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AIMS-PC QUICK REFERENCE GUIDE

To obtain the AIMS-PC application on your computer, call
the ITBC help desk at 221-6600 and request it. It will be
pushed through Tivoli (be sure to leave your computer on).

NOTE: If this option is unavailable to you, or you are
unclear as to the procedures, call Mr. Robert Hewitt at
221-8886 (DSN 471).

Training is required before a password and user group will
be assigned. To receive training, contact Ms Sherri

Emerich at 221-8222 to schedule training.

SCREEN RESOLUTION

If at anytime, you are unable to see the entire tab on your
monitor, you may need to increase the resolution on your
monitor display.

Do this by placing the mouse on your blank screen or
wallpaper. Right click and select Properties.

Anangeloons b
Ling up lcons

Paste
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Select the Settings tab. Change the Desktop Area to a
higher number of pixels. A setting of 1024 X 768 is usually
sufficient. A higher number of pixels make the characters
smaller on your screen, allowing you to see more. Once
yvou have tested it (note the Test button key), press the
Apply button.

Display Properties

B ackaground I Screen Saverl .&ppearancel Flus! Setlings I

— Colar Palette —————————————————  ~Dezklop Area
ITrue Calor LI Less ----------------------------------------- :
g 1024 by 768 pisels
— Fant Size — Befresh Frequency
ISmaII Fonts LI IEE Hertz LI
Lizt all Modes I Test I Dizplay Type. . I

Ok I Cancel Apply I

LOG ON

Now you are ready to log on to AIMS-PC.

Select the correct database (training or live), User Name,
and Password. Select OK. Please use the training database
to practice.

Databose Logon |

Hast §1ring:| @training| Hast §tring:| @aimspe
User Name: | emerichs User Mame: | emerichs
Password: | ki Password: | """""'*“"1

O I Cancell Help | (8] 74 I Cancell Help |
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If AIMS-PC does not open in the Class Management window,
then close the current window and click on the class
management icon.

Click on the course and continue to click

highlight the desired class number.

NOTE:

ﬂ Automated Instructional Management Syztem - [Clazz Management]
E. Eile Edit “iew Toolz “Window Help

“+7 until you

F Eile Edit Wiew Iooks Window Help =12 x|
ﬂm'EEFIIHéQ\@§&¥GEV
?lf Etraining. warld j Mame | SSh... | Gen... | Rank | Stat ~
" =t ACAD OF HEALTH SCIEMCES
EE =-gf 30031810 - MEDICAL SPECIALIST
[ = Delivery Group A L F PFC GRAL
: -2 Phase 0 . F P2 GRAL
i X N [ SPC GRAL
% G 0 [ Ak . I P2  GRAL
- 2000 Class 030 [EAki. - F Ve GRAL
-/ 2000 Class 040 [l Al - F PVT  NEW
& m-A% 2000 Class 050 %A“" - M PVT NEW
n &8 2000 Class 050 @i"’" - E ?E(T: ﬁgﬁf[
= - 2000 Class 070 A;”' o BT NEW
- = 2000 Class DA0 Auij [ F SGT  GRAL
=/ 2000 Class D90 [ Aur n BT GRA[
il w2000 Class 100 Mas " BT NEW

Names should appear on the right half of the screen.
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SECTION MIX WIZARD

If desired, use the Section Mix Wizard to make separate
sections for a class. Click on Tools, then Section Mix
Wizard and follow the directions. A random mix is
performed but can also be manually altered.

YWindow Help

Reports
Diplarma Design

D atabase Maintenance
Interface Agreements Al+F11

ACCess Sesurty
Eusiness Hule Edit

Ehange Basswand
HzenCagit

CLASS PROPERTIES

Right click on the selected class number and click on
Properties.

=1 AMEDD CTR & SCHOOL, FSH, T

=g 300-91810 - MEDICAL SPECIALIST

=88 Delivery Group A

El,% Phase O

@M Crl+LI
m-A 2000 Tl
j.";‘f 2000 |z Cut Clrl+=
JE‘ 000 clz Copw Chl+C
&/ 2000 ¢ Paste Chrl+!
A 2000 Cle Delete
e 2000 Clz Fjnd Chrl+F
-8 2000 Clz
= 2000 Cls

Five tabs will appear (General, Gradesheet, Student Status,
Marksmanship and Fitness Test)
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General tab provides the user with general information
about a class.

