELIGIBLE TO
DEP; SSN IN CONFLICT"

Stop Message in Message Line on OAO01 for Accession Enlistments at attempt of
commit: "INELIGIBLE TO ACCESS; SSN IN CONFLICT"

Stop Message in Message Line on OAO01 for Accession/Shipper Enlistments at
attempt of commit: "INELIGIBLE TO ACCESS/SHIP; SSN IN CONFLICT"

Stop Message in Message Line on OAO01 for Guard and Reserve Shippers at
attempt of commit: "INELIGIBLE TO SHIP; SSN IN CONFLICT"

Stop Message in Message Line on OE01, OC01, OC02, and OYO01 at attempt of
commit: “FUNCTION NOT PERMITTED; SSN IN CONFLICT”

110.1.12 However, J Correction WKID(s) on OD01 (JOO8A) and OAO01 (JO09A, B, and C)
are allowed.

SSN Conflict status “C” can be cleared by:

(1) Correcting the SSN (JOOQV correction on OP01)

(2) Setting the applicant record with the duplicate SSN to SSN Conflict status via
<Ctrl + F10>

(3) Deleting the SSN Conflict status from the “xxx-xx-xxxx IN CONFLICT,;
ACTION REQUIRED” Alert Window

(4) Purging the SSN Conflict record

(5) Executing a Validation Check process on OQ03 that checks if the SSN
Conflict record was deleted/purged, had its SSN changed (JOOOV on OP01) or
was placed in SSN Conflict status “C". The BOOON WKID will still require clearing
with a BOOOP on OQO03 by a MEPS user.

110.1.13 To prevent SSN Conflict status from bouncing between two or more applicant
records, a user will not be allowed to clear an SSN Conflict status by placing an
applicant record with a duplicate SSN that was previously cleared back in SSN Conflict
status; HQ function only - process yet to be determined. The MEPS ID for the
transaction/WKID that placed an applicant record in SSN Conflict status will be recorded
and checked to prevent this from occurring.

110.1.14 Applicant records in SSN Conflict status can be K-deleted at any time by a
MEPS user with the OPERATIONS_ADMIN role assigned using the Alert Window.
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110.1.15 When an SSN is entered into any MEPS USMIRS data screen and a matching
applicant record is not found in the MEPS USMIRS DB, a Host Retrieve will be initiated.
If multiple applicant records are found on the Host CRDB with a matching SSN, the “xxx-
xx-xxxX IN CONFLICT” List of Values Pop-up will be displayed and the user will be given
the ability to select the desired applicant record. If the applicant records displayed in the
List of Values Pop-up do not match the SSN entered, the user can press “Cancel” to
create another duplicate applicant record. The List of Values Pop-up will disappear and
the cursor will remain positioned in the SSN data field with the SSN displayed along with
the following Warning Message in the Message Line: “PRESS <Ctrl + F10> TO
CREATE DUPLICATE SSN OR <Ctrl + F4> TO CANCEL". If the user presses <Citrl +
F10> and selects “New SSN”, the system will move the user to OPO1 for entry of a new
duplicate applicant record.

110.1.16 The product shall allow the Services and MEPS to perform applicant tracking
on TAO1 for a Conflict SSN Record.

110.1.17 The MEPS USMIRS DB will automatically generate a VOOOC WKID with the
Username “USMIRSDB” when system receives notification from the MEPS USMIRS
DB/Host CRDB indicating a SSN Conflict flag has been assigned for the subject SSN by
the MEPS (via <Ctrl + F10>) or the Host CRDB.

110.1.18 A BOOON WKID with Username “CONFLICT” will be generated along with the
V00OC WKID) with Username "USMIRSDB". The OQO03 N Status Type of "SSN
CONFLICT" will replace the current "SSA Host Verification Hit". The OQ03 Reason data
field will display “DUPLICATE SSN @ XXX; VERIFY SSN CARD” (i.e., @ B62). This
same N Status Type and Reason data will display in the Discrepancy List window/area
on the USMEPCOM PCN 680ADP/ADP680.

