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Overview of NRL

 
What it means

 
The ROTC National Referral List (NRL) replaced the paper lead listings mailed to the Recruiting Officers at ROTC Host Schools.
 
· Leads are listed in NRL because they:
·          Are qualified leads with valid phone numbers and/or email addresses
·          Are current college freshmen, high school seniors, or high school juniors
·          Expressed an interest in attending the addressed ROTC school (within the last 120 days)
 
Detailed selection criteria for NRL can be found in Appendix IV.
 
What it does

 
NRL is an Internet application designed for the ARMY ROTC’s Professors of Military Science (PMS).  NRL is a lead management tool that enables a recruiting officer to review and select ROTC candidates from the pool of available leads on the QUEST System.
 
QUEST is the name of the database system that stores lead names that have shown an interest in Army ROTC.  QUEST is also referred to as a lead tracking/fulfillment system.
 
Leads enter the QUEST System by several methods:
· A lead fills out a BRC (business reply card) and returns it to the lead/fulfillment center 
· A lead called 1-800-USA-ROTC 
· The lead information provided via the ROTC Web Page 
· USAREC provided the lead via ARISS 
 
How it does it

 
NRL is an Internet application that communicates with the QUEST Database.  Lead information is refreshed nightly from QUEST.
 
Because it is a 24/7 Internet application you can sign on to NRL at any time:
· From home 
· From the office or school 
· On the road 
· From the your own computer 

· From any computer with Internet access and a current browser 

 
There is no software required to run NRL and no files reside on the local PC.
 

Detailed browser and navigation information can be found in Appendix VI and Appendix VII respectively.
 
Getting Started

 
Help Desk Hours and Phone Number 

 
The NRL Help Desk is manned during normal business hours for any questions or problems you have accessing or using the system. Don’t hesitate to use it.
 
NRL HELP DESK
8:00 AM to 5:00 PM EST
Monday thru Friday
(215) 957-4385
 
Accessing NRL

 
To enter the NRL, type the URL (https://army.networkmcs.com/NRL) in the address box of your browser.
 
After entering the URL, the NRL Welcome Screen will appear:
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Entering your Login ID and Password

 
Enter your Login ID and Password in the boxes indicated on the Welcome screen.
 
Battalion: enter your battalion FICE code (to include preceding zero’s) in both the “Login ID” and 

“Password” boxes. 


Brigade/Region:


a.  Region MOPA:  “r” and region number (i.e. 4th  Region is “r4”).


b.  Brigade ROO:  “r”, region number, “b”, and brigade number (i.e. 1st Bde, 4th Region is r4b1).


c.  Brigade Nurse:  “r”, region number, “bn”, and brigade number (i.e. 1st Bde, 4th Region is r4bn1).

Levels of Responsibility

 
The NRL system will verify your Login ID and password and determine your level in the ROTC organization.  Currently the system identifies: Headquarters, Regions, Brigades, Host Schools, and Nurses.
Headquarters

 
Immediately upon logging in as Headquarters you will be presented with the reports selection popup. 
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This popup allows you to select either the NRL Logon Report or the NRL Disposition Report for regular or nurse candidates.  
 

Add Referral
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Clicking the Add Referral button will call up a blank referral record that allows the user to add a new lead into the system.  
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The Add New Referral Record window contains the following information:
 
First – Enter the lead’s first name here.  This field is required.
 
MI – Enter the lead’s middle initial here.
 
Last – Enter the lead’s last name here.  This field is required.
 
Suffix – Enter any suffix for lead’s name here.  Examples of possible suffixes are Jr., Sr., III, etc.
 
Address – Enter the lead’s street address here.  Two lines are provided for entry of the street address.  This field is required.
 
City – Enter the lead’s city here.  This field is required.
 
State – Enter the lead’s state here.  This field is required.
 
Zip – Enter the lead’s zip code here.  This field is required.
 
Phone – Enter the lead’s phone number here.  Either a phone number or an e-mail address should be entered when adding a new lead.
 
Email – Enter the lead’s e-mail address here.  Either a phone number or an e-mail address should be entered when adding a new lead.
 
SSN – Enter the lead’s Social Security number here.
 
Date of Birth – Enter the lead’s date of birth here.
 
Gender – Enter the lead’s gender here.
 
High School Graduation Year – Enter the lead’s high school graduation year here.  This field is required.
 
GPA – Enter the lead’s GPA score here.
 
SAT – Enter the lead’s SAT score here.
 
ACT – Enter the lead’s ACT score here.
 
Disposition – This pull-down allows a disposition to be entered for this lead.  The lead will initially be assigned a disposition of ‘New’.  To assign a different disposition, click on the pull-down arrow to view a list of dispositions.  
 
The available dispositions are:
 
Working – The recruiting officer has made contact and scheduled an appointment
 
Unable to Contact – The recruiting officer could not make contact with lead after several attempts
 
Refer to USAREC – The lead is not an ROTC candidate, but is interested in Army enlistment options.  Selecting this disposition will cause the lead to be referred to USAREC for further recruitment.  Once this disposition is selected the below popup to appear.
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This popup allows the recruiter to identify to USAREC the type of candidate.  The possible responses are as follows:
 
New – A new candidate is someone who has not been enrolled in college or ROTC.  
 
Stop out – A Stop out is a candidate that is leaving ROTC, but is still enrolled in college.  
 
Drop out – A Drop out is someone who is leaving college.
 
Cancel – Selecting this option will cancel this action and return focus to the Add New Referral Record window.
 
Unqualified – The lead did not qualify for possible reasons of physical limitations, dependents, education, ASVAB or morals
 
Entered into CCIMS – Lead is interested in ROTC and the recruiting officer has begun the process of enrolling the candidate in ROTC by entering the lead into CCIMS
 
Not Interested – Contact made and lead not interested in ROTC
 

 
Transfer To – This pull-down allows a lead to be assigned to a host school.  The lead will not initially be assigned to a school when you log in as Headquarters, a Region or a Brigade.  To assign the lead to a host school, click on the pull-down arrow to view a list of schools and select the desire school from the list.  The new prospect will appear on the appropriate school’s referral list the next time they log in to the NRL system.
 
[Add Prospect] Button – Clicking this button will save the new lead to the database, close the Add New Referral Record window and return focus to the previous screen.  The new prospect will appear on the appropriate school’s referral list the next time they log in to the NRL system.
 
[Cancel] Button – Clicking this button display the popup below.  Selecting OK will close the Add New Referral Record window and return focus to the previous screen without saving any information to the database.  Selecting Cancel will return focus to the Add New Referral Record window to allow you to continue editing the lead.
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Reports
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Clicking on the Reports button will call up the report selection popup again.  Use this when you want to change reports.
 
 

NRL Logon Report

 
The NRL Logon Report will display the logon activity of all regions in Cadet Command.  
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Name - Displays the region name.  Clicking on a region name will allow you to drill down and view each brigade in the selected region.
 
Logged In Within Last 30 Days - Displays the number of host schools within the region that have logged on in the last 30 days. 
 
Not Logged In Within Last 30 Days - Displays the number of host schools within the region that have not logged on in the last 30 days. 
 
 

Drill Down (Region Level)
 
Clicking on a region name will drill down to the region level logon report.  This report displays the logon activity of each brigade in the selected region.
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Name - Displays the brigade name.  Clicking on a brigade name will allow you to drill down and view the logon activity of each host school in the selected brigade.
 
Logged In Within Last 30 Days - Displays the number of host schools within the brigade that have logged on in the last 30 days. 
 
Not Logged In Within Last 30 Days - Displays the number of host schools within the brigade that have not logged on in the last 30 days. 
 
 

Drill Down (Brigade Level)
 
Clicking on a brigade name will drill down to the brigade level logon report.  This report displays the logon activity of each host school in the selected brigade.
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Name - Displays the host school name.

 
Logged In Within Last 30 Days - Displays the number of times the host school has logged on in the last 30 days. 
 
