JUMS 3.0 BRIEFING(Handout #3)

                      (4ROTCR Conf(16-19 Sep 02)

1.  OPENING REMARKS
This afternoon I am going  to familiarize you with some of the features and screens in JUMS 3.0.

As we look at these different features and screens, I will give you the page number to turn to in your JUMS 3.0 handout. I encourage you to take notes on the handout.

Due to the amount of time we have for this briefing, in most cases I will be briefing the main program screens.

It is mine and Major Yarbrough’s objective to give you enough in this briefing along with the handouts to give you a good “Jump Start” in your conversion from JUISS 2.4 to JUMS 3.0.

Our briefing today is not all inclusive of what you will need to know to work this program or teach it to your Cadet Staff. You will need to work with the different features and rely on the “Help” screens and the “Tips” at the bottom of each “Help” screen

2.  MAIN PROGRAM SCREEN -  PAGE__2________

The “Tables” contain fixed data that you can use in setting up your “Setup” screens and working with the other features of the program(i.e., cadet records,etc).

It is recommended you set up certain tables before you setup your “Setup” screens. I will be discussing those tables first.

3.   TABLES SCREEN – PAGE____2______________
      a.   To get to the tables, click on “File” on the  “Main Program Screen”.

b. Bring your mouse arrow down to “Tables”.

      c.   Use your mouse arrow to navigate down to the table you want to work with.

      d.   It is recommended that you set up the following tables before you setup your “Setup” screens and start working with the program:

            (1)   Cities – This is the table used to set up commonly used cities, state, and zip codes within the geographical location of your school. You can add additional zip codes to a city without having to retype the name of the city and state by clicking on “Replicate” after each saved entry.

THE “REPLICATE “ FEATURE WORKS THE SAME IN ALL TABLES THAT HAVE A REPLICATE BUTTON.
           (2)   Corps – This table is used to setup your Battalion and Company Organizational structure. The “Replicate” feature will save you a lot of work in this table.

           (3)   Family Relations – Use this table to setup common family relation titles(i.e., Mother, Father, Guardian, etc.) This table will be used in the “Family Information Section” of the cadet record.

           (4)   Positions – Use this table to setup the Officer and Enlisted Cadet positions that will be used in assigning your cadets to various jobs within the Battalion and Companies.

           (5)   State or Country – This table will allow you to enter the state by clicking on the “Table” button on your cadet “Personal” data screen and the “School” and “Staff” setup screens without having to type in the state.  

4.   SETUP SCREENS – PAGE_3-8___
      (a)   Click on “File” on “Main Menu Program Screen”

(b) Bring your mouse arrow down to “Setup”.

(c) Select your setup screen.

5.   “SCHOOL” SETUP – PAGE__3________________

      (a)   There are three(3) screens that you need to setup under this “Setup”. To do the initial setup or correct data that was previously entered, click on the “Edit” button.

      (b)   In setting up these three screens you will be able to use the “Table” button or drop down screens that were previously setup under “Tables”. This is why we setup the tables first.
JUST A REMINDER BEFORE WE CONTINUE WITH THE REST OF THE SETUPS. WHEREVER DATA IS REQUESTED THROUGHOUT THIS PROGRAM, MAKE SURE YOU DON’T LEAVE THAT FIELD BLANK. LEAVING DATA OUT WILL SIGNIFICANTLY AFFECT SOME OF THE REPORTS THE PROGRAM WILL GIVE YOU.

6.   SECURITY SETUP – PAGE__4________________

      (a)   This is the setup where you determine who within your JROTC Staff and Cadet Staff will have access to certain areas of the program.

      (b)   UNDER NO CIRCUMSTANCES SHOULD YOU ALLOW YOUR CADET STAFF TO HAVE ACCESS TO THE SECURITY SETUP SCREEN. 

THE SAI AND OR AAI IS RESPONSIBLE FOR ASSIGNING USER NAMES AND PASSWORDS TO THEIR CADET STAFF AND DETERMINE ACCESS FOR EACH.

       (c)   Passwords and user names should be written down and secured in an area accessible only by the SAI/AAI. This will be in addition to having this data on the Security Setup screen in the program because you never know when you might loose your hard drive.