110.1.19 The Print Label screen (TP07) will allow for printing of a Packet/File Label that
prominently identifies the applicant record is in a SSN Conflict status - an indicator will
be developed in coordination with MOP that prints on the File Label for easy
identification and viewing. Upon agreement, SRS revision will be made (Due Out).

110.1.20 Whenever data for an applicant in SSN Conflict status is displayed, the window
will be in the format of a List of Values, except upon initial access to the OP04 CSSN
screen and when navigating from OP04 to other screens using the Hot Key process
(<Ctrl + P> = OPO01, etc.). The Title will be “xxx-xx-xxxx IN CONFLICT", the data will
sort by Status and then Name; i.e., Non-conflict record displayed 1* and SSN Conflict
record displayed 2.
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110.1.21 The USMIRS shall allow the user to create a duplicate applicant record using
the “xxx-xx-xxxx IN CONFLICT; ACTION REQUIRED" Alert pop- up window (see figure
below).

110.1.21.1 Press TAB/ENTER to navigate to the “NEW SSN” square.

110.1.21.2 Press Left/Right Arrows to navigate between the choices of “NOT
VERIFIED” and “VERIFIED".

110.1.21.3 Press Spacebar to select/highlight the applicable choice.
110.1.21.4 Press <Tab> to move cursor to the “NEW SSN” button.
110.1.21.5 Press <Enter>.

110.1.22 The system will navigate the user to OP01 for creation of a new duplicate
applicant record with the SSN displayed.
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Figure 245 SSN In Conflict: Action Required Alert
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110.1.23 The USMIRS shall allow the user to delete a SSN Conflict record using the
“XXX-XX-XXXX IN CONFLICT: ACTION REQUIRED” Alert Window. The mouse will be
available for use on some screens.
110.1.23.1 Press <Tab> or <Up/Down Arrow> to highlight the applicant record with a
Status of “C”.
110.1.23.2 By pressing <Enter> resulting in the system displaying the “DEL” buttons
(see figure below).
110.1.23.3 Press <Shift + Tab> and then press <Enter>.
110.1.23.4 The record will be deleted from system. The system will display the
following Message in the Message Line: “SSN CONFLICT DELETED".

110.1.24 If user attempts to select the “DEL” button for an applicant record without a
Status “C”, the system will display the following Warning Message in the Message Line:
“FUNCTION NOT PERMITTED; RECORD NOT IN SSN CONFLICT".

PC-Xswvare Screen ;'ilil

=] oPO1 PERSONAL_DATA [=To]h]
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Figure 246 SSN In Conflict: Action Required Alert with Delete buttons
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111. Appendix 9 - ZHMO088 and AA03 Additional Information

111.1 ZHMO088

111.1.1 The ZHMO088 will be modified as indicated below.

111.1.1.1 The ZHMO088 will be modified to remove the “PULL” indicator and show the
MEPS ID of the current owner DB. The Unmerged Test Roster (USMEPCOM PCN
ZHMO088) will identify records as being owned by the MEPS USMIRS DB or retrieved
from another MEPS USMIRS DB by the MEPS data field. The current "SSN Pull" data
field on the ZHMO088 will change to “MEPS”. The ZHMO088 shall display the owning
MEPS ID or will be blank under the "MEPS" column i.e.:

A96 = Display of local MEPS ID will indicate a record exists on MEPS USMIRS
DB and they are the Permanent Owner

A92 = Display of another MEPS ID will indicate a record exists at another MEPS
who is the Permanent Owner. When the record is accessed on AAQ03, the
product shall display the record in Read-only mode and allow the MEPS to
request for ownership on AA03 using <Ctrl + F5>.

Blank = Display of no data will indicate personal data (AOOOV WKID) does not
exist, the CRDB is inaccessible, or multiple records exist with the same SSN
(duplicate).