Gradesheet tab provides the user with information on the
different tests taken by students within a specific class
(i.e., dates and scores.)

Student Status tab is used to modify the status of one or
more of the students in the class.

Marksmanship tab is used to enter and modify student
marksmanship test information.

Fitness Test is used to enter and modify student fitness
test information

% Properties for 2003 Class 013

P02 OCT 07 £
2003 APR 15 =

Scheduled E
EL=

A-6
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STUDENT STATUS TAB

%" Propertiez for 2001 Class 011

[HOLD {SHOWED, DID NOT START, DID NOT GH
OTHER |4
AWATING SCHOOLSTART |4

5/23/2001 ||GRADUATE,SUCC
B/28/2001  [HOLD {(SHOWED,

/2372001 |G RADUATE SUCC

o e e e e

A Student’s Status can be changed in either Class or
Student Properties. To change roster status for many

students (i.e., class start roster, graduation roster), go
to Class Properties.

Set the Effective Date by using arrows (default is current
date)

Select Status from drop down arrow

To apply a status to the whole class, use the Select All
button. Then Apply the status.
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To change the status for one individual, select the student
and apply the status change.

To change the status for multiple individuals, hold down
the Shift key (block) or Ctrl key (random selection) while
selecting the students for a status change.

Once the Status is selected, Reason and Description will
either default to None or be left blank. If these two
fields are blank, then a reason and a description MUST be
selected. When the two fields default to None, a reason
and a description are not mandatory, but still may be
required. Consult the Student Status Selection Guide or
call your Training Management Branch (TMB) POC if you are
uncertain as to the correct selection.

For example, when a student arrives for a school, he should
be given a status of Hold. Even though the other two
fields will default to None, they are required. In this
example, the Reason should be Other and the Description
should be Awaiting School Start.

NOTE: The AIMS-PC interfaces with the ATRRS bi-
directionally, therefore it is important that the applied
student status be correct. Contact your TMB POC for
clarification as needed. Reminder: Student status changes
must be in posted in ATRRS within 2 working days.

STUDENT PROPERTIES

To add, update or edit a student record, move to the right
half of the screen that lists the student names. Right
click on the student name and select Properties.

=-fit AMEDD CTR & SCHOOL, FSH, T ~| | Nama SSNPPN | Gender
=@ 300-91810 - MEDICAL SPECIALIST
=5 Delivery Group A Uil Chlell
EI% Phase O

= 2000 Class 010 Eur Dok
EE Section 1 EDp'I'I CtikeC
-8 2000 Class 020 Faste DY
&/ 2000 Class 030 Delete
B/ 2000 Class 040 Find  Chiksf
B/ 2000 Class 050
w0 Claee NEA
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A series of tab folders for that student will appear.
Each time information is changed in a tab, you must click
on Apply at the bottom right of the box. Note that a
history is maintained in the individual student record.

P002-WAR-25 B
GRADUATE,SUCCESSFULLY COMPLET]]
MONE -

Student Status can be changed in Student Properties as well
as in Class Properties. Class start and Graduation rosters
are more quickly done through Class Properties. Other
specific individual status changes can be done through
Student Properties. Recycles must be completed in Student
Properties.

For Recycles, select RECYCLE OUT TO ANOTHER CLASS, SAME
COURSE. Then select the Section of the Class in which to
recycle. This will give the student the correct status of
Recycle Out in the current class as well as a status of
Recycle In in the new class. You must also select a Reason
and Description before applying the status change.
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There is also an option for transferring the student
gradebook. The AMEDDC&SForm Letter 29 is still required.

sicall Occupatiunl Addressl Securit},rl ASVAEE' Studentl E

!el Gradebook  Student Status |Student Absence | Academic |2']']2 Class 012 -

ent Status 2002 Class 022

Effective Date: I2EID1-MAR-19 E 2'3;]?]2'::: 1 132
ass

Status: [RECYCLE OUT TO ANOTHER CLASS, S» Section 1
RETRAINEE IN, FROM ANOTHER COURZ 2002 Class 042

Reason: | nETRAINEE OUT, TO ANOTHER COURS section 1
RECYCLE OUT TO AMOTHER CLASS, S
Description: i
PO 0 sHow 4 | A
RECYCLE IN, FROM AMOTHER CLASS, | | M Transfer Student Gradebaok

| | _Iﬂ_ (8114 I Cancell
I T

ADD NEW STUDENT

To add a new student, highlight the section number under
the class name to which the new student will be added.

