AFHRL-TP-89-92( I1) B"E fFilc COPY | @
R FORCE

ADVANCED ON-THE-JOB TRAINING SYSTEM:
USER'S HANDBOOK (SECTIONS 7-9)

Douglas Aircraft Company
A Division of McDonnell Douglas Corporation
2450 South Peoria
Aurora, Colorado 80014

AD-A222 978

H
U
M
A
N

TRAINING SYSTEMS DIVISION
Brooks Air Force Base, Texas 78235-5601

May 1990
Interim Technical Paper for Period August 1985 - December 1989

Approved for public release; distribution is unlimited.

OomOICOoOULVLMIXM

f
LABORATORY

AIR FORCE SYSTEMS COMMAND
BROOKS AIR FORCE BASE, TEXAS 78235-5601

A




NOTICE

When Government drawings, specifications, or other data are used for any
purpose other than 1in connection with a definitely Government-related
procurement, the United States Government incurs no responsibility or any
obligation whatsoever. The fact that the Government may have formulated or in
any way supplied the said drawings, specifications, or other data, is not to
be regarded by implication, or otherwise in any manner construed, as licensing
the holder, or any other person or corporation; or as conveying any rights or
permission to manufacture, use, or sell any patented invention that may in any
way be related thereto.

The Public Affairs Office has reviewed this paper, and it is releasable to the
National Technical Information Service, where it will be available to the
general public, including foreign nationals.

This paper has been reviewed and is approved for publication.

HENDRICK W. RUCK, Technical Advisor
Training Systems Division

RODGER D. BALLENTINE, Colonel, USAF
Chief, Training Systems Division

This technical paper is printed as received and has not been edited by the
AFHRL Technical Editing staff. The opinions expressed herein represent those
of the author and not necessarily those of the United States Air Force.




REPORT DOCUMENTATION PAGE

Form Approved
OMB No. 0704-0188

10¢ reviewing instructons, sesrching exnsting data sources,

Public renorting burden for this collection of iInfOrmation 13 estimated 10 average | hour DRr respOnse. including the time
gathering and maintaining the data needed, and compieting and reviewing the collection of infor . Send
coliectian of intormation, including
Davn Highway, Suite 1204, Arlington, V

1. AGENCY USE ONLY (Leave blank)

2. REPORT DATE
May 1990

[

10N for reducing this burden, to Washington Headquarters Services, Directorate for information Operations
222024302, and to the Office of Management and Sudget, Paperwork Reduction Project (070:-01"). w:mlnqton, DC 20503.

= e e RIS
3. REPORT TYPE AND DATES COVERED
Interim - August 1985 to December 1989

rding this burden estimate or other sapect

any of
o Raports, 1313 etrarn

4. TITLE AND SUBTITLE

Advanced On-the-job Training System:
User's Handbook (Sections 7-9)

S. FUNDING NUMBERS
PE - 63227F

C - F33615-84-C~0059
PR - 2557

6. AUTHOR(S)

TA - 00
WU - 02

7. PERFORMING ORGANIZATION NAME(S) AND ADDRESS(ES)

Douglas Aircraft Company

A Division of McDonnell Douglas Corporation
2450 South Peoria

Aurora, Colorado 80014

8. PERFORMING ORGANIZATION
REPORT NUMBER

9. SPONSORING/ MONITORING AGENCY NAME(S’ AND ADORESS(ES;

Training Systems Division
Air Force Human Kesources Laboratory
Brooks Air Force Base, Texas 78235-5601

10. SPONSORING / MONITORING
AGENCY REPORT NUMBER

AFHRL-TP-89-92(11)

11. SUPPLEMENTARY NOTES

This is Volume II of an interim technical paper that consists of four volumes.

YV Y v — TN Ty —
12a. DISTRIBUTION / AVAILABILITY STATEMENT

Approved for public release; distribution is unliimited.

12b. DISTRIBUTION CODE

{ 13. ABSTRACT (Maximum 200 words)

‘v
‘ji) The User's Handbook was developed in four volumes to serve as a guide to familiarize users with the

Advanced On-the-job Training System (AOTS). It 1s also 3 convenient reference on how the various
training levels (trainee, supervisor, training manager, etc.) can use the AOTS functions to perform
their on-the-job training (0JT) responsibilities. Volume I provides information on the types and the
operation of equipment used by the system., Volume 1l contains information on accessing and reviewing
data, as well as trainee and trainer/evaluator functions. Volume III explains OJT functions for
supervisors and managers, and Volume IV defines notices and reports produced by the system to assist
managers in evaluating training.

[7&. SURECT TERMS

user's handbook

T T —— G~ ————
17. SECURITY CLASSIFICATION
OF REPORT

Unclassified

advanced on-the-job training svstem

18. SECURITY CLASSIFICATION

OF THIS PAGE
Unclassified

OF ABSTRACT
Unclassified

19. SECURITY CLASSIFICATION

15. NUM?&’ OF PAGES

16. PRICE CODE

20. LIMITATION OF ABSTRACT
uL

NSN 7540-01-280-5500

Standard Form 298 (Rev. 2-89)
f:?(.r‘:h‘oc by ANSI Stg 2)9-18




AFHRL Technical Paper 89-92(11)

ADVANCED ON-THE-JOB TRAINING SYSTEM:
USER'S HANDBOOK (SECTIQONS 7-9)

Douglas Aircraft Company
A Division of McDonnell Douglas Corporation
2450 South Peoria
Aurora, Colorado 80014

TRAINING SYSTEMS DIVISION
Brooks Air Force Base, Texas 78235-5601

Reviewed and submitted for publication by

Jack L, Blackhurst, Major, USAF
Chief, Advanced On-the-job Training System Program

May 1990

This publication is primarily a working paper. It is published solely o document work performed.




SUMMARY

—

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

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

Most of the data you may access for yourself are contained within the AOTS database
and can be accessed and processed by an editor referred to as the Airman Training Record
(ATR) Manager. Before you begin the procedures contained in this section, you may want
to take a few moments to read Section 6.1.1 of this handbook to become more familiar with
the ATR Manager.

When using the ATR Manager, you may review anc print your Airman Training Record.
Your ATR consists of your:

o Individual Training Requirements (ITR),
o} personnel data, and
(o} training history.
NOTE: Your ITR data are accessed by using the ITR Editor. The ITR Editor is an
editor which provides the ATR Manager with current training requirements
information.

The ATR Manager also allows you to:
o Review your AQTS access level(s),

o} Change your AQTS password,

v Proceed with trainiug (if you are a trainee), and
) Review and print your Supervision List (if you are a supervisor or training
manager).

The procedures addressed in this section are in the order you should follow when you
first become familiar with your AOTS data. These procedures require that you skip around
the options appearing on some of the AOTS screens. (The options you see on the screens have
been sequenced by the amount of usage anticipated, with options used the most appearing
first on the screen, and options used the least appearing last on the screen.) Once you become
more familiar with your training data contained in the system, you will quickly learn what
options you should select to obtain the specific data you want.
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This section is broken down as follows:

70-1

- W IN .

ECTION COVERS

71 Reviewing your Personnel Data, Reviewing your Access
Level(s), Reviewing your Supervision List, and Printing your
Supervision List

7.2 Reviewing your training history data

7.3 Reviewing & Printing your ITR data

74 Printing your ATR data

7.5 Changing your AOTS password

Wl ? .88t Advenced Ow-The-Job Training System (AOTZ) 22 Mov B8

Prinary Access Hemu You will always choose

. Personal 1 Int {
| Tratatng Monvoming ™ ormet{on you want to access your

. Master Tesk List (ML) Interface AQOTS data.
. Poaition Requiremswts

. Quit This Mo

Seisct Option: 1

Option | on the AQTS Pri-
mary Access Menu, when

@’ STEP A:  Select the Personal Training Information Option. Enter 1 and press CRETURN ).
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7.1 Review your Personnel Data, Access Level(s) and Supervision List

COMPLETE STEP A ON THE PREVIOUS PAGE BEFORE
YOU BEGIN THE FOLLOWING PROCEDURES.

. Quit This Mewu

-

Select Option: 2.

ne1e32 . 08S Afrman Training Recoed (ATR) Maneger 2 Mov 89
1.8 Training Record for SSgt Abrans, Mark A. ThC SC!’C?H at the le.‘t p'!'O-
vides optxon; for:reviewing
portions of your ATR,
1. Individual traini H t .
1. Teesonal Daga 1@ fowirenants changing your AOTS pass-
3. rmnincumum Data word and printing portions
5. Cramys Pasword of your ATR.
6. Sepervision List
?. Print a Tralning Record
8. Print Supervision Liat

0 This section provides information you will need to know and procedures you will
need to follow when reviewing your Personnel Data, Access Level(s), and

Supervision List (if applicable).

) You should begin your review with the Personnel Datg contained in your ATR.
[F STEP 1:  Select the Personnei Data Option. Enter 2 and then press CRETURNJ.

1.0 Porsonwe] Data
Persomal Information
Mame: Abrame, Mark A. SSAN: BBBBBEES4
DOB: 25 Jan 1962 TAFMSD: 18 Oct 1962 DOS: 18 Feb 1991

En) istmant Categovy: 2 Crade: E- S Projoctad Grade: E- @
ArsC {nformation

PAFSC: 81158 2AFSC: 3AFSC:

SAFSC: CAFSC: 81158 DAFSC: 81158
Position Iwformation

Pos Mun: 8118111 Dty Stat: 18 fec Stat: 28 Off Sym: SPAD

Title: AEROSPACE SECURITY SUPERVISOR Pharm Ext: 2684

DRE: 86 Feb 1906 DT ASCH VC: 86 Feb 1906 Duty Type: 1

Organization [nformation
IAC: 435388 VkCtr: Priority 'C’ Alrcraft Security

PAS: BMBTFMES Unit: 67¢) Security Police Squadronm
loc (D! BINZ Ingtallation: Dergstrom AFB, TX
Proj PAS: Pratr ID:  YXF1

Press <(return) to contime...

7-1-3

NGTB3R2 .00 Atrman Training Record (ATR) Manager 22 %oy B8 —‘

The Personnel Data screen
will appear like the screen
tllustrated to the feft. Most
of the data appcarinf on
the screen originates trom
the Personnel Data System
(PDS). Information from
PDS is periodically updated
into the AOTS. You should
report any incorrect data to
your supervisor. You may
record (write down) any
data that are incorrect, or
print the Personnel Data
portion of your ATR and
later annotate the incorrect
or missing information.

—— STEP 2: Press CRETURN ). This will quit the Personnel Data screen.
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nGTe32 .88S Airman Training Record (ATR) Manager
1.8 Training Record for 5Sgt Abrame, Nark A,

-

-

DNPNEWN I

. Individual Training Requirements
. Persowne] Data
. Training History Data

Access Lavel
Password

. Change

. Supsrvisiow List

. Print a Training Record
. Priat Supervision List

. Quit This Nerw

Select Option: 4

@ STEP 3:

SUPEZE . 806

Trainee
Trainer/Evaluator
Supervisor

User Access Lewel

True

Irue

Prees (return) to contimse... _

The next portion of data
you should review is your
AQTS access level(s).

Select the Access Level Option. Enter 4 and press CRETURN .

Your AOTS Access Level(s)
equates to your AQOTS User
Type(s). Youshould review
Section 5 of the handbook
if you do not know what
user type(s) applies to you.
If you do not have the
correct access level, you
will not be able to obtain
AOTS data nor perform
functions required by your
QJT roles!

Report any errors in your
access level(s) to your
supervisor for corrective
action,

@ STEP 4: Press (RETURN ) to quit the user access level screen.
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MnGT832.885
1.0

7-18

Airman Training Record (ATR) Manager
Training Recard far SSgt Abrams, Mark A.

. Individual Training Roguirements
. Parsownel Data

. Training History Data

. fAccess Level

. Change Passvord

. Superviszion List

. Print a Training Record

. Print Supervision List

ONCUNIbWN -

. Quit This Menu

-

Select Option: 6

The remaining steps only
apply if you are a super-
ViSOr or a training manager.
If you are not a supervisor
or training manager pro-
ceed to Section 7.2,

@ STEP 5: Enter a 6 to select the Supervision List option and press CRETURN ).

SUPSZS . 682
1.0

7-1-7

Supervision List
- ] RAMK NAME
966000083 . Acorn, Henrietta
8866888681 Srh Adans, Pat A.
900888062 S fpple, John A.
969868085 Sgt Baker, Jane C.
838888886 nSgt Bradberry, Allen X.

Chooes Display option (Quit 7 Q

This list reflects those air-
men whose data you may
obtain, or for whom you
may pcrform AOTS func-
tions. (The example at the
left illustrates a
Supervision List that
reflects five persons who
directly report to a super-
visor.)

If you are a SUPERVISOR, all personnel who directly report to you must be

reflected on your Supervision List.

If you are a SUPERVISOR of SUPERVISORS, each individual that you supervise

must be listed on your Supervision List.

Addmonally. all personnel reflected on

each supervisor’s Supervision List must also be reflected on your Supervision List.
(This allows you to access data and perform training actions on these airmen
when their primary supervisor is on leave or otherwise not able to conduct/manage

their training.)
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If you are a TRAINING MANAGER, each member in your unit for whom you
are responsible for managing training must be listed on your Supervision List.
(This ensures you will receive correct unit training reports and statistics, and
that you can access data and perform functions required by your OJT role.)

You cannot change your own Supervision List. If you find persons listed who
should not appear on your list, ot if you find that persons are missing from your
list, you must advise your supervisor or training manager. They have access
authority to make the necessary changes to your Supervision List. You may record
(write down) the incorrect data, or you may print your list to annotate the
corrections that are necessary.

Section 10.4 provides information to a supervisor on how to report corrections
rcqunrc.d_ on_ his/her own Supervision List and correct another supervisor’s
Supervision List.

Section 11.1 provides information to a training manager on how to report cor-
rections required on his/her own Supervision List and correct a supervisor’s
Supervision List.

STEP 6: Entera Q (or q) and press CRETURN). This will quit the supervision list screen.

nG1832. 005 Airman Training Record (ATR) Manager 22 Mov 88
1.8 Training Recaord for SSgt Abrame, Mark A. To print your Supervision
List, simply choose the laﬁst
option appearing on the
L el ey inioe Royuirements menu illustrated at the left.
3. Training History Data
3. Camee Pasmoed Once you select the option,
6. Supereision List you will see a prompt
7 Irimt ;u:::"':';:‘m" advising you that the print
) is occurrcc you
1. Quit This Fows press (_BRETURN ), as
prompted, you should go to
the ALPS Printer at your
Select Option: 8 AOTS Workstation and
obtain the hard copy of
your Supervision List.
Print request subnitted with 1D 1?7
Press (eturw) to contimse... _
7-1-8
NOTE: There will be a delay from the time you request a hard copy print until the
printer actually starts to print. This delay can range from a few seconds to
:g{_g tcouplc of minutes. These delays occur because other users are accessing
ata,
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7.2 Review Your Training History

MGT832.885 Alrman Training Record (ATR) Nanager 22 Mov B0
1.8 Training Record for £3gt Abrame, Mark A. .YOUI' Training HiStOl’y
mfcludcs taslfgs you are cer-
tified to perform and other
r Al Teatning Roquiremmts training that you have
3. Training History Data completed.
L o
;.Z :E:h;onll.:n 524}{8‘" CAF%?ZXiSD/nOt
. nt a Iraining Record A’ M
9: Print Suparvision List 732X0 or 811XX the AOTS
1. Quit This Meru does not contain training
history (nor ITR) data for
you. You need to proceed
Solect Option: 3. to Section 7.4,
7-2-1
(? STEP 1:  Select the Training History Data option. Enter a 3 and press CRETURN ).
NGT833.008 Trafning Bata Manager 22 Mov B8
1.4 Training History for SSgt Abrams, Mark A. ATR Training History dgta
are flortcd into 8 categories,
as illustrated by the menu
2. 32.2?":‘..1..1... appearing at the left.
P rttmed
: one When you select an option
§. Contingency A
g. :;mc from this menu, the AOTS
8: Cereral Iralning (ASUAB Scores, Dates, Status) t‘:volllllogrlg;ldc cither of the
q. Quit This Nems ‘
Select Optiom: 1
7-2-2
0 Data showing the training you have completed, OR
0 A prompt advising you that no training information has been entered. This means

you have NOT completed any training for the category you selected.

STEP 2:  Select Task Training, to review the tasks for which you have completed training.
Enter 1 and press ( %EEEEE ).
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1.4 AOTS Task Training for Abrams, Mark A.
1. ripezz Versiow: 3 Date Certified: 12 Sep 1966

APPREHEND A PERSOM SUSPECTED OF BEINC UMDER THE [MFLUENCEK.

Trainer: 000000005 Syt Baker, Jane C.
Evaluator: 580080866 NSyt Bradberry, Allan X.
Cartifying Officfal: O5GSSE888 SSgt Carpenter, Joeo D.

Installation: Bergstrom AFD, TX

2. r1p83s Uersion: 4 Date Certified: 63 Feb 1988
ISSUE AN AF FORN 7S (VISITOR/VENICLE PASS)

Trainer: 066088086 3¢t Baker, Jans C.
Lvaluator: 800880085 S¢t Baker, Jane C.
Cartifying Official: DOGOCEBES M5yt Bradberry, Allen X.

Inetallation: Bergstrom AFR, TX

(S)earch, Pghn, (Quit 7 Q

7-2-3

AQOTS User's Handbook

When a task is listed in your
training history, it means
you have been trained and
evaluated and are certified
to perform the task. The
screen at the left illustrates
how tasks are listed in the
traimnl% history portion of
an ATR.

0 Some of you will have many tasks for which you are certified. You may use the
(Faup) and (Fzpn) keys if you want to review all of the tasks listed. You can also
later print your training history data, which you may find easier to review than
to page through all of the tasks contained in your training history.

0 If you find a task(s) that should not be listed in your training history (either
because you haven’t been trained or haven't performed the task), advise your
supervisor. Your supervisor may remove invalid task or may add missing task(s)

to your ATR training history.

@: STEP 3: Entera Q (or q) and press CRETURN to quit the task Training History screen.

nGT833 . 000 Training Bata Manager 2 %o 88
1.4 Training History for SSgt Abhreams, Mark A,

. AFS Task

. Formal Training
. Ancillamy

. Mditional

. Contingency
. IC17CC

DNV WN -

me
. Gonaral Training (ASVAB Scorws, Dates, Status)
. Quit This Mo

-

Select Option: Q_

7-2-4

The procedures contained
in this section do not
include illustrations/ex-
planations for options 2-8
on the screen reflected at
the left.

You should continue to
select each option and
review the data contained
for each category of
training reflected on this
screen. If you find courses
or training data that is
missing or incorrect, advise
your supervisor. When you
are finished with your
review, proceed to step 4.

@ STEP 4: Entera Q (or q) and press CRETURN J to quit the Training History screen.
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7.3 Review your ITR and Training Schedule
ne1e32 . 005 Mrean Iraining Rocord (ATR) Manager 22 Nov B8
1.0 Traluing Record for S35t Abrans, Mark 4. This section instructs you
on how_rto revicwgnd print
oldua . your ITR data. nce you
2. Persownal Data ) JoTUTements select Option 1, you will
3. Training History Data begin working within the
5. Chonve Povsuord ITR Editor.
7. Pl Teatning Becard If CAFSC__is_not
. " your 1S n
8. Print Supsrvizion List 454XOA, 452X4D/M,
q. it This Memu 732X0 or 811XX the AOTS
does not contain ITR data
for you. You need to pro-
Salect Optiom: 1. ceed to Section 7.4
7-3-1

@ STEP 1:

neTO38 .618 Individual Training Requirements
1.4 Assignment Review and Generation

. Maplay Training Schedule
Procoed With ITraining

Print Training Requirements

. Print Training Scheduls

Print Position Qualification Status
Access General ITR

. Quit This Menu

-

Select Option: 1&_

. Msplay Individual Training Requirements

. Position Qualification Status Information

[F STEP 2:

Enter 1 and press

10

Select the Individual Training Requirements option. Enter 1 and press
(RETURN].

Youcan obtain more details
when you review ITR data
than when you print ITR
data. This section pertains
to four options. If you are
a trainee, one option (Pro-
ceed with Training) is
explained and illustrated in
Section 8.2 of this hand-
book.

Steps 2 - 19 apply to
reviewing and printing
your individual training

requirements. Steps 20 - 23

apply to reviewing and
printing your training
schedule.

Select the Display Individual Tralmng Requirements option.
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nGT1838 .882 Individual Training Requirements 22 Mov 88
1.4 Select Type of Training to Review ITR data are sorted by type
of training requirement, as
L. AFS Task illustrated in the screen at
2. Anctllary the left. Because different
3. Additional Duty ’ data are stored for the
3. Comt iyaoncy different types of training
6. PHE requirements, you will see
7. Formal Training different screens, prompts
q. Quit This Menu and kinds of data when you
select from among these
options.
Selact Option: 1_
7-3-3
0 When you select an option on the screen illustrated above, the AOTS will provide

one of the following:
- Data showing the training you must complete
-OR-

- A prompt advising you that no training requirements (of that type) found.
This means that you do not require training for the tasks you perform in
vour duty position, or you do not require other training in the category you
selected at this time. When you press as prompted, the screen
illustrated above reappears, so that you may continue selecting other types
of training requirements data.

@ STEP 3:  Select the AFS Task Option. Enter 1 and press CRETURN ).

11
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NGTOS4 . 806 Task Iraining Requiroments 22 Mov 88
1.4 Por SSgt Abrans, Merk A.

1. Task ID: F18839 Status: In Progress
CONDUCT A WALL SEARCH OF A SUSPECT

2. Yask ID: DOE1¥? Status: Mone
ORIENT NEW PERSONMLL

3. fask ID: Fea23S Status: Mone
APPREHEMD INTRUDERS OR SUSPECTS

Each AFS task for which
you require training should
be listed in your ITR. The
example to the left illus-
trates how these tasks are
listed.

If your ITR does not list

4.

7-3-4

Task ID: FO@237
BRIEF POST RELIEF

Enter (B)reakdown, (R)eview status, (T)ask Search, PgDn, (Qluit 7 }

training requirements (be-
cause you are positinn-
qualified) you will see a
message on the screen
advising you that . ..

Status: None

No Task Training
Requirements exist
press <return> to
continue.

Proceed to Step 14 once you
press CRETURR,

@D STEP 4:

The list represents the tasks for which you need training while performing in
your current duty posmon The tasks are listed in the sequence in which you
should receive trammg By r:cenvmg training and performmg the tasks required
in your duty position, you will eventually become position-qualified.

Each task listed in your ITR is identified by the Task ID and Task Statement.
For any task listed which has been analyzed by the IST at Bergstrom AFB you
may obtain further information that will help you prepare for the training you
need. Additionally, you can obtain information that identifies how you will be
evaluated on the task once you complete the training, by taking a knowledge test,
by performing the task while being evaluated by someone who 1s already certified
on the task, or by accomplishing both.

Once you complete training, have been successfully evaluated and are certified
on a task, the task is automatically removed from your ITR and placed in the
training history portion of your ATR. Once listed 1n your training history, the
AOTS reflects that you are certified on that task.

When you review further detailed data for the tasks listed in your ITR, you will
work with one task at a time. You should begin your review of a task by selecting
the Breakdown option. The Breakdown option shows you how a task is broken
down in terms of subtasks and objectives, and identifies the kinds of training
and evaluation materials available for the task.

Select the Breakdown Option. Enter B (or b) and press CRETURN ). Then, enter
the number corresponding to a task for which you want to review breakdown data.
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If the task you selected has not been analvzed and no behavioral objective has
been written for the task by the IST, you will see the following prompt:

Task Contains NO OBJECTIVES - Training Not a Part of AOTS
Press <return> to continue.

For this task, you will be trained and cvaluated entirely through conventional
means, as the AOTS does not contain any further data that will help you prepare
for the training of the task. (Since the task was not analyzed, the AOTS does not
contain subtasks, activities, behavioral objectives, training or evaluation materials,

. nor resources data.) When you press {_RETURN ) as prompted, the list of tasks in
your ITR reappears on the screen. You may repeat Step 4 for another task, or
proceed to the information appearing after Step 5.

- You should con:inue to repeat Step 4 until you see the screen illustrated
below. If any tasks listed in your ITR have not been analyzed (you see the
prompt above for every task you select from the list), proceed to the
information aprearing after Step 5.

MG 1864 .B82 Training Events for Task F18839 22 Nov 88
14 Task Breakdown If the task you selected has
Task Statewent COMDUCT A UALL SEARCH OF A SUSPECT been analyzed, you will see
the screen as illustrated to
the left.
Subtask Objective Events Materiais
1. Terminal OBJ 1274 Xnowledge Training Available
2. Terminal 0BJ 1274 Xnowledge Evaluation Mone
3. Terninal 0BJ 1274 Performance Training None
4, Terminal 0BJ 1274 Porformance fualuation Available
Enter Choice (Rleview CAI, (Qluit 7 Q
7-35
o The following information explains how to read the Task Breakdown Screen, for

a task that has been analyzed. The screens will appear somewhat different,
depending on whether or not the task has been broken down into subtasks.

- If the task has not been broken down into subtasks, there will be one
behavioral objective ID reflected on the task breakdown screen. A
. behavioral objective within the AOTS includes a statement which defines a
trainee’s expected learning and performance outcome once the task is trained
and evaluated.

-- An objective for a task is referred to as a terminal objective (such an
objective is illustrated in the example above). The terminal objective
that applies to the task you are reviewing is identified by a unique
numerical ID (1274 in the above example).

13
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0o

- If the task has been broken down into subtasks, the subtask numbers are
listed on the screen

- Yobu may have to use the and keys to see all of the
subtasks.

-- The AQTS contains at least one objective for each subtask. Each
objective ID is listed for each subtask on the Task Breakdown screen.
(An objective for a subtask is referred to as a supporting objective.)

-- The ID of the terminal objective for the task is also listed.

-- Normally, the training and evaluation for the task that is broken down
into subtasks will be accomplished by satisfying the objectives of each
subtask, in the sequence presented on the Task Breakdown screen.

For cach objective, four training events must be accomplished. These events help
ensure that you attain prerequisite knowledge and skills, and that you can perform
whatever is specified by the objective. The four events are:

1) Knowledge Training,

2) Knowledge Evaluation,

3) Performance Training, and
4) Performance Evaluation.

- The AOTS requires that you successfully complete all events for a task before
you may be certified on that task. If the task is broken down into subtasks,
you are required to complete all events for all subtasks before you can be
evaluated on the overall task or be certified on the task.

The Task Breakdown screen reflects whether or not training and evaluation
materials are available for an event. The following explains the types of materials
that are available for an event:

- A Know Training Event can involve the reviewing of an on-line lesson,
referred to as Computer Assisted Instruction (CAI), which is stored in the
AOQTS. If CAI has been developed, the "Materials” column will reflect "CAI".
This means you will receive knowledge training for the task/subtask by
taking an on-line lesson (see Section 8.2).

-- If you have already completed the CAI lesson for the task, and you
are preparing for refresher training (e.g., the task requires periodic
recertification), you may retake the CAl lesson by sclecting the Review
CAIl option. The AOTS will not allow you to review gAI via this
option unless you had previously completed the lesson.

- A Knowledge Training Event can also involve the reviewing of a film or
sound-on-slide presentation, or a the study of printed material (¢.g., training
manual, T.O., regulation).

14
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-- The AOTS stores identification data for these types of off-line
materials. If training materials are identified for the task (or subtasks)
by the AOTS, the "Materials" column will reflect "Available”

-- If "None" is reflected under the "Materials" column for the Knowledge
Training Event(s) required lor the task, you need to talk with your
supervisor to determine what materials you can review or study to
help you attain the knowledge. Your supervisor, or designated trainer,
is responsible for teaching you the knowledge and skills for all tasks
for which materials are not available.

- A Knowledge Evaluation Event can involve a knowledge test, where the
test administration instructions and test items (questions) exist in the AOTS.,
The test may be administered on line or off line. If a knowledge test has
been developed , and stored within the ACTS, the "Materials" column will
reflect "Available”. This allows you to know in advance that you will be
tested on your knowledge of the task (or subtask), using AOTS materials.

-- If "None" is reflected under the "Materials" column, your supervisor,
or designated evaluator, is responsible for acquiring the materials
needed to evaluate your knowledge of the task (or each subtask).

- A Performance Training Event is conducted the same as training is aow
conducted in conventional OJT. Since performance training is normally
accomplished one-on-one, and is typically demonstration and performance
or drill and practice, there are no matérials available within the AOTS to
support this type of training event. You will see "None" reflected under
the "Materials” column for this type of event.

- A Performance Evaluation Event can involve a performance test, where the
evaluation materials (instructions and evaluation checklist) are stored in
the AOTS. Each performance test is accomplished off line. The "Materials”
column will reflect "Available” if there has been a performance test
developed and stored for the task (or subtask). This allows you to know in
advance that your performance will be tested using AOTS materials.

-- If "None" is reflected under the "Materials” column, your supervisor
or a designated evaluator, is responsible for acquiring the materials
needed to evaluate your performance of the task.

(E——’ STEP 5. Entera Q (or g) and press to quit the task breakdown screen.
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NGT854.0806 Task Iraining Requirements 22 Wov B8
1.4 Yor SSgt Abrena, Mark A. The list of AFS Tasks

Enter

7-37

1. Task ID: F19839
COMDUCT A WUALL SEARCH OF A SUSPECT

2. Task ID: DPO137
ORIEMY NEN PERSOMMEL

3. Task ID: FO823S
APPREMEMD INTRUDERS OR SUSPECTS

4. Task ID: Fo8237
BRIEF POST RELIEF

(B)reakdown, (Rleview status, (Tdask Ssarch, Pgbn, (Quit ?

Status: Mona

Status: In Progress contained in your ITR

reappears on the screen.
You may repeat Steps 4 and

Status: None 5 for as many other tasks

as you desire, or you may
proceed to the following

Status: Mone information and Step 6.

o} Once you know how a task is broken down and have a better idea as to how you
will be trained and evaluated on the task, you may then want to review the status
of the task. Take a careful look at the list of tasks in your ITR, The overall
training status for a task is reflected at the right of the Task ID. The following
table explains.the three types of status for a task.

STATUS DESCRIPTION
None Training has not begun for the task.
o Your supervisor (or your training manager or trainer) will update the AQOTS when he/she
wants you to begin training for the task or you may proceed with training on your own
(see Section 8.2).
In Progress Training and /or evaluation has begun, or is scheduled to begin, for the task.
o This status oniy applies if the task has been analyzed, as the AOTS contains data that
will be used to scheduie and monitor the trainnng’ovi'luation for the task.
o This status is later explained in greater detail.
Awaiting Certification Training has been completed and task is awaiting certification.
o Once your supervisor certifies you on the task, the task is removed from your ITR and

added to your Training History.

R

Trai{'nsir_}g%d/or evaluation has begun for the tack, however the task has not been analyzed by

the IST.

o The AOTS does not support the traininc nor evaluation of the task since there are no
objectives, tests, nor training materiais ceveloped or identified in the system for a task
that has not been analyzed. Once you nave been trained and evaiuated on the task,

ur supervisor (or other authorized personnel) updates the AOTS to reflect you have
een certified on the task. At that point the task is removed from your ITR and added
to your training history.

Table 7-1 Definitions of Task Status

Only when a task’s status reflects "IN PROGRESS", can you review further data

for the task. If you have such a task reflected in your ITR, you should perform

Step 6.

16
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MGTO54 .806 Tasx Iraining Requirementa 22 Mav 88
1.4 For SSgt Abrame, Mark A.

1. Task ID: F18839 Status: In Progress
CONDUCT A WALL SEARCH OF A SUSPECT

2. Task 1D: DO8137 Status: Mone
ORIENT NEW PERSONMEL
3. Task 1D: Fe823% Status: Mone

APPREHEND IMTRUDERS OR SUSPICTS

4. Task 1D: FOB237
BRIEF POST RELIEP

Status: Mone

Enter (B)reakdown, (Rleview status, (T)ask Search, PgDn, (Qluit 7 }

7-38

AQOTS User’'s Handbook

If vou do not see a task in
your ITR reflecting The
status of "in progress”,
proceed to Step 13.

@’ STEP 6:  Select the Review Status option. Enter a R (orr) and press CRETURN ). Then,
enter the number corresponding to a task for which the status is "in prog-

ress" and press

NG TEAA 881 Task Training Requirements 22 Nov 68
1.4 For SSgt Abrams, Mark A. on Task F10829
COMDUCT A WALL SEARCH OF A SUSPECT

Yask level Objoctive Type Event Status
1. lerm. Obj. 1274 Xnowiedge Training Assigned
2. Term. Obj. 1274 Xnowledge Ewaluation Unasz igned
3. lerm. Obj. 1274 Perforwance Iraining Unass igned
4. Terw. 0bj. 1274 Parformance Bealuation Unass igned

Enter (E)vent Display, (I)dentify Trainer/Evailuvator, (Quit ¢ _

7.39

Some data on this screen
will appear familiar to you,
as some of the same infor-
mation also appeared on the
Tasx Breakdown screen.

The next portion of this
section explains the status
of each event, since the
other data have been
explained between Steps 4
and 5Son the previous pages.
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o When an analyzed task is "in progress”, one or more of the training or evaluation
events is actually occurring, or is forecasted to occur. A status i1s provided for
each event, to reflect the various stages of the event. The following provides a
definition for each status:

STATUS DESCRIPTION
Unassigned The training or evaluation event has not yet begun.
[} Once your supervisor, another authorized person or the AOTS, assigns or schedules you

for training or evaluation you may proceed with the event.

Assigned The training or evaiuation event has begun, or is forecasted to begin.

[} There is no specific time or date for the event to occur. The event is accomplished at
the earliest opportunity.

Scheduled The training or evaluation event has begun or is forecasted to take place at a specific time and
date.

Complete The training or evaluation event has been successfully accomplished.

Taken The evaluation event has been accomplished; however you failed the knowiedge test or per-

formance evaluation.

o Additional training may have to be accomplished. The evaluation event will have to be
reassigned/rescheduled and reaccomplished.