Last Time Logged On - Displays the date and time of the last logon.
 

 

NRL Disposition Report 

 
The NRL Disposition Report will display disposition totals for each region in Cadet Command.  Clicking on a region name will allow you to drill down and view the disposition totals for each brigade in the selected region.
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Rolled Up Totals - Displays totals for each disposition for all regions within Cadet Command.  All other lines reference totals by region.
 
New – Displays the number of new (unworked) leads.
 
Working – Displays the number of leads that are currently being worked on.
 
Unable to Contact – Displays the number of leads that the recruiting officer(s) has been unable to contact after several attempts.
 
Not Interested – Displays the number of leads that have been eliminated due to lack of interest in ROTC.
 
Unqualified – Displays the number of leads that have been disqualified due to physical limitations, dependents, education, ASVAB or morals
 
Entered Into CCIMS – Displays the number of leads that have been entered into the CCIMS system for further processing.
 
Closed (120 Days) – Displays the number of new, unworked leads that have been automatically removed from the system because the lead was not assigned a disposition by the school's Recruiting Officer within 120 days of entering NRL.
 
Total Dispositions – Displays the total number of potential leads in the system at this time.
 
 
Drill Down (Region Level)

 
Clicking on a region name will drill down to the region level disposition report.  This report displays the disposition counts of all leads in each of the brigades in the selected region.  
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Rolled Up Totals - Displays totals for each disposition for all brigades within the selected region.  All other lines reference totals by brigade.
 
New – Displays the number of new (unworked) leads.
 
Working – Displays the number of leads that are currently being worked on.
 
Unable to Contact – Displays the number of leads that the recruiting officer(s) has been unable to contact after several attempts.
 
Not Interested – Displays the number of leads that have been eliminated due to lack of interest in ROTC.
 
Unqualified – Displays the number of leads that have been disqualified due to physical limitations, dependents, education, ASVAB or morals
 
Entered Into CCIMS – Displays the number of leads that have been entered into the CCIMS system for further processing.
 
Closed (120 Days) – Displays the number of new, unworked leads that have been automatically removed from the system because the lead was not assigned a disposition by the school's Recruiting Officer within 120 days of entering NRL.
 
Total Dispositions – Displays the total number of potential leads in the system at this time.
 

Drill Down (Brigade Level)

 
Clicking on a brigade name will drill down to the brigade level disposition report.  This report displays the disposition totals at each host school in the selected brigade.
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Rolled Up Totals - Displays totals for each disposition for all host schools within the brigade.  All other lines reference totals by host school.
 
New – Displays the number of new (unworked) leads.
 
Working – Displays the number of leads that are currently being worked on.
 
Unable to Contact – Displays the number of leads that the recruiting officer(s) has been unable to contact after several attempts.
 
Not Interested – Displays the number of leads that have been eliminated due to lack of interest in ROTC.
 
Unqualified – Displays the number of leads that have been disqualified due to physical limitations, dependents, education, ASVAB or morals
 
Entered Into CCIMS – Displays the number of leads that have been entered into the CCIMS system for further processing.
 
Closed (120 Days) – Displays the number of new, unworked leads that have been automatically removed from the system because the lead was not assigned a disposition by the school's Recruiting Officer within 120 days of entering NRL.
 
Total Dispositions – Displays the total number of potential leads that are in the system at this time.
 

NRL Logon Report (Nurse)

 
The NRL Logon Report (Nurse) will display the nurse logon activity of all regions in Cadet Command.  
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Name - Displays the region name.  Clicking on a region name will allow you to drill down and view each brigade in the selected region.
 
Logged In Within Last 30 Days - Displays the number of nurse brigades within the region that have logged on in the last 30 days. 
 
Not Logged In Within Last 30 Days - Displays the number of nurse brigades within the region that have not logged on in the last 30 days. 
 
 

Drill Down (Region Level)
 
Clicking on a region name will drill down to the region level logon report.  This report displays the logon activity of each nurse brigade in the selected region.
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Name - Displays the brigade name.

 
Logged In Within Last 30 Days - Displays the number of times the brigade has logged on in the last 30 days. 
 
Last Time Logged On - Displays the date and time of the last logon.
 
 

NRL Disposition Report (Nurse)

 
The NRL Disposition Report (Nurse) will display nurse disposition totals for each region in Cadet Command.  Clicking on a region name will allow you to drill down and view the disposition totals for each brigade in the selected region.
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Rolled Up Totals - Displays totals for each disposition for all regions within Cadet Command.  All other lines reference totals by region.
 
New – Displays the number of new (unworked) leads.
 
Working – Displays the number of leads that are currently being worked on.
 
Unable to Contact – Displays the number of leads that the recruiting officer(s) has been unable to contact after several attempts.
 
Not Interested – Displays the number of leads that have been eliminated due to lack of interest in ROTC.
 
Unqualified – Displays the number of leads that have been disqualified due to physical limitations, dependents, education, ASVAB or morals
 
Entered Into CCIMS – Displays the number of leads that have been entered into the CCIMS system for further processing.
 
Transferred – Displays the number of leads that have been transferred to a host school.  Once a nursing candidate has expressed an interest in a host school, all recruitment efforts are coordinated from that school.
 
Closed (120 Days) – Displays the number of new, unworked leads that have been automatically removed from the system because the lead was not assigned a disposition by the school's Recruiting Officer within 120 days of entering NRL.
 
Total Dispositions – Displays the total number of potential leads in the system at this time.
 
 
Drill Down (Region Level)

 
Clicking on a region name will drill down to the region level disposition report.  This report displays the disposition counts of all leads in each of the brigades in the selected region.  
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Rolled Up Totals - Displays totals for each disposition for all brigades within the selected region.  All other lines reference totals by brigade.
 
New – Displays the number of new (unworked) leads.
 
Working – Displays the number of leads that are currently being worked on.
 
Unable to Contact – Displays the number of leads that the recruiting officer(s) has been unable to contact after several attempts.
 
Not Interested – Displays the number of leads that have been eliminated due to lack of interest in ROTC.
 
Unqualified – Displays the number of leads that have been disqualified due to physical limitations, dependents, education, ASVAB or morals
 
Entered Into CCIMS – Displays the number of leads that have been entered into the CCIMS system for further processing.
 
Transferred – Displays the number of leads that have been transferred to a host school.  Once a nursing candidate has expressed an interest in a host school, all recruitment efforts are coordinated from that school.
 
Closed (120 Days) – Displays the number of new, unworked leads that have been automatically removed from the system because the lead was not assigned a disposition by the school's Recruiting Officer within 120 days of entering NRL.
 
Total Dispositions – Displays the total number of potential leads in the system at this time.
 

Help
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The Help button displays the help screen.  This screen gives you a link to the on-line documentation and the Help Desk phone number.  Feel free to call with any question you may have about the NRL system.
 
At the bottom of the screen (gray text, small print), is system information that you may need to give to the Help Desk in order to solve your specific application or hardware problem.
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NRL Documentation – click on the hyperlink to open the online documentation to help you with the NRL system.
Regions

 
Immediately upon logging in as a Region you will be presented with the reports selection popup. 
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This popup allows you to select either the NRL Logon Report or the NRL Disposition Report for regular or nurse candidates.  
 
Add Referral
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Clicking the Add Referral button will call up a blank referral record that allows the user to add a new lead into the system.  
 
[image: image22.jpg]Name : First :
Address :

City :
Phone :

SSN:
Date Of Birth :

(i) Gender: [Ambigious

High School

Graduation Year :
Scores : GPA:

SAT: [

ACT:

Disposition :

New

Transfer To :

* Required Columns

Add Prospect Cancel





 
 

The Add New Referral Record window contains the following information:
 
First – Enter the lead’s first name here.  This field is required.
 
MI – Enter the lead’s middle initial here.
 
Last – Enter the lead’s last name here.  This field is required.
 
