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SECTION 1 - INTRODUCTION

1.1 Purpose

users to in-process a soldier with a minimum amount of data entry. It also generates

reports and forms required at the reception battalion, and creates transactions for other
Standard Army Management Information Systems (STAMIS). This system was designed and
developed by the Operations and Systems Integration Division, Directorate of Information
Management, Fort Sill, OK, and is maintained by the office of the project manager, Automated
Instructional Management System - Redesign, Army Training Information Systems Directorate,
Army Training Support Center, Fort Eustis, VA. Deviations from the procedures and
requirements of this manual require written approval. Submit requests for deviation to:
Commander, HQ TRADOC, ATTN: ATBO-IS, Fort Monroe, VA 23651-5000.

The Reception Battalion Automated Support System - Redesign (RECBASS-R) allows

1.2 Document Overview and Conventions

This manual contains detailed information about the functionality of RECBASS-R. In order to
provide consistent explanations of the RECBASS-R functions, certain conventions and standards
are used throughout this user manual. The standard conventions used for this Software User
Manual (SUM) are as follows:

Window and Dialog Box The names of windows and dialog boxes in the system are

Names indicated in an italic font:
RECBASS-Site Selection [Initial Receiving]

Push Buttons The names of buttons in the system are indicated in a bold font:
Execute

Field Names The names of fields located on a page are indicated in a bold font:
Roster/Line

Screen Text Normal text that appears on screen is surrounded by quotes and is

printed in a different font, as shown below:
Duplicate Entry!

Keyboard Shortcuts Keyboards shortcuts for buttons within RECBASS are indicated
within the application as an underlined letter in the push button
name or above the button in red letters.
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SECTION 2 - SYSTEM OVERVIEW

2.1 Application Summary
RECBASS-R maintains a database on soldiers who are in-processed at one of five reception
battalions: Fort Jackson, SC; Fort Benning, GA; Fort Leonard Wood, MO; Fort Knox, KY; Fort

Sill, OK. (See Figure 2-1, U.S. Army Reception Battalions.) It is an interactive, real-time
system. Data is entered via remote terminals or through communication procedures with other

e

Fi. Lgonagrd Yeb
MO B Fi. 1o
OK -
@ Ft. §ill L
Wm Tson

B Reception Battalions

Figure 2-1: U.S. Army Reception Battalions

The Military Entrance Processing Command (MEPCOM) system telecommunicates records
to the reception battalion daily for soldiers expected to arrive at the installation. This
information is stored in the MEPCOM table and is queried by the RECBASS-R system to locate
the in-processing soldier’s record. System software does not require you to re-enter captured
data. Interrelated programs and data files are integrated throughout the system to eliminate
redundant data entry and storage.

RECBASS-R allows records to be added to the database table if the soldier’s record is not
found in the MEPCOM table. The system also provides for report generation, form generation,
and pre-defined SQL queries.

RECBASS-R is also capable of downloading information to a PC network for processing by
the Personal Affairs Branch. This group can update records and generate forms and reports from
the microcomputer software developed for its use.

A RECBASS-R master record is maintained for each soldier in-processed at a training
battalion. Transaction records are built for updating other STAMIS systems located on the Army
installation. (See Figure 2-2, Information Flow to and from RECBASS-R.)
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Figure 2-2: Information Flow to and from REBASS

The local system administrator (SA) uses a station-unique information management system
to create and maintain information unique to an installation (e.g., system passwords, log-on IDs,
printer IDs). This system also allows the system administrator to control user access to the
Installation Support Modules (ISMs) , Unit Identification Codes (UICs), and Department of
Defense Activity Address Codes (DODAACs.) In addition, the SA can control other
information that permits system function access within individual ISMs.

RECBASS Version 4.13
13 March 2001

2-2



Introduction RECBASS-SUM (Draft)

2.2 Minimum Software Requirements
To run RECBASS-R, the following automated data processing (ADP) equipment is needed:

e Dual 300Mhz Pentium II SMP Servers

e Full-Duplex Fast Ethernet Switch (200Mbit & 20Mbit ports)
e Unmanaged Ethernet 10base-T & 100base-TX hubs

e Dual LAN T-1 IP router

e High-bit-rate Digital Subscriber Line (HDSL) T1 modems

e Intel-based client PCs with 48MB RAM running Windows NT 4.0 Workstation
e 12ppm Laser Printers for PAB client machines

e 24ppm networked Laser Printer(s) for IRB

e 600 Ipm dot-matrix printer(s) for IRB

e Window NT 4.0 Application Servers

e Enterprise-class SQL-based RDBMS

e Full suite of Intranet/Internet Server Applications

e 32-bit RECBASS-R-R applications

e  Win32 based TN3270 emulation software

This software and hardware is the basis for operating the ISMs. The specific front-end and
peripheral equipment [e.g., direct access storage device (DASD), local and remote printers] can
vary from installation to installation. Discuss this detail with your local SA.

2.3 Security And Privacy Considerations

RECBASS-R does not contain classified information; therefore, no special classified
processing procedures are necessary. However, since the system does contain personal / “For
Official Use Only” (FOUO) information concerning military personnel, such information must
not be given to unauthorized individuals.

Access to RECBASS-R is protected by forcing the user to enter a user specific log-on ID and
password. Every user must log into the system each time he or she wants to use the system. It is
up to each installation’s SA to establish a beginning user ID and password for each new user.
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24 Error Messages And Problem Reporting

If you have any problems with the RECBASS-R system, contact your local SA and/or submit
a problem ticket through the RECBASS-R help desk at http://www.atsc.army.mil/helpdesk.
Click on Training Management, scroll to the bottom of the page, and click on the RECBASS-R
link. If you need further help, click on the Submit a Problem icon at the bottom of the page
then complete and send the problem ticket.
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SECTION 3 - IN-PROCESSING NEW ARRIVALS-INITIAL RECEIVING

Each day, information on expected new soldiers is transmitted electronically from
MEPCOM/ARADS. As new soldiers arrive at the Reception Battalion, they must be
in-processed; the information in the database must be verified or updated, and reports must be
generated.

The Reception Battalion currently uses a three-day process to prepare the soldier for
assignment to his or her Basic Combat Training (BCT) Unit:

e Day 1: Initial Receiving personnel use RECBASS-R to collect initial data about each
new arrival.

e Day 2: Personal Affairs personnel use RECBASS-R to “interview” the soldier,
validating the information collected on Day 1.

e Day 3: RECBASS-R is used to “ship” the soldier to his or her basic training unit
electronically.

The Initial Receiving portion of RECBASS-R includes nine components: Initial Receiving,
Personal Affairs, Assignments, AIMS Interface, Export/Import RECBASS-R Data,
SIDPERS Special Processing, Display Expected Arrivals, Display Rosters, and RAPIDS
High-Volume System.

3.1 Logging on to Initial Receiving

To log on to RECBASS-R, Initial Receiving, double-click on the Initial Receiving icon on
your desktop. If you do not have an Initial Receiving icon on your desktop, go to the Start
menu in the lower-left corner of your computer screen. Select RECBASS-R, and click on
Initial Receiving in the drop-down list (Figure 3-1).
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Figure 3-1: Start Menu—RECBASS-R-Initial Receiving

A Warning message box appears, stating that the program may “look and feel” differently
than designed if run at resolutions higher than the industry standard VGA (640 x 480 pixels).
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Click the OK button to close this window.

The RECBASS—Site Selection [Initial Receiving] window (Figure 3-2) opens.

RECBASS - Site Selection [Initial Receiving]

Complete list of RECBASS sites |

2LBHZ2  30TH AG BN (RECEFTION) Fort Benning
OUBTA 120TH AG BN (RECEPTION] Fort Jackson
1L4JB 48TH AG BN [RECEPTION) Fart Knox
OVL3K 43D AG BN Fort Leonard Wood
34T9A 95TH AG BATTALION (REC) Fort Sil
enren =
Select Site | Exit

Figure 3-2: RECBASS-Site Selection [Initial Receiving]

To select one of the five reception battalions, click on a site and click the Select Site button,
or double-click on the selected site. Click the Exit button to quit the RECBASS-R logon
process.

Once you have selected a reception battalion site, the RECBASS—Initial Receiving [Logon]
window (Figure 3-3) opens.

My RECBASS - Initial Receiving [Logon] [_[O]x]
P@P1i-82—22 [THURSDAY [15:16:55 | 3WIH AG BN C(RECEPTIONY o LOCAL |F¥¥

INITIAL RECEIVING

User ID:|
Password:

ENTER ESC

LOGON EXIT |

HELP

Figure 3-3: RECBASS-Initial Receiving [Logon]

Complete the User ID and Password fields, and click the Logon button. Click the Exit
button to quit RECBASS-R.

When you have successfully entered your user ID and password, the Initial Receiving—Main
Menu window (Figure 3-4) opens.
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3.2 Initial Receiving

Select Inmitial Receiving (option 1) on the RECBASS-R Initial Receiving—Main Menu
(Figure 3-4).

Hj Initial Receiving - Main Menu

P@P1-62—26 [ MONDAY [16:10:39 | 120TH AG BN (RECEPTIOND ADHIN LOCAL |FNF3

Reception Battalion Automated Support System

1. Initial Receiving

2. Personal Affairs

3. Assignments

4. AIMS Interface

6. SIDPERS Special Processing

7. Display EXPECTED ARRIVALS

9. Display ROSTERS

|
I
I
I
5. Export/ Import RECBASS Data |
I
I
I
|

9. RAPIDS Hi-Volume System e

HELP EXIT |

Figure 3-4: RECBASS-R Initial Receiving—Main Menu

To quit RECBASS-R, click the Exit button.

3.2.1 In-process an Arrival

When you select option 1 from the RECBASS-R /Initial Receiving—Main Menu (Figure 3-4),
the Initial Receiving—Start Menu window (Figure 3-5) opens. To in-process a new arrival, first
enter the new arrival’s SSN in the indicated field (you may also enter the appropriate
Roster/Line, Arrival Date, and Name.) Next, enter a 1 in the Option field and click the
Execute button, or click the In-process an Arrival button. If you fail to enter a required
parameter, a message will appear at the bottom of the window and indicate what additional
information needs to be added.
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Hj Initial Receiving - Start Menu M= B
PA61—62—26 | HONDAY [16:13:29 | 120TH AG BN CRECEPTION> | ADHIN  [RZE M (412
OPTION: [

Complete the Processing Parameters required for the option selected . ..

1. Inprocess an Arrival | Processing Parameters

2. Update Individual on File | 88N ——>

3. Browse MEPCOM Table | Roster/Line ===3

fArrival Date ——3> TTRRAD D
1. Browse RECBASS Table |
Hame ———3 I I

5. Update Blood Type LT GIEST]

. Daily Processing Reperts and Transactions . . .

7.S0L Queries . . .

#. Graphical Statistics |

EC ENTER:
HELP | < MAIN | EXECUTE I EXIT

Figure 3-5: Initial Receiving—Start Menu

If you have entered information on a soldier who is already in the RECBASS-R database, a
message box opens when you click the Execute button. The message reads, “Duplicate Entry! You
are attempting to add a record for which the SSN is already on the RECBASS-R database with
Roster/Subroster/Line: . To change the Roster/Line assigned to this soldier, enter the
CURRENT Roster/Line number on the IRP Menu and use option 2 to ‘update’ the existing record and
change the Roster/Line AFTER the update screen is displayed.” Click the OK button. Then follow
the instructions in the above message if you are changing the information on an existing soldier.
See Section 3.2.2 for more information about updating a record.

To return to the RECBASS-R Initial Receiving—Main Menu (Figure 3-4), click the Main
button. To quit RECBASS-R, click the Exit button.

If the soldier’s information is not already imported into RECBASS-R from ARADS, you
may create his or her record from scratch using the two Add Individual from Scratch windows.

The following two windows open when you click the Execute button — Add Individual from

Scratch [1 of 2] and [2 of 2] (Figure 3-6 and Figure 3-7) — with numerous fields to be completed.
All fields are required, as appropriate.
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i Initial Receiving - ADD individual from scratch [1 of 2]

P@P1-62—26 [ MONDAY [16:19:16 | 120TH AG BN (RECEPTIOND ADHIN LOCAL |FNF3

ROSTER: SUB ROSTER:l LINE NO:I S5l 111223636

HAME: | I
LAST FIRST

SERVICECOMP: [
MENTAL CATEGORY:[
TERM OF S¥C:  VEARS: | WEEKS: |

U0 OF DEPENDENTS: [

sTatemor:|

se:[

mos: [

RELIGIOUS CODE: |
s vYyYMMDD

race:[

Losmesuec: [

PHYSICAL CATEGORY: [

company cooe: [

ENLISTMENT BOWus: [

TRammG PHASE: [

Mandlatory Release Date:l YWD D

ESC ENTER
HELP | < BAcK | PRINT | NEAT SCREEN > |

MIDOLE EURNAME

cmizensiie: [

BASD: MDD
MARITAL STATUS: [

RAIK GRADEcODE:[ |

BPED: [ MDD

DATEOFRANK: [ /7 lDD
DRIVERS LICEMSE: [
ETHmc: [

DATEOFBIRTH: [ " hikiDD
epucaTion: [
xFactor:|
PULHES: [

DATE OF ARRIVAL: [ hibinn

EADDATE:[  //hiDD
nsusaruntvic: [

DELETE I EXIT

Figure 3-6: Initial Receiving—Add Individual from Scratch [1 of 2]

Fields in the first window (Figure 3-6) include:

e Roster

e Subroster

e Line No.

e SSN

e Name

e Service Comp

e Mental Category
e Term of Svc (Years, Weeks)
e No. of Dependents
e State (HOR)

e Sex

e MOS

e Religious Code

e ETS

e Race

e Physical Category
e Company Code

e Enlistment Bonus

Training Phase
Mandatory Release Date
Citizenship

BASD

Marital Status
Rank (Grade Code)
BPED

Date of Rank
Driver’s License
Ethnic

Date of Birth
Education

X Factor

PULHES

Date of Arrival
EAD Date
NG/USAR Unit UIC

When you are finished with the first window, Initial Receiving—Add Individual from Scratch
[1 of 2] (Figure 3-6), click the Next Screen button to accept the information and move on to the

3-5
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Initial Receiving—Add Individual from Scratch [2 of 2] window (Figure 3-7). Click the Back
button to return to the Initial Receiving—Start Menu (Figure 3-5). Click the Print button to print
the screen. Click the Exit button to quit RECBASS-R.

3 Initial Receiving - ADD individual from scratch [2 of 2]

PBe1 6226 | MONDRY [16:27:11 | 12810 AG BN CRECEPTIOND | ADMIN  FUe7M (212
ROSTER: BB2Z9T sUBROSTER: IB  LINENG:BBS  ssn: 11223333

HAME: FRR 333 13 I

el em[ Bl el mml scl col Rl or[ sm[

R S L 4CE DF BIRTH }

| ARACTE! 5
“OTHER" Colorz Culy
e HEIGHT:[ EVES: [ =
STATE: [ COUNTRY:[ WEIGHT:[ | HAIR: | =
Name Major Duration C leted  Year
I I I —
I I 0
HEMTT Experience {YHp |_ HETT Experience {Y.:Hi |_ Record Status: l_ ‘
Deployable Status (Y l_ Area CurrentLast Foreign Service: l_

ENTER: ESC

HELP | <<PrevMenu | PRINT | [ upDATE | <PrevDataScreen |  EXIT |

Figure 3-7: Initial Receiving—Add Individual from Scratch [2 of 2]

Fields in the second window (Figure 3-7) include:

Aptitude Area Scores Physical Characteristics
e (GT - General Technical e Height
e GM - General Maintenance e Weight
e EL - Electronics e Eyes
e CL - Clerical e Hair
e MM - Mechanical Maintenance
e SC - Surveillance / Communications School (may be left blank)
e CO - Combat e Name
e FA - Field Artillery e Major
e OF - Food Operator e Duration
e ST - Skill Technical e Completed
e Year
Place of Birth
e C(City
e State
e Country

When you are finished with the second window (Figure 3-7), click the Update button to
accept the information. Click the Prev Menu button to return to the [Initial Receiving—Start
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Menu (Figure 3-5). Click the Print button to print the screen. Click the Prev Data Screen
button to return to the first window (Figure 3-6). Click the Exit button to quit RECBASS-R.