Reassigned The svent has begun, or is forecasted to begin at the eariiest opportunity. The event had been
accomplished; however you failed the knowledge test or performance evaluation and you are
required to reaccomplish the event.

Rescheduled The event has begun, or is forecasted to begin at a specific time and date. The svent had been
accomplished; however you failed the knowiledge test or performance evaiuation and you are
required to reaccomplish the event.

Table 7-2 Definitions of Event Status

0 If you are reviewing a task event which is assigned, scheduled, reassigned, or
g h | you may obtain further information about the event. Proceed with
tep 7.

18
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RGTO64 801
1.4
CONDUC? A WALL SEARCH OF A SUSPECY

Task lraining Requirements
For 5SSyt Abrems, Mark A. on Task F18839

Task Level Objective Type Event Status
. Term. Obj. 1274 Knowledge Training fesigned
. Term. Obj. 1274 Knowledge Evaluation Unassigned
. Term. ObJ. 1274 Performance Iraining Unassigned
. Term. 0bj. 1274 Parforwance Evaluation Unazsigned

Entar (E)vent Display, (I)dentify Trainer/Eveluator, (Qluit 7 E

7-310

22 Mov 88

@’ STEP 7:

1.4

1.
2.
3.

nGTE31 603

Task Iraining Bvent 232

Yask Event ldentification: F18839-1-1274-Knoulodge Training

Cenarated by: 888883888 SSgt
Trainer: 9868868065 Sgt

Carpenter, Joe D.
Baker, Jans C.

Start Date and Time: Mo Schedule
End Date and Time: No Schedule

Mumber of Participants: (SSgt Abrame, Mark A.)

. Installation:

Training Mathod: TEXT
SEARCH INDIVIDUALS, VEHICLES, BUILDINGS, AND AREAS

. Description:

Enter (P)rint Event, (L)ist Resomrces, (Qluit ? _

7-311
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If the status is unassigned,
taken or complete, there is
no further data you can
obtain for the event and
vou should proceed to Step

i2.

Select the Event display option and then enter the number corresponding to an
event that is assigned, scheduled, reassigned or rescheduled.

The screen illustrated at the
left reflects an example of
how an Event Notxcc
appears when reviewing
the notice on line.

The information that fol-
lows explains the data that
appears on the notice.
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Each on-going (or forecasted) event is identified by a unique numerical ID. This
ID can be found in the title of the screen on the previous page shows (Event 232).

- At the time you were assigned (or scheduled, reassigned or rescheduled) for

training or evaluation for the task (or subtask), you should have received

a printed Task Training Event Notice. The Event Notice contains the same

Event ID as reflected on the screen you are reviewing. Additionally, much

glf the other data presented on the screen are reflected on the printed Event
otice,

- The event is further identified in the following way: (using data from
screen illustrated on previous page)

F10039 - T - 1274 - Knowtedge Training
Task Task Objective Type of Event
ID Level D

NOTE:

The second element in the Event ID (Task Level) indicates whether the event
applies to the overall task or to a specific subtask. If the event applies to the
overall task, a "T" is reflected for the Task Level; if the event applies to a
subtask, a "G followcd by a numeral is reflected for the Task Level. The
numeral designates the subtask to which the event applies.

The SSAN and name of the individual who generated the event is reflected next
on the event notice. The event will be generated by your supervisor, trainer (if
training event), evaluator (if evaluation event) or your training manager. Nor-
mally, task training/evaluation events will be generated by your supervisor.

The SSAN and name of the person responsible for ensuring the event is accom-
plished is also reflected on the notice.

- If the event is a training event, the person designated as your trainer for
the task is reflected. If a tramer is not specified for the event, the individual
who generated the event is assumed to be the trainer for the event.

- If the event isa Knowledge Training Event, the trainer will be working
with you to ensure you attain the knowledge required for you to
adequately achieve task performancc. This help may be just rct‘emng
you to reading materials, or discussing with you the information you
will need to know as you start to perform the task.

- If the event is a Performance Training Event, the trainer will be
working with you to ensure you have the skills required to perform
the task. Additionally, your trainer is responsible for teaching you
the steps required when you perform the task (or subtask) and the
sequence in which you must perform those steps.
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If the event is an ¢v:luation event, the person designated as vour evaluator for
the task (or subtask) ‘s presented on the screen. If an cvaluator is not specified
for the event, the indi vzidual who generated the event is assumed to be the evaluator
for the event.

- If the event is a Knowledge Evaluation Event, and a knowledge test is
administered off {ine, the evaluator acts as the test administrator/proctor
and scores your results either manually, by interfacing with the AOTS or
via the SCANTRON Optical Mark Reader. If there is no knowledge test
available from the AQTS, the evaluator is responsible for ensuring you have
attained the necessary knowledge before you begin training for the per-
formance of the task (or subtask). The evaluator may verbally ask you
questions or may develop a short quiz or test to determine whether or not
ytgu have the kaowledge necessary to begin training for the performance
of the task.

- If the event is a Performance Evaluation Event, the evaluator will observe
your performance of the task and will annotate your accomplish-
ments/difficultieson a Performance Evaluation Checklist, if such a checklist
has been developed and stored in the AQTS. Once the event is over, the
evaluator will manually score the checklist into the AOTS or will use the
SCANTRON Optical Mark Reader to score the evaluation results. If a
Performance Evaluation Checklist is not available in the AOTS, the evaluator
reflected on the Event Notice is responsible for ensuring you possess the
skills necessary for performing the task (or subtask) and that you can
adequately perform the steps in the required sequence. He/she will normally
observe your performance or can evaluate your performance by reviewing
products or other types of results that clearly indicate you can adequately
accomplish the task (or subtask).

If dates or times are not specified (field numbers 2 and 3 on the screen), the AQTS
reflects "No Schedule”. When you see "no schedule”, this means the event is
either assigned or reassigned, and training or evaluation should be accomplished
at the earliest opportunity.

If dates or times are specified, it means the training or evaluation event is
scheduled or rescheduled. The training or evaluation will be conducted on the
dates and at the times specified.

if there are more persons than you accomplishing this event at one time, the
number of persons will be reflected on the screen. If you are the only person
accomplishing the event, your name will appear rather than a number of persons.

If the event is occurring at a location other than your normal job site, the place
for the training or evaluation will be reflected on the screen, after the header
"Installation”.

If the generator of the event needs to advise you of any special information about
the event, comments from the generator will be reflected in the "description” area
of the screen (e.g., Bring pen/pencil and paper to take notes).

You may print the data appearing on the screen (helpful when you lose vour
original Event Notice). When you select the Print Event option, a prompt advises
vou that the print is o:curring. Once vou press _RETCRY ), as prompted, vou should
go to the ALPS print:r at your AOTS Workstation and obtain the printed cvent
notice.
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o et Task Training Tvent 232 Z Mov B8

1.4 ralning Zven .

fask Event ldentification: F18839-1-1274-Knouledge Training You should review the
Generatsd by: 996883988  SSgt  Carpenter. Jos 0. performance resources and

1. Trainer: 566800885 Sgt  Baker, Jame C. the training or evaluator

2. Start Date and Time: Mo Schedsle resources that will be used

3. End Dats and Time: Mo Schedule to accomplish the event.
Momber of Participants: (SSgt Abrame, Mark A.) The resources are explained

in the next few steps.
4. Installation:

Training Nethod: TEXT
SEARCH INDIVIDUALS, VEMICLES, BUILDINGS, AMD AREAS
S. Description:

Enter (P)rint Event, (L)ist Resowrces, (Qluit 7 L

7-3-12

@ STEP 8:  Select the List Resource option. Enter L (or !) and press CRETURN ).

nGT831.983 22 Nov B8

Thescreen illustrated at the
left provides two options
which pertain to the types
of resources required when
accomplishing the event.

Display (Plerformance Resourcs List, (T)raining Resource List, (Qluit 7 P

7-313
o} If the event is a training event, the types of resources include performance and
training,
o If the event is an cvaluation event, the types of resources include performance

and evaluator.

STEP 9:  Select the Performance Resource List option, to review the resources that are
reguired when you perform this task (or subtask). Enter P (or p) and press

o
tJ
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MGT831.882 22 Mov 88
1.4 Performance Resource List OVERWRITE

1. HANDCUFFPS YITH KEYS

(Uuit 7 > Q

7-3-14

AOTS User’s Handbook

The screen illustrated here
rcpresents examples of
performance resources.
This list helps identify the
kinds of knowledge and
skills you should have when
performing the task (e.g.,
when a2 Consolidated Tool
Kit (CTK) is required for
a maintenance task, it is
assumed you have been
trained and therefore, you
should know how to use -
and why vou would use -
the tools required by the
task).

@-—’ STEP 10: Entera Q (or q) and then press CRETURN J to quit the Performance Resource

List .

@ STEP 11: Entera Q (or q) and then press CRETURN ) to quit the Event notice screen.

MGTOG4 . 801 Task Iraining Requirements 22 Mov 88
1.4 For $Sgt Abrams, Mark A. on Task F18839
COMDUCT A WUALL SEARCH OF A SUSPECT

Task Level Objective lype Event Status

1. Term. Ob . 1274 Knowledge Training Assignad

2. Tera. Obj. 1274 inowledge Evaluation Unassigned
3. Term. 0bj. 1274 Performance Training Unass igned
4. Tern. Obj. 1274 Performance Evaluation Unassigned

Enter (Edvent Display, (l)dentify Tralmmr/Evaluator, (Rluit 7 Q

7-3-15

You may continue review-
ing the status of any other
event that is reflected as
"assigned”, "scheduled",
"reassigned" or  "resch-
eduled”, by repeating Steps
7-11. Once you have
completed your review of
the event notices, procced
to Step 12.

E—’ STEP 12: Entera Q (or q) and then press CRETURN ) to quit the Task Training Require-

ments Events Status screen.

I “—— STEP 13: Entera Q (or q) and then press . RETURN ' to quit the Task Training Require-

= ments screen




AQOTS User’s Handbook

DRAFT

NGTE38 . 882
1.4

7-3-18

Individual Training Requirements
Select Type of Training to Review

. AFS Yask

. fncillary

. Additional Duty
. Contingency

. ECl/CDC

mE

. Torma!l Training

NN A WN

. Quit This Nenu

-

Salect Option: 2

While the AOTS directly
supports and monitors
training for AFS tasks, it
also monitors other training
requirements. You should
review the requirements in
each category, by selecting
one option at a time.

The next portion of proce-
dures illustrates one type of
other training requirement;
the other types function in
the same manner, with the
exception of the ECI/CDC
option (which is explained
later).

@’ STEP 14: Select the Ancillary option. Enter a 2 and then press CRETURN .

NGT854.881
1.4

" title:
Title:

Title:

7-3-17

Ancillary Course Requirements
For SSgt Abrams, Mark A.
: ATBR0L Status: Scheduled
Chomical Warfare Defonee Training For High Threat Areas
: ATOO18 Status: Unassigmad
Base Populace Brief ing
: ATEO8S Status: Unassigned

Crine Prevention Training

Enter (Elvent display, (Quit 7 _

o

Unlike task training
requirements, most other
training requirements have
only one event that applies
to the requirement. Since
"other training” is typically
conducted by agencies
outside of the workcenter,
the AOTSonly maintains the
scheduling and completion
data for these types of
training requirements.

Only one event (Training Event) applies to each course listed in your ITR. The

event will either be:

- Unassigned (training not forecasted nor begun),

-OR -

- Scheduled (training has begun or is forccasted to begin on
a specitic date and at a specific time)
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o Once a training event has been completed, your supervisor or training manager
will update the AOTS database to reflect vour complction, and the training
requirement will then be removed from your ITR and added to the courses listed
in the training history portion of your ATR.

0 If an event is scheduled, you may obtain additional information for the event
by selecting the Event Display option.

- If an event is unassigned, there is no further data you may obtain from the
AOTS for the recquirement. Review the Ancillary Courses listed in your
ITR. If none are designated as "scheduled”, you need to proceed to Step 17.

nGT054 . 881 Ancillary Course Requ.rements 22 Nouv 88

14 for SSgt Abrans. Mark A. The example illustrated at

f. Courss: ATEA8L Status: Scheduls: the left reflects a "sched-
Title: Chomical Varfare Defense Training For High Threat Areas ulcd" tralnlng rcqu‘“—cment

2. Course: ATAA18 Status: Unassigned If your ITR includes a
Title: Base Populace Brief ing course reflected as sched-

3. Courss: ATB806 Status: Unassigned uled, proceed to Step 15.

Titie: Crime Preaventiown fraining

Enter (Edvent display, (QJuit 7 B

7-3-18

I:TED STEP 15: Select the Event Display option. Enter an E (or e) and press _RETLRN ). Then
= enter the number corresponding to a Training Requirement that is "scheduled” and
then press
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NGT831.803 13 Dec 88
Coursn Uontification: atocet > e bent 39 The Event Notice for other
Gonerated by: 888898888  SSgt  Carpenter, Jos D. training requirements looks
very similar to the Event
1. Start Date and Time: 1S Dec 1908 8908 Notice for an AFS task.
2. End Dats and Time: 15 Dec 19680 1108
Munder of Participanta: (SSgt Abrams, Mark A.)
3. Iraining Agency: 67TIV Disaster Prepu-edma off ice
4. Installation:
Bergstrom AFB, TX
S. Description:
Enter (P)riat Event, Conplote (E)vent, (Qluit 7 @
7-3-19
o Since there is no job-site training nor evaluation conducted for this type of
training requirement, there is no Trainer or Evaluator specified, nor are there
resources identified for the event.
) Since the event is not conducted at the job-site, the "Training Agency” is identified.
0 You should have received a hard copy of this Event Notice, when the training

was originally scheduled by your supervisor or training manager. If you lost the
original event notice, you may print another copy of the notice by selecting the

Print Event Notice option.

@’ STEP 16: Enteran Q (or q) and press CRETURN ] to quit the Event Notice screen.
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Enter (Edvent display, (Qluit 7 Q

DRAFT
nGTOS4.881 Arctl o1y Guurse Sequirements 22 Mov B8
1.4 For 309t A'ra 4, Mark A.

1. Coursa: ATBE1 Status. Scheduled

Title: Chemical VWarfare Defense Training For High Threat Arcas
2. Course: ATBA1A Status: Urassigned

Title: Base Populace Briefing
3. Coursa: ATBBBE Status:! Unassigned

Title: Crime Prevention Training

=
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Y ou may continue review-
ing cvent notices for each
of thec Ancillary Courses
that are “scheduled”, by
repeating Steps 15 and 16.
Once you have completed
your review of your ancil-
lary course requirements,
proceed to Step 17.

STEP 17: Entera Q (or q) and then press CRETURN J to quit the Ancillary Course Requirc-

ments screen.

nGTB38 . 882
1.4

Individual Training Requirements
Select Type of Training to Review

. AFS Task
Ancillary
Additional Duty
. Contingency

. EC1/CDC

PME

. Formal Training

NN WN .

. Quit This Nemu

_

Select Option: Q_

22 Mov 88

You should continue to
review the other training
requirements data con-
tained in your ITR by
repeating Steps [4-17 (you
need to substitute the
option/word "Ancillary”
with the type of training
requirement you select).
Once you complete your
review, proceed to Step 18.

When vou select the ECI/'CDC option, however, there is no further data than the
Course ID and status of the training. The status will be cither: Unassigned (vou
have not begun training using your CDC volumes) or Assigned (one or more CDC
volumes have been issued to vou, and/or you have completed one or more CDC

volumes).

STEP 18: Enter a Q (or g) and then press _RETURN ) to quit the Type of Training Require-

ment screen.

[ JP]
~1
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nGT838.918
1.4

7-3-21A

Individual Training Requirements
Assignment Review and Generation

. Dlsplay Individual Training Requirements
. Display Training Schedule

. Proceed With Training

. Position Qualification Status Information
Print Training Requirements

Print Training Schedule

. Print Position Qualification Status
Access Gemmral ITR

N UV W

. Quit This Menu

-

Select Option: S

Print request submitted with ID 18
Prees {return) to contimese...

The next step pertains to
printing your ITR data.
ITR data is always printed
with your Task Training
Requirements listed first,
followed by the other
training requirements. The
task or course ID, task or
course description, and the
status of the events for each

task or course will be
printed, just as they
appeared on the screens you
reviewed.

[F STEP 19: Select the Print Training Requirements Option. Enter a 5 and press _LRETURN ).

NOTE:

This option is the 5th option for some users and the 4th option for other users.
Review the screen carefully to ensure you select the correct option.

You will see a prompt advising you that the print is occurring. After you press
as prompted, you should go to the ALPS printer at your AOTS
Workstation and obtain your printed product.

than one page of data.

nGT830.918
1.4

7322

Individual Training Requirements
Assignment Review and Ceneration

. Display Individual Training Requirements
. Display Iraining Schedule

. Proceed With Iraining

. Position Qualif ication Status Information
. Print Training Requiroments

. Print Training Schaduls

. Print Position Qualification Status
Access Ceneral ITR

DN WNr

. Quit This Nemu

-

Select Option: 2_

This product is normally more

The other data accessed and
processed by the ITR Editor
are training schedule data.

Based on the status of each
individual training
requirement, your current
training schedule is always
available for your review.

@ STEP 20: Enter a2 and press CRETURAN ) to review your Training Schedule option.
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If no task training or other types of training are currcntly assigned, scheduled,

Since you are not forecasted for training, the AOTS cannot automatically generate
a schedule for you. There are no data to review or print; proceed to Section 7.4,

An example of a Training
Schedule is illustrated at
the left. Each task training
and evaluation event is
listed first. Training events
for other training require-

o]
reassigned or rescheduled, you will see the tollowing prompt:
No schedule yet exists for (your rank/name)
Press Return to continue.....
MGTE48 .081 Training Schedule for SSgt Abrams, Mark A. 22 Nov B8
1.4
Event Start/End Time Training Type/ldentilication
1. #9176 Task Iraining
F18838-1-645-Xnouwledge Training
2. 9BL7? Task Iraining
F18839-1-645-Knowledga Evaluation
J. 88232 Task Iraining
F10839-1-1274-XKnowledge Training
4. 80227 8660 Ancillary Courses

S Dec 1969
S Dec 1988 1988 ATEA81

-

Enter (Edvent Display, (Quit 7 @

7-3-22

ments are then listed.

If an event is assigned or reassigned, there are no Start/End Times. The event
occurs at the earliest opportunity, or is actively occurring at this time.

If an event is scheduled or rescheduled, dates and times when the event will be
conducted appear under the Start/End Time column.

- If the start and end times have expired, it usually means your supervisor
(or any other person who originally generated the event) has not yet updated

your completion of the event.

- If the start time has expired and the end time hasn’t, it usually means the

event is actively occurring at this time,

- If the start/end times are in the future, vou should use the schedule to
remind you of the event so you may prepare for the ¢vent (if necessary).
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=

You may obtain further data for each event listed on your training schedule. If
you select the Event Display option, you can review and print the event notice
that corresponds to the event. The screens you see are the same screen you viewed
in Steps 7-11 when reviewing your ITR.

- If you want to review an event notice complete Steps 7-11, then proceed to
Step 21 below.

STEP 21: Entera Q (or q) and press CRETURN ) to quit the Training Schedule Screen.

nGT038.818
1.4

7-3-24

Individual Traiwing Requirements 22 Nov 88
fssignment Roview and Generation .YOU may print your train-
ing schedule by selecting

the respective option on the
. Display Individual YTraini irements .
 Display Training Schedule | o screen illustrated at the
. Procesd With Training feft.
Position Qualiflcation Status Infarwmation
Print Training Requirements
. Print Training Schedute
Print Position Qualification Status
Access Ceneral IR

RN WN -

. Quit This Neru

-

Select Option: 6

=

STEP 22: Select the Print Training Schedule Option. Enter a 6 and press CRETURN ).

NQTE: This option is the 6th option for some users and the 5th option for other users.

Review the screen carefully to ensure you select the correct option.

I

A prompt appears on the screen to advise you the print request has been generated
by the AOTS. Once you press Return as prompted, you should go to the ALPS
Printer at your AQTS Workstation to obtain your printed training schedule (it
may take a few moments to print). The schedule will appear exactly as it did
on the training schedule screen you reviewed earlier.

STEP 23: Entera Q (or g) and then press 1o quit the ITR Assignment Review
and Generation Menu.

30
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NOTE: From the time you press for a hard copy printout of your ATR,
there will be a short delay before the printer actually starts to print. This
delay can range frym a few seconds to several minutes depending upon the
number of users on AOTS at any given time. Please be patient: and if you
think your printer is having a problem, call the AOTS hotline HELP number.

MGT832 .085 Airman Training Record (ATR) Manager 22 Mov B8

1.9 Training Record for SSat Abrams, Mark A. Many times you will review

specific data in your ATR
on line; while other times
3 pealvitusl Iraining Requiremants vou will find it easier to
3. Training History Data review information once it
S e rveaord is printed (especially true
6. Supervizion List when you want to review
7. Print a Training Record all of the data contained in
8. Print Supervision List your ATR)
q. Quit This Merw
Select Option: 7_
7-4-3A
I “o=— STEP 1: Select the Print Training Record Option. Enter a 7 and press L RETURN .
NOTE: This option is the 7th option for some users and the 6th option for other users.

Review the screen carefully to ensure you select the correct option.

31
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MGTA32.801 ARirman Iraining Record (ATR) Manager 22 Mav 88
1.9 Print Mamy

1. Print all Do Mot Print
2. Print General Training Data Do Mot Print
3. Print Training History Da Mot Print
4. Print Qualification Status Do Mot Print
S. Print ITR Do Mot Print
6. Print Schedule Do Mot Print
7. Print Personne] Data Do Mot Print
Mo

7-4-2

. Begin Printing

Salact Print Option

Use {cursoe) keys, or {(Enter (fleld wumber>, (q> quit) & {(returnd} 1

0

lf STEP 2:

Just as ATR information is
sorted when you review
screens, the information is
sorted when vou print your
training record.

The top seven options pertain to specific ATR data which you can select to have

printed.

- When you select an option, the respective "Do Not Print" changes to reflect
"Print". Your selection acts as a toggle in that you may re-select the same
option and toggle the vaiue back to “Do Not Print”.

- When you select option ! (Print All), each "Do Not Print" changes to reflect

"Print".

- If you do not want to print all of the information, you may select one or
more options by selecting one number at a time, the numbers corresponding
to the data veu want printed,

to print all data.)

desired ATR data and press ! ]

Select the ATR Data you want to print. Enter the number(s) corresponding to the
. J. (In our example, we selected Option 1,
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- nGT832.801 Airman Training Record (ATR) Manager 22 Moy 08
1.8 Print Memu

1. Print All Print
2. Print General Training Data Print
3. Print Training History Print
4. Print Qualification Status Print
S. Print IIR Print
6. Print Schedule Print
7. Print Personnel Data Print
8. Begin Pranting Mo

Select Print Opt.om

Use {cursor) keys, or {(Enter {field mumber), (g quit) & {returnd) 8

@: STEP 3:

AQTS User's HanQuouk

Once you have selected the
data. you then select the
begin printing option (the
respective "No" changes to
"Yes").

If you change your mind
and you don't want to print,
you can quit the screen
(instead of selecting the
Begin Print option) and
your data print selections
will be ignored by the ACTS.

Enter a 8 and press CRETURN ). Your print will start within a few moments. (See
the note at the beginning of this section.

nGTA32.881 Alrman Training Record (ATR) Manager 22 Nov 88
1.8 Print Mamu
1. Print All Print
2. Print Ganeral Training Data Print
3. Print Training History Print
4. Print Qualification Status Print
S. Print ITR Print
6. Print Schedule Print
?. Print Personnel Data Print
8. Begin Printing Yes
Print request submitted with 1D 21
Press (return) to contimue...
7.4-4
I —— STEP 4. Press CRETLRN) as prompted.
53

A prompt will soon appear
on the screen advising vou
that the print request was
generated by the AOTS.
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neTo32.605 Airman Training Record (ATR) Manager 2Z Nov 88
1.0 training Record for SSyt Abrams, Mark A. The ATR Managcr Main
Menu reappears on the
. Individunl Teaining Roquiremnts screen (as illustrated at the
Personnel Bata lcft.
Training History Data
Access Level

Change Password
Supervision List

Print a Iraining Record
. Print Supervision List

BNP NN

. Quit This Nemw

]

Select Option: Q_

7-4-5

o ghe remainder of this section provides you with illustrations of printed ATR
ata.
0 If you want to change your AOTS password, you may proceed to Section 7.5. If

you don’t want to change your password, proceed to Step §.

@ STEP 5: Entera Q (or g) and then press CRETURND to quit the ATR Manager Main Menu.
The AQTS Primary Access Menu will appear on the screen where you may quit
and log off the system or wheresyou may select another function addressed in this

handbook.

0 The printing of your ATR can take a few minutes. You need to obtain your
ATR from the ALPS Printer 2t your AOTS Workstation or your assigned printer.

The following few examples illustrate the printed portions of your ATR;
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17 lLec 38 AJTS Trainina Information - eneral vata
SrA Adams, Pat A,

General Training fHistory

lraining Status Code: R

Date Enteredi/Completed/Withdrawn US3T:

Jate Entered/Completed/Withdrawn Training: 30 Sep 1786
Date Entered/Completed Position Qualification Training:
Date Initially Entered Re-Training:

Sducation Level: D

A3VAB Administrative Score: 94

ASVAB Mechanical Score: 90
ASVAB Electronics Score: 35
ASVAB Teneral Score: 96

Reading Achlevement Score 1l: 1293
Jate Tested 1: 01 Oct 1985
Reading Achievement Score 2: 125
Date Tested 2: 01 Oct 1985
fyping Test Score:

Cate of Typing test:

7-4-6
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When General Training
Data are printed, the data
appear as the screen at the
left illustrates.
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19 Dec 88 AOTS Training Information - History of AFS Tasks
SrA Adams, Pat A. When you print your
Training History data, the
Task Training History AOTS separates the printout

by each category of train-
) ing. A separate page is
10: F10040 Version: 4 Date_Certified: 22 Nov 1988 printed for each of the
CONDUCT A KNEELING SEARCH OF A SUSPECT following categories:

Trainer: 888888885 Baker, Jane C. Sgt - AFS. Tasks,
Evaluator: 883888386 Bradberry, Allen K. MSgt - Ancillary Courses,
Certifying Official: 888888888 Carpenter, Joe D. ssgt - Additional Duty
Installation: BERGSTROM AFB, TX Courses,
. - Contingency Tasks,
ID: F10038 Version: 5 Date_Certified: 04 Nov 1988 - ECI/CDC Courses
DEPLOY IN RESPONSE TO AN ALARM SIGNAL - PME Courses and |
- Formal Training
Trainer: 888888885 Baker, Jane C. Sgt Courses.
Evaluator: 888888886 Bradberry, Allen K. MSgt A
Certifying Official: 888888884 Abrams, Mark A. sSgt (AFS tasksare illustrated at
Installation: BERGSTROM AFB, TX the left.)
o There may be more than one page of data for a category of training.
0 If you haven't completed any training for a category, the AOTS advises you on

the printout that no history (for that type of training) exists.

19 Dec 88 AOTS Training Information - Qualification Status
SrA Adams, Pat A. The Qualification Status
Task D Task Stmt data indicates fthose: tasks
> . you must perform while
........... Verswﬂbatece"‘f“c"toueStatus you are serving in your
A00002 ASSIGN PERSONNEL TO DUTY POSITIONS current duty position.
4 04 Nov 1988 Certified
800037 CONDUCT STAFF MEETINGS If you are already
3 04 Nov 1988 Certified position-qualified, the
F10004 INSPECT FIXED POST FOR DISCREPANCIES ) . AOTS will advise you on the
3 Awaiting Cen . et a
F00278 FIRE WEAPONS TO MAINTAIN QUALIFICATION ﬁi)’: tsot‘;ttutshgz &0 e?(‘i‘:tls'f'ca
4 08 Jun 1989 In Progress ‘ :
F10039 CONDUCT A WALL SEARCH OF A SUSPECT
5 02 Dec 1988 02 Dec 1989 Certified
010999 PERFORM OPERATOR MAINTENANCE ON AN M-16 RIFLE
S 08 Dec 1989 In Progress
F10040 CONDUCT A KNEELING SEARCH OF A SUSPECT
4 22 Nov 1989 {n Progress
£10038 DEPLOY IN RESPONSE TO AN ALARM SIGNAL
S 04 Nov 1989 In Progress

0 Before the AOTS was available to workcenters, the following actions occurred:

- Information was collected from your supervisor rcgarding tasks vou arc
certified to perform, tasks required to be performed in your duty position,
etc.

36




DRAFT AOTS User's Handbook

- Data from the Personnel Data System (PDS), such as your CAFSC, DAFSC,
Duty Title, Duty Position Number, etc., were loaded into AOTS. (Your
personal data are updated periodically; either weekly or monthly.)

Based on the information collected and the personnel data updated from the PDS,
the Instructional Systems Team (IST) and other AFHRL personnel updated data
into the AOTS.

- Your training history was updated.

-- This process involved accessing the training history portion of your
ATR and certifying the tasks you can perform,

- The task requirements for your duty position were also updated.

-- This process involved the creation of an Operational Position Task
Requirements (OPTR), which is a list of tasks performed in a duty
position and a list of other training courses that must be completed
while performing in that duty position. An OPTR was created for
the position you are currently assigned against, according to your
position number and duty title updated from the PDS.

Once the IST completed the update of your training data and the position data,
an automated training needs diagnosis was performed using the AOTS. This
diagnosis process is referred to asa Qualification Assessment. The AOTS compared
the tasks you are certified on and the training you have completed (i.e., your
training history data) with the tasks and training requirements listed in the OPTR.

- Within the AOTS, as part of the Qualification Assessment process, you were
assigned against the OPTR. The results of the qualification assess-
nll%rllzt)/assignmcnt process produced your Individual Training Requirements
( .

The tasks listed for your Qualification Status are the same as the tasks listed on
the OPTR you are assigned against. The list is normally in the same order as the
respective OPTR list.

- If you are certified to perform a task, the date you were certified is reflected,
and the status for the task is reflected as "certified”. Remember, certified
tasks are those listed in the training history portion of your ATR.

- If the status of a task is "None", "In Progress” or "Awaiting Certification”,
the task is listed in your ITR. Refer to Table 7.1 if you need a definition
of each task status. Remember, tasks listed in your ITR are those you must
complete training for, be evaluated on and be certified on.

- The Qualification Status data help you determine how many (and which)
tasks you require training for in order to become fully position-qualified.
Once you can perform all the tasks listed and you are certified for each
task, your Qualification Status data will no longer cxist.
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Your ITR data prints in two parts:

1) Your task training requirements (top illustration on this page)
- AND -
2) Your other training requirements (lower illustration on this page)

19 Dec 38 AOTS Training Informetion - Requirements pPage 11
SrA Adams, Pat A.

For task training require-

Task 10: 10004 Awaiting Certification ments, the status of the task
INSPECT FIXED POST FOR DISCREPANCIES isreflected ... for analyzed
i rooere tasks the status of cac};
FIRE WEAPONS TO MAINTAIN QUALIFICATION event is reflected. Table 7.2
Task Level Objective Type Event Status pl’OVidCS a dCfinitiOﬂ Of
Term. Obj. 1776 Knowledge Training  Complete each task training ecvent
Term. Obj. 1776  Knowledge Evaluation Assigned status.
Term. Cbj. 1774 performance Training Unassigned
Term. Obj. 1774 Performance Evaluation Unassigned

Task {D: 010999
PERFORM OPERATOR MAINTENANCE ON AN M-16 RIFLE

Task Level Objective Type Event Status
Term. Obj. 174 Knowtedge Training Complete
Term, Obj. 174 Xnowledge Evaluation Complete
Term. Obj. 1746 Performance Training Complete
Term. Obj. 174 Performance Evaluation Assigned
Task [D: F10039 None

CONDUCT A WALL SEARCH OF A SUSPECT .
Task 10: FO0240 None
CONDUCT BUILDING SECURITY CHECKS

19 Dec 88 ACTS Training Information - Requirements

SrA Adams, Pat A, « .

" . For  other training
Course ld/Title POS Code  Status requirements. the Course
seess Ancillary Courses ID, Course Title and status
A10001 Scheduted are reflected for each
Chemical Warfare Defense Training for Higl reat Areas : . .
Too0s senedul o requirement (either Unas
Explosive Ordnance Recognition Training sxgned or SCthUlCd).
AT0006 Unassigned
Crime Prevention Training
AT0007 Unassigned
Protection of the President (ANG-MMICS 436)
AT0010 Unassigned
Base Populace Briefing
AT0030 unassigned

Standards of Conduct

ewwes Additional Duty Courses

AD00Q16 Unassigned
Emergency Power Generator Operator
ADOO18 Unassigned

Accident 8riefing

everes Contingency Tasks
No Contingency Tasks Required

sests £C1/COC Courses
81150 Unass i gned
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Event
20407

J04544

00343

20220

AOTS Training Information - Current Schedule Page
SrA Adams, Pat A.

Start/Ernd Time

Dec
Dec
Dec
Dec

1988
1988
1988
1988

1500
1600
0800
1000

DRAFT AOTS User’s Handbook

Training Type/Identification

Task Training
010999-T-174~-Performance Evaluation
Task Training
F00278-T-1774-Knowledge Evaluation
Ancillary Courses

AT0003

Ancillary Courses

ATO00O01

Figure 7.1 Training Schedule

Your current Training Schedule appears like the schedule as shown in Figure 7.1. Just

as they were listed when you reviewed your schedule, the task events are listed first and the
other training events are then listed.

If there are no events assigned, scheduled, reassigned or rescheduled. the AOTS advises

vou on the printout that no schedule currently exists for you.
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«s Jec 8s AOTS Training .atormation - Persc.nel Data Page
SrA adams, Pat A.