Elﬂ F13-91P10 - RADIOLOGY SPECIALIST
- =3 Delivery Group A
-2 Phase 1
=-A 2000 Class 010

..... E—E section 1

Click on the New Student icon ———L

Select the General tab. Before entering student data,
first do a student search to determine if the student is
already in the database. Student Search is located at the
bottom of the tab window. Enter the social security number
in the Person ID block at the bottom of the Genmeral tab. NO
DASHES IN SSN. Select Search. A prompt will open
informing you as to whether or not the student already
exists in the database. If student already exists, select
OK and student information will appear in the open record.
Apply to add student to the class. If student does not
already exist, select OK and Person ID will move to the
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appropriate box allowing you to begin a new student record.
Apply to add student to the class.

i Properties for: Hew Student

Class At

| Seareh|

[ o | cancel| _appiy |

Enter and apply all student information available. At a
minimum, the mandatory, required fields (in red) must be
completed. Don’t forget to click on the Apply button.

IMPORTANT: DO NOT PUT DASHES IN THE SOCIAL SECURITY NUMBER!
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Required Fields (in red)

%i Properties for: New Student

General Tab
e First Name
e | ast Name
e Personld
e Gender

Class Attendee Tab

¢ Quota Source Code
ATRRS Component Code

Contact Training M anagement
Branch (ATRRS POC) to obtain
the correct codesif this
information has not been provided
to you!
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Physical Tab

e Physical Restrictions

Occupation Tab

¢ Rank
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Generall F'hysicall Occupation | Address' Security | ASVAB' Studentl Marksmanshipl Fitness Tes
Class Attenclee' Gradehook  Student Status |Student Ahsence | Academic Evaluationl

—Current Statu
Effective Date: EDDD-SEF‘-DS E
Status: [NEW INPUT Ei Student Status Tab
Reason: [NONE - .
o Effective Date

Description: |NONE - e Status

_ e Reason
Histary ..
Effective Date | Status | Reason | Descrip ® Descrlptlon

[000-Sep05  [HEW INPUT [roNE [NONE
PDDD-Jun-z? |NEW INPUT |NONE |NONE
| | o

Once the students have been given a status placing them in

the class,
may be created.

such as Hold or New Input,

REPORTS

a class roster report

Click on the Report icon Eg; or go to the top tool bar,
select Tools and then click on Reports. A new window box

will open.

|'_.j Automated Instructional Management System

File  Edit

L3E=1
=g 302
g 302
g 303
g 303
g 304-
=g 311
g 311-
g 2

Wi

\eparts

Diploma Dresign

[atabaze Maintenance
|nterface Agreements

SPECIALIS ~
FALTH SPEL

BEGEEE SEEUT
Businezs Bule Bdit

FRAPY SPE
SPECIALT

[Eharme Fassnmnd
zen Cagit

IALTY
FEC

Section Mix wWizard

TER OPER
FCIALIST
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Under Reports, select Class Management; then click on the
report you wish to create. Select Class Roster for a report
listing all the students in a particular class.

Note: Students that do not have a status that places them
in the class will not show on a Class Roster report (i.e.,
No Show, Recycle Out, Valid Reservation, Showed).

[j Automated Instructional Management System - [AIMSPC - Beports]
E Eile Edit “iew Toolz “Window Help - |5’|5|

E3EE P EEEY G
& @training.world =
=By Class Managernent

& Academic Evaluation Report
~[B} AIT - Form 5286-R
~[B APFT and BPFT
/@ BCT - Form 52686-R
~[& Casual Student Listing 2000-05-25
~[& Class Grade Sheet
@ Class Roster
~[& Cost Analysis Repart
~[& Course Attrition Report
- Deleted Student Report

[ Gradebook Survey Report
| E— TN P w TR

NS w3 @F= 58

A screen similar to the figure below will appear. Fill in
the correct criteria. Verify class name, class number,
etc. Checking Show all students will include students with

a Valid Reservation or Showed status in the report. Click

on the D124 button.