Suffix – Enter any suffix for lead’s name here.  Examples of possible suffixes are Jr., Sr., III, etc.
 
Address – Enter the lead’s street address here.  Two lines are provided for entry of the street address.  This field is required.
 
City – Enter the lead’s city here.  This field is required.
 
State – Enter the lead’s state here.  This field is required.
 
Zip – Enter the lead’s zip code here.  This field is required.
 
Phone – Enter the lead’s phone number here.  Either a phone number or an e-mail address should be entered when adding a new lead. 
 
Email – Enter the lead’s e-mail address here.  Either a phone number or an e-mail address should be entered when adding a new lead.
 
SSN – Enter the lead’s Social Security number here.
 
Date of Birth – Enter the lead’s date of birth here.
 
Gender – Enter the lead’s gender here.
 
High School Graduation Year – Enter the lead’s high school graduation year here.  This field is required.
 
GPA – Enter the lead’s GPA score here.
 
SAT – Enter the lead’s SAT score here.
 
ACT – Enter the lead’s ACT score here.
 
Disposition – This pull-down allows a disposition to be entered for this lead.  The lead will initially be assigned a disposition of ‘New’.  To assign a different disposition, click on the pull-down arrow to view a list of dispositions.  
 
The available dispositions are:
 
Working – The recruiting officer has made contact and scheduled an appointment
 
Unable to Contact – The recruiting officer could not make contact with lead after several attempts
 
Refer to USAREC – The lead is not an ROTC candidate, but is interested in Army enlistment options.  Selecting this disposition will cause the lead to be referred to USAREC for further recruitment.  Once this disposition is selected the below popup to appear.
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This popup allows the recruiter to identify to USAREC the type of candidate.  The possible responses are as follows:
 
New – A new candidate is someone who has not been enrolled in college or ROTC.  
 
Stop out – A Stop out is a candidate that is leaving ROTC, but is still enrolled in college.  
 
Drop out – A Drop out is someone who is leaving college.
 
Cancel – Selecting this option will cancel this action and return focus to the Add New Referral Record window
 

Unqualified – The lead did not qualify for possible reasons of physical limitations, dependents, education, ASVAB or morals
 
Entered into CCIMS – Lead is interested in ROTC and the recruiting officer has begun the process of enrolling the candidate in ROTC by entering the lead into CCIMS
 
Not Interested – Contact made and lead not interested in ROTC
 

 
Transfer To – This pull-down allows a lead to be assigned to a host school.  The lead will not initially be assigned to a school when you log in as Headquarters, a Region or a Brigade.  To assign the lead to a host school, click on the pull-down arrow to view a list of schools and select the desire school from the list.  The new prospect will appear on the appropriate school’s referral list the next time they log in to the NRL system.  
 
[Add Prospect] Button – Clicking this button will save the new lead to the database, close the Add New Referral Record window and return focus to the previous screen.  The new prospect will appear on the appropriate school’s referral list the next time they log in to the NRL system.
 
[Cancel] Button – Clicking this button display the popup below.  Selecting OK will close the Add New Referral Record window and return focus to the previous screen without saving any information to the database.  Selecting Cancel will return focus to the Add New Referral Record window to allow you to continue editing the lead.
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Reports
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Clicking on the Reports button will call up the report selection popup again.  Use this when you want to change reports.
 
 

NRL Logon Report

 
The NRL Logon Report will display the logon activity for all brigades in your region.  
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Name - Displays the brigade name.  Clicking on a brigade name will allow you to drill down and view the logon activity of each host school in the selected brigade.
 
Logged In Within Last 30 Days - Displays the number of host schools within the brigade that have logged on in the last 30 days. 
 
Not Logged In Within Last 30 Days - Displays the number of host schools within the brigade that have not logged on in the last 30 days. 
 
 
Drill Down (Brigade Level)
 
Clicking on the brigade name will drill down to the brigade level logon report.  This report displays the logon activity of each host school in the selected brigade.
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Name - Displays the host school name.

 
Logged In Within Last 30 Days - Displays the number of times the host school has logged on in the last 30 days. 
 
Last Time Logged On - Displays the date and time of the last logon.
 

 

NRL Disposition Report 

 
The NRL Disposition Report will display disposition totals for each brigade in your region.  Clicking on a brigade name will allow you to drill down and view the disposition totals for each host school in the selected brigade.
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Rolled Up Totals - Displays totals of each disposition for all brigades within the region.  All other lines reference totals by brigade.
 
New – Displays the number of new (unworked) leads.
 
Working – Displays the number of leads that are currently being worked on.
 
Unable to Contact – Displays the number of leads that the recruiting officer(s) has been unable to contact after several attempts.
 
Not Interested – Displays the number of leads that have been eliminated due to lack of interest in ROTC.
 
Unqualified – Displays the number of leads that have been disqualified due to physical limitations, dependents, education, ASVAB or morals
 
Entered Into CCIMS – Displays the number of leads that have been entered into the CCIMS system for further processing.
 
Closed (120 Days) – Displays the number of new, unworked leads that have been automatically removed from the system because the lead was not assigned a disposition by the school's Recruiting Officer within 120 days of entering NRL.
 
Total Dispositions – Displays the total number of potential leads in the system at this time.
Drill Down (Brigade Level)

 
Clicking on a brigade name will drill down to the brigade level disposition report.  This report displays the disposition counts of all leads in each host school in the selected brigade.
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Rolled Up Totals - Displays totals of each disposition for all host schools within the brigade.  All other lines reference totals by host school.
 
New – Displays the number of new (unworked) leads.
 
Working – Displays the number of leads that are currently being worked on.
 
Unable to Contact – Displays the number of leads that the recruiting officer(s) has been unable to contact after several attempts.
 
Not Interested – Displays the number of leads that have been eliminated due to lack of interest in ROTC.
 
Unqualified – Displays the number of leads that have been disqualified due to physical limitations, dependents, education, ASVAB or morals
 
Entered Into CCIMS – Displays the number of leads that have been entered into the CCIMS system for further processing.
 
Closed (120 Days) – Displays the number of new, unworked leads that have been automatically removed from the system because the lead was not assigned a disposition by the school's Recruiting Officer within 120 days of entering NRL.
 
Total Dispositions – Displays the total number of potential leads that are in the system at this time.
 

NRL Logon Report (Nurse)

 
The NRL Logon Report (Nurse) will display the nurse logon activity for all brigades in your region.  
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Name - Displays the brigade name.

 
Logged In Within Last 30 Days - Displays the number of times the brigade has logged on in the last 30 days. 
 
Last Time Logged On - Displays the date and time of the last logon.
NRL Disposition Report (Nurse)

 
The NRL Disposition Report will display nurse disposition totals for each brigade in your region.  
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Rolled Up Totals - Displays totals of each disposition for all brigades within the region.  All other lines reference totals by brigade.
 
New – Displays the number of new (unworked) leads.
 
Working – Displays the number of leads that are currently being worked on.
 
Unable to Contact – Displays the number of leads that the recruiting officer(s) has been unable to contact after several attempts.
 
Not Interested – Displays the number of leads that have been eliminated due to lack of interest in ROTC.
 
Unqualified – Displays the number of leads that have been disqualified due to physical limitations, dependents, education, ASVAB or morals
 
Entered Into CCIMS – Displays the number of leads that have been entered into the CCIMS system for further processing.
 
Transferred – Displays the number of leads that have been transferred to a host school.  Once a nursing candidate has expressed an interest in a host school, all recruitment efforts are coordinated from that school.
 
Closed (120 Days) – Displays the number of new, unworked leads that have been automatically removed from the system because the lead was not assigned a disposition by the school's Recruiting Officer within 120 days of entering NRL.
 
Total Dispositions – Displays the total number of potential leads in the system at this time.
Help
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The Help button displays the help screen.  This screen gives you a link to the on-line documentation and the Help Desk phone number.  Feel free to call with any question you may have about the NRL system.
 