PERSONNEL INFORMATION

Nama: Adams, Pat A.
Grade: E-4

SSAN: 888-88-8881
DOB: 15 Sep 1967
TAFMSD: N1l Oct 1985
oS 30 Sep 1989
Enllistment Category: 1

AFSC INFORMATION

Primary: 81150
Second:

Third:

Fourth: R
Contrel: 81150
Duty: 81150

POSITION INFORMATION

Positicon Number: 8118112

Record Status: 20

Duty Status: 10

Title: AEROSPACE SECURITY SPECIALIST
Phone Ext: 2604

Date Arrived Station: 22 Feb 1986

Date Assigned Station: 22 Feb 1986

ORGANIZATION INFORMATION

Unit: 67th Security Police Squadron
Installation:

Location ID: BJHZ

PAS Code: BHOTFMOS

FAC Ccde: 435300

Figure 7.2 Example of Your Personnel Data Printout

_ Your personnel data printout is illustrated in Figure 7.2 above. Remember, most of
this data originates from the Personnel Data System (PDS) and any incorrect data will need
to be reported to your supervisor so that he/she can report or revise the incorrect data.
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7.5 Change Your AQTS Password
NGT832 . 885 Alrman Training Record (AIR) Manager 22 Mou B8
1.8 fraining Record for SSgt Abrams, Mark A. If you no lOﬂgCl’ like your
?OTS password, or if you
eel that another user has
L Individusl Treining Requiresents seen or tried to use your
3. training Histary Data password, you may want to
4. Access Lavel change it
S. Change Password ‘
6. Supervision List
7. Print a Training Record
8. Print Supervision List
q. Quit This Nem:
Select Option: S_
7-51
. Entera5 and press CRETURN).

@ STEP 1:  Select the Change Password Option

7-5.2

Plesve Enter Your 014 Password =) _

At this point you type in your old
(current) password. You will not
see the password as you type
because it is masked.

If you enter your current password
incorrectly, the following prompt
appears on the screen:

User Authorization failed
Press <return> to con-
tinue....

When you press return as prompted,
the ATR Manager Main Menu
reappears, and vou must repeat
Steps | and 2 if you want your
password changed.

@ STEP 2:  Enter your “old" password and press CRETURN J.
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SUPS24 .008¢ Password Generatiow 22 Mov 88
1.8 Select Options Once you correctly enter
your current password, a
list of 10 new passwords
1. ROPYQOEV appears. To select a new
2. EIuwzur password, complete steps
3. VYIUCCNK 3-6
4. YZZPQUIP .
S. FDSPOUNA
6. JAXTLUUZ
7. WEQIVDBR
8. UINUHBUL
9. OBNIQYZK
18. GZGUHVSU

Please enter your now password =)
Mow :

753

@ STEP 3: Review the list of passwords and select the one you want for your new password.

) If you do not like the list of passwords presented, press and another
list of passwords will be displayed.

0 If you do not complete Step 3 and the remaining steps within 60 seconds, a new
list of passwords is automatically displayed for you to choose from; and you will
have to repeat the Change Password steps, beginning at Step 3.

STEP 4 WRITE DOWN THE PASSWORD YOU SELECTED. Remember to placeitin a
safe place so that other users cannot obtain and use your password.

@3 STEP 5: Enter the Password you wrote down and then press CRETURN ). Be sure to
enter the password exactly as you have it written down.

0 You will not see the password as you type it. If you make a typing mistake in
your entry, a new list of passwords is automatically presented. You cannot keep
the password you selected, and you must repeat the Change Password procedures,
beginning at Step 3.
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SUPB24 881 Password Generatiom 22 Wov 88
1.8 Select Options If you correctly entered a
password contained on thc
hqt you are reviewing, you
. ROPYQOEW will then need to enter the
glmgl& same password again, to
' vzzhose verify  your  password
. FDSPOUNA selection.

< JAXTUZ
WEQ{UDB
. UIKUHBUL
. 0BM1QYZX

BODNVOUIAWN e

I3

Ploase entar your new password =)
MNow

Pleass verify your now password =)

Verif {catfon : _
7-58
@’ STEP 6:  Enter the new password (again) and press CRETURN ). Be sure to enter it
exactly as you have it written down.
0 If you enter the password incorrectly at Step 6, you will see the following prompt:

Verification of New Password failed
Press <return> to continue....

Once you press as prompted, a new list of 10 passwords appears on the
screen. You cannot keep the password you had previously selected, and you must repeat the
Change Password procedures, beginning at Step 3.

NGTBI2.805 Alrman Training Record (ATR) Manager 22 Nov B8

1.8 Training Record for $Sgt Abrams, Mark A. If you entered the DGSSWOFd
correctly the second time,
3 Peaoadual Training Roquiromants ;»EilgnuATrl:aprg::rasgcgn Mztll;r;.
3. Training History Data screen (as illustrated at the
5. Chome bt left). The next time you
6. Supersision List LOGON, you must use your
;- ;:::: ;u’":'l':':“"ﬁ::‘ new AQTS password, or you
: per will not gain access into the

9. it This Merm AQTS.

Select Option: _

757

THE LAST STEP

When you are finished reviewing or printing your ATR data, or changin% your AQTS
Password, vou will continue to QUIT the screens until vou return to the AOTS Primary
Access Menu, where you may QUIT to log of f the AQTS, or you may choose other options
addressed elsewhere in this handbook.
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8 TRAINEE FUNCTIONS

This section is for the trainee user of AQOTS.

8.1 Access Task Data

As a trainee, you will find a frequent need to review or print various types of
information for tasks you perform in your current duty position. You will be working with
the Master Task List (MTL) Editor each time you need to obtain task data from the AQTS.

Task data will help you prepare for the training you will receive for the tasks you
perform in your duty position. Normally, you will obtain task data for one task at a time.
There are more than 20 types of data you can obtain for a task. The list bclow identifies
the data you will most often access:

(o]

Subtasks and activities, which are the breakdowns of the task into sequential
performance steps you will be trained on and required to accomplish,

Knowledge and skills you must possess in order to learn or perform the task,

Behavioral Qbjectives you must achieve regarding your knowledge, skills and
performance of the task,

Training Materials you can review or study which will increase your knowledge
of the policies or procedures pertaining to the task,

Publications you can review off line, which contain information governing the
performance of the task, and

Resources you will use when learning/performing the task.

The amount of data available for a task varies from task to task. Not all types of data
are available for every task:

(o}

For tasks not trained at the job site by means of OJT, there is limited data
available within the AQOTS.

For many tasks that are trained by means of OJT, a comprehensive task analysis
was conducted by members of the Instructional Systems Team (IST) at Bergstrom
AFB.

- Once the task analysis results were updated into the system, the IST
developed further task data for each analyzed task. Behavioral
objectives, knowledge tests, performance tests/evaluations and
training materials were some of the kinds of data which have been
developed and updated for analyzed tasks.
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0 Task analysis, task data entry and training/evaluation development will continue
throughout the AOTS test period; therefore, some data for some tasks may not be
available at the time vou access the task data. When dara for a task are not
(z;vailablc from the AOTS, you are responsible for using other means to obtain the

ata.

Normally, you will be accessing task data so that you can learn as much about a task
as possible before beginning your training for the task. You can usc Training Event Notices,
your Training Schedule or your ITR to help you determine the tasks for which you require
training; therefore, for which task(s) you should be obtaining data. The following explains
how to use AOTS products to help determine the task(s) for which you should obtain task
data:

0 A Training or Evaluation Event Notice is automatically generated and printed
each time anyone assigns, schedules, reassigns or reschedules you for an event.
Remember, there are four required events which pertain to a task: Knowledge
Training, Knowledge Evaluation, Performance Training and Performance
Evaluation.

- Knowledge Training is the first event you will normally complete for
a task, therefore you should review the task data when you receive
a Knowledge Training Event Notice. If you print the task data, you
can save the printout and later refer to the data when preparing for
the remaining events that apply to that task. If you review the task
data on line, you should review the data again when preparing for
the remaining events that apply to the task.
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19 Dec 1988

To:

Subject:

SPAD (SrA Adams, Pat A.)

Assignment to Event 446 - Task Training

You have been assigned as a trainee in the Task Training event described below.

Event 446 - Task Training
(F10039)T-1274-Knowledge Training

CCNDUCT A WALL SEARCH OF A SUSPECT

Generated by: S$Sgt Abrams, Mark A.

Trainer:

Sgt Baker, Jane C.

Method of Training: Text

ESBl 0-10

Location:

: SEARCH INDIVIDUALS, VEHICLES, BUILDINGS, AND AREAS

Description:

Performance Resources Required:
HANDCUFFS WITH KEYS

Figure 8.1 is an exa

Figure 8.1 Training Event Notice

been circled to help you identify it’s location on the notice.

If the Training Event was assigned or reassigned, the Event Notice
will not contain scheduled start and end times, and you should obtain
task data as soon as possible to begin your knowledge training. (The

example above illustrates an assigned event.)

If the event was scheduled or rescheduled, you may access tass data
at your convenience. However, you should use the start time on the

notice to determine the timecframe you have in which to access the
task data before you begin training for the task.

16

mple of a Training Event Notice. The Task ID that applies has
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Your Training Schecdule reflects all of vour {orecasted training at the time vou
review the schedule. For each task event listed on your schedule, you should
have received an Event Notice. If you do not obtain tasx data at the time you
initially receive an Event Notice, you may review vour training schedule to help
vou determine task(s) for which you should obtain task data.

19 Dec 88 Current Training Schedule for The illustration at the left
SrA Adams, Pat A. is an example of a Training
) L Schedule. (Section 7 of this
Event Start/End Time Training Type/ldentification handbook providcs vou
00407 Task Training . with the procedures for
2044t s;gﬁ;;;;?;Permrm"“ Evaluation obtaining your AOTS data,
FO0278-T-1774-Knowledge Evaluation ¥h1§:h, includes your
00446 Task Training raining Schedule.)
F10039-T- 1274-Knowledge Training
00348 10 Dec 1988 1500 Ancillary Courses
10 Dec 1988 1600 AT0003
00220 15 Dec 1988 0800 Ancillary Courses
15 Dec 1988 1000 AT0001
8-1-2
o) You may review your ITR at any time and obtain task data for any task listed

on your ITR. Remember, your ITR lists those tasks for which you must be trained.
If you want to get a jump on your future training requirements, you may choose
to access task data before vour OJT begins for a task. By reviewing your TR
you will know which tasks you will be trained on and, thercfore, the tasks for
which you would obtain data.

This section has been divided into two parts. If you want to review task data on line,
complete Steps | through 3 and then refer to Part A of this section. If you want to print
task data, complete Steps 1 through 3 and then refer to Part B of this section.

o

Parts A and B address only the specific data you normally will use as a trainee.
To learn more about the other task data not covered in this section, refer to the
on-line HELPs.
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BEFORE YOU CAN BEGIN ACCESSING TASK INFORMATION,
YOU NEED TO DETERMINE THE FOLLOWING:

The ID(s) of the task(s) for which vou want to obtain information.

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

0 You will find Task IDs listed on each Event Notice you receive, on your Training
Schedule, and in your ITR.

0 You will need to determine what task(s) you want to access, before any task data
can be obtained, since you will be inputting the Task ID(s) as part of the process.
Normally, you will be accessing task data for one task at a time.

supez? .eel Advanced On-The—-Job Training System (AQTS) 13 Dec 88
1.3 Prinary Access Memu All users’ access into task
data are initially through
1. Persomal Training Inforeation the MTL interface option
2. Master Task List (ATL) Interface listed on the AOTS Primary
Access Menu.
q. Quit This Neru
The illustration at the left
] represents the menu seen by
Seloct Optien: 2. a person when his/her User
Type is TRAINEE.
Depending on your User
Type(s), the MTL Interface
option appears as the sec-
ond or third option on this
menu.
8-1-3

@ STEP 1: SELECT THE MASTER TASK LIST (MTL) INTERFACE OPTION. Enter 2 (or 3)

and press
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NGTO1S . 881
1.6

Wi e

£

AFS Selection Menu

Plsase select the desired AFSC:

. 452%4

454x8

. T32xB

g11xx

Tactical Alrcraft Maintenance
Asrospace Propulsion
Perzonnel

Security Police

. Quit This Mems

Select Option: 4_

[—ED STEP 2:

AOTS User’s Handbook

MTLs exist for each Air
Force Specialty participat-
ing in the AOTS. Depending
on your User Type(s), you
may be authorized to access
more than one MTL.

If you are not authorized to
obtain data for tasks in
more than one AFS, you
will not see the screen
illustrated at the left, nor
will you perform Step 2
below. Instead, proceed to
the information presented
after Step 2.

SELECT THE OPTION CORRESPONDING TO YOUR AFS. Enter the number (1

-4) corresgonding to your AFS and then press
811XX was selected.)

above, AF

. (Inthe example

A Master Task List (MTL) is a list of all tasks commonly performed in an AFS and a
collection-of data that pertain to these tasks. Within the AQTS, each MTL contains data for
hundreds of tasks.

Each MTL has been broken down into two parts:

o]

0

Final Master Task List, which contains tasks commonly performed AFS-wide, and

Final Local-New Task List, which contains

tasks performed only locally, or

"new" tasks which are introduced because of new equipment, changes
in procedures or policies, etc. (where new performance steps or new
skills and knowicdges have to be trained and learned),
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NG 1883 .881
2.8

8-1-5

Choose Task List to Access 22 %ou 88
Most of the tasks you will
be aiccs;inglaﬁ conta_li_ncg
on the Fina aster Tas
 Fleal NI Lotal - Nee ask List List. See the note below
Step 3 if you do not know
what part of the task list to
select.

N -

q. Quit This Mem

Select Option: 1_

[? STEP 3: SELECT THE OPTION CORRESPONDING TO THE PART OF THE MTL YOU

WANT TO ACCESS. Enter the number (1 or 2) and then press CRETURN ). (Our
example shows the Final Master Task List option being selected.).

NOTE:

To distinguish between AFS-WIDE and LOCAL/NEW tasks, a numbering
scheme has been established for tasks appearing on each list. Rcmcmbcr the
last five digits of a Task ID are numbers.

o The FINAL MASTER TASK LIST contains tasks which have Task ID
numbers ranging from 00001 to 60000.

o The FINAL MTL/LOCAL - NEW TASK LIST contains tasks which have
Task ID numbers ranging from 60001 to 99999.

Review your Event Notice, Training Schedule or your ITR to determine the
Task ID that you want to obtain data for. If the Task ID involves a number
equal to or less than 60000, select the Final MTL; if the Task ID involves a
number greater than 60000 select the Local-New Task List. The following
procedures apply to either list you select.
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MGT083.834 Master Task List Editor 22 %ov 88
2.0

1. Display

2. Search

3. Print

q. Quit This Bew

Sslsct Option: _

8-1-8

51
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The screen at the left
illustrates the main menu
for the MTL Editor. Part
A of this section applies to
the DISPLAY option; Part
B applies to the PRINT
option. The SEARCH
option is not covered.

You may find it advanta-
geous to print task data
since many tasks have a
substantial amount of data
that you will need to
review, More data are
printed on a single page of
a task printout than can be
viewed on a screen at one
time, and printing the task
allows you to review the
data any where at any time.
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PART A - DISPLAY TASK DATA

gc:mm Master Task List Editor 2Z Mov 88

1. Display

2. Search

3. Print

. Quit This Merw

Select Option: 1

8-1.7

When you display task data,
you will find that the data
have been sorted into many
categories. The following
procedures assist you in
accessing the task data that
apply to you as a trainee.

@’ STEP 1: SELECT THE DISPLAY OPTION. Enter 1 and press CRETURN ).

"GT8A3.803 Select fTask(s) to Process 22 Mon 88
2.9 OVERWR1TE
1. Entire Task List
2. Specific Task id
3. Task Range

q. Quit This Nenu

Select Option: 2

Entepr task id @ F18636

8-1-8

Normally, vou will access
data for one task at a time.
Once you select the Specific
Task option, another
prompt is added to the
screen, for you to enter the
Task Id. Remember, the
Task Id you enter is one
that appears on your
Training Event Notice,
Training Schedule or ITR.

STEP 2: SELECT THE SPECIFIC TASK ID OPTION, AND PROVIDE THE TASK ID. Enter
2 and press CRETURN J; then enter the six digit Task ID and press t RLTTURAJ.
{In our example above, we entered F10036, which is an 811XX task.)
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NG1883.825
2.9

MIL Editor - Task Id @ F18836
Momu 1

22 Wov 89

. Task Statement

Task Objoctives

. Task Training Module

. Occupational Survey Data
. Task References

. Weapon Systens

. Mext Memu

NN WN

. Quit This Neru

-

Select Option: 2Z_

STEP 3:

61983 .939
2.8

3-1-10

Evaluation SubSysten 22 Nov 88

Accoss Moms

1. Bohaviorsl Objectives Editor

q. it This Nenu

Select Option: 1

AQOTS User's Handbook

Within the MTL Editor,
ther¢ are four primary
menus which contain
options corresponding to
the types of data you may
display for a task. This
section  explains those
options on each of the four
menus that you will access
most.

The screen at the left
illustrates the first of the
four primary MTL Editor
menus. There are two
options on Menu | that you
will access often:

o Task Objectives, and
o Task References

SELECT THE TASK OBJECTIVES OPTION. Enter 2 and press CRETURN .

At this point, the MTL
Editor interfaces with
evaluation editors existing
in the AOTS. As a trainee,
your access is restricted to
the Behavioral Objectives
Editor, which is one of the
three evaluation editors
existing within the system.

STEP 4: SELECT THE BEHAVIORAL OBJECTIVES EDITOR OPTION. Enter 1 and press
(RETURN].
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EVLBO1 .083 Behavioral Objective Editor 22 Mov 08
1.9 Display Behaviceal Objective Data Each objective for a task is
defined in a written state-
1. Tash/Sublask Statement ment referred to as an
2. Objective Statement Objective Statement. For
3. References many objectives, the AQTS
s ',",'“".i“i"",,. Materials also contains other data,
such as references,
€. Nuit This Remu resources and training

materials that pertain to the
. achievement of the objec-
Select Option: 2. tive. Steps 5 through 27 of
this section provide the
procedures for reviewing
the objective data for the
task.

81-11

In the AOTS, there will be at least one behavioral objective for each task. (Bccause
task data is still being updated by the IST, objective data may not exist for some tasks). A
task-level behavioral objective is referred to as a TERMINAL OBJECTIVE.

STEP §: SELECT THE OBJECTIVE STATEMENT OPTION. Enter 2 and press
g CRETURN).

EVLBO1.817 Behavioral Objective Editor 2Z Mov 88
1.9 Select Objective 14 If a behavioral objective
does not exist for the task,
the AOTS provides a mes-
%ej%the screen. Press

RETURN ) as prompted and,
since there is no objective
data to review, proceed to
Step 26.

1. Objective 1d: 302

If there is one or more
objectives to this task, you
will see the select objective
ID screen. The screen
illustrated at the left
requires that you select the

Use Ccursor) heys, or ((Enter <fleld wamberd, <q> quit) & (returnd) 1_ objective for which you
want to display data.
81-12 Normally, there will be

only one Terminal Objec-
tive for the task, however
there can be up to six
terminal objectives for any
task. You may review data
for only one objective at a
time.

= STEP 6: SELECT THE OBJECTIVE ID THAT CORRESPONDS TO THE OBJECTIVE
I 5 STATEMENT YOU WANT TO REVIEW. Enter the number corresponding to the
desired objective and then press .
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EVLAA1 . 806 Behavioral Objective Editor 22 Mov B8
1.9 Behavioral Objective 1d and Statement

Objective Id: 381
Complets Behavioral 0bjective Statement:

COMDUCY A TRAFFIC ACCIDENY IMVESTIGATION IM ACCORDAMCE WI1TH AFP 125-2 WOL 3
CHAP 7, AFR 12S5-14 PARA 4-6, AFR 125-19 PARA 27

Objective Author: Rick Booth
Last Objective Modification Author: John S Hand

Press <return? to contime... _

8-1-12A

AOTS User’'s Handbook

An objective statement
provides you the behavior,
conditions and standards
by which you will perform
the task once you have been
trained. The objective
statement tells you what
you must be able to do, how
well it must be done, and
under what circumstances
you will be required to
perform the task.

@: STEP 7: PRESS (RETURNJ, AS PROMPTED ON THE SCREEN.

EVLES1.817 Lzhavioral Objective Editor Z2Z Mov 88
1.9 Salect Objective Id

1. Objective 1d: 381

Use (cursor) keys, or {(Enter {fleld number), <q> quit) & {returnd)} Q_

3113

The screen reflected at the
left reappears so you mavy
select another objective,.
You may repeat Steps 6 and
7 for each Objective ID
listed. Once you have
completed your review of
the objective statement(s),
proceed to Step 8.

l —— STEP 8: QUIT THE SELECT OBJECTIVE ID SCREEN. Enter Q and press CRETLRN.

AV )
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1.9

81-14

N WNw

Behavioral Objective Editor
Display Behavioral Objoctive Data

. Tash/Sublask Statement
. Objective Statement
. Refurences
Resources
. Training Materials

. Quit This Nerw

Select Option: 3

To review the references
that apply to the task
objective(s), proceed to Step
9. References are publi-
cations which contain
information governing the
performance of the task,
such as Air Force Regu-
lations, Technical Orders,
Standard Operating
Procedures, and others.

@ STEP 9: SELECT THE REFERENCES OPTION. Enter 3 and press CRETURN ).

EVLDO1.817
1.9

8118

Behavioral Objective Editor
Salect Objective Id

1. Objective I4: 381

Use {cursor) keys, or {(Enter (fleld munber), (9> quit) & (returnd) 1

@ STEP 10:

Again, you will see the
Select Objective ID Screen,
where one or more Objec-
tive IDs are listed.

SELECT THE OBJECTIVE FOR WHICH YOU WANT TO REVIEW THE REFER-
ENCES. Enter the number corresponding to the objective and press
(RETURND. :
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MGTHAZ . 500 TASK PUBLICATIONS Editor 22 ¥ov 88
2.8 Publication(s) Referenced
ldentif ication, (Volume), (Supplement) and Title Status

1. AFR 125-19
LAV ENFORCEMENT PATROLS AND TRAFTIC OPERATIONS

2. AFP 125-2, 3
TECHNICAL GUIDE FOR POLICE TRAFFIC OPERATIONS

3. AFR 125-14
MOTOR VEHICLE TRAFFIC SUPERVISION (PA)

Use {cursoe) koys, or {(Enter (ield wamber), {(q> quit) & (returnd)

3-1-18

AOTS User’'s Handbook

The screen illustrated at the
left provides examples of
publications. The publica-
tions listed on the screen
you are viewing are
information sources you
can refer to off line, which
contain performance
information (policies
and/or procedures) per-
taining to the objective you
are viewing.

When task analysis is conducted for the task by the IST, the IST often lists the particular
parts of each publication that apply to each objective for the task. The parts (Chapters,
paragrachs, tables, etc.) of a publication are referred to as Breakdowns.

RGTBB2 . 308 TASK PUBLICATIONS Editor 22 Mov B8
2.9 Publication(s) Referenced
ldentification, (Volume), (Supplement) and Title Status

1. AFR 125-19
LAY ENFORCEMENT PATROLS AND TRAFFIC OPERATIONS

2. AFP 125-2, 3
TECHMICAL GUIDE FOR POLICE TRAFFIC OPERATIONS

3. AFR 125-14
MOTOR VEHICLE TRAFFIC SUPERVISION (Pw)

Use {cursor) keys, or {(Enter <(field mumber>, (g) quit) & (returmd) 1

3.1.17

To access the Breakdowns
of a publication, perform
Step 11.

STEP 11: SELECT THE PUBLICATION FOR WHICH YOU DESIRE TO REVIEW THE
BREAKDOWNS. Enter the number corresponding to a publication and then press
. {Our example above illustrates the first publication being selected.)
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NG 102 .08 TASK PUBLICATIONS Editor 22 Nov 88
2.0 Publication(s) Referenced
ldontification, (Volume), (Suppiement) and Title Status

1. AFR 125-19
LaW ENFORCEMENT PATROLS AND TRAFTIC OPERATIONS

2. AFP 125-2, 3
TECHNICAL QUIDE FOR POLICE TRAFPIC OPERATIONS

3. AFR 125-14
MOTOR VENICLE TRAFFIC SUPERVISION (PA)

Access {D)reakdowns, (Qluit 7 B

8-1-18

=

nGTOaZ 809 TASK PUBLICATIONS Editor
2.e Current Sreakdowns for AFR 125-19
Breakdouns
PARACRAPH 2?7
Press {return) to contime...
3-1-19

The prompt changes on the
screen, as illustrated by the
screen at the left.

STEP 12: SELECT THE BREAKDOWN OPTION. Enter B and press _CRETLRN_.

If breakdowns were not
listed by the IST, the screen
will not reflect breakdown
data.

If breakdowns were listed
by the IST, you will see each
specific breakdown listed
on the screen. Brecakdown
data allows you to refer
directly to the portion of
the publication where
information pertaining to
the objective is contained
(using our example at the
left, you would refer to
paragraph 27 of AFR
125-19 as one information
source.)

STEP 13: PRESS (RETLRN J, AS PROMPTED ON THE SCREEN.
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HG 10682 . 008 TASK PUBLICATIONS Editor 22 Moy 88
2.9 Publication(s) Referencad
ldent{f ication, (Valuma), (Supploment) and Titls Status

1. AFR 125-19
LA ENFORCEMENT PATROLS AMD TRAFFIC OPERATIONS

2. AFP 125-2, 3
TECHNICAL GUIDE FOR POLICE TRAFFIC OPERATIONS

3. AFR 125-14
MOTOR VEHICLE TRAFFIC SUPERVISION (PA)

Use (cursoe) keys, or ((Enter {fisld mumber>, {(q> quit) & (returmd} Q_

8-1-20

AOTS User’s Handbook

You may continue review-
ing the breakdowns for
each publication by
repeating Steps 11 through
13. Once tyou complete your
review of the breakdowns,
proceed to Step 14,

@’ STEP 14: QUIT THE PUBLICATIONS SCREEN. Enter Q (or q) and press CRETURND).

EVLBo1 .817 Behavioral Objoctive Editor 22 Mov 98
1.9 Select Objective 14

1. Objective I4: J81

Use {cursor) keys, or ((Enter (field number>, <(q> quit) & (returmd} Q_

8-1-21

If there is more than one
objective for the task, you
would repeat Steps 10 thru
14 for each objective. Once
you complete your review
of the publications, proceed
to Step 15.

? STEP 15: QUIT THE SELECT OBJECTIVE ID SCREEN. Enter Q (or q) and press
1 % CBETURE).
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EVLBO1.883

. Tash/Sublask Statoment
. Objective Statoment
. References

N WNre

Resources
. Training Materials

. Quit This Mem

-

Select Option: 4_

Behavioral Objoactive Rditor
1.9 Display Behavioral Objective Data

IED STEP 16: SELECT THE RESOURCES OPTION. Enter 4 and press CRET7RND.

tVLB81.817

1. Objective Id:

31-23

- Behavioral Objective Editar
1.9 Sslect Cbjective Id

3 )

Use Ccursor) keys, or ((Enter {(field number), <(q> quit) & (returnd) 1{_

N

STEP 17: SELECT THE OBJECTIVE FOR WHICH YOU WANT TO REVIEW RESOURCE
DATA. Enter the number corresponding to the objective and press _LRETURN J.

60

Other objective data you
should review are the
Resources. Resources are
tools, equipment, materials,
etc., which are necessary
for achieving the task
objective.

Again, as with other
objective data, you must
select the Objective ID
before you can review the
resource data for an
objective.
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£VLBa1 .89 Behavioral Objective Editor 2Z Mov BB
1.9 Plaplay Resources There are three types of
resources that apply to an
(. Porformarce objective, as reflected by
2. Training the options on the screen
3. Lvaluator illustrated at the left. The
4. Quit This Hom resources that apply to you
are the performance
resources, which are the
Select Option: 1 tools, equipment, materials,
etc., you will use as you
learn and perform the task.

3-1-24

STEP 18: SELECT THE PERFORMANCE OPTION

. Enter 1 and press CRETURN ).

EVLBO1.833
1.9

Qluit 7 g

3-1 2%

».
BOB®NT NN -

Behavioral Ob jective Editor
Performance es

PORTABLE RADIO
SECURITY POLICK VEHICLE
TAPE MEASURE

CHALX

DOMD PAPER

TEMPLATE

PEM(S)

AF FORN 848

AF FORM 641

AF FORM 1315

(Itomz (n YELLOW Hava Been SELECTED)

At the time the task was
analyzed, members of the
IST updated the resources
that are required for per-
f ming the task.

When the IST later devel-
oped the objective(s) for the
task, the IST designated
those performance
resources that applied to
each objective.

All performance resources that apply to the task are listed on the screen. Additionally,
the resources that pertain specifically to the objective you have accessed are highlighted in
vellow. If there is only one Terminatl Objective for the task, all resources will be highlighted,
since ail of the performance resources would be required in order for you to achieve the
objective for the task. Once you have been properly trained, you will be expected to know

how to correctly use these resources

each time vou accomplish the task. With increased

cxperience, vou will eventually beccome skilled in the use of these resources.
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STEP 19: QUIT THE PERFORMANCE RESOURCES SCREEN. Enter Q and press
@ (RETURN .

@ STEP 20: QUIT THE DISPLAY RESOURCES SCREEN. Enter Q and press CRETURN .

EVLO81.817 Behavioral Objective Bdltor 2Z Mov 88
1.9 Select Objective 14 If there is more than one
Objective 1D listed, you
may repeat Steps 17-20 for
each objective. Once you
complete your review of the
performance resources,
proceed to Step 21.

1. Objective 14d: 301

Use (cursor) kays, or ((Enter (field wamber), <(q) quit) & (returnd)} Q_

8-1-28

@ STEP 21: QUIT THE SELECT OBJECTIVE ID SCREEN. Enter Q and press CRETLRN ).

EVLEO1 .083 Behavioral Objective Editor 22 Moy 98
1.9 Display Behavioral Objective Data The last tpr Of ObjCCtiVCS
data available to review is
Training Materials.
. Yash/Sublask Statement P .
é. O:Lctlu.;ute--mt Training Materials are on-
3. References line or off-line materials
e tarials you can review to acquire
requisite knowledge train-
1. Quit This Menu ing for the task.

Select Option: S

8-1-27

@ STEP 22: SELECT THE TRAINING MATERIALS OPTION. Enter 5 and press CRETLRN .
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EVLBat .817
1.9

3-1-28

Behbavioral Objective Editor
Select Objective 1d

1. Objective [d: 301

Use (cursar) keys, or {(Entar <fleld munber>, (q> quit) & (returmd} 1_

=z
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Again, you must first select
the Objective ID before
voucanreview the training
materials data for an
objective.

STEP 23: SELECT THE OBJECTIVE ID FOR WHICH YOU WANT TO REVIEW THE
TRAINING MATERIALS. Enter the number corresponding to the desired Objec-

tive ID and then press LR

RN J.

EVLBR1 .8993
1.9

Type

(Quit 7 @

3-1.29

1. 1 ESBI G-18

Behavioral Objective Editor
Training Materials

14 Description

[MUESTIGATE GROUMD YRAFFIC ACCIDENTS

TYPE: (F)ilm, (Dext, (C)AI, (S)oumd-on-Slide. (0)ther

Training Materials can be
of five types. As the screen
at the left illustrates, a
legend is provided at the
bottom of the screen that
defines the types of train-
ing materials.
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Training materials data may not be avajlable for many tasks; however, members of the
IST are continuing to update training materials data into the system.

0 If training materials are not reflected on the screen, you should talk with your
OJT trainer or your supervisor. They should provide you with information which
can help you obtain the correct materials you should study to help you gain
kml)cwledgc of the task before you are further trained or required to perform the
task.

o If materials data have been updated, the Training Type Code, identification and
description of the training material will be listed in the appropriate columns.
The following table provides examples of the various types of training materials
you can expect to see when reviewing such data for various tasks:

TYPE OF TRAINING MATERIAL EXAMPLES

Film Movie; film strip

Text Pamphlet; checklist; regulation; Training Manual

CAl On-Linelesson usingthe AOTS; Interactive Video Disk (VD)
using the AOTS

Sound-On-Slide Sound projector with slides

Other On-linelesson using atraining system otherthanthe AOTS;

IVD lesson using a training system other than the AOTS

Table 8-1 Types of Training Materials

NOTE: When CAI is reflected, you will review the CAIl or IVD lesson/course by
accomplishing the "Procced With Training” function. (The procedures for this
function are provided in Section 8.2.)

For training materials other than CAI, you will obtain the materials from
sources other than the AOTS -- check with your OJT trainer or supervisor if
you need help obtaining materials for task knowledge training.

IF STEP 24: QUIT THE TRAINING MATERIALS SCREEN. Enter Q (or q) and press
(_RETURNJ.
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EVLBA1 .817 Behavioral Objective Editor 22 Mov 88
1.9 Seloct Objective 14 If there is more than one
Objective ID listed, vou
mayv repeat Steps 23 and 24
for cach objective. Once
you have completed your
1. Oblective l4: 381 review of the training
materials, proceed to Step
b

P

Use Ccursor) keys, or {(Enter (flield number>, {(q)> quit) & (returnd) Q

8-1-30

STEP 25: QUIT THE SELECT OBJECTIVE ID SCREEN. Enter Q (or g) and press

You have completed the review of the available behavioral objective data for the task.
Perform Steps 26 and 27 to return to Menu 1 of the MTL Editor.

@ STEP 26: QUIT THE DISPLAY BEHAVIORAL OBJECTIVE DATA SCREEN. Enter Q and
press .

STEP 27: QUIT THE EVALUATION SUBSYSTEM ACCESS MENU. Enter Q and press

MGY0A3.82S MTL Editor - Task [d :@ F10836 22 Mov 68
2.0 Pens 1 Steps 3 through 27 per-
tained to the task objective

L tash Statemant option. The other option
2. Task Objectives you chould know about on
3. Task Training Module Menu 1 is:
4, Occupational Survey Data
S. Task References
6. Uespon Systems 0 Task References
7. Mext Meru

. Quit Thie Meru

-~

Select Option. S

8-1-31

l " STEP 28: SELECT THE TASK REFERENCES OPTION. Enter 5 and press (RETURN ).

