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SUMMARY

The Advanced On-the-job Training System (AOTS) was an Air Staff-directed,
AFHRL-developed prototype which designed, developed, and tested a proof-of-
concept prototype 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 (OJT)
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 usin$ the ATR Manager, you may review and 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:

C Review your AOTS access level(s),

o Change your AOTS password,

u Proceed with trainiag (if you ire a trainee), and

o 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.

2
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This section is broken down as follows:

SECTION COVERS

7.1 Reviewing your Personnel Data, Reviewing your Access
Leve(s), Reviewing your Supervision List, and Printing your
Supervision List

7.2 Reviewing your training history data

7.3 Reviewing & Printing your ITR data

7.4 Printing your ATR data

7.5 Changing your AOTS password

SIJMT.0I Advanced Oi-Thr-JA Training ysta (COTS) z2 AN W

1.2 fia" Acces m You will always choose
Option I on the AOTS Pri-

1. P rsoal ?isimiag nter,=tic mary Access Menu, when
2. Taising he you want to access your
3. Plaster ?-h List mn.) intr..c AOTS data.
4. Position heqI m1.

q. Quit This rm

Select Otion; 1

(~ STEP A: Select the Personal Training Information Option. Enter 1 and press C RETURN L.

3
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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.

WSM.&Ss Airman Training Record (ATh) Mlanager 22 Nov as
1.8 Traming lecord for SSgt Abrane, Mlark A. The screen at the left pro-

vides options for: reviewing
I. *Individual traiing 1euirmants portions of your ATR,
2. PhimsonaeisDt& changing your AOTS pass-
3 . Training HistorV Data word and printing portions
4. Akc'a Level

S:Chi"Pstr of your ATR.
?. Print a Training Record
8. Print Supervision List

1. Quit This Romu

Select Option: 2.,

7-1-2

o 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).

o You should begin your review with the Personinel, Data contained in your ATR.
I1~~ STEP 1: Select the Personnel Data Option. Enter 2 and then press I~D

MGM3.U4 Airman Training Record (AYR) Plngef 22 Hou 8 1
1.6 Personl Dat The Personnel Data screen

personal Information will appear like the screen
Nlame., Abrajin, fark A. MW BBOB0 illustrated to the left. Most
DO3.ianI%2ca~cv 2 Grads: I- S Projected Grade: I- a of the data appearing on

AISC Information the screen originates from
115. CAM: 01159 mms: Bls the Personnel Data System

ioeition lefomation (PDS). Information from
Pont IWm: 8118111 otyi Stat; Is Dec Stat; 28 off SYR: SpaD PDS is periodically updated
Title: AflOPACS SIXIMITY SiJPmJIsog Phone Ext: 2 no h AT o sol
Do g: 8 Fob 19% 0 flAM UC: 06 sh1996 outv I!,": IinoteAT.Yus ul

Organization informat ion report any incorrect data to
FAG: 435388 VkCtr: Priority~ 'C Aircraft Security
PAS: Omit18 itit 67th Security Police Squiadros your supervisor. You may
Lac W. 3JHZ Installation: 3ee'strm. An. rX record (write down) any
ProJ PAS: Prntr ID: WlI data that are incorrect, or

print the Personnel Data
portion of your ATR and

Pres" <ztupn> to contiuje... later annotate the incorrect
or missing information.

7-1-3

STEP 2: Press c~I~ .This will quit the Personnel Data screen.

4
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AGU32.S AIroan Training MAXX" (AR1) Manager 22 Me N
1.0 trai.ing Macard to sgt Abra,, hark A. The next portion of data

you should review is your
1. hndiaaI ?eining Requ-emets AOTS access level(s).
2. Po I Data
3. TZaunh Hiltorj Data
4. Acoasa Level
S. Ch a"g paged
6. Salerviiooa List
7. Print a Training lacard
a. Pl.int Suepaviaoa List

q. Quit This rm

Select Option: 4

7-1-4

STEP 3: Select the Access Level Option. Enter 4 and press .

iSUPM.8U Usar Acosts Level 22 Vu 8
l.a Your AOTS Access Level(s)

equates to your AOTS User
Type(s). You should review

TraII. tSection 5 of the handbook
t,,iwatar~tQ, tin, if you do not know what
Siavc Tre 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
OJT roles!

Report any errors in your
access level(s) to your

Prer to ( .saw) ,.... supervisor for corrective
action.

7.1-5

C r STEP 4: Press D to quit the user access level screen.

l i l I l l I l l l l5
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TIa2.Mn Alroan Training Iecm (AT) Mnmger 2 Novs o
1.0 Traling ecrd o S t Abrm. Ma. A. The remaining steps only

apply if you are a super-
I. Irvid raing visor or a training manager.
2. Dte If you are = a supervisor
3.Training History. or training manager pro-
4. k an LoveI ceed to Section 7.2.5. Owneso Pasuar

6. Supervision List
7. Print a Training Rlecord
0. Print Supervilon List

q. Quit This Neno

Select Option: 6

7-1-0

(3 STEP 5: Enter a 6 to select the Supervision List option and press C RETURN .

SUPJM.6 Supervision List 22 Nov I
1.8 This list reflects those air-

men whose data you may
no PAN HANZ obtain, or for whom you

Al AeMA., Henrietta may perform AOTS func-
a8 ,an Pat A. tions. (The example at the

e Appl., John $1. left illustrates aSeft Baker. Jam C.
88MMOM mgt R-iaberrqj, Alien X. Supervision List that

reflects five persons who
directly report to a super-
visor.)

Ox islay option (Mhit 7 Q

7.1-7

o If you are a SUPERVISOR, all personnel who directly report to you must be
reflected on your Supervision List.

0 If you are a SUPERVISOR of SUPERVISORS, each individual that you supervise
must be listed on your Supervision List. Additionally, 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.)

6
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o 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.)

o You cannot change your own Supervision List. If you find persons listed who
should not appear on your list, or if you find that persons are missing from your
list, you m=st 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.

o Section 10.4 provides information to a supervisor on how to report corrections
required on his/her own Supervision List and correct another supervisor's
Supervision List.

o 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: Enter a 0 (or q) and press C. This will quit the supervision list screen.

NGS.985 Airman Training N - I (ATE) iminage, 2rw U
1.6 Training RcAr tor 34t Abrams.. hr A. To print your Supervision

List, simply choose the last
I. IrA-iial .iaing qAm" option appearing on the
2. P.onne sats menu illustrated at the left.
3. Training Nista Data
4. Acorn Le"I

i. t, a Once you select the option,
6. Supervision List you will see a prompt
7. Print a Training ?AM advising you that the print
s. Print Survi .o L.t is occurring. Once you
q. Quit Tis raw press [ RETURNI , as

prompted, you should go to
the ALPS Printer at your

Select optio: a AOTS Workstation and
obtain the hard copy of

Print ,aquMlt fatitteol with ID 1? your Supervision List.
Piu (uetun) to ant ima...

7
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7.2 Review Your Training History

I %T82.SU Altman Training 11- (AI) Mnager. 2 How M
1.8 Traiing Rcord tor ,S,1 Abans. Mak A. Your Training History

includes tasks you are cer-
I. .tified to perform and other
2. Ps ea I Datatraining that you have3. T aining Hitorat. completed.
4 Accuse Love[
S. Change Password
6. Supa r sion List If your CAFSC is not
7. Pr.lnt a training ecord 454XOA, 452X4D/

. prit Superviin Lit 732X0 or 811XX the AOTS
q. Qait This Ks, does not contain training

history (nor ITR) data for
you. You need to proceed

Select Op4i, 3_ to Section 7.4.

7-2-1

(~ STEP 1: Select the Training History Data option. Enter a 3 and press CRETURN].

IT833.8 Trasing Data 1anager zz Ho 0
1.4 Tralning History t. SSt "rum, Mark A. ATR Training History data

are sorted into 8 categories,
IA Task Tas illustrated by the menu
2. rToal raining appearing at the left.
3. Ani Illary

4. Addtiona When you select an option
6. ]XI/M: from this menu, the AOTS
7 n= will provide either of the8. CoralI Traiing ( Scams, Dat... Status) following:
q. Quit This lram

Select Optia: I

7-2-2

o Data showing the training you have completed, OR

o 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 T .N
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flTB33.O Training Record Manager 22 rem N
1.4 AOTS I&k Training for Abrams, Mark A. When a task is listed in your

training history, it means
1. rFtI2 A UMSUSPE : 3 CatE cetified: 12 s 1U you have been trained and

APPRD4DD A PRSOM UC 05 11MG IU = isum. . evaluated and are certified

to perform the task. The
TsI,,at=: mom" aft Baile,. ln X. screen at the left illustrates
Cart[tya Official: 9 Sgt Crpetr, Jen D. how tasks are listed in the
Installation: flDewstran MI. TX training history portion of
2. Flms Uersian: 4 Data Certifla: 63 reb 19 an ATI.

ISSUE AN AF FORM 7S (liSITo1,1IC ?SS)

Trainor: U S t aiker, Jam C.
aghmtor: IN Sgt Baker. Jam C.

Cartitying Official: SI1hBf MJgt 31radbarr, Aliln X.
Inetallatias, Best,. . , TX

(Veerch, PjDn, (q)uit ? Q

7-2-3

o Some of you will have many tasks for which you are certified. You may use the
E and I 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.

o 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: Enter a 0 (or q) and press i to quit the task Training History screen.

MGT h3.MS Tralliqg Datat Man Z2 .ou 98

1.4 Training Hist.y fr Sg Abram, Ma i. The procedures contained
in this section do not

. An U1-1 include illustrations/ex-
2. reval Training planations for options 2-8
3. tieciIar on the screen reflected at
4. Adttonl the left.
c. ContiIgee 

t

&. t i lcxl
7. MR You should continue to
S. Gm..ra Tafiing ( QW Scm.ee, Deat" State ) select each option and
q. Qait mThi ram review the data contained

for each category of
training reflected on this

Select Option: 9. screen. If you find courses
or training data that is
missing or incorrect, advise
your supervisor. When you
are finished with your

7-2-4 review, proceed to step 4.

( STEP 4: Enter a 0 (or q) and press ( to quit the Training History screen.

9
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7.3 Review your ITR and Training Schedule

NGtS3.SM Alroas Training Pacord M~R) hanager 22 Mav 981.4 re Rco SSg Abrams , Mark A. This section instructs you

on how to review and print
i. Individual Training Rquemen, your ITR data. Once you
Z. P rsonel DSA select Option 1, you will
3. Training History Data begin working within the
4. Ac€,s Lui ITR Editor.
S. Change Paswrd
6. Seupervislo List
7. Print a Training Pecord I or C FC i og. rint Srpstiaf, List If your CAFSC is not
9. Print S.t.-.ia = Liti 454XOA, 452X4D/M,
q. Quit This Rm 732X0 or 811XX the AOTS

does not contain ITR data
for you. You need to pro-

Select Option: I_ ceed to Section 7.4

7-3-1

STEP 1: Select the Individual Training Requirements option. Enter 1 and press

GT138.S11i Individual training Requirements 22 Now N
1.4 Aasig, mnt Revie and Generation You can obtain more details

when you review ITR data
1. Displayg Individual Training Pjualrennts than when you print ITR
2. Display Training Sch data. This section pertains
3. ?oced uith Training to four options. If you are
4. Position Qualification Status Information a trainee, one option (Pro-s. Print raiin sesta ceed with Training) is
6. Print Training ScbduLt.ed wt Tann) i
7. Print Position Qalification Status explained and illustrated in
9. Access Gones IIT Section 8.2 of this hand-
q. Quit This Mmu book.

Steps 2 - 19 apply to
Select Option: 1_ reviewing and printing

your individual training
requirements. Steps 20 - 23
apply to reviewing and
printing your training

7-3-2 schedule.

STEP 2: Select the Display Individual Training Requirements option.
Enter 1 and press CIk D .

10
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POGTO38.86Z Individual Training Requircents 22 Mou as
1.4 Select Tg, at Training to P vie, ITR data are sorted by type

of training requirement, as
illustrated in the screen at

1. AFS Ta k the left. Because different
2. Anci Il 

Sord orth3. Additional UtY" data are stored for the
4. Contl. ose. different types of training
S. £CI/CDC
6. MrE requirements, you will see
7. Formal Training different screens, prompts
q. Quit This R and kinds of data when you

select from among these
options.

Select Option: 1-

7-3-3

o 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
your duty position, or you do not require other training in the category you
selected at this time. When you press RETURN 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 L.

III
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MGT@54.M16 Task IralnIuf Requlromuta 22 Few U
1.4 For t A a"n, Mark A. EaJh AFS task for which
1. Task ID: F18M status: In hall you require training should
c6iC A wAL snam or A SUNrT be listed in your ITR. The

example to the left illus-
2. Task DIIM137 Statu: mom trates how these tasks are

oxiMT W PE'MOMM listed.

3. Task ID: FeSS Status: None If your ITR does not list
APP DM INT , S OR iS-PETS training requirements (be-

cause you are positi,,n-
4. RLk 1D F FU3 status: u qualified) you will see aBRiEF PtOST RfLIEP

message on the screen
advising you that...

No Task Training
Eter (D)ado,. (R).vie status,. (T)ak S a.h, FIN. (qit ? A Requirements exist

press <return> to
7-3-4 continue.

Proceed to Step 14 once you
press LaTORa&].

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

o 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 is already certified
on the task, or by accomplishing both.

o 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 in your training history, the
AOTS reflects that you are certified on that task.

0 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.

STEP 4: Select the Breakdown Option. Enter B (or b) and press E. Then, enter
the number corresponding to a task for which you want to review breakdown data.

12
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0 If the task you selected has not been analyzed and no behavioral objective has
been writtzn 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 evaluated 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 C RETuRN as prompted, the list of tasks in
your ITR reappears on the screen. You may repeat Step 4 for another task, Qr
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 appearing after Step 5.

GT64.O8 Traling Events for Task F16639 22 mom Be
1.4 Task 31--kOU1 If the task you selected has
Task Statement CONDICT A ML SEARH O A - P2CT been analyzed, you will see

the screen as illustrated to
the left.

Subtask Objectiu Events Materlals

1. Terminal OJ 1274 Xna ledge Training Available
2. TermInal OB3 1274 Xnoledge Ealuation Non.
3. Terminal 03J 1274 Performance Training mom
4. Terminal 03. 1274 Pamrormance Eualuatlon Arailable

Enter Choice (Rieview CAI, (Q)uit 7 ,

7-3-5

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
:hat applies to the task you are reviewing is identified by a unique
numerical ID (1274 in the above example).

13
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If the task has been broken down into subtasks, the subtask numbers are
listed on the screen

You may have to use the P and keys to see all of the
subtasks.

The ACTS 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.

o For each obiective 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.

o 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 Knowlede Trainin Event can involve the reviewing of an on-line lesson,
referred to as Computer Assisted Instruction (CAI), which is stored in the
AOTS. 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 retakc the CAI lesson by selecting the Review
CAI option. The AOTS will not allow you to review CAI via this
option unless you had previously completed the lesson.

A Knowledee Training Event can also involve the reviewing of a film or
sound-on-slide presentation, or a the study of printed material (e.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 :he AOTS, the "Materials" column will reflect "Available".

If "None" is reflected under the "Materials" column for the Knowledge
Training Event(s) required for 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 AOTS, 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 now
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 materials 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.

STEP 5: Enter a Q (or q) and press to quit the task breakdown screen.

15
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?GTU1.M6 Task Training blqulrements ZU ro W
1.4 Far SSt Ab. Mark A. The list of AFS Tasks

1. Task II: 71l639 Status: In Fos contained in your ITR
cucT A MAU SEROI OF A stWW reappears on the screen.

You may repeat Steps 4 and
2. Task IV: DW137 Status: Hone 5 for as many other tasks

OR IDI MRSO as you desire, or you may
proceed to the following

3. Task 10: 23 Status: Pna information and Step 6.
APPID4ED IrmIr s on SuISPIDCTS

4. Tak ID: F98237 Status: Howe
BRIEF POST RiLIEF

Enter (V)ra&ovwa m, (R)euleu Stat, (?r)Msk Search, PD, (Q)uit ?

7.3.7

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 AOTS 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 only applies if the task has been analed, as the AOTS contains data that
will be used to schedule and monitor tte traning/evauation 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.

OR
Training and/or evaluation has begun for the task, however the task has not been anahaed by
the IST.
o The AOTS does not support the trainingc nor evaluation of the task since there are no

objectives, tests, nor training materials ceveloped or identified in the system for a task
that has not been analyzed. Once you "ave been trained and evaluated on the task,
your supervisor (or other authorized personnel) updates the AOTS to reflect you have
bn 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

0 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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1T184.116 Taix Training Requirements Z2 Nov 88
1.4 For SSqt Abr. Mark A. If you do not see a task in
1. Task ID: F1RM Status: In Progress your ITR reflecting The

CODUCT A ILL SEA" OF A SUSPECT status of "in progress",
proceed to Step 13.

2. Task ID: DW8137 Status: Nor
ORIENT MWP I PERSO8"EL

3. Task ID; F90235 Status: Mona
APPREHED I,'UIERS OR SUSPECTS

4. Task I: F95Z37 Status: None
BRIE? POST RELIEF

Enter ()Mrakdow, (R)eview status, M)ask Search, PgIn, (Q)uit 7 1

?-3-8

STEP 6: Select the Review Status option. Enter a R (or r) and press . Then,
enter the number corresponding to a task for which the status is "in prog-
ress" and press Q ff= .

PIGTKA4.8i Task Training R1equirements 22 Nm 88
1.4 For Sgt Abram., Mark A. on Task F18839 Some data on this screen
CONDUCT A WALL SEARO4 OF A SUSPECT Sm aao hssre

will appear familiar to you,as some of the same infor-
Task Level Objective Type Event Status

1. Ter. ObJ. 1Z74 no.ledge Training AgW mation also appeared on the
Z. Term. ObJ. 1274 Knowledge Evaluation uassignd Tasx Breakdown screen.
3. Term. Obj. 1274 pezfarmAmcs Trainiag UFAseIgned
4. Ter. Obj. 1274 Prioreace Evaluation Unassigmed The next portion of this

section explains the status
of each event, since the
other data have been
explained between Steps 4
and 5 on the previous pages.

Enter (E)ent Display, (Mldentitq Trainer/Eualuator, (Qluvt t

13-9
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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 is 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.

o 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 evaluation event has begun, or is forecasted to begin.

o 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 knowledge 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 event has begun, or is forecasted to begin at the earliest 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 event had been
accomplished; however you failed the knowledge test or performance evaluation 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. 2L

rescheduled, you may obtain further information about the event. Proceed with
Step 7.
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N0TB&4.1 Task Training Requirements 22 Iqo 88
1.4 For SSgt Abrtnx. Mark A. on Task rtI39 If the status is ,nassigned,CONDUCT A WA. SAt o F Ar S3PrCttae or o 'l ',,taken or complete, there is

lank Level Objective Type Event Status no further data you can
1. Term. Obj. 1274 Knoledge Trainin Assig obtain for the event and
2. Term. ObJ. 1274 KMOuledg Evaluation Unassigned you should proceed to Step
3. Term. Obj. 1274 Performance Training Unassigned 12.
4. Term. Ob1j. 1274 Performance Evaluation Unaseigned

Enter (E)ment Dhspla9 , (M)dentit9 Trainer/Eveluator, (QMult ? Z

7.3-10

STEP 7: Select the Event display option and then enter the number corresponding to an
event that is assigned, scheduled, reassigned or rescheduled.

rMtS31.983 z2 Nov Be
1.4 Task raining st 222 The screen illustrated at the
Task Event Identification: F18839-T-12?4-Kmledle Training le srele n eapleo

Genrated : 8 SSt Carpet.r. Joe D. left reflects an example of
1. Trainer: 88 8 st Baker., Jane C. how an Event Notice
2. Start Data :n Time: No Sc -hdle appears when reviewing
3. End Date end Tim: No Schedule the notice on line.

Numb-er of Participants: ( gt Arne. IMark A.) The information that fol-

4. tnataIlat ion; lows explains the data that
appears on the notice.

Training Mlethod TE(T
SEARCH INDWIDUALS. UEHICLES. BJILDINfGS. AID ARiAS

S. Description:

Enter (P)rInt Event, (L)ist Reources, (q)Nit ? -

7.3-11
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o Each on-going (or forecasted) event is identified by a unique numerical ID. This
ID can be found in the tile 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
of the other data presented on the screen are reflected on the printed Event
Notice.

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

F 10039 - T 1274 - Knowledge Training

t t t t
Task Task Objective Type of Event
ID Level ID

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 "7" is reflected for the Task Level; if the event applies to a
subtask, a "S" followed by a numeral is reflected for the Task Level. The
numeral designates the subtask to which the event applies.

0 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.

o 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 trainer is not specified for the event, the individual
who generated the event is assumed to be the trainer for the event.

If the event is a Knowledge Training Event, the trainer will be working
with you to ensure you attain the knowledge required for you to
adequately achieve task performance. This help may be just referring
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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a if the event is an cv: luation event, the person designated as your evaluator for
the task (or subtask) .s presented on the screen. If an evaluator is not specified
for the event, the indi iidual who generated the evert is assumed to be the evaluator
for the event.

If the event is a Knowledge Evaluation Event, and a knowledge test is
administered off line, 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 AOTS, 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
you have the knowledge 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/difficulties on a Performance Evaluation Checklist, if such a checklist
has been developed and stored in the AOTS. 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).

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

0 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.

0 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.

o 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".

0 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).

o "You may print the data appearing on the screen (helpful when you lose your
original Event Notice). When you select the Print Event option, a prompt advises
you that the print is o :curring. Once you press Rr', as prompted, you should
go to the ALPS print:r at your AOTS Workstation and obtain :he printed event
notice.
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T31.83 22 NW W
1.4 Task Training Event You should review the
Task Event Idtitication: Fi139-T-1274-1mwlaedge TrainingY

Generata b: nit Capenter . Jo. 0. performance resources and
1. Trai.er 8 8M t Dalu, Jane C. the training or evaluator
2. Start Date ani Tim: No Sclhodul resources that will be used
3. .- Data and Tie: No Ss" I: to accomplish the event.

N.mber at Participants: (SSgt Abram.. rk A.) The resources are explained
in the next few steps.

4. lnalailation:

Training rethod: TCT
SEAIICH iNDIIIALS, VEHICLES, JIiLDIM. A"3 ANUS

S. Decription:

Enter (P)rist Evant, (L)it Reorcee, (q)ult ? L

7-3-12

" 3 STEP 8: Select the Ust Resource option. Enter L (or I) and press i .

1GT831.183 22 s 8
1.4 cr ee The screen illustrated at the

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

OlspiaJ (Flarfornance Reourc List, (T)raining lesoewne List, (Q)uit ? P

7-3-13

o If the event is a training event, the types of resources include performance and
training.

o If the event is an evaluation event, the types of resources include performance
and evaluator.

.' STEP 9: Select the Performance Resource Ust option, to review the resources that are
r when you perform this task (or subtask). Enter P (or p) and press
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PIGT831.882 22 Nov 88
1.4 Performan. Resource List OJENRUI TI The screen illustrated here

represents examples of
1. WMDJ)rs WITH KEYS performance resources.

This list helps identify the
kinds of knowledge and
skills you should have when
performing the task (e.g.,
when a 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 you would use -
the tools required by the

('h) t q task).

7-3-14

s7 STEP 10: Enter a Q (or q) and then press Q to quit the Performance Resource
List.

II STEP 11: Enter a 0 (or q) and then press Q _.IfL= to quit the Event notice screen.