3.2.2 Update an Individual on File

The process to update a soldier is very similar to adding a new record. Select option 2 on the
Initial Receiving—Start Menu (Figure 3-5) and click the Execute button, or click the Update
Individual on File button to access the Initial Receiving—Update Individual on File [1 of 2]
screen. See Section 3.2.1 for information about the fields available for change. Some fields will
be grayed-out (such as SSN and Name); these fields cannot be changed.

Once you have made all of the desired changes, click the Update button on the second screen
(Figure 3-7) to enter your changes. A message box appears that reads, “Successfully updated
record in database.” Click the OK button to return to the Initial Receiving—Start Menu (Figure
3-5). Records can also be deleted from the database by clicking the Delete button.

3.2.3 Browse MEPCOM Table

To find the record of a soldier who has already been entered into MEPCOM, select option 3
(Browse MEPCOM Table) from the Initial Receiving—Start Menu screen (Figure 3-5). An
Arrival Date or Name parameter must be entered in order to browse the MEPCOM table. The
Initial Receiving—Browse MEPCOM window (Figure 3-8) opens.

a Initial Receiving - Browse MEPCOM

Baa1-o2—27 | TUESDAY [08:16:56 | 120TH AG BN CRECEPTION> || ADMIN  ZIEIA[112 NOTE-t The Name
parameter uses a

Browsing MEPCOM by [ 19998817 | Currently SORTED by:[SSN = “wild-card” format so
that only a partial

name needs to be

-

Expect

19998817 LAATSCH MARTIN BRENT 0OENPERZ3 19999817 13800 entered into the
19998817 BURPEE SHANE ROBERT PEANBEAZS 19999816 13EB0 G selected field. For
19998817 HAINES GABRIEL JUSTIN fEeEPEeZE 19999816 13EB0 G example, entering Smi
19998817 NUNN THOMAS JOSEPH PEEEPERSS 1999P817 14580 G .

19998817 MURRAY DAUAROUS ANTWAN PEEEPEASY 19998817 B0 G in the last name field
19998817 BREWER JULIE MARIE PEPARAAG3 199860689 93PA0 G will return all soldiers
19998817 WYNN ROBERTO GORMELIUS AAAARGAGS 19994728 13BBO G whose last name
1999@817 RISINGER STEPHEN RAY AAAARGA74 1999A816 13EA0 G - : :
1999@817 SELLERS NATHANIEL ERIC AAAEREA7S 19994816 13BBO G beng. with Smi, such
19998817 STEBBINS TIMOTHY LEE AAAONGE7E POAEADAE 00 G as Smith.

19998817 WILSON RUSTY LEE AAREPAASP 19990816 13BA0 G

19998817 THOMASA PAMELA AAEEPAASY 19981114 97EA0 G

19996817 CROM JUSTIN CAIN AEEAPEATR 19990816 13BB0 G

19998817 LITTERAL WILLIAM JACK JR  ©BBAEEAY1 19998816 13BBO G

19998817 GEYER JASON DANIEL OEEABEATE 19990817 91080 G -

S 1 of 31

HELP | < E;;cx| ERINT | UPDATE | viewALL| << marn | ExiT |

Figure 3-8: Initial Receiving—Browse MEPCOM

Use the drop-down box in the top right corner of the window to sort the soldiers by category:
Expect Date, Name, SSN, BASD, MOS, Service, and Arrived.

To view all MEPCOM data columns pertaining to a particular soldier, select the soldier from
the list in the Initial Receiving—Browse MEPCOM window (Figure 3-8). Click the View All
button. The View AIl-MEPCOM Data Columns window (Figure 3-9) opens.
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View ALL - MEPCOM Data Columns
19798817 LAATSCH MARTIN BRENT

a 1 2 3
COLUMN HAME <{SIZE> [1234567890123456789012345678701

[BEBBBEEE 1
[1
[YAKIMA]
[YAKIMA]

Figure 3-9: View AII-MEPCOM Data Columns

To print this data, click the Print button. A printer setup window opens. Select the
appropriate printer, and click the OK button to print. Click the Cancel button to abort printing
and return to the View AlII-MEPCOM Data Columns window (Figure 3-9). Click the Setup
button to change printer settings. To return to the Initial Receiving—Browse MEPCOM window
(Figure 3-8) from the View All-MEPCOM Data Columns window (Figure 3-9), click the OK
button.

To update a soldier’s MEPCOM record from the Initial Receiving—Browse MEPCOM
window (Figure 3-8), select a soldier from the list on the screen, and click the Update button.
As in Section 3.2.1, the Add Individual via Browse [l of 2] window (Figure 3-10) opens,
followed by the Add Individual via Browse [2 of 2] window (Figure 3-11). To complete the
fields in these two windows, follow the steps detailed in Section 3.2.1.

B Initial Receiving - ADD individual via browse [1 of 2]
[ TUESDAY [B8:22:33 | 120TH AG BN CRECEPTION> | ADMIN [t12
ROSTER: suB RoSTER:LI6 | Lmeno:[ | ssu:[pBBGE6EZ3
name: EAATSCH FARTIN RENT
LAST FIRST MIDOLE EURNAME

SERVICECOMP:[@ cmizenshie: i
MENTAL CATEGORV:[B BASD: 1998817 " (MMOL

TERM OF s¥C: vEARS: B wemks: @ MARITAL STATUS: &

0 OF DEPENDENTS: B RAIK GRADECODE:[PUT |1

sTATE(HORE B3 BPED: [L9990687  + MLDD
se: DATE OF RAIIK: BBBEBEB """ MLO0

MOs: DRIVERS LICENSE: P

RELIGIOUS CODE: T3 ETHHC: K
ETS: EBA78814 | /MDD DATE OF BIRTH: 1#818119 /MDD

race: 6 epucaTion:[E

LosiiG upc: EAJES xFactors [

PHYSICAL CATEGORV: B PULHES: 11111

company cooe: [ DATE OF ARRIVAL: [TFOFBBLY? k0D
ENLISTMENT BOWus: [ EAD DATE: 19998817 DD

TRAMNNG PHASE:[ HGUSAR Unit Uic: WPRRBG

Mandatory Release Date: l— YWD D
ESC ENTER

HELP | < BAcK | PRINT | NEXRT SCREEN > | IDECETE)| | REXITY|

Figure 3-10: Initial Receiving—Add Individual via Browse [1 of 2]
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B Initial Receiving - ADD individual via browse [2 of 2]

P@P1-62—27 [ TUESDAY [08:26:35 | 120TH AG BN (RECEPTIOND ADHIN LOCAL |FNF3

rosTER: BB2Z9T sup RosTER: I8 Lne no: BBE ssy: POB000023

NAME: [LARTSCH MARTIN [BRENT I

GT:FER| GM:f21 EL:F22) cL:A2a mMm:A8?) sc:fi1s co:fes Fa:i14 oF:fiee ST:A21

ARACTE
“OTHER" Calors Cinl
CITY:ﬁIUERTON HEIGHT:| 73 EYES: [Green =]
STATE: MY COUNTRY:US | WEIGHT:] 189 HAIR: [Brown =1 [
| SCHOOL |
Name Major Duration © Year
[ [GENERAL [
[ [ — r—

DIVIDUAL READY RESERYE

HEMTT Experience {¥Hj: l_ HETT Experience {¥Hj: l_ Record Status: l_
Deployable Status {Y-Hp: l_ Area CurrentLast Foreign Service: l_

EMTER: ESC
HELP | <<Prevmenu | pRINT | [ upDaTE | <PrevDataScreen | EXIT |

Figure 3-11: Initial Receiving—Add Individual via Browse [2 of 2]

To print the Initial Receiving—Browse MEPCOM screen (Figure 3-8), click the Print button.
A printer setup window opens. Select the appropriate printer, and click the OK button to print.
Click the Cancel button to abort printing and return to the /nitial Receiving—Browse MEPCOM

screen (Figure 3-8). Click the Setup button to change printer settings.

To return to the [Initial Receiving—Start Menu window (Figure 3-5) from the Initial
Receiving—Browse MEPCOM window (Figure 3-8), click the Back button. To return to the
Initial Receiving—Main Menu window (Figure 3-4), click the Main button. To quit
RECBASS-R, click the Exit button.
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3.24 Browse RECBASS-R Table

To find the record of a soldier who has already been entered into RECBASS-R, select option
4 and click the Execute button, or click the Browse RECBASS-R Table button from the /nitial
Receiving—Start Menu screen (Figure 3-5). A Name or Roster Number parameter must be
entered in order to browse the RECBASS-R table. The record of the selected soldier appears in
the next window, Initial Receiving—Browse RECBASS-R (Figure 3-12).

a Initial Receiving - Browse RECBASS

PAa1—@2—27 [ TUESDAY [B8:13:56 | 126TH AG BN CRECEPTION ADHIN 412
i .
Browsing RECBASSIby]__2W091 10 Currently SORTED by: [ROSTERILINE |~

ROSTER SHIP BT SERV Hold
AME SEN LINE DATE Cd UPC  MOS  Comp Code

JAMES SMITH ALEXANDER 111223333 260291183085 13E@0 U

1 of 1
DDDDDD

Figure 3-12: Initial Receiving—-Browse RECBASS-R

To sort the data in the Initial Receiving—Browse RECBASS-R window (Figure 3-12), click on
the arrow in the Currently Sorted By field. Using the drop-down box, you may sort this field by
Roster/Line, Name, SSN, Ship Date, BT Code, UPC, MOS, Service, or Hold Code.

To update any of this information, click the Update button. An Initial Receiving—Update
Individual on File [1 of 2] window will appear. See Section 3.2.1 for more information about
the available fields. Once you have made all the desired changes, click the Update button on the
second page. A message box will appear which reads, “Successfully updated record in database.”
The window returns to the Initial Receiving—Browse RECBASS-R screen (Figure 3-12).

To view the Unit Processing Code (UPC) for a soldier listed in the Initial Receiving—Browse
RECBASS-R window (Figure 3-12), click the UPC button. A message box appears which shows
the soldier’s name and his or her unit’s name. Click the OK button to return to the Initial
Receiving—Browse RECBASS-R window (Figure 3-12).

To view all RECBASS-R data columns, click the View All button. A View All-RECBASS-R
Data Columns window (Figure 3-13) opens. You may scroll down the list of data columns to
view all the data, but you may not enter or edit any data. Click the OK button to return to the
Initial Receiving—Browse RECBASS-R window (Figure 3-12).

To return to the Initial Receiving—Start Menu (Figure 3-5), click the Back button. To print
the screen, click the Print button. To return to the RECBASS-R [Initial Receiving—Main Menu
(Figure 3-4), click the Main button. To quit RECBASS-R, click the Exit button.
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View ALL - RECBASS Data Columns
20291 18 385 JAMES SMITH ALEXANDER

2 3
COLUMN NAME (SIZEX [1234567890123456789012345678%A1

ACCESSION_DOE ¢8> —————— [1

ADDR_STREET MAIL <2%> —— [12 DWIGHT RD.1

E3: / ENTER

Figure 3-13: View AII-RECBASS-R Data Columns

Click the Print button to print the screen. A printer setup window opens. Select the
appropriate printer, and click the OK button to print. Click the Cancel button to abort printing
and return to the View AII-RECBASS-R Data Columns window (Figure 3-13). Click the Setup
button to change printer settings.

3.2.5 Update Blood Type

To update/edit a soldier’s blood type, select option 5 and click Execute, or click the Update
Blood Type button, from the Initial Receiving—Start Menu (Figure 3-5). A Roster Number is
required to update blood types. The IRP-Update Blood Type (Figure 3-14) window opens.

AIRB - Update Blood Type =] 3
APl —@92—27 [ TUESDAY [@B:32:55 | 12BTH AG BN (RECEPTIOND ADMIN 412
BLOOD ROSTER: [ 2029105 | | Valid Blood TYPES are: [& &F. B 0] and valid RH FACTORS are:[F ]

BLOGD RH =

ROSTER LINE NAME SSH TYPE FACTOR

20291 B5 (&= 268 CHUDKOSKY ANASTASIA 800A01284 FB |P
20291 85 269 BACOTE RENESSA CYTRESE 9808681285 [0 |p
20291 85 278 SALMONS PAULETTE ANNEITE 200001286 [0 IN
20291 85 271 INAILAU TAUAIUPOLU TUPU 800801287 [0 |p
20291 85 272 FAILAUTUSI ELLA SYLUIA eeee01288 (A |p
20291 85 273 HAMILTON RENEE MONIQUE 280081289 [A |p
20291 85 274 MILLS JESSICA MARIE @eee01298 (A |p
20291 85 275 DIXON TOMEKA ROCHELLE annen1291 (A IP
20291 @5 276 TRIPP KATHERINE LYNN 900861292 [0 |p
20291 85 277 HADDEN RYAM TENNILLE 000001293 [0 IP

1 of 31

ESC ENTER
HELP < BACK | UPDATE ] PRINI | << maIN | ERID |

Figure 3-14: IRP-Update Blood Type

Scroll to find the name of the soldier whose record you wish to update, and click in the fields
marked Blood Type or RH Factor. As indicated in the fields at the top of the screen, you may
enter blood types A, AB, B and O, and RH factors P(ositive) or N(egative).

To enter any new data into the system, click the Update button. To print the screen, click the
Print button. To return to the Initial Receiving—Start Menu (Figure 3-5), click the Back button.
To return to the RECBASS-R Initial Receiving—Main Menu (Figure 3-4), click the Main button.
To quit RECBASS-R, click the Exit button.
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3.2.6 Daily Processing Reports and Transactions

To print daily processing reports and transactions that result from the initial receiving
process, select option 6 from the [nitial Receiving—Start Menu (Figure 3-5). The Initial
Receiving—Daily Processing Menu window (Figure 3-15) opens.

a Initial Receiving - Daily Processing Menu

EBI*BZ*Z?I TUESDAY [¥8:34:49 | 120TH AG BN (RECEPTION> I ADMIN LOCAL |4_12

oPTIoN: [

Roster: Line: [@81 thru [297

1. Gummed LABELS : | Mumker of Se'ls_lﬁ Number Per Person E

2. BLOOD Roster ||_F'\us HCG (females only)

3. DAILY Processing Roster | ™ HardStarts Only
4. FITNESS Testing

5. DA Form 2-1 |

6. DOGTAGS ... |

7. Create DAY 1 Transactions |

8. Casual Pay . . .

9. MENTAL Category Roster |

=. Site-Specific Reports . . . |

ESC EMTER

HELP < BACK << MAIN | EXIT |

Figure 3-15: Initial Receiving—Daily Processing Menu

Select the type of report you wish to create, options 1-9 and S. These reports are detailed in
Sections 3.2.6.1 through 3.2.6.10. Enter the option in the option field and click the Execute
button, or click the corresponding report button. To return to the Initial Receiving—Start Menu
(Figure 3-5), click the Back button. To return to the RECBASS-R [Initial Receiving—Main Menu
(Figure 3-4), click the Main button. To quit RECBASS-R, click the Exit button.

3.2.6.1 Gummed Labels

3172 x15M6 ( Pin Feed Single Column of 12 )

* HP LaserJet 4000 Top Tray - CENTER FEED:

= Mannesman Tally MT 645 / 661 continuous tractor feed

EMTER ESC

e

Figure 3-16: Select the Type of Output

Click on the radio-button next to either HP Laser Jet 4000 Top Tray — Center Feed or
Mannesman Tally MT 645/661 continuous tractor feed, and then click the OK button. Click
the Cancel button to abort printing and return to the previous window.
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3.2.6.2 Blood Roster

To print the blood rosters for female soldiers only, click on the box marked Plus HCG next
to the Blood Reoster option on the Initial Receiving—Daily Processing Menu (Figure 3-15); then
select Blood Roster, option 2. For male soldiers, simply select Blood Roster, option 2.