—
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MGTBO2 .008 TASK PUBLICATIONS Editor 2Z Mov 98
2.9 Publication(s) Referenced
ldentification, (Yolume), (Supplement) awd title Status

AFP 125-2, 3
TECHNICAL QUIDE FOR POLICE TRAFFIC OPERATIONS

AR 125-14
MOTOR VEHICLE TRAFFIC SUPERVISION (PR)

AFR 125-19
LAV ENFORCEMENT PATROLS AND TRAFFIC OPERATIONS

AFR 125-3
SECURITY POLICE HANDBOOX

Enter <{q> and prees (Return)

The screen reflects the
references (publications)
where task performance
information can be found.
Publications include Tech-
nical Orders, AF Regu-
lations, AF Manuals,
Standard Operating
Procedures, etc.

Thescreen illustrated at the
left provides examples of
publications. The publica-
tions listed on the screen
are information sources
you can refer to off line,
which contain performance
information (policies
and/or procedures) per-
taining to the task you are
viewing.

If you were able to review data for at least one terminal objective for the task, you
may recognize the resources listed on the screen. If the data you are viewing for the task
didn’t include objectives data, this is the first time that you see¢ the publications that are

listed for the task.

E’F STEP 29: QUIT THE PUBLICATIONS SCREEN. Enter Q (or q) and press _CRETURN J.
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2.9

8-1-37

MTL Editor - Task [d : F18836 22 Mov 898

Monwa 1

. Yazk Statowment

Task Ob jactives

task Training Module

. Occupational Survey Data
Task References

. WYeapon Systems

. Next Menu

NPV W N

. Quit This Menu

=

Seisct Option:. 7

AOTS User’'s Handbook

The data you will com-
monly view next are
accessed from  options
appearing on Menu 3. As
the screen at the left illus-
trates, you are now viewing
Menu 1.

There are options on each
of the four primary MTL
menus which allow you to
move among the menus.
These options are NEXT
MENU and PREVIOUS
MENU. Complete Steps 30
z;nd 31 to progress to Menu

STEP 30: SELECT THE NEXT MENU OPTION, TO GO TO MENU 2. Enter 7 and press

RN J.

nGTe83.826
2.9

MIL Editor - Task [4 . F186836 22 Mov 88

Howu 2

. Other Systoms

. Speciaity Training Standards
. PAS, FRC, Duty Location Codes
. Cortification Information

. Generic Positiom Task Reqmts
. Previous Meru

Mext Memu

N NLsWN .

. Quit This Menu

-

Salect Option: 7_

The screen at the left is an
illustration of Menu 2 of
the MTL Editor. Again,
you must select the next
menu option, to advance
the screen to Menu 3.

STEP 31: SELECT THE NEXT MENU OPTION, TO GO TO MENU 3. Enter 7 and press
CRETURN].
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nerea3.az? WTL Zditor - Task 14 : F10836 22 Mov 88
.0 Home 3 There is one option on
Menu 3(‘ which you will
access often when review-
1. Task Factors and Mandatory Perforwance . .
2. Task Qualify Tine ing task data:
3. Required Performance Resourcss
. Procomuinite Taeke o Required Performance
6. Provious Memu Resources
7. Mext Meru

. Quit This Nems

-

Sslect Option: 3_

8-1-38

@ STEP 32: SELECT THE REQUIRED PERFORMANCE RESOURCES OPTION. Enter 3 and
press

MGTH63.809 MTL Editor - Task Id : F18836 22 Mov 88
2.8 Roquired Perforaance Resources OVERVRITE Performance resources are
tools, equipment and
1. PORTABLE RADIO materials you will be
required to use when per-
2. SECURITY POLICE VEHICLE forming this task. At a
minimum, you must know
3. YAPE MEASURE (or learn) how tc correctly
use the resources as they
4. LK pertain to this task.

. DoWD PAPER At the time the task was
analyzed, members of the
IST updated the resources
that are required when you
are learning and perform-
(Mdaxt Page: (Quit 73 @ ing the task. There may be
more resources thanasingle
8140 screen can show, so vou may
have to select the Next
Page option (by typing N
and pressing return) to sce
all of the performance
resources that apply to this
task.

6. TEMPLATX

STEP 33: QUIT THE PERFORMANCE RESQURCE SCREEN AND MENU 3 WILL REAP-
' PEAR. Enter a Q (or q) and press _RETURN J.
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- nGTe83.a827
2.8

~N O N e

a

MTL Editor - Tash |d :@ F18836 22 Wov B8
Monu

. Yask Factors and Mandatory Perforwance
. Task Qualify Time

. Required Psrformance Resources

. Prorequisite Tasks

. Tean Task Information

. Previous Nemu

. Next Nenu

. Quit This Renu

Select Option: 7

STEP 34: SELECT THE NEXT MENU OPTION, TO GO TO MENU 4. Enter 7 and press
g CRETURN).
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There are no other options
on Menu 3 which are
addressed in this section of
the handbook.

Proceed to Menu 4 by
completing the next step.
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G083 .040 NIL Editor - Task Id : F18839 22 Mov 88
2.0 Hona ¢
1. Activities
2. Xnouledge and Skills
3. Previous Merm
q. Quit This Mo
Select Option:
8-1.42
-OR-
nGT063 .848 HIL Editor - Task 14 : F18836 22 Nov 88
2.8 Mens 4
1. Subtasks
2. Previous Meru
q. Quit This Mens
Select Option:
8-1-43

If this task has not been
broken down into subtasks,
Menu 4 will appear as
illustrated in the top screen
at the left. Steps 35 - 39
address the procedures
thatapply for these options.
If the task you are
rcvicwing reflects the top
screen illustrated  here,
proceed to Step 35.

If this task has been broken
down into subtasks, Mcnu 4
will appear as illustrated in
the bottom screen. Steps 40
- 59 address the procedures
that apply to displaying
subtask data for the task.
If the task you are viewing
has been broken into sub-
tasks, skip Steps 35 - 39 and
proceed to Step 40.

l:_jg_—’ STEP 35: SELECT THE ACTIVITIES OPTION. Enter 1 and press CRETURN J.
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NGTO17 .881 ACTIVITIES Editor 2Z Nov 88
1.9

POSITION SUSPECT WITH ARMS APART, BOTH HANDS AT SHOULDER LEVEL
PLACE SUSPECTS ARM FLAT AGAINST A VERTICAL OBJECT SUCH AS A WALL OR A

VEHICLE

POSITION AND SPREAD THE SUSPECYS FEET 12 10 18 IMCHES APARY

Chooss Display option Pgdm (Quit 7 Q

8-1-44

AOTS User’'s Handbook

Activities are the steps you
perform when learning and
accomplishing this task.
These performance steps
are listed in the sequence
you should be trained.
Once you are properly
trained, you are expected to
be able to perform these
steps in sequence each time
you accomplish this task.

Normally, there are more
activities than can be seen
on asingle screen. You may
continue reviewing the
activities by pressing the
key. To move back
and forth between the
pages of activities, press the
i or key, as
appropriate.

If your AFS is 452X4 or
454X0, you may not see
actual activities listed.
Instead, a statement is
provided to direct you to
the Technical Order where
the performance steps are
documented.

Activities data will exist only if the task has been analyzed by the IST.

0 If the task has not been analyzed, the activities screen will not contain performance
steps. You will have to talk with your trainer or supervisor to obtain information

regarding the performance requirements for the task.

@’ STEP 36: QUIT THE ACTIVITIES SCREEN. Enter a Q (or q) and press CRETURN ).
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NGT083.048 HIL Editor - Yask !4 : F10839
2.8 Menu 4

1. Activities

2. Knowledge and Skills

3. Previous Memu

q. Quit This Merw

Select Option: 2

8-1-45

To review the skills and
knowledge data pertaining
507 this task, complete Step

@ STEP 37: SELECT THE KNOWLEDGE AND SKILLS OPTION. Enter 2 and press
(RETURN).

nGT818.883 HTL Subdblask Processing
2.8 ¥nowledge and Skills

SEARCH TECMIQUES/PROCEDURES

USE OF FORCE

Choose Display option (Qit 7 @

8-1-48

"The screen you are viewing

identifies the knowledge
and/or the skills you must
possess in order to perform
this task.

If the task vyou are
reviewing has not been
analyzed by the IST, there
will not be knowledge and
skills data appearing on the
screen.

@ STEP 38: QUIT THE KNOWLEDGE AND SKILLS SCREEN. Entera Q (or q) and press
(RETURN .
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@: STEP 39: —— LAST STEP FOR DISPLAYING TASK DATA

Once you have completed your review of data for this task, sclect the quit option from
any of the four primary MTL menus (Menu I, Menu 2, Menu 3 or Menu 4). The main menu
for the MTL Editor reappears on the scrcen.

If you want to review data for another task, repeat the steps presented in Part A of
this section. If you want to print task data, comply with the procedures presented in Part
B of this section.

If you are finished reviewing and printing task data, continue to QUIT each screen
until the AOTS Primary Access Menu appears on the screen. At that point, you may quit the
tr:m:nu':md log of f the system, or you may select another option to accomplish another AOTS

unction.
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TASK THAT HAS SUBTASKS

nGTO83 . 848 HTIL Editor - Task [d @ riesae 22 Nou 88
2.0 Howa 4 When a task is complex, or
when there are numerous
performance steps required

1. Subtasks N h

2. Previous Mem when accomplishing a task,
the task may be broken

% Qult This Rom down into two or more

subtasks. Subtasks allow
the training of the overall
task to take place in seg-
ments. Normally, training
for the subtasks will occur
in the sequence the subtasks
are listed in the AOTS.

Select Option: 1

8-1-47

@ STEP 40: SELECT THE SUBTASKS OPTION. Enter 1 and press (CRETLURN J.

neTN18.801 WYL Sudlasgsk Processing 22 Nowv 08
L Sublask Editor The AOTS contains a Sub-
task Editor which allows
L. Dlaplay you to review and/or print
2. Print subtask data. The editor
3. Evaluation_Subsustem also allows you to access the

Evaluation Editors that
exist in the system (namely,
the Bechavioral Objectives
Select Optiom: 1 Editor).

q. Quit This Nenu

The screen to the left
illustrates the main menu
for the Subtask Editor.

The next few steps provide procedures for the DISPLAY option only. Part B of this
section includes procedures for printing subtask data, so the PRINT option is not addressed
in the next few steps. Additionally, since you can access the behavioral objectives data when
you display subtask data, the third option is not covered independently.

I ‘ ? STEP 41: SELECT THE DISPLAY OPTION. Enter 1 and press LRETURN ).
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.B1B N2 MTL Subdblask Prscessing 2Z %ov 98
2.9 Sublask Jelection WERWRITE When vou review subtask
data on line, you can only
review one subtask at a
time. This screen is where
you indicate which of the
subtasks you want to dis-
play. The prompt advises
you how many subtasks
there are for this task (in
the example, there are 3
subtasks).

To display a specific sub-
task, you either enter the
subtask number, or list the
DNTER Subtask Sequence Muabar (Range { ta 3) or (L)ist > L_ subtasksand then select the
subtask you want. We have
3149 illustrated the LIST
option.

(If you enter a specific subtask number, you will not see the next screen illustrated,
nor will you perform Step 43. Once you complete Step 42, proceed to the information
following Step 43.)

I’E:‘ STEP 42: SELECT THE LIST OPTION (Enter L or lower case | and press CRETURN ), o
: ENTER THE SUBTASK NUMBER FOR WHICH YOU WANT TO DISPLAY DATA
(Enter 1 or 2 or 3, etc. and press CRETLRN ).

MCTB1B.A87? HNTL Subfask Processing & Mov BB
.8 Curront Sublask List The screen to the left lists
the first three subtasks for
1. SubTesh Statement : this task. If there are more

RESPOND TO A TRAFFIC ACCIDENT than 3 subtasks, you will
have to press the _Pgbn ! key

to see them.

2. Sublask Statement

COMPLETE aN ACCIDEMY REPORY (AF FORM 048/8B41)

3. SubYask Statement

CUNPLETE ACCIDENT REPOR? (AF FORN 1115) FOR A MAJOR ACCIDEMY

Use ‘cursor) keys, or ((Enter (field munmber), (¢> quit) & {returw)} 1

i 50

70— STEP 43: ENTER THE NUMBER CORRESPONDING TO THE SUBTASK YOU WANT TO
~ DISPLAY (the example shows the first subtask being selected). Note: You must
be able to see the subtask number on the screen in order to select that subtask.
Press the (Pal'n) or PaDn) key until the subtask number you are seekmg
appears on the screen, then enter the number and press  RETL
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NGTO18.004
2.8

BTL Subdblask Processing
Process Seloction for Subfask F18836-801

Usrsion and Statement
Knowledge and Skille
Performance Rezources
. Publications
Behavioral 0bjectives
. Retivities

PN WN

. Quit This Meru

Select Option: f_

8-1-51

22 Mov 88
This screen identifies the
kinds of data accessible for
this (and each) subtask.

STEP 44: SELECT THE VERSION AND STATEMENT OPTION. Enter 1 and press
g CRETURN).

nGT818.0806 RITL Sublask Processing
2.0 Version and Statement

SubTask Vereion 2

SubTask Statement
RESPOND 10 A TRAFTIC ACCIDEMY

Press {return) to contime...

3-1-52

22 %oy 88
This screen reflects the

subtask statement.

@ STEP 45: QUIT THE SUBTASK STATEMENT SCREEN. Press _LRETURYN !, as prompted.

"6
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NGTO18 . 004 MTL SubdblTask Praocessinang
2.0 Process Seloction for Sublask F18836-881

1. Version and Statement
2. Xnowledge and Skills
3. Performance Resources
4. Publications

S. Behavioral Objectives
6. Activities

q. Quit This Merm

Select Option: 2

22 MNov 88

AQTS User’'s Handbook

To review the knowledge
andskills data that pertains
to the subtask complete
Step 46.

IF STEP 46: SELECT THE KNOWLEDGE & SKILLS OPTION. Enter 2 and press CRETURN J.

nGT018 .683 MTL SublTask Processing
2.8 Xnowlsdge and Skillse
XMOVLEDGE OF THE BASE LAYOUTY
RESPONSE CODES
LIFE SAVIMG STEPS

DISTINGUISH BETVEEN MIMOR/MAJOR ACCIDENTS

Choose Display option Pgdn (it 7 Q

3-1 54

— RETU

This data identifies the
types of skills you must
possess in order to perform
this subtask and the
knowledge you must attain
before you can perform this
subtask adequately.

—— STEP 47: QUIT THE KNOWLEDGE AND SKILLS SCREEN. Enter g and press
1 £ CRETURS),
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NGTO10 .004 NTL Sudlask Processing
2.8 Process Seiection for Subfask F18836-8081

Uersion and Statemant
Xnouwledge and Skills
Performance Resources
Publications
Behaviors! Objectives
. Activities

BN WN-

. Quit This Meru

Select Option: 3

2 Mov 98

Resources that are neces-
sary when performing this
subtask can also be
reviewed. The resources
are tools, equipment,
materials, etc.,, which you
must correctly know how to
use when performing this
subtask.

STEP 48: SELECT THE PERFORMANCE RESOURCES OPTION. Enter 3 and press
s CRETURN).

nGT818.818 MTITL Sublask Processing
2.8 Performance Rosources for Seblask F18636-001

PORTABLE RADIO
SECURITY POLICT VBHICLE
TAPE MEASURE

CHALN

BOMD PAPER
TENPLATE
PEN(S)

AF FORM 948
AF FORN 041
AF FORN 131S

DODNP VIS N

P

(ltems in YELLOW Have Been SELECTED)
Quit 7 Q

3-1.58

This screen lists all per-
formance resources that
apply to the task and
highlights those resources
that apply specifically to
the subtask being dis-
played. The resources
appearing in YELLOW are
those resources vou will use
when learning and per-
forming this subtask.

STEP 49: QUIT THE PERFORMANCE RESQURCES SCREEN. Enter g and press
= CRETURN).
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NGTB18 . 804 NTITL SubdTask Processing 22 Moy 88
2.8 Process Selection for Sublask F180636-801

. Version and Statoment
Knowledge and Skills
. Performance Resources
. Publications

. Behaviaral O0bjectives
. Activities

CNdWN -

. Quit This Memu

-

Select Option: 4

8-1-57

AQOTS User's Handbook

The publications applying
to this subtask can also be
reviewed. The publications
are sources of information
(e.g., regulations, technical
orders) you may refer to for
obtaining further knowl-
edge about the policies or
procedures pertaining to
the subtask.

@’ STEP 50: SELECT THE PUBLICATIONS OPTION. Enter 4 and press (RETURN ).

NG TOA2 . 608 TASK PUBLICATIONS Editor ' 22 Mov 88
2.8 Publication(s) Referencoed
ldentification, (Volume), (Supplement) and Title Status

1, AFP 125-2, 3
TECHMICAL GQUIDE FOR POLICE TRAFTIC QPERATIONS

2. AFR 125-14
MOTOR VEHICLE TRAFFIC SUPERVISION (PA)

3. AFR 125-19
LAW ENFORCEMENT PATROLS AND TRAFTIC OPERATIONS

Use {cursor) koys, or ((Enter {fleld wumber)>, <(q)> quit) & {returmd) Q_

8-1-58

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

You may also review the
breakdowns that apply to
the publications. Break-
downs are specific chap-
ters, paragraphs, tables,
etc., within the puolication,
which you should review to
obtain performance infor-
mation for this subtask.

0 If you want to review breakdowns, select a publication (enter a number corre-
sponding to a publication), then select the Breakdown option (enter B or b and
press “RET (RETURN J). This scctlon does not illustrate this option.

o} If no breakdowns have been listed by the IST, the Brecakdown Screen will be
blank.

@’ STEP 51: QUIT THE PUBLICATIONS REFERENCED SCREEN. Enter a Q (or g) and press
CRETURN).
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MNG1018.804 WIL SubTask Processin
2.8 Process Selection foe Subfask F18836-801

Usruion and Statament
Knosledge and Skills
Performance Resources
. Publications
Behavioral 0bjectives
. Activities

C“II‘UN:"

. Quit This Merm

Select Option: 5

9

22 Mov 88

Behavioral Objectives, once
developed by the IST, are
also available for review,

STEP 52: SELECT THE BEHAVIORAL OBJECTIVES OPTION. Enter a 5 and press
g CRETCEN).

EVLBO1 .6083 Behavioral Objoctive Editor
1.9 $isplay Behavioral Objective Data

. Task/Sublask Statoment
Objective Statement
Ref arences

VI W N -

Resources
. Training Materials

. Quit This Nemwm

&

Select Option: 2_

80

For every subtask, there
should be at least one
Behavioral Objective. A
behavioral objective for a
subtask is referred to as a
Supporting Objective.
There may be up to six
supporting objectives for
any subtask, however,
normally there 1s only one
supporting objective per
subtask.

If a Behavioral Objective
hasn't been developed by
the IST, the AOTS will
provide a message on the
sBcrﬁcn.advlising yo(ggbat No
chaviora jective
Exists. Press CRETURN J as
prompted, and proceed to
the information presented
after Step 54.
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You should review the Behavioral Objective data for the subtask to:

o]

Determine what you should know and be able to perform once trained and

evaluated on this subtask,

Determine the information sources which are available for you to review to help
you achieve the objective(s) for the subtask,

Determine the resources (tools, equipment, materials, etc.) you will use to achieve

the subtask objective(s),

Determine the training materials (film, CAI, etc.) that you may review to attain

requisite knowledge training for this subtask.

STEP 53: SELECT EACH OPTION, ONE AT A TIME, AND REVIEW THE BEHAVIORAL

OBJECTIVE DATA THAT HAS BEEN DEVELOPED FOR THIS SUBTASK.

(This handbook does not illustrate any further screens/prompts/options you will encounter
when you select these options. Steps 5 - 25 in this section (Part A) provide the procedures
for reviewing the task-level behavioral objective data.
since the same screens/prompts/options also apply to subtask-level objective data. Once you

complete your review of the

=N

STEP 54: QUIT THE DISPLAY BEH

q) and press

2.8

3-1-81

nGTO10.004

MTL Sublask Processing
18036801

Process Selection for Subfask !

Usrsion and Statement
Xnowledye and Skills
Performance Resources
. Publications

. Behavioral Objoctives
. Activities

PUNdWN -

. Quit This Meru

-

Selsct Option: 6

22 Mov 088

You may follow those procedures

supporting objectives, proceed to Step 54 below.)

AVIORAL OBJECTIVES DATA SCREEN. Entera Q (or

The nextstep illustrates the
ACTIVITIES, which are
the performance steps per-
taining to this subtask.

You should review the
activities to determine the
steps you are required to
perform when accomplish-
ing this subtask. When you
receive training, these
performance steps should
Le taught in the same
sequence they are listed in
the AOTS. Once you are
properly trained and eval-
uated on your performance
of this subtask, you are
expected to be able to per-
form these steps in the
sequence presented.

1_'_—%/: STEP 55: SELECT THE ACTIVITIES OPTION. Enter 6 and press CRELURN ).
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NGTO17.881 ACTIVITIES Rditar
1.9

ACKMOWLEDCE MOTIFICATION FROM T™E DESK SERCEANT

DRIVE 10 THE SCENE

PARX THE UEHICLE SAFELY AS 10 PROTECY THE ACCIDEMT SCENE

Choose Display option Pglw (Quit 7 @

8-1-82

The screen will show the
first few activities -- to
continue your review of all
activities, press the
key. (You may press the
@b and (Papn) keys as
often as you need, to move
back 2nd forth between the
screens of activities.)

For the example illustrated
at the left, the screen shows
the first 3, out of 7, per-
formance steps.

If your AFS is 454X0 or
452X4, you may not see
actual activities listed.
Instead, a statement is
provided to direct you to
the Technical Order where
the performance steps are
documented.

@3 STEP 56: QUIT THE ACTIVITIES SCREEN. Enter a Q (or q) and press CRETURN).

STEP 57: QUIT THE SUBTASK PROCESSING MENU. Enter a Q (or q) and préss
g CRETURND.

nGT818.881 BTL Subdblask Processzing
2.0 Sublask Editor

1. Display

2. Print

3. Evaluation_Subsystem

q. Quit This Memm

Selact Option: Q

To review another subtask,
repeat Steps 41 - 57. Once
you complete your review
of the subtasks, proceed to
Step 58 belcw.

STEP 58: QUIT THE SUBTASK EDITOR MAIN MENU. Entera Q (or q) and press
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LAST STEP FOR DISPLAYING TASK DATA———

@ STEP 59:

Once you have complcted your review of data for this task, sclcct the quit option from
any of the four primary MTL menus (Menu 1, Menu 2, Menu 3 or Menu 4). The main menu
for the MTL Editor will reappear on the screen.

. If you want to review data for another task, recpeat the steps presented in Part A of
this section. If you want to print task data, comply with the procedures presented in Part
B of this section.

If you arc finished reviewing and printing task data, continue to QUIT ecach screen
until the AOTS Primary Access Menu appears on the screen. At that point, you may quit the
;.ncnu'and log off the system, or you may select another option to perform another AOTS

unction.
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PART B - PRINT TASK DATA

nGT083 .834 Raster Task List Editor
2.0

1. Display

2. Search

3. Print

q. Quit This Nemu

Selsct Option: 3

8-1-84

You may print all data for
one or more tasks, or you
may specify certain data to
be printed for each task.
Because the AOTS contains
more task data than you
would need as a traince,
this section explains how to
print the specific data you
will review/use most often.

First, the procedures for
obtaining the data will be
covered. Then, at the end
of this section, you wiil
find illustrations of task
printouts and an explana-
tion of how to use the data.

@ STEP 1: SELECT THE PRINT OPTION. Enter 3 and press CRETURN J.

nGT0a3.083 Select Task(s) to Process
2.8

1. Entire fask List

2. Specific Task id

3. Task Range

g. Quit This Nevu

Select Option: 2

Enter task id @ F18836_

8-1.84A

You will normally print
task data for one task at a
time; therefore, the Spe-
cific Task ID option is
illustrated. Once you select
the second option, another
prompt is added to the
screen, for you to enter the
Task ID. The Task ID you
enter is normally one that
appears on a Trainin>
Event Notice, your Train-
ing Schedule or your ITR.

(? STEP 2: SELECT THE SPECIFIC TASK ID OPTION, THEN ENTER THE TASK ID. Enter

2 and press CRETURNJ; then enter the six digit Task ID and press CLRETURN).
(For the example above, we entered Task |D F10036.)
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Within the MTL Editor, there is one print menu that contains options corresponding
to the types of data you may have printed for the task. Because the print menu contains
more options than can fit on one screen, the menu is continued on a second page.

0 When you select an option from the print menu, your selection acts as a toggle.
The "Do Not Print” value for that option changes to "Print". Once you select the
desired options on page 1, press the (Fgdn) key to move to the second page of the
print menu. Once all desired options are toggled to "Print", you then select the
BEGIN PRINTING option to generate the printed product.

0 The Task Statement data is printed on every task printout (the value on the menu
is always "Print"). The data include the task statement, task author and Task ID.

0 If you change your mind and do not want to print task data, quit the print menu
{enter a Q or q and press “ReTurRN J). The Main Menu for the MTL Editor reappears
on the screen (refer to Step 11 to conclude the print function).

0 If you choose an option by mistake, reselect the option, to toggle the "Do Not
Print/Print" valuc.

o} Printing does not take place until you sctect the BEGIN PRINTING option (such
an option appears on cach page of the menu). The data which print correspond
to the option(s) you toggled to "Print".

nGT083 . 804 RTL dditor - Task Print Selection 22 Yoy 08
2.0 Fleld Options - Page 1 Thc screen tO, the left
illustrates the first page of
1. The Entire Task Record Do Mot Print the print menu. Thc two
Task Statsment Print options you will normally
select on this page are:
2. Behavioral Objectives Da Mot Print
3. Task Training Module Do Mot Print . .
4. Occupational Survey Information Do Mot Peint o Behaviorai
S. Tash Ref Do Mot Print 1 1
5 pask Referemces o ot i Objectives, and
7. Other Systems Do Mot Print
8. Specialty Training Standards Do Mot Print o Task References.
3. BEGIN PRINTING Mo
Select Print Options; Select BEGIM PRINTING
Press (PAD +) toa ABORT Printing
Use <{page doun) key {or paging.
Use {(cursor) keys, or {(Enter (field nunbar>, (§) quit) & (returnd)} 2_
3-1-65%

=

STEP 3: SELECT THE BEHAVIORAL OBJECTIVES OPTION. Enter 2 and press
. The print vaiue for option 2 should now reflect “Print".

1 = STEP 4&: SELECT THE TASK REFERENCES OPTION. Enter 5 and press CRETURN ).

The print value for option 5 should now reflect "Print".
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@ STEP §: PRESS THE (FaDn) (PAGE DOWN) KEY TO ADVANCE TO THE 2ND PAGE

OF THE PRINT MENU.

nGT0a3 . 805 HTL Edltor - lask Print Selection 13 Dec 88
2.1 Fleld Options - Page 2

18. PAS FAC and Duty Location Codes Do

11. Performance Requirements Ba

12, Gemaric Position Training Requirements Do Mo

13. Task Factors Do Mot Print
14. Mandatory Performancs Information Do

1S. Parformance Resources Pr

16. Preroquisite Task(s) Do Mot Print
17. Team Task Information Do Mot Print
18. Task Qualification lime (Duration) Do Mot Print
19. Activities Print

28. Supporting Skills and Xnowledge Priat

21. BECIN PRINTING Mo

Select Print Options; Select BEGIN PRINTING
Press (PAD *) to ABORT Printing

Use <page up) kay for paging.
Use (cursor) keys, or ((Enter (field wusber), (> quit) & (returwd)}

8-1-68

NGTO8I . 885 RTL Editor - Task Print Selection 13 Dec 88

2.4 Tleld Optione - Page 2
18. PAS PAC and Duty Location Codes Do Mot Print
11. Performance Requirements Do Mot Print
12. Generic Position Training Rewuirements Da Mot Print
13. Task Pactors Do Mot Print
14. BMandatory Performance Information Do Mot Print
15. Performance Resources Print
16. Prevrequisite Task(s) Da Not Print
17. Team Task Information Do Mot Print
10. Task Qualification Time (Duration) Do Mot Print

19. Subtask Entriss Print
20. BEGIN PVINTING

&

Sele:t Print Optiune; Select BEGIN PRINTING
Preas (PAD ¢) to ABORY Printing

Use (page up) koy for paging.
Use <cursor) heys, or ((Enter {field munber), (g quit) & (returnd)} _

8-1-87

The 2nd page of the print
menu will appear one of
two ways. If the task has
not been broken down into
subtasks, Page 2 contains
Options 10-21, as illus-
trated by the top screen at
the left. If you are viewing
this page 2, the three
options you normally will
select are:

o0 Performance
Resources,

0 Activities, and

0 Supporting Skills
& Knowledge.

If the task has been broken
down into subtasks, Page 2
contains print Options
10-20, as illustrated 1in the
bottom at the left. If you
are viewing this Page 2, the
two options you normally
will select are:

o Performance Resources,
and )
0 Subtask cntries.

> STEP 6: SELECT THE PERFORMANCE RESOURCES OPTION. Enter 15 and press
@ . The print valye for Option 15 should now reflect “Print".

rF STEP 7:  SELECT THE ACTIVITIES OPTION. Enter 19 and press CRETLRN ). The print

value for Option 19 should now reflect "Print". (

SEE NOTE BELOW STEP 8 IF

OPTION 19 READS SUBTASK ENTRIES VICE ACTIVITIES.)
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STEP 8: SELECT THE SUPPORTING SKILLS AND KNOWLEDGE OPTION. Enter 20 and
press CRETURN ). The print value for Option 20 should now reflect *Print". (SEE
NOTE BELOW)

NOTE:

If the task you are printing contains subtasks, you cannot perform Steps 7
and 8 as reflected above, since these options do not exist on the print menu
you are viewing. Instcad select the Subtask Entries option (Option 19), so
that the print value now reflects "Print".

STEP 9: SELECT THE BEGIN PRINTING OPTION. Enter 21 (or 20 if the task has sub-
tasks) and press . The print value for the option will toggle from *No"
to "Yes".

8-1-88

NGBR3 805 MIL Editor - Task Print Selection 13 Dec B8 A prompt is added to the
2.4 Tield Options - Page 2 OUERVR I TE bottom of the screen, that
pertains to the printer
18. PAS PAC and Duty Location Codes Do Mot Print int-
{1. Performencs Requirements Do Mot Print where gou want the prlnt
12. Generic Position Training Remiirements Do Mot Print out to be sent.
13. Task Factors Do Mot Print
14. Mandatory Performance Information Do Mot Print
15, Porroaed nce Infarna it If you want the data
xg. Prerequisite Task(s) Do Mot Print printed at the AOTS Work-
17. Team Task Informati "o Mot Print 1
10. Tash Qualification :?- (Duration) Jo Mot h-l:t station thrc you normally
19. Subtask Entries Print work ou will press
2B. BEGIN PRINTING Ve RETURN Jas your response

to the prompt.

If you want the data
Se H .
lx‘ﬁ’::‘é’:;‘?)'u i'.é:i‘.!?ﬁi'!.ﬁ“"""‘ printed at another AOTS

Workstation, you must

Enter printer 14 or press ENTER o use TXFi _ enter the Printer ID for that

workstation, If you have
questions concerning
acceptable Printer IDs, call
the AOTS hotline.

s

STEP 10: PRESS @m (for your workstation’s printer ID), or enter a printer ID and
press
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neTHa3 . 005 NYL Editor - Task Print Selection 22 Mav

88
2.8 Tield Options - Page 2 WIMWARITE The prompt changcs on the

screen to reflect the task ID

18. PAS FAC and Duty Location Codes Do Mot Print H

11, Perforwance Requirements Do Mot Print for which task data are
12, Ceneric Position Training Requirements Do Mot Print being printed. (In our
13. Task Factors Do Mot Print examplc at the left, we are
14. Nandatory Performance Information Do Mot Print rint'n data f task
1S. Performance Resources Do Mot Print p ing or fas
16. Prerequisite Task(s) b Mot Print F10036.)

17. Toan Task Information Do Mot Print

18. Yask Qualit(cation Time (Duration) Do Mot Print

19. Sabtask Entrios Print

28. BEGIN PRINTING Yes

Seloct Priwt Options. Select BECIM PRINTING
Press (PAD ¢)> to ABORT Printimg

Gonsrating Task Print Output FPile
Printing Task @ F1B836_

You cannot operate your terminal/keyboard while the printing is taking place (up to
a couple of minutes for each task). Once the print is complete, the Main Menu for the MTL
Editor automatically reappears on the screen. At this point, you should go to the ALPS
printer (at your workstation, or the workstation where you sent the printout), to obtain your
hard copy of the task data.

@ STEP 11: ——— LAST STEP FOR PRINTING TASK DATA

If you want to print task data for another task, repeat the previous 10
steps presented in this part of the handbook. If you want to review
task data on-line, refer to Part A of this section.

If you are finished printing and/or reviewing task data, continue to
QUIT each screen until the AOTS Primary Access Menu appears on the
screen. At that point, ycu may quit the menu and log off the system,
or you may select another option to perform another AOTS function.

The next few pages provide illustrations of task data which have been printed. Some
information is provided so that you may better understand the uses of the data you can
obtain for tasks. While each type of data is illustrated separately, you may print numerous
types of data at one time for a task. The data are presented separately so that specific
information for each type of data may be illustrated.
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811xn Security Police Page Al
Tack F10036 19 Cec 84

Task 1d : F10036 version @ S
Tase Statement :
CONDUCT A TRAFFIC ACCIVENT [MVFSTIGAT /W

Author :
Last Nodif1ed by : Patie 4 Albs

---------- Sehavioral Objective 301 - o---o o

Qbjective Author : Rick Booth
Dete Created 1 28 Jan 1988
Last wodification Author : John S Hend
Lagt Mooification Date @ 27 Jul 1968

Complete Objective Statement @

CONDUCT A TRAFFIC ACCIOENT IKVESTIGATION (N ACCORIANCE WiITH AFP 125-2 vt
J THAP 7, AFR 125:14 PARA <-4, AFR 125-19 PARA 27

Training Materiais :
TYet 10 DESCRIPYION
€S8l ¢ 10 INVEST{GATE GROUND TRAFFIC ACCIDENTS
CYeE: (Frilm, (Text, (C)Al, (S)ound-on-Slide, (O)ther

Serformance Resources :

PORTABLE RADIO

AOTS User’'s Handbook

The printout illustrated at
the left reflects an example
of Behavioral Objective
data for a task. You may
obtain this data by select-
ing Option 2 on Page | of
the MTL print menu.