MGTB4.801 Task Training Requirements 22 Now 8e
1.4 For Mgt Abrms, Mrk A. on Task FI3 YOU may continue review-
CONDUC A W41L SSARO4 OF A SUSPECT Yumycniu eiw

ing the status of any other
event that is reflected asTask Level Objective ?9pe Event Status 1

1. T.m. Obj. 1Z74 ,nouledg. Taining As.iia "assigned", "scheduled",
2. Term. ObJ. 1Z74 ,nmlaefe Evauatio Unassigned "reassigned" or "resch-
3. Term. obJ. 1274 Performance Training Unassigned eduled", by repeating Steps
4. Term. Obj. 1274 Performance Evaluation Unassigned 7-Il. Onceayoughate7-11. Once you have

completed your review of
the event notices, proceed
to Step 12.

Enter ()elt DIsplaq, (1)dentl 9 Trainer/Evaeluator, (Q)uit ? q

7.3-15

'Z STEP 12: Enter a 0 (or q) and then press to quit the Task Training Require-
ments Events Status screen.

I a- STEP 13: Enter a 0 (or q) and then press &RLTLL_; to quit the Task Training Require-
ments screen

2:3
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MGTU3.82 Individual Training Requiemta zz lru M
1.4 Select Two, at Training to Review While the AOTS directly

supports and monitors
I. AS Task training for AFS tasks, it
z. Ancillary also monitors other training
3. Additional Duty requirements. You should
4. Contingency review the requirements in
5. IE/CDC
6. FPI each category, by selecting
7. Formal Training one option at a time.
q. Quit This Hems The next portion of proce-

dures illustrates one type of
Select option: z other training requirement;

the other types function in
the same manner, with the
exception of the ECI/CDC
option (which is explained
later).

7-318

I3~ STEP 14: Select the Ancillary option. Enter a 2 and then press LIIELIJ.

MGT@S4.MI Ancillary Couse Pequirements 22 Now 88
1.4 For SSgt Abame,, Hark A. Unlike task training
1. coup.: A1M1 Status: Scheduled requirements, most other

Title: Chemical Warfare Defense Training For High Threat Areas training requirements have
z. Couse: ArM813 states: usimid only one event that applies

Titi: lam Populaco Briefing to the requirement. Since
3. Coup"e: ATSM Status: Li.ssignsn "other training" is typically

Title: Crime Preventia training conducted by agencies
outside of the workcenter,
the AOTS only maintains the
scheduling and completion
data for these types of
training requirements.

Enter (E)'eut dlaplaq, (Quit ? -

7-3-17

o 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 speciic 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 your completion, 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.

o 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 requirement. Review the Ancillary Courses listed in your
ITR. If none are designated as "scheduled", you need to proceed to Step 17.

MGTO4.l6I Anmcillary Course Requ~rements 22 Mau 88
1.4 for SSSt Abram. Mark A. The example illustrated at
1. cou.p": Ar8ei States: scui,., the left reflects a "sched-

title: C, ,,icJ Vafre Defense Training for High Threat Area uled" training requirement.
2. Course: ATS1l1 Status: unaig..A If your ITR includes a

Title: Base Populace Briefing course reflected as sched-
3. Course: ATOM Status: una.ig,, uled, proceed to Step 15.

Title: Crime Pre entioa Training

Enter (E)vent dispila, (Q)ult ? Z

7-3-18

STEP 15: Select the Event Display option. Enter an E (or e) and press Q. Then
enter the number corresponding to a Training Requirement that is "scheduled" and
then press ITiUk N1.
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1M1G131 .l3 13 Dec
1.9 Acillas., Course Event 399 The Event Notice for other
CourseIJenti"ication: AmlAU

Conpat" b: 8888 =t Ca ter, Jae D. training requirements looks
very similar to the Event

I Start Dait :f: Is L.c 190 Notice for an AFS task.
2. IrA Date ndl Tm . 1 Doc 19M 8

Number of Participants: (Mgt Abram., ark A.)

3. Training Agency: 671TI Disaster Freparodneu Ottice
4. Installation:

Bergstrom An. YX

S. Dmcription:

Enter (P)rit Event, Complete (E) unt, cq)t "

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.

0 Since the event is not conducted at the job-site, the "Training Agency" is identified.

o 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.

ISTEP 16: Enter an Q (or q) and press i to quit the Event Notice screen.
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.%T@54. 81 Arci I_ ,,4 C ,urse ,fleqiresents 2 - ov 8 1
1.4 Fur =-t ,, ',. Marl, A. N ou may continue review-

1. course: ATrMe1 Status. Schedled ing .%ent notices for each
Title: C)mmical Warfare Defnsie Training For Nigh Threat Areas of the Ancillary Courses

2. Course: ATrM18 Status: Ur.sslyn, that are "scheduled", by
Title: ase Populace Brief lg repeating Steps 15 and 16.

3. Course: ATO8NG Status: Unasige Once you have completed
Title; Crime Prevention Training your review of your ancil-

lary course requirements.
proceed to Step 17.

Enter (E)vent displa, (QWult ? q

7.3-19A

STEP 17: Enter a 0 (or q) and then press to quit the Ancillary Course Requirc-
ments screen.

f'GT830.86Z Individual Training Nequirements 22 Nov 88

1.4 Select T jp of Training to Review You should continue to
review the other training

1. A' T.k requirements data con-
2. Ancillary tained in your ITR by
3. Additional Duty repeating Steps 14-17 (you
4. Contingency need to substitute the5. £C I/CDC"
6. PME option/word "Ancillary"
7. FormI Training with the type of training
q. Quit This Pl requirement you select).

Once you complete your
review, proceed to Step 18.

Select Option: Q_

7 3.20

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

i _E. -' STEP 18: Enter a 0 (or q) and then press Z i to quit the Type of Training Require-
ment screen.
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fl731.811 Individual Training a"qirementu 22 r Be
1.4 Assignment Raies and Generation The next step pertains to

printing your ITR data.
1. Display Indluidual Training 1equmirta ITR data is always printed
2. Display Training Schedult with your Task Training
3. Proceed Wit Training Requirements listed first,
4. Position Qalificaton Status Inforastion followed by the other
S. Print Trsig Isu ttraining
6. Print Praining Schedule training requirements. The
7. Print Position Qualification Status task or course ID, task or
a. A -- ,General In course description, and the
q. Quit Tm Mom status of the events for each

task or course will be
printed, just as they

Select Option: 5 appeared on the screens you
reviewed.

Print request submitted with ID 18
Pre ( return) to centime...

7-3-21A

Ii~ STEP 19: Select the Print Training Requirements Option. Enter a 5 and press L.Riiii~i.

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.

o You will see a prompt advising you that the print is occurring. After you press
SRETURN as prompted, you should go to the ALPS printer at your AOTS

Workstation and obtain your printed product. This product is normally more
than one page of data.

11GTM3.818 Individual training quirements 22 raw I8

1.4 Avvignment Review mnd Generation The other data accessed and
processed by the ITR Editor

i. Display Individual Training RAyuirements are training schedule data.
2. Display Training Schedule
3. Proceed ith Training Based on the status of each
4. Position Qualification Status Information individual training
S. Print training laquiremmti
6. Print Training Schedule requirement, your current
7. Print Position Qualification Status training schedule is always
9. Accss General inI available for your review.
q. Quit This Mama

Select Option: 2.

7-3-22

fSTEP 20: Enter a 2 and press L i i to review your Training Schedule option.
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0 If no task training or other types of training are currently assigned, scheduled,
reassigned or rescheduled, you will see the following prompt:

No schedule yet exists for (your rank/name)
Press Return to continue.....

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.

rIGT84@.SgI Training Schedule tor SSgt Abram, Mark A. N" PO 88

1.4Evnt Start/End Tim Training Tqps/lds~tication An example of a Training
1. M176 task Trainin, Schedule is illustrated at

F8l838-7- Z-xn , ledge Training the left. Each task training2. BO77 Task Trainingl
Ta@ --..incil tulution and evaluation event is

3. 88232 Tak Training listed first. Training events

4. BOW7 I DOC 19 e-T-t4-,rc, K,ud Ti for other training require-
Is DO 19M N@ A ments are then listed.

Enter (Mlent Display, (Q)uit ? Q

7-3-23

o 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.

o 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, you should use the schedule to
remind you of the event so you may prepare for the event (if necessary).
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o 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.

Ij STEP 21: Enter a 0 (or q) and press (I ..._i_ to quit the Training Schedule Screen.

flGTh3.S1 Individual Traling Rqulre ents l rev Be

1.4 Aaigi et Review and Geneation You may print your train-
ing schedule by selecting

1. Display Individual Training Plquirements the respective option on the
2. Displayg Training Schedule screen illustratcd at the
3. Proceed With Training left.
4. Position qi1allfic.tlan Status Irfariatio
S. Print Triaming Re" uiremnts
6. Print Training Schedule
7. print Position qualiftication Status
a. A. General ITi

q. Quit This Mfenu

Select Option: 6

7-3-24

I3~ STEP 22: Select the Print Training Schedule Option. Enter a 6 and press Q.

I NOTE: 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.

o 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 AOTS 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: Enter a 0 (or q) and then press to quit the ITR Assignment Review
and Generation Menu.
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7.4 Print Your ATR

NOTE: From the time you press T 2 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 frsm 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 y'our printer is having a problem, call the AOTS hotline HELP number.

MG T8"32.& Ailan Training IP le (ATA ) M'anagera Z2 Mov 9

1.8 Training .ecord or SSqt Abram., Mark A. Many times you will review
specific data in your ATR

1. In .viual ra.ining 11,,,s.,n,. on line; while other times
2. Pa..eI Datn you will find it easier to
3. Training history Data review information once it
4. Ace¢, -ss,, is printed (especially true
S. Change Password

6. Supervision List when you want to review
7. Print a Training Record al of the data contained in
S. Print S..pivin tLit your ATR).
q. Quit This Menu

Select Option: 7.

7-4-IA

STEP 1: Select the Print Training Record Option. Enter a 7 and press

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.
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MGT832..01 Airman Training l Record (AR) Ianager 2 Now U8
1.9 Prin "*, Just as ATR information is

sorted when you review
screens, the information is

1. Print All Do not Plint sorted when you print your
Z. Print Ganeral Training Data Do Not Print training record.
3. Print Training Histor" Do Not Print
4. Print Qualification Status Do Not Print
S. Print lTD Do Not Print
6. Print Schedule Do Not Print
7. Print Personnel bat& Do Not Print

S. Begin Printing

Select Print Option

Use (cursor) keys, or ((Enter (field nmmusr), (q> quit) I <return)) I

7-4-2

o 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 value back to "Do Not Print".

- When you select option I (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 you want printed.

~ STEP 2: Select the ATR Data you want to print. Enter the number(s) corresponding to the
desired ATR data and press RE . (In our example, we selected Option 1,
to print all data.)
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PIGT532.86i Airman !raninjq Record (CAR) Ma lager Z2 Nov 8
1.8 Print Menu Once you have selected the

data, you then select the
bcgin printing option (the

1. Print All Prit respective "No" changes to
Z. Print Gene ral Training Data PhIn t "lYes").
3. Print Tranng~ Historgj Print

4. Print Qualification Status Print
S. Print iR Print If ou change your mind
6. Print Schedule Print and you don't want to print,
7. Print Personnel D~ata FiIat you can quit the screen
8. lnin Printing No (instead of selecting the

Begin Print option) and
your data print selections
will be ignored by the AOTS.

Select Print Opt-on

Us.(curuor) kiy, or (Enter <field number), (q) quit) I (return)) 9

'-4-3

STEP 3: Enter a 8 and press Your print will start within a few moments. (See
the note at the beginning of this section.)

MGTR3...I Airman Training Record (AIR) Manager 22 M4 Bei.e Print lne , A prompt will soon appear

on the screen advising you
that the print request was

1. Print All priut generated by the AOTS.
2. Print General Training Dta Print
3. Print Training Histog, Print
4. Print Qualification Status Print
5. Print III Print
6. Print Schedule Print
7. Print Personnel Data Print

8. Beg In Printing was

Print request submitted with ID 21
Press <return) to continue...

? .4.4

- STEP 4: Press CG RCKD as prompted.
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AGiTra.8115 Ahman Training Record lATl) Manager 22 ram a
1.S tranling COrd r. Cut Abe,,. a.k A. The ATR Manager Main

Menu reappears on the

SIndivia T n screen (as illustrated at the2. Far m I Dta left.
3. Training History Data
4. A-cua Level
5, Change Pasword
6. Supervisiom List
7. Pr-int a Training Record
8. Prhint Supuevision List

q. uit This Mom

Select Option: q_

7-4-5

o The remainder of this section provides you with illustrations of printed ATR
data.

o 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 5.

STEP 5: Enter a 0 (or q) and then press to quit the ATR Manager Main Menu.
The AOTS Primary Access Menu will appear on the screen where you may quit
and log off the system or whereyou may select another function addressed in this
handbook.

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

The following few examples illustrate the printed portions of your ATR:

34



D R A F T AOTS User's Handbook

I') I c 38 ADT?; Traininn Information - encral Dat
SrA AJams, Pat A. When General Training

Data arc printed, the data
appear as the screen at the

General Training History left illustrates.

fraining Status Code: R
Date Enterei/Completed/Withdrawn U,>T:
Date Entered/Completed/Withdrawn Training: 30 Sep 1386
Date Entered/Completed Position Qualification Training:
Date Initially Entered Re-Training:
Education Level: D
ASVAB Administrative Score: 94
.% VAB Mechanical Score: 90
ASVAB Electronics Score: 95
ASVAB General Score: 96
Reading Achievement Score 1: 129
Date Tested 1: 01 Oct 1985
Reading Achievement Score 2: 125
Date Tested 2: 01 Oct 1985
ryping Test Score:
Date of Typinq test:

7-4-6
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19 Dec 88 AOTS Training Information - History of AFS Tasks
SrA Adam, Pat A. When you print your

Training History data, the
Task Training History AOTS separates the printout

by each category of train-
in$. A separate page isID: 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: 888888886 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 DateCertified: 04 Nov 1988 - ECI/CDC Courses,
DEPLOY IN RESPONSE TO AN ALARM SIGNAL PME Courses and

- Formal Training
Trainer: 88888888 Baker, Jane C. Sgt Courses.
Evaluator: 888888886 Bradberry, Allen K. MSgt
Certifying OfficiaL: 8888884 Abrams, Mark A. SSgt (AFS tasks are illustrated at
Installation: BERGSTROM AFB, TX the left.)

o There may be more than one page of data for a category of training.

o 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 ID Task Strmt data indicates those tasks

Version Date Certif Recert Due Status you must perform while
.............................................................. 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 Cer printout that no qualifica-
F00278 FIRE WEAPONS TO MAINTAIN QUALIFICATION tion status data exists.

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

5 08 Dec 1989 In Progress
F10040 CONDUCT A KNEELING SEARCH OF A SUSPECT

4 22 Nov 1989 In Progress
F10038 DEPLOY IN RESPONSE TO AN ALARM SIGNAL

5 04 Nov 1989 In Progress

o Before the AOTS was available to workccnters, the following actions occUrred:

Information was collected from your supervisor regarding tasks you are
certified to perform, tasks required to be pcrformed in your duty p'osition,
etc.
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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.)

0 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.

o 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 as a 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-
ment/assignment process produced your Individual Training Requirements
(ITR).

o 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 exist.
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Your ITR data prints in two parts:

I) 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 Information - Requirements Page 11
$rA Adam, Pat A. For task training require-................................................................................

Task 10: F10004 Awaiting Certification ments, the status of the task
NSPCCT FIXED POST FOR DISCREPANCIES is reflected ... for analyzed
a k . ...... .... .............................................................. 0: 002r8 tasks the status of each

FIRE WEAPONS TO MAINTAIN OUALIFICATION event is reflected. Table 7.2
Tak Level Objective Type Event Status provides a definition of
Term. Obj. 1774 Knowtedge Training Complete each task training event
Term. Obj. 1774 Knowledge Evaluation Assigned status.
Term. Obj. 1774 Performance Training Unassigned
Term. Obj. 1774 Performance Evaluation Unassigred

................................................................................
Task ID: 010999
PERFORM OPERATOR MAINTENANCE ON AN M-16 RIFLE

Task Level Objective Type Event Status

Term. Obj. 174 Knowledge Training Comrplete
Term. Obj. 174 Knowledge Evaluation CompLete
Term. Obj. 174 Performance Training Complete
Term. Obj. 17/. Performance Evaluation Assigned

Task 10: F10039 None
CONDUCT A WALL SEARCH OF A SUSPECT

Task ID: F00240 None
CONDUCT BUILDING SECURITY CHECKS

19 Dec 88 AOTS Training Information • Requirements

SrA Adm, Pat A. For other training
Course Id/Titte POS Code Status requirements, the Course
..... Aciltlary Courses ID, Course Title and status
AIDOOI ScheduLed are reflected for each
Chemical Warfare Defense Training For nigh Threat Areas requirement (either Unas-
AT0003 Scheduled
Explosive Ordnance Recognition Training signed or Scheduled).
AT0006 unassigned
Crime Prevention Training
AT0007 Unassigned
Protection of the President (ANG-14ICS 436)
ATDOIO Unassigned
Base Populace Briefing
AT0030 Unassigned
Standards of Conduct

• *6 Additional Duty Courses
AD0016 Unass i gned'

Emergency Power Generator Operator
ADO018 Unassigned
Accident Briefing

..... Contingency Tasks
NO Contingency Tasks Reauired

..ECI/CDC Courses
81150 Unassigned
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19 Dec 88 AOTS Training information - Current Schedule Pane
SrA Adams, Pat A.

Event Start/End Time Training Type/Identification
00407 Task Training

010999-T-174-Perfornance Evaluation
00444 Task Training

F00278-T-1774-Knowledge Evaluation
00343 10 Dec 1988 1500 Ancillary Courses

10 Dec 1988 1600 AT0003
,20220 15 Dec 1988 0800 Ancillary Courses

15 Dec 1988 1000 AT0001

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 arc listed first and the
other training events are then listed.

If there are no events assigned, scheduled, reassigned or rescheduled, the AOTS advises
you on the printout that no schedule currently exists for you.
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.:,c 36 AOrS Training :.itormatioi, - Pers.,nei Data P3qe
SrA Adams, Pat A.

PERSONNEL INFORMATION

Name: Adams, Pat A.
GradJ: E-4
SSAN: 888-88-8881
DOB: 15 Sep 1967
TAFMSL: 01 Oct 1985DOS: 30 Sep 1989
Enlittment Category: 1

AFSC INFORMATION
Primary: 81150
Second:
Third:
Fourth:
Control: 81150
Duty: 81150

POSITION INFORMATION

Position 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
?AS Code: BHOTFMOS
FAC Code: 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.

40



D R A F T AOTS User's Handbook

7.5 Change Your AOTS Password

rMGT83Z.W6 Airman Training Record (AIR) Manager 22 Noy as
1.8 Training Record for 35t Abrams, Mark A. If you no longer like your

AOTS password, or if you
feel that another user has

Z. prsoinl Dai seen or tried to use your

3. Tranling Histor Data password, you may want to
4. Acc,,,s L,,i change it.5. 0mme Password

6. Supeimvsio List
7. Print a Training Record
8. Print Supervision List

q. Quit This mama

Select Option: 5-

7-5-1

rn3 STEP 1: Select the Change Password Option. Enter a 5 and press Q.

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. ....

?lsss Enter Your Old Passwoi r )

When you press return as prompted,
the ATR Manager Main Menu

7-5-2 reappears, and you must repeat
Steps I and 2 it you want your
password changed.

I STEP 2: Enter your "old" password and press i .
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.J M24.801 PsuaDP Gemeration 22 rev 88
1. Select Options Once you correctly enter

your current password, a
list of 10 nuw passwords

1. uRyQoIU appears. To select a new
2. ElVMJ= password, complete steps
3. VwlVftX 3-6.4. YDZZPeQJP

6. JAXTW.2
7. IMIlVQII
a. UlkvIms. Om Iqvzx
I. GZGtUJW

Please enter your nw pa uoMrd
N:

7-5-3

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

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

o 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 place it in a
safe place so that other users cannot obtain and use your password.

STEP 5: Enter the Password you wrote down and then press Z. 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 kcep
the password you selected, and you must repeat the Change Password procedures,
beginning at Step 3.

42



D R A F T AOTS User's Handbook

2P82.e.S1 Pssowd Generaion Z2 Nov U1.6 Select Options If you correctly entered a
password contained on the
list you are reviewing, you

1. RO YWEW will then need to enter the2. ZvILycm same password again, to
4. 1=PWJP verify your password
S. FMSOLA selection.
6. JAXTLIJ.2
7. IIU [DB
9. U IXt(BUL
9. O IQYZX

P lease enter ~a new passuo"~ z)

Pleaso ,erifg your raw paszrd =)
Verification : .

7-5-8

' STEP 6: Enter the new password (again) and press CBI/,.N]. Be sure to enter it
exactly as you have it written down.

o 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 N as prompted, a new list of 10 passwords appears on thescreen. You cannot keep the password you had previously selected, and you must repeat the
Change Password procedures, beginning at Step 3.
POGT832.UW Airman Training PA%= (All) Manager z ov U

1.8 Training llecar for St Al,,s,. ak A. If you entered the password

correctly the second time,
1. Individual Training equients the ATR Manager Main2. ? A Menu reappears on the3. raiin Histor Data screen (as illustrated at the
4. Access lav i
s. Change Pasiord left). The next time you6. Supervision List LOGON, you must use your
7. Print a Trainui Recor new AOTS password, or you8. Print Supervision Litt will not gain access into the
q. Quit This ,. AOTS.

Select Option;

THE LAST STEP
When you arc finished reviewing or printing your ATR data, or changing your AOTS
Password, you will continue to QUIT the screens until you return to the AOTS PrimaryAccess Menu, where you may QUIT to log off the AOTS, 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 AOTS.

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 AOTS.

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 below identifies
the data you will most often access:

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

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

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

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

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

o 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 AOTS.

0 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 havc 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 you access the task data. When data for a task are not
available from the ACTS, you are responsible for using other means to obtain the
data.

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 use 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 ACTS products to help determine the task(s) for which you should obtain task
data:

o 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: SPAD (SrA Adams, Pat A.)

Subject: Assignment to Event 446 - Task Training

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

Eve 446 - Task Training
1 T- 1274-Knowtedge Training

CC-DUCT A WALL SEARCH OF A SUSPECT

Generated by: SSgt Abrams, Mark A.
Trainer: Sgt Baker, Jane C.

Method of Training: Text
ESBI D-10 : SEARCH INDIVIDUALS, VEHICLES, BUILDINGS, AND AREAS

Location:

Description:

Performance Resources Required:
HANDCUFFS WITH KEYS

Figure 8.1 Training Event Notice

Figure 8.1 is an example of a Training Event Notice. The Task ID that applies has
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 U 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 task data
at your convenience. However, you should use the start time on the
notice to determine the timeframe you have in which to access the
task data before you begin training for the task.
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0 Your Training Schedule reflects all of your forecasted training at the time you
review the schedule. For each task event listed on \ :.ur schedule, you should
have received an Event Notice. If you do not obtain tas: data at the time you
initially receive an Event Notice, you may review your training schedule to help
you 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

Schedule. (Section 7 of this
Event Start/End Time Training Type/Identification handbook provides you
00407 Task Training with the procedures for

010999-T-174-Performance Evaluation obtaining your ACTS data,
00444 Task Training

F00278-T-1774-Knowtedge Evaluation which includes your
00446 Task Training Training Schedule.)