A printer setup window opens. Select the appropriate printer, and click the OK button.
Click the Cancel button to abort printing and return to the Initial Receiving—Daily Processing
Menu (Figure 3-15). Click the Setup button to change printer settings.

3.2.6.3 Daily Processing Roster

To print the daily processing rosters for “hardstart” soldiers only, click on the box marked
Hard Starts only next to the Daily Processing Roster option on the /nitial Receiving—Daily
Processing Menu (Figure 3-15); then select Daily Processing Roster, option 3. For non-hard
starts, simply select Daily Processing Roster, option 3.

A printer setup window opens. Select the appropriate printer, and click the OK button.
Click the Cancel button to abort printing and return to the Initial Receiving—Daily Processing
Menu (Figure 3-15). Click the Setup button to change printer settings.

3.2.6.4 Fitness Testing

To print the fitness test results, select Fitness Testing, option 4, on the Initial Receiving—
Daily Processing Menu (Figure 3-15).

A printer setup window opens. Select the appropriate printer, and click the OK button.
Click the Cancel button to abort printing and return to the Initial Receiving—Daily Processing
Menu (Figure 3-15). Click the Setup button to change printer settings.

3.2.6.5 DA Form 2-1

To print DA Form 2-1, select DA Form 2-1, option 5, on the [Initial Receiving—Daily
Processing Menu window (Figure 3-15).

The Select the Type of Output window (Figure 3-16) opens. Click on the radio-button next to
Mannesman Tally MT 645/661 continuous tractor feed, Epson DFX-5000 + continuous
tractor feed, or HP Laser Jet 4000/5Si (4 pages). Click the OK button to continue, or click the
Cancel button to abort printing and return to the previous window.

If you click the OK button after you select either the first or second printer (Mannesman
Tally MT 645/661 continuous tractor feed or Epson DFX-5000 + continuous tractor feed),
DA Form 2-1 will print for the roster and line numbers entered in the Initial Receiving—Daily
Processing Menu window (Figure 3-15).
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If you click the OK button after you select the third printer (HP Laser Jet 4000/5Si), the DA
Form 2-1 window (Figure 3-17) opens. This allows you to preview the forms. To print these
records, click the Print button. To return to the Initial Receiving—Daily Processing Menu
(Figure 3-15) without printing, click the Cancel button.

i DA Form 2-1 Ol x]
Pririt I Cancel |
-
2025110305 SECTION I - IDENTIFICATION DATA SECTION I - CLA!
1. NAE FEE 6. [
SITH JAMES ALEXANDER 111-22-3333 MOSC
SECTION Il - CLASSIFICATION AND ASSIGHMENT DATA
[ 105 BVALUATION SCORES [ T cont
MOSC | YRA&MD | SCORE | YRA&MD SCORE | YR &MOD SCORE
4 ASSIGNMENT CONSIDERATIONS [ ] cont
[7] AVIATION A51 & GUNNERY
[AIRCRAFT INSTR FILOT
o JRa | Faor RN
5. OVERSEA SERVICE [T conT [ DEPN |8 awaRDS, DECORATIONS
[T ——— AR R AT Toin Twwne T o= 1 ARR N5 f
4 ¥

Figure 3-17: DA Form 2-1

If you click the Print button, a message box appears that asks, “Are you sure you want to print
these _ records?” Click the OK button to continue. Click the Cancel button to return to the
Initial Receiving—Daily Processing Menu (Figure 3-15) without printing any records.

3.2.6.6 Dog Tags...

To print dog tags, select Dog Tags..., option 6, on the Initial Receiving—Daily Processing
Menu (Figure 3-15). The RECBASS-R—Batch Dog Tags window (Figure 3-18) opens. This
window lists the serial interface settings, including number of Copies, Output Delay, Pause,
Type of Dog tag Machine, Port, Baud Rate, Data Bits, Stop Bits, and Parity. Beneath the
serial interface settings, the window lists the soldiers for whom dog tags will be made. This
information includes Name, SSN, Blood Type, and Religious Preference. Use the scroll bar in
the window to see the entire list of names.

2 RECBASS - Batch Dogtags (=[] ]
— Serial Interface Setting:
Copies: 2 Output Delay: 25 Pause: 100 Type of Dogtag Machine: Morcam 1700
Port: COM1:  BaudRate: 9600 DataBits: 7 StopBits: 1 Parity: Even
LAST NAME I FIRST MI I 22N I ELOOD RELIGIOUS PREF
JAMEE A 111-22-3333 A POS ADV-CHR-CH
SMITH LUKE D 111-23-3636 0 POS ADV-CHR-CH
START
Ready to Emboss... |'| of 2 ‘Wall\ng to shart s

Figure 3-18: RECBASS-R-Batch Dog Tags
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After viewing the list, click the Start button to begin printing. The status bar at the bottom
of the window shows the job status (Ready to Emboss or Embossing), the number of dog tags
remaining, and the time remaining until the next dog tag is sent to the printer. To stop printing,
click the Stop button.

To close this window and return to the Initial Receiving—Daily Processing Menu (Figure
3-15), click on the X in the upper-left-hand corner of the window.

3.2.6.7 Create Day 1 Transactions

To create transactions for day 1 of in-processing, select Create Day 1 Transactions, option
7, on the Initial Receiving—Daily Processing Menu (Figure 3-15). The Which Transactions Do
You Want To Create? window (Figure 3-19) opens. ACIIPS, ATRRS, DOHRS-HC are
checked by default. Click the OK button to continue. Click the Cancel button to return to the
Initial Receiving—Daily Processing Menu (Figure 3-15).

Which Transactions do you want to create ?

; §:( Clathing Arrivals )

A g(ArrivaIs) L EE g
[~ MILPERS { Post Locator Arrivals )

[T SIDPERS 21 EIDFO | Mar-IRR )

[=| SIDPERS 2 - Arrivals [ RA Only )

I~ ARPERCEN ( IRR Arivals & Rejects )
[T SIDPERS: 2/~ EIDFQ{ IRR Cinli )

’r!-\udiology

% DOHRS - HC
 HEARS

ENTER

HELP | oK | C;TS\ICCELl

Figure 3-19: Which Transactions Do You Want To Create?

If you click the OK button, the Day I Transaction Summary window (Figure 3-20) opens.
This window displays the elapsed time, the number of soldiers processed, the types of
transactions, and the number of transactions created.

DAY 1 Transaction Summary

FLAPSED TWAE: () minutes 3 seconds
Humber of Soldiers Processed: 2
Type of Tiansaction Humber of Transactions Cieated
ACIPS 2 [ One per Soldier )
ATRRS Arrivals 9 [ One per Soldier + 27 JCL cards )
MILPERS ) [ Three per Soldier )
SIDPERS 2 {FID'O") ) [ Four per non-IRR Saldier )
SIDPERS 2 {Arrivals) 1) [ One per RA Soldier )
APRPERCEH 1) [ One per IRR Saoldier + 86 JCL cards)
SIDPERS 2 (FID'O"} () { Twwo per IRR Soldier )
HEARS () [ Cne per Soldier )
DOHRS-HC 2 [ One per Soldier )
UPLOAD FILE: ||::\recbass\uutpm\day1 dat | Copy File ... I
ENTER:
LPLOAD TO MAIMFRARME | Ok PRINT THIS SUMMARY |

Figure 3-20: Day 1 Transaction Summary
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To copy the file to another location, click the Copy File button, and choose a location for the
copy. Then click the OK button. To , click on the Upload to Mainframe button.

To print the summary, click the Print This Summary button. To return to the Initial
Receiving—Daily Processing Menu (Figure 3-15), click the OK button.

3.2.6.8 Casual Pay...

To print the money list, to update casual payment information, or to create casual pay data
files, select Casual Pay..., option 8, on the Initial Receiving—Daily Processing Menu (Figure
3-15). The Initial Receiving—Casual Pay window (Figure 3-21) opens.

1 Initial Receiving - Casual Pay

9910227 | TUESDAT |[18:57:18 | 120TH AG BN CRECEPTION> || ADMIN  [RFILIAN (212
CASUAL PAY OPTIONS

OPTION: |

Raoster: [202911a Line: [0 thru [#99

1. PRINT the Money List | [V Print Privacy Act ¥ Upciste Database

MALE Amount. IZSD. 00 FEMALE Amount: |315. oo

2. UPDATE Casual Payment Information |

REGULAR AR ... Moucher Humber: | Date: [z0010227 [ vion
MATIONAL GUARD... Waucher Humber: | Date: [zo010z27 |0 MDD
ARMY RESERVE. ... Vaucher Number: [ Date: [20010227 | ¥ MDD
DOLLAR AMoUnt PSid.............. MALES: [ze0.00 | FEMALES:[215.00

3. Create Casual Pay DATA FILES . .. |

ENTER

HELP < ;S;cn EXECUTE << MAIN EXIT
_HELP | <BACK | [ ExEcuTE |

Figure 3-21: Initial Receiving—Casual Pay

Fill in a roster number in the field labeled Roster. The Line field is automatically filled in
with the numbers 001 thru 999, but you may change the range if you wish.

1. To Print the Money List

Select or deselect Print Privacy Act and Update Database next to option 1, Print the
Money List. Enter a dollar amount in the Male Amount field (default is $260) and/or in the
Female Amount field (default is $315). Select option 1 at the top of the screen and click the
Execute button, or click the Print the money list button (option 1.)

A printer setup window opens. Select the appropriate printer and click the OK button on the
keyboard to print. Click the Cancel button to abort printing and return to the [Initial
Receiving—Daily Processing Menu (Figure 3-15). Click the Setup button to change printer
settings.

2. To Update Casual Payment Information

Click on option 2, Update Casual Payment Information, or select option 2 at the top of the
screen and click the Execute button. Enter a voucher number in the field(s) labeled Regular
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Army, National Guard, or Army Reserve, and correct the date field if needed. Enter a
dollar amount in the Male Amount field (default is $260, which is the maximum amount)
and/or in the Female Amount field (default is $315, which is the maximum amount). Click
the Execute button. A yellow status bar at the bottom of the window indicates “Print job
processed __ records.”

3. To Create Casual Pay Data Files

Click on option 3, Create Casual Pay Data Files, or select option 3 at the top of the screen
and click the Execute button. The /Initial Receiving—Casual Pay Data Files window (Figure
3-22) opens.

1 Initial Receiving - Casual Pay Data Files

APl —©2—27 [ TUESDAY [1@:57:@9 | 120TH AG BN (RECEPTION> ADMIN 412
CREATE CASUAL PAY DATA FILES

ion Criteria
oPTION:[
1. ROSTER: |z023110  Line:|ool thiu [333

2. SHIPDATE : Beginning : [z0010227 | Ending:[z 0010227
TYYYHMDD

TYTIMmD
3. BCT CODE: with SHIP DATE: [z0010227  thiu [zo010227
TYYYHMMDD TTTTIMDD
4. MULTIPLE ROSTERS: 1| z| | 4 |
& [ | | o 10|
5. ROSTER LIST 11: 1z 13 14 15|
18: | 17 18| 15| 20|
i~ Data File To Create
% SMARTCARD 1 " SMARTCARD 2 " TRAINING COMPAHY " DMPO
[ After Interviews ) [ Fort Leonard Wood Only ) ( Fort Sill Only )

—File

" Floppy Diskette located in drive |A: 'I
" DMPO FTP Server directory (UNC) : [

HELP < IE;J:CK | << MAIN EXIT

Figure 3-22: Initial Receiving—Casual Pay Data Files

Select an option (1-5) and complete the fields for that selection. The options and their fields
are listed below:

1. Roster

Roster number and line ~ thru
2. Ship date

Beginning and ending dates.
3. BCT Code

Code (choose from drop-down list) with ship dates  thru

4. Multiple Rosters

List up to 20 roster numbers.
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5. Roster List

Select option 5. A Selection Criteria window opens. Using the Add or Remove buttons,
build a list of selected rosters on right from the list of available rosters on left. Click the
Create button. Click the Cancel button to return to the Initial Receiving—Casual Pay
Data Files window (Figure 3-22).

In addition, click on a radio-button in the Data File To Create field. Select SmartCard 1,
SmartCard 2 (after interviews), Training Company (Fort Leonard Wood Only), or DMPO
(Fort Sill Only).

In the File Destination field select either: Floppy Diskette Located in Drive: [choose drive
from drop-down list, and be sure to insert blank floppy diskette into that drive] or DMPO FTP
Server Directory (UNC): [enter directory in blank field].

After you have selected an option and filled in the requisite fields, click the Create button to
continue. A yellow status bar at the bottom of the screen indicates “Appended [SmartCard/Training
Company/DMPQ] File Creation completed ( records).”

Click the Main button to return to the RECBASS-R Initial Receiving—Main Menu (Figure
3-4). To return to the Initial Receiving—Casual Pay window (Figure 3-21), click the Back
button. To quit RECBASS-R, click the Exit button.

3.2.6.9 Mental Category Roster

To print the mental category roster, select Mental Category Roster, option 9, on the Initial
Receiving—Daily Processing Menu (Figure 3-15).

A printer setup window opens. Select the appropriate printer and click the OK button to
print. Click the Cancel button to abort printing and return to the [Initial Receiving—Daily
Processing Menu (Figure 3-15). Click the Setup button to change printer settings.

To return to the Initial Receiving—Start Menu (Figure 3-5), click the Back button. To return
to the RECBASS-R Initial Receiving—Main Menu (Figure 3-4), click the Main button. To quit
RECBASS-R, click the Exit button.
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3.2.6.10 Site-Specific Reports...

To print reports from specific reception battalions, select Site-Specific Reports..., option S,
on the Initial Receiving—Daily Processing Menu (Figure 3-15). The Initial Receiving—Site-
Specific Reports window (Figure 3-23) opens.

1 Initial Receiving - Site-Specific Reports

[091-82—28 MEDNESDAY [@8:59:51 [ 120TH AG BN CRECEPTIONY ADMIN  ITTE0AN [4.12
OPTION : Site-Specific Reporis

[ The reports shovwn on this screen are tailored for specific Reception Battalions )

Se Fort Beaning | S Fort Jackson | S Fort Knox | S Fort Leonand Woodl Se Fort McClellan | S Fort sil |

1. ALPHAROSTER

2, CMFN DISKETFEl

3. EXODUS MONEY LISTl
4. CBTDISKETTE |

5. BCTUNIT STATISTICS

EsC EMTER:

HELP < BACK | EXECUTE I << MAIN | EXIT

Figure 3-23: Initial Receiving—Site-Specific Reports (Fort Benning)

Click on the tab for the reception battalion for which you wish to print reports: Fort Benning
(this tab is on top, by default), Fort Jackson, Fort Knox, Fort Leonard Wood, or Fort Sill.

3.2.6.10.1 Fort Benning

To print reports for Fort Benning, select one of five options on the Fort Benning tab: Alpha
Roster, CMF11 Diskette, Exodus Money List, CBT Diskette, or BCT Unit Statistics. To
select an option, enter the option number in the Option field at the top of the screen and click the
Execute button. You may also click on the appropriate option button.

1. Alpha Roster

2. CMF11 Diskette

The Fort Benning—CMF11 window (Figure 3-24) opens. In the Query Criteria section, use
the drop-down list to enter the BCT code. Ship dates are automatically completed with
today’s date; edit them if you wish. In the Qutput Destination section, click on a
radio-button to indicate Floppy diskette located in drive  (complete this field using
drop-down list) or Printer. Click the Execute button to print, or click the Cancel button to
abort and return to the Initial Receiving—Site-Specific Reports window (Figure 3-23).
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3.