A task-level behavioral
objective is referred to as a
TERMINAL OBJECTIVE.
There may be up to cix
terminal objectives for a
task, however most tasks
contained in the AOTS have
one terminal objective.

Each objective for a task is defined in a written statement referred to as an Objective
Statement. For many objectives, the AOTS also contains other data, such as references,
resources and training materials that pertain to the achievement of the objectives.

0 A Complete Obijective Statement provides you the behavior, conditions and
standards by which you will perform the task once you have been properly trained.
The objective statement tells you what you must be able to do, how well it must
be done, and under what circumstances you will be required to perform the task.

o Training Materials are sources for accomplishing requisite knowledge training
for the task. By reviewing the available training materials, you can gain a better
understanding of the purpose, policies and procedures that apply when performing
the task. This information will help you prepare for further training and for

the accomplishment of the task.

Training materials can be of five types, as explained in the following table:
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TYPE OF TRAINING MATERIAL EXAMPLES
Film Movie; film strip
Text Pamphlet, checklist, regulation, training manual
CAl On-line training lesson using the AQOTS; Interactive

Video Disk (IVD) lesson using the AQTS

Sound-On-Slide Sound projector with slides

Other On-line lesson using training system other than
the AOTS; IVD lesson using training system other
than the AQTS

NOTE:

When CAI is reflected, you will review the CAI or IVD lesson/course by
accomplishing the "Proceed with Training" function. The procedures for this
function are presented in Section 8.2 of this User’s Handbook.

For training materials other than CAIl, you will obtain the materials from
sources other than the AOTS. Check with your OJT trainer or supervisor if
you need help obtaining materials for task knowledge training.

If training materials are not reflected on the printout, you should talk with
your OJT trainer or supervisor. They should provide you with information
which can help you obtain the materials you should review or study to help
you gain the knowledge required to perform the task.

Table 8-2 Training Material Summary

Resources are tools, equipment and materials required in order to achieve the

objective for the task. There are three types of resources which pertain to an
objective:

1.

Performance Resources, which you will use to achieve the task
objective.

Training Resqurces, which your OJT trainer or supervisor will use
when conducting training for the task.

Evaluator Resources, which your OJT evaiuator supervisor will use
to evaluate your knowledge and/or performance of the task.

Test IDs that apply to the objective are also listed. The Test ID data includes a
Test ID number and the type of test available within the AQTS that applies to
the task. There are two types of tests stored within the system: Knowledge Test
and Performance Test. A knowledge test may be administered on line or of f line,
while a performance test is always administered off line.
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) The Publication References are sources of information (policies/procedures)
pertaining to the achievement of the objective. Publications include regulations,

pamphlets, tcchnical orders, manuals, etc, you can refer

knowledge about the task.

811XX Security Police
Task - F10036

Task 1d : F10036 Version : 5
Task Statement :
CCNOUCT A TRAFFIC ACCIDENT INVESTIGATION

Author :
Last Modified by : Patie A Alba

Publication References :

Page 1
19 Jec 88

to for obtaining more

The printout illustrated at
the left reflects examples of
Reference data for a task.
You may obtain this data
by selecting Option 5 on
Page | of the MTL print
menu.

Remember, references are

AFP 125-2 , Volume 3 publications you can
TECHNICAL GUIDE FOR POLICE TRAFFIC OPERATIONS H M 4
B s I e TEa 7 review which contain task
performance information.
AFR 125-14

USTOR VENINLE TRATEIC S ogaviS ™ (PA)

AFR 125-19
LAW ENFORCEMENT PATROLS AND TRAFFIC OPERATICNS

AFR 125-3
SECURITY POLICE HANDBOOK
8-1-71

To gain more knowledge of
the task policies, purpose(s)
and procedures, you would
refer to the references
listed.

The reference data include publication identification (e.g., AFR 125-3), the title of the
publication, and the specific volume and/or supplement (if apphcable) Breakdown data
may also be available, which are specific parts of a publication, such as chapters, paragraphs,
tables, etc., you shouid refer to as you prepare for training/performing the task.
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B811XX Security Police Page %
Task - £10036 19 Dec 28
Task Id : F10036 version : 5

Task Statement :
COMDUCT A TRAFFIC ACCIDENT INVESTIGATION

Author H
Last Modified by : Patie A Albe

Performence Resources :

PORTASLE RADIO
SECURITY POLICE VEMICLE
TAPE MEASURE

CHALK

BOND PAPER

TEMPLATE

PEN(S)

AF FORM 840

AS FORM 841

AF FORM 1315
UMIFORM POLICE TRAFFIC COLLISTON REPORT (PA)

811X  Security Police Page
Task - £10039 19 Dec 88
Task |4 : F10039 version : §

Task Statement
CONDUCT A WALL SEARCH OF A SUSPECT

Author :
Last Modified by : Patie A ilba

Activities :
1. POSITION SUSPECT WITH ARMS APART, BOTH HANOS AT SHOUCDER (EVEL

2. PLACE SUSPECTS ARM FLAT AGAINST A VERTICAL OBJECT SUCN AS A WALL OR A
VEMICLE

3. POSITION AND SPREAD THE SUSPECTS FEET 12 TO 18 INCHES APART
4. APPROACN THE SUSPECT FROM THE RIGHT SIOE
$. TURN SUSPECTS FACE TO THME OPPOSITE DIRECTION AWAY FROM YOU

6. GRASP THE SUSPECTS RIGHT ELSOM WITH YOUR RIGHT MAND TWISTIMG SLIGKTLY
UPVARD

7. GRASP THE SUSPECTS NECK (BEHINO EAR, MASTOIO AREA) WITN YOUR LEFT WAND

8. PLACE YOUR RIGHT XAND SO THAT YOUR INDEX FINGER AND TMUMB 1S GRIPPING
THE SUSPECTS RIGHT ARM JUST ABOVE THE ELBOM JOINT

?. PUSH THE SUSPECTS ARN TONARD THE VALL APPLYING PRESSURE PERPENDICLLAR
TG THE ARM, EXACTLY OPPOSITE TKE WAY THE ELOOW !$ WINGED

The data illustrated at the
left are examples of per-
formance resources. You
may obtain this type of data
by selecting Option 15 on
Page 2 of the MTL Editor
print menu.

Remember, resources are
tools, equipment or mate-
rials which you will use
when learning and
performing the task. The
data includes the name of
the resource and, some-
times, a concise description
of the resource. At a
minimum, you must know
(or learn) how to correctly
use the resources as they
pertain to the task. As you
gain more experience in
performing the task, you
will become more skilled in
the use of these resources.

If the task you are printing
has not been broken down
into subtasks, you will see
Activities data presented as
illustrated in the screen at
the left. You may obtain
activities data by selecting
Option 19 on Page 2 of the
MTL Editor print menu.

Activities are the per-
formance steps which apply
to the task. You will be
required to learn and per-
form each step, in the
sequence listed, before you
can be certified on the task.

If your AFS is 452X4 or 454X0, activities may not be listed. Instead, a statement is
provided that identifies the Technical Order where the performance steps are documented.
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811XX Security Police Supporting Skills and

Task - F10039 Knowledge data are illus-
. . trated in the screen at the
Task 12 : £0039 version : 5 left. To obtain this type of
data, select Option 20 on
Page 2 of the MTL Editor

Task Statement :

CONDUCT A WALL SEARCH OF A SUSPECT print menu.
Author : . Skills and knowledge data
Last Modified by : Patie A Alba include concise statements
. iils and Knowled which reflect the kinds of
Supporting Skills and Knouledge skillsand/or the knowledge
SEARCH TECNIQUES/PROCEDURES you must attain before you
can learn or perform the

USE Of FORCE task.

8-1-74

Printed subtask data are not illustrated within this section. If a task has been broken
down into two or more subtasks, you can obtain subtask data by selecting Option 19 on Page
2 of the MTL Editor print menu. Since subtasks allow for the training, evaluation and
performance of a task to take place in smaller segments, some of the same types of data
stored for the task are also stored for its’ subtasks. The following lists the subtask data
which are printed when Option 19 (Subtask Entries) is selected on the MTL print menu;

o A Subtask Statement.

o The Publications References you can review for further information pertaining
to the subtask.

o) The Supporting Skills and Knowledge you must possess in order to accomplish
the subtask.

0 The Performance Resources you will use when performing the subtask.

0 The Activities (sequential performance steps) you will accomplish when learning
and performing the subtask.

o The Behavioral Objective(s) that applies to the subtask.

- The AOTS allows up to six behavioral objectives for each subtask,
however, most subtasks have only one behavioral objective. A
behavioral objective for a subtask is referred to as a Supporting
Objective.

- Objective data for a subtask involve the same types of data asavailable
for the task. Objective data include: a Complete Objective Statement,
Training Materials, Performance/Training/Evaluator Resources, Test
IDs, and Publication References.
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8.2 Proceed with Training

The "Proceed with Training" function enables you, under controlled circumstances, to
progress with task training without the assistance of a trainer or an evaluator.

(o)

Task training is accomplished to enable you to achieve duty position qualification.
Position qualification is achieved once you are trained and certified to perform
all tasks defined for your duty position and have completed any other Training
Requirements required for the position.

Tasks required to be performed in your duty position are listed on your Position
Qualification Status listing, Tasks for which you require training are listed on
your ITR. Once training is completed for a task, the task is certified and removed
from your ITR. Once all tasks are certified, you are position-qualified.

To understand the "Proceed with Training” function, you need to be aware of how task
training occurs when using the AQTS.

o

Training for a task involves four separate task training events:

Knowledge Training,
Knowiedge Evaluation,
Performance Training, and
Performance Evaluation.

Pl o

- When the task is broken down into subtasks, the four events are
accomplished for each subtask as well as for the overall task.

Task training events are designed to occur in sequence, i.c., the first event is
scheduled and accomplished; once the event is completed the next event is then
scheduled and accomplished; etc., until all events for the task are completed.

- Eventsare scheduled either automatically by the AOTS or by authorized
personnel, including a supervisor, trainer, evaluator or training
manager. (Performance Training and Performance Evaluation events
are always scheduled by authorized personnel.)

- Events are accomplished either on line or off line. (Performance
Training and Performance Evaluation events are always accomplished
of f line).

Task training can be in progress for more than one task at a time. While only
one event can be accomplished at one time, many events can be scheduled to
occur for any number of tasks (or subtasks).

Task training occurs by way of events only if the system contains at least one
Behavioral Objective for the task. Behavioral objectives have been developed and
updated by the Instructional Systems Team (IST) for many of the tasks. However,
when a behavioral objective does not exist for a task, the system does not allow
events to be scheduled or accomplished using the AOTS. Training {or such a task
occurs entirely off line, without the support of the AQOTS.
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The two events you can accomplish via the "Proceed With Training" function are the
Knowledge Training and the Knowledge Evaluation events,

0o

The Knowledge Training gvent is the period of time in which you review/study
training materials to obtain knowledge about the task (or subtask).

- The event will be schcdulcd automatically, or by an authorized person
(i.e., trainer, supervisor or training manager).

- You will accomplish the Knowledge Training event either on line or
of f line, depending on the training materials that exist for the task.

-- If a CAllesson exists in the AOTS for the task, you will accomplish
the Knowledge Training event on line.

- If a CAI lesson does not exist in the AOTS for the task, you will
accomplish the Knowledge Training event off lme using
training materials such as a film, sound-on-slide presentauon or
textual materials (e.g., training manual T.O., regulation), or by
directly receiving knowlcdgc training froma dcsxgnated trainer.

The Knowledge Evaluation ¢vent is the period of time in which you are evaluated
to determine whether or not you have attained sufficient knowledge about the
task (or subtask) to begin performance training.

- The event will be scheduled automatically, or by an authorized person
(i.e., evaluator, supervisor or training manager).

- You will accomplish the Knowledge Evaluation event cither on line
or off line, depending on the evaluation materials that exist for the
task.

--  If a knowledge test exists in the AOTS for the task/subtask, the
Knowledge Training event is normally accomplished on line.

-- If a knowledge test does not exist in the AOTS for the
task/subtask, the Knowledge Training event is accomplished of f
line. A person, designated as an evaluator, will evaluate your
knowledge about the task/subtask by admxmstermg a non-AQTS
knowledge test, verbal quiz, or whatever means are established
within the workcenter.

Each time you "Proceed with Training", the system determines whether or not you can
proceed with the next Knowledge Training or Knowledge Evaluation event.

o)

If it is determined that you can proceed to such an event, the system automatically
identifies the next event you will accomplish.

- If Knowledge Training or Knowledge Evaluation events have been
scheduled by authorized personnel, the system identifies the next event
to be accomplished (based on the order the events appear on your
current Training Schedule).
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- If no Knowledge Training or Knowledge Evaluation events are
scheduled by authorized personnel, the system automatically schedules
the next event (based on the tasks listed in your 1TR).

- Event identification data is provided to you so that you know for
which task (or subtask) you are accomplishing the event, and the type
of event you are required to accomplish (i.e., Knowledge Training or
Knowledge Evaluation).

- Instructions are provided to you in a prompt on the screen, advising
you to accomplish the event either on line or off line. If the event
will occur on line, you are provided access to the on line CAI lesson
(for a Knowledge Training event) or to the on line knowledge test
(for a Knowledge Evaluation event).

If it is determined that you cannot proceed with training, the system will provide
you a prompt advising you to contact your supervisor. You will see the prompt
under these conditions:

- There are no furthe_r Knowledge Training or Knowiedge Evaluation
events you are required to complete, or

- The next event is a Knowledge Evaluation event which will occur of f
line, where the event will be conducted by an evaluator rather than
you accomplishing the event by yourself, or

- The next Knowledge Training or Knowledge Evaluation event is
scheduled to start at a specific time, and you attempted to "Proceed
with Training” before the scheduled start time.

h time you "Proceed with Training”, the system aiso determines whether or not you

¢ompleted

accomplis

o

the last Knowledge Training or Knowledge Evaluation event you had been
hing.

If the Knowledge Training or Evaluation event you were last accomplishing was
online, the system provides identification data for the event and enables you to
re-access the CAl lesson (for a Knowledge Training event) or the knowledge test
(for a Knowledge Evaluation event). Once you complete the lesson or test, the
system automatically marks the completion of the event.

If the Knowledge Training or Knowledge Evaluation event you were last
accomplishing was offline, the system will provide identification data for the
event and will prompt you to identify whether or not you have completed the
event.

- If you completed the event, you will "mark the event complete” by
responding yes to a prompt. The next event to be accomplished is then
identified on the screen, or the prompt to contact your supervisor will
appear.

- If you have pot completed the event, you will so indicate (by responding
no to a prompt). The system will then advise you to accomplish the
event. The next time you "Proceed with Training", you will again be
asked whether or not you have completed the event. This cvele is
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tramcr/cva-

luator, supervisor or training manager), marks the complctxon of the

event.

The remaining information within this section provides you with the procedures to
"Proceed with Training".

SUPS2Z? .801
1.3

8-2-1

Advanced Ow-The-Job Training System (AOTS)

Primary Access Moru

. Perwonal Trafning Information
. Master Task List (MTL) Interface

« Quit This Mo

Select Option: 1_

7 Dec B8

STEP 1:

press

NGTO32 . 885
1.8

822

Airman Training Record (ATR) Manager

Iraining Record for SrA Adans, Pat A.

PND WN

. Indjvidual Training Requirements
. Persownel Data

. Training History Data

. Access Lavel

. Change Password

. Print a Training Record

. Quit This Morw

Select Option:

7 Dec 88

1_7‘5-‘3 STEP 2:

press
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To proceed with training
when using the AOTS, you
must first select the Per-
sonal Training Information
option from the AOQOTS
Primary Access Menu, as
illustrated to the left.
(Depending on your User
Type(s), the menu may have
more options than are being
illustrated here; however,
the Personal Training
Information  option is
always the first option
when viewing the AOTS
Primary Access Menu.)

SELECT THE PERSONAL TRAINING INFORMATION OPTION. Enter 1 and

Proceed with Trainingisan
option within the I[TR
portion of your training
record.

SELECT THE INDIVIDUAL TRAINING REQUIREMENTS OPTION. Enter 1 and
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NGTE38.810 Individual Training Requirements 7 Dac 88
1.5 Assigmment Review and Gemeration Proceed with Training is
the third option on the
1. Display Individual Training Sequirenents screen youarc now viewing.
2. Display Training Schadule
3. Proceed With Iraining
4. Position Qualification Statu: Information
S. Print Training Requirements
6. Print Training Schedule
7. Print Position Qualification Status
8. Accoss General ITR

. Quit Thiz Meru

Select Option: 3_

9-2-3

STEP 3: SELECT THE PROCEED WITH TRAINING OPTION. Enter 3 and press
s CRETUEN).

The information you see has been explained in this section. If you still have questions
regarding this function, call the AOTS hotline.
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e
9 TRAINER/EVALUATOR FUNCTIONS

This section is for the trainer or evaluator user of AQTS.

9.1 Access Task Data

As a trainer or_evaluator, you have access to the same options and task data as a
supervisor. Please refer to Section 10.11 for information and procedures for accessing task
data.

9.2 Administer Task Training (Trainer)

As a trainer, you are responsible f-r assisting one or more trainees in obtaining the
knowledge and developing the skills necessary to perform tasks required by their duty
positions. You are also responsible for teaching the performance steps that apply when
accomplishing the tasks.

o In Section 2, a decision logic table illustrates the AOTS functions involved with
administering training. The various types of training are identified on the table,
as well as the user(s) who are responsible for performing each function for each
type of training.

- Scheduling and ¢onducting training are two of the four functions

identified on the table, for which this rection of the AOTS User's
Handbook applies. We recommend that you review the table as you
review the material contained in this section. As you continue to
schedule and conduct training with the support of the AQTS, you will
gain a further understanding of the interrelationships you will have
with tramccs, evaluators, superviswis and the system, as depicted by
the table in Section 2.

When working with the Training Scheduler as a trainer, you are able to schedule and
conduct training for one person at a time. The proccdurcs for scheduling and conducting
training vary from task to task, depending on the type of tiaining involved and the amount
of data existing within the AOTS for the task.

0 The Training Scheduler operates on the concept that training occurs by way of
EVENTS. Different types of events exist tosupport the different types of training
required by workcenter personnel. Various data exist for each separate event,
which help you identify and monitor the following:

- specific type of training that applies,

- time frame in which training occurs,

- progress status of trainee(s),

- location where training takes place,

- participants of training (trainer, ¢valuator, trainee),

- other specific data (e.g., resources and training materials)
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o} Task tra‘ning involves four separate events:

Knowledge Training
Knowledge Evaluation
Performance Training
Performance Evaluation

AW~

Asa trainer, you are responsible for the Knowledge Training event and the Performance

Training event.

Before you begin to schedule any training, you need to be aware of the following:

0o

Task training events apply only when the AOTS contains one or more behavioral
objectives for a task.

- The four events apply to gach behavioral objective for the task. When
a task is broken down into subtasks, the four events also apply to each
supporting behavioral objective,

If a behavioral objcctive does not exist for a task, the Training Scheduler does
not accommodate the scheduling nor conduct/admxmstrauon of training for the
task by way of events.

- When you attempt to schedule a Knowledge Training event for a task,
you will be able to identify whether or not a behavioral objective
exists for the task, once you perform Step 8 of the procedures.

- Another way to identify whether or not an objective exists for a task
is to print or review the ochcuve data (via the MTL Editor) before
you begin to schedule training for the task. The printout or screen
provide the objective data or a statement advising there are no
objective data.

Task training events are designed to be accomplished in sequence; i.e., the
Knowledge Training event should be accomplished first; the Knowledge Evalu-
ation event next; the Performance Training event next; and then the Performance
Evaluation event.

- The Knowledge Training event is the period of time in which the
trainee studies materials to obtain knowledge about the task (or
subtask). Knowledge training may occur on line or off line.

- If a CAI or IVD lesson exists for a task, the knowledge training
event is ‘ccomplished on line.

-- If a CAI or IVD lesson does not exist for the task, knowledge
training is accomplished : ’f line, using training materials such
as films, sound-on-slide presentations or textual materials (e.g.,
training manual, T.O,, regulation).
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- The Knowledge Evaluation event is the period of time in which the
trainee is evaluated to determine whether or not he.she has attained
sulficient knowledge about the task to begin performance training.
Knowledge evaluation may occur on line or off line.

-- If a knowledge test exists in the AOTS for a task, the knowledge
evaluation event can be accomplished on line or off line. It s
recommended that knowledge evaluation occur on line whenever
possible, since functions, such as scoring and marking the
completion of the event, are accomplished automatically by the
AQTS for on-line knowledge tests.

-- If a knowledge test does not exist in the AOTS, the event is
accomplished off line, using whatever means are established
within the workcenter.

- The Performance Training event is the period of time in which you,
as the trainer, teach the performance steps of the task, and the sequence
in which the steps must be accomplished. Performance training is
always conducted off line,

-- For many tasks, the AOTS contains data which provide you with
a training outline and data from which you plan and conduct
training.

- The Performance Evaluation event is the period of time in which the
evaluator observes the trainee accomplishing the task and determines
whether or not the trainee can adequately perform the task without
}".urthcr training. Performance evaluation is always administered off
ine.

.- When evaluation products (i.e,, an Oral Test Guide and a Per-
formance Evaluation Checklist) are available for a task, the
products must be used to conduct the Performance Evaluation
event.

-- When evaluation products do not exist for the task, the cvalu:}tio_n
event is conducted by whatever means are ¢stablished within
the workcenter.

Because the procedures for scheduling and conducting training vary somewhat,
depending on the type of event involved, this section is organized into two parts: Part A
applies to a Knowledge Training event; Part B applies to a Performance Training event.
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PART A - SCHEDULE AND CONDUCT A KNOWLEDGE TRAINING EVENT

SUP82? .081 Advanced Ow-The-Job Training System (AOTS)
1.3 Primary Access Menu

. Persomal Training Inforwatlion

. Training Management

. Haster Task List (MTL) Interface
. Position Requirements

oW N e

. Quit This Nenu

-

Select Option: 2

9-2-1

7 Dec 88
The screen at the left
illustrates the AQOTS Pri-
mary Access Menu. To
schedule a task event, you
must access the training
management option.

@ STEP 1: SELECT THE TRAINING MANAGEMENT OPTION. Enter 2 and press
(RETURN) :

SUPB27 .06 Training Management

. Training Scheduler

. Alrman Training Record (ATR) Manager
Reporting Prograss

. Qualiflcation Aesessment

. Off-Line Test Control

. Off~Line Test Scoring

Access existing Event

NV WN»e

. Quit This Memws

Select Option: 1§

322

7 Dec 08
Depending on your user
type(s), the screen illus-
trated at the left could have
as few as three options or
as many as seven options
listed. You need to access
the Training Scheduler.

@3 STEP 2: SELECT THE TRAINING SCHEDULER OPTION. Enter 1 and press CRETURN)
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9-2-3

SUPBzZ7 .886

Select Type of Training Mode :

Training Management

. Training Scheduler

. Alrwawn Training Record (ATR) Manager
. Reporting Prograss

. Qualification Assessment

. Off-Line Test Control

. Off-Line Yest Scoring

. Access existing Buent

NP N D W N

. Quit This Mem

‘.

Select Option: 1

(Deainee, (Slupervisar, (Quit 7 §

7 Dec 88

AQTS User's Handbook

If you are a trainer as well
as a supervisor, you will see
the prompt illustrated at
the left, and you will per-
form Step 3.

If you are a trainer, but not
a supervisor, you will not
see the prompt illustrated
at the left, nor will you
perform Step 3 (instead,
proceed to the information
presented after Step 3).

l? STEP 3: SELECT THE TRAINER OPTION. Enter T (or t) and press CRELURN)

1.2

9-2-4

SuPeZ? . 806

Training Bansgement

. Training Schaduler

. Alrman Training Reacord (ATR) Manager
Reporting

. Qualiflcation Assessment

. Off-Line Test Control

off-Line Test Scoring

ficcess existing Event

NP LS W N e

. Quit This New

-

Salect Option: 1

Ploase enter the SSAN of the airwan: 886888881

7 Dec 88

Here you identify the
trainee for whom you are
going to generate an event.
When entering the person’s
SSAN, do not use dashes.

@ STEP 4: ENTER THE TRAINEE'S SSAN AND PRESS (RETLRN ).
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MGTEI0 . 968 Individual Training Requirements 8 Dec 88
1.5 Assigwment Roview and Gameration

1. Update or Schedule Individaal Training Requirement

2. Training Event Review or Update

q. Wit This Meru

Select Option: _

9-2-5

[? STEP

If you are a trainer, but not
a supervisor, you will see
the screen illustrated at the
left, and you will perform
Step S.

If you are a trainer, as well
as a supervisor, you will not
sec the screen illustrated at
the left, nor will you per-
form Step 5 (instead, pro-
ceed to the information
presented after Step 3).

5: SELECT THE UPDATE OR SCHEDULE INDIVIDUAL TRAINING REQUIRE-
MENT OPTION. Enter 1 and press

"GT834 . 083
1.8

9-28

NP NAWN -

Individual Traiwing Requirements
Seloct Action Devired

. Updats or Sciwedule Training

. Training Schedules Iwnformation

. Pozition Task Qualification Status
. Print Training Requirements

. Print Training Schedules

. Print Position Task Quaiifications

Access General ITR

. Quit This Nemu

Select Optian: 1_

7 Dec 68

To schedule a knowledge
training event, you must
select Update or Schedule
Training.

STEP 6: SELECT THE UPDATE OR SCHEDULE TRAINING OPTION. Enter 1 and press
g CRETURN.
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nGTe38 . 882 Individus! Training Requirements
1.5 Select Type of Training to Update

. AFS Task
Anctillary
Additional Duty
Contingency
ECI/CDC

ME

. Tormal Iraining

NT NS WN -

. Quit This Meru

-

Select Option: 1_

9-2-7

7 Dec 88
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At this point, you arg¢
accessing the various com-
ponents of the trainee’s
ITR. As a trainer, your
interaction involves the
AFS tasks.

I_Ef_—’ STEP 7:  SELECT THE AFS TASK OPTION. Enter 1 and press CRETUBN J.

NGTES4 . B86 Task Iraining Requirements -
1.5 Por SrA Adans, Pat A.

1. task ID: F18984 Status: In Progress
IMSPECT FIXED POST FOR DISCAEPANCIES

2. Task ID: Fe8278 Status: None
FIRE WEAPONS TO MAINTAIN QUALIFICATION

3. Task 1D: 018999 Status: Mone
PERFORM OPERATOR MAINTEMANCE OM AM M-16 RITLE

4. Task ID: F18839 Status: None
COMDUCT A WALL SEARCH OF A SUSPECT

Enter (A)dd to end, (I)nsert, (O)rder, (D)elets, (S)chedule or Rssign,
(Clertify, (BIreakdown, (Rlesview status, (Quit 7 2

928

7 Dec 88

The screen you are viewing
lists the first four tasks
appcaring on the person’s
ITR.

An important fact to remember is that the tasks on a person’s ITR are listed in the
order of training priority (as determined by the person’s supervisor). In other words, task
training should be conducted for tasks at the top of the list before training is conducted for
tasks appearing in the middle or at the end of the list.

You are able to identify whether training for a task has begun. is occurring, or has
becen completed, by reviewing the status of the task. The current status of each task is

reflected at the right of the Task ID.
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The following table defines the status for a task:

TASK STATUS DEFINITION
NONE Training has not been scheduled nor conducted for the task.
IN PROGRESS Training has been scheduled, or has begun for the task.
AWAITING CERTIFICATION Training has been completed for the task, and the person can

now be certified on the task,
-OR-

Training takes place without the assistance of the AOTS (when
the AOTS does not contain a behavioral objective for the task),
and the person can be certified once training is completed off
line.

Table 9-1 Task Status Definitions

To schedule a Knowledge Training event, the status of the task must reflect "None" or
"In Progress".

It is important to remember that the task for which you are scheduling an gvent must
be one of the tasks listed on the screen vou are now viewing. When necessary:

0 Press the (fapnJ key, and continue to press the key, until the task you are seeking
can be seen on the screen,

or

) Select the Task Search option (enter T or lower case t and press CRETURN J); and
then enter the Task ID that corresponds to the task for which you are scheduling
training.

Once the desired task can be seen on the screen, proceed to Step 8.

STEP 8: SELECT THE SCHEDULE OR ASSIGN OPTION. Enter S (or s) and press
(CRETURN). Then, select the task for which you want to schedule an event.
Enter the field number corresponding to the task being scheduled and press
(CRETURN].
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As a result of Step 8, the screen changes in one of the following four ways:

You sce a2 prompt advising you are not the primary trainer for the individual
(see Special Procedure #1), or

The status of the task you selected changes from "None" to "Awaiting Certification”
(see Special Procedure #2), or

A screen titled Task Initialization is presented (generally this will occur and
starts with Step 9), or

The Task Status screen is presented (somes times occurs and starts with Step 10
instead of Step 9).

Over time, you will be exposed to each of the four situations listed above. The next
portion of this section provides information and procedures for all four screen changes that
occur; refer to the portion of information that applies to the screen you are currently viewing.
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SPECIAL PROCEDURE #1
WHEN YOU ARE NOT THE TRAINER/EVALUATOR FOR THIS TASK

When you are not the person’s primary trainer, or if you have not been designated by
the person’s supervisor to be the trainer for the task, you will see the following prompt:

You are not the primary trainer or evaluator for this task.
Press <return> to continue....

Within the AOTS, each supervisor identifies a primary trainer and primary evaluator for
each trainee he/she supervises. The person’s name and SSAN are updated into the trainee’s
ITR. One person may be identified as both the primary trainer and primary evaluator, or
oncl person may be identified as the primary trainer and another person as the primary
evaluator.

0 The primary trainer is responsible for conducting training for the majority of
tasks listed on the trainee’s ITR.

o} Many times, another person (who is not the trainee’s primary traincer) is designated
to conduct training for one or more tasks.

You would see the prompt being addressed here, because you are trying to schedule assign
training for an individual and you are not the persons’ primary trainer nor have vou been
designated as the trainer for this task.

0 In order to schedule training for this individual on this task, the following
procedures are required:

l? STEP A: Press CRETURNJ as prompted on the screen.

STEP B: QUIT each screen until the AQTS Primary Access Menu appears on the screen.
(Enter Q or q and press CRETURN) as many times as required until you reach
the primary menu.)

STEP C: Adbvise the trainee’s supervisor that you must be identified as the Trainer for the
@ task (you will have to provide the Task ID). He/she will need to update the per-
son's ITR so that you are designated as the trainer for the task, or you are desig-
nated as the person’s primary trainer.

STEP D: Once the supervisor has identified you as the trainer for the task/person, repeat
the procedures contained in this section, beginning at the first step of Part A.

0 The supervisor should verbally advise you that the update has been
accomplished. If you do not hear from the supervisor within a reasonable
amount of time, you should contact the supervisor rather than waiting for
him/her to call you. You may want to try to perform the function again,
by repeating Steps | - 8 of Part A. If you don't sec the prompt again, it
means you now are authorized to assign/schedule the event.
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SPECIAL PROCEDURE #2
TASK STATUS CHANGES TO "AWAITING CERTIFICATION"

Because the AOTS does NOT contain at least one behavioral objective for this task, the
status of the task on the person’s ITR changes from "None" to "Awaiting Certification”,

0 Without behavioral objectives, the Training Scheduler cannot be used to schedule
or conduct training events for the task. (Events do not exist for a task without
a behavioral objective.)

) The training for the task must be accomplished without further support or data
from the AOTS. The status of the task, on the person’s ITR, will remain "Awaiting
Certification” until the task is certified by the person’s supervisor.

Since the scheduling of events is not possible for this task, perform Step A below.

[E: STEP A: SELECT THE QUIT OPTION (enter Q or a lower case q and press CRETURND)) if
this is the only task you desire to schedule training for this person at this time,

-OR -
Repeat Step 8 if you desire to scheduie another task.

o If you are not going to schedule training for another task at this time, continue
to quit each screen until you return to the AOTS Primary Access Menu. At that
point, you may quit the menu and log of f the system, or you may perform another
AOTS function.
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TASK INITIALIZATION SCREEN IS DISPLAYED

After Step 8, you will normally see the Task Initialization Screen. However, it is
possible that you will go directly to the Task Status Screen instead.

MGTBS5.283 Initialization for Task FO8Z78 7 Dec 08

1.5 The screen at the left is an
illustration of the Task
1. Start Date 87 Dec 1388 Initialization screen.
2. Trainese 9686888685 Sgt Baker, Jane C.

You will see the task ini-
3. Eualuator 000000000 tialization screen if this is
the first event to be
scheduled for this task.
This screen is used to
update specific  initial
information regarding the
training for the task.

Select the information to change
Use (cursor) keys, or ((Enter (field number>, {(q> quit) & (returnd) Q

9-2-8A

This Task Initialization screen identifies the training start date, trainer and evaluator
for this task.

o The training start date wi!l automatically be reflectcd as today’s date. You may
change the start date, or you may accept today’s date.