F10039-T-1274-Knowtedge Training
00348 10 Dec 1988 1500 Ancillary Courses

10 Dec 1988 1600 ATO003
00220 15 Dec 1988 0800 Ancillary Courses

15 Dec 1988 1000 ATO001

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 your OJT begins for a task. By reviewing your ITR
you will know which tasks you will be trained on and, therefore, 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 1 through 3 and then refer to Part A of this section. If you want to Drint
task data, complete Steps I 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) 2f the taskss) for which you w.an IQ 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.

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

o 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.

sJM.wt Advencld O-1h.-Job Training Syste (MOTS) 13 Dec 80

1.3 Pri"I Acess M All users' access into task
data are initially through

t. person Tr.aiin Information the MTL interface option
2. Master Task List (on) inerfac listed on the AOTS Primary

Access Menu.
q. quit Thisllam

The illustration at the left
Select Option: 2.. represents the menu seen by

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

3 STEP 1: SELECT THE MASTER TASK LIST (MTL) INTERFACE OPTION. Enter 2 (or 3)
and press L.
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riGT8IS.86 AFS Selection Maem 13 bec 80
1.6 MTLs exist for each Air

?leasu select the d,.ire AM: Force Specialty participat-
1. 4S4 Tactical Aircraft Maintennc ing in the AOTS. Depending
Z. 454 A.osc Propulsio on your User Type(s), you
3. T73a Per,,oI may be authorized to access
4. 6h1J S -uitq Polic more than one MTL.

q. Quit This Hem
If you are not authorized to
obtain data for tasks in

Salact Option: 4_ 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.

3-1-4

*1 STEP 2: SELECT THE OPTION CORRESPONDING TO YOUR AFS. Enter the number (1
-4) corresponding to your AFS and then press L. (In the example
above, AFS 811XX was selected.)

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 AOTS, each MTL contains data for
hundreds of tasks.

Each MTL has been broken down into two parts:

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

o Final Local-New Task List, which contains

- tasks performed only locally, or

- "new" tasks which are introduced because of new equipment, changes
in procedures or policies, etc. (where new performance steps or new
skills and knowlcdges have to be trained and learned).
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INTM.3.S1 Choose Task List to Access 22 Nos W
2.6 Most of the tasks you will

be accessing are contained
. , )h. ,,on the Final Master Task

2. Fm,,al N. Local - Ms. Usk List List. See the note below
Step 3 if you do not know

q. Quit This room what part of the task list to
select.

Select Optioa: .

8-1-5

SSTEP 3: SELECT THE OPTION CORRESPONDING TO THE PART OF THE MTL YOU
WANT TO ACCESS. Enter the number (1 or 2) and then press ( i. (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. Remember, 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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MGTO63.834 asater Task List Editor Zl Nov as

z.a The screen at the left
illustrates the main menu

t. Display for the MTL Editor. Part
z. soh A of this section applies to
3. Print the DISPLAY option; Part
q. Quit This RM B applies to the PRINT

option. The SEARCH
option is not covered.

Selec Option: - 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

8-1-8 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

iGT8S311 hastew Task List Ulltor 2 2ot Be
2.3 When you display task data,

you will find that the data

1. ,ispl-4 have been sorted into many
z. searc categories. The following
3. rint procedures assist you in
-. uith. accessing the task data that

apply to you as a trainee.

Select Option: I

8-1-7

I STEP 1: SELECT THE DISPLAY OPTION. Enter 1 and press i .

MGTM3.B Select task(s) to Process z M om M

2.0 ITZ Normally, you will access
data for one task at a time.

1. Entie Task List Once you select the Specific
2. Spci rc Task i4 Task option, another
3. Task Rag prompt is added to the

1. Qait This M screen, for you to enter the
Task Id. Remember, the
Task Id you enter is one

Se-Ict opt Ion: z that appears on your
Training Event Notice,
Training Schedule or ITR.

Inter task 1d F1o36

8-1-I

STEP 2: SELECT THE SPECIFIC TASK ID OPTION, AND PROVIDE THE TASK ID. Enter2 and press -N. then enter the six digit Task 10 and press ii t L Ii:J,L.
(In our example above, we entered F10036, which is an 811XX task)
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IGTh83.8M IITL .ltor - Task 1A : FIN% ZZ Nov as
2.8 mim I Within the MTL Editor,

there are four primary
menus which contain

Z. Tak 0bjtme options corresponding to
3. Task Training Mdule the types of data you may
4. Occupational S.vey t display for a task. This
6. Weapo s k . section explains those

7. Mat rM options on each of the four
q. Quit This m menus that you will access

most.

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

.- 1-9

o Task Objectives, and
o Task References

i STEP 3: SELECT THE TASK OBJECTIVES OPTION. Enter 2 and press G.

IMTOl3.U39 E a I u a t I a SS ab t a M Z2 No. M

2.0 AOc M N At this point, the MTL
Editor interfaces with

1 vorlbJectie ditor evaluation editors existing
t. Dehevi* Ob .in the AOTS. As a trainee,

a. Quit This h.Ms your access is restricted to
the Behavioral Objectives
Editor, which is one of the

Select Option: I three evaluation editors
existing within the system.

3-1-10

.' STEP 4: SELECT THE BEHAVIORAL OBJECTIVES EDITOR OPTION. Enter 1 and press
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"IM.1.a Behaioulmei Objective litor 22 mo B
1.9 Disa8Iy bhavil Obj.ctive Data Each objective for a task is

defined in a written state-
I. T,,,h,'bl, Statement ment referred to as an
z. Objtive Stat ,st Objective Statement. For
3. Rfeenes, many objectives, the AOTS
4. Ntrainin also contains other data,such as references,
q. Qit This ram resources and training

materials that pertain to the

achievement of the objec-
Select optin: 2- tive. Steps 5 through 27 of

this section provide the
procedures for reviewing
the objective data for the
task.

In the AOTS, there will be at least one behavioral objective for each task. (Because
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 5: SELECT THE OBJECTIVE STATEMENT OPTION. Enter 2 and press

LVIfl1.91? Beiutujoral Objective Editor 22 r'w N

1.9 Select Objectiv Rt If a behavioral objective
does not exist for the task,
the AOTS provides a mes-
sage on the screen. Press
1b1 RETUR as prompted and,

1. ObJective Id: 381 since there is no objective
data to review, proceed to
Step 26.

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

U.. ,,.cusw> h",. o. ((Enter <tield wAom.), <q> quit) return)) t. objective for which you
want to display data.

1-1.12 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.

wSTEP 6: SELECT THE OBJECTIVE ID THAT CORRESPONDS TO THE OBJECTIVE
STATEMENT YOU WANT TO REVIEW. Enter the number corresponding to the
desired objective and then press CRIT ULnx.
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EUL8I.886 Behavioral Objectiue Udttar 22 hov as
1.9 Behavioral Objective Id and State.ment An objective statement
Objection 1d: 381 provides you the behavior,

conditions and standards
Complete Behavioral Objective Statement:
CONDUCT A TRAFFIC ACCIDENIT INVESTIGATION IN ACCORDANCE WITH AFF IA-2 VOL 3 by which you will perform
CW 7. AnIZ 2-14 ?AM 4-6. Alt M2-19 PM 27 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

Objective Author: Rick Booth perform the task.
Last Objective Modification Author: Johni S Hand

Press ("~tuern) to continue...-

II~~STEP 7: PRESS L~Y~fAS PROMPTED ON THE SCREEN.

E4881.61? CLhavioral Objective Udttar 22 Nov as
1.9 Select Obijective I'd The screen reflected at the

left reappears so you may
select another objective.
You may repeat Steps 6 and

1. Obectie Id 3017 for each Objective ID
1. b~etiv 1d 311listed. Once you have

completed your review of
the objective statement(s),
proceed to Step 8.

Use (cursor) ke"1 , or ((leter <field number), <q) quit) B<return)) Q..

3.1.13

1jj~D STEP 8: QUIT THE SELECT OBJECTIVE ID SCREEN. Enter Q and press ZIhi.
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EVIA1.8.3 Behavioral Objective Uitow 22 rov 8
1.9 Display Bbvioral Objective Data To review the references

that apply to the task
1. aa&4bT, S,,,t objective(s), proceed to Step
2. Objctive Statement 9. References are publi-
3. Refera es cations which contain
4. Resource information governing the5. Training Rateials performance of the task,

Qit Thisn ra such as Air Force Regu-
lations, Technical Orders,
Standard Operating

Select Option'. 3 Procedures, and others.

8-1-14

Ij STEP 9: SELECT THE REFERENCES OPTION. Enter 3 and press LLTZ_

£VL8S1.817 Behavioral Objective Editor Z2 Nov as
1.9 3ul.et Objective Id Again, you will see the

Select Objective ID Screen,
where one or more Objec-
tive IDs are listed.

1. Objective Id: 361

Use (cursor keys, or ((Enter (field umber), (q) quit) A (return)) 1.

8-1-15

~STEP 10: SELECT THE OBJECTIVE FOR WHICH YOU WANT TO REVIEW THE REFER-ENCES. Enter the number corresponding to the objective and press
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MGTBS.1 TASX PUBLICATIONS Editor 22 Now 88
2.8 Publication(s) Reterenced The screen illustrated at the

Identification. (Volu.)0 (Supplement) and Title Statu, left provides examples of

1. AFR t25-19 publications. The publica-
LAWd EFORCEMET PATROLS AMD T FFIC OPERATIO S tions listed on the screen

you are viewing are
2. ALP I R- L 3 information sources youcan refer to off line, which
3. AFU Izs-14 contain performance

MOTOR VEHICL TRAFFIC SUPRUISION (P) information (policies
and/or procedures) per-
taining to the objective you
are viewing.

Use (cursor) koj, or (CEnter (field number), <q> quit) 4 (return,))

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,
paragraphs, taNes, etc.) of a publication are referred to as Breakdowns.

MGTUS.S TASK MIBLICATIS Editor 72 No 88

2.3 Publication(s) Reeecd To access the Breakdowns
identificatIon, (Valuem). (Supplmt) and Title Status of a publication, perform

i. A n 125-iS Step 11.
LAW ENFORCEMNT PATROLS AM TRAFFIC OPRATIONS

2. A" 125-2. 3
TECINICAL GUIDE FOR POLICE TRAIFFIC OPERATIONS

3. AFI 125-14
MOTOR VdICLE TRAFFIC SUPERVISION (PA)

Use <cursor) k au, or ((Enter (field umber.), (q) quit) a (return)) I

5-1-17

~ STEP 11: SELECT THE PUBLICATION FOR WHICH YOU DESIRE TO REVIEW THE
BREAKDOWNS. Enter the number corresponding to a publication and then press
Q K . (Our example above illustrates the first publication being selected.)
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MGTMh2.8 TASX PUBLICATIONS .itar 22 "W 88
2.6 Nbllcatia,8() WM-,0., The prompt changes on the

identitlation, (Uolue). (SuppImt) ard Ttile Status screen, as illustrated by the
. screen at the left.

LAI A MO3 D~ I 125 -191K ? ON
2. ArID 125-2. 3

TECINICAL GUIDE FOR POLICE TAFPIC OPERATIONS

3. AFN 125-14
MOTOR UD4ICLE 10171C SUPIRISION (PA)

Access ()rakome, (Q)uit 7 1

8-1-18

I3~ STEP 12: SELECT THE BREAKDOWN OPTION. Enter B and press _R.IIt .

MIGThS.88, TASX PtULICAIONI Edltor Z2 M" B
2.8 Curret 9Waows for A72 IM-19 If breakdowns were not

.ra a dk a wona listed by the IST, the screen
PWRAM= Z? will not reflect breakdown

data.

If breakdowns were listed
by the IST, you will see each
specific breakdown listed
on the screen. Breakdown
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

ress .,trn to c*.tim... left, you would refer to
paragraph 27 of AFR

8-,., 125-19 as one information
source.)

I3~ STEP 13: PRESS L.I. hR], AS PROMPTED ON THE SCREEN.

58



D R A F T AOTS User's Handbook

MGTZ.86 TASX PUBLICATIONS Editor z2 Nov as
2.8 Nbhlcation() Re.eced You may continue review-

i4etntiicati o. (Wolu), (Supplnt) and Title Status ing the breakdowns for
1. AFR IM-19 each publication by

LAW ENFORCEMENT PTROLS AND TRFIC OPERTIONS repeating Steps 11 through
13. Once you complete your

2. D FR PO-z, O review of the breakdowns,
proceed to Step 14.

3. AFN 125-14
MOTOR UEDIC1 TRAFFIC SUPERUISION (PA)

Use (cursor) kop, or ((Enter (field u ber), (q> quit) A (return)} Q_

8-1-20

: STEP 14: QUIT THE PUBLICATIONS SCREEN. Enter Q (or q) and press LRTU HD.

EVtI.81.e7 behavioral Objective Editor 22 Ploy 8

1.9 Select Objective Id If there is more than one
objective for the task, you
would repeat Steps 10 thru
14 for each objective. Once

1. Objective id: 31 you complete your review
of the publications, proceed
to Step 15.

Use <cursor) ]e.1 , or ((Enter (field mmber>, (q) quit) (return)) Q_

S-1-21

w STEP 15: QUIT THE SELECT OBJECTIVE ID SCREEN. Enter 0 (or q) and press
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VJUI.813 kehauioral Objective E9ditor Uz Now as
1.9 Displaqi sbioral Objective Data Other objective data you

should review are the
Resources. Resources areI. ?ask'ablasik Statest tools, equipment, materials,

2. Objective Stateowft
3 eeeene tc., which are necessary

-:lsuc for achieving the task5 . rainnf Hter alsobjective.
1. Quit This rMcmi

Select Option; 4-

8-1-22

" = STEP 16: SELECT THE RESOURCES OPTION. Enter 4 and pressiI§".

EIJL8S.6i7 BlebavIoral Objective Edltor 22 Nov M

1.9 Select Objective 14 Again, as with other
objective data, you must
select the Objective ID
before you can review the
resource data for an

1. objective [A: 381 objective.

Ui. (crawo) kemja, or~ f(Enter (field umb->-) (c) quit) & (etrn)) I-

3.I -23

J~ STEP 17: SELECT THE OBJECTIVE FOR WHICH YOU WANT TO REVIEW RESOURCE
DATA. Enter the number corresponding to the objective and press LLLRJ
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L'1.8I.839 Behauioral Objectioe Editor 22 Now 8
1.9 ,ispaq a,,,ux0 There arc three types of

resources that apply to an
t. grioru,,.i,, objective, as reflected by
2. Tra the options on the screen
3. tauat, illustrated at the left. The

Qit This Meu resources that apply to you
arc the performance

resources, which are the
Select Ovtion: I tools, equipment, materials,

etc., you will use as you
learn and perform the task.

-' 24

IZ~ STEP 18: SELECT THE PERFORMANCE OPTION. Enter 1 and press ZB i.

EULI.833 Slehvioal Objective Editor Z2 No a

1.9 Per'or, m,,,,Resurce At the time the task was

analyzed, members of the
I PORTABLE P"10 IST updated the resources
Z SEOCJRIY POL IC VHIcLz that are required for per-
3 TAPE MEASURE f ming the task.
4 CHAL
S WMD PAPER
6 TEMPLATE When the IST later devel-
7 PEM(S) oped the objective(s) for the9 Ar FORM 909 AT FOM 1 task, the IST designated
19 AT FOR 1315 those performance

resources that applied to
each objective.

(Items In YILLOd Have Been SELECTED)

(Q)vlt 7

31 25

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
yellow. If there is only one Terminal Objective for the task, all resources will be highlighted,
since all 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 you accomplish the task. With increased
experience, you will eventually become skilled in the use of these resources.
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0 STEP 19: QUIT THE PERFORMANCE RESOURCES SCREEN. Enter Q and press

I1~ STEP 20: QUIT THE DISPLAY RESOURCES SCREEN. Enter Q and press LILTkI).

EIL801.017 Behavioral Objective Ettar rav as
1.9 Selict O jective Sd If there is more than one

Objective ID listed, you
may repeat Steps 17-20 for
each objective. Once you
complete your review of the

1. obdectiv La: N performance resources,
proceed to Step 21.

Use (urear) khe, or ((Enter (tield eembew), <q) quit) ( retur)) q_

8-1-20

I ~ STEP 21: QUIT THE SELECT OBJECTIVE ID SCREEN. Enter Q and press LQmLIIJ

£ 1.86.03 Behavioral Objective Zitar z "av 88
1.9 Displaq Behavioral Objective Data The last type of objectives

data available to review is
. raskbTaa , Training Materials.
z. objective state-.,t Training Materials are on-
3. ,,ef,ncze line or off-line materials
4. Resourzces
S. Training faterials you can review to acquire

requisite knowledge train-
q. Quit this Men ing for the task.

Select option: 5

8-I -27

II STEP 22: SELECT THE TRAINING MATERIALS OPTION. Enter 5 and press Q LLIJ
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ELaM1.017 Behavioral Objective Editor 22 now 86
1.9 Select Objective d Again, you must first select

the Objective ID before
you can review the training
materials data for an
objective.

1. Objective id: 31

Use (cursor> key, or ((Enter (field b>, <q> quit) A (return)) I-

3-1-28

~ 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 L.

EVJLB."9 Behavioral Objective Editor Z2 ro U

1.9 ?reining materials Training Materials can be
Type IA Description of five types. As the screen

1. 1 ~ESI G-18 lWETAl CWA TRAFFIC ACIDETS at the left illustrates, a
legend is provided at the
bottom of the screen that
defines the types of train-
ing materials.

TYPE: Flahu (tMst., (C)AI0 ($)ouVA-on-Slide, (Other

(Q)vlt ? ,

8- -29
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Training materials data may not be available for many tasks; however, members of the
IST are continuing to update training materials data into the system.

o 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
knowledge of the task before you are further trained or required to perform the
task.

0 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

CAI On-Line lesson using the AOTS; Interactive Video Disk (IVD)
using the AOTS

Sound-On-Slide Sound projector with slides

Other On-line lesson using a training system other than the 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 CAI 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 matcrials for task knowledge training.

SSTEP 24: QUIT THE TRAINING MATERIALS SCREEN. Enter 0 (or q) and press
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ELeOe1.8? behavioral Objective Edi tor 22 Now W
1.9 Select o0bjctive It if there is more than one

Objective ID listed, you
ma\ repeat Steps 23 and 24
for' each objective. Once
you have completed your

1. Objective Id: 1 review of the training
materials, proceed to Step
25.

Use '<crsor) kop, or ((Enter <ield masber, <q> quit) & (retuurn)) g

8-1-30

--- = STEP 25: QUIT THE SELECT OBJECTIVE ID SCREEN. Enter Q (or q) 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.

i ) STEP 26: QUIT THE DISPLAY BEHAVIORAL OBJECTIVE DATA SCREEN. Enter 0 andpress

STEP 27: QUIT THE EVALUATION SUBSYSTEM ACCESS MENU. Enter 0 and press

PMGTM3.85 TL Elitor - Task It F1836 2 Nov 8
2.0 ens I Steps 3 through 27 per-

tained to the task objective
. Task ,, option. The other option

2. Task 0bjectives you should know about on
3. Task Training Module N'cnu I is:
4. Occupational surves taS. Task Weramnces6. Wapo &,ts-- o Task References
7. Next Mem

q. Quit This Menu

Select Option: S

8-1-31

ISTEP 28: SELECT THE TASK REFERENCES OPTION. Enter 5 and press LRLJhR J.
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PG111.8191 IMS 1USLICATI011 Editor 22 No.. 96
2.6 Nbikicatlan(s) Wevc The screen reflects the

Ile..tificatio,. CVolume), CSup"Ienwt) &sd Tile status references (publications)
Al? 25-Z 3 where task performance

7CIAF? GUID2E FO OIETI VTO information can be found.
RM 15-14Publications include Tech-

MOTOR VIZE ?AffIC SUIO (PA) nical Orders, AF Regu-
lations, AF Manuals,

AR3 125. 1C9 Standard Operating
LAM DQONZMD4DI? W n M"I WOPETI1 Procedures, etc.

AnR M2-3
SEQIiIT POLICE HMBDCN The screen illustrated at the

left provides examples of
publications. The publica-
tions listed on the screen
are information sources

Enter <41) an.d prs (iletern you can refer to off line,
which contain performance

B--2information (policies
and./or procedurcs) 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 thc task
didn't include objectives data, this is the first time that you see the publications that are
listed for the task.

IIT STEP 29: QUIT THE PUBUCATIONS SCREEN. Enter 0 (or q) and press

66



D R A F T AOTS User's Handbook

MGT/S3.8SM ITL Editor - Task Id ; F1 36 22 Mo4 W
2.6 I1,11t The data you will com-

monly view next are
1. Task Statement accessed from options
2. Task Objectl. appearing on Menu 3. As
3. Task Training ,odule the screen at the left illus-
'. Oac tlo- Data trates, you are now viewingS. Taoskt WIerences
6. weapon Systems Menu 1.
7. Next Ilenu

q. Quit This Men There are options on each
of the four primary MTL
menus which allow you to

Select Ovtion: 7 move among the menus.
These options are NEXT
MENU and PREVIOUS
MENU. Complete Steps 30
and 31 to progress to Menu
3.

8-1-37

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

I'/883.M mnfl Edjto,. - Task Id ; r1636 22 mom 8
2.6 now z The screen at the left is an

illustration of Menu 2 of

. i,,Wi &P,.ne the MTL Editor. Again,
2. Spec faity Training Standards you must select the next
3. FAS. FAC, htq Location Codes menu option, to advance
4. Certificatlo Information
S. Generic Psitio the screen to Menu 3.
6. PFrvioUs Menu
7. Next Menu

1. Quit This Menu

Select Option: 7_

3- 1- 3d

*STEP 31: SELECT THE NEXT MENU OPTION, TO GO TO MENU 3. Enter 7 and press
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GT63.R2? mil Editor - Task Id : F1I36 22 Nov 88
2.1 NaU3 There is one option on

Menu 3 which you will

I. Tas" tacte and Na V Paccess often when review-
2. Tak lsrt ? -- ing task data:
3. qirq1ed PerMae Mamas
4. pret qinite Tasks
5. Tea, Task Into-t ion o Required Performance
6. treicas nm Resources
7. Mext Mens

q. Quit This Mets

Salect Option: 3_

8- 1-38

STEP 32: SELECT THE REQUIRED PERFORMANCE RESOURCES OPTION. Enter 3 andpress

INGT883.M ITL Eitor - Task Id : F1836 22 Nov 86
2.6 Required PerfGe af P,,,e 5C OMMIT Performance resources are

tools, equipment and
I. POmR"U Wso materials you will be

required to use when per-
2. S2=JUI POLICE UEHICLE forming this task. At a

minimum, you must know
3. T A, HgAS (or learn) how tc correctly

use the resources as they
4. 04%U pertain to this task.

S. DO MEN At the time the task was
analyzed, members of the

. TWTATI IST updated the resources
that are required when you
are learning and perform-

Wext ftg.e (Q),it ? Q. ing the task. There may be
more resources than a single

8-1-40 screen can show, so you may
have to select the Next
Page option (by typing N
and pressing return) to see
all of the performance
resources that apply to this
task.