       (d)   CADETS WHO ARE GIVEN ACCESS TO CERTAIN AREAS OF THE PROGRAM SHOULD BE

MADE AWARE OF THE NECESSITY TO SAFEGUARD THEIR USER NAMES AND PASSWORDS.
       (e)   To delete a password and user name, click on the button to the right of the “User Name” – select the user you want to delete on the “Search” screen – click the “Delete”button and access will be gone.

7.   UNIT SETUP – PAGE_5-7______

      (a)   To setup initial data or change previously entered data, click on the “Edit” button.

      (b)   Those items in red indicate that the data in these fields play a significant role in certain reports generated by the program.

      (c)    The Adjutant and SAI data on this screen act as a template on various reports requiring  signature block(i.e.,  orders, etc.)

      (d)   When you click on “Save”and the Unit setup screen comes back up, click on the “Staff” button. This is the screen where you setup the Instructor Personal data. You can add a “New” staff member, edit previously entered data or delete all the data on a particular staff member.

8.   USER SETUP – PAGE_ 8__________

      (a)    Main Window Banner – What you put in this window will only appear on the “Main Program Screen”.

      (b)   Auto Backup – will cause an automatic backup to the system directory…..\JUMS\DATA\BACKUP as frequently as you tell it to in this setup.

(c) Enable Sounds – currently no sounds

      (d)   Enable Sub-Windows Background Colors – Allows you to select the color you want for the background of all program windows.

      (e)   Enable Date Reasonableness Checking – If one date in the system conflicts with another date, a “Date Confirmation” box comes up.

9.   CADET RECORD SCREEN –Page 10-59___
      (a)   The cadet record screen allows you to  add a “New” record, “Edit”a current record, or “Delete” a complete record.

      (b)   The cadet record screen is divided into “Personal” and “History”.

1. “PERSONAL”(pages 10-17)

(a) To change the data on a single Cadet 

Record, locate the record by one of three ways:  Use the First, Prev, Next, or Last buttons located in the bar at the top of any Cadet Record screen; click the button on the right of any cadet last name for a “Search” by last name screen or click the button to the right of the ID number of any cadet for a “Search” by cadet ID number screen.

                       (b)   The Cadet Personal data screen contains cadet personal data, school data, corps data, and Family Information data.

                       (c)   To change data on an existing cadet record, click the “Edit” button. All fields will light up except the Communications Device window which you have to click on the “Edit” button for a screen which will allow you to edit, delete, or add a “New” device. 

Your change can be made either by typing the new entry or clicking on the “Table” button for a drop down window.

To make changes to the “Family Information Section”, click on “New”, “Edit”, or “Delete” for the appropriate screen.

For Family Communication devices changes, click on the “Edit” button.

                       (d)   Batch Processing(Personal Data)

                               1.   Click on “Batch” at the top of the cadet record screen.

                               2.   On the “Cadet Batch Processing” screen, select  “Personal Information” and under “Action” select “Change”.

                               3.   Click “Continue” on the “Batch Processing Screen”

                               4.   On the “Select Cadets” screen, select the cadets you want the Personal Information to change on or if you have a specific group that you want the same information to change on(i.e., LET 1s to LET 2s), click on the “Filter” button.

                               5.   Make sure no filters are set on the filter screen. If a filter is set , click on the “Reset” button.

                               6.   If you want personal information to change only on LET 1s, click on the Let Level filter and select LET 1s – then click on “Apply” button. This brings up a list of LET1s by name.

                               7.   Bring all of the LET 1 names over to the “Selected” box and click on the “Continue” button.

                               8.   On the “Batch Change”screen, select the information you want to change on all of the selected cadets. Lets say you want to change all of the selected cadets to LET 2.

                               9.   Put a check mark in the let level box and with the drop down arrow to the right of the LET level box select 02 for LET 2. Click the “Run” button and the change will take affect for all of the selected cadets.

                  2.   HISTORY(pages 18-59)

                        a.   On the History screen you affect individual actions on cadets. You can affect a “New” action, “Edit” a previous action that has been posted to the cadet record, or “Delete” a previous action(entry) that has been posted to the cadet record.

                        b.   I will show you how to make a new promotion, edit a previous promotion, and delete an erroneous promotion entry  on an individual cadet on the “Ranks” tab. Due to the amount of time we have, we will only be able to cover the “Ranks” tab . The other 13 tabs use basically the same procedure.