0 Your name and SSAN will appear as the Trainer for the task.

@ STEP 9: CHANGE THE START DATE, IF NECESSARY. Enter 1 and press
(and then enter a date using the DD MMM YYYY format followed by pressing

SELECT THE QUIT OPTION (enter Q or lower case q and press CRETURN)
IF/ONCE DATA IS CORRECTLY REFLECTED ON THE SCREEN. The Task sta-
tus screen appears next.
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TASK STATUS SCREEN IS DISPLAYED

If you get the Task Status Screen after Step 8, proceed at this point. If you get the

Task Status Screen after Step 9, continue at this point.

nG1964 . B Jask Iraining Requirements 7 Dec 08
1.4 For SrA Adans, Pat A. on Yask FOB278
FIRE WEAPONS TO MAINTAIN QUALIFICATION

Task Lovel Objoctive Type Event Status
1. Term. ObJ. 1774 Knoulodge Training Unassigned
2. Term. Obj§. 1774 Knowledge EKwvaluation Unassigned
3. Term. 0b]. 1774 Performance Iraining Unass igned
4. Termn. 0bj. 1774 Performancs Rvaluation Unassigned

Entar (S)chedula or assign, (E)vent Display, (Clancel Assigmment,
(M)ark “omplete, (I)dentify Traiwer/Bealuator, (Quit 7 s

9-2-10

The screen at the left is an
illustration of the Task
Status screen. The sche-
duling of events occurs at
this point.

o To provide you a better
understanding of the data
reflected on the screen, the
contents of the Task Status
screen are described below.

The trainee, Task ID and Task Statement are identified at the top of the screen, to
help you keep track of who you are currently scheduling training for and the task being

scheduled.

Data are sorted on the screen based upon the behavioral objective(s) existing for the
task. The following information is provided for each objective:

o} The Objective ID (in our example the Objective ID is 1774).

0 The Task Level for which the objective applies.

- An objective that applies to a task is referred to as a Terminal
Objective. "Term. Obj." is reflected under the Task Level column
when the objective applies to the overall task (as in our example).

An objective that applies to a subtask is referrcd to as a Supporting
Objective, The subtask number, "1", "2" ectc., is reflected under the
Task Level column when the ob)cctxve apphcs to a subtask.

The four events and the status of each.

The current status of each event enables you to determine the person's
training progress as it pertains to this task. The following table
provides definitions for the status of events:
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EVENT STATUS DEFINITION
Unassigned The event has not been scheduled nor conducted.

Assigned The eventis scheduled to occur AT THE EARLIEST OPPORTUNITY. The
status remains "assigned" until the event is accomplished and marked
complete.

Scheduled The event is scheduled to occur AT A SPECIFIC TIME ON A SPECIFIED

DATE. The status remains "scheduled” until the event is accomplished
and marked complete.

Complete The event has been successfully accomplished. The status remains
"complete” until ail other events for the task are marked complete.

Taken The event had previously occurred, however the trainee did not pass an
evaluation. The status remains “taken" until the event is reassigned,
rescheduled or marked complete (as passed).

Reassigned The event has been rescheduled to occur AT THE EARLIEST OPPCR-
TUNITY. Thetrainee did not pass an evaluation, therefore the event must
be repeated. The status remains “reassigned” until the event is
reaccomplished and marked complete”

Rescheduled The event has been rescheduled to occur AT A SPECIFIC TIME ON A
SPECIFIC DATE. The trainee did not pass an evaluation, therefore the
event must be repeated. The status remains “rescheduled” until the event
is reaccomplished and marked complete.

Table 9-3 Event Status Summary

@3 STEP 10: SELECT THE SCHEDULE OR ASSIGN OPTION. Enter S (or s) and
pres
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- nCTB64 . 801 Task Iraining Requirements 7 Dec 88
1.4 For SeA Adams, Pat A. on Task FBO279
FIRE WEAPONS TO MAINTAIM QUALIFICATION
Task Level 0b joctive Type Tvent Status
1. Term. OMJ. 1774 Xnowiedge Training Unassigned
2, Term. ObJ. 1774 Xnowledge Evaluation Unass igned
3. Term. Obj. 1774 Performance Iraining Unassigned
4. Term. 0bjj. 1774 Parforsance Evaluation Unassigned
Selsct the task event to schedule or acsign
Use (cursor) keys, or {(Enter (fiald wumber)>, (¢ quit) & {returnd} 1
9-2-12

IE:} STEP 11:

AOTS User’'s Handbook

Another prompt is added at
the bottom of the screen,
advising you to select the
event.

SELECT THE KNOWLEDGE TRAINING EVENT TO BE SCHEDULED. Enter the
field number which corresEonds to the Knowledge Training event for the task (or
subtask) and press . (In our example, we selected field number 1

which corresponds to the Knowiedge Training event for our example task.)

The screen changes in one of two ways:

1. The Training Materials screen is displayed, or

t2

The Event Notice screen is displayed.
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TRAINING MATERIALS SCREEN IS DISPLAYED

EVLB91.899 Behavioral Objective Editor 7 Dec 88
2.0 Trng Materials for FB8270-1-1774-Knowledge Training If training materials for the
FIRE VEAPONS TO MAINTAIN QUALIFICATION task have been defined in
the system, you will see the
t 1 Descript plly
ee riptien screen illustrated at the left
1. 1 ESBI B-1 ARMING AMD TME USK OF FORCE and you must perform Step
2. ¢ 81-1-1-2-3 PREMARKSMARSHIP TRAINING 12
S 2.
4.
3 o If training materials have
7. not been defined for the
g- task, you will not see the
@ screen illustrated at the
11. left, and you will not per-
12. form Step 12 (instead,
WPE: (Plilm, (Dext, (C)Al, (S)oumd-on-Slide. (0)ther proceed to the information
Intar nusber of traiwing material to sslect following Step 12).
Uss (page down) key for paging.
Uss (cursor’ keys, oc ({(Enter {field mumber), (9> quit) & «(reatusrnd) 2
9-2-13

Training materials are on-line or off-line sources of information that provide knowledge
about a task or subtask. Training materials can be of five types, as the legenc at the bottom
of the screen illustrates.

The Training Materials screen provides a list of materials that have been defined for
the task (or subtask), which will assist the trainee in attaining requisite knowledge about
the task. You are required to identify the tvpe of material to be used as the trainee¢’s primary
source of requisite knowledge. There are some rules regarding your selection of materials:

0 If CAl or IVD is defined for a task/subtask, you must .ciect the field number
corresponding to the CAI or IVD material. CAl and IVD must be the primary
sources of providing knowledge training, when such materials exist for the task.

0 The trainee is not limited to studying only the material you select on this screen.
However, he/she will use the material you select as the primary source of requisite
know!edge information.

FOR THIS KNOWLEDGE TRAINING EVENT. Enter the field number correspond-
ing to the training material and press CRELLRN ). (In our example, we selected
field number 2 which corresponds to CAl lesson 81-1-1-2-3, titlea
"Premarksmanship Training".) The Event Notice screen is displayed next.

@ STEP 12: SELECT THE PRIMARY TRAINING MATERIAL TO BE USED BY THE TRAINEE
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nGTa3: .88t Training Event Aszigneent

1.5 Yask Training Ewent 358

Task Event ldontification: FEAZ78-1-1774-Knowlodge Training
Generated by:. BBBS88RES Set Baker, Jane C.

1. Irainer: 808868985 Sgt Bakar, Jane C.

2. Start Date and Time: Mo Schedule
k] End Date and Time: Mo Scheduls

Munber of Participants: (SrA Adams, Pat A.)
4. Installation:

Training Method: Cal
PRENARKSHANSHIP TRAIMING
S. Description:

Enter (Clancel Event Ceneration, (Modify Event, (Clenmerats RBwent 7 _

7 Dec 88

AOTS User's Handbook

The screen at the left
tllustrates an on-line Event
Notice. The notice will be
printed automatically once
you generate the event
(explained later).

8-13A

0]

The following information is provided to acquaint you with the information appearing
on an Event Notice, and to explain the data for which you are responsible.

The system automatically establishes an Event ID for each training and evaluation
event. The Event ID is reflected in the sub-title of the screen. (In our example,
the Event ID is 350.)

The event is further identified by a combination of data, which appear on the
first line of the screen (below the sub-title). Using the example above, the ID
can be broken down for explanation, as follows:

Foo278 - T - 350 - Knowledge Training
Task Task Objective Type of Event
D Level D

The task level will reflect "T" when the event applies to a terminal (task) objective,
"SI, "S2", etc., is reflected when the event applies to a supporting (subtask)
objective, where the number corresponds to the specific subtask involved ("S1"
applies to the first subtask; "S2" applies to the second subtask, etc.).

You are automatically reflected as the person who is generating the event (your
SSAN, rank and name are automatically listed), as well as the trainer for the
event.

The start date and time, and end date and time, for the accomplishmcnt of this
Knowledge Training event are reflected in Data Fields 2 and 3.
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N
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=

- If you want the event to be assigned or reassigned (i.e., occur AS
SOON AS POSSIBLE), you will not enter dates nor times for the event.

- If you want the event to be scheduled or rescheduled (i.e., occur
DURING A SPECIFIED TIME FRAME), you will need to enter the
start and end date(s) and times, by modifying Data Fields 2 and 3.

The number of participants (trainees for the event) is reflected next. When there
is only one participant, the person’s rank and name are reflected, rather than the
number 1. These data are automatically provided by the AOTS, and cannot be
modified by a user.

The installation where the training is to take place is identified in Data Field 4.

- If the event will take place in the normal work place of the trainee
and trainer, no installation data are required.

- If the event will occur outside of the normal work place, you need to
modify Data Field 4 to identify the base, building or other specifics
explaining where the event will occur.

The Training Method is reflected next.

- If training materials do not exist in the system for the task, the training
method field does not appear on the screen.

- . If training materials do exist for the task, however you did not specify
the materials at Step 12, the training method field does not appear
on the screen.

- If training materials do exist for the task and you specified which
of the materials is to be the primary information source (Step 12), the
training method field will reflect the material you specified.

The Description is the last data reflected on the screen. If additional information
or instructions are required for the accomplishment of the event (e.g., bring pen
or pencil to take notes), you must modify Data Field 3.

STEP 13: SELECT THE MODIFY OPTION IF YOU NEED TO ADD DATA TO THE EVENT
NOTICE. Enter M (or m) and press CRETURN ). GO TO STEP 18 IF YOU DO
NOT NEED TO MODIFY DATA.

STEP 14: SELECT THE FIELD NUMBER CORRESPONDING TO THE DATA YOU WISH
TO MODIFY. Enter the field number and CRETURN . (You can only modify one
data field at a time.)

STEP 15: ENTER THE DATA AS INSTRUCTED BY THE PROMPT. Enter the data and
press (RETURN).
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[ED STEP 16: REPEAT STEPS 14 AND 15 FOR EACH DATA FIELD THAT REQUIRES MODI-

FICATION.

@ STEP 17: SELECT THE QUIT OPTION. Enter Q (or q) and press CRETURN).

STEP 18: SELECT THE GENERATE EVENT OPTION. Enter G (or g) and press
@ (BRETURN)

Generating an event causes automatic Event Notices to be printed and sent to the
trainer and trainee of the event. The printed notices will contain the same data as this
on-line notice, in addition to other data.

Generating the event also automatically updates the person’s ITR, current Training
Schedule and Position Qualification Status listing, as appropriate.

The person’s ITR reflects the-status of the task as well as the status of the event.
The status of the task will be “In Progress"; and the status of the event will be

The Training Schedule of the trainee will reflect the event. Your Training
Schedule will also reflect the event. The event will remain on the Training

If the task is one listed on the person’s Position Qualification Status listing, the

i.4

- N

9-2-14

Task

. Terw
. lerm
. lorw
. lerw

FIRE WEAPONS TO MAIMTAIN QUALIFICATION

Lewal
. 0.
. 0by.
. 0bj.
. 0bj.

Enter (S)chedule or assign, (E)vent Display, (Clancel Assignment,
(Mark Completa, (i)dentify Traimer/Bvaluator, (Quit 7 q

0
"Assigned”, "Scheduled"”, "Reassigned” or "Rescheduled”.
0
Schedules until the event is cancelled or marked complete.
o -
status of the task is reflected as "In Progress”.
nGTO64.901 Task Training Requirements 7 Dec 08

For SrA Adams, Pat A. on lask FOO278 Once the event has been

generated, the Task Status
screen returns to view,

Objecti 1 E t S .
1794 Xnolodge  Training oo rond reflecting the new status of
1774  Xrowledge Evaluation Unass igned the event.

1774 Perforwance Training Unassigned
1774 Parforsance Evaluation Unassigned .
If you did not enter

start/end dates and times,
the status is reflected as
"Assigned” or "Reassigned”.

If you entered start/end
dates and times, the status
is reflected as "Scheduled”
or "Rescheduled”.

[E: STEP 19: QUIT THE TASK STATUS SCREEN. Enter Q (or q) and press CRETLRN).
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LAST STEP FOR SCHEDULING A KNOWLEDGE TRAINING EVENT

Continue to quit each screen until you return to the AOTS Primary Access Menu. At
}hat point you may quit the menu and log off the system, or you may perform another AOTS
unction.

CONDUCTING THE KNOWLEDGE TRAINING EVENT

When the trainee ;cgeives the p.rinted Event Notice, he/she should perform the function
of "Proceed with Training". If this knowledge training event is the next event to be
accomplished by the individual, the AOTS will provide identification data for the event to
the trainee.

0 If the event will be accomplished on line, the system will automatically access
the CAI lesson, Once the trainee completes the entire lesson, the system will
automatically mark the completion of the event.

o If the event will be accomplished off line,

- The trainee can accomplish the event without the assistance of a
trainer (if training materials have been defined for the task); or you,
as the trainer, will either assist the trainee to acquire the materials
for attaining the required knowledge or provide direct knowledge
training for the trainee if trainihg materials have not been defined.

- Once the event is accomplished, the trainee, you or the person’s
supervisor must mark the completion of the event,

Once the Knowledge Training event has been marked complete, the Knowledge
Evaluation event can be scheduled and conducted by the evaluator.
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PART B - SCHEDULE AND CONDUCT A PERFORMANCE TRAINING EVENT

9-2-18

. Quit Thia New

Select Option: 2_

SUP827 .88% Advanced Ow-The-Job Training System (AOTS) 8 Dec 88
1.3 Prinary Access Heru The screen at the left
illustrates the AOTS Pri-
mary Access Menu. lo
. Traint Int t1
3 Tretoiny Manavemgnt  ormatton schedule a task event you
3. Master Task List (NTL) Interface must access the training

management option.

@:3 STEP

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

SUPez? .986

& W N -

<«

9-2-18

Training Management

. Training Scheduler

. Off-Line Test Control
. 0ff-Line Test Scoring
. Accass sxisting Event

. Quit This Mem

Selsct Option: 1

8 Dec 88
Depending on your user
type(s), the screen illus-
trated at the left could list
as few as three options or
as many as seven. You need
to access the Training
Scheduler.

IF STEP 2: SELECT THE TRAINING SCHEDULER OPTION. Enter 1 and press (CRETURN)

119




AOTS User’'s Handbook DRAFT
ill;&?.& Iraining Nanagement 8 Dec 88

9-2-17

NONAWN-

L

. Training Scheduler

Airman Training Record (ATR) Manager
Reporting Programs

Qualilication Assessment

Off-Line Test Control

Off-Line Yeat Scoring

Access existing Lvent

« Quit Thia Nenw

Sslect Option: 1

Select Type of Training Mode ! (TIrainer, (Slupervisor, (Quit 7 §

@ STEP 3: SELECT THE TRAINER OPTION

If you are a trainer as well
as a supervisor, you will see
the prompt illustrated at
the left, and you will per-
form Step 3.

If you are a trainer, but not
a supervisor, you will not
see the prompt illustrated
at the left, nor will you
perform Step 3 (instead,
proceed to the information
presented after Step 3).

. Enter T (ort) and press CRETURN )

SUrez?.ee6
1.3

9-2-18

»WN e

oo

Training Nanagement

. Training Scheduler

. Off-Line Test Control
. Off-Lins Test Scoring
« Accees existing Kvent

. Quit This News

Select Option: 1

Ploase enter the SSAM of the airman: G88888881_

9 Dec 68

Here you identify the
trainee for whom you are
going to generate an event.
When entering the person’s
SSAN, do not use dashes.

@3 STEP 4: ENTER THE TRAINEE'S SSAN AND PRESS CRETLRN ).
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9-2-19

Individual Training Requirements
Assignment Review and Gensration

+ Quit This Nemu

Select Option: 1

8 Dec 80

. Update or Schedule Individual Training Requirement
. Training Bvent Review or Updats

(? STEP

AQTS User's Handbook

If you are a trainer, but not
a supervisor, you will see
the screen illustrated at the
left, and you will perform
Step S.

If you are a trainer, as well
as a supervisor, you will not
see the screen illustrated at
the left, nor will you per-
form Step 5 (instead, pro-
ceed to the information
presented after Step 5).

5: SELECT THE UPDATE OR SCHEDULE INDIVIDUAL TRAINING REQUIRE-
MENT OPTION. Enter 1 and press

. NG T30 .083

- 1.5
1.
2
3.
4.
S.
6.
?.
q.

9-2.20

Individual Training Requirements
Select Action Desired

Update or Schedule Training

. Training Schedules Information

Position Task Qualification Status
Print Treining Requiresmsnts

Print Training Schedules

Print Position Task Qualifications
Accass General ITR

Quit This Remu

Select Option: {_

8 Doc 68

To schedule a Performance
Training Event, you must
select Update or Schedule
Training.

STEP 6: SELECT THE UPDATE OR SCHEDULE TRAINING OPTION. Enter 1 and press
(BRETURN).
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NGTE30.882 Individual Training Reoquiroments 8 Dec 88
1.5 Select Type of Training to Update

. AFS Task

. Amcillarny

. Mdditional Duty
. Contingency

. EC1/CpC

. mek

. Formal Tre'ning

N WN -

. Quit This Newu

Sslact Option: 1_

9-2-21

At thxs point, you are
accessing the various com-
ponents of the trainee’s
ITR. As a trainer, your
interaction involves the
AFS tasks.

@ STEP 7: SELECT THE AFS TASK-OPTION. Enter 1 and press CRETURN J.

MG TE54 .806 Task Training Requiremants
1.5 For SrA Adans, Pat A.

1. Task ID: 718084 Status: None
INSPECT FIXED POST FOR DISCREPANCIES

2. Task ID: FOB278 Sta
Flll VEAPONS TO MAINTAIN MIHCAHW

3. Task ID: 018999 Status: Mone
PERFORM OPKRATOR MAIMTEMANCE ON AN M-16 RIFLE

4. Task ID: FiB839 Status: Mone
COMDUCT A VALL SEARCH OF A SUSPRCY

Enter (A)dd to and, (1)nsert, (O)rder, (D)elete, (S)chedule or Assign,
(Clertily, (B)reakdown, (Meviow status, (Quit 7 s

9-2-22

8 Dec 88

The screen you are viewing
lists the first four tasks
appearing on the person’s
ITR. The screen at the left
is an illustration of how
tasks appear on an ITR.

It is important to remember that the task you arc scheduling an ¢vent for must be one
of the tasks listed on the screen you are npow viewing. When necessary:

) Press the (Fabn) key, and continue to press the key, until the task you are seeking

can be seen on the screen, or

) Select the Task Search option (enter T or lower case t and press CRETURN )); and
then enter the Task ID that corresponds to the task for which you are scheduling

training.

Once the task you are scheduling an event for can be seen on the screen, proceed to Step 8.

@ STEP 8:

the number corresponding to a Task ID and press

122

SELECT THE SCHEDULE OR ASSIGN OPTION. Enter S (or s) and press
(BETURNJ. Then select the task for which you want to schedule an event. Enter

[




Enter (S)chedules or assign, (E)vent Display, (Clancel Assigrment,
(R)ark Conplets, ([)downtify Trainer/Rvaluator, (Quit 7 g

9-2-23

DRAFT
nGTB64 .881 Task Training Requirements 8 Dec 08
1.4 For SrA Adame, Pat A, on Task FO8278
FIRE WEAPOMS TO MAINTAIN QUALIFICATION
lask Level Objective Type Evant Status

1. Terw. 0bj. 1774 Knowledge Training Conplets

2. Term. Obj. 1774 Knouledge Ewaluation Complete

3. Term. Obj. 1774 Performance Training Uwassigned

4. Tera. 0b. 1774 Parformance Bwaluation Unassigned

N
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The Task Status screen is
now in view. The screen at
the left is an illustration of
a Task Status screen.

You may refer to Part A, to
the data presented between
Steps 9 and 10, if you need
an explanation of the data
appearing on this screen.

STEP 9: SELECT THE SCHEDULE OR ASSIGN OPTION. Enter S (or s) and press
CRETURN]

. Then select the training event you want to schedule. Enter the
number corresponding to a Performance Training Event and press

1

2.
3.

L3 <1 1Y

1.5

Task Event ldentification: FO8278-1-1774-Perforwances Training
688888085

Canarated by:
. Trainoe:

Training Cuent Assigrment " 8 Dec 88
Task Training Rvent 353

Sgt Baker, Jane C.
Set Baker, Jane C.

Start Date and Time: Mo Schedule
End Date and Time: Mo Schedule

Munber of Participants: (Sre Adame. Pat A.)

. Inatallation:

. Description:

9-2-24

Enter (Clencel Event Consration, (Nlodify Kvent, (Clemarats Event 7 g

The screen you are now
viewing is the Event Notice
screen. The screen at the
left illustrates an on-line
Performance Training
Event Notice. The notice is
printed automatically once
you gencrate the event
(explained later).

You may refer to Part A,
between Steps 11 and 12, if
you need an explanation of
the data appearing on this
screen.

STEP 10: SELECT THE MODIFY OPTION IF YOU NEED TO ADD DATA TO THE EVENT

NOTICE. Enter M (or little m) and press
scheduled for a specific timeframe, ensure
STEP 15 IF YOU DO NOT NEED TO MOD!I

. (If you want the event

u modify options 2 and 3.) GO TO
DATA.
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l? STEP 11:

@ STEP 12:

@ STEP 13:

@ STEP 14:
@ STEP 15:

SELECT THE FIELD NUMBER CORRESPONDING TO THE DATA YOU WISH
TO MODIFY. Enter the field number and press CRETURN ). (You can only
modify one data field at a time.)

ENTER THE DATA AS INSTRUCTED BY THE PROMPT ON THE SCREEN.
Enter the data and press

REPEAT STEPS 11 AND 12 FOR EACH DATA FIELD THAT REQUIRES MODI-
FICATION.

SELECT THE QUIT OPTION. Enter Q (or q) and press CRETURN ).

SELECT THE GENERATE EVENT OPTION. Enter G (or g) and press
(RETURN).

Gcncratmg the event causes notices to be automatically printed to you, as the trainer,
and to the traince of the event. The printed notices will confain the same data as the on-line
notice, in addition to other data.

Generating the event also automatically updates the person’s ITR and current Training

Schedule.

0 The status of the task in the ITR will remain as "In Progress"; and the status of
the event will be "Assigned”, "Scheduled”, "Reassigned” or "Rescheduled”.

o] The Training Schedule of the trainee will reflect the event. Additionally, vour
Training Schedule will reflect the event. The event will remain on the Trammg
Schedules until the event is cancelled or marked complete.
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Enter (S)cheduls or assign, (E)vent Display, (Clancel Assignment,
(Mark Complete, ([)dentify Trainer/Evaluator, (Quit 7 g

DRAFT
nGT064 .80 Task Training Requirements 8 Dec 88
1.4 For Seft Adams, Pat A. on Yask F08278
FIRE WEAPOMS TO MAINTAIN QUALIFICATION
Task Lavel Objective Type Event Status

1. lerm. 0b. 1774 Knowledges Training Complete

2. Term. 0B, 1774 Knowiedge Evaluation Complete

3. Tern. 0b, 1774 Perfornance Irainins fesigned

4. Yern. OV, 1774 Parforsance Evaluation Unassigned

AQOTS User’'s Handbook

Once the event has been
gencrated, the Task Status
screen returns to view,
reflecting the new status of
the event.

If you did not enter
start/end dates and times,
the status is reflected as
"Assigned" or "Reassigned”.

If you entered start/end
dates and times, the status
is reflected as "Scheduled”
or "Rescheduled".

@ STEP 16: QUIT THE TASK STATUS SCREEN. Enter Q (or q) and press CRETURN ).

LAST STEP FOR SCHEDULING A PERFORMANCE TRAINING EVENT

Continue to quit each screen until you return to the AOTS Primary Access Menu. At
that point you may quit the menu and log of f the system, or you may perform another AQTS

function.
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CONDUCTING THE PERFORMANCE TRAINING EVENT

Performance training is always conducted off line.

o As the trainer for the event, you should print the entire task before you begin
training (see Section 10.1). For many tasks, the AOTS contains data which provides
you with a training outline and data from which you plan and conduct training.
For example: Subtasks and activities data provide a breakdewn of a task into
sequential performance steps; Resource data identifies the resources required to
perform and train the task.

Once the training is conducted, you or the person’s supervisor will need to mark
completion of the event.

Once the Performance Training event has been marked complete, the Performance
Evaluation event can then be scheduled and conducted by the Evaluator or Supervisor.
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9.3 Administer Task Evaluation

As an evaluator, you are responsible for evaluating the knowledge, skills and per-
formance ability of one or more persons who are participating in on-the-job training.

0 In Section 2 we provide a decision logic table which portray< the AOTS functions
involved with administering training. The various types of t:aining are identified
on the table, as well as the user(s) who arec responsible for performing each
function for each type of training.

Scheduling and condugting training are two of the four functions
identified on the table, to which this section of the AOTS User’s
Handbook applies. We recommend that you review the table as you
review the material contained in this section. As you continue to
schedule and conduct evaluations with the support of the AOTS, you
will gain further understanding of the interrelationships you will
have with trainees, trainers, supervisors and the system, as depicted
by the table in Section 2.

>

When working with the Training Scheduler as an evaluator, you are able to schedule
and conduct an evaluation for one person at a time. The procedures for scheduling and
conducting evaluations vary, depending on the type of evaluation involved and the amount
of data existing within the AOTS.

o} The Training Scheduler operates on the concept that training occurs by way of
events. Different types of events exist, to support the different types of training
required by workcenter personnel. Various data exist for each separate event,
which help you identify and monitor the following:

specific type of training that applies,

time frame in which training occurs,

progress status of trainee(s),

location where training takes place,

participants of training (trainer, evaluator, trainee),
other specific data (e.g., resources and training materials)

0 Task training involves four separate events:

1
2
3.
4

Knowledge Training
Knowledge Evaluation
Performance Training
Performance Evaluation

As an evaluator, you are responsible for the Knowledge Evaluation event and the
Performance Evaluation event.

Before you begin to schedule an evaluation, you need to be aware of the following:

0 Task training events apply only when the AQTS contains onc or more behavioral
objectives for a task.
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- The four events apply to ¢ach behavioral objective for the task. When
a task is broken down into subtasks, the four events also apply to each
supporting behavioral objective.

o} If a behavioral objective does not exist for a task, the Training Scheduler does
not accommodate the scheduling nor conduct/administration of training for the
task by way of events.

o Task training events are designed to be accomplished in sequence; i.e., the
Knowledge Training event should be accomplished first; the Knowledgc Evalu-
ation event next; the Performance Training event next; and then the Performance
Evaluation event.

- The Knowledge Training event is the period of time in which the
trainee studies materials to obtain knowledge about the task (or
subtask). Knowledge training may occur on line or off line.

-- If 2 CAI or IVD lesson exists for a task, the knowledge training
event is accomplished on line.

»

- If a CAI or 1VD lesson does not « -ist for the task, knowledge
training is accomplished of f line, using training materials such
as films, sound-on-slide presentations or textual materials (e.g.,
training manual, T.O,, regulation).

- The Knowledge Evaluation event is the period of time in which the
trainee is evaluated to determine whether or not he/she has attained
sufficient knowledge about the task to begin performance training.
Knowledge evaluation may occur on line or off line.

-- I7 a knowledge test exists in the AOTS for a task, the knowledge
training event can be accomplished on line or off line. It is
recommended that knowledge training occur on line whenever
possible, since functions, such as scoring and marking the
completion of the event, are accomj lished automatically by the
AOTS for on-line knowledge tests.

-- If a knowledge test does not exict in the AOTS, you, as the
evaluator, are responsible for accomplishinyg the event off line,
using whatever means are¢ established within the workcenter.

- The Performance Training event is the period of time in which the
trainer teaches the performance steps of the task, and the sequence
in which the steps must be accomplished. Performance training is
always conducted off line.

- Many tasks within the AOTS contain data from which a trainer
plans the training.

- The Performance Evaluation event is the period of time in which you,
as the evaluator, observe the trainec accomplishing the task, and
cetermine whether or not the trainee can adequately perform thc task
without further training. Performance evaluation is always admin-
istered off line.
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-- When evaluation products (i.e., an Oral Test Guide and a Per-
formance Evaluation Checklist) are available for a task these
products must be used to conduct the Performance Evaluation

event.

- When evaluation products do not exist for the task, the evaluation
event is conducted by whatever means are established within

the workcenter.

Because the procedures for scheduling and conducting evaluations vary somewhat,
depending on the type of event involved, this section is organized into two parts: Part_ A
applies to a Knowledge Evaluation event; and Part B applies to a Performance Evaluation

event,
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PART A - SCHEDULE AND CONDUCT A KNOWLEDGE EVALUATION EVENT

SUPSZ7.881 Advanced Ow-The~Job Training System (AOT3) 8 Dec 08
1.3 Prinary Access Heru The screen at the left
illustrates the AOTS Pri-
1. Persomal Training Information mary Access Menu. To
2. Training Managsment schedule a task event you
3. Master Task List (ML) Intarface must access the training

<. Quit This Merm management option.

Select Option: 2

931

STEP 1: SELECT THE TRAINING MANAGEMENT OPTICN. Enter 2 and press
g CRETURN.

SUPH2? .886 Iraining Managoment 8 Dec 68
1.3 Depending on your user
typc(é), t};lc lsc;'reen lciillus-
trated at the left could list
L arrining Schedsier as few zs three options or
3. off-Line Test Scoring as many as seven. You need
1. fccess oxisting Event to access the Training
q. Quit This Memu Scheduler.

Select Option: 1

9-3-2

@ STEP 2: SELECT THE TRAINING SCHEDULER OPTION. Enter 1 and press CRETURN J.
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SuUP8z? . 886 Training Nanagement

. Training Schaduler

Aipman Training Aecord (ATR) Mansger
Reporting Programs

. Qualiflcation Asssssment

. Off-Line Yest Control

. Off-Line Jest Scoring

Accass aexisting Event

NPONBWN

. Quit This Memu

Select Option: 1

Select Type of Training Mode :

9-3-3

(Drainer, (Supervisor, (QPuit 7 ¢

8 Dec 88

@: STEP 3:

Training Ranagement
1.3

. 'ralning Scheduler

. off-Line Test Control
. Off-Line Test Scoring
. Access existing Event

W N

. Quit This Nemm

-

Select Option: 1

Please enter the SSAN of the aireman: DBSSOB8H1_

9-3-4

8 Dec 88

AOTS User's Handbook

If you are an evaluator, as
well as a supervisor, you
will see the prompt illus-
trated at the left and you
will perform Step 3.

If you are an evaluator, but
not a supervisor, you will
not see the prompt illus-
trated at the left nor will
you perform Step 3
(instead, proceed to the
information presented
after Step 3).

SELECT THE TRAINER OPTION. Enter T (ort) and press CRETURN]. (Note:
Trainers and evaluators have access to the same options, functions and data.)

Here you identify the
trainee for whom you are
going to schedule an event.
When entering the person’s
SSAN, do not use dashes.

@’ STEP 4: ENTER THE TRAINEE'S SSAN AND PRESS (RETURN J.

131




AOTS User’'s Handbook DRAFT

MGT838.060 Individual Training Requiremsnts 8 Dec 88
1.5 Aesigmment Roview and Censration If you are an evaluator but
not a supervisor, you will
see the screen illustrated at
1. te Schedule Individual Traini irement .
e eomt Ravion oo Uedaeainivy Rowe the left and you will per-

q. Quit Thia Newm form Step 3.
If you are an evaluator, as
well as a supervisor, you
will not see the screen
illustrated at the left nor
will you perform Step 5
(instead, proceed to the
information presented
after Step 35).

Select Option: 1

9-3-5

STEP §: SELECT THE UPDATE OR SCHEDULE INDIVIDUAL TRAINING REQUIRE-
@D MENT OPTION. Enter 1 and press

nGTE38 803 Individual® Training Roquirements 8 Dac 88
1.8 Selact Action Desired To schedule a Knowledge
Evaluation event, you must
. Update or Schedule Tralning select Update or Schedule

. Training Schedules Information Training.
. Pogition Task Qualification Status
. Print Training Requirements

. Print Training Schadules

. Ppint Position Task Qualifications
. Access General ITR

NP NAWN

. Quit This Nemu

r)

Select Option: 1_

9-3-8

@ STEP 8: SELECT THE UPDATE OR SCHEDULE TRAINING OPTION. Enter 1 and press
(RETURN).
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nGT838 .882 Individual Training Requirements
1.5 Select Type of Training to Update

. AFS Task

. Ancillary

. Additional Duty
. Contingency
EC1COC

ME

. Formal Training

. Quit This Memu

NSO NEWN e

Select Option: 1

37

8 Dec 88
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At this point, you are
accessing the various com-
ponents of the trainee’s
ITR. As an evaluator, your
interaction involves the
AFS tasks.

@ STEP 7: SELECT THE AFS TASK OPTION. Enter 1 and press CRETURN J.

NGTOS4.806 Yask Tralning Requiressnts
1.8 For SrA Adana, Pat A.

-
1. Task 1D: F1B004 Status: In Progress
INSPECT FIXED POST FOR DISCREPANCIES

2. Task ID: FO8Z78 Status:! In Progress
FIRE VEAPONS TO MAINTAIN QUALIFICATION

3. Task ID: 018999 Status: In Progress
PERFOAM OPERATOR MAINTEMANCE ON AM M-16 RIFLE

4. Tesk 1D: F10839 Status: Manes
CONDUCY A UALL SEARCH OF A SUSPECT

Enter (A)dd to end, (I)nsert, (O)rder, (D)elete, (S)chodule or Assign,
(Clertify, (Breakdown, (Review status, (Quit 7 s

9-3-8

9 Dec 88

The screen you are viewing
lists the first four tasks
appearing on the person’s’
ITR.

The screen at the left is an
illustration of tasks as they
appear in an ITR,

An important fact to remember is that the tasks on a person’s ITR are listed in the
order of training In other words, task training should be scheduled and conducted for tasks
at the top of the list before training is scheduled and conducted for tasks appearing in the

middle or at the end of the list.