At the bottom of the screen (gray text, small print), is system information that you may need to give to the Help Desk in order to solve your specific application or hardware problem.
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NRL Documentation – click on the hyperlink to open the online documentation to help you with the NRL system.
Brigades

 
Immediately upon logging in as a Brigade you will be presented with the reports selection popup. 
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This popup allows you to select either the NRL Logon Report or the NRL Disposition Report for regular or nurse candidates.  
 
 
Add Referral
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Clicking the Add Referral button will call up a blank referral record that allows the user to add a new lead into the system.  
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The Add New Referral Record window contains the following information:
 
First – Enter the lead’s first name here.  This field is required.
 
MI – Enter the lead’s middle initial here.
 
Last – Enter the lead’s last name here.  This field is required.
 
Suffix – Enter any suffix for lead’s name here.  Examples of possible suffixes are Jr., Sr., III, etc.
 
Address – Enter the lead’s street address here.  Two lines are provided for entry of the street address.  This field is required.
 
City – Enter the lead’s city here.  This field is required.
 
State – Enter the lead’s state here.  This field is required.
 
Zip – Enter the lead’s zip code here.  This field is required.
 
Phone – Enter the lead’s phone number here.  Either a phone number or an e-mail address should be entered when adding a new lead. 
 
Email – Enter the lead’s e-mail address here.  Either a phone number or an e-mail address should be entered when adding a new lead.
 
SSN – Enter the lead’s Social Security number here.
 
Date of Birth – Enter the lead’s date of birth here.
 
Gender – Enter the lead’s gender here.
 
High School Graduation Year – Enter the lead’s high school graduation year here.  This field is required.
 
GPA – Enter the lead’s GPA score here.
 
SAT – Enter the lead’s SAT score here.
 
ACT – Enter the lead’s ACT score here.
 
Disposition – This pull-down allows a disposition to be entered for this lead.  The lead will initially be assigned a disposition of ‘New’.  To assign a different disposition, click on the pull-down arrow to view a list of dispositions.  
 
The available dispositions are:
 
Working – The recruiting officer has made contact and scheduled an appointment
 
Unable to Contact – The recruiting officer could not make contact with lead after several attempts
 
Refer to USAREC – The lead is not an ROTC candidate, but is interested in Army enlistment options.  Selecting this disposition will cause the lead to be referred to USAREC for further recruitment.  Once this disposition is selected the below popup to appear.
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This popup allows the recruiter to identify to USAREC the type of candidate.  The possible responses are as follows:
 
New – A new candidate is someone who has not been enrolled in college or ROTC.  
 
Stop out – A Stop out is a candidate that is leaving ROTC, but is still enrolled in college.  
 
Drop out – A Drop out is someone who is leaving college.
 
Cancel – Selecting this option will cancel this action and return focus to the Add New Referral Record window
 
Unqualified – The lead did not qualify for possible reasons of physical limitations, dependents, education, ASVAB or morals
 
Entered into CCIMS – Lead is interested in ROTC and the recruiting officer has begun the process of enrolling the candidate in ROTC by entering the lead into CCIMS
 
Not Interested – Contact made and lead not interested in ROTC
 
 
Transfer To – This pull-down allows a lead to be assigned to a host school.  The lead will not initially be assigned to a school when you log in as Headquarters, a Region or a Brigade.  To assign the lead to a host school, click on the pull-down arrow to view a list of schools and select the desire school from the list.  The new prospect will appear on the appropriate school’s referral list the next time they log in to the NRL system.  
 
[Add Prospect] Button – Clicking this button will save the new lead to the database, close the Add New Referral Record window and return focus to the previous screen.  The new prospect will appear on the appropriate school’s referral list the next time they log in to the NRL system.
 
[Cancel] Button – Clicking this button display the popup below.  Selecting OK will close the Add New Referral Record window and return focus to the previous screen without saving any information to the database.  Selecting Cancel will return focus to the Add New Referral Record window to allow you to continue editing the lead.
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Reports
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Clicking on the Reports button will call up the report selection popup again.  Use this when you want to change reports.
 
 

NRL Logon Report

 
The NRL Logon Report will display the logon activity of each host school in your brigade.  
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Name - Displays the host school name.

 
Logged In Within Last 30 Days - Displays the number of times the host school has logged on in the last 30 days. 
 
Last Time Logged On - Displays the date and time of the last logon.
 

 
NRL Disposition Report 

 
The NRL Disposition Report will display the disposition counts of all leads at each host school in your brigade.
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Rolled Up Totals - Displays totals of each disposition for all host schools within the brigade.  All other lines reference totals by host school.
 
New – Displays the number of new (unworked) leads.
 
Working – Displays the number of leads that are currently being worked on.
 
Unable to Contact – Displays the number of leads that the recruiting officer(s) has been unable to contact after several attempts.
 
Not Interested – Displays the number of leads that have been eliminated due to lack of interest in ROTC.
 
Unqualified – Displays the number of leads that have been disqualified due to physical limitations, dependents, education, ASVAB or morals
 
Entered Into CCIMS – Displays the number of leads that have been entered into the CCIMS system for further processing.
 
Closed (120 Days) – Displays the number of new, unworked leads that have been automatically removed from the system because the lead was not assigned a disposition by the school's Recruiting Officer within 120 days of entering NRL.
 
Total Dispositions – Displays the total number of potential leads that are in the system at this time.
 

NRL Logon Report (Nurse)

 
The NRL Logon Report (Nurse) will display the nurse logon activity for the current brigade.  
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Name - Displays the brigade name.

 
Logged In Within Last 30 Days - Displays the number of times the brigade has logged on in the last 30 days. 
 
Last Time Logged On - Displays the date and time of the last logon.
NRL Disposition Report (Nurse)

 
The NRL Disposition Report (Nurse) will display nurse disposition totals for the current brigade.  
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Rolled Up Totals - Displays totals of each disposition for all brigades.  All other lines reference totals by brigade.
 
New – Displays the number of new (unworked) leads.
 
Working – Displays the number of leads that are currently being worked on.
 
Unable to Contact – Displays the number of leads that the recruiting officer(s) has been unable to contact after several attempts.
 
Not Interested – Displays the number of leads that have been eliminated due to lack of interest in ROTC.
 
Unqualified – Displays the number of leads that have been disqualified due to physical limitations, dependents, education, ASVAB or morals
 
Entered Into CCIMS – Displays the number of leads that have been entered into the CCIMS system for further processing.
 
Transferred – Displays the number of leads that have been transferred to a host school.  Once a nursing candidate has expressed an interest in a host school, all recruitment efforts are coordinated from that school.
 
Closed (120 Days) – Displays the number of new, unworked leads that have been automatically removed from the system because the lead was not assigned a disposition by the school's Recruiting Officer within 120 days of entering NRL.
 
Total Dispositions – Displays the total number of potential leads in the system at this time.
Help
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The Help button displays the help screen.  This screen gives you a link to the on-line documentation and the Help Desk phone number.  Feel free to call with any question you may have about the NRL system.
 
At the bottom of the screen (gray text, small print), is system information that you may need to give to the Help Desk in order to solve your specific application or hardware problem.
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NRL Documentation – click on the hyperlink to open the online documentation to help you with the NRL system.
Host Schools

 
Immediately upon logging in as a host school, you will be presented with the Referral List screen.   The referral screen displays all the ‘new’ and ‘working’ leads that have expressed an interest in attending your school or one of its partnership schools.
 
Referral List
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The Referral List is a list of current leads (for a description of the selection criteria used see Appendix IV).  These leads are divided up by graduation year.  The referral list can be sorted by any column, please refer to Appendix I for more information.
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Check all / Uncheck All – This column is used to select the leads to be exported from NRL and downloaded to your PC.  You may either check off individual leads or click on [Check All] or [Uncheck All] to select or deselect all the leads on the Referral List.  After you have checked the leads you want to download, click on the [Export Checked Names] button.  See Appendix II for more information on exporting leads.
 