                        c.   “Ranks”(Promoting an Individual Cadet)(pages 34-41)

                               (1)   Click the “New” button – on the “New Ranks Record For………..screen, enter the date of promotion(if other than current date) – click on the dropdown arrow and select the “Rank” you are promoting to – if there is a position change for this promotion, enter the new position or enter the cadets current position by clicking on the dropdown arrow – enter a short reason for the promotion(1.e., exempl. Duty, etc.) – click on “save” and this will enter the promotion on the cadet record.

                              (2)   To finalize the promotion and cut the promotion order which will put the order number on the cadet record :

                                      a.   Click on “Reports” at the top of the cadet record screen.

                                      b.   On the “Cadets” reports tab, go down to the “Promotion Orders” report and click it.

                                      c.   Say “Yes” to create order and this will create the order and put it on the screen.

                                      d.   Indicate the format of the order that you want by clicking on one of the three (3) choices.

                                      e.   The “Reason” block is used to place a reason on the order.

                                      f.   Click “Save” and this will open the “Promotion Orders Print Selector” screen which also gives you an orders log for all promotion orders issued. 

                                     g.   Click “Print”- say “Yes” or “No” on “Sorting “ screen – say “Yes” or “No” on the “Include Header Information” screen.

                                     h.   The “Report Viewer” screen gives you a view of the order before you print it – click “Print” to print the order.     

                        d.   Ranks(Demoting a Cadet)(page 42)

                                1.   Click on “New” – on the “New Ranks Record For…….screen, enter “Date” of demotion – from the “Rank” dropdown arrow, enter the rank being demoted to – enter “Position” cadet will occupy after demotion-enter reason for demotion.

                                2.   Click “Save” on the “New Rank Record For……screen and this will put the demotion entry on the cadet record.

                                3.   To finalize the Demotion, click on “Reports” – on the “Cadets” reports tab, go down to “Demotion Orders” and double click the report – say “Yes” or “No” to create order on the “Demotion Orders” screen- select the format you want – type in the reason for the demotion- click “Save”.

                               4.   On the “Demotion Order Print Selector” screen(which gives you an orders log), click print – on the “Sorting” screen select “Yes” or “No”- on the “Include Header Information” screen say “Yes”(I know no reason why you would not want the school letter head on the order).

                               5.   You now have a view of the Demotion Order – click “Print” to print the order.

e.  Ranks(Batch Promotions)

                               1.   Click on “Batch” at top of Cadet Record screen.

                               2.   On the “Cadet Batch Processing” screen, click the dropdown arrow under “Type of Data” and enter “Ranks”- under “Action” enter “Add”(to promote to any rank) or “Promote” (to promote to next higher rank) then click “Continue”.

                              3.   Select cadets being promoted by moving their names to the “Selected” box – click “Continue”.                                                     
                              4.   Leave “Job” blank – click “Run” and this will put the promotion on all the batched cadets  Cadet Record.

                              5.   Click on “Reports” at the top of the cadet record screen.

                              6.   On the “Cadets” report list, go to “Promotion Order” and double click on it – say “Yes” or “No” on “Create Order” screen.

7. Select the way you want the

Order to be displayed - click “Save”.

                              8.   Click “Print” on the “Promotion Orders Print Selector.

                              9.   Select “Yes” or “No” on “Sorting” screen.

                            10.   Select “Yes” on the “Include Header Information “ screen.

                            11.   Click “Print” on the “Report Viewer” screen.                             

f. Clothing Issue/Turn-In

1. Issue

      a.   Click on “Clothing” tab – 

Click “Issue” on cadet clothing screen – on the “Issue Items To……..screen, select each item to be issued and move item(s) to “Selected Items” side of screen

                                      OR

                                      b.   If it’s an initial issue and you want to issue all items in clothing bag allowance for a particular gender(male, femal, unisex, etc.,)click on dropdown arrow under “Current Filter” and select the appropriate clothing group. This will bring up all items of authorized clothing for the selected group.

                                      c.   Whether you individually select items to be issued or you issue all items in clothing bag – after you move items to “Selected Items” side of screen, click “Save” and this will issue items to selected cadets.

                                 2.   Turn-in – To turn-in items follow same procedure for “Issue” after you click the “Return” button on the “Clothing” tab screen.

                           g.   Clothing Issue/Turn-in(Batch Processing) – Follow the procedures on the “Batch Clothing Issue” handout.