Fort Benning - CMF11

r Query Criteria

BCT Code: [ ] Ship Dates:[ 0010226 thru [ 2001022
ST MDD WO MDD

r Dutput Destination
& Floppy Diskette located in drive IA; vl

 Printer
EXECUTE CAMCEL |

Figure 3-24: Fort Benning—CMF11

Exodus Money List

The Fort Benning—Exodus Money List window (Figure 3-25) opens. In the Query Criteria
section, use the drop-down list to enter the BCT code. Ship dates are automatically
completed with today’s date; edit them if you wish. In the Output Type section, click on a
radio-button to indicate whether to use a Mannesman Tally or HP LaserJet 4000/5Si.
Click the Execute button to print, or click the Cancel button to abort and return to the /nitial
Receiving—Site-Specific Reports window (Figure 3-23).

Fort Benning - EXODUS Moneylist

r Query Criteria

BCT Code: [l ] Ship Dates:[ 20010226 thru [ 2001022¢
ST MDD WO MDD

- Dutput Type
& Mannesman Tally
¢ HP Laserdet 4000 / 58i

EXECUTE CAMCEL |

Figure 3-25: Fort Benning—Exodus Money List

CBT Diskette

The Fort Benning—CBT Diskette window (Figure 3-26) opens. In the Query Criteria
section, ship dates are automatically completed with today’s date; edit them if you wish. In
the Output Destination section, click on a radio-button to indicate Floppy diskette located
in drive __ (complete this field using the drop-down list) or Printer. Click the Execute
button to print, or click the Cancel button to abort and return to the Initial Receiving—Site-
Specific Reports window (Figure 3-23).

Fort Benning - CBT Digkette

—Cluery Criteria

Ship Dates: 2001022¢  thru | 2001022¢
Y RMDD MDD

Output Destination

& Floppy Diskette located in drive IA; vl
 Printer

EXECUTE CAMCEL |

Figure 3-26: Fort Benning—CBT Diskette 1
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5. BCT Unit Statistics

The Fort Benning—Unit Statistics window (Figure 3-27) opens. In the Query Criteria
section, ship dates are automatically completed with today’s date; edit them if you wish. Use
the drop-down lists to enter the BCT code. In the Include the following Training Phases
section, click on a radio-button to indicate Blank, One, Two, or Three. Click the Execute
button to print, or click the Cancel button to abort and return to the Initial Receiving—Site-
Specific Reports window (Figure 3-23).

Fort Benning - Unit Statistics

Query Criteria

Ship Dates: [ 20010226 thru | 2001022¢
MO RADD O RARADD

BCT Code: |  =| thu | -]

rInclude the following Training Phases

¥ Blank [~ One [ Twa [~ Three

EXECUTE CANCEL |

Figure 3-27: Fort Benning—BCT Unit Statistics

3.2.6.10.2 Fort Jackson

To print reports for Fort Jackson, click on the Fort Jackson tab (Figure 3-28) of the /nitial
Receiving—Site-Specific Reports window. Select one of 15 options on this tab: Weight
Standards, CAT IV, Avg Length of Stay, Phase 2, Holdover, Fitness Training, College,
Non-High School, ETS/POB, In-House, Company, Platoon Diskette, Bank Listing, Extract
Roster(s), and Optometry. To select an option, enter the option number in the Option field at
the top of the screen and click the Execute button, or click the corresponding option button.

i Initial Receiving - Site-Specific Reports

[BP1-62—28 MEDNESDAY [07:03:56 | 120TH AG BN (RECEPTIOND ADHIN LOCAL |FNF3

OPTION:[ T Site-Specific Reports

[ The reports shovwn on this screen are tailored for specific Reception Battalions )

Se Fort Benning 2 Fort Jackson |‘é Fort Kinox | % Fort LeonardWood | % Fort McCletlan | % Fort sl |

1. WEIGHT STANDARDS | 8. NOMHGHSCHOOL| 15. OPTOMETRY |
2. caTiv 9. ETSEF‘OEIl

3. AVGLENGTHOF STAY|  10. INHAusE |

4. prase?| 11, company|

5, HOLDO\/ER" 12 . PLATOON DISKETTE

6. FITHESS TRAINING 13 . BANK L\STINGl

7. COLLEGEl 14 . EXTRACT ROSTER(S)
E3C ENTER:
HELP | < mac | EXECUTE | « AN | EXIT

Figure 3-28: Initial Receiving—Site-Specific Reports (Fort Jackson)
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1. Weight Standards

When you select the Weight Standards button, the Fort Jackson—Weight Standards Report
window (Figure 3-29) opens. In the Query Criteria section, complete the Roster like field.
Select or deselect the box next to the Print Army Weight Table (AR 600-9, 1 Sep 86) field;
click the Execute button to print, or click the Cancel button to return to the Initial
Receiving—Site-Specific Reports (Fort Jackson) window (Figure 3-28).

Fort Jackson - Weight Standards Report

Query Criteria
’V Roster like ||

¥ Print &rmy Weight Takle ( AR 600-9 ,1 Sep 86 )

EXECUTE CAMCEL |

Figure 3-29: Fort Jackson—Weight Standards Report

If you click the Execute button, a printer setup window opens. Select the appropriate printer,
and click the OK button to print and return to the Fort Jackson—Weight Standards Report
window (Figure 3-29). Click the Cancel button to abort printing and return to the previous
window. Click the Setup button to change printer settings.

2. CATIV

When you select the CAT IV button, the Fort Jackson-CAT IV Listing window (Figure
3-30) opens. In the Query Criteria section, the Arrival Dates field is automatically
completed with today’s dates; edit them if you wish. Click the Execute button to print, or
click the Cancel button to return to the Initial Receiving—Site-Specific Reports (Fort Jackson)
window (Figure 3-28).

Fort Jackszon - Cat I¥ Listing

"Query Criteria

Arrival Dates: | 20010228 thru | 2001022
MDD DD

EXECUTE CANCEL |

Figure 3-30: Fort Jackson—-CAT IV Listing

If you click the Execute button, a printer setup window opens. Select the appropriate printer,
and click the OK button to print and return to the Fort Jackson—CAT IV Listing window
(Figure 3-30). Click the Cancel button to abort printing and return to the previous window.
Click the Setup button to change printer settings.

3. Average Length of Stay

When you select the Average Length of Stay button, the Fort Jackson—Average Length of
Personnel Stay window (Figure 3-31) opens. In the Query Criteria section, the Ship Date
field is automatically completed with today’s dates; edit it if you wish. Click the Execute
button to print, or click the Cancel button to return to the Initial Receiving—Site-Specific
Reports (Fort Jackson) window (Figure 3-28).
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Fort Jackson - Average Length Of Personnel Stay

’rQuery Criteria

Ship Date: IQDDDDE1 9

O DD

EXECUTE CAMNCEL |

Figure 3-31: Fort Jackson—Average Length of Personnel Stay

If you click the Execute button, a printer setup window opens. Select the appropriate printer,
and click the OK button to print and return to the Fort Jackson—Average Length of Personnel
Stay window (Figure 3-31). Click the Cancel button to abort printing and return to the
previous window. Click the Setup button to change printer settings.

4. Phase 2

When you select the Phase 2 Listing button, the Fort Jackson—Phase 2 Listing window
(Figure 3-32) opens. In the Query Criteria section, the Arrival Dates field is automatically
completed with today’s dates; edit them if you wish. Click the Execute button to print, or
click the Cancel button to return to the Initial Receiving—Site-Specific Reports (Fort Jackson)
window (Figure 3-28).

Fort Jackson - Phase 2 Listing =
Query Criteria
Arrival Dates: [PO000G19 thru [20000519
O MMDD MDD

E){ECLITEI CAMCEL |

Figure 3-32: Fort Jackson—Phase 2 Listing

If you click the Execute button, a printer setup window opens. Select the appropriate printer,
and click the OK button to print and return to the Fort Jackson—Phase 2 Listing window
(Figure 3-32). Click the Cancel button to abort printing and return to the previous window.
Click the Setup button to change printer settings.

5. Holdover

When you select the Holdover button, the Fort Jackson—Holdover Listing window (Figure
3-33) opens. In the Query Criteria section, complete the Roster like field. As noted in the
window, leaving this field blank will select all holdover rosters. Click the Execute button to
print, or click the Cancel button to return to the Initial Receiving—Site-Specific Reports (Fort
Jackson) window (Figure 3-28).

Fort Jackson - Holdover Listing ]
Cluery Criteria
’V Roster like: I

Leaving Roster Blank will zelect ALL Holdover Rosters

E}{ECLITEI CAMNCEL |

Figure 3-33: Fort Jackson—Holdover Listing

If you click the Execute button, a printer setup window opens. Select the appropriate printer,
and click the OK button to print and return to the Fort Jackson—Holdover Listing window
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(Figure 3-33). Click the Cancel button to abort printing and return to the previous window.
Click the Setup button to change printer settings.

6. Fitness Training

When you select the Fitness Training button, a message box opens that reads, “Please wait.
Searching where BCT Code + FT. (This may take some time).” When the search is complete, a
printer setup window opens. Select the appropriate printer, and click the OK button to print.
Click the Cancel button to abort printing and return to the previous window. Click the Setup
button to change printer settings.

7. College

When you select the College button, the Fort Jackson—College Education Listing window
(Figure 3-34) opens. In the Query Criteria section, the Arrival Dates field is automatically
completed with today’s dates; edit them if you wish. Select or deselect the box next to Print
Education Code Legend. Click the Execute button to print, or click the Cancel button to
return to the /nitial Receiving—Site-Specific Reports (Fort Jackson) window (Figure 3-28).

Fort Jackson - College Education Listing [ ]

’—Query Crteria

Arrival Dates: 20000620 | thry [20000620
S DD S DD

[+ Print Education Code Legend

E){ECLITEI CAMCEL |

Figure 3-34: Fort Jackson—College Education Listing

If you click the Execute button, a printer setup window opens. Select the appropriate printer,
and click the OK button to print and return to the Fort Jackson—College Education Listing
window (Figure 3-34). Click the Cancel button to abort printing and return to the previous
window. Click the Setup button to change printer settings.

8. Non-High School

When you select the Non-High School button, the Fort Jackson—Non-High School Graduate
Listing window (Figure 3-35) opens. In the Query Criteria section, the Arrival Dates field
is automatically completed with today’s dates; edit them if you wish. Click the Execute
button to print, or click the Cancel button to return to the Initial Receiving—Site-Specific
Reports (Fort Jackson) window (Figure 3-28).

Fort Jackson - Non High School Graduate Listing

"Quer}r Criteria

Artival Dates: |2D|:|D|:|620 thru |2DE|DEIE2D
S MDD N hAD D

EXECUTE I CANCEL |

Figure 3-35: Fort Jackson—Non-High School Graduate Listing

If you click the Execute button, a printer setup window opens. Select the appropriate printer,
and click the OK button to print and return to the Fort Jackson—Non-High School Graduate
Listing window (Figure 3-35). Click the Cancel button to abort printing and return to the
previous window. Click the Setup button to change printer settings.
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9.

10.

11.

ETS/POB

When you select the ETS/POB button, the Fort Jackson—-ETS/POB Roster window (Figure
3-36) opens. In the Query Criteria section, complete the Roster like field. Click the
Execute button to print, or click the Cancel button to return to the Initial Receiving—Site-
Specific Reports (Fort Jackson) window (Figure 3-28).

Fort Jackson - ETS/POB Roster [ <]

"Query Criteria

Roster like: I

EXECUTE I CAMCEL |

Figure 3-36: Fort Jackson—-ETS/POB Roster

If you click the Execute button, a printer setup window opens. Select the appropriate printer,
and click the OK button to print and return to the Fort Jackson—ETS/POB Roster window
(Figure 3-36). Click the Cancel button to abort printing and return to the previous window.
Click the Setup button to change printer settings.

In-House

When you select the In-House button, the Fort Jackson—In-House Listing window (Figure
3-37) opens. In the Query Criteria section, complete the Roster like field. As noted in the
window, leaving this field blank will select all of the in-house rosters. Select or deselect the
check-box labeled Order by Roster/Line. Click the Execute button to print, or click the
Cancel button to return to the Initial Receiving—Site-Specific Reports (Fort Jackson) window
(Figure 3-28).

Fort Jackson - In-House Listing

Qluery Criteria
’V Roster like: Il [~ Order by RosteriLing

Leaving Roster Blank will select ALL In-House Rosters

E}(ECUTEI CAMCEL |

Figure 3-37: Fort Jackson—In-House Listing

If you click the Execute button, a printer setup window opens. Select the appropriate printer,
and click the OK button to print and return to the Fort Jackson—In-House Listing window
(Figure 3-37). Click the Cancel button to abort printing and return to the previous window.
Click the Setup button to change printer settings.

Company

When you select the Company button, the Fort Jackson—Company Listing window (Figure
3-38) opens. In the Query Criteria section, the Arrival Dates field is automatically
completed with today’s dates; edit them if you wish. Click the Execute button to print, or
click the Cancel button to return to the Initial Receiving—Site-Specific Reports (Fort Jackson)
window (Figure 3-28).
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12.

13.

Fort Jackson - Company Listing

Cluery Criteria

Aurival Dates: 20000623 thry [20000623
MDD W DD

EXECUTE I CARNCEL |

Figure 3-38: Fort Jackson—Company Listing

If you click the Execute button, a printer setup window opens. Select the appropriate printer,
and click the OK button to print and return to the Fort Jackson—In-House Listing window
(Figure 3-37). Click the Cancel button to abort printing and return to the previous window.
Click the Setup button to change printer settings.

Platoon Diskette

When you select the Platoon Diskette button, the Fort Jackson—Platoon Diskette window
(Figure 3-39) opens. In the Query Criteria section, enter a roster number in the Roster
field. As indicated in the yellow status bar at the bottom of the window, the Roster field
cannot be left blank. In the Output Destination section, use the drop-down list to indicate
Floppy diskette located in drive . Click the Execute button to print, or click the Cancel
button to abort and return to the [Initial Receiving—Site-Specific Reports (Fort Jackson)
window (Figure 3-28).

Fort Jackzon - Platoon Diskette B

~Cuery Criteria
Roster : |2 029105

~Output Destination
Floppy Diskette located in drive: | A; j

E}{ECLITEI CAMCEL |

|Roster cannat be blank
Figure 3-39: Fort Jackson—Platoon Diskette

(If you click the Execute button without inserting a diskette in the drive indicated above, a
message box appears which reads, “Insert floppy diskette in Drive ___.”") When you click the
Execute button after inserting a diskette, a printer setup window opens. Select the
appropriate printer, and click the OK button to print and return to the Fort Jackson—Platoon
Diskette window (Figure 3-39). Click the Cancel button to abort printing and return to the
previous window. Click the Setup button to change printer settings.

Bank Listing

When you select the Bank Listing button, the Fort Jackson—Bank Listing window (Figure
3-40) opens. In the Query Criteria section, ship date is automatically completed with
today’s date; edit it if you wish. Click the Execute button to print, or click the Cancel button
to abort and return to the Initial Receiving—Site-Specific Reports (Fort Jackson) window
(Figure 3-28).
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14.

15.

Fort Jackson - Bank Listing

Ship Date: I2DDDDEQS

Cluery Criteria
’V DD

EXECUTE I CARCEL |

Figure 3-40: Fort Jackson—-Bank Listing

If you click the Execute button, a printer setup window opens. Select the appropriate printer,
and click the OK button to print and return to the Fort Jackson—Bank Listing window (Figure
3-40). Click the Cancel button to abort printing and return to the previous window. Click
the Setup button to change printer settings.

Extract Roster(s)

When you select the Extract Roster(s) button, the Fort Jackson—Extract Roster(s) window
(Figure 3-41) opens. In the Enter Roster(s) to Extract data from field, enter the roster
number(s) from which you wish to extract data. The numbers are to be entered in two fields,
with the five-character roster number in the first and the two-character line number in the
second. The cursor automatically jumps to the second field after the first has been
completed. Then the cursor automatically jumps to the next roster field to be completed.

Fort Jackson - Extract Hoster|[s]

— Enter Roster(s] to Extract data from
1 [ [ [ x [  a] [ &
e[ [ w=[ [ & [ 9 [ 10
[ e[ [ [ 4 [ 5]
16 [ aw[ [ e[ e [ 20
21:[ [ e[ [ e[ [ 2] [ 25

¥ Copy to Diskette in drive: EXTRACT CANCEL |

Figure 3-41: Fort Jackson—Extract Roster(s)

T

Select or deselect the check-box next to Copy to diskette in drive _ (complete the blank
using the drop-down list). Click the Extract button to continue. Click the Cancel button to
abort printing and return to the previous window.