Full Name (Click to Select Record) – This column displays the lead’s full name.  The lead name is displayed in “<last name>, <first name>” format.  Clicking on the lead name will open another browser window displaying the Referral Record screen.  This screen displays detailed information about the individual lead. 
 
Disposition – This column displays current disposition for a lead.  The value in this field will either be ‘New’ or ‘Working’.
 
Responded  - 
This column displays the number of days since the last time this lead directly responded to any ROTC advertisement.  This column will display either  “< 90” for leads that have responded in the last 90 days or “> 90” for leads that have not responded in the last 90 days.
 
	 
Test Scores
 
There may not be test scores available for each lead.  Some test scores are derived from the lowest test score range from a mail file, but their actual score may be higher and not yet reported on the system.  Actual scores may be reported to the system by writing it on a BRC or answering a question when calling the 1-800 number.  If there is no score or there are all zeros, it means no score has been captured for this lead.
 


 
SAT Scores – This column displays the lead’s latest SAT score.  This score is a combination of Verbal + Mathematics; the highest possible score is 1600.  The score reported to NRL could have been derived from a mail file or come directly by the lead.
 
ACT Scores – This column displays the lead’s latest ACT score.  This score could have been derived from a mail file or come directly by the lead.
 
GPA – This column displays the lead’s reported Grade Point Average.  This score is usually – but not always – based upon the 4.0 scale, where A = 4.0, B = 3.0, C = 2.0, and D = 1.0.
 
Source Type - This column displays the last advertising promotion the lead responded to.  
(Ex.  A 1-800 number, NRCCUA mail list, Radio or Magazine advertisement, Internet.)
 
Referral Record

 
The Referral Record displays detailed information about a lead.  To leave this screen and return to the Referral List, click the Close button.
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Name – Displays the lead’s full name.
Address – Displays the lead’s mailing address.
 
Phone – Displays the lead’s contact phone number.
 
E-Mail – Displays the lead’s e-mail address.  By clicking on the email address, the user’s email client will be launched and the lead’s email address will automatically be populated in the “To:” box.  The recruiting officer can immediately send a personalized email to the lead.
 
Social Security Number – Displays the lead’s social security number
 
Date Of Birth – Displays the lead’s date of birth.
 
Gender – Displays the lead’s gender.
 
Times Responded – Displays the number of times a lead has requested ROTC information, responded to an advertisement, or replied to a refinement request.
 
Current Disposition – Allows a lead’s disposition to be updated.  To update the lead’s disposition, click on the pull-down arrow to view the list of dispositions.  A lead will have a ‘new’ disposition until the recruiting officer contacts the person and updates the disposition.  If the lead disposition is still ‘new’ after 120 days, a disposition of ‘Closed (120 days)’ will automatically be assigned and the lead will be removed from the NRL system.
 
The available dispositions are: 
 
Working – The recruiting officer has made contact and scheduled an appointment
 
Unable to Contact – The recruiting officer could not make contact with lead after several attempts
 
Unqualified – The lead did not qualify for possible reasons of physical limitations, dependents, education, ASVAB or morals
 
PMS – Not Interested – Contact made and lead not interested in ROTC
 
Entered into CCIMS – Lead is interested in ROTC and the recruiting officer has begun the process of enrolling the candidate in ROTC by entering the lead into CCIMS
[Close] Button – Clicking this button will close the Referral Record and return focus to Referral List.
 
[Change] Button – Clicking this button will display the Edit Referral Record window to allow the recruiter to change the lead’s personal information or transfer the lead to another host school.
 
[View History] Button – Clicking this button displays the lead’s response history and contact/mailing history in a ‘frame‘ under the Referral Record.
 
Edit Referral Record

 

The Edit Referral Record window allows the recruiter to change the lead’s personal information or transfer the lead to another host school.
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The Edit Referral Record window contains the following information:

 

Name – This field displays the lead’s name and is read only.

 

Address – Edit the lead’s street address here.  Two lines are provided for the street address.  This field is required.

 

City – Edit the lead’s city here.  This field is required.
 

State – Edit the lead’s state here.  This field is required.
 

Zip – Edit the lead’s zip code here.  This field is required.
 

Phone – Edit the lead’s phone number here. 

 

Email – Edit the lead’s e-mail address here.
 

SSN – Edit the lead’s Social Security number here.
 

Date of Birth – Edit the lead’s date of birth here.
 

Gender – Edit the lead’s gender here.
 

High School Graduation Year – Edit the lead’s high school graduation year here.  This field is required.

 

GPA – Edit the lead’s GPA score here.
 

SAT – Edit the lead’s SAT score here.
 

ACT – Edit the lead’s ACT score here.
 

Disposition – This pull-down allows a disposition to be edited for this lead.  The lead will initially have a disposition of ‘New’.  To assign a different disposition, click on the pull-down arrow to view a list of dispositions.  

 

The available dispositions are:

 

Working – The recruiting officer has made contact and scheduled an appointment
 
Unable to Contact – The recruiting officer could not make contact with lead after several attempts
 
Refer to USAREC – The lead is not an ROTC candidate, but is interested in Army enlistment options.  Selecting this disposition will cause the lead to be referred to USAREC for further recruitment.  Once this disposition is selected the below popup to appear.
 
[image: image50.jpg]2 USAREC Trans Type — Web Page

Select one of the following buttons:

Stopout | Dropout | Cancel

21l





 
This popup allows the recruiter to identify to USAREC the type of candidate.  The possible responses are as follows:
 
New – A new candidate is someone who has not been enrolled in college or ROTC.  
 
Stop out – A Stop out is a candidate that is leaving ROTC, but is still enrolled in college.  
 
Drop out – A Drop out is someone who is leaving college.
 
Cancel – Selecting this option will cancel this action and return focus to the Add New Referral Record window 

 
Unqualified – The lead did not qualify for possible reasons of physical limitations, dependents, education, ASVAB or morals
 
Entered into CCIMS – Lead is interested in ROTC and the recruiting officer has begun the process of enrolling the candidate in ROTC by entering the lead into CCIMS
 
Not Interested – Contact made and lead not interested in ROTC
 
 

Transfer To – This pull-down allows a lead to be assigned to a host school.  The lead will not initially be assigned to a school when you log in as Headquarters, a Region or a Brigade.  To assign the lead to a host school, click on the pull-down arrow to view a list of schools and select the desire school from the list.  The transferred prospect will appear on the appropriate school’s referral list the next time they log in to the NRL system.  

 

[Submit Change] Button – Clicking this button will save the edited lead to the database, close the Edit Referral Record window and return focus to the Referral Record.

 

[Cancel] Button – Clicking this button display the popup below.  Selecting OK will close the Edit Referral Record window and return focus to the previous screen without saving any information to the database.  Selecting Cancel will return focus to the Edit Referral Record window. 
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Response History and Contact/Mailing History Screen

 
This information will display directly under the Referral Record.  Use the [Close] button to hide this information and return to the Referral Record.
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The Response History displays a record for each of time the lead contacted ROTC, what type of information they requested (if anything specific), college choice (if any), and the response media.
 
The Contact/Mailing History shows any fulfillment provided to the lead or parents.  If any Newsletters or Refinement letters were sent they would be listed here also.
Add Referral
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Clicking the Add Referral button will call up a blank referral record that allows the user to add a new lead into the system.  
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The Add New Referral Record window contains the following information:
 
First – Enter the lead’s first name here.  This field is required.
 
MI – Enter the lead’s middle initial here.
 
Last – Enter the lead’s last name here.  This field is required.
 
Suffix – Enter any suffix for lead’s name here.  Examples of possible suffixes are Jr., Sr., III, etc.
 
Address – Enter the lead’s street address here.  Two lines are provided for entry of the street address.  This field is required.
 
City – Enter the lead’s city here.  This field is required.
 
State – Enter the lead’s state here.  This field is required.
 
Zip – Enter the lead’s zip code here.  This field is required.
 