.WqTEP 33: QUIT THE PERFORMANCE RESOURCE SCREEN AND MENU 3 WILL REAP-
PEAR. Enter a 0 (or q) and press A
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MGT983.SZ7 mTl Editor - Task Id : F1836 ZZ Now B
2.0 Now 

3  There are no other options
on Menu 3 which are

Performance addressed in this section of1. task Factors and Nandato the hadbook
Z. Task Quality Tim the handbook.
3. Required perorrmance Resourcs
4. rereisite Tasks Proceed to Menu 4 by
5. Tea Tamk Information
6. Fr Nome completing the next step.
7. Next Nei

q. quit This ram

Select Option: 7

5-1 -41

SSTEP 34: SELECT THE NEXT MENU OPTION, TO GO TO MENU 4. Enter 7 and press
LaI~u6J.
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NGTI .S4O "ll Editor - Task Id 1FI13 U" Now Be
2.0 1e 4 If this task has not been

broken down into subtasks,
i. Activitie Menu 4 will appear as
z. limledg end Skil.l illustrated in the top screen
3. revi.u Meu at the left. Steps 35 - 39

j. Quit Thisonu address the procedures
that apply for these options.
If the task you are

Select Optto: reviewin$ reflects the top
screen illustrated here,
proceed to Step 35.

8-1-42

-OR-

MGTh3.40 NTL Editor - Task Id F136 22 kw 8
2.0 No 4 If this task has been broken

down into subtasks, Menu 4
1. Subtask will appear as illustrated in
z. pr,.viousam, the bottom screen. Steps 40

- 59 address the procedures
-. Quit This ram that apply to displaying

subtask data for the task.
Select Option,: If the task you are viewing

..has been broken into sub-
tasks, skip Steps 35 - 39 and
proceed to Step 40.

6- 1-43

I3~ STEP 35: SELECT THE ACTIVITIES OPTION. Enter 1 and press i .
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MGTBI?.81 ACTIUITIES Editor Z2 NDu S
1.9 Activities are the steps you

perform when learning and
accomplishing this task.

POSITION SSPECT uIT A M APART, BOTH HADS AT SIbLDER LEVEL These performance steps
are listed in the sequence
you should be trained.
Once you are properly

PLACE SUSPECTS AM FLAT AGAINST A VERTICAL OBJECT SUC4 AS A UALL OR A trained, you are expected to
VEHICLE be able to perform these

steps in sequence each time
POSITION AMD SPREAD In MPICrS E 12 TO 1 S MOM1 S AT you accomplish this task.

Normally, there are more
activities than can be seen
on a single screen. You may

Chomm Displaq option PgN CMuit ? Q continue reviewing the
activities by pressing the
- key. To move back

and forth between the
pages of activities, press the

PD or p 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.

i STEP 36: QUIT THE ACTIVITIES SCREEN. Enter a Q (or q) and press .
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MGTU.84e ML Edlitor - Task Id F18 2 Nou Ma
2.8 M 4 To review the skills and

knowledge data pertaining
1. ctivities to this task, complete Step
Z. Knowledge and Skills 37.
3. prowiou8 rmen

q. quit This Menu

Select Option: 2

8-1-45

mSTEP 37: SELECT THE KNOWLEDGE AND SKILLS OPTION. Enter 2 and press
FRETURD

RGIM SM.13 M IL Su bta sk Process I sg 2 Nov 88
Z.S K,1a, &VA Sill The screen you are viewing

identifies the knowledge
and/or the skills you must

srA1104, eTilUEac RSs possess in order to perform
this task.

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

Cloose Dspiaqg option (q)ait ? jf

] STEP 38: QUIT THE KNOWLEDGE AND SKILLS SCREEN. Enter a Q (or q) and press

CJ
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gSTEP 39: - LAST STEP FOR DISPLAYING TASK DATA

Once you have completed 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 reappears on the screen.

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
menu and log off the system, or you may select another option to accomplish another AOTS
function.
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TASK THAT HAS SUBTASKS

I TtA.u46 NTI Edt, - TA" 14 ri3m 22 a 8
2.6 r4 When a task is complex, or

when there are numerous
1. S,,bt,ai performance steps required
2. Peuta, r when accomplishing a task,

the task may be broken
q. Qutt ram down into two or more

subtasks. Subtasks allow
c Ithe 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.

8-1-47

I STEP 40: SELECT THE SUBTASKS OPTION. Enter 1 and press 3.

fl"G718.661 HfL. Subamsk Poo si g 22 raw 8o

2.8 sbrash Uttar The AOTS contains a Sub-

task Editor which allows
t. DtQl, you to review and/or print
2. .ri,, subtask data. The editor
3. IvaJustiau.nSa st, also allows you to access the
1. Quit ri, New Evaluation Editors that

exist in the system (namely,
the Behavioral Objectives

Select o4tio,: t Editor).

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

8- t -48

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 objectivcs data when
you display subtask data, the third option is not covered independently.

[ - STEP 41: SELECT THE DISPLAY OPTION. Enter 1 and press LREiLKLHX
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' V.*IRBla HW M L t 7 a a k F r. c e 2 a i a 2 Z2 now 8

2.8 S bT4Uh Selectaon 0 Z When you 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

EID Sbt..k Sequenc Izab.. (Range L to 3) or (L)i.t L_ subtasks and then select the
subtask you want. We have

3-,-,9 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*'_ _' STEP 42: SELECT THE LIST OPTION (Enter L or lower case I and press .kgl/7~D) or
ENTER THE SUBTASK NUMBER FOR WHICH YOU WANT TO DISPLAY DATA.
(Enter I or 2 or 3, etc. and press )

M GlBtB.Se7 M T L S u h T a 2 k P r 0 c e 2s =i a N 2 ou asJ

MG i.8 S Cm- t Sub a s List The screen to the left lists
the first three subtasks for

i. SubTask Statet this task. If there are more
RESPOND to A TRFFIC ACCIDET than 3 subtasks, you will

have to press the __ _ key
to see them.

2. subsk Stat ent

COMPUTE Mye ACCIDEIN RIPOR? ( TOMq 94&1941)

3. S.bTasl Statmnt :

.A.IPLTt ACCIDEqT REPOKI (AF FOIM 131S) FOt A M.JOR CCIDIT

J2 e :cueror> kap, or ((Unter (field Iwuber), (q) quit) & (etur")) I

== STEP 43: ENTER THE NUMBER CORRESPONDING TO THE SUBTASK YOU WANT TODISPLAY (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 U or i key until the subtask number_you are seeking
appears on the screen, then enter the number and press tAI§ D.
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MGT1I6.914 K T L S u b 7 4 s k P r a c a a a i zzuas
2.0 Process Selectoni for SubTask 7166t This screen identifies the

kinds of data accessible for

I. er-ion ,d statemet this (and eaci) subtask.
Z. Inaowledg: rAn Skillo

3. Performance 1mnwcm
4. NblicatIouu
S. lehvior&l Ohjctivei
6. Activitlme

q. Quit This "mn

Select Option: 1.

5-81.51

~ STEP 44: SELECT THE VERSION AND STATEMENT OPTION. Enter 1 and press

PGTaS.86 NI T L S u b T hI P r oc es Ig 22 ram N
2.0 Verslon ,,d Statemnt This screen reflects the

subtask statement.

SubTak U-ev ion 2

SubTash Statement

RESP"ND TO A TAFTIC CIDEM

Press <return) to contlmm...

3-1-52

STEP 45: QUIT THE SUBTASK STATEMENT SCREEN. Press , as prompted.
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I'T818.864 P1 T L S u b T a s k P r o c e si ag 2 Nou 8z.8 Prces Selection fot Subak FI3-M To review the knowledge

s. skills data that pertains
1. V ad Statet,,t to the subtask complete
2. know ede and Skills Step 46.
3. PerormanrAs cestie
4. Publication
S. DBohviorel Objectivue
6. Activities

1. qit This Fe"M

Select Option: 2

8-1-53

~ STEP 46: SELECT THE KNOWLEDGE & SKILLS OPTION. Enter 2 and press CkaTURZD.

nGTOIS.8f3 M 7 L S u b r a a k P r o c e s it 22 Nov as

2.1 XUwWed" ," Sil This data identifies the
types of skills you must
possess in order to perform

ROCE OF IAOUT this subtask and the
knowledge you must attain

mEOPM CODE before you can perform this
subtask adequately.

LIT! SWIING STEPS

DISTINJ ISH BETWEEI fll MOW1JOR ACIDEITS

Choos Displa option PqDn (Qhait 7 Q

3-1 54

,-- STEP 47: QUIT THE KNOWLEDGE AND SKILLS SCREEN. Enter q and press

1±,' IikL~iK7I
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MGTOIS.8S4 N T L S u b s P r c $ 3 a 1 22 ram N
2.6 Prac." s.a -o ktSab , FrO36m-01 Resources that are neces-

sary when performing this

t. .o, s , subtask can also be
2. Noulejga aui mkille reviewed. The resources
3 r.c i are tools, equipment,
4. Nblicatiave materials, etc., which you
S. Uehaulioral Objectives
6. Actiltim must correctly know how to

ise when performing this1. Quit Thi r v,. .,subtask.

Select Option: 3.

SSTEP 48: SELECT THE PERFORMANCE RESOURCES OPTION. Enter 3 and press

GTO818.l9 N f L S u b 7 a s k P r c as 22 1 I ZlNauU

Z.0 purfoua=@ . gnu, c tar SbTal.k V1963-01 This screen lists all per-
formance resources that

t POtAtI O ~ apply to the task and2 SORTV POLEZ highlights those resources
3 TAPrEsuu that apply specifically to
4 C ,* the subtask being dis-S B" M1011

6 TEMU~To played. The resources
? eA, (s) appearing in YELLOW are
9 AT rOM 41 those resources you will use

18 AF FOM 1315 when learning and per-
forming this subtask.

(item. In YELLOW Hae seeu S.LCM)

(q)Vlt ? Q

~ STEP 49: QUIT THE PERFORMANCE RESOURCES SCREEN. Enter q and press
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GT818.S4 M T L S u b T a s k P r oc e s 2 1 fl Pa 8s
2.8 process Selection for SubTask Fr3e6-981 The publications applying

to this subtask can also be
. ,o .d reviewed. The publications

z. Xi-nauied and Skills are sources of information
3. Ferfoseance Resources (e.g., regulations, technical
4. rublication. orders) you may refer to for
5. Behavioral Objectiues
6. Activltien obtaining further knowl-

Qi Ths menu edge about the policies or
procedures pertaining to
the subtask.

Select Option: 4_

8- -57

I1I~STEP 50: SELECT THE PUBLICATIONS OPTION. Enter 4 and press i.

MGT62.es TASX PUBLICATIONS Editor 22 "oe 8e

Z.8 Publcation(s) Rfec These are the publications
identiiceation, (olune). (Supplement) and Title Status where performance infor-

1. rP 15-2, 3 mation can be found for
T ICAL JIDE FR P LICZ TRAMC OPERAtKOs this subtask.
2. AFR I-14 You may also review the

MOTOR Ug41cLE TrAFFIC SUPUJsO N breakdowns that apply to
3. ArFR AT- S the publications. Break-tM EWO rMTs PATMLS AM c oRA"IC OFERdowns are specific chap-

ters, paragraphs, tables,
etc., within the puolication,
which you should review to
obtain performance infor-
mation for this subtask.

Use <curno.) k p. or ((Enter (field number>, 4q) quit) S (ret"r >) Q.

8-1-58

o If you want to review breakdowns, select a publication (enter a number corre-
spond In to a publication), then select the Breakdown option (enter B or b and
pressC REURN). This section does not illustrate this option.

0 If no breakdowns have been listed by the IST, the Breakdown Screen will be
blank.

1C STEP 51: QUIT THE PUBLICATIONS REFERENCED SCREEN. Enter a Q (or q) and press
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MGMfI.101 NITL S u bTa sk P r acas s Iisg 2M8
2.6 ?roc.. Selection toe subaThi FLOM3-114 Behavioral Objectives, once

developed by the 1ST, are

I. Uaeo r ttmi also available for review.

4. ?bllcatioug
5. Behavioal Objective

11. QUit This Mna

Select Option: 5-

u"~ STEP 52: SELECT THE BEHAVIORAL OBJECTIVES OPTION. Enter a 5 and press

EV1.8SI.61 Behavioral Objective Editor 220 Wo
1A. kwlaq selaviota bei.ctiiu.ata For every subtask, there

should be at least one
I T-hol~b~" sates~tBehavioral Objective. A

2. Object ive Statement behavioral objective for a
3. Wrs.,,on subtask is referred to as a
4: RurIcestd* Supporting Objective.

S . rainns ateralsThere may be up to six
q. Quit This Plne supporting objectives for

any subtask, however,
Selet Otia. ~normally there is only oneSelet Otion 2-supporting objective per

subtask.

If a Behavioral Objective
hasn't been developed by
the 1ST, the ACTS will
provide a message on the

81 tOscreen advising you that No
Behavioral Objective
Exists. Press CREt-uR~ as
prompted, and proceed to
the informat Ion 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,

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

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

o Determine the training materials (film, CAI, etc.) that you may review to attain
requisite knowledge training for this subtask.

I 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. You may follow those procedures
since the same screens/prompts/options also apply to subtask-level objective data. Once you
complete your review of the supporting objectives, proceed to Step 54 below.)

- STEP 54: QUIT THE DISPLAY BEHAVIORAL OBJECTIVES DATA SCREEN. Enter a a (or
ML--L.j ~ q) and press I .

PrGTI.984 nT L S u b o a %r a C e 2 a a g 2 No The next step illustrates the
2.8 Process selectio for Ssk rise%-at ACTIVITIES, which are

the performance steps per-
t. U sio. .,ad Staemnt taining to this subtask.
2. Xlnow lodge and Sktills

3. Prf..a, r,,. ,,r You should review the
4. ,blBe atioal* activities to determine the
S. i3ahseiorqi Objmcti~ea
6. Activitis steps you are required to
-. Quit rhi. ram perform when accomplish-

ing this subtask. When you
receive training, these

S.let O ion: 6 performance steps should
,. 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

3-1 1 expected to be able to per-
form these steps in the
sequence presented.

_§ STEP 55: SELECT THE ACTIVITIES OPTION. Enter 6 and press Q~iITIRKI].
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The screen will show the
MGtT.86I ACTIVITIES UIt- 22 raw B first few activities -- to
1.9 continue your review of all

activities, press the
key. (You may press the

ACXNO1JLEE NOTIFICATION FRO THE DESX SEREN T and keys as
often as you need, to move
back and forth between the
screens of activities.)

DRIVE TO re SCENE

For the example illustrated
at the left, the screen shows

POE VH UICLE SAuM AS TO PROTEC 114 ACIDECD 4 the first 3, out of 7, per-
formance steps.

If your AFS is 454X0 or
452X4, you may not see

Ciowe Diplay option IND, Muit 7 q actual activities listed.
Instead, a statement is

8-1-a provided to direct you to
the Technical Order where
the performance steps are
documented.

II~ STEP 56: QUIT THE ACTIVITIES SCREEN. Enter a Q (or q) and press tK£T_.UJ.

SSTEP 57: QUIT THE SUBTASK PROCESSING MENU. Enter a Q (or q) and prdss

PIGTOIl.S11 It TL S u b I a 2 k P r oe ig Z2NaU

2.9 Sqesk Edltor, To review another subtask,
repeat Steps 41 - 57. Once

I. Dsply you complete your review
2. D.sa of the subtasks, proceed to
3. ve luatl _,ubsytem Step 58 belcw.
q. quit This Plon

Select Opti.on: Q

8- 5 E3

SSTEP 58: QUIT THE SUBTASK EDITOR MAIN MENU. Enter a Q (or q) and press
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I~ STEP 59: - LAST STEP FOR DISPLAYING TASK DATA

Once you have completed your review of data for this task. select 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, 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 arc 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
menu and log off the system, or you may select another option to perform another AOTS
function.
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PART B - PRINT TASK DATA

fl6M.834 Master fTak List ditm 22 Ia W
2.3 You may print all data for

one or more tasks, or you
may specify certain data to

z. Sh be printed for each task.
3. Print Because the AOTS contains
q. Quit Thi. Ham more task data than you

would need as a trainee,
this section explains how to

Select Option: 3 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 will
find illustrations of task
printouts and an explana-

8-1-64 tion of how to use the data.

I" 3 STEP 1: SELECT THE PRINT OPTION. Enter 3 and press i.

lGTOM3.B3 Seiect Task(s) to P.2a r o 8
2.8 OVERUMITZ You will normally print

task data for one task at a
I. Entir.. tak List time; therefore, the Spe-
z. Spec Ific Task Id cific Task ID option is
3. Task Rang, illustrated. Once you select
q. Quit This mom the second option, another

prompt is added to the
screen, for you to enter the

Select Ottion: Z Task ID. The Task ID you
enter is normally one that
appears on a Trainin',

Enter task d: Fi9M. Event Notice, your Train-
ing Schedule or your ITR.

8-i-64A

STEP 2: SELECT THE SPECIFIC TASK ID OPTION, THEN ENTER THE TASK ID. Enter
2 and press i ; then enter the six digit Task ID and press CIT .
(For the example above, we entered Task ID 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 Dn 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.

o 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* PTRN ). The Main Menu for the MTL Editor reappears
on the screen (refer to Step II to conclude the print function).

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

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

lM 6," 11 NL Aditor - Task Print Selection Z2 Mno U
2.8 tield Options - Page L The screen to the left

illustrates the first page of
L. T e Ittre Task Record Do Not Print the print menu. The two

Task Statement Print options you will normallyselect on this page are:
Z. Behavioral Objective. Do Not Print

3. Task Traiing Nodule Do Not Print
4. Occupational Survey Information Do Nt Print o Behavioral
S. Task Referemes Do Not Print Objectives, and
6. Weapon Stem Do Not PrintO
7. the.r Syteame Do Not Print
8. Speclalty Training Standards Do Not Print o Task References.
9. BEGIN PRINTING No

Select Print Options; Select BEGIN PRINTING
Proe (PAS *) to ABORT Printing

Use (page don) key for paging.
Use (cursor) keys, or {(nter (field hunker>, (q) quit) 4 (return)) 2.

3-1-65

STEP 3: SELECT THE BEHAVIORAL OBJECTIVES OPTION. Enter 2 and press
U,..GRiIUiJ. The print value for option 2 should now reflect "Print*.

' STEP 4: SELECT THE TASK REFERENCES OPTION. Enter 5 and press Q.
The print value for option 5 should now reflect "Print".
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I STEP 5: PRESS THE IiiD(PAGE DOWN) KEY TO ADVANCE TO THE 2ND PAGE
Ufl- OF THE PRINT MENU.

PGTMO.N5 MYL Editor - Task Print Selection 13 Dec 88
2.1 Field options - page 2 The 2nd page of the print

menu will appear one of
Is. PAS WA and Duty Location Codes Do Net Print two ways. If the task has

i.PromneR"emnsDo Net Print __U: Generic Z ~ PoiinTanngRqieet DO Not print not. been broken down into
Q3. Task factors Do Not Print subtasks, Page 2 contains!1 aorq erfrmane Ifor~i~nDo Net Print14. "a'~" rn Options 10-21, as illus-
16. Prerequste ?ash(s) Do Not Print trated by the top screen at
17. Team Task information Do0 Not Print the left. If you are viewing

t.Task QuaIiclation line (Duration) Do Not Prin thi pae2th he
23. Sasppaeting Skills and knouledge Pr inlt options you normally will
21. BEGIN PRINTING No select are:

Select Print Options; Select BEGIN PRINTINGoPeorae
Pr1s (PAJ *) to ABORT Prntn Resources,

o Activities, and
Unae (mae up) key for paving.- Suprig kls

((Enar (ield , q uit)& Knowlcdge.

flGTh8.D NIL 9ditor - Uask Print Selection 13 Dec 88
2.1 field Options - Page 2 If the task has been broken

down into subtasks, Page
la. PAS WA anid Duty Location Codes Do Not Print cnan rn pinil. Pefrac Reqcontains D prin Option
12. Generic Position Training Requirements Do no~t Print 10-20. as illustrated in the
13. Task factors Do plat Pr int bottom at the left. If you
14. Hnsto Performance informat ion Do Noet printth
IS. PM4fr1Cno AGseurceSpr Print are viewing this Page 2,th

1.Praequ~imita Task(s) Do NtPittwo options you normally
17. Team Task Information Do [lot Print wl eetae18. Tash Qualiicatio" Tine (Duration) Do Not Print wl eetae
19. Subtask Intriss Priat
23. DxINi PlINTING leo Performance Resources,

and
o Subtask entries.

SQleZt Print Optaune; Select BEGIN PRINTING
prea (PM 0 to AEON? Printing

Usne (page up> key for paging.
Use (cursor) 6Wy, or (CUnte, (field number), (q) quit) (rwtaan))-

SSTEP 6: SELECT THE PERFORMANCE RESOURCES OPTION. Enter 15 and press
The print value for Option 15 should now reflect "Print".

SSTEP 7: SELECT THE ACTIVITIES OPTION. Enter 19 and press CHkT-J=AZ3 The printILvalue for Option 19 should now reflect "Print". (SEE NOTE BEL-OW 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 CRL-E7URN . 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. Instead, select the Subtask Entries option (Option 19), so
that the print value now reflects "Print".

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

MGTOM.M MyL Uttar - Task Print Selection 13 bec U A prompt is added to tLe
2.1 rtild optione - page z oUM I TZ bottom of the screen, that

pertains to the printer
M8 PAS FAC and Dutyj Location Codes Do hot PrIltweeyu anthprint-re r r¢ , ,y , l.Do Not ri nt where you want the print-tt. reror.a,,e Reum nts. Do ot Print
12. Goner ic Position Training Row iremntt Do Not Pint out to be sent.
13. Task ractors Do Not Print
14. Mndatoryj Perfornance Indormtion Do Not Print If you want the data
15. Pertforsance Ieeowpce Print
6. Pr e"iit lak() Do Nt ftrInt printed at the AOTS Work-

17. Teas ask IMoroatioo no Nt Print station where you normally
19. Task Qualitication Tim. (Iration) Do Not Print
19. Subtask Entries Prlt work. vou will press
Ze. #=CIm PRINim U C RETURN )as your response

to the prompt.

Select Print Options; Select BEGIN PRNTING If you want the data
Pre. aM ) to ABORT printing printed at another AOTS

Workstation, you must
Enter printer ld or peo" mNT to u. rat enter the Printer ID for that

workstation. If you have
8-,-6 questions concerning

acceptable Printer IDs, call
the AOTS hotline.

STEP 10: PRESS QRIukRi (for your workstation's printer ID), or enter a printer ID and
press i.
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mGTU3.NS NIL ,dltor - Tak IPrnt Selection 22 Nou N
2.6 rlai Options - Pee 2 WO"ITE The prompt changes on the

screen to reflect the task ID
IM. PK FM ad DtV Location Codes Do Not Print for which task data are
1z. PwfC.aect & "ieI. 0Vnt, Do Not print being printed. (In our

12. Cmnerio Position training UqAmirements Do Net print
13: Tad atorg sa o Do not print examplc at the left, we are14 . N bandary perormnce InDomation Do Net ptt printing data for taskIS. Performnce Asauce 00o t print
I&. Preeeqilte Task(.) Do Not Print F10036.)
I Tem Task informatiom Do Not Print
18. Task Qualitication fime (Duratia,) Do Not Print
19. sabtaek tntn ie Print

. RGIN PRINTING va

Select Print OptLons; Select =IN PAINTING
prees (PAS ) to ABORT P.inting

Generating Task Print Outut File
Printing Task FIBS36-

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.

fSTEP 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, you may quit the menu and log off the svstem,
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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81193 1 Cutiy PO lCE P.;. 1 The printout illustrated at....... . . . the Icft reflects an example
of Behavioral Objective

OOJCI A IRA...TC CI ..I CFSI GA?... data for a task. You may
..... obtain this data by select-

I. . ... ... Al. ing Option 2 on Page I of
...... O... 9 0.P. .. 3 . . the MTL print menu.

Oblj4C1iv Ar £0: RiCk BOth
.... I ,od . .I8 M96 A task-level behavioral
tII. *oo itin.tioo Da1t 27 1O. 1986 objective is referred to as a
Co.p.... ObIiee St .t... TERMINAL OBJECTIVE.