(If you click the Execute button without inserting a diskette in the drive indicated above, a
message box appears which reads, “Insert floppy diskette in Drive ___.” If you click the
Execute button without entering one or more rosters, the yellow status bar at the bottom of
the window reads, “You need to enter a roster before attempting to extract!!!”) When you click
the Execute button after entering a roster and inserting a diskette, the yellow status bar at the
bottom of the window reads, “Successfully extracted __ records. (File: ”. Click the Cancel
button to return to the previous window.

Optometry

When you select the Optometry button, the Fort Jackson—Optometry Data window (Figure
3-42) opens. In the Query Criteria section, Arrival Dates are automatically completed with
today’s date; edit them if you wish. In the Qutput Destination section, use the drop-down
list to indicate Floppy diskette located in drive . Click the Execute button to print, or
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click the Cancel button to abort and return to the Initial Receiving—Site-Specific Reports
(Fort Jackson) window (Figure 3-28).

Fort Jackszon - Dptometry Data

~Cluery Criteria

Arival Dates: [POD00G23 | thru [20000623
MDD Y DD

~Output Destination

Floppy Diskette located in drive:
E}{ECLITEI CAMNCEL |

Figure 3-42: Fort Jackson—Optometry Data

If you click the Execute button, a printer setup window opens. Select the appropriate printer,
and click the OK button to print and return to the Fort Jackson—Optometry Data window
(Figure 3-42). Click the Cancel button to abort printing and return to the previous window.
Click the Setup button to change printer settings.

3.2.6.10.3 Fort Knox

To print reports for Fort Knox, click on the Fort Knox tab (Figure 3-43) of the [Initial
Receiving—Site-Specific Reports window. Select one of three options on this tab: Shipping
Roster, Liaison-MRD, and Liaison—Phase 2. To select an option, enter the option number in
the Option field at the top of the screen and click the Execute button, or click the corresponding
option button.

4 Initial Receiving - Site-Specific Reports

PABB—86—23 [ FRIDAY |13:24:07 | 1200H AG BN CRECEPIION> | ADHIN 112
OPTION : Site-Specific Reports

{ The reports showen on this screen are tailored for specific Reception Battslions )

S Fort Benning | % Fort Jackson & Fort Knox

1. SHFPING ROSTER'
2. LAISON - MRD |
3. LIAISOM - PHASE 2|

S Fort Leonard Wood | S Fort McCIeIlanl S Fort Sill |

ES EMTER

HELP < BACK | ERECGUTE I << HAIN | E;lTl
Figure 3-43: Initial Receiving—Site-Specific Reports (Fort Knox)

1. Shipping Roster

When you select the Shipping Roster button, the Fort Knox—Shipping Roster window
(Figure 3-44) opens. In the Query Criteria section, ship dates are automatically completed
with today’s date; edit them if you wish. Click the Execute button to print, or click the
Cancel button to abort and return to the Initial Receiving—Site-Specific Reports (Fort Knox)
window (Figure 3-43).
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Fort Knox - Shipping Roster

Ship Dates: [p0000G26  thru [20000626

Cluery Criteria
’V ST RDD T MDD

E){ECUTEI CANCEL |

Figure 3-44: Fort Knox—Shipping Roster

If you click the Execute button, a printer setup window opens. Select the appropriate printer,
and click the OK button to print and return to the Fort Knox—Shipping Roster window
(Figure 3-44). Click the Cancel button to abort printing and return to the previous window.
Click the Setup button to change printer settings.

2. Liaison—-MRD

When you select the Liaison—-MRD button, the Fort Knox—Liaison MRD Listing window
(Figure 3-45) opens. In the Query Criteria section, arrival dates are automatically
completed with today’s date; edit them if you wish. Click the Execute button to print, or
click the Cancel button to abort and return to the Initial Receiving—Site-Specific Reports
(Fort Knox) window (Figure 3-43).

Fort Knox - Liaison MRD Listing [ <]

Anival Dates: [pO000G26 | thru [20000625

Query Criteria
|7 S DD S DD

E}{ECUTEI CAMCEL |

Figure 3-45: Fort Knox-Liaison MRD Listing

If you click the Execute button, a printer setup window opens. Select the appropriate printer,
and click the OK button to print and return to the Fort Knox—Liaison MRD Listing window
(Figure 3-45). Click the Cancel button to abort printing and return to the previous window.
Click the Setup button to change printer settings.

3. Liaison—Phase 2

When you select the Liaison—Phase 2 button, the Fort Knox—Liaison Phase 2 Listing
window (Figure 3-46) opens. In the Query Criteria section, arrival dates are automatically
completed with today’s date; edit them if you wish. Click the Execute button to print, or
click the Cancel button to abort and return to the Initial Receiving—Site-Specific Reports
(Fort Knox) window (Figure 3-43).

Fort Knox - Liaison Phasze 2 Listing

Arrival Dates: [20000626 | thru [20000626

Cluery Criteria
’V MDD MDD

EXECUTE I CANMCEL |

Figure 3-46: Fort Knox—Liaison Phase 2 Listing

If you click the Execute button, a printer setup window opens. Select the appropriate printer,
and click the OK button to print and return to the Fort Knox—Liaison Phase 2 Listing
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window (Figure 3-46). Click the Cancel button to abort printing and return to the previous
window. Click the Setup button to change printer settings.

3.2.6.10.4 Fort Leonard Wood

To print reports for Fort Leonard Wood, click on the Fort Leonard Wood tab (Figure 3-47)
of the Initial Receiving—Site-Specific Reports window. Select one of 11 options on this tab:
Alpha Roster, Prior Service, Height/Weight, Processing Rosters, RA GI Bill, QM Laundry,
OSUT, EEO, CTMC, DLAB, or AAAT. To select an option, enter the option number in the
Option field at the top of the screen and click the Execute button, or click the corresponding
option button.

i Initial Receiving - Site-Specific Reports

[BP1-G2—28 MEDNESDAY [@9:19:96 | 120TH AG BN (RECEPTIOND ADHIN LOCAL |FNF3

OPTION:[ Site-Specific Reports

[ The reports shovwn on this screen are tailored for specific Reception Battalions )

Se Fort Benningl Se Foit Jackson | S FortKnox & Fort Leonard Wood |% Fort McCIeIlaul % Fort Sill |

1. ALPHA ROSTER B. @
2. PRIOR SER\/ICEl G, CTMC
3. HEIGHT £ WEIGHT 10. DLAB |
. PROCESSING ROSTERS' 11,  AsAT |
5. RAGIBILL

6., OM LAUNDHYl

7. [eam]

-

ESC ENTER:

ﬂELPl < mac | EXECUTE | « AN | EXIT

Figure 3-47: Initial Receiving—Site-Specific Reports (Fort Leonard Wood)
1. Alpha Roster

When you select the Alpha Roster button, the Fort Leonard Wood—Alpha Roster window
(Figure 3-48) opens. In the Query Criteria section, complete the Roster like field. Click
the Execute button to print, or click the Cancel button to abort and return to the Initial
Receiving—Site-Specific Reports (Fort Leonard Wood) window (Figure 3-47).

Fort Leonard Wood - Alpha Roster

Roster like: ||

’—Query Criteria

E}{ECUTEI CAMNCEL |

Figure 3-48: Fort Leonard Wood—Alpha Roster

If you click the Execute button, a printer setup window opens. Select the appropriate printer,
and click the OK button to print and return to the Fort Leonard Wood—Alpha Roster window
(Figure 3-48). Click the Cancel button to abort printing and return to the previous window.
Click on Setup to change printer settings.
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2. Prior Service

When you select the Prior Service button, the Fort Leonard Wood—Prior Service Report
window (Figure 3-49) opens. In the Query Criteria section, complete the Roster like field.
Click the Execute button to print, or click the Cancel button to abort and return to the /nitial
Receiving—Site-Specific Reports (Fort Leonard Wood) window (Figure 3-47).

Fort Leonard Wood - Prior Service Heport B

’—Query Criteria

Roster like: I

EXECUTE I CAMNCEL |

Figure 3-49: Fort Leonard Wood-Prior Service Report

If you click the Execute button, a printer setup window opens. Select the appropriate printer,
and click the OK button to print and return to the Fort Leonard Wood—Prior Service Report
window (Figure 3-49). Click the Cancel button to abort printing and return to the previous
window. Click the Setup button to change printer settings.

3. Height/Weight

When you select the Height/Weight button, the Fort Leonard Wood—Height/Weight Report
window (Figure 3-50) opens. In the Query Criteria section, complete the Roster like field.
Click the Execute button to print, or click the Cancel button to abort and return to the /nitial
Receiving—Site-Specific Reports (Fort Leonard Wood) window (Figure 3-47).

Fort Leonard Wood - Height / Weight Report

Roster like: I

’rGuery Criteria

EKECUTEI CAMCEL |

Figure 3-50: Fort Leonard Wood—Height/Weight Report

If you click the Execute button, a printer setup window opens. Select the appropriate printer,
and click the OK button to print and return to the Fort Leonard Wood—Height/Weight Report
window (Figure 3-50). Click the Cancel button to abort printing and return to the previous
window. Click the Setup button to change printer settings.

4. Processing Rosters

When you select the Processing Rosters button, the Fort Leonard Wood—Processing Roster
window (Figure 3-51) opens. In the Query Criteria section, complete the Roster like field.
Click the Execute button to print, or click the Cancel button to abort and return to the /nitial
Receiving—Site-Specific Reports (Fort Leonard Wood) window (Figure 3-47).
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Fort Leonard Wood - Processing Roster [ <]

Roster like: I

’—Query Criteria

EKECUTEI CAMCEL |

Figure 3-51: Fort Leonard Wood—Processing Roster

If you click the Execute button, a printer setup window opens. Select the appropriate printer,
and click the OK button to print and return to the Fort Leonard Wood—Processing Roster
window (Figure 3-51). Click the Cancel button to abort printing and return to the previous
window. Click the Setup button to change printer settings.

5. RA GI Bill

When you select the RA GI Bill button, the Fort Leonard Wood—RA GI Bill window (Figure
3-52) opens. In the Query Criteria section, complete the Roster like field. Click the
Execute button to print, or click the Cancel button to abort and return to the [Initial
Receiving—Site-Specific Reports (Fort Leonard Wood) window (Figure 3-47).

Fort Leonard Wood - RA GI BILL [ <]

Roster like: I

’—Query Criteria

E}-{ECUTEI CAMCEL |

Figure 3-52: Fort Leonard Wood-RA GI Bill

If you click the Execute button, a printer setup window opens. Select the appropriate printer,
and click the OK button to print and return to the Fort Leonard Wood—RA GI Bill window
(Figure 3-52). Click the Cancel button to abort printing and return to the previous window.
Click the Setup button to change printer settings.

6. QM Laundry

When you select the QM Laundry button, the Fort Leonard Wood—QM Laundry window
(Figure 3-53) opens. In the Query Criteria section, use the drop-down list to complete the
BCT Code field. The Ship Date field is automatically completed with today’s date; edit it if
you wish. Click the Execute button to print, or click the Cancel button to abort and return to
the Initial Receiving—Site-Specific Reports (Fort Leonard Wood) window (Figure 3-47).

Fort Leonard Wood - QM Laundry
Cluery Criteria
( BCT Code: Ship Date: 0000626

E}{ECUTEI CANCEL |

Figure 3-53: Fort Leonard Wood-QM Laundry

If you click the Execute button, a printer setup window opens. Select the appropriate printer,
and click the OK button to print and return to the Fort Leonard Wood—QM Laundry window
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(Figure 3-53). Click the Cancel button to abort printing and return to the previous window.
Click the Setup button to change printer settings.

7. OSUT

When you select the OSUT button, the Fort Leonard Wood—OSUT for 12, 12C, 54B, 95B,
9... window (Figure 3-54) opens. In the Query Criteria section, complete the Roster field.
Click the Execute button to print, or click the Cancel button to abort and return to the /nitial
Receiving—Site-Specific Reports (Fort Leonard Wood) window (Figure 3-47).

Fort Leonard Wood - O5UT For 12B_12C_54B 958 9.

Roster : ||

"Query Criteria

E){ECLITEl CANCEL |

Figure 3-54: Fort Leonard Wood—-OSUT for 12B, 12C, 54B, 95B, 9...

If you click the Execute button, a printer setup window opens. Select the appropriate printer,
and click the OK button to print and return to the Fort Leonard Wood—OSUT for 12, 12C,
54B, 95B, 9... window (Figure 3-54). Click the Cancel button to abort printing and return to
the previous window. Click the Setup button to change printer settings.

8. EEO

When you select the EEO button, the Fort Leonard Wood—EEQO Report window (Figure
3-55) opens. In the Query Criteria section, complete the Roster field with a range of roster
numbers. Click the Execute button to print, or click the Cancel button to abort and return to
the Initial Receiving—Site-Specific Reports (Fort Leonard Wood) window (Figure 3-47).

Fort Leonard Wood - EED Report =
Query Criteria
’7 Roster :| thru |

EXECUTE I CANCEL |

Figure 3-55: Fort Leonard Wood—-EEO Report

If you click the Execute button, a printer setup window opens. Select the appropriate printer,
and click the OK button to print and return to the Fort Leonard Wood—EEQO Report window
(Figure 3-55). Click the Cancel button to abort printing and return to the previous window.
Click the Setup button to change printer settings.

9. CTMC

When you select the CTMC button, the Fort Leonard Wood—CTMC Report window (Figure
3-56) opens. In the Query Criteria section, complete the Roster field. Using the
drop-down list, complete the Sex field. Click the Execute button to print, or click the
Cancel button to abort and return to the [Initial Receiving—Site-Specific Reports (Fort
Leonard Wood) window (Figure 3-47).
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10.

11.

Fort Leonard Wood - CTMC Report
Cluery Criteria
’7 Roster : I EEPRMALES

EXECUTE I CAMNCEL |

Figure 3-56: Fort Leonard Wood—-CTMC Report

If you click the Execute button, a printer setup window opens. Select the appropriate printer,
and click the OK button to print and return to the Fort Leonard Wood—CTMC Report
window (Figure 3-56). Click the Cancel button to abort printing and return to the previous
window. Click the Setup button to change printer settings.

DLAB

When you select the DLAB button, the Fort Leonard Wood—DLAB Listing window (Figure
3-57) opens. In the Query Criteria section, complete the Roster like field. Click the
Execute button to print, or click the Cancel button to abort and return to the Initial
Receiving—Site-Specific Reports (Fort Leonard Wood) window (Figure 3-47).

Fort Leonard Wood - DLAB Listing ]
Query Criteria
’7 Roster like: I

EXECUTE I CAMCEL |

Figure 3-57: Fort Leonard Wood-DLAB Listing

If you click the Execute button, a printer setup window opens. Select the appropriate printer,
and click the OK button to print and return to the Fort Leonard Wood—DLAB Listing window
(Figure 3-57). Click the Cancel button to abort printing and return to the previous window.
Click the Setup button to change printer settings.

AAAT

When you select the AAAT button, the Fort Leonard Wood—AAAT Listing window (Figure
3-58) opens. In the Query Criteria section, complete the Roster like field. Click the
Execute button to print, or click the Cancel button to abort and return to the Initial
Receiving—Site-Specific Reports (Fort Leonard Wood) window (Figure 3-47).

Fort Leonard Wood - AAAT Listing

’rﬁluery Criteria

Roster like: |

EXECITE I CARCEL |

Figure 3-58: Fort Leonard Wood—AAAT Listing

If you click the Execute button, a printer setup window opens. Select the appropriate printer,
and click the OK button to print and return to the Fort Leonard Wood—AAAT Listing window
(Figure 3-58). Click the Cancel button to abort printing and return to the previous window.
Click the Setup button to change printer settings.
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3.2.6.10.5 Fort Sill

To print reports for Fort Sill, click on the Fort Sill tab (Figure 3-59) of the /nitial Receiving—
Site-Specific Reports window. Select one of four options on this tab: Stencil Machine,
Tracking Roster, Fitness Roster, or Exodus Pay Voucher(s). To select an option, enter the
option number in the Option field at the top of the screen and click the Execute button or click
the corresponding option button.