Phone – Enter the lead’s phone number here.  Either a phone number or an e-mail address should be entered when adding a new lead. 
 
Email – Enter the lead’s e-mail address here.  Either a phone number or an e-mail address should be entered when adding a new lead.
 
SSN – Enter the lead’s Social Security number here.
 
Date of Birth – Enter the lead’s date of birth here.
 
Gender – Enter the lead’s gender here.
 
High School Graduation Year – Enter the lead’s high school graduation year here.  This field is required.
 
GPA – Enter the lead’s GPA score here.
 
SAT – Enter the lead’s SAT score here.
 
ACT – Enter the lead’s ACT score here.
 
Disposition – This pull-down allows a disposition to be entered for this lead.  The lead will initially be assigned a disposition of ‘New’.  To assign a different disposition, click on the pull-down arrow to view a list of dispositions.  
 
The available dispositions are:
 
Working – The recruiting officer has made contact and scheduled an appointment
 
Unable to Contact – The recruiting officer could not make contact with lead after several attempts
 
Refer to USAREC – The lead is not an ROTC candidate, but is interested in Army enlistment options.  Selecting this disposition will cause the lead to be referred to USAREC for further recruitment.  Once this disposition is selected the below popup to appear.
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This popup allows the recruiter to identify to USAREC the type of candidate.  The possible responses are as follows:
 
New – A new candidate is someone who has not been enrolled in college or ROTC.  
 
Stop out – A Stop out is a candidate that is leaving ROTC, but is still enrolled in college.  
 
Drop out – A Drop out is someone who is leaving college.
 
Cancel – Selecting this option will cancel this action and return focus to the Add New Referral Record window
 
Unqualified – The lead did not qualify for possible reasons of physical limitations, dependents, education, ASVAB or morals
 
Entered into CCIMS – Lead is interested in ROTC and the recruiting officer has begun the process of enrolling the candidate in ROTC by entering the lead into CCIMS
 
Not Interested – Contact made and lead not interested in ROTC
 

 
Transfer To – This pull-down allows a lead to be assigned to a different host school.  The lead will initially be assigned to the current host school.  To assign the lead to a different host school, click on the pull-down arrow to view a list of schools and select the desire school from the list.  The new prospect will appear on the appropriate school’s referral list the next time they log in to the NRL system.  
 
[Add Prospect] Button – Clicking this button will save the new lead to the database, close the Add New Referral Record window and return focus to the previous screen.  The new prospect will appear on the appropriate school’s referral list the next time they log in to the NRL system.
 
[Cancel] Button – Clicking this button display the popup below.  Selecting OK will close the Add New Referral Record window and return focus to the previous screen without saving any information to the database.  Selecting Cancel will return focus to the Add New Referral Record window to allow you to continue editing the lead.
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Reports
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Clicking on the Reports button will call up the report selection popup.  
 
[image: image58.jpg][ BneL Reportaie
=101 ]|





 
This popup allows you to select NRL Disposition Report for your school.  
NRL Disposition Report 

 
The NRL Disposition Report will display the disposition counts for all leads at your host school.
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Rolled Up Totals - Displays totals of each disposition.  For this report the rollup line will be the same as the host school detail line.
New – Displays the number of new (unworked) leads.
 
Working – Displays the number of leads that are currently being worked on.
 
Unable to Contact – Displays the number of leads that the recruiting officer(s) has been unable to contact after several attempts.
 
Not Interested – Displays the number of leads that have been eliminated due to lack of interest in ROTC.
 
Unqualified – Displays the number of leads that have been disqualified due to physical limitations, dependents, education, ASVAB or morals
 
Entered Into CCIMS – Displays the number of leads that have been entered into the CCIMS system for further processing.
 
Closed (120 Days) – Displays the number of new, unworked leads that have been automatically removed from the system because the lead was not assigned a disposition by the school's Recruiting Officer within 120 days of entering NRL.
 
Total Dispositions – Displays the total number of potential leads that are in the system at this time.
Help
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The Help button displays the help screen.  This screen gives you a link to the on-line documentation and the Help Desk phone number.  Feel free to call with any question you may have about the NRL system.
 
At the bottom of the screen (gray text, small print), is system information that you may need to give to the Help Desk in order to solve your specific application or hardware problem.
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NRL Documentation – click on the hyperlink to open the online documentation to help you with the NRL system.
Nurses

 
Immediately upon logging in as a nurse, you will be presented with the Referral List screen.   The nursing referral screen displays all the ‘new’ and ‘working’ nursing leads that have expressed an interest in a nursing career, but have not selected a college preference.
 
Referral List
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The Referral List is a list of current nursing leads (for a description of the selection criteria used see Appendix V).  These leads are divided up by graduation year.  The referral list can be sorted by any column, please refer to Appendix I for more information.
 
[image: image63.jpg]Referal List | Reports |

Help |

Sf Referrals

Nurse View

© Graduation year 2002 Export Checked Names
® Graduation year 2003

® Graduation year 2004 Export with Headers: Yes @ No @

Enmxﬁ
|| nane o] resomea | s |pcoed] Simee e
1. [ [BEAN, PATRICIA [Hew >90 0000 000[ 2002 INTERNET CAMPAIGNS
2. [7[CASILLAS, ALICIA  [New >0 0000 000[ 2002 INTERNET CAMPAIGNS
3. [ [COMPAGNET, SONIA [New =50 0000 0.00[PRINCETON REVIEW EMAIL BROAD|
4. 7 [MYERS, AMEER [Hew >90 0000 0.00) FY 02 EVENTS
5. [ [RIVERA, LESLIE [Hew >90 0000 0.00) FY02 TELEMARKETING

Check AL/ Uncheck Al





 
Check all / Uncheck All – This column is used to select the leads to be exported from NRL and downloaded to your PC.  You may either check off individual leads or click on [Check All] or [Uncheck All] to select or deselect all the leads on the Referral List.  After you have checked the leads you want to download, click on the [Export Checked Names] button.  See Appendix II for more information on exporting leads.
 
Full Name (Click to Select Record) – This column displays the lead’s full name.  The lead name is displayed in “<last name>, <first name>” format.  Clicking on the lead name will open another browser window displaying the Referral Record screen.  This screen displays detailed information about the individual lead. 
 
Disposition – This column displays current disposition for a lead.  The value in this field will either be ‘New’ or ‘Working’.
 
Responded  - 
This column displays the number of days since the last time this lead directly responded to any ROTC advertisement.  This column will display either  “< 90” for leads that have responded in the last 90 days or “> 90” for leads that have not responded in the last 90 days.
 
	 
Test Scores
 
There may not be test scores available for each lead.  Some test scores are derived from the lowest test score range from a mail file, but their actual score may be higher and not yet reported on the system.  Actual scores may be reported to the system by writing it on a BRC or answering a question when calling the 1-800 number.  If there is no score or there are all zeros, it means no score has been captured for this lead.
 


 
SAT Scores – This column displays the lead’s latest SAT score.  This score could have been derived from a mail file or come directly by the lead.
 
ACT Scores – This column displays the lead’s latest ACT score.  This score could have been derived from a mail file or come directly by the lead.
 
GPA – This column displays the lead’s reported Grade Point Average.
 
Source Type - This column displays the last advertising promotion the lead responded to.  
(Ex.  A 1-800 number, NRCCUA mail list, Radio or Magazine advertisement, Internet.)
 

Referral Record

 
The Referral Record displays detailed information about a lead.  To leave this screen and return to the Referral List, click the Close button.
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Name – Displays the lead’s full name.
Address – Displays the lead’s mailing address.
 
Phone – Displays the lead’s contact phone number.
 
E-Mail – Displays the lead’s e-mail address.  By clicking on the email address, the user’s email client will be launched and the lead’s email address will automatically be populated in the “To:” box.  The recruiting officer can immediately send a personalized email to the lead.
 