CONCT A T^FFtIC ACCCOFNC rIsrfGAf ON IN A tCORBANCE wI z 1 There ay.be Lto
3 'HAP 7, AFa 125"14 PARA .6. AFR 125"19 PARA T Tuerpma y b e u o a

".-N M~l~is :terminal objectives fora
.. f.... g SateIPTI task, however most tasks

T"*t I° DASCRIPTi contained in the AOTS have
E C o I#NVSTIGATE &C* ,RAPIC ACCIDENTS one terminal objective.

"Y£ it TI-1', (C)A]o (S) - $t1i14, (O)th.r

Oefort.e ReSOuPCCS

PORTABLE RADIO

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 Comolete Obiective 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

CAI On-line training lesson using the AOTS; Interactive
Video Disk (lVD) lesson using the AOTS

Sound-On-Slide Sound projector with slides

Other On-line lesson using training system other than
the AOTS; lVD lesson using training system other
than th, AOTS

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 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 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

0 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.

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

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

S 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 AOTS that applies to
the task. There are two types of tests stored within the system: Knowlcdge Test
and Performance Test. A knowledge test may be administered on line or ot f line,
while a performance test is always administered off line.
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o The Publication References are sources of information (policies/procedures)
pertaining to the achievement of the objective. Publications include regulations,
pamphlets, technical orders, manuals, etc, you can refer to for obtaining more
knowledge about the task.

811XX Security Pot ice Page 1
Task- F10036 19 Dec 88 The printout illustrated at

Tas" Id F10036 Version : 5 the left reflects examples of
Reference data for a task.

Task Statemnt You may obtain this data
ccioucr A rRAFFIC ACCIDENT INVESTIGATION by selecting Option 5 on

Author Page 1 of the MTL print
Last Modified by Patie A A(ba menu.

Pubtication References : Remember, references are
AFP 125-2 . Volune 3 publications you can

TECHNICAL GUIDE FOR POLICE TRAFFIC OPERATIONS review which contain task
reakdows : CHAPTER 7 performance information.

APR 125-14 To gain more knowledge of
:.-O ;.,,E T~rF.-,. ,,v -', (PA) the task policies, purpose(s)

AFR 125-19 and procedures, you would
LAW ENFORCEMENT PATROLS AND TRAFFIC OPERATICNS refer to the references

AFR 125- listed.
SECURITY POLICE HANOB

The reference data include publication identification (e.g., AFR 125-3), the title of the
publication, and the specific volume and/or supplement (if applicable). Breakdown data
may also be available, which are specific parts of a publication, such as chapters, paragraphs,
tables, etc., you should refer to as you prepare for training/performing the task.
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BITXS~wy Poi" P.. The data illustrated at the

1- I F10036 V-G,, left are examples of per-
formance resources. You

CONUCT A TRAFFIC ACCIDENIT INEIATION may obtain this type of data
by selecting Option 15 on

L. Mifid byPate A IDAPage 2 of the MTL Editor
byfoAm Resw .A A print menu.

POTBERADIO Remember, resources are
SEUIT OICREICLE tools, equipment or mate-

rials which you will use
TAPE MEASURE when learning a nd

performing the task. The
CHALKdata includes the name of

MUlD PAPER the resource and, some-
times, a concise description

TEMPLATE of the resource. At a
minimum, you must know

PENIS) (or learn) how to correctly
Af FO" UOuse the resources as they

pertain to the task. As you
A, ro BATgain more experience in

performing the task, you
AF FORMA 13TS will become more skilled in

UNIFORM POL.ICE TRAFFIC COLISION REPORT EPA) the use of these resources.

RITA Sew~syRoIc. .9* I
TA k - TSO09 19 Sn WS

A1sk Id 103 AT,.SA YIT~ f the task you are printing
has not been broken down

I.,kSt~t ntinto subtasks, you will see
CONDCT VAL SERCHOF hSUSECTActivities data presented as

A,1",r illustrated in the screen at
,..tM~ifed b Face A tt.the lef t. You may obtain

AAit:e activities data by selecting
T. POSITION SUSPECT WIT4 ARMAS APART, ROTH HANDS Ar swaJLmA LAEL. Option 19 on Page 2 of the
2. PLACE SUSRECTS ARIM FLAT AGAINST A VERTICAL OBJECT SU.CH AS A WALL 0 A MTL Editor print menu.

VEH ICLE

3. POSITION AND SPREAD THE SUSPECTS RFT 12 TO 18 INCHES ARART Activities are the per-
4APROACH THE SUSOPECT FRO4 TAR RIGRT SID f ormance steps which apply

5. TURAN SUSPECTS FACE TO TAE OPPOSITE DIRECTION AWlAY FROM YO to the task. You will be
6. GRASP THE SUSPECTS AIGRT ELBO.W WITH YOUIR RIGHIT HANID TWIISTTING SLIGHTLYT required to learn and per-
7. GRASP TAR SUSPECTS NECK (IND EAR, AM.ASTOID AREA) WITH TOM LEFT HA sequence listed, before you
S. PLACE TOMI RIG"I MA0 SO TAT TOUR INDES FINGER ANID TIHUMB IS GRIPPING can be certif ied on thc task.

THE MUPECTS RIT M JUST ABOVE T441 FLIOO JOINT

7. PU WTARH SUSPECTS ARIA TOWARD TAE WALL. APPLTIN IS RSDRI PREPRMIIOAI
00 A~ ARIA EXACTLYT OPPOSITE THE WAT TAR ELBOW IS HINED

If your AFS is 452X4 or 454X0, activities may not be listed. Instead, a statement is
provided that identifies the Techn~ical 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 :d : F10039 Version : 5 left. To obtain this type of

Task Statement data, select Option 20 on
Page 2 of the MTL Editor

CONDUCT A WALL SEARCH OF A SUSPECT print menu.

Author . Skills and knowledge data
Last odified by Patie A Alba include concise statements

which reflect the kinds of
Supporting Skills and Knowledge skills and/or the knowledge

SEARCH TECHIOUES/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.

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

o 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 as available
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
aDl tasks defined for your duty position and have completed any other Training
Requirements required for the position.

o 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 AOTS.

o Training for a task involves four separate task training events:

1. Knowledge Training,
2. Knowledge Evaluation,
3. Performance Training, and
4. Performance Evaluation.

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

0 Task training events are designed to occur in sequence, i.e., 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.

Events are 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
off line).

0 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).

o 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 for such a task
occurs entirely off line, without the support of the AOTS.
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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.

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

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

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

If a CAI lesson 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 line, using
training materials such as a film, sound-on-slide presentation or
textual materials (e.g., training manual, T.O., regulation), or by
directly receiving knowledge training from a designated trainer.

o The Knowledge Evaluation event 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 e.vent either 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 off
line. A person, designated as an evaluator, will evaluate your
knowledge about the task/subtask by administering a non-AOTS
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 ITR).

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).

o 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 further Knowledge Training or Knowledge Evaluation
events you are required to complete, or

- The next event is a Knowledge Evaluation event which will occur off
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.

Each time you "Proceed with Training", the system also determines whether or not you
completed the last Knowledge Training or Knowledge Evaluation event you had been
accomplishing.

o 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 CAI 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.

o 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 v.. 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 not completed the event, you will so indicate (by responding
Dn 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 cycle is
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repeated until you, or another authorized person (i.e., trainer/eva-
luator, supervisor or training manager), marks the completion of the
event.

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

SIJFSZ?.OSI Advanced Ow-The-Job Training Sq.tem (AOTS) 7 Dec 88
1.3 Prim Acc s "a To proceed with training

when using the AOTS, you

1. Pertti1 ?raining Intormatlon must first select the Per-
Z. Master Task List 01.) 1"ter sonal Training Information

option from the AOTS
i. Qualt This Ma,., Primary Access Menu, as

illustrated to the left.
Select Option: 1_ (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.)

8-2-1

IL STEP 1: SELECT THE PERSONAL TRAINING INFORMATION OPTION. Enter 1 and
press (.

MGT83.8S5 Airman Training Record (AR) Manager 7 Dec 96
1.8 Training Record (or S. Adam. Pat A. Proceed with Training is an

option within the ITR

1. individual Training Rusents portion of your training
. d Ing1  D record.

3. T~alminn Hlstmvr Data

4. Acces Level
S, Cange Pasimaord
6. Print a Training Record

q. Qmlt This Ilm

Select Option: i.

8 2-2

- STEP 2: SELECT THE INDIVIDUAL TRAINING REQUIREMENTS OPTION. Enter 1 and
press Cg- A x .
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MGh318.iI Indiuliual Traling lmqlirenints 7 Dec M
1.5 As.en .i., anM .ratio Proceed with Training Is

the third option on the

1. Display b l Traiing % e screen you are now viewing.
2. Display Uarlnifg Schedule
3. Proceed With Training
4. poeltion Qualification Status lnforiation
S. print Trueiing Requiriemts
S. Print Trelaing Schedule
7. print Position Qualification Status
a. hcea canardl 1Y1

q. Quit This Nano

Select Optlon: 3-

8-2-3

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

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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9 TRAINER/EVALUATOR FUNCTIONS

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

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 fcr 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.

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 conducting training are two of the four functions
identified on the table, for which this -ection 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 s'ipport of the AOTS, you will
gain a further understanding uf th'e interrelationships you will have
with trainees, evaluators, superviz,,,s 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 procedures for scheduling and conducting
training vary from task to task, depending on the type 6,f tiaing involved and the amount
of data existing within the AOTS for the task.

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)
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o Task tra-ning involves four separate events:

1. Knowledge Training
2. Knowledge Evaluation
3. Performance Training
4. Performance Evaluation

As a 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:

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

- The four events apply to each 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 objc,:tive 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.

- 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 objective 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.

0 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
sufficient 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 is
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
AOTS 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
further training. Performance evaluation is always administered off
fine.

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 evaluation
event is conducted by whatever means are established within
the workcenter.

Because the procedures for scheduling and conducting training vary somewhat,
depending on the type of event involved, this section 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

SUPRZ7.Sl Advanced Ow-Th-Job Training Syste COTS) 7 Dec 90
1.3 Prim", Access Ro The screen at the left

illustrates the AOTS Pri-
i. Peeumal Training Ifrmatio mary Access Menu. To
2. Training Man&g t schedule a task event, you
3. Matar Task List (nil.) interface must access the training
4. Poition ?Rniremet, management option.
q. Wiit Thin menu

Select Option: 2

9-2-1

STEP 1: SELECT THE TRAINING MANAGEMENT OPTION. Enter 2 and press

SIPSZ.966 Training Management 7 Dec N
1.3 Depending on your user

type(s), the screen illus-
. TrainingSciuusslr (Atrated at the left could have
2. Airma rainin A (AY) as few as three options or

3. Rrting Fro .am as many as seven options
4. Qalification An nt
5. Oft-Line Test Control listed. You need to access
6. Off-Line Tet Scori"g the Training Scheduler.
7. Accs existing Eunut

q. Quit Thin "am

S nlct Option: 1

9-2.2

3 STEP 2: SELECT THE TRAINING SCHEDULER OPTION. Enter 1 and press L a
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SJIZ7. 066 Training Menagemnt 7 Dec 8U
1.3 If you are a trainer as well

as a supervisor, you will see
1. TraiingR Schdr the prompt illustrated at
2. At, a Triin Reco,4 (ATR) nager the left, and you will per-
3. Reporting hrmorams form Step 3.
4. Qs aitication Asessment
S. Of -Lin* Test Controlta
6. Off-Lin 7et S oring If you are a trainer, but not
7. Access exsting Event a supervisor, you will not
q. Qui This Fl .. see the prompt illustrated

at the left, nor will you
perform Step 3 (instead,

Select Option: I proceed to the information
presented after Step 3).

Select Type of Training e : (T)rainr, (S)uPervmora, (q)uit ? 1.

9-2-3

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

SUMZ. 6 Tralning Manallemeret 7 Dec M6

1.3 Here you identify the
trainee for whom you are

1. Training Scheduler going to generate an event.
2. Airman Training f ,,c. (AIR) Marage When entering the person's3. Report 7lel Prgae~ AI)R~t
3. Reemt SSAN, do not use dashes.4. % lirlcation rsea nt
5. OT-L inm Tet Control
6. Off-LinI lost Soring
7. Access existing Event

q. Wuit This lMeu

Select option: I

Please enter the SSM of the airman. 98889M8

9-2-4

~ STEP 4: ENTER THE TRAINEE'S SSAN AND PRESS LigTI~iJi.
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MGT38.86 Individual Training Requirements 8 Doc W
1.5 Assiwgment Ravi". and Generation If you are a trainer, but not

a supervisor, you will see
the screen illustrated at the

1. Update or Schedule Individual Training ulreftth acen y illrae pe
2. Training set Mus o Update left, and you will perform

. Quit This mnu 
Step 5.

If you are a trainer, as well
Select Option.: 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).

9-2-5

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

MGT3.03 Individual Treining Rlquirwnta 7 Dec U
1.5 Select Action besired To schedule a knowledge

training event, you must
Update or Schedule Training select Update or Schedule

2. Trainin Schedule. =f.,to Training.
3. Position Task Qualification Status
4. Print Training Requireeuts
S. Print Training Sch"Mealee
6. Print Position Task qualifications
7. Acc General IT1

q. Quit This NmO

Select Option: I-

9-24

STEP 6: SELECT THE UPDATE OR SCHEDULE TRAINING OPTION. Enter 1 and press
FRLETURN.
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PIGT83.".OS Indluvdual Traling Requirements 7 Dec 98
1.S Select rpe of training to Update At this point, you arc

accessing the various com-

1. AFS Task ponents of the trainee's
2. Ancillary ITR. As a trainer, your
3. Additioml Duty interaction involves the
4. ECtJ, icD AFS tasks.
5. IEICICC
6. PHl
7. rormal Training

q. Quit This Menu

Select Optlon: I-

9-2-7

(I STEP 7: SELECT THE AFS TASK OPTION. Enter 1 and press I.

MG?854.806 Task Training Requirements 7 Dec 98
1.5 For IM Adam, Pat A. The screen you are viewing

1. Task 10: FIM status: In Progress lists the first four tasks
INSPECT FIXED POST FOR DISCREPANCIE appearing on the person's

ITR.
2. Task ID: FROM States: rom

FIRE WEAPONS TO MAINTAIN QUALIFICATION

3. Task ID: 01096 Status. None
P1IFOR OPERATOR MAIHtVNCI ON AN 4-16 RIFLE

4. Task ID: F1883 Status: None
CONDUCT A WALL SEARCH OF A SIWPBCT

Enter (A)dd to end. (I)naert, (O)rder, (Dlelete, (S)cI..dule or Assign.
(C)Grtify, (I)reaiJown, (R)lvisu status, (q)uit ? a

9-2-8

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
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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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 yu are schedulin an event must
I& one of the tasks listed 1n th screen you are now viewing. When necessary:

o Press the key, and continue to press the key, until the task you are seeking
can be seen on the screen,

or

o Select the Task Search option (enter T or lower case t and press RETURN ); 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
h h. Then, select the task for which you want to schedule an event.
Enter the field number corresponding to the task being scheduled and press
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As a result of Step 8, the screen changes in one of the following four ways:

1. You see a prompt advising you are not the primary trainer for the individual
(see Special Procedure #1), or

2. The status of the task you selected changes from "None" to "Awaiting Certification"
(see Special Procedure #2), or

3. A screen titled Task Initialization is presented (generally this will occur and
starts with Step 9), or

4. 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
one person may be identified as the primary trainer and another person as the primary
evaluator.

o 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 trainer) 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 you been
designated as the trainer for this task.

o In order to schedule training for this individual on this task, the following
procedures are required:

STEP A: Press D as prompted on the screen.

STEP B: QUIT each screen until the AOTS Primary Access Menu appears on the screen.
(Enter 0 or q and press as many times as required until you reach

the primary menu.)

STEP C: Advise 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, repeatthe procedures contained in this section, beginning at the first step of Part A.

o 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 I - 8 of Part A. If you don't see 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".

o Without behavioral objectives, the Training Scheduler cannot be used to schedule
or conduct training events for the task. (Events do not exist for a task without
a behavioral objective.)

o The training for the task must be accomplished without further support or data
from the AOTS. The status of the task, on the person's ITR, will remain "Awaiting
Certification" until the task is certified by the person's supervisor.

Since the scheduling of events is not possible for this task, perform Step A below.

t STEP A: SELECT THE QUIT OPTION (enter 0 or a lower case q and press ) 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 schedule another task.

o If you are = 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 off 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.

lGTh5S.283 Initlalization for Task MOM 7 Dec 86
1.s The screen at the left is an

illustration of the Task
I. start Datae 87 ec 1968 Initialization screen.
2. Trainer 8 t Bake,. Jan C.

You will see the task ini-
3. roalua o 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) ke , or ((Ente (MeIJ muemer>, (q> quit) I (retaun)) 9

9-2-aA

This Task Initialization screen identifies the training start date, trainer and evaluator
for this task.

o The training start date wi!l automatically be reflected as today's date. You may
change the start date, or you may accept today's date.

o 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 0 or lower case q and press LI.kuiD)
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.

1%7S4.801 Task Training Rquirements 7 Dec 88
1.4 For Sr Ad,, Pat A. on Task P812Th The screen at the left is an
FIRE WEAPONS TO PiETAIN QrALCAtIO illustration of the Task

Status screen. The sche-
I. Te7e. 0hi. 1774 Xnmlee Trning thuasle duling of events occurs at
2. Ter.. Obj. 1774 Xnoledge Ivaluation lUss8ignod this point.
3. lera. ObJ. 1774 peHormauc l Training unasignad
4. To,.. Obj. 1774 Perormace Ealuation Uasaigned o To provide you a better

understanding of the data
reflected on the screen, the
contents of the Task Status
screen are described below.

Enter (SiMcodul. or assign, ()vent Display, ()0anel Assignment.
(H)ark Complete. (1)deatiry Tralls,.aluator, (q)ult ? a

9-2-10

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).

o 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 referred to as a Supporting
Objective. The subtask number, "", "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.

- 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 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 9-3 Event Status Summary

ISTEP 10: SELECT THE SCHEDULE OR ASSIGN OPTION. Enter S (or s) and
pressIkYh=
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-IGTI64.O11 Task Training Requirements 7 Dec 8
1.4 For SA Ada .s, Pat A. on Task M Anothr prompt is added at
HRE WEA TO MITAIN ~LIFIn i the bottom of the screen,

Task Level Objective ?9p. w.Ont Status adN ising you to select the
1. Term. O1J. 1774 Xno.Iedge TwatnIng Unasigned event.
Z. Term. OkJ. 1774 Xnauledge Evaluation Unassigned
3. Tero. Obj. 1774 Purtormauce Training Unassignod
4. Tem. Obj. 1774 Parformance Evaluation Unassigned

Select the tak eent to schedule or assign

Us. (cureor) ke" , or ((nter (field number), (q> qlit) I (return)) 1

9-2-12

SSTEP 11: SELECT THE KNOWLEDGE TRAINING EVENT TO BE SCHEDULED. Enter the
field number which corresponds to the Knowledge Training event for the task (or
subtask) and press . (In our example, we selected field number 1
which corresponds to the Knowledge Training event for our example task.)

The screen changes in one of two ways:

1. The Training Materials screen is displayed, or

. The Event Notice screen is displayed.
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TRAINING MATERIALS SCREEN IS DISPLAYED

EULE1.8" BeJ~aviora! Objectiva Editor 7 Dec kiD
2.8 Try Materials for rFU-r-T-7?4- ,=wede Trailli If training materials for the
FIRE WEAPONS TO MINTAIN QULIFICATION task have been defined in

the system, you will see ther jFS U bc,'it~, screen illustrated at the left

1. T EmI 3-1 ARMING AND n tUSE or FORE and you must perform Step
Z. C 81-1-1-Z-3 PREMAUSMNIP TRAINING 12.
3.
4.

S. o If training materials have
7. not been defined for the
8. task, you will not see the
9. screen illustrated at the

left, and you will not per-
12. form Step 12 (instead,

TYPE: (Fii,. (T ext. (C)AI. (D)oud-o-SliAe. (O)thar proceed to the information
Enter ,wber of tr lain material to ,elect following Step 12).

Use (page down) key tar paling.
Lin (cmuow, kop, or ((Enter (field vuber) (q) quit) & r"turn)) 2

9-2-'3

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 legend at the bottom
of the screen illustrates.

The Training Materials screen provides a list of materials that have been defined for
the task (or subtask), which will assist the trainee -n attaining requsite knowledge about
the task. You are required to identify the type of material to be used as the trainee's primary
source of requisite knowledge. There are some rules regarding your selection of materials:

o If CAI or IVD is defined for a task/subtask, you must -,ict the field number
corresponding to the CAI or IVD material. CAI and IVD must be the primary
sources of providing knowledge training, when such materials exist for the task.

o 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.

1 STEP 12: SELECT THE PRIMARY TRAINING MATERIAL TO BE USED BY THE TRAINEE
FOR THIS KNOWLEDGE TRAINING EVENT. Enter the field number correspond-
ing to the training material and press FRET . (In our example, we selected
field number 2 which corresponds to CAI lesson 81-1-1-2-3, titlea
"Premarksmanship Training'.) The Event Notice screen is displayed next.
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MGI831.8i@ Training Event tsiguent 7 Dec U
.s Task Training Event 3 The screen at the left

Task Evnt ide.titication: FINVII-T- 1?4-1mou ledge Training Theusre a ole vent
Generated by 8as Sgt Baker, Jans C. illustrates an on-line Event

1. Trainer: 888888M swt Baker, Jan. C. Notice. The notice will be
2. start Date :. Ti:,: No Schedule printed automatically once
3. I.M Date nd T..: No Schedule you generate the event

Ikusher of Perticipants: (SrA Adam, Pat A.) (explained later).

4. Installation:

Training l ethod: CA!
PREARSPN/W41P TRAIIXG

S. Decription;

Enter (C)ncel Event Generation, (Moqdit Evewnt, (M).elate Event ? -

9-'3A

The following information is provided to acquaint you with the information appearing
on an Event Notice, and to explain the data for which you are responsible.

o The system automatically establishes an Event.ID for each training and evaluation
event. The Event ID is reflected in the sub-title of the screen. (In our example,
the Event ID is 350.)

o 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:

F00278 - T 350 - Knowledge Training

t t t t
Task Task Objective Type of Event

ID Level ID

The task level wi!I reflect "T" when the event applies to a terminal (task) objective.
"Sl", "S2", etc., is reflected when the event applies to a supporting (subtask)
objective, where the number corresponds to the specific subtask involved ("SI"
applies to the first subtask; "S2" applies to the second subtask, etc.).

o 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.

o The start date and time, and end date and time, for the accomplishment of this
Knowledge Training event are reflected in Data Fields 2 and 3.
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- If vou want the event to be assigned or reassigned (i.e., occur AS
SOON AS POSSIBLE), you will n enter dates nor times for the event.

- If you want the event to be scheduled or rescheduled (i.e., occur
DURING A SPECIFIED TIME FRAME), you will need to enter the
start and end date(s) and times, by modifying Data Fields 2 and 3.

o The number of participants (trainees for the event) is reflected next. When there
is 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.

o The installation where the training is to take place is identified in Data Field 4.

- If the event will take place in the normal work place of the trainee
and trainer, no installation data are required.