1 Initial Receiving - Site-Specific Reports

[PAA1—#2—28 WEDNESDAY [@F:21:01 | 126TH AG BN CRECEPTION> ADMIN LOCAL |FNF3

OPTION:[ Site-Specific Reports

{ The reports showwn on this screen are tailored for specific Reception Battalions )

e Fort Benningl % Fort Jackson | %o Fort Knox | % Fort Leonard Wood | % Fort McClellan & Fort Sill

1. Stencil Machine
2. Tracking Roster
3. Fitness Roster

4. Exodus Pay Voucher(s) |

ESC EMTER

uELP| < BAck | EXECUTE | << MAIN | EXIT

Figure 3-59: Initial Receiving—Site-Specific Reports (Fort Sill)
1. Stencil Machine

When you select the Stencil Machine button, the Fort Sill-Stencil Machine window (Figure
3-60) opens. In the Query Criteria section, complete the Roster field. The Line field is
automatically completed with numbers 001 thru 999; edit these numbers if you wish. Click
the Execute button to print, or click the Cancel button to abort and return to the /Initial
Receiving—Site-Specific Reports (Fort Sill) window (Figure 3-59).

Fout 5ill - Stencil Machine

Roster: || Line:lDDl thru |299

’—Query Criteria

E}{ECUTEI CAMCEL |

Figure 3-60: Fort Sill-Stencil Machine

If you click the Execute button, a printer setup window opens. Select the appropriate printer,
and click the OK button to print. Click the Cancel button to abort printing and return to the
previous window. Click the Setup button to change printer settings.

If you click the OK button, a message box appears that reads “__ Stencil Records Ready To
Process.” Click the OK button again. The screen returns to the Fort Sill-Stencil Machine
window (Figure 3-60). A yellow status bar at the bottom of the window indicates “Print job
processed ___ records.”
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2. Tracking Roster

When you select the Tracking Roster button, the Fort Sill-Tracking Roster window (Figure
3-61) opens. In the Query Criteria section, complete the Roster like field. Select or
deselect the check-box next to the Use thick grid lines field. Click the Execute button to
print, or click the Cancel button to abort and return to the Initial Receiving—Site-Specific
Reports (Fort Sill) window (Figure 3-59).

Fort 5ill - Tracking Roster <]

Roster like: I

’—Query Criteria

E}(ECUTEI CANCEL |

Figure 3-61: Fort Sill-Tracking Roster

If you click the Execute button, a printer setup window opens. Select the appropriate printer,
and click the OK button to print and return to the Fort Sill-Tracking Roster window (Figure
3-61). Click the Cancel button to abort printing and return to the previous window. Click
the Setup button to change printer settings.

3. Fitness Roster

When you select the Fitness Roster button, the Fort Sill-Fitness Roster window (Figure
3-62) opens. In the Query Criteria section, complete the Roster like field. Click the
Execute button to print, or click the Cancel button to abort and return to the [Initial
Receiving—Site-Specific Reports (Fort Sill) window (Figure 3-59).

Fort 5ill - Fitnesz Roster
Cluery Criteria
’7 Roster like: ||

EXECUTE I CANCEL |

Figure 3-62: Fort Sill-Fitness Roster

If you click the Execute button, a printer setup window opens. Select the appropriate printer,
and click the OK button to print and return to the Fort Sill-Fitness Roster window (Figure
3-62). Click the Cancel button to abort printing and return to the previous window. Click
the Setup button to change printer settings.

4. Exodus Pay Voucher(s)

When you select the Exodus Pay Voucher(s) button, the Fort Sill-Exodus Pay Voucher(s)
window (Figure 3-63) opens. If you need to process shipped soldiers, complete the Shipped
Soldiers section, entering data in the Ship Dates fields,  thru __ , as well as in the UPC
field.
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Fort 5ill - Exodusz Pay Youcher(zs)

rShipped Soldiers

Ship Dates: thru I UF'C:l Browse |

A DD Y ARDD

~Maon-Shipped Soldiers

Arrival Dates: thru
a1 Y MMDD

¥ Print Privacy Act Build % our Cwen “Youcher List . . .

Do not enter data for BOTH shipped AND non-shipped saoldiers.
You can only process one TYPE of saldier at a time.

EXECUTE CAMCEL |

Figure 3-63: Fort Sill-Exodus Pay Voucher(s)

To complete the UPC field, enter the code, or click the Browse button. If you select
Browse, the Available On-Post Units window (Figure 3-64) opens. (To change the view
from available on-post units to all on-post units, select the check-box next to the Show all
on-post units field.) To select a unit from the list, click on a unit in the list and click the
Select button; or double-click on a unit in the list. The selected unit will be entered in the
UPC field of the Shipped Soldiers section of the Fort Sill-Exodus Pay Voucher(s) window
(Figure 3-63). From the Available On-Post Units window (Figure 3-64); click the Cancel
button to return to the Fort Sill-Exodus Pay Voucher(s) window (Figure 3-63).

BCTcode UPC UnitHame &
0G4ZE CO E E77 QM EN
n1 OGR1E WOGE CO A ZEN 12 INF TR
n2 OGRLIC WOGE CO B ZEN 13 INF TR
n3 OGR1D WOGE CO C ZEN 12 INF TR
il OGR1E WOGE CO I ZEN 12 INF TR
s OGRZF WOGE CO E ZEN 12 INF TR
e 1PT1G: WLPT CO G 262 AG BN SEI TR
n? 0G41D WOG4 CO D 277 QM EN TR
ne OGREA WOGE CO H PROTRATIN TR
ny 0Gz41T CO F 277 QM BN
Bl OGRLF WOGE COQ A 3EN 13 INF TR
B2 OGR1z WOGE CO B ZEN 12 INF TR
B3 OGRIT WOGR CO C 3EN 13 INF TR
Bl OGR1T WOGE CO I ZEN 12 INF TR
BS OGR1L WOGE CO E ZEN 12 INF TR ;I

I Show ALL On-Post Units

ENTER EsC
HELP | SELECT | caNCEL |

Figure 3-64: Available On-Post Units

If you need to process non-shipped soldiers, complete the Non-Shipped Soldiers section of
the Fort Sill-Exodus Pay Voucher(s) window (Figure 3-63), entering arrival dates,
thru

As noted on the Fort Sill-Exodus Pay Voucher(s) window (Figure 3-63), "Do not enter data
for BOTH shipped AND non-shipped soldiers. You can only process one TYPE of soldier at a time.”

Select or deselect the check-box next to the Print Privacy Act field near the bottom of the
Fort Sill-Exodus Pay Voucher(s) window (Figure 3-63).

If you prefer to create your own pay voucher list, click on the Build Your Own Voucher
List... button on the right side of the Fort Sill-Exodus Pay Voucher(s) window (Figure
3-63). The Build Your Own Voucher List window (Figure 3-65) opens.
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Using the Add button and/or the Insert button, build as many rows as you need to compile
your pay voucher list. Enter the soldiers’ Social Security Number, Last Name, First
Name, Middle Name, and Surname in the appropriate fields. To enter the appropriate
Army service component, use the drop-down list in the Service field. Choose Regular
Army, National Guard, or Army Reserve.

To delete a soldier from your list, highlight the appropriate row and click the Delete button.
To print the list, click the Print button. To quit the Build Your Own Voucher List window
(Figure 3-65) and return to the Fort Sill-Exodus Pay Voucher(s) window (Figure 3-63), click
the Cancel button.

Build Your Own Youcher List . . .

SSN Last Name First Name Middle Name Surname Service

Fegular Army

Fecuiar &rmy

|
|
| Fegular Ay
|
|

[Frecuiar Army

Regular Army | ™

Regular Army

Mational Guard
Arimy Reserve

AFTER ROW EBEFORE ROW EZC S of 5
ap0 | mserT | DELETE | PRINT | canceL |

Figure 3-65: Build Your Own Voucher List

When you have returned to the Fort Sill-Exodus Pay Voucher(s) window (Figure 3-63) and
have completed the appropriate fields, click the Execute button to print, or click the Cancel
button to abort and return to the Initial Receiving—Site-Specific Reports (Fort Sill) window
(Figure 3-59).

If you click the Execute button, a printer setup window opens. Select the appropriate printer,
and click the OK button to print and return to the Fort Sill-Exodus Pay Voucher(s) window
(Figure 3-63). Click the Cancel button to abort printing and return to the previous window.
Click the Setup button to change printer settings.

To return to the Initial Receiving—Daily Processing Menu (Figure 3-15) from the Initial
Receiving—Site-Specific Reports (Fort Sill) window (Figure 3-59), click the Back button. To
return to the Initial Receiving—Start Menu (Figure 3-5) from the [Initial Receiving—Daily
Processing Menu (Figure 3-15), click the Back button. To return to the RECBASS-R Initial
Receiving—Main Menu (Figure 3-4) from either the Initial Receiving—Daily Processing Menu
(Figure 3-15) or the Initial Receiving—Start Menu (Figure 3-5), click the Main button. To
quit RECBASS-R, click the Exit button.
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3.2.7 SQL Queries

To print SQL queries that result from the initial receiving process, select option 7 from the
Initial Receiving—Start Menu window (Figure 3-5). The [nitial Receiving—SQL Queries window
(Figure 3-66) opens. The Beginning and Ending Arrival Dates fields (required for options 1
and 2) are automatically completed with today’s date; edit them if you wish. Select one of three
options in this window: Count by Home of Record, Count by Mental Category, or GI Bill
Report.... To select an option, enter the option number in the Option field at the top of the
screen and click the Execute button, or click the corresponding option button.

3 Initial Receiving - SOL Queries

[PAA1—#2—28 WEDNESDAY [@F:25:46 | 126TH AG BN CRECEPTIOND ADMIN LOCAL |FNF3

Enter desired OPTION-——3> ||_

Enter Beginning and Ending ARRIVAL DATES (required for options 1 and 2)

Beginning: |281228 Ending: 20818228

YYMMDD MDD

1. Count by HOME OF RECORD |

7.Count by MENTAL CATEGORY | within MOS:I & Service Component: I_

3.GI Bill Report ... | (Reports on Regular Army serice members anlyl)
ESC ENTER:
HELP | < BACK | << MAIN EXIT |

Figure 3-66: Initial Receiving—SQL Queries

To return to the Initial Receiving—Start Menu (Figure 3) from the Initial Receiving—SQL
Queries window (Figure 3-66), click the Back button. To return to the RECBASS-R Initial
Receiving—Main Menu window (Figure 3-4) from either the [Initial Receiving—SQOL Queries
window (Figure 3-66) or the Initial Receiving—Start Menu window (Figure 3-5), click the Main
button. To quit RECBASS-R, click the Exit button.
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3.2.7.1 Count by Home of Record

To print SQL queries counted by home of record, select option 1, Count by Home of
Record. The IRB-SQL Queries [Count by Home of Record] window (Figure 3-67) opens. It
lists the code, name, and count of the records sorted by home of record for the arrival dates
entered in the Initial Receiving—SQL Queries window (Figure 3-66).

1 IRB - SAL Queries [Count by Home of Record] [_ O] x]
[P@P1-G2—28 MEDNESDAY [@9:27:59 | 120TH AG BN (RECEPTIOND ADMIN LOCAL |[%F

Count by HOME OF BECORD from [19990208 to [20010228 |

Code Name Count =
01 Alabama 20

04 Avizona 2
05 Arkansas 51
0G California 1
0a Colarado b

10 Delaware 2
12 Flarida 24
13 Georgia 14
14 Harwali 2
16 Idzho 3
17 llinois 19
=
HELP | < BELS\CCK PRINT << MAIN | EXIT |

Figure 3-67: IRB-SQL Queries [Count by Home of Record]

To print this list, click the Print button. A printer setup window opens. Select the
appropriate printer, and click the OK button to print. Click the Cancel button to abort printing
and return to the previous window. Click the Setup button to change printer settings.

To return to the Initial Receiving—SQL Queries window (Figure 3-66), click the Back button.
To return to the RECBASS-R Initial Receiving—Main Menu window (Figure 3-4), click the Main
button. To quit RECBASS-R, click the Exit button.
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3.2.7.2 Count by Mental Category

To print SQL queries counted by mental category, select option 2, Count by Mental
Category. In addition, you must complete at least one of the two fields listed beside this option:
Within MOS  and Service Component . The IRB-SQL Queries [Count by Mental
Category] window (Figure 3-68) opens. It lists the code, name, and count of the records sorted
by home of record for the arrival dates entered in the Initial Receiving—SQL Queries window
(Figure 3-66).

Count by MENTAL CATEGORY from [19990208 to [20010228 |

within Mos: [ and SERWICE COMPOHENT: [ |
B 1 :
B 1
B 1
B 1
B 1
B 1
A 2
B 1
C 1
C 1
B 3
c 2

EsC ﬂ

HELP | < BACK PRINT | << MAIN | EXIT |

Figure 3-68: IRB-SQL Queries [Count by Mental Category]

To print this list, click the Print button. A printer setup window opens. Select the
appropriate printer, and click the OK button to print. Click the Cancel button to abort printing
and return to the previous window. Click the Setup button to change printer settings.

To return to the Initial Receiving—SQL Queries window (Figure 3-66), click the Back button.
To return to the RECBASS-R Initial Receiving—Main Menu window (Figure 3-4), click the Main
button. To quit RECBASS-R, click the Exit button.
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3.2.7.3 GI Bill Report...

To print GI bill reports (for Regular Army service members), select option 3, GI Bill
Report.... The Initial Receiving—GI Bill Report [Rosters] window (Figure 3-69) opens. It lists
all Regular Army roster numbers.

1 Initial Receiving - Gl Bill Report [Rosters]

Complete List of Regular Arimy Rosters

Roster Number

20192
20191
20092
20091

1 of &
"Double Click" on the Roster with the Left mouse button
-0R -

HighLite the Roster Number you wish to select. then press ENTER.

ESC EMTER

HELP < BnC](l << MAIN EXIT

Figure 3-69: Initial Receiving—GI Bill Report [Rosters]

As indicated on the [Initial Receiving—GI Bill Report [Rosters] window (Figure 3-69),
double-click on the roster number for which you wish to print a report, or highlight a roster
number and click the Execute button. The [nitial Receiving—GI Bill Report [List] window
(Figure 3-70) opens.

To return to the [Initial Receiving—SQL Queries window (Figure 3-66) from the [nitial
Receiving—GI Bill Report [Rosters] window (Figure 3-69), click the Back button. To return to
the RECBASS-R [Initial Receiving—Main Menu window (Figure 3-4), click the Main button. To
quit RECBASS-R, click the Exit button.

1 Initial Receiving - Gl Bill Report [List]
01 = Mot Eligible [Reserves, Guards & prior service]
04 = Accepted (2 vear enlistment] ROSTER
015 = Accepted (3 or more pear enlistment] 20291
06 = Declined fall those elaible]
Line  Service Gl Teim of  Entered Education =
Ho. Component Bill Name Service _ Act Dy Code
278 R 85 SALMONS PAULEITE ANNEITE 4 19998728 E
271 R B85 INAILAU TAUAIUPOLU TUPU 4 19998721 J
272 R B85 FAILAUTUSI ELLA SYLUIA 4 19998728 E
293 R B85 PANCHOO NICHELLE CASSANDRA 4 19998721 E
299 R B5 RENNER ABBY JEAN 4 19998721 E
382 R 86 FAUL MARY SUE 4 19998721 N
386 R SMITH LUKE DAUID 4 28818226 N
389 R B4 UANHORM KRYSTAL LEE 2 19998721 E
318 R B5 MCGRICKARD NICHOLE LYNN 3 19998721 E
318 R B5 BARBEE ANGELA DIANE 4 19998721 E
323 R B85 PATTON BRIGGETTE DIANE 4 19998721 E
324 R B5 ECKLES JONINA ANN 4 19998721 E
326 R B85 ELIAS CAMELIA 4 19998721 E
H
|Nota: Any goldier who has "DECLINED" will automatically be Highlited on the screen above Il \ 1 of B4
ESC ERTER
HELP < BACK << MAIN EXIT |

Figure 3-70: Initial Receiving—GI Bill Report [List]
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This window lists the following information for the Regular Army roster number selected
from the Initial Receiving—GI Bill Report [Rosters] window (Figure 3-69): Line Number,
Service Component, GI Bill Code, Name, Term of Service, Date Entered Active Duty, and
Education Code. The four GI bill codes are explained in the top left side of the window: 01 =
not eligible (Reserves, Guards, & prior service); 04 = accepted (2-year enlistment); 05 =
accepted (3-or-more-year enlistment); 06 = declined (all those eligible).