Social Security Number – Displays the lead’s social security number
 
Date Of Birth – Displays the lead’s date of birth.
 
Gender – Displays the lead’s gender.
 
Times Responded – Displays the number of times a lead has requested ROTC information, responded to an advertisement, or replied to a refinement request.
 

Current Disposition – Allows a lead’s disposition to be updated.  To update the lead’s disposition, click on the pull-down arrow to view the list of dispositions.  A lead will have a ‘new’ disposition until the recruiting officer contacts the person and updates the disposition.  If the lead disposition is still ‘new’ after 120 days, a disposition of ‘Closed (120 days)’ will automatically be assigned and the lead will be removed from the NRL system.
 
The available dispositions are: 
 
Working – The recruiting officer has made contact and scheduled an appointment
 
Unable to Contact – The recruiting officer could not make contact with lead after several attempts
 
Unqualified – The lead did not qualify for possible reasons of physical limitations, dependents, education, ASVAB or morals
 
Not Interested – Contact made and lead not interested in ROTC
 
Entered into CCIMS – Lead is interested in ROTC and the recruiting officer has begun the process of enrolling the candidate in ROTC by entering the lead into CCIMS
Transfer Nurse Lead To – Allows the assignment of a college of interest.  Once a college of interest is selected, the lead will be transferred to the appropriate host school.
[Close] Button – Clicking this button will close the Referral Record and return focus to Referral List.
 
[Change] Button – Clicking this button will display the Edit Referral Record window to allow the recruiter to change the lead’s personal information or transfer the lead to another host school.
 
[View History] Button – Clicking this button displays the lead’s response history and contact/mailing history in a ‘frame‘ under the Referral Record.
 
Edit Referral Record

 

The Edit Referral Record window allows the recruiter to change the lead’s personal information or transfer the lead to another host school.
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The Edit Referral Record window contains the following information:

 

Name – This field displays the lead’s name and is read only.

 

Address – Edit the lead’s street address here.  Two lines are provided for entry of the street address.  This field is required.

 

City – Edit the lead’s city here.  This field is required.
 

State – Edit the lead’s state here.  This field is required.
 

Zip – Edit the lead’s zip code here.  This field is required.
 

Phone – Edit the lead’s phone number here. 

 

Email – Edit the lead’s e-mail address here.
 

SSN – Edit the lead’s Social Security number here.
 

Date of Birth – Edit the lead’s date of birth here.
 

Gender – Edit the lead’s gender here.
 

High School Graduation Year – Edit the lead’s high school graduation year here.  This field is required.

 

GPA – Edit the lead’s GPA score here.
 

SAT – Edit the lead’s SAT score here.
 

ACT – Edit the lead’s ACT score here.
 

Disposition – This pull-down allows a disposition to be edited for this lead.  The lead will initially have a disposition of ‘New’.  To assign a different disposition, click on the pull-down arrow to view a list of dispositions.  

 

The available dispositions are:

 

Working – The recruiting officer has made contact and scheduled an appointment
 
Unable to Contact – The recruiting officer could not make contact with lead after several attempts
 
Refer to USAREC – The lead is not an ROTC candidate, but is interested in Army enlistment options.  Selecting this disposition will cause the lead to be referred to USAREC for further recruitment.  Once this disposition is selected the below popup to appear.
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This popup allows the recruiter to identify to USAREC the type of candidate.  The possible responses are as follows:
 
New – A new candidate is someone who has not been enrolled in college or ROTC.  
 
Stop out – A Stop out is a candidate that is leaving ROTC, but is still enrolled in college.  
 
Drop out – A Drop out is someone who is leaving college.
 
Cancel – Selecting this option will cancel this action and return focus to the Add New Referral Record window 

 
Unqualified – The lead did not qualify for possible reasons of physical limitations, dependents, education, ASVAB or morals
 
Entered into CCIMS – Lead is interested in ROTC and the recruiting officer has begun the process of enrolling the candidate in ROTC by entering the lead into CCIMS
 
Not Interested – Contact made and lead not interested in ROTC
 
 

Transfer To – This pull-down allows a lead to be assigned to a host school.  The lead will not initially be assigned to a school when you log in as Headquarters, a Region or a Brigade.  To assign the lead to a host school, click on the pull-down arrow to view a list of schools and select the desired school from the list.  The transferred prospect will appear on the appropriate school’s referral list the next time they log in to the NRL system.  

 

[Submit Change] Button – Clicking this button will save the edited lead to the database, close the Edit Referral Record window and return focus to the Referral Record.

 

[Cancel] Button – Clicking this button display the popup below.  Selecting OK will close the Edit Referral Record window and return focus to the previous screen without saving any information to the database.  Selecting Cancel will return focus to the Edit Referral Record window. 
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Response History and Contact/Mailing History Screen

 
This information will display directly under the Referral Record.  Use the [Close] button to hide this information and return to the Referral Record.
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The Response History displays a record for each of time the lead contacted ROTC, what type of information they requested (if anything specific), and the response media.
 
The Contact/Mailing History shows any fulfillment provided to the lead or parents.  If any Newsletters or Refinement letters were sent they would be listed here also.
Help
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The Help button displays the help screen.  This screen gives you a link to the on-line documentation and the Help Desk phone number.  Feel free to call with any question you may have about the NRL system.
 
At the bottom of the screen (gray text, small print), is system information that you may need to give to the Help Desk in order to solve your specific application or hardware problem.
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NRL Documentation – click on the hyperlink to open the online documentation to help you with the NRL system.
Appendix I

Sorting by Column

 
The Referral List and battalion-level Logon Reports can be sorted by any column. To sort the Referral List or Logon Report, click on the desired column heading.  A small window will then open asking you to select a sort order.  
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Click on one of these buttons to sort the Referral List or Logon Report in the desired order.
 
	 
Sort Order
 
Ascending – The list will be sorted with the lowest value at the top.  Sort priority is 0-9, then A-Z, then a-z.
 
Descending – The list will be sorted with the highest value at the top.  Sort priority is z-a, then Z-A, then 9-0.
 
 


 
 
 
Appendix II 
Download a list of leads to your PC

 
If you choose to download a file from NRL to your local PC, you will be creating an ASCII Comma Delimited Text file of leads you selected from the Referral List.  This file will have an extension of .CVS which will import directly into a Microsoft Excel spreadsheet.
 
The file will include the following information: First Name, Middle Name, Last Name, Address, City, State, Zip, Phone Number, Gender, Social Security Number, Birth Date, High School, High School Grad Date, ACT Score, SAT Score, GPA Score, Source Campaign and E-Mail Address.  
To export some or all of your leads, follow the steps below:
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1) 1)       Click on the box at the left of each lead name you wish to download or use the Check All / Uncheck All hyperlinks to select/deselect all leads.
 
2) 2)       Decide whether or not you want to export the leads with a file header.
 
a. a.       Selecting the Yes option next to Export with Headers will export a file where the first line has the column names listed where data would normally be.  The actual data will begin on the second line.  
 
By exporting with this option, the spreadsheet created in Excel will have column headings, rather than, data on the first line.  Chose this option if you intend on manipulating this data by itself.
 
b. b.       Selecting the No option next to Export with Headers will export a file without any column headings.  By exporting with this option, the spreadsheet created in Excel will have not column headings and will have data in every line.  Chose this option if you intend on combining this data with other extracts.
3) 3)       Click the Export Checked Names button. 
 
4) 4)       The screen below will appear, click on the ‘CLICK HERE‘ hyperlink
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5) 5)       A “File Download” dialog box appears. 
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You have 2 choices:
 
a. a.       If you choose ‘Open this file from its current location’ and you have Excel installed on your computer, Excel will launch and populate a new spreadsheet with the data exported.  At this point you are finished with this tutorial.
b. b.       If you choose ‘Save this file to disk’, you will next be prompted for where to save the file.
 