- If the event will occur outside of the normal work place, you need to
modify Data Field 4 to identify the base, building or other specifics
explainin'g where the event will occur.

o 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.

o 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 5.

STEP 13: SELECT THE MODIFY OPTION IF YOU NEED TO ADD DATA TO THE EVENT
NOTICE. Enter M (or m) and press C. 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 (._kTJ. (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 L LD.
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STEP 16: REPEAT STEPS 14 AND 15 FOR EACH DATA FIELD THAT REQUIRES MODI-
FICATION.

II STEP 17: SELECT THE QUIT OPTION. Enter Q (or q) and press L

STEP 18: SELECT THE GENERATE EVENT OPTION. Enter G (or g) and press

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.

o The person'q ITR reflects the-status of the task as well as the status of the event.
The status of the task will be "In Progress"; and the status of the event will be
"Assigned", "Scheduled", "Reassigned" or "Rescheduled".

0 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
Schedules until the event is cancelled or marked complete.

o If the task is one listed on the person's Position Qualification Status listing, the
status of the task is reflected as "In Progress".

I;G?64.001 Task Training Requirents 7 Doc 86
1.4 for. SrA Ad, Pat A. " Tsk F" Once the event has been
MEU IEAPONS rO MAIMTAIN 91IMICAYIONOc h vethsbe

generated, the Task Status
Task L O screen returns to view,

1. Tor,. Obj. 1774 X,,.,,dge Traiis i gm reflecting the new status of
2. 7r,. Obj. 1774 Xroulidge E aluation U nasigned the event.
3. Teru. Obj. 1774 Terfamasce Training Unassign d
4. lcr,. Ohj. 1 4 P uotmac Evalution U ,sigid If you did not enter

start/end dates and times,
the status is reflected as
"Assigned" or "Reassigned".

If you entered start/end
dates and times, the status
is reflected as "Scheduled"
or "Rescheduled".

Enter (S)chedel° or asl;sign, (E)vent Displaq. (C)ancel Assiginent.
Wark Comlete, t:)dentr, Trainep/Eviluator, (Q)uit 7 q

92.14

Ij~ STEP 19: QUIT THE TASK STATUS SCREEN. Enter 0 (or q) and press Q,
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LAST STEP FOR SCHEDUUNG A KNOWLEDGE 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 off the system, or you may perform another AOTS
function.

CONDUCTING THE KNOWLEDGE TRAINING EVENT

When the trainee receives the printed 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.

o 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 trainthg 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

SUPZ?.81 Adunced O hle-Job Training System (ACTS) 8 Dec 8

1.3 Pri.mar Acess om The screen at the left
illustrates the AOTS Pri-
mary Access Menu. fo

. Peroal rainig Iormation schedule a task event you
2. Training Haame"t
3. Mate" Tak List (€nI) InterfaCe must access the training
j. Quit This rm management option.

Select Option: 2,

1;2-1S

STEP 1: SELECT THE TRAINING MANAGEMENT OPTION. Enter 2 and press

SJgZ?.MS Training Management 8 Dec W

1.3 Depending on your user
type(s), the screen illus-
trated at the left could list1. Tr~aining Schealer

2. Off-Line Test Control as few as three options or
3. Ofr-Lne Teat Scoring as many as seven. You need
4. qce existing Event to access the Training
q. Quit nlu hem Scheduler.

Select Ottion: I

9-2.16

3 STEP 2: SELECT THE TRAINING SCHEDULER OPTION. Enter 1 and press
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sumJl."S6 Training Ilen t a Dec Is
1.3 If you are a trainer as well

as a supervisor, you will see
i Triing Sc the prompt illustrated at
2. Aima Training 1e- 1 (ATI) F the left, and you will per-
3. lep-tins Progrs form Step 3.
4 Qualification Aeeeeueut
S. Off-Line lest Cottraion
6. Ofr-Line Test Soaring If you are a trainer, but not
7. Access msting Zvet a supervisor, you will not
. ait Thi. hm see the prompt illustrated

at the left, nor will you
perform Step 3 (instead,

select Option.: I proceed to the information
presented after Step 3).

Select Type at Training Mods. (Draine, (S)MApevisov, (Qlult ? 1

9-2-17

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

SUPMIIt. Training lanu igmt 8 Dec M

1.3 Here you identify the
trainee for whom you are

1. Training Scheule. going to generate an event.
2. Of-Line Te cno When entering the person's
3. Off-Line Test Scewing SSAN, do not use dashes.
4. Acoee emisting Eent

q. Qit This Pamt s

Select Option: I

Plea.. ester the SSAM of the alrma: IIIISI..

9-2-18

~ STEP 4: ENTER THE TRAINEE'S SSAN AND PRESS Ci ThRKJ.
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rIG"h3.SW Individual Training Requirearmts a Dec as
1.5 Asuigiment Review and Gnmrat ion If you are a trainer, but not

a supervisor, you will see
1. Update or. Schedule Individual Training Reqluirement letrean yolustae wil peror
2. Training lent Raview or. Update lfadyuwl efr

Step 5.
q. Quit Thin ram

If you are a trainer, as well
Select Option: L 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).

9-2-19

~~ STEPS5: SELECT THE UPDATE OR SCHEDULE INDIVIDUAL TRAINING REQUIRE-
MENT OPTION. Enter I and pressC IU i

1GTM3J6 Individual Training Iequireinewt as9
-1.5 Select ActionS begied To schedule a Performance

Training Event, you must
1. Update or Schedule Training select Update or Schedule
Z. Training Schedules Wormation Training.
4. Print Trainming 111"mirexonut
S. Print Training Schedulas
6. Prin Paisition Task qvialiflcatigiw
7. qces - gneral ITIl

q . Quit This Nona

Select Option: I-.

9-2-20

SSTEP 6: SELECT THE UPDATE OR SCHEDULE TRAINING OPTION. Enter 1 and press
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lGTS3.B Individual TraininS 3l.quiw mtt 8 Dec a
1.S selct Too at ?~Lnlnlg to Upd$t At this point, you are

accessing the various cor-
. ,ponents of the trainee'sz. a ITas, ITR. As a trainer, your

3. Aitl."aoIut interaction involves the
4. ConItnguc, AFS tasks.
S. IlP c
&. 131
7. Formal Trwntrg

q. Quit Tin Noiw

Select Option: I.

9-2-21

" : STEP 7: SELECT THE AFS TASK-OPTION. Enter 1 and press L.

MGTA.3S6 Task Training Rieqirattita a Dec Be
1.5 Fr SA Adam,, Pat A. The screen you are viewing

I. task ID: Flom States: No"M lists the first four tasks
1MS31CT FIXM POST FOR DISCEPAS CI appearing on the person's

ITR. The screen at the left
2. Task 10: FU2M StAfts: In Psooe is an illustration of how

fiRn WBApoI TO MAINTAIN QUALIFICATION tasks appear on an ITR.

3. Task ID: 01899 States: None
PUFm OPMqTOl MAINTDVI ON AN M-16 RIFE

4. Task i: r1f39 Stat"u: HIMI
CONDUCT A WIUUML OF A SUSPUCT

Enter (Aldd to end, (I)nawt, (O)rd , (D)olat., (S)chedulo oP Aig",
(C)etitq, ()reaidnu, (RMviel stats. (qait ? a

9-2-22

It is important to remember that tkhh task X.. scheduling aa event for must be one
of the Iak lite QA th screen M are now viewing. When necessary:

o Press the key, and continue to press the key, until the task you are seeking
can be seen on the screen, or

o Select the Task Search option (enter T or lower case t and press RETN ); 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 s) and press

x. Then select the task for which you want to schedule an event. Enter
the number corresponding to a Task ID and press C.
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flGTSS.80! Task Training Requirements 8 Dec U
1.4 ore SA Adams . Pat A. on Task FOOM The Task Status screen isFill[ UIO to I [N1AIN qUAIVIICATI0ON now in view. The screen at

the left is an illustration of?ask /Lvl Objectiv Typel Event Statrus

1. 70:.. Obj. 1774 Xnmiledg Tr~aining C4aeo a Task Status screen.
2. Ter.. ObJ. 1774 Knowledge Evaluatlon Complete
3. Tom. obj. 1774 Perf.ane Training uassigild You may refer to Part A, to
4. Tr. 0j. 1774 Peoma ce lealeaticn uU5E5 1i"d the data presented betw een

Steps 9 and 10, if you need
an explanation of the data
appearing on this screen.

Enter (S)chedule or assigo. (l)vent Display, (C)anoel Asignme,
()ark Complete, (I)dutlr Trainsrovalwuator, (quit ? a

9-2-23

STEP 9: SELECT THE SCHEDULE OR ASSIGN OPTION. Enter S (or s) and press
LRETURND. Then select the training event you want to schedule. Enter the
number corresponding to a Performance Training Event and press (CRETURN

%G81.Sit Tralinig Eent Assignment 8 DW a
1.5 Task Training loant 3The screen you are now
Task Event Identitication: F1279-1-174-Pafo,.anc, Trigin v he e e n o

Gsut by: ffiew Sgt B.er. Jane C. viewing is the Event Notice
1. tra I.n: St ker., J,,. C. screen. The screen at the
2. start D , am Tim: No Scade, left illustrates an on-line
3. .., Date and Ti..: N. Scs... . Performance Training

?amhlr ot Participmts: (Sr* Adams. Pat A.) Event Notice. The notice is
printed automatically once

4. you generate the event
(explained later).

You may refer to Part A,
S. Description: between Steps 11 and 12, if

you need an explanation of
the data appearing on this
screen.

Enter (C)ancl lierA Cuatiom, (Wodify lvent. (C ietat. leamt ?

9-2-24

STEP 10: SELECT THE MODIFY OPTION IF YOU NEED TO ADD DATA TO THE EVENT
NOTICE. Enter M (or little m) and press C .(If you want the event
scheduled for a specific timeframe, ensure you modify options 2 and 3.) GO TO
STEP 15 IF YOU DO NOT NEED TO MODIFY DATA.
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SSTEP 11: SELECT THE FIELD NUMBER CORRESPONDING TO THE DATA YOU WISH
TO MODIFY. Enter the field number and press CIR7TflN J. (You can only
modify one data field at a time.)

STEP 12: ENTER THE DATA AS INSTRUCTED BY THE PROMPT ON THE SCREEN.Enter the data and press TU .

j STEP 13: REPEAT STEPS 11 AND 12 FOR EACH DATA FIELD THAT REQUIRES MODI-FICATION.

I1~ STEP 14: SELECT THE QUIT OPTION. Enter Q (or q) and press , _I).

STEP 15: SELECT THE GENERATE EVENT OPTION. Enter G (or g) and press

Generating the event causes notices to be automatically printed to you, as the trainer,
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.

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 will reflect the event. Additionally, your
Training Schedule will reflect the event. The event will remain on the Training
Schedules until the event is cancelled or marked complete.

124



D R A F T AOTS User's Handbook

- GTf64.101 Task Training Requirements 8 Dec 88
1.4 For SrA Ada... Pat A. on Took FO Once the event has been
FIRE wgAp0S to MAINTAIN LIFICATION generated, the Task Status

screen returns to view,ask Levl bjet| i 19reEvet St.atu c e ti gt e n w t t so
1. le7.. 06J. 1774 Knowledge Training Complete reflecting the new status of
2. lerm. ObJ. 1774 Knowledge Evaluation Complete the event.
3. l rs. OJ. 1774 Plgformeae Training Assigned
4. t.. Obj. 1774 Pe.torm.alu Evaluatio, Uased If you did not enter

start/end dates and times,
the status is reflected as
"Assigned" or "Reassigned".

If you entered start/end
dates and times, the status
is reflected as "Scheduled"
or "Rescheduled".

Enter (S)chedale or "sign. (E)vant DIsplaYg, (C)ancel AMIgimat,
(N)rk Complete, (I)dentif Tr eer/livaluator. (q)ult ? &

9-2-25

I ~ STEP 16: QUIT THE TASK STATUS SCREEN. Enter 0 (or q) and press U.

LAST STEP FOR SCHEDUUNG 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 off the system, or you may perform another AOTS
function.
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CONDUCTING THE PERFORMANCE TRAINING EVENT

Performance training is always conducted off line.

0 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 breakdown 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.

o In Section 2 we provide a decision logic table which portrays 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 are responsible for performing each
function for each type of training.

Scheduling and conductin2 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.

0 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)

o T3sk training involves four separate events:

1. Knowledge Training
2. Knowledge Evaluation

3. Performance Training
4. 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:

o Task training events apply only when the AOTS contains one or more behavioral
objectives for a task.
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The four events apply to each behavioral objective for the task. When
a task is broken down into subtasks, the four events also apply to each
supporting behavioral objective.

0 If a behavioral objective does not exist for a task, the Training Scheduler does
=o accommodate the scheduling nor conduct/administration of training for the

task by way of events.

0 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 accomplished on line.

If a CAI or IVD lesson does not ( ist for the task, knowledge
training is accomplished off 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.

If 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 accom lished automatically by the
AOTS for on-line knowledge tests.

If a knowledge test does not exi-t in the AOTS, you, as the
evaluator, are responsible for accomplishin$ 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 yMu,
as the evaluator, observe the trainee accomplishing the task, and
determine whether or not the trainee can adequately perform the task
without further training. Performance evatu-ation 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

$U. I..U1 Aivenced Ou-Tho-Job Training SWIMtm (AOS) 0 Dec N
1.3 ri, Acor Mm The screen at the left

illustrates the AOTS Pri-
mary Access Menu. Toz. .0if, latu , &tiQ" schedule a task event you

3. nft.e Task List (NTL) lut"I'M€ must access the training
I. Qit This "am management option.

Select Option: 2

9-3-.1

STEP 1: SELECT THE TRAINING MANAGEMENT OPTION. Enter 2 and press

SU'gZ?.g86 Training anagernt 8 Dec as

1.3 Depending on your user
type(s), the screen illus-
trated at the left could list

2. Or-Linngest th as few zs three options or
3. Off-Line Test sc.ing as many as seven. You need
4. Ac- emslting Event to access the Training
q. Quit This Meu Scheduler.

Select Option: 1

9-3-2

I STEP 2: SELECT THE TRAINING SCHEDULER OPTION. Enter 1 and press .
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SUIpw .0% Training enagemoent a Dec as
1.3 If you are an evaluator, as

well as a supervisor, you
i. Tr n will see the prompt illus-
2. ,,r.o.,Ta Reco (Arn ,,ne trated at the left and you
3. Peprting rogrss. will perform Step 3.
4. Qliilcation Asmefit
S. Oft-Li . Teat control
6. Off-Lin Test Searing if you are an evaluator, but
7. Access existing Event not a supervisor, you will
q. Omit This r not see the prompt illus-

trated at the left nor will
you perform Step 3

Select option: 1 (instead, proceed to the
information presented
after Step 3).

Select Type of Training 'ode . (T)rainer, (S)UPerviaer, (Q)uit ? t

9-3-3

m"~~ STEP 3: SELECT THE TRAINER OPTION. Enter T (or t) and press C IIIaLJ. (Note:
Trainers and evaluators have access to the same options, functions and data.)

SUrlm.11 Training Management 8 Dec a

1.3 Here you identify the
trainee for whom you are

I. Training Sched~din. going to schedule an event.
Z. Off-Li,. Test Comtr l When entering the person's
3. oc-. M sett Sewin SSAN, do not use dashes.4. Aces existing guent

q. Quit This lom

Select Option: I

Pleae enter the SSAM ot the aimean: 90SMUI.-

9.3-4

~ STEP 4: ENTER THE TRAINEE'S SSAN AND PRESS i.
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NGI U.M Inilvidual Traliig Amlrmemts 8 DOc s
1.5 Ai me,,t bt..,. and Gusrtli@ If you are an evaluator but

not a supervisor, you will
1. U e or Se ledl see the screen illustrated at
2. rining e..,,t N.l., or Update the left and you will per-

1. Q Thi 
form Step 5.

If you are an evaluator, as
Select Option,: I 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).

9-3-5

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

GTM3.U3 IndividuarTralving RIkrem eta a Dec 8

1.s Select Action %air, To schedule a Knowledge
Evaluation event, you must

t. Update or Schedule T..i,,n select Update or Schedule
2. Training scaule. urI.e.ton Training.
3. Position ?ask Qualification Status
4. Print traimg Requirent
S. Print Truining Schedules
6. Print Position Task q'aliflcations
7. cce neral ITR

q. Qit This Menu

Select Option: L_

9-3-O

STEP 6: SELECT THE UPDATE OR SCHEDULE TRAINING OPTION. Enter 1 and press
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SGTB3S.eeZ indivqdual Tralning Requirements 8 Dec as
1.9 Select Tp. at Training to Update At this point, you are

accessing the various com-
I. AFS Task ponents of the trainee's
Z: Acillary ITR. As an evaluator, your
3. Additionl Duty interaction involves the
4. Contingency AFS tasks.
S. ECJ.'CBC
6. PHi
7. Formal training

q. quit This m

Salect Option: I

%-3-7

IIT STEP 7: SELECT THE AFS TASK OPTION. Enter 1 and press L iUiD.

tGaa4.006 Task Training Requirmnmta a Dec as
t.S Fr ItA Aden I Pat A. The screen you are viewing
1. task 10: FRM4 stats: In F agi lists the first four tasks

INSE T FIXE YT FOR DISCRIVOCIEU appearing on the person's
ITR.

2. Task ID: F88ZM9 States: In Progress
FIRE WEAPNSO I miAINAIN QIUALIFICATION The screen at the left is an

illustration of tasks as they
3. Task ID: O1 U, States: In g appear in an ITR.

PURFOFM OPEMAOI PMINTI DW ON AN 11-16 RIFLE

4. Task I): FIM Status HMO
CONDUCT A WALL SZARM4 OF A SUSPICT

nter (A)d to end. (I)nsert. (O)rder, (Deleta, (Sichedul or Amsign,
(C)ertlty, (Dlrsa/Akon, (leview state., (qult ? a

9-3-a

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 are 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 -

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 9-4 Task Status Definitions

o It is important to remember that ilhl task ou a=e scheduling an event Lr must
i ong QL th1 Ita = o h screen you are now viewing. When necessary:

Press the ( key, and .;ontinue to press the key, until the task you

are seeking can be seen on the screen,

QL

Select the Task Search option (enter T or lower case t and press
E i T~Z ); 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) andI 1=?press J. 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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GTO64.81 Task Training Requirement Dec 66
1.4 for SrA Mem. Pat A. on Task O109W The Task Status screen
PERFORMI OPERTOR NAINIDWI ON M *-I& RIFLETeTs ttssre

should now be in view. The
Task Level Objective Event Sscreen at the left is an

1. Tara. ObJ. 174 Xnwleto Training Complete illustration of the Task
2. Term. ObJ. 174 Xnoledge Ialuation Uassigned Status screen.
3. Toam. Obj. 174 ?uWOrwsauc, Training Unassignd
4. Tr. Obj. 174 P rf rman ce E aluation U a sig ed T o provide you a better

understanding of the data
reflected on the screen, the
contents of the Task Status
screen are described below.

Enter (Schodule .or asalgI. v)usnt Display, (C)ancel Asslgment,
(W)ark Comgit, (1)detity Traim.,e'ealuator, (q)ult ? 

9-3,-g

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 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 is 174).

o 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 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.

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 event is scheduled to occur ATTHE 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

STEP 9: SELECT THE SCHEDULE OR ASSIGN OPTION. Enter S (or s) and press
CJ. Then, SELECT THE EVALUATION EVENT YOU WANT TO SCHED-
ULE. Enter the number corresponding to a Knowledge Evaluation Event.

The screen changes in one of two ways:

1. If there is a knowledge test for the task within the AOTS, you will see a prompt.

2. If there is = 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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PGT64.st Task Training Asqiements 8 Dec U
1.4 for Sr. A sd. Pat A. On Task 0169 When a knowledge test
PEUFOFM OPERTOR NAINTEPIAE ON AN --if RI ML exists, you w ill see a prom pt

at the bottom of the screen,T sk Level Olbjetive Two Event status
1. 7:,.O. 0 14 Knowledge Uaisning Coplete as illustrated at the left.
2. Term. Obj. 174 Knowledge Evtaluation Una"ig~sd

3. Term. 016J. 174 Partormc Training Unassigned
4. Term. Old V,14 Perorne Evaluation hUasigned

Will the koiledge taut be administermd atlt CV).., Mn)o 7

9-3-10

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.

rSTEP 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 T

IGTO31.U1I Training Event Asignmnt 9 Dec U
1.S Task training twat The screen you are now
Task Event Identification: 018 -- 174-Knuledg ivaluation e

Ge.neatad by: 906M Sgt Baker, Jan C. vwing is the Event Notice
1. ,valuator. 98 9 ISgt lbadber,. Allen 1. screen.
2. Start Date and Tim.: No Schedule
3. End Data and Tim: No Schdul You may refer to Section

Muonar of Participants: (SrA Adam, Pat A.) 9.2, between Steps 9 and 10,if you need an explanation
4. Installatin: of the data appearing on

this screen. (Keep in mind
when you read the infor-
mation, that you should

S. Description: substitute evaluator for
any reference to trainer.)

Entar (C)ancel Event Generation, (n)odlfV let. (G)nerat Swent,
(List Namee ? ,

."~STEP 11: SELECT THE MODIFY OPTION IF YOU NEED TO ADD DATA TO THE EVENT
NOTICE. Enter M (or m) and press C. (If you want the event scheduled
for a specific timeframe, ensure you modify options 2 and 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 (. (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 C.

STEP 14: REPEAT STEPS 12 AND 13 FOR EACH DATA FIELD THAT REQUIRES MODI-
FICATION.

(~ STEP 15: SELECT THE QUIT OPTION. Enter 0 (or q) and press C.

STEP 16: SELECT THE GENERATE EVENT OPTION. Enter G (or g) and press

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.

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".

0 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 there is an off-line AOTS test involved, the test and answer key can be printed either
now as you are generating the event, or later. Skip steps 17-19 below, if the evaluation event
does not involve an off-line AOTS test.
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MGT831.MSI Training Event Asaiuinent a Dec M
1.5 Task Training Eent 35 A prompt is added to the
Task lEvnt Identitication: Ot1999-T-174-KnamIedge Evaluation Aoprom t i thek

Gnerat by: 9 St Bah.. Jane c. screen asking
1. EaIator: B "Sit 3radbrry, Allen 1. if you want a hard copy of
Z. start Dt Tm: No , Schedul the test printed.
3. zal cate and rim: f Schdas

ousbher of Participants: (Sr Adam. Pat A.)

4. Intallatlon:

. Description:

Do ym want ahr cpy' printad thi tast? (M)e.e H)7

1-3-12

SSTEP 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 C. If you enter N, proceed to
Step 20.

EMSt.81t Off-Lim. Teat Gemntion 8 Dec 8

1.s AiON a The screen changes as
reflected in the screen at
the left.

Do you want to print a capy o tim answer hey? (VI., (NM. ? M

9-3-13

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 C.kiD.
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E1,111,1801 Ott-Lim. leat Geeation U Dec ft
1.5 A,.m towe 11" OVITZ If you did not 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.

The test and 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 the

Roo prne ld or prom -Nn# u I need to print at another
ACTS Workstation, you may

9-3-14 contact the Systems
Administrator (call the
AOTS hotline) for the
correct Printer ID for that
workstation.