As noted, declined soldiers (06 GI bill code) are automatically highlighted in this window.

To print a report for a specific soldier, click on that record. A dotted line appears over the
selected record. Click the Print Report button. A printer setup window opens. Select the
appropriate printer, and click the OK button to print. Click the Cancel button to abort printing
and return to the previous window. Click the Setup button to change printer settings.

To return to the Initial Receiving—GI Bill Report [Rosters] window (Figure 3-69) from the
Initial Receiving—GI Bill Report [List] window (Figure 3-70), click the Back button. To return
to the RECBASS-R [Initial Receiving—Main Menu window (Figure 3-4), click the Main button.
To quit RECBASS-R, click the Exit button.

3.2.8 Graphical Statistics

To print graphical statistics that result from the initial receiving process, select option 8 from
the Initial Receiving—Start Menu (Figure 3-5). The Initial Receiving—Graphs window (Figure
3-71) opens. The Beginning and Ending Arrival Dates ficlds are automatically completed with
today’s date; edit them if you wish. To select the Data Entry Method option, enter a 1 in the
Option field at the top of the screen and click the Execute button, or click the corresponding
option button.

1 Initial Receiving - Graphs

[PAA1—A2—28 WEDNESDAY [@F:44:44 | 126TH AG BN CRECEPTION> ADMIN LOCAL |FNF3

Enter desired OPTION-——3> ||_

Enter Beginning and Ending ARRIVAL DATES

Beginning: |281228 Ending: 20818228

YYMMDD MDD

1. Data Entry Method |

EWTER:

ESC
HELP | < BACK | << MAIN EXIT |

Figure 3-71: Initial Receiving—Graphs

To return to the Initial Receiving—Start Menu window (Figure 3-5) from the [nitial
Receiving—Graphs window (Figure 3-71), click the Back button. To return to the RECBASS-R
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Initial Receiving—Main Menu window (Figure 3-4), click the Main button. To quit
RECBASS-R, click the Exit button.

3.2.8.1 Data Entry Method

To print the report from the data entry method used to in-process soldiers, select option 1,
Data Entry Method. The Data Entry Method Used To In-process a New Arrival window
(Figure 3-72) opens. (This window is currently empty.)

Data Entry Method
(For soidiers amiving on 2000228

Figure 3-72: Data Entry Method Used To In-process a New Arrival
To return to Initial Receiving—Graphs window (Figure 3-71), click the OK button.

To print this report, click the Print button. A printer setup window opens. Select the
appropriate printer, and click the OK button to print. Click the Cancel button to abort printing
and return to the previous window. Click the Setup button to change printer settings.
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3.3 Personal Affairs

Select Personal Affairs (option 2) on the RECBASS-R Initial Receiving—Main Menu
(Figure 3-4). The [nitial Receiving—Day 2 Transactions (Personal Affairs) window (Figure
3-73) opens.

1 Initial Receiving - Day 2 Transactions [Personal Affairs)

[PAA1—A2—28 WEDNESDAY [@%:49:38 | 126TH AG BN CRECEPTION> ADHIN 412
Personal Affairs - Day 2 Transactions

Type of Transactions to be created
’7 v DJMS I MILPERS ( Post Locator Changes ) "/ SIDPERS Z { Changes )

—Process by ¥whole Roster(s)

o ) o  —
e[ [ w[ [ el [ e[ [ w[ [
L E I - - e e e L e
16 [ aw[ [ ae[ [ e[ [ e[ [
2u:[ [ e[ [ ex[ [ ea[ [ | es[ [

Showe Soldiers MOT Updated by Personal Affairs I
Note: WO transactions will be mads for sofdiers that have not been updated by Persanal Aftalvs I

Process by Line(s) ‘

Roster: Line:l thru I

ENTEF:

| CREATE TRANSACTIONS |
HELP < ﬂE;DIN | EXIT

Figure 3-73: Initial Receiving—Day 2 Transactions (Personal Affairs)

When you select option 2 from the RECBASS-R /Initial Receiving—Main Menu (Figure 3-4),
and the Initial Receiving—Start Menu window (Figure 3-5) opens, make sure that the DJMS box
is checked at the top of the window, under Type of transactions to be created.

To process transactions by whole rosters, complete the numbered fields under Process by
Whole Roster(s), using as many fields as necessary and click the Create Transactions button.
To process transactions by line numbers, complete the Roster and Line __ thru ___ fields
under Process by Line(s) and click the Create Transactions button.

As noted in the window, “No transactions will be made for soldiers that have not been updated by
Personal Affairs!!!” To see a list of soldiers not updated by Personal Affairs, click the Show
Soldiers NOT Updated by Personal Affairs button. A Total Records Selected:  window
(Figure 3-74) opens.

Total Records Selected: 31

The soldiers listed belovy have HOT BEEH UPDATED by Perzonal Affairs |
MG Tranzactions will e made for zoldiers on this list.
Howvewer, you may continue and create transactions for those not in this list

RosterfLine SSN

£0Z%1 05 Ze& CHUDEOSEY ANASTASIA 000-00-1254

Z0E21 0& Z6% BACOTE BRENESSR CYTRESE ooo-00-1285

EZ0E21 05 270 SALMONS PAULETTE AMNETTE oo0-00-1286

Z0Z%1 0F 271 IMAILAD TAUAIUPOLT TUPT 000-00-1287

Z0E21 085 27 FAILAUTUSI ELLA SYLVIA ooo-oo0-1288 ﬂ
ENTER { ESC 1 of 31

Ok PRIMT LISTING

Figure 3-74: Total Records Selected:
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This window lists the Roster/Line, Name, and SSN of all soldiers not updated by Personal
Affairs. As noted in the window, “No transactions will be made for soldiers on this list. However, you
may continue and create transactions for those not in this list.”

To return to the Initial Receiving—Day 2 Transactions (Personal Affairs) window (Figure
3-73), click the OK button. To print this list, click the Print Listing button.

To return to the RECBASS-R Initial Receiving—Main Menu window (Figure 3-4) from the
Initial Receiving—Day 2 Transactions (Personal Affairs) window (Figure 3-73), click the Main
button. To quit RECBASS-R, click the Exit button.

3.4 Assignments

Select Assignments (option 3) on the RECBASS-R [Initial Receiving—Main Menu (Figure
3-4). The Initial Receiving—Assignment Menu window (Figure 3-75) opens.

To process soldier assignments, to print special reports, or to update unit information,
complete the Roster and Line _ thru __ fields. Then select the appropriate one of the five
options in this window: Process On/Off Post Assignments, Process All Holdovers and All
Non-Shipped Soldiers, Process Whole Rosters for On-Post Assignments, Printing of Special
Reports, or Update Unit Information. To select an option, enter the option number in the
Option field at the top of the screen and click the Execute button, or click the corresponding
option button.

1 Initial Receiving - Assignment Menu

ASSIGNMENTS

OPTION: I_

Roster:| Line: [@81 | thru [799

‘1. PROCESS ON-OFF FOST | ASSIGNMENTS

2. PROCESS ALL HOLDOUERS I AND ALL NON-SHIPPED SOLDIERS

3. PROCESS UHOLE ROSTERSI FOR OH _POST ASSIGNMEMIS

4.PRINTING OF SPECIAL | REFORTS ...

5.UPDATE UNIT | INFORMATI ON-—————————— > Enter UPC:I
ENTER: E3C
HELP EXECUTE < MAIN EXIT

Figure 3-75: Initial Receiving—Assignment Menu

To return to the RECBASS-R Initial Receiving—Main Menu (Figure 3-4) from the Initial
Receiving—Assignment Menu (Figure 3-75), click the Main button. To quit RECBASS-R, click
the Exit button.
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3.4.1

Process On/Off Post Assignments

To process on- or off-post assignments, select option 1 from the [nitial Receiving—

Assignment Menu (Figure 3-75).

(Figure 3-76) opens.

1 Initial Receiving - OM/0FF POST Assignments

[H[=] E3
EBI*BZ*ZB ﬁEDNESDHY 11:46:19 | 120TH AG BN (RECEFTION> ADMIN LOCAL |FNF3

The [Initial Receiving—On/Off Post Assignments window

ON/OFF POST Assignments
RE ASSIGH--> | RE HOLD--5 |
BT HOLD  pecii gy SHIP  —

ROSTERLIE HAME 5511 CODEUPC  Cd MDC RSH UPL DATE?
[Z0291 05 260 [CHUDHOSHY ANASTAZIA [ionooizes. (& @uein | | 7B [T X fisssoe0z
[Z0291 0% 269 |BACOTE RENESSA CY TRESE [ooooo1zes | [F5 BGR?7E [ | A [ [x fisssoaos
[20291 08 270 [SALMONS PALLETTE ANNETTE [ooonorzee | [F4 BGR?D [ LA [ [ fiossos0s
[20291 05 271 [INALAU TAUAILPOLU TUPL! [ooooorzer | fF4 BGR7D) [ fiAl [ [x fissseas
[20291 05 272 [FAILAUTUSIELLA SYLWIA, [oooorzes | [F4 BER7D [ fA [ [¥ fissgceas
[20291 05 273 [HAMLTON RENEE MOMIGLE [ooooo1zse | [F4 BGR7D [ A [ [x| fisseoqos
[20291 05 274 [MILLS JESSIa MARE [0oo001290 | [F5 BGR?7E [ [fAl [ [x fisgsoaos
[20291 05 275 [DIMON TOMEKA ROCHELLE [oooomzs1 | PS5 BGR7E [ | fin [ | [x fi=ssos0s
[20291 05 276 [TRIPP KATHERIME LYk [ooooo1zez | [F5 BGR7E [ | fiAl [ [¥ fisseoaos
[20291 05 277 [HADDEN Rv AN TENNLLE [Gonooizes | P4 @GR7D | | finl [ [x fisesosos,
[20291 05 278 [METZ TIFFANY NICOLE [ooooo1zo4 | FT Uezd [ EA [ [x fsssocos
[20291 08 279 [COLUMS KRYSTINA JENWFERFE  |oomizes | [Fs BGR7E [ [A [ [x fsssnsos
[20291 05 260 [FLOTT ROMDA RASHELLE [ooooorzee | J65 BGRBE [ fAl [ [¥ fissgnen =
7 show Al SHIP DATE: [26018228 | 1/ {MMDD 1ef =t

ENTEF:
UFDATE I

ESC
HELP | < BAacK | ERINT |

<< MAIN EXIT |

Figure 3-76: Initial Receiving—On/Off-Post Assignments

This window lists the following information for the soldiers who will receive on/off post
assignments: Roster/Line, Name, SSN, BCT Code/UPC, Hold CD, MDC, DSCH RSN, PAB
NOT UPL, and Ship Date?. The Roster/Line, Name, SSN, PAB NOT UPL, and Ship Date?
fields are automatically completed; the RECBASS-R user must complete the remaining fields.
The first and last records listed on this screen are highlighted in green.

The SHIP DATE field near the bottom of the window is automatically completed with
today’s date. To edit it, click in the field, highlight the date, and replace it with another date.
(You may also highlight the date and press S on the keyboard to replace the date.) This field
must be completed in order to process or update the list of on/off post assignments. Also, be sure
the check-box next to Show All is checked.

To update/edit a record, make the appropriate changes, and then click the Update button.

To return to the Initial Receiving—Assignment Menu (Figure 3-75), click the Back button. To
print the screen, click the Print button. To return to the RECBASS-R [Initial Receiving—Main
Menu (Figure 3-4), click the Main button. To quit RECBASS-R, click the Exit button.

To assign soldiers listed in the Initial Receiving—On/Off Post Assignments window (Figure
3-76) to a BCT Unit, click on the RB Assign button in the upper left corner of the screen. The
Basic Combat Training (BCT) Units window (Figure 3-77) opens. This screen lists the units’
BCT code, UPC, and Unit Name. If the Show All On-Post Units check-box is checked, the list
will include only on-post units.
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Basic Combat Training [BCT) Units

BCT code _UPC  Unit Hame
0G42E COE 277 OM BM
WOGR CO A 2BM 13 INF TR
WOGR COB 2BM 13 INF TR
WOGR COC2BM 13 INF TR
WOGR CO D 2BM 13 INF TR
WiOGH COE 2BM 13 IMF TR
WIPT CO G 369 4G BM 551 TR
WOGACOD 277 UM BN TR

ALL On-Post Units
ENTER

EEC
SELECT CANCEL

Figure 3-77: Basic Combat Training (BCT) Units

Click on a unit in the list, and click the Select button. Your selection appears at the top of the
Initial Receiving—On/Off Post Assignments window (Figure 3-76), next to the RB Assign button.

To return to the Initial Receiving—On/Off Post Assignments window (Figure 3-76) without
selecting a unit, click the Cancel button. To remove your unit selection from the [Initial
Receiving—On/Off Post Assignments window (Figure 3-76), click the Clear button.

To assign a holdover code to the soldiers listed in the [Initial Receiving—On/Off Post
Assignments window (Figure 3-76), click on the RB Holdover button on the upper right side of
the [nitial Receiving—On/Off Post Assignments window (Figure 3-76). The RECBASS-R
Holdover Codes window (Figure 3-78) opens.

RECBASS Holdover Codes

Hold Code Descri n

Discharge
Medical Reasons
Prior Service
Security

Fithess Company

Figure 3-78: RECBASS-R Holdover Codes

Click on a code in the list, and click the Select button. Your selection appears at the top of
the Initial Receiving—On/Off Post Assignments window (Figure 3-76), next to the RB Holdover
button.

To return to the Initial Receiving—On/Off Post Assignments window (Figure 3-76) without
selecting a code, click the Cancel button. To remove your code selection from the Initial
Receiving—On/Off Post Assignments window (Figure 3-76), click the Clear button.
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34.2 Process All Holdovers and All Non-shipped Soldiers

To process holdovers and non-shipped soldiers, select option 2 from the Initial Receiving—
Assignment Menu (Figure 3-75). The Initial Receiving—Holdover Assignments window (Figure

3-79) opens.

B Initial Receiving - HOLDOYER Assignments

PO6@-07-19 MEDNESDAY [14:18:47 [ 120TH AG BN (RECEPTION> ADMIN LOCRL 412

Assignments (HOLDOVERS)

RE A3siah-—— | RE HOLD-= |

BCT  HOLD  psch gy SHIP
ROSTERLIHE HAME S5H CODEUPC  Cd MDC RSH UPL DATE?
[Z0151 04 193 [SMITH ELKIA LUCHANS, foomoosr [ T [ =T
[20191 28 313 [CRAVWFORD MICHEAL ANTONIC fooomzez [ [ I [ &I
[E0291 05 268 [CHUDHODRY ANASTAS fomoomrzes [ T [ I &I
[20291 07 360 [HESTERGRAY RITA LN foomomazes [ [ [ [ [ [
[20291 19 431 [LEGERE JOSEPH EDGAR fooomae [ [ I [ &I
[EMZ51 19 470 [Fox TREVOR CHERLES foomesr [ T C BT
[20297 19 477 [MCATEE NATHAN LEE foooooiees [ [ T [ &I
[E0291 28 551 [NELSEN CHRISTOPHER THOR fovomoresn [ [ T &I
% Show &1 SHIP DATE: [20009719 v/ MMDD dot8
EsC EMNTER:
HELP | < BACK | PRINT | UPDATE | << MAIN | EXIT |

Figure 3-79: Initial Receiving—Holdover Assignments

This window lists the same fields as the Initial Receiving—On/Off Post Assignments window
(Figure 3-76): Roster/Line, Name, SSN, BCT Code/UPC, Hold CD, MDC, DSCH RSN, PAB
NOT UPL, and Ship Date?. The Roster/Line, Name, SSN, PAB NOT UPL, and Ship Date?
fields are automatically completed. The RECBASS-R user must complete the remaining fields.