 
6) 6)       A “Save As” dialog box appears:
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The download file will be saved in the location you select as a Microsoft Excel Comma Separated Values File.  The file name, 30401T, is a PMS ID used in the QUEST database system.  You can change this name to be more meaningful to you.  Do not change the file extension (.CVS) as Windows and Excel use this extension to identify the type of file being opened.
Appendix III
Match Code
 
Since the QUEST system gets responses from various sources, a standard process needed to be developed to identify unique leads.   This process is necessary to be able to associate multiple responses and mailings to the same individual.
 
	 
Army / ROTC Match Code
 
Position 1-5

Zip code
Position 6        

0 (constant zero)
Position 7-9

Last Name - positions 1, 3, 4
Position 10-12

Street Number - positions 1, 2, 3
Position 13-14

Street Name - positions 1, 2
Position 15

First Name - position 1
 


 
Responses are matched to a lead through a process call the Match Code.  The Match Code is a 15-character code used to identify an individual.  If two responses have the same Match Code the QUEST system identifies both responses as belonging to the same individual.  Since the NRL system derives its data from the QUEST system, this is the method by which lead history is accumulated in the NRL system also.
 
Appendix IV
Selection Criteria 

 
The Referral List only displays leads that meet the following criteria:
 
1) 1)       The lead is from the current, prior or next graduation year.  The default graduation year is the current graduation year.  The current graduation year is the current calendar year if it is prior to June 1st.  If the date is on or after June 1st the current graduation year is the next calendar year.
 
	 
Current Graduation Year Example

 

Current date = May 31st, 2002
Current graduation year = 2002
Current date = June 1st, 2002

Current graduation year = 2003
 


To select a different graduation year click on the radio button next to the graduation year desired.

 

2) 2)       The lead has a disposition of ‘New’ or ‘Working’.
 
A lead is considered a ‘New’ lead when the lead is from a selected grad year, has sent a response in the last 120 days, and has not been assigned a new disposition by the recruiting officer. 
 
A lead is considered a ‘Working’ lead when the lead has been assigned this disposition by a recruiting officer.
 
All other dispositions are considered final dispositions.  Once a final disposition has been assigned to a lead, the lead will no longer appear in NRL.
 
3) 3)       The lead is current.  A current lead is defined as:
 
	 
Current Lead Rules
 
A lead whose last response was received after January 1st, 2002.
 
And 
 
 
Has a disposition of ‘New’, is in the current or prior graduation class, and has sent in a response in the last 120 days
 
Or
 
Has a disposition of ‘New’ and is in the next graduation class.
 
Or
 
Has a disposition of ‘Working’
 



 
4) 4)       The lead information meets the validation criteria.  A lead is not considered valid unless they have provided the following information:
 
	 

Lead Validation Rules

 

Has provided contact information in the form of a phone number or e-mail address

 

And
 
Has identified a college of interest
 


 

 
Appendix V
Selection Criteria (Nurse)

 
The Referral List only displays leads that meet the following criteria:
 
1) 1)       The lead is from the current, prior or next graduation year.  The default graduation year is the current graduation year.  The current graduation year is the current calendar year if it is prior to June 1st.  If the date is on or after June 1st the current graduation year is the next calendar year.
 
	 
Current Graduation Year Example

 

Current date = May 31st, 2002
Current graduation year = 2002
Current date = June 1st, 2002

Current graduation year = 2003
 


To select a different graduation year click on the radio button next to the graduation year desired.

 

2) 2)       The lead has a disposition of ‘New’ or ‘Working’.
 
A lead is considered a ‘New’ lead when the lead is from a selected grad year, has sent a response in the last 120 days, and has not been assigned a new disposition by the recruiting officer. 
 
A lead is considered a ‘Working’ lead when the lead has been assigned this disposition by a recruiting officer.
 
All other dispositions are considered final dispositions.  Once a final disposition has been assigned to a lead, the lead will no longer appear in NRL.
 
3) 3)       The lead is current.  A current lead is defined as:
 
	 
Current Lead Rules
 
A lead whose last response was received after January 1st, 2002.
 
And 
 
 
Has a disposition of ‘New’, is in the current or prior graduation class, and has sent in a response in the last 120 days
 
Or
 
Has a disposition of ‘New’ and is in the next graduation class.
 
Or
 
Has a disposition of ‘Working’
 



 
4) 4)       The lead information meets the validation criteria.  A lead is not considered valid unless they have provided the following information:
 
	 

Lead Validation Rules

 

Has provided contact information in the form of a phone number or e-mail address

 

And
 
Has not identified a college of interest
 


 

 
Appendix VI
Browsers

 
NRL can be accessed at any time, on any computer through the Internet.  The system was developed for use with Microsoft Internet Explorer™.   The Temporary Internet File Setting of your browser must be set to refresh “Every Visit To The Page”.  This ensures that you are seeing what is currently on the database.
 
	 
HTTPS – Secure Data Transmission on the Internet
 
NRL is located on what is known as a “Secure Server”.  This type of server verifies the sender and receiver of each transaction and uses encryption to ensure that only you can decipher the information being passed along on the Internet.  Both Microsoft Internet Explorer™ and Netscape Navigator™ support the latest encryption and application designs on the Internet.  

 


 
 
Microsoft Internet Explorer™
 
To download the latest release of Microsoft Internet Explorer™, go to:
 
http://www.microsoft.com/windows/ie/download/default.htm
 
 
Allaire Data Systems Upgrade
 
NRL, from time to time, may require an update to your Internet browser software. If an update is necessary, you will see a popup requesting permission to download files from Allaire Data Systems.  Please accept this request.  This download will be necessary to update your browser’s encryption and application software.
Appendix VII
Screen Navigation

 
Browser Command Buttons – The picture below shows Microsoft Explorer 5.0 command buttons.
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The picture below shows Netscape Navigator 4.7 command buttons.
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Back – Takes you back to the web page you just viewed. (Sometimes it can’t)
 
Forward – Takes you forward to a previously viewed web page from which you backtracked. (It really can’t take you forward to where you haven’t been to before).
 
Stop – Ends the current web page download and gives you control of your browser again. (Good for getting out of slow web sites or when you have changed your mind)
 
Refresh – Tells the Browser to go back to the web site and load the current web page again.  (Used when you have changed some criteria or you want the very latest information)
 
Home – Takes you back to your Home Page. (We hope you’ll make NRL your home page)
 
Search – Takes you to your Browser’s “Search Engine” for surfing the Internet. (Don’t confuse this button with the NRL Search button).
 
Favorites/Bookmarks – Adds a ‘frame’ on the left side of your screen with your ‘Favorite’ sites listed. Add the NRL Welcome Screen to your list of favorites to save time getting to your leads. Click the ‘Favorites’ icon again to eliminate the frame.
 
History – Adds a ‘frame’ on the left side of the screen with all the web sites you have visited for the last week shown by day.  Not especially useful and sometimes downright embarrassing.  Click the ‘History’ icon again to eliminate the frame.
 
Left Mouse Button – Used for selecting options, pressing buttons, dragging icons.
 

Right Mouse Button – Gives most of the above options in a ‘pop-up’ menu right where the mouse pointer is located.  Also can usually ‘Cut, Copy and Paste’ without going all the way up to the Microsoft Windows Command Line.  This can be a real time saver.
Appendix VIII
A Rough Guide to NRL

 
NRL Internet Address:

https://enterprise.networkmcs.com/NRL
 
NRL Help Desk:

(215) 957-4385
8:00 AM to 5:00 PM EST


Monday thru Friday
 
ROTC Fulfillment Center: 
(215) 675-2000 x8275
 
NRL Screen Setting:

800 x 600 High Color (16bit)
NRL Browser Requirement:  
MS Internet Explorer 5.0 or higher
 
Lead Search Filter: 
Searches are by high school graduation year. 
 
Referral List Button:

Lets you choose college freshmen, high school seniors and 
high school junior leads from NRL to ‘work’.
 
Help Button:


Shows this User’s Guide in Web form.
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