~~ STEP 19: ENTER A PRINTER ID OR PRESS C~~IK.Enter a printer ID and press
c~fl~~1DIf you want the test/answer key printed at a workstation other than

your own; or just press tLaEIII.N J 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.

flGTU6.Ui Task Training lqqairumuta 9 DeC M9
1.4 rap SrA Ad.... Pat A. on Tak 0199MOc h vethsbe
Ff1., OMMION MINTUWICI ON All 11-16 111u ne h eet a be

generated, the Task Status
Tas Len Obetv W ltSau screen returns in view,

I. Teom. 0lkj. 174 11meuiedge Trainiat Compete reflecting the new status of
2. Teom. Obj. 174 Inowledge livaluation Asslin the Knowledge Evaluation
3. Teom. 016J. 174 Perfornce Traiig Unassigned eet
4. Ter:. O1,J. 174 Purter"Wae Evaluation Uwaaaailllev nt

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

Ente Mc~al oramin, wen blolaV MacelAssgnmnt.is reflected as "Scheduled"
(Mark Complete. M1)Jntity Trolver/lealuator, (qu14 7 or"eceue"

9-3. 15

I1~ STEP 20: QUIT THE TASK STATUS SCREEN. Enter a 0 (or q) and press

140



D R A FT AOTS User's Handbook

LAST STEP FOR SCHEDUUNG A KNOWLEDGE EVALUATION 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 off the system, or you may perform another AOTS
function.

CONDUCTING THE KNOWLEDGE EVALUATION EVENT

If the event involves an on-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 off-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.

0 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 AOTS, 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.

141



AOTS User's Handbook D R A F T

PART B - SCHEDULE AND CONDUCT A PERFORMANCE EVALUATION EVENT

SUP6Z7.UI Advanced O.-Te-Job Training Systa. (AOTS) a Dec Be
1.3 ' P Aw r, The screen at the left

illustrates :he AOTS Pri-
I Personal Trainin anrorstio mary Access Menu. To
2. Trainlng Naim,- t schedule a task evaluation
3. Raste, ask List (nI) interface event you must access the
4. Position Rh~ImiZrents4 training management
q. Quit Thi. Menu opt:on.

Select optiorn: 2

9-3-16

STEP 1: SELECT THE TRAINING MANAGEMENT OPTION. Enter 2 Lnd press

SUP7.h16 Training Nanagsnant 8 Doc 0

1.3 Depending on your user
type(s), the screen illus-

1. Training Sed l , trated at the left could have
2. Alran Training Ad (ATM) Manager as few as three options or
3. Report in$ Prgress as many as seven. You need
4. qualitiction Aes emnt
G. Off-Line tot Centrol to access the Training

. tt-Line lest Scoring Scheduler.
?. Access eisting Event

q. qit This Mrm

Select Option: I.

9-3-17

I" : STEP 2: SELECT THE TRAINING SCHEDULER OPTION. Enter 1 and press __I1.
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Sup.Jfl7.6 Training Management a Dec as
1.3 If you are an evaluator, as

well as a supervisor, you
1. Training Scheauler will sce the prompt ilius-
2. Airman training Recor4 (ATR) Maae trated at the left, and you
3. Reporting "roram will perform Step 3.
4.% Qulltcatiom Aeaeent
5. OMrLin Aes Ot Control
6. Off-Line Test Sowing If you are an evaluator, but
7. A ces existing Euent not a supervisor, you will
q. Wt This Pam not see the prompt illus-

trated at the left, nor will
you perf orm Step 3

Select Option: I (instead, proceed to the
information presented
af ter Step 3).

Select Typs of Training Mode (frainera MSupervisor, (Q)uit ? ;L

IZ ~ STEP 3: SELECT THE TRAINER OPTION. Enter T (or t) and press 1 UIJ.(Note:
Trainers and Evaluators have access to the same options, functions and data.)

s e.116Training "anagemt a Dec M8

1.3 Here you identify the
trainee for whom you are

1. Training Schcm is, going to schedule an eval-
Z. Airman Training Plaeor (AT haa uation event. When enter-
3. lopo-tine hprorm ing the person's SSAN, do

L. QeltCt~ o~ not use dashes.
5 f:i@I*. Off-Line lest Scoring
7. ARes existing Event

q. Quit This flmeu

Select Option: I

Please eatsr the SSAM of the airman:9~IS.

9-3.10

I~~ STEP 4: ENTER THE TRAINEE'S SSAN AND PRESS Ii1D
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IMMM.Me Individual Training Asqtirnwtv 6 DeU
1.5 Aieigma ,sie and Generation If you are an evaluator but

not a supervisor, you will
see the screen illustrated at!1. uIp4 to or Scindule Individual Training Iloquirnont

2. Training Event buio or U the left, and you will per-

. Qi Tform 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).

9-3-20

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

MGTU3SJS Individual Trelaing Iiqulrents 8 Dec as
1.5 Select Action he.ir" To schedule a Performance

Evaluation Event, you must
.Upateor Ta Ting select Update or Schedule

2. ?Tainig Schaidule Womation Training.
3. hwtion Tas~k Q41fiatltin Stata8
4. Print Training FAquIeOuaO
S. Print Treiing SCimWmles
6. Print Poaition Task qaitication
7. Access Gmnetl IT

q. Qait Thi Mann

select Option: 1

9-3-21

STEP 6: SELECT THE UPDATE OR SCHEDULE TRAINING OPTION. Enter 1 and press
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M%793@.8IS Individual Training Requirements a Dec W
1.5 Select ?We at Trainling to Updat At this point, you are

accessing the various corn-
__F ?s ponents of the trainee's

2. MCI I a ITR. As an evaluator, your
3. Additional Duyinteraction involves the
4. Continlgency tss
S. OCl'CDCA Stss
6. ME
7. formal Training

q. Quit Ths lansm

Select Option: I

9-3-22

I1~~ STEP 7: SELECT THE AFS TASK OPTION. Enter 1 and press U7Z.

flGT4.U Task Training hqlrmmnts 8 Dec a
1.5 For Sr* Adam,. Pat ft. The screen you are viewing
1. task IDI: 718U States: In roreas lists the first four tasks

IHSPMT FIXED POST FOR DISCMWOICIUS appearing on the person's
ITR. The screen at the lef t

2. Tak ID: 73827 State: In Progres is an illustration of how
FIRS WAVhI T" rAINTAIN qUALIFICATION tasks appear on an ITR.

3. Task ID: O1fl&9 Status: In Progress
PfF~O P17AW PlAINDWC ON AN *I-116 RIFLE

4. taok ID: F1393 states: None
CONDUCT A WALL SNARO4 OF A SI.WUCT

Inter (A)"i to end, (1)nae.t . (O~rder, Mlete, (Scheduie or Assign~.
(C0erti tyj M3rsaludohn, (Riewm status, (quIwt ? a

6 J-23
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It is important to remember that t tak which M M scheduling an event M=
I& = 2L 1 tasks lis on t screen Ypjj are now viewina. When necessary:

o Press the t key, and continue to press the key, until the task you are seeking

can be seen on the screen,

or

o Select the Task Search option (enter T or t and press I); 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: SELECT THE SCHEDULE OR ASSIGN OPTION. Enter S (or s) and press
L RiYRD.) Then, SELECT THE TASK FOR WHICH YOU WANT TO SCHED-
ULE AN EVENT. Enter the number corresponding to a Task ID and press

NGTS,4.Nt Task Irainiw lquirene.tu 8 Dec B
1 .4 1- sP A4. Pat A. co a- Rin The screen at the left is an
FIoU 010*106 NAINI I oN AN N-t n, xillustration of a Task Status

Task Levei ObJctl. lp let Sta screen.
1. Urnm. Obj. 174 Knowledge lTaining conpleo

2. Tm.. 174 Itnoled EvIatio C.omhlte You may refer to Part A of
3. ler. Oj. 174 p.fo.man. Evati.o Unasite Section 9.2, between Steps 9
4. Tam,. obJ. 174 ?gujm.a=.c. lwaiua=, iju,,,,, and 10, if you need an

explanation of the data
appearing on this screen.

Enter (Sckhduna or amign, (Mvt Display. CC)anmcl Am.i ut,
(N)ezl Cougl". (I)diMntirv Traium-leealvatoe, (qiult ? a

9-3-24

STEP 9: SELECT THE SCHEDULE OR ASSIGN OPTION. Enter S (or s) and press
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M6164 .UL Task Training Requirementa 13 Dec 96

1.4 O OR M S N AN M-46 A... ..U oSS Another prompt is added at
the bottom of the screen,

T L.l Objective TW Event Status advising you to select the
1. Tre. Obj. 174 I(noledge Training Cooplete event.
2. trn. Obj. 174 Knomledge Evaluation Complete
3. Term. ObJ. 174 Performace 7aJing coplete
4. Term. Obj. 174 Perormance Evaluation Unassigned

Select time task event to cledule or asaign

Use (cureor) keys, or (Enter <field somber), (q) quit) & (return)) 4.

STEP 10: SELECT THE PERFORMANCE EVALUATION EVENT TO BE SCHEDULED.
Enter the field number which corresponds to the Performance Evaluation event
and press D. (In the example, Data Field 4 was selected which corre-
sponds to the Performance Evaluation event for the example task.)

GT91. "I Training Event Assignment 9 Dec U
1.5 Task Training Event 358 The screen you are now
Task Event Identification: 018699-l-174-Prioremance Evaluation vien sc he E en oc

G.,,t. Z: WM ut Baker. Jam C. viewing is the Event Notice
1. Evaluator: WO.6O99 "it Brad-bern, Alias I. screen.

2. Start Date and Tine: No Sciodule
3. d 0ta nd aime: No Scode You may refer to Part A of

Pumber of Participant: (S A Adam. Pat A.) Section 9.2, between Steps
12 and 13, if you need an

4. installati. explanation of the data
appearing on this screen.

S w. hcIrtiot:

Enter (C)ancel Event Generation, ()odif Event. ()merate Event.
(L) It Resources ? I

SSTEP 11: SELECT THE MODIFY OPTION IF YOU NEED TO ADD DATA TO THE EVENT
NOTICE. Enter M (or m) and press L RZUiNiD. (If you want the event sched-
uled for a specific timeframe, ensure you modify options 2 and 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 C IfliI J. (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 T .

STEP 14: REPEAT STEPS 12 AND 13 FOR EACH DATA FIELD THAT REQUIRES MODI-
FICATION.

STEP 15: SELECT THE QUIT OPTION. Enter 0 (or q) and press .

mSTEP 16: SELECT THE GENERATE EVENT OPTION. Enter G (or g) and press

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.

Generating the event also automatically updates the person's ITR and current Training
Schedule.

o The status of the task in the ITR will remain as "In Progress"; and the status of
the event will be "Assigned", "Scheduled", "Reassigned" or "Rescheduled".

o The Training Schedule of the 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
AOTS include an Oral Test Guide (OTG), accompanied by a Performance Evaluation Checklist
(PEC).

o An OTG contains instructions to the evaluator for administering the evaluation;
a PEC is the checklist to be used by the evaluator when conducting the evaluation.
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flGTSIMSS Training Event Assiginmnt a De Be
1.5 Task Training Event 3%if the AOTS contains eval-Task Event Identification: 0l19M9-174-Pewfornsisce Evaluation uto rdcsfrti

Generated by BBB Sqt Rampr, Jane C. uto rdcsfrti
1. Evaluator: ne.t Bradhrvy, Allen 11 task, the prompt changes on
2. Start Dlat. and Tine: No Schedule the screen, as illustrated in
3. ledl Datea nd Time: No Sch~edue the screen at the left.

18mb., at Participants: (SA~ Adam. Pat A.) If evaluation products do

4. Instllation: not exist for this task, you
are returned to the Task
Status screen. Skip the
information presented next

S. Resczription: and skip Steps 17 and 18.

Do gou wist ahard copy printed of this test? 7 Mes, CMa ?y

9-3-27

~ STEP 17: SPECIFY WHETHER OR NOT YOU WANT A COPY OF THE EVALUATION
L PRODUCTS NOW. If you enter N (or n) or Y (or y) and pressed QU _ It

you select the no option, proceed to Step 19.

"GT3i.81SL Training Event Assigneent 8 DO M

TakEvent ident ificat ion: 0119--7-atnac EvaationIT The prompt changes again,
Generated by 8888 SOt Bak"., Jan* C. to have you identif y the

. valuator: an 8888 gt Bradhrir. Alln X. printer ID that corresponds
2 tart Data and TMD 21o d" to the printer you want the

3. Ind Dateaend Tim: r.ochodals evaluation products to
18mber of Puurtieipanta: (SA Adams, Pat A.) print.

4. Installation: The OTG and PEC can be
printed at any AOTS
Workstation.

S. Description: Normally, you will print
the evaluation products at
your ACTS Workstation.
However, if you have the

Enter print"r id orpress 10113 to use TIDI -need to print at another
AOTS Workstation, you may

9.3-28 contact the Systems
Administrator (call the
AOTS Hotline) for the cor-
rect Printer ID for that
workstation.

I~~ STEP 18: ENTER A PRINTER ID OR PRESS Z I J.Enter a printer ID and press
~I ETURN:, if you want the OTG and PEG printed at a workstation other than

your own; or just press if you want the materials printed 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 OTG and PEG from the printer, you will also receive a Test Control Log
Record.
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N GMC40 saak Triniag ] irmnta 8 ic 0
1.4 fr Sr A- , Pat A. on tas 010M9 Once the event has been

WU OPUATO AN=WaACz O A -16 ANfLE generated, the Task Status

Ush Wool jt screen returns in view,
1. Tom. Ohj. 174 K1,(aiedg Tahisi C,.mp.ta reflecting the new status of
2. To. Obj. 174 Nimleiga EIaua ion Complete the Performance Evalu-
3. leT. OWj. 174 Pfm.rtmt hasTraining Ca.pl ation event.
4. ?aem. Obj. 174 Performance Ivalutiao Amigao

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"

Entaw ()ckodsl to massign, (O)vent Display, (C)ancal Anilmlot, or "Rescheduled".
(I)az.Is Complete, (I)daatgt TrualsuoeEalutam, (q)uIt ? £

II~ STEP 19: QUIT THE TASK STATUS SCREEN. Enter 0 (or q) and press i.

LAST STEP FOR SCHEDULING A PERFORMANCE EVALUATION 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 off the system, or you may perform another AOTS
function.
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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.

0 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 ma:k the
compLetion of the evert.

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.

o 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:

I. 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/evaluation. 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.
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PART A - CANCEL EVENT FOR ALL PARTICIPANTS

UIZ7.Ui Advamnced Ow-The-Job Training atam (AOTS) 23 Nov 8
1.2 Prim." Accessn r The screen at the left is an

illustration of the AOTS
Primary Access Menu. TheI. P.ril Training I o menu you are viewing may

2. Training Managemnt3. N.st Ta, Lisrt cN) intartacs contain more options than
4. position .hame,, are illustrated here (de-
q. sit This r pending on your AOTS User

Types).

Salect Optln: Z.

9-4-1

mSTEP 1: SELECT THE TRAINING MANAGEMENT OPTION. Enter 1 and press

SSJ7.JS6 Training flanagm u t 23 row N

1.2 The Training Management
screen is illustrated at the
left. Again, depending onI. Ai training kch d Aa ) N-,a your AOTS User Type(s),

3. Re=ortine Program there may be more options
4. Ollfitln oesmot on the screen you are6. Otr-fll lost sCorl viewing than those being
7. Access existing zy=, illustrated here.

S TsYou are seeking the option

which allows you to access
Sict Option: 7 an existing event (Option 4

for some users; Option 7 for
other users).

9-4-2

"' STEP 2: SELECT THE ACCESS EXISTING EVENT OPTION. Enter 4 (or 7) and press
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MGMM3.SS1 IndiviiiaI Trai in iremUt M3 NOV I
1.2 Asigume hl. mmad Gemtion UM, You must now enter the

numerical Event ID which
corresponds to the event

imZ37 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 /sched uled,
and on the various Event
Display screens you may
access as you review por-

him.r tin taMt 1d~~ tions of the ATRs on-line.

Once a valid Event ID is
9-4-3 entered, you will see the

Event Notice which corre-
_________________________________________ sponds to the event.

j~ STEP 3: ENTER THE EVENT ID CORRESPONDING TO THE EVENT YOU WANT TO
E~~i~~ CANCEL Enter the numeric Event 10 number and press C~ILH.(For the

example, we entered Event ID 237.)

1.4 Tealk TraiUnn IveUt Z37 The screen at the left is anSinai Immut Identification: F1U130-S144-Nmuledge Traiexmpenfinnn-in
Coneated by: BBBSISN 336t Abram. Naik A.exml ofa onie

1. fralam: ases= ft Bhw. Jam C. Knowledge Training Event
2. Start Date MW TIm: ft schll Notice. (The notice you see
3. lYA Date and 1,00 : No Sc1mei on the screen you are

"Mhm. dt Pintialpe"Ga 2 viewing corresponds to the
event you identified on the

4. Installation: previous screen.)

You need to be aware of the
following facts:

5. Dsciption:

E top. (C)mnaml tomt. MNodify Event. (Piint Enumt,
(Dilplay Participants. WLait Plemuam. (Ulaim ATN. qit 7 Q

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).

o 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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o The event will be cancelled for all trainees who are participating in the event.

lI STEP 4: SELECT THE CANCEL EVENT OPTION. Enter C (or c) and press C.

H IT83.S Cancllation NiqWt 23 Vlo M

1.4 bes ta Cancflatio, The screen you see now is
used to record the reason

1. Lac, of Op-a.ity, why the event is being
.LWA cancelled.

3. No Sho ofl i'articipats
4 . Overridden 10, Higher P~riority Xwat

S. Requiw Deleted
6. Othm

1. quiit .- lNOWN

S.lect Oytou: 3

9.4.5

o 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 this 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).

One 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 Q.1
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SJNZT.1I Training NMaegeint 23 Now N
1.2 The Training Management

screen now reappears. The

1. Trainin ala cancellation function has
Z. Airma Training N CATN) anage been processed by the AOTS.
3. Reporting IOgram
4. a1litication Ae- eeent
S. Off-Line Test Control
6. Oft-Line Test Scoring
7. Acc existing ent

q. Quit This Nen

Select Option:

9-4-4

The following actions occur:

o The AOTS 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.

o The AOTS automatically removes the event from each trainee's Training Schedule.

o The AOTS automatically removes the event from your Training Schedule.

o The AOTS automatically changes the status of the event (in each trainee's ITR)
to "Unassigned".

o 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

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.
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PART B - CANCEL EVENT FOR A SINGLE INDIVIDUAL

S11W 87.1 lvancd Ow-Th-Job Training Syjtan (AOTS) 2 Dec W
1.2 him"A- , lam The screen at the left is an

illustration of the AOTS
I. Person Training Into.,tio Primary A,-cess Menu. The
2. Training anag m nt menu you are viewing may
3. Maste Took Liat (in) inta.race contain more options than
4. Poit ion Reu irem t s a re illu stra te d h e re (d e -

q. ait Thisa. pending on your AOTS User
Types).

Select optio: Z.

9-4.7

.STEP 1: SELECT THE TRAINING MANAGEMENT OPTION. Enter 1 and press

SJUflZ".16 Training Managmt 2 Dec 0S
1.2 The Training Management

screen is illustrated at the
1. Training ScJhaar left. Again, depending on

2. Air* raning A (TM) mnar your AOTS User Type(s),
3. eportIng Programs there may be more options
4. Q"itication Asment
5. 0tr-Ljin rs Contol on the screen you are
6. Off-Line Test Soing viewing than those being
7. Ae emlsting Event illustrated here.
q. %ait This one

Select Option: I

I STEP 2: SELECT THE TRAINING SCHEDULER OPTION. Enter 1 and press L.
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SUF1T.86 Training tNeMgut Z bec W
1.2 If you are a Supervisor, as

well as a Trainer, you will
t. Trainin ScJ=lw see the prompt illustrated
2. Ais Trainin 11 ( anagerat the left, and you will
3. uea.p=ins Progr proceed to Step 3.
4. RaIltie tion Assammt
S. Oct-Lins Test Ceutroi
6. Otr-LiW Teat saw a If you are not a supervisor,
7. ,A exitin, twt you will not see the prompt
. m. .T illustrated at the left nor

will you perform Step 3
(instead, proceed to the

Select oti.: t information presented
after Step 3).

Select Type or Training Mloae : (Tinme., (S)pewsi,, (q)uit ? t

9-4-9

STEP 3: SELECT THE TRAINER OPTION FROM THE PROMPT. Enter T (or t) and press

WS7.066 Training ismegemut Z Dec a

1.2 The prompt illustrated at
the left is provided for you

1. fTraiing Salwmedui. to enter the trainee's SSAN.
2. Airms Ti iing A (ATR) ange.r
3. sml In@ Progalm
4.%1Ita q. left. Asseseement
5. Ott-Lin Teet Contrel
6. Of-Line T-et Saring
7. Aces eisting Eunt

1. quit This Mem.

Select Optian: 1

Please e-ter ti. SSM of the ains: 911119

94-10

( STEP 4: ENTER THE TRAINEE'S SSAN. Enter the SSAN and press C.
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flGTU.1013 Individual Training lRequirea.t 2 Dec W
1.4 Select Actiont Destrred it is at this point you have

access to various portions
Upla~oeScimuieTraihigof the trainee's ATR. You

i.Udt rSheueann need to access his/her
3. Pstion Qualification Stt n~aiTraining Schedule at this

6. Print Position Qualification Statue
7. Access Geeal III

q. Qut This Nonu

select Olition: 2,.

I~ STEP 5: SELECT THE TRAINING SCHEDULES INFORMATION OPTION. Enter 2 and

MT1111.U Training Schedue. for S3a4 Adams, Pat A. 2 Dec U
1.4 twn tr/a Ties TriigIAelntfcto The screen at the left is an
1. O&Mz taskainin illustration of a trainee's

2. OUI-t-17"-namladle Evaluation Training Schedule. As a
F1US4T-IEvaluation~ trainer or evaluator, you

3. Tas8lek Training may .. only cancel task
4. S31 6 ~. ~ F1U41-81-1427-Knowulefts training training events.
4. Il[M 1 be 19M14M Anci II"w Courses

Is Due 119 "h AUS
5. 1111 is De19 11= Ancillary~ Cmapse

is ban 1966 1*6 4111S

Enter. (Emet Display, (C0ancel Aswint, (Mark CMPlete. (q).t 7 r

D-4-12

For each task event listed, the following information is printed:

0 The Event ID (first column).
o The Type of Training (Task training).
0 The Event Identification data (Task Id/Task Level/Objective Id/Type of Event).

--- STEP 6: SELECT THE CANCEL ASSIGNMENT OPTION. Enter C (or c) and pressUf
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MrGT14.UI training Schndls for 8r Adam. Pat A. 2 On 8
1.4 stanL in Training t The prompt at the bottom
1. 982 a tnk Training of the screen has changed,

02.I5-t-04-3um ilds@ Ivaiation as illustrated at the left.
2. 8o42 tank Triinlg

Ft1104-T-ihH-PForen lea vat ion
3. O3 Tank Training

fISS 'S 1-142?-a ledge Training
4. 8 61 f.. 1901 1466 Anillary Caue

15 Dec 19 1638 AI14l
S. 1111=3 15 Dec 198 988 A bcIiilary Coures

is DeC 1969 ISM  AM1

Select OW. as t to cancel

rlen (ceare) keys, or ((Inter ld --,--r), (q> quit) A (return)) 2_

9-4-13

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 ID 242).

G960.101 Training Schedle for &A Adam, Pat A. 2 Dec W
1.4 The screen will be quickly
1. s a Tdask itr ip erased. Then, any pre-

012"1 174-1"u ledwS Evalueatin viously listed event will
"11- trainiN reappear on the person's

3. 63 1 Dec 1998 146 Ancillary Coarser Training Schedule - except
is Dec 1968 "53 AMW for the event you just
is Dec 196 IM 011la11 cancelled. The cancellation

function has been pro-
cessed by the AOTS.