111.1.1.2 The "Comments" data field on the ZHM088 will be modified to display the
following type of remarks:

No Comm = When the "MEPS" ID is "blank" and the CRDB is inaccessible, the
Comments area will reflect "NO COMM" to indicate such.

DUPLICAT = When one or more duplicate records exist for the same SSN, the
Comments area will reflect “DUPLICAT” to indicate such.

CON PASS = When double AFQT of the unmerged confirmation test equal or
greater than Sum AFQT of the two prior valid test.

CON FAIL = When double AFQT of the unmerged confirmation test less than
Sum AFQT of the two prior valid test.

111.1.1.3 The ZHMO088 shall not display SPF, WKID, PAMDEHO, and MEPS ID for
Duplicate SSN records or unmerged test records without personal data.
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111.2 AAO3 Additional Information

111.2.1 The system shall process unmerged confirmation test in the following order.

111.2.1.1 Upon pressing (<CTRL + F7> or <SHIFT + F6>) to commit passed
unmerged confirmation test the alert window shall pop up with title and message as
shown (see figure below). The user has the following options:

OK - the system shall delete unmerged confirmation test, hide alert window and
display system message “DELETE CONFIRMATION TEST; MEPS CHANGE
B6H TO B6P” and cursor shall position on CORRECT TRANS data field.

Exit - the alert window shall disappear and cursor shall position on CORRECT
TRANS data field.
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Figure 247 AA03 Aptitude Data with Confirmation Test Pass Pop- up window
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111.2.1.2 Upon pressing (CTRL + F7> or <SHIFT + F6>) to commit failed unmerged
confirmation test the alert window shall pop up with title and message (see figure
below). The user has the following options:

OK - the system shall delete unmerged confirmation test, hide alert window and
display system message “DELETE CONFIRMATION TEST; MEPS CHANGE
B6H TO B4K & CREATE BOOON-CONF INTV REQ'D” and cursor shall position
on CORRECT TRANS data field

Exit - alert window shall disappear and cursor shall position on CORRECT
TRANS data field.

1 Oracle Forms Runtime - ﬁ'lﬂ
Window
T A0S APTITUDE DATA o [=] (3] =

SSH: - - spr: [PFR P A M DE H=0 pon  |2003-11-06
NAME: [TEST ﬂ ﬂ . . PMS: [N Dmrs:|0000 DMDC:IN_
frest roskor: [ [ [[ [ [ PMEPS: [o1 D L

| | WKID RPTD: |_|_|_|_|_|_ LAST TRANS: [BGOOH - |B100G
STATUS LINE;CONFLICT SSN USERNAME: [DOROSHKO
SEQ #: [M173640 BOOK: |1393799
0P  ELIGIBLEDATE | REC TRANS COMBINE DOT CAT -
: 198999999 SPST: (1989
D& 2003-03-02 BSE  BAHOOK = o
][ RETEST: [0
TRN 8 MC AD VE

Hiﬂ I_QUO DELETE COMFIRMATION TEST; MEPS CHAMGE BAH T B [R5 [38 |3 5
CREATE BOOOMN-COMF INTY REQ D. PRESS OK OR, EXIT

Exitl 35 35 35

»>* %k k200

B 6 H 2005=U3-vz DalFaL VaL G0 DU SU  ou  odu  Ju v ouv hO K0 kO

B 1 6 2003-02-02 r41991 03D 06 34 34 34 34 34 34 34 34 34 34
CORRECT TRANS: |_ MANUAL DATA: |_ COMPOSITES: |_ SPEC TEST: |_
EWTER "=" T CORRECT THE TRANSACTION H
|Record: 141 [ [ [

iastart|

Inbox - Microsaft Outlook | SCP-455 - Microsaft Ward | @CRDE-NRT SRS (warking ... | @Oracle Fatms Builder - C:'l,...l 5:37 PM
I@Dracle Forms Runtime @@* G 5({]?@
Figure 248 AA03 Aptitude Data with Confirmation Test Failed Pop-up window

111.2.2 The system shall disallow to correct any Aptitude Transaction to WKID B5 .
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