School Name: |AMEDD CTR & SCHOOL, FSH, T |:|

Retrieve Type: |By Class l ¥ Show all students:

Course Mame: |3IIIIII-EI1W1EI - HEALTH CARE SPECIALIST |:|

Delivery Grp: FPhase:

Class Mame: |2nuz Class 032 |:|

0] Cancel | Help |
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Return to the top menu bar, select File and then Print. A
roster with the following fields will print out on your
printer. (Data left off because of the privacy act.)
Student information cannot be edited in the Reports window.

il AIMSPC - Reports

@ @training.world
=B Class Manageme

== FOR OFFICIAL USE ONLY - PRIVACY ACT DATA ==
CLASS ROSTER

2000-09-25 Page 1 of 7

COURSE TITLE: MEDICAL SPECIALIST
DELIVERY GROUP: A PHASE: O
COURSE ID/CLASS: 300-91810/2000 CLASS 010

START DATE: 1999-10:12  EMD DATE: 199312417

RANK PMOS CLR SEX SERV

as UPCG SECTION STATUS

Reports can be saved in Text or Excel format. Save as you
would any Microsoft Office document by selecting File, then
Save As. Then select a title and location for your report
and the format in which you wish to save it.

Save As

UNTITLED. XL |
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Reports can also be sorted or filtered. The visible

attributes

(columns with data visible on the report)

can be

changed. Right click on the report to do this.

FOR OFFICIAL USE “= FOR OFFICIAL USE ONLY - PRIVACY
A N
COURSE TITLH Itern Namel Directiunl

DELIVERY GROUE course_class -|[* ascending T Descending

COURS;A';’?E’:?E Section -[[= Ascending C Descending

Full Upper Case Name -||* Ascending T Descending
NAME SSH NK PM{ =
Awad, Raid M. ZDDnd_._”___ 0
Ayers, Danielle J. -

) isible Attributes
Bache, Brian F. | a
) Retrigve -
Bailey, Dwayne C. Filter Expression | -
Battaglia, Jason M. = g e | =
Bennett, Sulphina E| Filter by Clazs Section m
_ Fier by Alied |

Bergvik, Amanda L | gier b Casusl Status | .

Moving
if the
simple
moving

To move a student record from class to class,

MOVING STUDENT RECORDS

classes down to the Section level.

- Delivery Group A

-2 Phase 1
EI*E 2000 Class 010
- LEE Section 1

-/ 2000 Class
---.E 2000 Class
- 2000 Class

-2 Phase 2

- 2000 Class

student records is occasionally required,
course has a Phase 2.
“click and drag” process.
students must be done at the Section level.

Remember,

020
030
040

010

B8 Saction 1
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Select the student record to be moved. Left click on the
student record and hold the button down to move a copy of
the record. Include the Ctrl key to completely move the
record. Drag the record to the section of the gaining
class.

i) Class Management

=55 Delivery Group A -]
2= Phase 1
= 2000 Class 010
- f3F Section 1

= 2000 Class 020

= 2000 Class 030

- 2000 Class 040

-2 Phage 2

= 2000 Clags
~EE Sec

NOTE: A copy of the student record is moved through this
process. Contact your TMB POC or Ms Emerich to delete a
student record.

IMPORTANT: When/if a mistake is made, first correct the
error. Second, contact the appropriate person to delete
incorrect statuses, records, etc. Please do not allow
incorrect data to remain in the AIMS-PC database.

REFERENCES

POC: Technical - Mr. Robert Hewitt
robert.hewitt@amedd.army.mil
DSN 471-8886
COM (210) 221-8886

POC: Functional - Ms. Sherri Emerich
sherri.emerich@amedd.army.mil
DSN 471-8222
COM (210) 221-8222

User’s Manual - http://www.aims-r.army.mil
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