Entr (rlvest Display, (C0ecel A ailmmt, (Makh Came"t. (q)Uit ?

9-4-14

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 specify a reason for cancellation, and the reason you specify will
automatically be reflected on the notice.)
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o The AOTS automatically removes the event from your Training Schedule (as well
as from the trainee's Training Schedule).

o The AOTS automatically changes the status of the event in the trainee's ITR, to
"Unassigned".

0 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
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 involved an off-line test (which
has been printed from the AOTS), you must ensure you accomplish one of the following
actions:

I. If the trainee 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.

2. 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 should cross out the cancelled
trainee 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 Completion 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 always mark a Performance Training Event complete.

Knowledite training is typically accomplished by the trainee without the assistance of a
trainer. He/she accomplishes the knowledge training by completing an on-line CAI 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 the Knowledge 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.

Performance training requires that a trainer conduct the training. After you conduct
performance training for a task, you should update the trainee's ITR to reflect the completion
of the training.

0 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
Training 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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sJVZ?.U1 UwSan:i Ou-Din-Jo Training Sytm (ROTS) 2 Dtc N
1.2 Fria" cm r The screen at the left is an

illustration of the AOTS
1. F=m Training Infomtion Primary Access Menu. The
2. , raiing lss--p,,t menu you are viewing may
3. Nestr, Tas List (11.) Intram contain more options than
4. hi,,lti , ,mimeft are illustrated here (de-
t. %it Thi. ra pending on your AOTS User

Types).

Select 0ptIsm: 2

9.41

IZ~STEP 1: SEET H TRAINING MANAGEMENT OPTION. Enter I and press

7U. I/Treinia Nuasmimmt 2 Dec N

1.2 The Training Management
screen is illustrated at the

i. ?"falls a~h r left. Again, depending on
z. Airm, Trining hosm (An) n..... your AOTS User Type(s),
3. 11,M lie lua... there may be more options
4. emal Ia
. Of-Li.. Tst Central on the screen you are

a.tr-Llu , tint D Ing viewing than those being
7. Aas e.istg illustrated here.
q. lit mhis Km.

select Option: L

(~ STEP 2: SELECT THE TRAINING SCHEDULER OPTION. Enter 1 and press (.
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IV~ raining Nonofegemm 2 111C 11
1.2 If you are a Supervisor as

well as a Trainer, you will
1. 1*1ig ase see the prompt illustrated
2. hra ,iig edCU ea the left, and you will
.a"-tooaepeaemu proceed to Step 3.

&. Off-Lim, Test flowing If you are not a supervisor,
7. A -mexisting 3-ut you Vill not see the prompt
q. omit This .. ,. illustrated at the left nor

will you perform Step 3
(instead, proceed to the

aslect Otionm: 1 inf ormation presented
after Step 3).

Select Twop at 'raining No". 1hier C3quuw (hi

w~'~ STEP 3: SELECT THE TRAINER OPTION FROM THE PROMPT. Enter T (or t) and press

Itieni'n~geut 2 IWCU
1.2 The prompt illustrated at

the left is provided for you

1.1m Irelieg 11bWe to enter the trainee's SSAN.
2. faigmebtlnu VeW... M P
4. boorting~e Free-~~u

1. O T-Le est Control
6. Ott-Lie Test flowing
7. Acm. witting Boost

Select Ogtim* I

Flems sto thme UMo ath UroW

(~~ STEP 4: ENTER THE TRAINEE'S SSAN. Enter the SSAN and press C1UJ
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NGIM3.M6 Indiidalaing arm.u emInts 2 Doc N
1.4 Select Action leaired It is at this point you have

access to various portions
~. ~ ~ ~of the trainee's ATR. To

2. Updat or Scedl mak taiinaeen
3. Position %aificatlom Stats I"I 0Vfttioa complete, you must access
4. Prin Trinn liga the trainee's ITR. Steps 5

6 Prnt lastla %alrictio sttusand 6 provide you the
7: ft Icorrect access to the train-

~ ___ee's ITR da ta.

Select Otic,,: L

STEP 5: SEET H UPDATE OR SCHEDULE TRAINING OPTION. Enter 1 and press

NSU~inIndividual trhislag I.IImS 2 DoU
1.4 Select Twoe of !raeingu to4rd The screen illustrated at the

left ref lects the types of
1.-.training requirements
2: ailovwhich re listed in a

diltimil ut trainee's ITR. You are
canlegnc seeking the .AFS Task

6 Ifttraining requirements.

I.bit This lie

Select Otic.t: L

(~~ STEP 6: SELECT THE APS TASK OPTION. Enter 1 and press AIiK.
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N61U.U ~ Task 11alailv NM.Irnwt 2 Do W
1.4 V. sm Adam, ?at A. The screen at the left is an

1. Task I: FINN Stats.: Is Fonvg illustration of task training
DlT FIND NT FOR DSCRECIN requirements in a trainee's

ITR.
2. s : I VU S at.: 11.

Fi6IVIE mU MUhMIN UMIIAINN IMPORTANT FACT: The
task you are marking the

3. Insk Is: rue Iltaus: Is r OWN~ event complete for MUST
CONI A WLL 10a OF a 2111plit be b ne of the tasks

appearing on the screen.

Iutiw (AMI to awli, (D at. (Oruw, (5).teo (3cmg&aI or ftign,
(Ceitty, M(ado..im. (I)SWMvl *taus, (Q)dIt T a

o Press the c~Ikey, as many times as necessary, until you see the Task Id you
are seeking, or Select the Task Search option (Enter T or lower case t and press

I~~Ef); then, enter the Task ID you are seeking and press XlE.

o Once you can see the desired Task Id on the screen you are viewing, proceed to
Step 7.

rnZ~ STEP 7: SELECT THE SCHEDULE OR ASSIGN OPION. Enter S (or s) and press

(~D STEP 6: SELECT THE TASK FOR WHICH YOU WANT TO MARK AN EVENT COM-
PLETE. Enter the fied number corresponding to the task and press flY .

(Fo th eampeData Field I was selected which corresponds to Task Id
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NGI3AMi Task Training aquIlrments 2 DO n
1.4IX Fon POT Aj= g 9at A.on tau FIUS The screen at the left is an

illustration of task F10004
Task Laval Objctive f~ t~tsau which has I Terminal

1. tinr. ObJ. 1110 lanuiedge Training Goopiata Objective and four events
2. Tom.. Obj. 11110 Nasa.Iadge gualaatlan Cempiate that are required to be
3. tirn. Obj. 1"4 PermsceTaildlein Aisgnd
4. Tom. 0kJ. 1110 Patumuce110IustIO. U gs completed before the task

can be certified.

Isar MSchiniti. or aiss~g, (39wvmt Display, MCancel Amgigm.
M&~Az Cusqlata. 4samtit, Traimr/liualuatair, (qhWit ?

0 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).

0 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
evaluator 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
needs to assign or schedule (and conduct) the performance evaluation.

- z STEP 9: SELECT THE MARK COMPLETE OPTION. Enter M (or m) and press

STEP 10: SELECT THE EVENT TO BE MARKED COMPLETE. Enter the fi d number
EJr corresponding to the Pet ne'iigEWadpress URB.EIU111 . (Using

our example, we entere a "3' w hi corresponds to the performance training
event for the task.)

NOTE: If you are using these instructions for marking a 6olgeTraining
event complete, ensure you select the correspodng fednumber for
that type of event.I
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NGUM.UI tank IV twa .Im[ 2 WC 0

1.4WVI' F t A A91 , In .a t.FN As the screen at thc left
DhJ~tU Y OU IUUOUI3illustrates, the system

taa" ow tatjw ?W gym st changes the stpaus of the
1. ism. Obg. JAM Rm0leiu ala 4au IOUa~t selected event from "As-
2. 1... Obj. MMbWi~ Ueefe MMLualo M t sMIigned" to "Complete". The
3. tism. @bJ. SAM paltem Itl61Mg Ctmal" trainee's ITR now reflects

4. tn. MM tatinl~i~dthat the trainee is ready for
the evaluator to
assighi/schedule and con-
duct the performance
evaluation event for this
task.

eag Mtbeftle or. mlg. Mwenat Siqilay. MCamam bAlginut
CHiank ComqietaU*~tNgYrI.4et. (DqmtyI S

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
Steps 7-10. (Be sure to read the information presented after Step 6, before you complete
Step 7.)

If you need to mark another event complete for another individual, continue to select
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 qit the menu and log off the
AOTS, or you may select 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 AOTS will automatically record the event as being complete.)

SUPW.SSI Advaced O.-The-Job Treainng 3Slta (*€1S) 2 Dec U
1.2 Prlm Acces ram Select the Training Man-

agement option from the
t. person l T Inf,,..t.. Primary Access Menu.
2. ?raisng Ranagesient
3. Rate task LW~ (fHTL) Iatierface

4. Position ?kirmsets

q. Wit This rm

Select Option: Z.

9-41

i ' STEP 1: SELECT THE TRAINING MANAGEMENT OPTION. Enter 2 and then press

SJPM Training N elnsmrt z Oe W

1.2 The Training Management
screen is illustrated at the

1. Tr...in . . left. Depending on your
2. A.. Training mm (CAl) Mange AOTS User Type(s), there
3. R p.otin Program may be more options on the4, % litlcation A t4. oQuim-t Tet Controlt screen you are viewing than
6. Of-Li. Test Scoring those being illustrated here.
7. A.cs existing Event

q. Quit Thi ream

Select Option: I

9-4-2

STEP 2: SELECT THE TRAINING SCHEDULER OPTION. Enter 1 and then press
[ RETIIR 16
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su 1.116 Tralining Managemat 2 Dec W
1.2 If you are a Supervisor as

well as an Evaluator, you
2. Training S. ,lo, will see the prompt illus-
2. At..., raing A (ATE ,..,. trated at the left and you
3. R§eim.ting will proceed to Step 3.
4. quallfication Ageent
5. Off-Line Tat Control
6. Off-Line Teot Scorin If you are not a supervisor,
7. Az existing Euent you will nct see the prompt
q. %it This R illustrated at the left nor

will you perform Step 3
(instead, proceed to the

Select optan: I information presen,,d
after Step 3).

Select TWit of Training re : (Mralner, (SApervleor, (q)ult ? t

STEP 3: SE TRAINER OPTION FROM THE PROMPT. Entar T (or t) and press

Note: Within the AOTS, a trainer and evaluator have access to the same data, options,
and functions.

lj'OTE: The access for an evaluator or a trainer is the same at tis point.

SU27.SS6 Training NanGmG1t 2 Dec W

1.2 The prompt illustrated at

the left is provided for you
J. Training Schulu. to enter the trainee's SSAN.
2. Aires Traiingq Is 0!1'11) Ranager

3. asyatluq Piogram
4. Qualilcatlio Ae t
5. Off-Line Tot CaMtral
6. Otf-Line Toat Scaring
7. Access existing laent

q. %it Thu Ibs"a

Select Option: I

Plese aute the SSA of tim airman: 8 L_

3 STEP 4: ENTER THE TRAINEE'S SSAN. Enter the SSAN and press C.
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RGS3.U113 Individual Training Requirements 2 111U
1.4 Select Action. hir" It is at this point you have

access to various portions
1. Udate 3c~d~e ~of the trainee's ATR. To

2. Training ucoals lWarntias mark an evaluation event
3. PastitiM %SltfiCatItM S ~tat.. i complete, you must access
4. Print Trefalle Imre the trainee's ITR. Steps 5
6.rMet roulim 11aaaricatoea Status and 6 provide you the
-1* ho@" -- I' correct access to the train-
'I Qui Ufa ra s ITR data.

(1Z)STEP 5: SELETTHE UPDATE OR SCHEDULE TRAINING OPTION. Enter I and press

MINN.=U tuilviual Tiigagul q I,. 2 1101 W

1.4 fblelet TWO of ?raising to Updut The screen illustrated at the
left reflects the types of

1.-.training requirements
I. AnmUsk which are listed in a
3. Aditltm DOW trainee's ITR. You are
4: Cosley" seeking the. AFS Task

6. Pol training requirements.
7. Fmu rel ranin

q. It This Plan

Select Optia.: 1,

av-- STEP 6: SELECT THE AFS TASK OPIi ON. Enter 1 and press CTIX
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W35 as~ uheak iT.Baling 11autwmputs 2 Bac N
1.4 for SM Aiime.Pat A. The screen at the left is an
1. a& Is: lom RUUtD: In Flwm illustration of task training

DqGyT TIMf PU~T PI 9IKICM 13 requirements in a trainee's
ITR.

2. ?"ak 19: Flom gt": Nom
F111 Now" to MINtAIN MLIPICAIN IMPORTANT FACT: The

task you are marking the
event complete for IlI be
one d C the tasks appearing
on the screen.

Balt (A)" to end, (Jam ,OMrdw, M3elete, MBchmua or Amiga,
(COmtly, t111rablmmn, (Ilvim. state. (416t a

94-7

o Press the iijkey, 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 c~i~)
then enter the Task ID you are seeking and press

0 Once you can see the desired Task ID on the screen you are viewing, proceed to
Step 7.

( ~ STEP 7: SELECT THE SCHEDULE OR ASSIGN OPTION. Enter S (or s) and press

SSTEP 8: SELECT THE TASK FOR WHICH YOU WANT TO MARK AN EVENT COM-
PLETE. Enter the field number corresponding to the task and press (il~J

(Fo th eampqwe selected field number 1 which corresponds to Task I D
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110864.1111 Task Training Requirements Z Doc Be
1.4 For BrA Adams. Pat A. on Task 71666 The screen at the left is aniNSPECT FIxU PmST nit DINA9CRSfiCI illustration of task F 10004

Task [.e obetv TW EvntSttu which has one (1) Terminal
1. Tore. Obj. 1684 Knowledge Trainineg Compete Objective and four events
Z. Tore. 011j. 1684 Knowledge Evaluation complete that are required to be
3. Term. ObJ. 1684 Powtowanc. Trainleg C~m1t ompleted eoetets
4. lore. Obj. 1684 Perfor~mae Evaluation Assipial opee eoetets

can be certified.

Enter MSclhodsle or a"sign. (Event Dloplav. (Caleal ~Asgnmnt
MHark Complete, Mldestity Trsisav-4valuator, Mqult ? a

SSTEP 9: SELECT THE MARK COMPLETE OPTION. Enter M (or m) and press

STEP 10: SELECT THE EVENT TO BE MARKED COMPLETE. Enter the field number
corresponding the Performance Event and press t iU i. (Using the exam-
ple, a 4 was entered which corresponds to the performance training event for the
task.)

NOTE: If you are usinig these instructions for marking a Knowledge Evaluation event
complete, ensure you select the corresponding field number for the type of event.

PIGTOFA.MI Task Training baquirmsta 13 Dec N
1.4 For. SCA Adme. Pat A. an Tak F1loAmrmtisnwdipae

iIPKPIED U? ~for you to indicate whether

?aak LeAlI Objective Tooet stat" the airman Passed or Failed
1. Tote. 06j. 116" Nnouiadga Training Coplt the evaluation.
2. Term. Obj. 1684 Kowlefte Evaluation COPletU
3. Ter". 014. 1684 Perfomance Training complete
4. Tare. Obj. 11684 Performaea Evaluation Umassignad

VIA Sro Adaea Pat A. Melan, (Mail, cjhvt ?It

II~ STEP 11: MARK THE AIRMAN AS PASSED OR FAILED. Press P (or p) or F (or f) and then
press Lf~D
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MGTS4.UI Task Trainingi bqlimsnta D
1.4 fgr StM Adms. Pat A. on Ta ris The status of the Perform-

INSM FIX PWTYen ISCRWINance Evaluation event will
Task Level Objctive Typegamit Satus change depending on

1. To". 011. Copeewhether the trainee passed
or failed the evaluation.

All events for the taare wom omplete and It Is aftitifg Cer~tiftion.
pis (wetajyn> to castime...

MGISS.UI0 Task 1.1.1mgw Rsqulrumst 2 DecU0
1.4W FaaII MT~ M dR s DSI PAt . . as P If you marked the airman

i~~1FID OS FR IURIMIIDhas having Pase the

?a"k Level saJtiw TWO 1%0" satu evaluation, the Status of
1. ?ern.. 011J. JA84 lNnoulefte alaIui Complete the event will change from
2. 1.... Olij. 16M Nnauilsdgs easluatia. cowple"e assigned to complete. If the
3. Tom.. Obj. 1684 Psaforaaso 7rifalu yak=. event is the last event to be
4. Tea.. ObJ. 1684 perfomancs tIsiauatia. Taile, completed in the task, the

Screen no longer reflects
each event; instead, all four
events are combined and
the training status for the
objective is reflected as
complete. A prompt advises
you that all events are

fntm(S~ludi. v aeiga CRou~ Dislay CCesal ~completed and the task is
(M)M Coplee, I~enifyTraworl~vau~tr, Q~vt ?awaiting certification (as

Compete tlJsaltyfrje,.4~luta, (~uit? -illustrated by the top screen
shown on this page).

If you marked the airman as having Faied the evaluation, the Status will change from
Assigned to Taken (as illustrated in the bottom screen on this page). If the corresponding
training 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 alay mrearis
that the test was failed an 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 "
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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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Index

AFHRL behavioral objective editor, 74
IST, 37, 44, 80 evaluation editors, 74

AFS MTL Editor, 44, 85
task option, 11 subtask editor, 74

Airman Training Record Evaluation
Manager, 2 events, 94

Ancillary Courses, 25 knowledge, 95
Answer Key, 161 types, 94
Answer Sheet, 161 Evaluation Event
AOTS marking completion, 169
access level, 5 Evaluator
activities, 44 evaluator, 99
behavioral objectives, 44 identification of user types, 108
breakdown option, 12 Event
breakdowns, 57, 79 cancel, 152, 153
change AOTS password, 34 cancel prerequisites, 154
change password option, 41 conduct knowledge evaluation event, 130
identification of user types, 108 conduct knowledge training event, 102
knowledge, 44 designation, 24
list resource option, 22 display, 25
MTL Editor, 44 evaluation, 21
operational position task requirements, 37 generating, 117
performance resource list option, 22 generation, 148
print training record option, 31 ID, 20, 115
print training schedule option, 30 identification, 20, 115
proceed with training option, 94 knowledge evaluation, 21, 101, 128
publications, 44 knowledge training, 95, 100
resources, 44 marking complete for an evaluation event,
skills, 44 169
subtasks, 44 performance evaluation, 101, 128
supervision list, 2 Performance Evaluation, 21
task training, 8 performance training, 20, 119, 128
training history, 8 schedule knowledge evaluation event, 130
training materials, 44 schedule knowledge training event, 102

ATR scheduling, 117
data, 32 status, 23
general training data, 35 status definition summary, 112
manager's menu, 34 status definitions, 136
personnel data, 4, 37 training, 20
print, 34 Event Status
print data, 32 definitions, 18
qualification status, 36 Events
review data, 31 task training, 100

training and evaluation, 94
Behavioral Objective, 1II training scheduler, 127
objective ID, Ill
task, 135 Individual event cancellation, 157
terminal objective, 135 Individual Training Requirements

Behavioral Objectives Editor, 53 ITR, 2
Behavioral Objetive Installation, 21
task level, 135 ITR, 105

AFS task option, II
CAI, 14, 95, 100, 118 awaiting certification, 109
Cancel Event, 152 behavioral objective requirement, 109
Change Password, 41 data, 10

event display, 25, 30
ECI/CDC, 27 event display option, 19
course ID, 27 ITR Editor, 10

Editors qualification assessment, 37
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requirements, 10 skills, 44
review status option, 17 subtask, 93
trainee, 108 subtask editor, 74
training priority, 133 subtask numbering, 75

IVD, 100 subtask publications, 79
subtask resources, 78

Job-site, 26 subtask statement, 93
subtasks, 44, 74

Knowledge Evaluation, 95, 101, 128 supporting objective, 93
conduct event, 130 supporting skills and knowledge, 93
conducting event, 141 task numbering. 50
event, 136 task objectives, 53
schedule event, 130 task references, 53, 65
scheduling event, 141 task references publications, 66
test, 137 terminal objective, 54, 66

Knowledge Evaluation Event, 15 Terminal Objective, 89
Knowledge Training, 128 test IDs, 90, 93
conducting an event, 118 training materials, 44, 63, 89
event identification, 115 training resources, 90
marking completion of event, 162 Master Task List Editor
task ID, 115 MTL Editor, 44
task identification, 115

Knowledge Training Event, 14, 20 Notices
cancellations, 156, 160

Log Record, 161 evaluation, 45
evaluation event, 45

Master Task List event, 20, 26, 117
activities, 44, 71, 81, 93 knowledge training, 45
adding local tasks, 49 task training event notice, 20
adding new tasks, 49 training, 45
behavioral objective, 93 training event, 45, 46
behavioral objectives, 44, 80
breakdown, 70 Oral Test Guides, 101
breakdowns, 57, 79
data types, 44 Password
display, 51, 52 change, 41
editor, 67, 83 Performance Evaluation, 128
evaluation resources, 90 conducting event, 151
final, 50 event, 101
final version, 49 Performance Evaluation Checklist, 21, 101
identification, 56 Performance Evaluation Event, 15
interfaces, 53 Performance Training, 128
knowledge, 44 conduct, 119
objective, 54, 55 conducting event, 126
objective ID, 63 generating an event, 142
objective statement, 54, 89 marking completion of event, 162
objectives ID, 63 schedule, 119
performance information, 79 scheduling, 122
performance resources, 61, 78, 90, 93 Performance Training Event, 15, 119
print, 51, 89 Personnel Data, 4
printing, 84 Personnel Data System, 37
printing and printer ID, 84 Position Qualification Status
publications, 44, 56, 79 generating an event, 117
publications references, 93 Print
publications resources, 91 training schedule, 30
referenced data, 91 Printer
required performance resources, 68 ID number, 87
resources, 44, 60, 78, 90 identification, 87
review, 72 Printer IDs, 87
search, 51
select objective ID, 56 Qualification Assessment, 37
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Qualification Status, 36, 37 conducting, 99
events, 94

Schedule materials, 114
conduct knowledge training event, 102 method, 116
knowledge training event, 102 priority, 133

Schedule Training proceed with training option, 94
ITR, 105 scheduling, 99
knowledge training event, 104 trainer, 99

Scheduling Training, 28 training materials, 89, 90
Subtask Numbering, 14 type code, 64 1
Supervision types, 64, 94

list option, 6 types of training materials, 64
print list, 7 Training Manager, 7

Supervisor, 6 Training Materials, 114
identification of user types, 108 Training Schedule, 28, 95, 117

Supporting Objective, I ll cancellations, 156
data types, 159

Task event, 117
behavioral objective, 11 scheduling, 99
ID, 48, 106, 135 Training Scheduler
identification, 48 behavioral objective requirement, 109
level, 135 data, 127
scheduling, 146 data types, 99
search option, 146 evaluator, 127
status, 123 events, 99

Task Analysis, 45 task training, 100
Task Evaluation trainer, 99
administering, 127 training types 100
evaluator, 127 user types, 102

Task ID, 12
Task Initilization, 110 User Types, 49
Task Level, I II
Task Statement, 12
Task Status
awaiting certification, 109
definitions, 16, 106
definitions summary, 134
screen display, 1 I I

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, I I 
task statement, I l I

Trainer
identification of user types, 108
task training event, 162
task training event marking completion,
162
trainer, 99

Training, 64
access task data, 99
administering, 99
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