You arc able to identify whether training for a task has begun, is occurring, or has
been completed by reviewing the status of the task. The current status of each task is

reflected at the right of the Task ID.
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0 The following table defines the status for a task:
TASK STATUS DEFINITION
NONE Training has not been scheduled nor conducted for the task.
IN PROGRESS Training has been scheduled, or has begun for the task.
AWAITING CERTIFICATION Training has been completed for the task, and the person can now
be certified on the task,
-OR-
Tramm?_ takes place without the assistance of the AOTS (when
the AOTS does not contain a behavioral objective for the task),
. and the person can be certified once training is completed off line.

Table 9-4 Task Status Definitions

o It is important to remember that the task vou are scheduling an event for must
be one of the tasks listed on the screen you are now viewing. When necessary:

- Press the (Faba] key, and continue to press the key, until the task you
are seeking can be seen on the screen,

or

- Select the Task Search option (enter T or lower case t and press
); and then enter the Task ID that corresponds to the task
for which you are scheduling training.

Once the task you are scheduling an event for can be seen on the screen, proceed to
Step 8.

STEP 8: SELECT THE SCHEDULE OR ASSIGN OPTION. Enter S (or lower case s) and
press CRETURN ). Then, SELECT THE TASK FOR WHICH YOU WANT TO
SCHEDULE AN EVENT. Enter the number corresponding to the task and press
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1.4 For Scf Adams. Pat A. on Task 018999
PERFORM OPERATOR MAINTEMANCET OM AN M-16 RIFLE
Task Lavel Objective Type Event Status

1. Tarm. Obj. 174 Xnowledge Training , Complets

2. Termn. Ob§. 174 Xnowledge [Rvaluation Umassigned

3. lern. ObJ. 174 Parformance Iraining Unassigned

4. Tern. 0bj. 174 Porforsance Bealuation Unassigned

Enter (S)cheduls or sssign, (E)vent Display, (Clancel Assignment,
(M)ark Complete, (I)dentify Traiwer/Realuator, (Quit 7 3

39

The trainee, Task ID and Task Statement are identified
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The Task Status screen
should now be in view. The
screen at the left is an
illustration of the Task
Status screen.

To provide you a better
understanding of the data
reflected on the screen, the
contents of the Task Status

screen are described below.

at the top of the screen, to

help you keep track of who you are currently scheduling an evaluation for and the task

being scheduled.

Data are sorted on the screen based upon the behavioral

objective(s) existing for the

task. The following information is provided for each objective:

- o The Objective ID (in our example the Objective ID

o The Task Level for which the objective applies.

is 174),

- An objective that applies to a task is referred to as a Terminal
Objective. "Term. Obj." is reflected under the Task Level column

when the objective applies to the overall task

(as in our example).

- An objective that applies to a subtask is referred to as a Supporting

Objective. The Subtask number, "1", "2", etc.,

is reflected under the

Task Level column when the objective applies to a subtask.

o The four events and the status of each.

training progress as it pertains to this task.
provides definitions for the status of events:
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- The current status of each event enables you to determine the person’s

The following table
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EVENT STATUS DEFINITION
Unassigned The event has not been scheduled nor conducted.

Assigned The event is scheduled to occur AT THE EARLIEST OPPORTUNITY. The
status remains “assigned” until the event is accomplished and marked
complete.

Scheduled The event is scheduled to occur AT A SPECIFIC TIME ON A SPECIFIED

DATE. The status remains "scheduled” until the event is accomplished
and marked complete.

Complete The event has been successfully accomplished. The status remains
"complete” until all other events for the task are marked complete.

Taken The event had previously occurred, however the trainee did not pass an
evaluation. The status remains “taken” until the event is reassigned,
rescheduled or marked complete (as passed).

Reassigned The event has been rescheduled to occur AT THE EARLIEST OPPOR-
TUNITY. The trainee did not pass an evaluation, therefore the event must
be repeated. The status remains “reassigned” until the event is
reaccomplished and marked complete.

Rescheduled The event has been rescheduled to occur AT A SPECIFIC TIME ON A
SPECIFIC DATE. The trainee did not pass an evaluation, therefore the
event must be repeated. The status remains "rescheduled” until the event
is reaccomplished and marked complete.

Table 9-4 Event Status Definitions

. Then, SELECT THE EVALUATION EVENT YOU WANT TO SCHED-

@ STEP 9: SELECT THE SCHEDULE OR ASSIGN OPTION. Enter S (or s) and press
ULE. Enter the number corresponding to a Knowledge Evalyation Event.

The screen changes in one of two ways:
1, If there is a knowledge test for the task within the AQTS, you will see a prompt.

2. If there is not a Knowledge Test for the task, you will see the Event Notice
screen. Skip the information provided next, and skip Step 10.
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NGTH64 . BB1 Task Training Requirements 8 Dec 88
1.4 For SrA Adane, Pat A. on Task 018999
PERFORM OPERATOR MAINTENANCE ON AN M-16 RIFLR
Task Lavel Gbjoctive Type Event Status

1. Yoram. ObJ. 174 Xnosledge Training Complete

2. Tern. 0bJ. 174 Knowiedge Ewaluation Unassigned

3. Term. 0. 174 Performance Training Unasaigned

4. Yerm. Obj. 174 Performance Evaluation Unass ignad

Vill the knowiodge tast be adninistered oftline (Y)es, (N)o 7 y

9-3-10

AQOTS User’'s Handbook

When a knowledge test
exists, you will see a prompt
at the bottom of the screen,
as illustrated at the left.

A knowledge test ‘consists of true/false and multiple choice questions. The test can be
administered on line or off line. The procedures you accomplish depends on where the test
is going to be administered. Whenever possible, the test should be administered on line. The
test will not need to be printed and controlled, and the system will automatically score the

test and mark the completion of the event.

@ STEP 10: SPECIFY WHETHER OR NOT THE TEST IS TO BE ADMINISTERED OFF LINE.

Enter Y or N (or lower case y or n) and press

nETE31.001 Training Event Assigrment 8 Dec 08
1.5 Task fraining EBwent 357
hsk Svent ldentification: 018999-1-174~Knowledge Evaluation
Ganeratad by: 588888885 Sgt Baker, Jane C.
1. Evaluator: 9688806686 NSyt Bradberry, Allen K.

‘W
2. Start Dats and Time: Mo Schedule
3. Ind Oate and Time: Mo Schedule

Mumber of Participanta: (SrA Adane, Pat A.)

4. Installation:
S. Description:

Enter (Clancel Event Generation, (Mlodify Evewt, (Clenerate Bwemt,
(L)ist Resources 7 g

311

The screen you are now
viewing is the Event Notice
screen.

You may refer to Section
9.2, between Steps 9 and 10,
if you need an cxplananon
of the data appearing on
this screen. (Keep in mind
when you read the infor-
mation, that you should
substitute ¢valuator for
any reference to trainer.)

@ STEP 11: SELECT THE MODIFY OPTION IF YOU NEED TO ADD DATA TO THE EVENT

NOTICE. Enter M (or m) and press

. {If you want the event scheduled

for a specific timeframe, ensure you modify options 2and 3.) Goto Step 16 if you

do not need to modify data.
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@ STEP 12:

@ STEP 13:

@ STEP 14:

@ STEP 15:
@ STEP 16:

SELECT THE FIELD NUMBER CORRESPONDING TO THE DATA YOU WISH
TO MODIFY. Enter the field number and press CRETURNJ. (You can only
modify one data field at a time.)

ENTER THE DATA AS INSTRUCTED BY THE PROMPT ON THE SCREEN.
Enter the data and press

REPEAT STEPS 12 AND 13 FOR EACH DATA FIELD THAT REQUIRES MODI-
FICATION.

SELECT THE QUIT OPTION. Enter Q (or q) and press CRETURN ).

SELECT THE GENERATE EVENT OPTION. Enter G (or g) and press
(RETURN).

Generating the event causes notices to be printed automatically to you (as the evaluator)
and to the trainee of the event. The printed notices will contain the same data as the on-line
notice, in addition to other data.

Generating the event also automatically updates the person’s ITR and current Training

Schedule.

0 The status of the task in the ITR will remain as "In Progress”;

and the status of

the event will be "Assigned”, "Scheduled”, "Reassigned” or "Rescheduled”.

o The Training Schedule of the trainee, as well as YOUR Training Schedule, will
reflect the event until the event is cancclled or marked complete.

If there is an of f-line AOTS test involved, the test and answer key can be printed either
now as you are generating the event, or later. Skip steps 17-19 below, if the evaluation event
does not involve an off-line AOTS test.
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nGTa31.881 Training Event Assignment 8 Dec 098
1.5 Task Training RBvent 357
Task Event ldentification: 018999-1-174-Knowlodge Evaluation
Generated by: 988888885 Sgt Baker, Jane C.
1. Evaluator: 968889086 NSgt Bradbarry, Allen K.

2. Start Date and Time:. Mo Scheduls
3. Bnd Date and Iime: No Scheduls
Musber of Participants: (SrA Adams, Pat A.)

4. Installation:

5. Description:

Do you want a hard copy printad of this test 7 (Y)es, (NJo T y

=312

AOTS User’'s Handbook

A prompt is added to the
bottom of the screen askin%
if you want a hard copy o
the test printed.

@ STEP 17: SPECIFY WHETHER OR NOT YOU WANT A COPY OF THE TEST NOW. Enter

Y or N (or lower case y or n) and press

Step 20.
EVLO16 .81 off-Lins Test Gewsration 8 Dec 08
1.5 Amaver Ney

Do you want to print & copy of the anewer key? (Ydes, (Ndo 7 y

313

. If you enter N, proceed to

The screen changes as
reflected in the screen at
the left.

@ STEP 18: SPECIFY WHETHER OR NOT YOU WANT A COPY OF THE ANSWER KEY
PRINTED NOW. Enter Y or N (or y or n) and press
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EVLO18 .801 Off-Line Test Gemsratiom 8 Dec 88
1.8 fraver Key VERRITE If you did ngt elect to print
a copy of the test or the
answer key, you will not see
the prompt illustrated at
the left, nor will you per-
form Step 19.

Thetestand answer key can
be printed at any AOTS
Workstation.

Normally, you will print
tests and answer keys at
your AOTS Workstation.
However, if you have ,tlhc
ter need to print at another
fnter printer 4 or pross MTE to ues DM AOTS Workstation, you may
9314 contact the Systems
Administrator (call the
- AQOTS hotline) for the
correct Printer ID for that
workstation.

@ STEP 19: ENTER A PRINTER ID OR PRESS (CRETURN ). Enter a printer ID and press
, fyou wané%ztt_flsﬁ%\swer key printed at a workstation other than
your own,; or just press to print the test at your workstation printer.

You will see a short prompt advising you that the printing is occurring. The screen
automatically changes, and you are returned to the Task Status screen. When you
retrieve the test and answer key from the printer, you will also receive a Test
Control Log Record.

NGT64 .801 Task Training Requirements 8 Dec 88

1.4 for Sch Adame, Pat A. on Task 018999
PERFORM OPEFATOR MAINTENAKCE ON M N-16 RIVLE Once the event has been
generated, the Task Status

Task Lavel  Objoctive lype Tvent Status screen returns 1N view,

1. Term. ObJ. 174 Xnouledgs Training Complete reflecting the new status of
2. Tors. ObJ. 174 lnowledgs Bvaluation  Assigned the Knowledge Evaluation
3. Term. 0bJ. 174 Perfornance Iraining Unassigned event
4. Tern. Obj. 174 Parforsance Evalvation Unassignad .

If you did not enter
start/end dates and times,
the status is reflected as
"Assigned” or "Reassigned".

If you entered start/end
dates and times, the status

is reflected as "Scheduled"
Enter (S)chedule or assign, (E)vent Display, (Clancel Assignment. or "RCSCthUlCd".

(Mark Conplata, (I)dentify Trainer/Realuator, (Quit 7 g

9-3-18

@ STEP 20: QUIT THE TASK STATUS SCREEN. Enter a Q (or q) and press CRETURN ).
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LAST STEP FOR SCHEDULING A KNOWLEDGE EVALUATION EVENT

Continue to'QUIT each screen until you return to the AOTS Primary Access Menu. At
}_hat point you may quit the menu and log off the system, or you may perform another AQOTS
unction.

CONDUCTING THE KNOWLEDGE EVALUATION EVENT

If the event involves an gn-line knowledge test, the trainee must take the on-line test
by completing the function referred to as "Proceed with Training". Once the trainee completes
the test, the results are automatically scored and feedback is provided to the trainee on line.
Additionally, the completion of the event is automatically marked by the AOTS.

If the event involves an gff-line knowledge test generated from the AOTS, you, as the
evaluator for the event, will administer the test to the trainee. If you did not print the
test/answer key at the time you generated the event, you will have to access the existing
event and print the test before you begin the event.

o Once the trainee completes the test, you or the person’s supervisor needs to score
the test.

- If the test is scored using the OMR equipment (SCANTRON) or by
keyboard input, the results are automatically provided by the system.
Additionally, the system automatically marks the completion of the
event.

- If the test is scored manually (using the answer key that was printed),
you will need to advise the supervisor of the results so that he/she
may provide feedback to the trainee. Additionally, you or the person’s
supervisor must mark the completion of the event.

If the event does not involve a test generated from the AQTS, there is no ability to
score results of the evaluation with the AOTS. You or the trainee’s supervisor must mark the
completion of the event.

Once the Knowledge Evaluation event has been successfully accomplished, the Per-
formance Training event can be scheduled and conducted by the trainer or supervisor.
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PART B - SCHEDULE AND CONDUCT A PERFORMANCE EVALUATION EVENT

SuPez? .20t
1.3

- W N e

-

9-3-18

Advanced Ow-The-Job Training System (AOTS)

Prinary Access Memy

. Parsowal Training Information

. Training Ranagoment

. Master Task List (MIL) Interface
. Position Requirements

. Quit This Meru

Select Option: 2

8 Dec 08

[? STEP

The screen at the left
illustrates the AOQOTS Pri-
mary Access Menu. To
schedule a task evaluation
event you must access the
training management
opt.on.

1:  SELECT THE TRAINING MANAGEMENT OPTION. Cnter 2 and press
(RETURN)

SUPez? .886
1.3

NS WIN -

8317

Training Nanagement

. Training Scheduler

. Afrman Training Record (ATR) Manager
. Reporting Programe

. Qualiflcation Assessment

. Off-Line test Control

. Off-Line Test 3coring

. Access existing Event

. Quit This Nem

Select Option: 1_

8 Dec 88

Depending on your user
type(s), the screen illus-
trated at the [ef't could have
as few as three options or
as many asseven. You need
to access the Training
Scheduler.

@ STEP 2: SELECT THE TRAINING SCHEDULER OPTION. Enter 1 and press (kETLRN ).
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1.3

9-3-18

SUPBZ? .886

Seiect Type of Training Mode :

Training Management

. Training Scheduler

. Airman Training Record (ATR) Manager
. Reporting Programs

. Qualification Assessment

. 0ff-Line Test Control

. 0ff-Line Test Scoring

. Access existing Event

NP S DN

. Quit This Remu

-

Select Option: 1

(f)rainer, (Slupervisor, (Quit ? §

8 Dec 88

@ STEP 3:

1.3

9319

Training Management

. Tralning Scheduler

. Airman Training Record (ATR) Manager
Reporting Prograss

. Qualification fssessment

off-Line Jest Control

. 0ff-Line Test Scoring

Access existing Event

NP NS WN -

. Quit This Heru

L

Select Option: 1

Pleass enter the SSAN of the airman: SB0BO0861_

8 Dac 889

AOTS User’'s Handbook

If you are an evaluator, as
well as a supervisor, vou
wilt sce the prompt itlus-
trated at the left, and you
will perform Step 3.

If you are an evaluator, but
not a supervisor, you will
not sec the prompt illus-
trated at the left, nor will
you perform Step 3
(instead, proceed to the
information presented
after Step 3).

SELECT THE TRAINER OPTION. Enter T (or t) and press CRETURN]. (Note:
Trainers and Evaluators have access to the same options, functions and data.)

Here you identify the
trainee for whom you are
going to schedule an eval-
uation event. When enter-
ing the person’s SSAN, do
not use dashes.

@ STEP 4: ENTER THE TRAINEE'S SSAN AND PRESS CRETURN .
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nET838.868

q. it This Nemu

Select Option:

$-3-20

Individual Training Bequirenswis
1.5 Assignment Review and Gemsration

1

9 Dec 08

1. Update or Schedule Indfvidual Training Requiremenwt
2. Training Svent Review or Updats

@ STEP 5:

NN WN -

. Quit This Menu

Select Option:

9-3-21

Individual Treining Requirements
1.5 Select Action Desired

Update or Schadule Training

. Training Schedules Information

. Position Task Qualification Status
. Print training Requirements

Print Training Schedules

. Print Position Task Qualificatioms
. Access General ITR

1

8 Dec 88

If you are an evaluator but
not a supervisor, you will
see the screen illustrated at
the left, and you will per-
form Step 5.

If you are an evaluator as
well as a supervisor, you
will not see the screen
illustrated at the left, nor
will you perform Step 5
(instead, proceed to the
information presented
after Step 5).

SELECT THE UPDATE OR SCHEDULE lNDIVIDUAL TRAINING REQUIRE-
MENT OPTION. Enter 1 and press

To schedule a Performance
Evaluation Event, you must
select Update or Schedule
Training.

STEP 6: SELECT THE UPDATE OR SCHEDULE TRAINING OPTION. Enter 1 and press
@ CRETURN].
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NGTO30 . 802 Individual Training Requirements
1.5 Select Type of Training to Update

. AFS Yask
Ancillary

. Additional Duty
Cont ingency
ECIACDC

MmE

. Forwal Training

NGO AWN -

. Quit This Meru

-

Select Option: 1

9-3-22

8 Dec 88

AOTS User's Handbook

At this point, you are
accessing the various com-
ponents of the trainee’s
ITR. As an evaluator, your
interaction 1involves the
AFS tasks.

Eg: STEP 7: SELECT THE AFS TASK OPTION. Enter 1 and press CRETURN ).

MGTOS4 . 006 Task Training Requirements
1.5 Tor SeA Adane, Pat #.

1. Task ID: 719864 Status: In Progress
INSPECY FIXED PUST FOR DISCRIPAMCIES

2. Task ID: reaz7e Status: In
FIRE UEAPONS TO MAINTAIM QUALIFICATION

3. Task 10: 018999 Status: In Progress
PERTORM OPERATOR MAINTEMANCE ON AM M-16 RIFLE

4. Task 1D: 718839 Status: None
COMDUCT A UALL SEARCH OF A SUSPECT

(Clertify, (Mreakdown, (Rleview status, (QPuit ? g

s 323

Enter (A)dd to end, (I)nsert, (O)rder, (D)eleta, (S)chedule or Assign,

8 Dec 88

145

The screen you are viewing
lists the first four tasks
appearing on the person’s
ITR. The screen at the left
is an illustration of how
tasks appear on an ITR.
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It is important to remember that the task for which are scheduling an event must
mguﬂmmumganmmmmmﬁ When necessary:

o Press the (Fabnl key, and continue to press the key, until the task you are seeking
¢an be seen on the screen,

Qor

0 Select the Task Search option (enter T or t and press CRETURN J); then enter the
Task ID that corresponds to the task for which you are scheduling an evaluation
event,

Once the task you are scheduling an event for can be seen on the screen, proceed to
Step 8.

STEP 8: SELECY THE SCHEDULE OR ASSIGN OPTION. Enter S (or s) and press
(CRETURN).) Then, SELECT THE TASK FOR WHICH YOU WANT TO SCHED-
ULE AN EVENT. Enter the number corresponding to a Task ID and press

r;sm.nt ' s:‘uk Inln:u hqulr?-m 8 Dec 08
4 or Adang, Pat A. on lask 018999 H
PERFORN OPERATOR MAINTENANCE ON AN M-16 RIFLE The screen at the left is an
illustration of a Task Status
Task lovel Objective IType Rvenwt Status screen.
1. Term. OMJ. 176 Xnowiedge Trainiwg Conplete
;. ;or-. g:j. g: x-h-:-'ldn ;:c:u:tlon Cupcmlol.: You may refer to Part A of
« 0PN, . oreance ain M4
4. Term, ObJ. 174 Parformamce Realuation  Usasaigned Section 9.2, between Steps 9

and 10, if you need an
explanation of the data
appearing on this screen,

Inter (S)chedule or assign, (Elvent Bisplay, (Clancel Assignment,
(Mark Conplets, (1)dentify Traimer/Bealuatar, (Pluit 7 3

9-3-24

[ED STEP 9: SELECT THE SCHEDULE OR ASSIGN OPTION. Enter S (or s) and press
(RETURN).
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nGTO64 .881 Task Iralaing Requiremen 13 Dec 68
1.4 For SrA Adams. Pat A, on lask 01”99
PERFORR OPERATOR MAINTEMAMCE ON AN W16 RIFLE
Task Lavel Objective Type Event Status
1. Tera. 0bj. 174 Anowledge Training Conplete
2. larm. 0. 174 Knowledge Evaluation Conplete
3. Terwm. 03 . 174 Perfornance Irajining Conplete
4. Term. O0bj. 174 Performance Evaluation Unass igned
Select tha task svent to schedule or assign
Use {cursor) kays, or {(Enter (field number), (g> quit) & {returnd)} 4_
9-3-2%

AQTS User's Handbook

Another prompt is added at
the bottom of the screen,
advising you to select the
event.

STEP 10: SELECT THE PERFORMANCE EVALUATION EVENT TO BE SCHEDULED.
Enter the field number which corresponds to the Performance Evaluation event

and press

(In the example, Data Field 4 was selected which corre-

sponds to the Performance Evaluation event for the example task.)

nGTe31.001 Training Event Assignment B8 Dec 88
1.8 Task Training Event IS8
!uh Event ldentification: 010999-1-174~Performance Fvaluation
Cevwrated by: 386888885 Sgt Baker, Jans C.
1. Evaluator: 980800086 et Bradberry, Allon X.

2. Start Dats and Time: Mo Schedule
3. Ind Date and Time: No Scheduie
Musber of Participants: (SrA Adams, Pat A.)

4. Installation:

5. Description:

Enter (Clancal Bvent Genaration, (Modify Event, (Clensrate Event,
(L)ist Resources 7 g

9-3-28

The screen you are now
viewing is the Event Notice
screen.

You may refer to Part A of
Section 9.2, between Steps
12 and 13, if you need an
explanation of the data
appearing on this screen.

@ STEP 11: SELECT THE MODIFY OPTION IF YOU NEED TO ADD DATA TO THE EVENT

NOTICE. Enter M (or m) and press

(If you want the event sched-

uled for a specific timeframe, ensure Bou modify optnons 2and 3.) GO TO STEP 16

IF YOU DO NOT NEED TO MODIFY DATA.
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STEP 12: SELECT THE FIELD NUMBER CORRESPONDING TO THE DATA YOU WiSH
@ TO MODIFY. Enter the field number and press CRETLRN ). (You can only
modify one data field at a time.)

STEP 13: ENTER THE DATA AS INSTRUCTED BY THE PROMPT ON THE SCREEN.
@ Enter the data and press CRETURN ).

@ STEP 14: l;l‘Ecl:\ETII\g’?TEPS 12 AND 13 FOR EACH DATA FIELD THAT REQUIRES MODI-

@ STEP 15: SELECT THE QUIT OPTION. Enter Q (or q) and press CRETLRN).

@ STEP 16: SELECT THE GENERATE EVENT OPTION. Enter G (or g) and press
(RETURN).

Generating the event causes notices to be automatically printed to you, (the evaluator),
and the trainee of the event. The printed notices will contain the same data as the on-line
notice, in addition to other data.

s Generating the event also automatically updates the person’s ITR and current Training
chedule.

o The status of the task in the ITR will remain as "In Progress”; and the status of
the event will be "Assigned", "Scheduled", "Reassigned” or "Rescheduled"”.

o The Training Schedule of the trainee, as well as your Training Schedule, will
reflect the event until the event is cancelled or marked complete.

If the AOTS contains evaluation products for this task or subtask, the evaluation products
should be used to conduct the evaluation event. Evaluation products available from the
aggg)includc an Oral Test Guide (OTG), accompanied by a Performance Evaiuation Checklist

o An OT.G contains instructions to the evaluator for administering the evaluation;
a PEC is the checklist to be used by the evaluator when conducting the evaluation.
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nGTE31.801 Iraining Event Assignment

1.5 Task Training Event 358

Task Event ldentification: 018999-7-174-Performance Evaluation
Censrated by: 8B8888986S Sgt Raker, Jana C.

1. Evaluator: 986660686 nSgt Bradberry, Allem X.

2. Start Date and lims: Mo Schedule
3. IEnd Dato and Time: Mo Scheduls
Mumber of Participants: (SrA Adams, Pat A.)

4. Installation:

S. Description:

Do you want & hard copy printad of this test 7 (Yies, (Mo 7 y

9-3-27

8 Dec 88
If the AOTS contains eval-
uation products for this
task, the prompt changes on
the screen, as illustrated in
the screen at the left.

If evaluation products do
not exist for this task, you
are returned to the Task
Status screen. Skip the
information presented next
and skip Steps 17 and 18.

=h

STEP 17: SPECIFY WHETHER-OR NOT YOU WANT A COPY OF THE EVALUATION
PRODUCTS NOW. [f you enter N {or n) or Y (or y) and pressed

you select the no option, proceed to Step 19.

nGTE31.601 Training Event Assignaent

1.5 Task Training Rvent 358

Task Event ldentification: 018999-1-174~-Performance Evaluation
Canerated by: BBE88888S Sgt Baksr, Jame C,

1. Evaluator: BBB8H6 MSgt Bradberry, Allen X.

2. Start Date and Tine: Mo Schedule
3. BEnd Date and Time: No Schedule
Munber of Participants: (SrA Adans, Pat A.)

4. Installation:

S. Description:

Enter printer id or press ENTER to use TXD1 _

9-3-28

8 Doc 88
OVERVRITE The prompt changes again,
to have you identify the
printer ID that corresponds
to the printer you want the
evaluation products to
print.

The OTG and PEC can be
printed at any AOTS
Workstation.

Normally, you will print
the evaluation products at
your AQTS Workstation.
However, if you have the
need to print at another
AQOTS Workstation, you may
contact the Systems
Administrator (call the
AQTS Hotline) for the cor-
rect Printer ID for that
workstation.

@3 STEP 18: ENTER A PRINTER ID OR PRESS CRETURN ). Enter a printer ID and press
, if you want the OTG and PEC printed at a workstation other than

your own; or just press
workstation printer.

if you want the materials printed at your

You will see a short prompt advising you that the printing is occurring. The screen
automatically changes, and you are returned to the Task Status screen. When you
retrieve the OTG and PEC from the printer, you will also receive a Test Control Log

Record.
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NGT064 .80L Task Iraining Resuiroments 8 Dac 88

1.4 Tor SrA Adame, Pat A. on Task 018999
PRAFOMN OPEMATOR MAINTDWACE 0N AN #-16 RIFLE Once the cvent has been
generated, the Task Status

screen returns in  view,

Yesk Lavel Ob joct! k¢ Event Status .
1. Tera. Orj. % - y’:*. Training Conplete l’CflCCtln thc new status Of
2. Tera. OM. 174  Xnouledye Evaluation  Complete the Performance Evalu-
3. Term. ObJ. 17¢ Parformance Training Complets ation event
4. Tern. 0bJ. 174 Parformance Evaluation fesigned .

If you did not enter
start/end dates and times,
the status is reflected as
"Assigned” or "Reassigned".

If you entered start/end
dates and times, the status

Enter (S)chodul tgn, (Elvent Display. (Clancel Assignment is reflected as "Scheduled”
1 8 Or ass » sSplay, ance gNMOnt , L] "
(Mark Complete, (I)Mtff.g Tra imer/Bealuator, (Ruit 7 M or "Rescheduled”.

9-3-29

@ STEP 19: QUIT THE TASK STATUS SCREEN. Enter Q (or q) and press CRETURN ).

LAST STEP FOR SCHEDULING A PERFORMANCE EVALUATION EVENT

Continue to QUIT each screen until you return to the AOTS Primary Access Menu. At
tfhat point, you may quit the menu and log off the system, or you may perform another AOTS
unction.
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CONDUCTING THE PERFORMANCE EVALUATION EVENT

If evaluation products are available within the AOTS for the task, you will administer
the evaluation to the trainee, using the products. If you did not print the OTG or PEC at
the time you generated the event, you will need to access the existing event and print the
products before you begin the evaluation.

o Once the evaluation is administered, you or the trainee’s supervisor will need to
score the evaluation.

- If the test is scored using the OMR equipment (SCANTRON) or by
keyboard input, the system automatically marks the completion of the
event.

- If the test is scored manually (using the answer key that was printed),
you will need to advise the person’s supervisor of the results.
Additionally, you or the person’s supervisor will need to mack the
completion of the evemt.

If there are no evaluation products within the system for the task, you are to use
whatever means exists in the workcenter to accomplish the event. There is no ability to
score the evaluation when non-AOTS evaluation products are used. You or the supervisor
will need to mark the completion of the event once the evaluation has been conducted.
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9.4 Cancel Task Training or Evaluation Event

Over the next year as you use the AOTS, you may find a variety of circumstances where
you are required to cancel task events. As a trainer or evaluator, you have the capability
to cancel any task event for which you are responsible.

o Some reasons for cancelling an event would be: a trainee cannot/did not show
for the event; training/evaluation needs to be postponed due to higher training
priorities; you cannot/could not acquire all of the resources necessary for
accomplishing the training, etc.

0 Sometimes, you may need to cancel an event before the training or evaluation is
provided to any of the trainees participating in the event. Other times, you may
need to cancel an event for one or more individuals, prior to the event being
completed.

There are two important facts you should be aware of which involve the cancellation
process:

1. For an event to be cancelled, the event must have a status of assigned, scheduled,
reassigned, or rescheduled.

2. You cannot cancel an event if you are not the designated trainer (or evaluator)
for the event, unless you are the person’s supervisor or training manager.

You will find it helpful to review your Training Schedule quite often if you are a
designated trainer/evaluator for an event or individual. By accessing your on-line Training
Schedule you can display each event to help determine whether a cancellation action will
be required by you for persons you are responsible for training/evaluating.

o Remember, your training schedule reflects those events you are required to
complete as a trainee, as well as those events for which you are the trainer or
evaluator, (Refer to Section 7.3 of this handbook for procedures for acqui-
ring/reviewing your Training Schedule.)

Once you have determined the task event(s) requiring cancellation, you must decide
which procedures should be used to cancel the training/cva?uation. There are five ways to
cancel an event. However, we have included procedures only for two ways. As you gain
more experience with the AOTS, you will learn the other ways to cancel events.

This section has been divided into two parts: Refer to Part A if you want to cancel
an entire event (for all trainees of that event); refer to Part B if you want to cancel one
trainee from an event.

152




DRAFT

AQTS User's Handbook

PART A - CANCEL EVENT FOR ALL PARTICIPANTS

suraz? .eet
1.2

- WN e

-

4-1

Aduanced Ow-The-Job Training System (M'IS)'

Primary Access Memw

. Persomal Training Information

. Training Management

. Baster Tagk List (MTL) Interf{ace
. Position Requirenents

. Quit This Mem

Select Option: 2_

23 Moy 80

@ STEP

The screen at the left is an
illustration of the AOTS
Primary Access Menu. The
menu you are viewing may
contain more options than
are illustrated here (de-
pending on your AOTS User
Types).

1:  SELECT THE TRAINING MANAGEMENT OPTION. Enter 1 and press
(BETURN ).

1.2

NN b WN -

Training flanagement

. Training Scheduler

. Rirman Training Record (ATR) Manager
. Reporting Programs

. Qualilication Acsessment

. 0ff-Line Test Comtrol

. off-Line Teet Scoring

. Access existing Event

. Quit This Nerw

Selsct Option: 7

The Training Management
screen is illustrated at the
left. Again, depending on
your AOTS User Type(s),
there may be more options
on the screen you are
viewing than those being
illustrated here.

You are seeking the option
which allows you to access
an existing event (Option 4
for some users; Option 7 for
other users).

STEP 2: SELECT THE ACCESS EXISTING EVENT OPTION. Enter 4 (or 7) and press
=N CRETURN).
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NGT838 001 Individual treining Beguiremswts 23 Mov 09
1.2 Assignment Review and Cemeration OVERM] TE You must now enter the
numerical Event ID which
corresponds to the event

Event ID b= you want to cancel.

Event IDs are listed on your
(and each trainee’s) Train-
ing Schedule, on the Event
Notices which are
generated when the event
was  assigned/scheduled,
and on the various Event
Display screens you may
access as you review por-
Inter the Zvent 14 number tions of the ATRs on-line.

Once a valid Event ID is
343 entered, you will see the
Event Notice which corre-
- sponds to the event.

STEP 3: ENTER THE EVENT ID CORRESPONDING TO THE EVENT YOU WANT TO
@ CANCEL. Enter the numeric Event ID number and press (RETURN ). (For the
example, we entered Event ID 237.)

nGT831.083 . 23 Mov 88

1.4 ash Training Rvent 237 H

Task Event ldewtification: F18838-S1-647-Xnouledge Training The screen at the left is an
Cemerated by: 908889884 SSgt  Abrane, Mark A. example of an on-line

1. Traines: 800080665 Sgt Baker, Jane C. anwlcdgc Tralr.llng Evcnt

2. Start Date and Tine: Mo Scheduls Notice. (The notice you see

3. End Date and Time: Mo Scheduls on the screen you are
Mamber of Participante: 2 viewing corresponds to the

event you identified on the
4. Inetallatlon: previous screen.)
You need to be aware of the
following facts:

S. Description:

Enter (Clanoel Bwent, (Mlodify Evemt, (Pirint Cvemt,
(D) lsplay Participants, (L)ist Resources, (Rleview ATR, (Qluit 7

*4-4

o You cannot cancel the event if you are not the designated trainer or evaluator
for the event (unless you are the person’s supervisor or training manager).

0 If the on-line event notice you are viewing does not include the "Cancel Event"
option in the prompt at the bottom of the screen, you are restricted from cancelling
the event.
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The event will be cancelled for all trainees who are participating in the event.

@ STEP 4: SELECT THE CANCEL EVENT OPTION. Enter C (or ¢) and press CRETURN ).

nGTO31.825 Cancellation Request 23 Nov 08
14 Reason for Cancellation The screen you see now is
used to record the reason
; why the event is being
3 Db of Amouccss cancelled.
3. Mo of Particlipants
4. Overridden by Higher Priority Kvent
S. Requirenant Duleted
6. Other
q. Quit .- is’Mewu -
Select Option: 3
9-4-5
0 You may specify only 1 reason why an event is cancelled. Select the most specific
reason, or select "Other” if the reason for cancellation is not one of those specified
on thxs screen,
o The reason you select will be reflected on the Event Cancellation Notices (which

are automatically generated at the end of the cancellation process).

- Onc exception: If you select "Other” as the reason, the cancellation
notice will reflect "No specified reason”.

@ STEP 5: SELECT THE REASON FOR CANCELLATION Enter the number corresponding

to the reason and press
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1.2

Training Nanagement 23 Mov B8

The Training Management

screen now re?ppcars. The
cancellation function has

. Training Schedul

. ﬁ::.:-”;uhﬂu .’w (ATR) mum bccn prOCCSSCd by thC AOTS.

Reporting Prograne

. Qualification Assuvesment

. Off-Line Test Control

. Off-Line Test Scoring

fccess existing Event

. Quit This Memw

NN A WNe

-

Select Option: _

The following actions occur:

(o]

If you are an evaluator, and the event you cancelled involved AOTS evaluation materials
which had been printed for use off line, you must provide the Log Record, Answer Key,
and all copies of the test to the Test Control Officer (TCO). You should annotate the
package so that the TCO knows you have cancelled the event.

If you want to cancel another event, repeat Steps 2 - 5.

If you do not want to cancel another event, continue to quit each screen until the AOTS
Primary Access Menu appears on the screen. At that point, you may quit the menu and log
off the system or you may perform another AOTS function.

The AQOTS automatically_prints cancellation notices to you (as the trainer or
evaluator) and to the trainee(s) of the event, to advise each involved person of
the cancellation.

The AOTS automatically removes the event from each trainee’s Training Schedule.

The AOTS automati;ally removes the event from your Training Schedule.

The AOTS automatically changes the status of the event (in each trainee’s [TR)
to "Unassigned".

If the event is an evaluation event for which an off-line test had been printed
before the event was cancelled, the AOTS automatically updates the corresponding
Off-Line Test Control Log Record to reflect the event as "cancelled”.

LAST STEP
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PART B - CANCEL EVENT FOR A SINGLE INDIVIDUAL

SUrPsz? .88t Advanced Ow-The—~Job Training System (AOTS)
1.2 Primary Access Memw

. Pervowal Tralniwg Informstion

. Training Ma

. Raster Task List (MTL) Interface
. Position Requirements

. Quit This Mem

- W N~

o

Selsct Option: 2

o-4-7

2 Dec 88

l? STEP 1:

Training Hanagement
1.2

. Training Scheduler

. Alrman Training Record (ATR) Manager
. Reparting Programs

. Qualification Assessment

Off-Line Test Control

. 0ff-Line Test Scoring

. Access oxisting Event

NP N WN -

. Quit This Nemms

Select Option: 1

2 Dec 88

The screen at the left is an
illustration of the AOTS
Primary A.cess Menu. The
menu you are viewing may
contain more options than
are illustrated here (de-
pending on your AOTS User
Types).

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

The Training Management
screen is illustrated at the
left. Again, depending on
your AOTS User Type(s),
there may be more options
on the screen you are
viewing than those being
illustrated here.

@: STEP 22 SELECT THE TRAINING SCHEDULER OPTION. Enter 1 and press (CRETURN).
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Training Nanagomewt
1.2

. Training Scheduler

Alrean Training Recoed (ATR) Manager
Reporting

Qualification Assesement

. Off-Line Test Cowtrol

. Off-Line Test Scor ng

ficcess existing Eeemt

NONAWN -

. Quit This Memu

Select Optiom: 1

9-4-@

Z Dec 88

Select Type of Training Mode @ (Tlrainer, (Slupervisor, (Quit 7 §

If you are a Supervisor, as
well as a Trainer, you will
sece the prompt illustrated
at the left, and you will
proceed to Step 3.

If you are not a supervisor,
you will not see the prompt
illustrated at the left nor
will you perform Step 3
(instead, proceed to the
informatijon presented
after Step 3).

STEP 3: SELECT THE TRAINER OPTION FROM THE PROMPT. Enter T (or t) and press
= )

SUPS2Z7 .086
1.2

Training Management

. Training Scheduler

. Alrman Training Record (ATR) Manager
. Reporting Programs

. Qualification Asssssnent

. Off-Line lest Control

. 0ff-Lins Test Scoring

. Access existing Event

N NS WN

. Quit This Memw

L J

Select Option: 1

Pleass enter ths SSAMN of the airman: 008980001 _

9-4-10

2 Dec 08

The prompt illustrated at
the left is provided for you
to enter the trainee’s SSAN.

@ STEP 4: ENTER THE TRAINEE’S SSAN. Enter the SSAN and press CRETURND.
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- nGTO38 883
1.4

9-4-11

Individual Traiming Requiremsnts
Select Action Desired

. Update oe Schedule Training

. Training Schedules Information

. Position Qualification Status Information
Print Training Requiremsnts

Print Treining Schadules

Print Position Qualification Status
Access General ITR

NN AWNF

. Quit This Meru

-

Sslact Optiow: 2_

2 Dec 88

@ STEP &:

press (LRETUBN ).
Training Schodule for SrA Adams, Pat A.
Start/End Time training Type/ldantiflication
Task Training
010999~ 1-174-Know ledge Tvaluation
Task Training
710884~ 1-1684-Perf ornance Evatuation
Task Training
F10048-31-1427-Knowiedge Training
31 Dec 1988 1408 fncillary Courees
1S Dec 1988 1638 ATBE82
1S Dec 19688 6C08 Mncillary Courses
1S Dec 1966 1008 ATE001

Enter (Elvent Display, (Clancel Assigmment, (Nlark Complete, (Qluit 7 g

2 Doc 88

AOTS User's Handbook

It is at this point you have
access to various portions
of the trainee’s ATR. You
need to access his/her
Training Schedule at this
time.

SELECT THE TRAINING SCHEDULES INFORMATION OPTION. Enter 2 and

The screen at the left is an
illustration of a trainee’s
Training Schedule. As a
trainer or evaluator, you
may . only cancel task
training events,

9-4-12
. For each task event listed, the following information is printed:
o The Event ID (first column).
o The Type of Training (Task training).
0 The Event Identification data (Task Id/Task Level/Objective 1d/Type of Event).

STEP 6: SELECT THE CANCEL ASSIGNMENT OPTION. Enter C (or c) and press
(g CRETIEN.
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nCTo4a .081 Training Scheduls for Sre Adams, Pat A.
1.4
Event Start/End line Training Type/ldentif ication
1. 823§ Task Training
010999-1-174-Knouledge Evaluation
2. B2 Task Training
710004~ 1-1694-Porf ormance [valuation
3. 80386 Task Training
F10048-81-1427-Xnovledge Iraining
4, 0836S 31 Jec 1900 1488 Ancillary Courees
1S Dec 1968 1638 ATEED2
5. 08220 1S Doc 1968 0088 fMncillary Courses
1S Dec 1968 1088 ATES01

Select the swant to cancel

413

2 Dec 80

Use {cursor) keys, or {(Enter (field munber>, {(¢> muit) & Geturmd) 2_

The prompt at the bottom
of the screen has changed,
as illustrated at the left.

STEP 7: SELECT THE EVENT TO BE CANCELLED. Enter the field number correspond-
ing to the event to be cancelled (in the example, Data Field 2 was selected which

corresponds to Event D 242).

NGT848.801 Training Schedule for 3rM Adans, Fat A.
1.4
Event Start/End Yine Training Type/lduwtification
1. 88235 Task Training
010999-1-174-Knou ledge Evaluation
2. 92386 Task Training
718048-81-1427-%now ledge Training
3. 8838S 01 Dec 1968 1408 Mncillary Courses
15 Dec 19089 1630 ATO082
4. 220 15 Dec 1968 8008 Mncillary Courses
1S Dec 1908 1808 ATENBL

Enter (E)vent Display, (Clance]l Assigwent, (Klark Complete, (Qluit ?

9-4-14

Z Dec 88

The following actions occur:

o The AOTS automatically prints cancellation notices to you (as the trainer or
evaluator) and to the trainee, to advise that the event has been cancelled for that
individual. The reason for cancellation on the notice will be reflected as "No
specified reason”. (NOTE: This process is being changed in the near future so
that you may specitfy a reason for cancellation, and the reason you specity wiil

automatically be reflected on the notice.)
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The screen will be quickly
erased. Then, any pre-
viously listed event will
reappear on the person's
Training Schedule - except
for the event you just
cancelled. The cancellation
function has been pro-
cessed by the AQTS.
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The AOTS automatically removes the event from your Training Schedule (as well
as from the trainee’s Training Schedule).

The AOTS automatically changes the status of the event in the trainee’s ITR, to
"Unassigned”.

If the event is an evaluation ¢vent for which an off-line test had been printed
before the event was cancelled, the AOTS automatically updates the corresponding
Log Record (used for off-line test control), to reflect the event as "Cancelled”.

LAST STEP

If you are an evaluator, and the event you cancelled invoived an off-line test (which
has been printed from the AOTS), you must ensure you accomplish one of the following

actions:

1.

If the trainec is the only participant in the event, you must ensure you provide
the Log Record, Answer Key, Test,and Answer Sheet (only if the trainee completed
the answer sheet) to the Test Control Officer (TCO). You should annotate the
package so that the TCO knows you have cancelled the event.

If the trainee was only one of the trainees participating in the event, you should
retain the person’s copy of the test, and answer sheet (if he/she already filled
out the answer sheet), until the event is completed by the remaining participants.
Once the event is accomplished, ensure you provide the Log Record, Answer Key,
all copies of the Test (including the cancelled trainee’s copy) and all completed
answer sheets to the TCO. On the Log Record, you -hould cross out the cancelled
traince and annotate he/she was cancelled from participating in the event.

If you want to cancel another event for this individual, repeat Steps 6 - 7.

If you do not want to cancel another event for this individual, continue to QUIT each
screen until the AOTS Primary Access Menu appears on the screen. At that point, you may
quit the menu and log off the system or you may perform another AOTS function.
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9.5 Mark Compiletion of a Task Training Event (Trainer)

As a trainer, you are responsible for MARKING a task training event COMPLETE
once the required training has been accomplished.

0 You may mark a Knowledge Training Event complete, although the trainee of
the event would normally mark the event complete.

o You should glways mark a Performance Training Event complete.

Knowledge training is typically accomplished by the trainee without the assistance of a
trainer. He/she accomplishes the knowledge training by completing an on-line CA[ lesson,
studying textual materials, or reviewing a film, etc.

0 By accomplishing a function called "Proceed with Training”, the trainee marks
the knowledge training event complete by responding YES to the following prompt:
"Have you performed the above training?". (The screen shows identification data
for t}ltc l%nowlcdgc Training event the trainee was last scheduled/assigned to
complete.

o Once the Knowledge Training event is marked complete, the corresponding
Knowledge Evaluation event can then be assigned/scheduled. Either an on-line
test is automatically. assigned to the individual, or the evaluator will need to
assign or schedule (and conduct) the knowledge evaluation event.

Eﬂgg_r_mn_gg training requires that a trainer conduct the training. After you conduct
pertormance training for a task, you should update the trainee’s ITR to reflect the completion
of the training.

o Marking the Performance Training event complete allows the designated evaluator
to recognize he/she needs to assign/schedule the person for the Performance
Evaluation event. (At the completion of training; the trainee requires an eval-
uation to determine if he/she can adequately perform the task; and subsequently
be certified.)

- By reviewing the status of events for this task in the person’s ITR,
the evaluator can quickly identify whether or not an evaluation is
currently required, depending on whether or not the training event
has been marked complete.

The procedures presented in this section pertain to marking a Performance
Trajning event complete. You may, however, follow these procedures when
marking a Knowledge Training event complete (when necessary/appropriate).

o] Currently, you may mark complete only one event for one person at a time. In
the future (approximately Jan 89), there will also be a capability for you to mark
one event complete for a group of people at the same time.
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SUrez? .ee1 Advanced On-The-Job Training System (AOTS) 2 Doc 80

1.2 Prisary Access Mew The screen at the left is an
})llpstratign of N}hc A%;S
rimary Access Menu. The
2 ety posinivg gntornation menu you are viewing may
3. Master Task List (NTL) Interfece contain more options than
4. Position Reguirenerts are illustrated here (de-
€. Quit This Nemu pending on your AOTS User

T)"pcs).

Seluct Option: 2

9-8-1

@ STEP 1: EELECT THE TRAINING MANAGEMENT OPTION. Enter 1 and press

NPE27 .006 freining Ranagenant 20z 0
1.2 The Training Management
sctl:ccn is illu%tratc% at the
left. Again, depending on
. Tral Schedu
2 Miraan Treintes Becoed (ATR) Meager your AOTS User Type(s),
3- hm:-“ there may be more options
S, OtF-Line toot Contral on the ‘screen you are
6. Off-Line Test Scoring viewing than those being
7. Accass existing Reent illustrated here.

q. Quit This Nemu

Select Option: 1_

@’ STEP 2: SELECT THE TRAINING SCHEDULER OPTION. Enter 1 and press CRETURN ).
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~ Training Nanagonent

. Training Scheduler

. Alroan Training Record (ATR) Manager
Reporting Progress

« Qualification Assesement

. Off-Line Teat Control

. Off-Line Test Scoring

Access sxisting Bvent

. Quit Thie MNerw !

NONDWNI-

Select Option: 1

0-5-3

Select Type of Training Mode @ (Plrainer, (Blupervisor, (Quit 7 4

2 Dec 88

If {ou are a Supervisor as
well as a Trainer, you will
seec the prompt illustrated
at the left, and you will
proceed to Step 3.

If you are not a supervisor,

ou will not see the prompt
illustrated at the left nor
will you perform Step 3
(instead, proceed to the
information presented
after Step 3).

@ STEP 3: SELECT THE TRAINER OPTION FROM THE PROMPT. Enter T (or t) and press
CRETLRN].

by Training Managemawt

. Training Scheduler
Airsan Training Record (ATR) Manager

Reporting
. Gualification Assesement
. Off-Lins Teat Comtrol
. Off-Line Test Scoring
Access existing Rwnt

. Quit This Newu

Selsct Option: 1

Ploase ewtor the SSAN of the airman: S0888B091_

20 8

The prompt illustrated at
the left is provided for you
to enter the trainee’s SSAN,

@ STEP 4: ENTER THE TRAINEE'S SSAN. Enter the SSAN and press CRETURN ).
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NCTE830.083
1.4

NEONAWN=

Individua) Training Requirements
Select Action Desired

. Update or Schedule Training
. Training Schadules Infornation
. Position Qualification Status Inforeation

Print Trajuing Requirements
Priat Training Schedules

. Print Position Qualificetion Status

Access Geweral ITR

. Quit This Moru !

Select Option: 1_

2 Dec B8

[E’ STEP

AOTS User’'s Handbook

It is at this point you have
access to various portions
of the trainee's ATR. To
mark a training event
complete, you must access
the trainee’s ITR. Steps 5
and 6 provide you the
correct access to the train-
ece's ITR data.

5 i ELECT THE UPDATE OR SCHEDULE TRAINING OPTION. Enter t and press
CRETURND.

1.4

Individun] Training Boguiremswts
Solact Type of Training to Update

AT Task

. fmoillary
. Mdditionsl Dty

Cont lugency
EC1/COC

me
Tornal Training

. Quit This fowu

Select Option: 1_

2 Dbec B8

Thescreen illustrated at the
left reflects the types of
training requirements
which are listed in a
trainee’s ITR. You are
secking the AFS Task
training requirements.

[F STEP 6: SELECT THE AFS TASK OPTION. Enter 1 and press CRETIIRN ).
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NST054.006 Task Training Reyeiremewts 2hc @
1.4 Tor Sr Adame, Pat A.

INSPECT PIXED POST FOR DISCREPAMNCIES

! be ne of the

Entar (A)dd to end, (I)nsert, (O)rder, (Dlelets, (S)chodule tr Aesign,
(Clartity, (Dreshdown, (RMeview status, (Qluit 7 s

&7

The screen at the left is an
1. Task ID: FIBOB4  Status: In Progrese illustration of task trammg
rcckuxremcnts in a trainee's

. Tesk 1D: TORZTS Status: Nows
rike e T3 o S iricaTon IMPORTANT FACT: The
3. tash 10: FIMET  Statuat | task you are marking the
CORET A AL TRaACH o it i Pregram event complete for MUST

appearing on the screen.

o Press the (Faba) key, as many times as necessary, until you see the Task Id you
are seckmg, or Sclcct the Task Secarch option (Enter T or lowcr casc t and press

GRETURED) ); then, enter the Task ID you are seeking and press

o Once you can see the desired Task Id on the screen you are viewing, proceed to

Step 7.

SELE
CRETURN,

[F STEP 7:

THE SCHEDULE OR ASSIGN OPTION. Enter S (or s) and press

@'—" STEP 8: SELECT THE TASK FOR WHICH YOU WANT TO MARK AN EVENT COM-

PLETE. Enter the field number oorrespondlnv?hto the task and press
l-;or the)example Data Field 1 was selected

166

ich corresponds to Task Id




DRAFT AQOTS User’s Handbook

[L3: 2N} YTask Training Rogqulirements 2 Doc OB
SPECT PIXED POST Fob Dinaee i ptt A on Task 110084 The screen at the left is an
1llustratl}(1)n of tasl_;‘ F10004
which as 1 erminal

Task Lavel  Objuctive Yype £ t Ich |

1 Tee g N W™ training Conprote (%bjcctnvc and fou.‘lir cvcnbts
2. Tern. Ob). 1684  Xnowledge BEwalustion  Complets that are required to be
ooy 3‘4'1 brré Fert crmance Bolsthon mi."::‘... completed before the task

can be certified.
v |

Enter (8)chedula or assigw, (E)vent Display, (Clancel Assignmewt,
(Mark Conplete, ([)dentify Traiwer/Rvaluator, (Quit 7 g

[ 22 ]

o] For the example, the Knowledge Training and Knowledge Evaluation events have
been completed. The Performance Training Event currently reflects "Assigned”
(which means task training is in progress and performance training is/was to
occur as soon as possible).

) For the purpose of illustration, we will say that the performance training has
been conducted; therefore, the individual is ready to be evaluated on his/her
performance of the task.

- We must mark the Performance Training Event complete, so when the
cvaluator for the task reviews this task in the person’s ITR, he/she
can determine that the person is ready for evaluation and that he/she
neceds to assign or schedule (and conduct) the performance evaluation.

@—'—" STEP 9: SELECT THE MARK COMPLETE OPTION. Enter M (or m) and press
CRETUREND.

(F STEP 10: SELECT THE EVENT TO BE MARKED COMPLETE. Enter the field number

. corresponding tc the Training and press . (Using
our example, we entered a "3" which corres, s to the performance training
event for the task.)

NOTE: if you are using these instructions for marklngo:gn%m Training
event complete, ensure you select the corres| ng number for
that type of event.
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NCTO64.001 Task Training Roguirenswts 2 bec @

Lt roms 208t oo b e A o Tash Fifes4 As the screen at the left
1llllustratcsii the syt(stcm
changes the status of the

PET BT me S Saned: o -Complete, The
. Tovm. ObJ. wation signed” to "Complete”. The
Tl Al U e v, trainee’s ITR now reflects

that the trainee is ready for
. the evaluator to
! assigh/schcdulc and con-
duct the performance
evaluation event for this
task.

Srtar (3)chadule or assigm, (Rlvent Display, (Clancel Assignment,
()ark Complete, (1)dentify Treiner/Evaluater, (Qluit 7 g

59

LAST STEP

If you need to mark another training event complete for this individual, continue to
select QUIT until the list of tasks in his/her ITR are displayed on the screen. Then, repeat
gtcps77)-10. (Be sure to read the information presented after Step 6, before you complete

tep 7.

_If you need to mark another event complete for another individual, continue to sclect
quit until the Training Management screen appears. Then, repeat Steps 2-10.

If you are finished marking events complete, continue to QUIT each screen until the
AOTS Primary Access Menu appears. At that point, you may quit the menu and log off the
AOTS, or you may sclect another option to perform another AOTS function.
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9.6 Mark Completion of an Evaluation Event (Evaluator)

As an EVALUATOR, you are responsible for marking a task evaluation event COM-
PLETE once the required evaluation has been successfully accomplished by the trainee AND
YOU HAVE SCORED THE TEST OFF LINE. (NOTE: If the evaluation event is taken on
line or is scored on line, the AQOTS will automatically record the event as being complete.)

supaz? .ee1 Advenced Ow-The—Job Training System (AOTS) 2 Dec 00
1.2 Prinary Access Hem Select the Training Man-
agement option from the
wp 1 Tratning Infornation Primary Access Menu.
2. Training Ranagenent
3. Master Task List (NTL) Interface
4. Position Requirements
q. Quit This Memu
Selsct Option: 2_ -
9681
@ STEP 1: SELECT THE TRAINING MANAGEMENT OPTION. Enter 2 and then press
(RETURN).
SUPEZ7 .886 training Banagemer ¢ Z Dec 88
1.2 The Training Management
sc;ccn is illustrated at the
left. Depending on vour
1. Training Schedul .
Z. Airaan Training Record (ATR) Manaper AOTS User Type(s), there
3. Reporting Progrems may be more options on the
3 Qualitication Aesssement screen you are viewing than
6. Off-Line Test Scoring those being illustrated here.
7. Access existing Cvewt

. Quit This Mo

-

Select Option:

°-8-2

@J STEP 2: SELECT THE TRAINING SCHEDULER OPTION. Enter 1 and then press
CBETURN).
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i&l;m.ﬂ Training Management 2 Doc 88

. training Scheduler

« Alpman Training Recoed (ATR) Nanager
. Reporting Prograss

. Qualif lcation Acsessment

. Off-Line Test Control

. 0ff-Line Test Scoring

ficcess existing Event

. Quit This Nemw

NN s WN»

Select Optiomn: 1

Select Ty 3 of Trailning Mode :

(Drainee, (Slupervisor, (Puit ? ¢

983
@ STEP 3:

If you are a Supervisor as
well as an Evaluator, you
will see the prompt illus-
trated at the left and you
will proceed to Step 3.

If you are not a supervisor,

ou will nct see the prompt
illustrated at the left nor
will you perform Step 3
(instead, proceed to the
information presen.ad
after Step 3).

SE%CT THE TRAINER OPTION FROM THE PROMPT. Enter T (ort) and press

Note: Within the AOTS, atrainer and evaluator have access to the same data, options,
and functions.
MOTE: The access for an evaluator or a trainer is the same at this point.
Surez? .eeé6 Training Management 2 Dec 88
1.2 The prompt illustrated at
the left is provided for you
1. Training Schedler to enter the trainee’s SSAN.
2. Alrwan Training Recowd (ATR) Manager
3. Reporting Programs
4. Qualification Asseesment
S. Off-Lins Teet Control
6. Off-Line Test Scoring
7. Access existing Buent

q. Quit This Mens

Select Option: 1

Plesse onter the SSAN of the airmen: 000800881 _

@ STEP 4: ENTER THE TRAINEE'S SSAN. Enter the SSAN and press CRETURN 3.
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NCTH38.083
1.4

NPT i N

Individual Training Bequiroments
Select Action Desired

. Update or Schadule Training
. Training Schedules Information
. Position Qualification Status Informatiown

Print Training Boqwiremswts
Print Training Schedeles
Print Position Qualificetion Status

. Access Gewsral ITR
. Quit This Mowm |

Selact Option: 1_

2 Dec 88

@’ STEP

AOTS User's Handbook

It is at this point you have
access to various portions
of the trainee’s ATR. To
mark an evaluation event
complete, you must access
the traince’s ITR. Steps §
and 6 provide you the
correct access to the train-
ee’s ITR data.

S: EELECT THE UPDATE OR SCHEDULE TRAINING OPTION. Enter 1 and press

neTeI0 . 082
1.4

NP NS WN

Individua) Training Boguirenswts
Select Typw of Training to Update

AR Tash

. fmeillary
. Miditional Duty

Cont | ngowoy
EC1/COC

"
. Toreal Ireining
. Quit T™his Fone

Select Option: 1

20 @

The screen illustrated at the
left reflects the types of
training requircments
which are listed in a
trainee’s ITR. You are
secking the AFS Task
training requirements.

@ STEP 6: SELECT THE AFS TASK OPT/ON. Enter 1 and press CRETURN)
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NCT054.086 Task Tralning Roguiremsnts 20 ®
14 Tor Sr Adae, ot A. The screen at the left is an
1. Task ID: FIBOB4  Status: In Progrees illustration of task training
INSPECT PIXED POST FOR DISCAEPANCIES requirements in a trainee’s

ITR.
2. Task ID: PRGZ70  Status: Mews
FIRE NEAPOME TO MAINTAIN QUALIZICATION IMPORTANT FACT: The
task you are marking the
event complete for myst be
! one of the tasks appearing
on the screen.

Enter (A)dd to end, (1)nesrt, (0)rder, (Dlelets, (S)chadule or Assign,
(Clertily, (D)reahdown, (Meview status, (Ruit ¥ g

87

o Press the key, as ' many times as necessary, until you see the Task ID you
are seeking; or Select the Task Search option (enter T or t and press mxim,
then enter the Task ID you are secking and press CRETURN ).

o (S)ncc7you can see the desired Task ID on the screen you are viewing, proceed to
tep 7.

@ STEP 7:

SELECT THE SCHEDULE OR ASSIGN OPTION. Enter S (or s) and press
CRETURND.

STEP 8: SELECT THE TASK FOR WHICH YOU WANT TO MARK AN EVENT COM-
@ PLETE. Enter the fleld number corresponding to the task and press
or the)exampls, we selected fieid number 1 which corresponds to Task ID
10004.
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- ;‘TM.HI s:;:k Iraining chulri“nu 0004 2 Dec 88
> Tor SrA Adene, Pat A. on Task I The screen at the left is an
INSPEC? FIXED POST FOR DISCREPANCIES ; .

illustration of task F10004
which has one (1) Terminal

Yask Lavel Objoctive Type Event Status . .
1. lere. ObJ. 1684  Nnowlsdge Training Conplete Objective and four events
2. Tara. OMJ. 1684  Knowledge Evaluation Compliete that are required to be
3. Terw. ObJ. 1684  Perf ini Conplete
i tere. os‘,!. 1684 Performame ﬁ:::.'ﬂm m?.:..‘ completed before the task

can be certified.

Enter (S)chodule or assign, (E)vent Display, (Clancel Assigrment,
(Mark Complets, (1)dentify Traimer/Rwaluator, (Quit 7 »

8-6-8
STEP 9: SELECT THE MARK COMPLETE OPTION. Enter M (or m) and press
s CAETURN.

STEP 10: SELECT THE EVENT TO BE MARKED COMPLETE. Enter the field number
corresponding the Performance Event and press (RETURN ). (Using the exam-
plei(e; 4 was entered which corresponds to the performance training event for the
task.

NOTE: If you are using these instructions for marking a Knowiedge Evaluation event
complets, ensure you select the corresponding field number for the type of event.

nCTOG4 . 8081 s::ah Training Requirements 13 Dec 68
. ’ M“' . ..h m . .
TharEct rixm rost rok piscazncim o A prompt is now displayed
for you to indicate whether

the airman Passed or Failed

Task Lovel  Objective Type Bvent Status .
1. Terw. Ob. 1684  Knowledge Training Conplete the evaluation.
2. Term. O}, 1684 Knowledge Rvaluation Conplete
3. Term. Ob4. 1684 Parforsance Training Conplete
4, lern. 0bj. 1684 Perfornance Rvaluation Unassigned

Did SrA Adame, Pat A, (Plass, (Pall, (Quit 7 3

98-9

@ STEP 11: MARK THE AIRMAN AS PASSED OR FAILED. Press P (or p) or F (or f) and then
press CRETURND.
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MGTO64 .001 Task Iraining Roquiremsnts 2 Dec 88
TFECY PIXED Post POR DrSCREIRGIE T T e Fi0ee The status of the Perform-
alx:ce Evaluation dc_vc:nt will
change depending on
1 Torwongy Obaective Ture Bt Comprote whether the trainee passed

or failed the evaluation.

All svents for the task are now complots and it is awaiting certification.
Press (return) to comtimse... _

9-8-10
NCT064 .00 Task Iraining Rewulrements 2 Dec 88
TRy PiaD st OB discaTreRiE o T If you marked the airman
has having Pgassed the
evaluation, the Status of
ask Le Objoctive Type Ruent Status ',
1. ;..-.. oﬂf m - x..m.... Training c.:;gm the event will change from
z. ;u'.. g:j. & Knowledge =u:u:tlon g:::m . assigned to complete. If the
« L0TN. . GrNARCe Irain H
4. Term. Obj. 1684 Performance Realuation  Takam cvent is the last event to be

completed in the task, the
screen no longer reflects
each event; instead, all four
events are combined and
the training status for the
objective 1s reflected as
complete. A prompt advises
you that all events are
completed and the task is

Enter (S)cheduls or asssign, (R)vent Display, (Clance] Assigrment, S 1f 4

(Wyark Complete, (1)dantify Treimer/Eveluator, (R)uit 7 . awaiting certification (as
illustrated by the top screen

3811 shown on this page).

If you marked the airman as having Fajled the evaluation, the Status will change from
Assigned to Taken (as illustrated in the bottom screen on this page). If the corresponding
trai_tll_ing event had been marked complete, the status for the training event is also changed
to "Taken".

NOTE: If the status of an AFS Task Evaluation Event is Taken, this glways means
tl}:at the test was failed and that additional training should be provided for
the airman.
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LAST STEP

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

Press Q (or q) and then press CRETURN .
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L
10 SUPERVISOR FUNCTIONS (Volume 3)

11 TRAINING MANAGER FUNCTIONS (Volume 3)

12 AOTS PRODUCTS; NOTICES AND REPORTS (Volume 4)

13 GLOSSARY OF TERMS (Volume 4)
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requirements, 10
review status option, 17
trainee, 108

training priority, 133
1VD, 10

Job-site, 26

Knowledge Evaluation, 95, 101, 128
conduct event, 130 \
conducting event, 141
event, 136
schedule event, 130
scheduling event, 141
test, 137

Knowledge Evaluation Event, 15

Knowledge Training, 128
conducting an event, 118
event identification, 115
marking completion of event, 162
task ID, 115
task identification, 115

Knowledge Training Event, 14, 20

Log Record, 161

Master Task List
activities, 44, 71, 81, 93
adding local tasks, 49
adding new tasks, 49
behavioral objective, 93
behavioral objectives, 44, 80
breakdown, 70
breakdowns, 57, 79
data types, 44
display, 51, 52
editor, 67, 83
evaluation resources, 90
final, 50
final version, 49
identification, 56
interfaces, 53
knowledge, 44
objective, 54, 55
objective ID, 63
objective statement, 54, 89
objectives ID, 63
performance information, 79
performance resources, 61, 78, 90, 93
print, 51, 89
printing, 84
printing and printer 1D, 84
publications, 44, 56, 79
publications references, 93
publications resources, 91
referenced data, 91
required performance resources, 68
resources, 44, 60, 78, 90
review, 72
search, 51
select objective 1D, 56

skills, 44

subtask, 93

subtask editor, 74

subtask numbering, 75

subtask publications, 79

subtask resources, 78

subtask statement, 93

subtasks, 44, 74

supporting objective, 93

supporting skills and knowledge, 93

task numbering, 50

task objectives, 53

task references, 53, 65

task references publications, 66

terminal objective, 54, 66

Terminal Objective, 89

test 1Ds, 90, 93

training materials, 44, 63, 89

training resources, 90
Master Task List Editor

MTL Editor, 44

Notices

cancellations, 156, 160
evaluation, 45

evaluation event, 45

event, 20, 26, 117

knowledge training, 45

task training event notice, 20
training, 45

training event, 45, 46

Oral Test Guides, 101

Password

change, 41
Performance Evaluation, 128
conducting event, 151

event, 101
Performance Evaluation Checklist, 21,
Performance Evaluation Event, 15
Performance Training, 128
conduct, 119

conducting event, 126

generating an event, 142

marking completion of event, 162
schedule, 119

scheduling, 122
Performance Training Event, 15, 119
Personnel Data, 4
Personnel Data System, 37
Position Qualification Status
generating an event, 117

Print

training schedule, 30
Printer

ID number, 87

identification, 87

Printer 1Ds, 87

Qualification Assessment, 37
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Qualification Status, 36, 37

Schedule

conduct knowledge training event, 102

knowledge training event, 102
Schedule Training

ITR, 105

knowledge training event, 104
Scheduling Training, 28
Subtask Numbering, 14
Supervision

list option, 6

print list, 7
Supervisor, 6

identification of user types, 108
Supporting Objective, 111

Task
bechavioral objective, 111
ID, 48, 106, 135
identification, 48
level, 135
scheduling, 146
search option, 146
status, 123
Task Analysis, 45
Task Evaluation
administering, 127
cvaluator, 127
Task ID, 12
Task Initilization, 110
Task Level, 111
Task Statement, 12
Task Status
awaiting certification, 109
definitions, 16, 106
definitions summary, 134
screen display, 111
Task Training
behavioral objective, 100
cancel event, 152
supporting behavioral objective, 100
types, 127
Terminal Objective, 13, 111, 135
Test Control, 161
Test Control Log Record, 140, 149
Test Control Officer, 161
Trainee, 135
ITR, 108
ITR data, 171
task ID, 111
task statement, 111
Trainer
identification of user types, 108
task training event, 162 .
tla632k training event marking compietion,
trainer, 99
Training, 64
access task data, 99
administering, 99
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events, 94
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