The SHIP DATE field near the bottom of the window is automatically completed with
today’s date. To edit it, click in the field, highlight the date, and replace it with another date.
(You may also highlight the date and press S on the keyboard to replace the date.) This field
must be completed in order to process or update the list of on/off post assignments. Also, be sure
the check-box next to Show All is checked.

To update/edit a record, make the appropriate changes and click the Update button.

To return to the Initial Receiving—Assignment Menu (Figure 3-75), click the Back button. To
print the screen, click the Print button. To return to the RECBASS-R [Initial Receiving—Main
Menu (Figure 3-4), click the Main button. To quit RECBASS-R, click the Exit button.

To assign soldiers listed in the Initial Receiving—Holdover Assignments window (Figure
3-79) to a BCT Unit, click on the RB Assign button in the upper left corner of the screen. The
Basic Combat Training (BCT) Units window (Figure 3-77) opens. This screen lists the units’
BCT code, UPC, and Unit Name. If the Show All On-Post Units check-box is checked, the list

will include only on-post units.

Click on a unit in the list and click the Select button. Your selection appears at the top of the
Initial Receiving—Holdover Assignments window (Figure 3-79), next to the RB Assign button.
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To return to the [Initial Receiving—Holdover Assignments window (Figure 3-79) without
selecting a unit, click the Cancel button. To remove your unit selection from the [Initial
Receiving—Holdover Assignments window (Figure 3-79), click the Clear button.

To assign a holdover code to the soldiers listed in the [Initial Receiving—Holdover
Assignments window (Figure 3-79), click on the RB Holdover button in the upper right side of
the Initial Receiving—Holdover Assignments window (Figure 3-79). The RECBASS-R Holdover
Codes window (Figure 3-78) opens.

Click on a code in the list, and click the Select button. Your selection appears at the top of
the Initial Receiving—Holdover Assignments window (Figure 3-79), next to the RB Holdover
button.

To return to the [Initial Receiving—Holdover Assignments window (Figure 3-79) without
selecting a code, click the Cancel button. To remove your code selection from the Initial
Receiving—Holdover Assignments window (Figure 3-79), click the Clear button.

343 Process Whole Rosters for On-Post Assignments

To process whole roster or on-post assignments, select option 3 from the Initial Receiving—
Assignment Menu (Figure 3-75). The Initial Receiving—Whole Roster Assignment window
(Figure 3-80) opens.

i Initial Receiving - Whole Roster Assignment

WHOLE ROSTER ( ON POST) ASSIGNMENT

Roster:|?zmzwms Line:|ma1 thruW |

Is
ASSIGNED
TO

BCT Code:[  -OR- UPC: Browse

WITH
Ship Date: [2ea183081 |

EsC ENTER:

HELP < mAck | << MAIN EXIT |

Figure 3-80: Initial Receiving—Whole Roster Assignment

Complete the Roster field, and edit the Line __ thru ___ field if needed. Complete the
BCT Code field or the UPC field. To browse for BCT or UPC codes of available on-post units,
press the Browse button. The Available On-Post Units window (Figure 3-64) opens.

To change the view from available on-post units to all on-post units, select the check-box
next to the Show All On-Post Units ficld. To select a unit from the list, click on a unit in the list
and click the Select button, or double-click on a unit in the list. The selected unit will be entered
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in the BCT Code/UPC field of the Initial Receiving—Whole Roster Assignment window (Figure
3-80).

From the Available On-Post Units window (Figure 3-64), click the Cancel button, to return
to the Initial Receiving—Whole Roster Assignment window (Figure 3-80).

The Ship Date field is automatically completed with today’s date. To edit it, click in the
field, highlight the date, and replace it with another date.

To update/edit a record, make the appropriate changes and click the Update button.

To return to the Initial Receiving—Assignment Menu (Figure 3-75), click the Back button. To
return to the RECBASS-R Initial Receiving—Main Menu (Figure 3-4), click the Main button. To
quit RECBASS-R, click the Exit button.

344 Printing of Special Reports...

To print special reports, select option 4 from the Initial Receiving—Assignment Menu window
(Figure 3-75). The Initial Receiving—Special Processing window (Figure 3-81) opens.

i Initial Receiving - Special Processing

P@P1-63-01 [THURSDAY [08:59:17 | 120TH AG BN (RECEPTIOND ADHIN LOCAL |FNF3

Special Processing Menu

OPTION: |_

1. BTRY/CO Fill Roster | 8. UShA Information Roster |
2. SOLDIER Information Roster 9 CREATE DUMS
Azzignment Transactions
5 ORDERS Print 10 Creste DISKETTE(S) of
(and Consolidated Crders Roster) DJME Transactions for DMPO
H SECURITY
4. Create DAY-3 Transactions | 11. [Tl R |
COMSOLIDATED
5. WO UslED | 12 Orders Roster ONLY |
‘ G, GED Testing | 13. NOT USED |

7. RECRUITER Recognition Roster 14. MOMNTHLY Reports

ESC ENTER

HELP | < ASSIGNMENTS | EXECUTE | << maIN_ | Exim |

Figure 3-81: Initial Receiving—Special Processing

The Special Processing Menu within this window consists of 12 functional options:
BTRY/CO Fill Roster, Soldier Information Roster, Orders Print (and Consolidated Orders
Roster), Create Day 3 Transactions, GED Testing, Recruiter Recognition Roster, USMA
Information Roster, Create DJMS Assignment Transactions, Create Diskettes of DJMS
Transactions for DMPO, Security Investigation Status Report, and Consolidated Orders
Roster Only. These options, in turn, provide a special instructions menu from which to choose
the reports you wish to print. Menu options 5 and 13 are no longer used and have been disabled.

To select an option heading, click the corresponding option button; or enter the option
number in the Option field and click the Execute button.
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To return to the Initial Receiving—Assignment Menu window (Figure 3-75) from the Initial
Receiving—Special Processing window (Figure 3-81), click the Assignments button.

For each of the following sub-menus, click the Main button to return to the RECBASS-R
Initial Receiving—Main Menu (Figure 3-4). To return to the [Initial Receiving—Special
Processing window (Figure 3-81), click the Back button unless otherwise noted. To quit
RECBASS-R, click the Exit button.

3.4.4.1 BTRY/CO Fill Roster

Select BTRY/CO Fill Roster (option 1) on the Initial Receiving—Special Processing window
(Figure 3-81). The [Initial Receiving—Special Instructions (BTRY/CO Fill Roster) window
(Figure 3-82) opens. The information entered in this screen will carry through to all other
screens within the Initial Receiving—Special Processing window (Figure 3-81).

i Initial Receiving - Special Instructions

P@P1-63-01 [THURSDAY [09:01:43 | 120TH AG BN (RECEPTIOND ADHIN LOCAL |FNF3

{1} BTRY/C{ Fill Roster |

OPTION :
1.ROSTER ——> | 2029185 Line: IBBI thru I‘}‘}?

2.SHIPDATE —> | Beginning: I231331 Ending: |281381

TEYYMMDD YA TMMOD

3.BCT CODE —> | with SHIP DATE: 20610301 thru [20618361

TYYYMMDD TEYYMMDD

ESC ENTER

ﬂELP| < BAcK | EXECUTE | << MAIN | EXIT |

Figure 3-82: Initial Receiving—Special Instructions (BTRY/CO Fill Roster)

This window offers three additional options for printing BTRY/CO fill roster reports:
Roster, Shipdate, or BCT Code. To select an option heading, click the corresponding option
button, or enter the option number in the Option field and click the Execute button.

1. Roster

Complete the field next to the Roster button with the appropriate roster number. The Line
__thru ___ field is automatically completed with 001 and 999, respectively; edit this field if
you wish. Then select the option heading.

A printer setup window opens. Select the appropriate printer, and click the OK button to
print. (A yellow status bar at the bottom of the window indicates “Print job processed __
records.”) Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.
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2. Shipdate

The Beginning  and Ending __ fields are automatically completed with today’s date;
edit these fields if you wish. Then select the option heading.

A printer setup window opens. Select the appropriate printer, and click the OK button to
print. (A yellow status bar at the bottom of the window indicates “Print job processed __
records.”) Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.

3. BCT Code

Use the drop-down box to complete the field next to the BCT Code button. The Ship Date
___thru ___ field is automatically completed with today’s date; edit this field if you wish. Then
select the option heading.

A printer setup window opens. Select the appropriate printer, and click the OK button to
print. (A yellow status bar at the bottom of the window indicates “Print job processed __
records.”) Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.

3.4.4.2 Soldier Information Roster

Select Soldier Information Roster (option 2) on the Initial Receiving—Special Processing
window (Figure 3-81). The Initial Receiving—Special Instructions (Soldier Information Roster)
window (Figure 3-83) opens. The information entered in this screen will carry through to all
other screens within the Initial Receiving—Special Processing window (Figure 3-81).

1 Initial Receiving - Special Instructions

[PAA1 @381 [THURSDAY [@F:86:17 | 126TH AG BN CRECEPTION> ADMIN LOCAL |FNF3

{2) Soldier Informatien Roster |

oPTION: [

1.ROSTER ——> | IZBZ?IBS Line: |1 thru I999

2.SHIPDATE -> | Beginning: IZBIB?-I Ending:= IZBIBBBi

TEYYMMDD YYTTMMOD

3.BCT CODE —> | with SHIP DATE: 20810301 thru [26618361

TYYYMMDD YTV Y MMDD

E3C ENTER

ﬂELPl < Back | EXECUTE | << maIN_ | EXIT |

Figure 3-83: Initial Receiving—Special Instructions (Soldier Information Roster)

This window offers three additional options for printing soldier information roster reports:
Roster, Shipdate, or BCT Code. To select an option heading, click the corresponding option
button, or enter the option number in the Option field and click the Execute button.
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1. Roster

Complete the field next to the Roster button with the appropriate roster number. The Line
__thru ___ field is automatically completed with 001 and 999, respectively; edit this field if
you wish. Then select the option heading.

A printer setup window opens. Select the appropriate printer, and click the OK button to
print. (A yellow status bar at the bottom of the window indicates “Print job processed ___
records.”) Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.

2. Shipdate

The Beginning  and Ending __ fields are automatically completed with today’s date;
edit these fields if you wish. Then select the option heading.

A printer setup window opens. Select the appropriate printer, and click the OK button, to
print. (A yellow status bar at the bottom of the window indicates “Print job processed __
records.”) Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.

3. BCT Code

Use the drop-down box to complete the field next to the BCT Code button. The Ship Date
___thru ___ field is automatically completed with today’s date; edit this field if you wish. Then
select the option heading.

A printer setup window opens. Select the appropriate printer, and click the OK button to
print. (A yellow status bar at the bottom of the window indicates “Print job processed __
records.”) Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.
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3.4.4.3 Orders Print (and Consolidated Orders Roster)

Select Orders Print (and Consolidated Orders Roster) (option 3) on the Initial Receiving—
Special Processing window (Figure 3-81). The Initial Receiving—Special Instructions [Orders
Print (and Consolidated Orders Roster)] window (Figure 3-84) opens. The information entered
in this screen will carry through to all other screens within the [Initial Receiving—Special
Processing window (Figure 3-81).

1 Initial Receiving - Special Instructions

APl -—@3—@1 [THURSDAY [@7:@8:27 | 120TH AG BN (RECEPTIOND ADMIN 412
{ 3 } ORDERS Print {and Censolidated (rders Roster) |

oPTION: [

1.ROSTER ——> | IZBZ?IBS Line: |1 thru I999

2.SHIPDATE -> | Beginning: IZBIB?-I Ending:= IZBIBBBi

TEYYMMDD YYTTMMOD

3.BCT CODE —> | with SHIP DATE: 20810301 thru [26618361

TYYYMMDD YTV Y MMDD

ORDERS INFORMATION

Beginning CRDER HUMBER: IBSB—Bi ORDER DATE: 288183@1  REPORTIHGEFFECTIVE DATE: IZBB1B3B1

YT YMMDD YA YMMDD

E3C ENTER

ﬂELPl < Back | EXECUTE | << maIN_ | EXIT |

Figure 3-84: Initial Receiving—Special Instructions [Orders Print (and Consolidated Orders Roster)]

In the Orders Information section, complete the Beginning Order Number ficld. The
Order Date and Reporting/Effective Date fields are automatically completed with today’s date;
edit these fields if you wish.

The Initial Receiving—Special Instructions [Orders Print (and Consolidated Orders Roster)]
window (Figure 3-84) offers three additional options for printing orders and consolidated orders
roster reports: Roster, Shipdate, or BCT Code. To select an option heading, click the
corresponding option button, or enter the option number in the Option field and click the
Execute button.

1. Roster

Complete the field next to the Roster button with the appropriate roster number. The Line
___thru ___ field is automatically completed with 001 and 999, respectively; edit this field if
you wish. Then select the option heading.

A printer setup window opens. Select the appropriate printer, and click the OK button to
print. (A yellow status bar at the bottom of the window indicates “Print job processed _
records.”) Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.
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2. Shipdate

The Beginning  and Ending __ fields are automatically completed with today’s date;
edit these fields if you wish. Then select the option heading.

A printer setup window opens. Select the appropriate printer, and click the OK button to
print. (A yellow status bar at the bottom of the window indicates “Print job processed __
records.”) Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.

3. BCT Code

Use the drop-down box to complete the field next to the BCT Code button. The Ship Date
___thru ___ field is automatically completed with today’s date; edit this field if you wish. Then
select the option heading.

A printer setup window opens. Select the appropriate printer, and click the OK button to
print. (A yellow status bar at the bottom of the window indicates “Print job processed __
records.”) Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.

3.4.4.4 Create Day 3 Transactions

Select Create Day 3 Transactions (option 4) on the Initial Receiving—Special Processing
window (Figure 3-81). The Initial Receiving—Special Instructions (Create Day 3 Transactions)
window (Figure 3-85) opens. The information entered in this screen will carry through to all
other screens within the Initial Receiving—Special Processing window (Figure 3-81).

1 Initial Receiving - Special Instructions

[PAB1—A3—@1 [THURSDAY [@F:18:43 | 126TH AG BN CRECEPTION> ADMIN LOCAL |FNF3
{4) Create DAY-3 Transactions |

oPTION: [

1.ROSTER ——> | IZBZ?IBS Line: |1 thru I999

2.SHIPDATE -> | Beginning: IZBIB?-I Ending:= IZBIBBBi

TEYYMMDD YYTTMMOD

3.BCT CODE —> | with SHIP DATE: 20810301 thru [26618361

TYYYMMDD YTV Y MMDD

E3C ENTER

ﬂELPl < Back | EXECUTE | << maIN_ | EXIT |

Figure 3-85: Initial Receiving—Special Instructions (Create Day 3 Transactions)

The Initial Receiving—Special Instructions (Create Day 3 Transactions) window (Figure
3-85) offers three additional options for printing Day 3 transactions reports: Roster, Shipdate, or
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BCT Code. To select an option heading, click the corresponding option button, or enter the
option number in the Option field and click the Execute button.

1. Roster

Complete the field next to the Roster button with the appropriate roster number. The Line
__thru ___ field is automatically completed with 001 and 999, respectively; edit this field if
you wish. Then select the option heading. A Which Transactions Do You Want To Create?
window (Figure 3-86) opens.

Which Transactions do you want to create ? [E§

_ 3 EETF CRIEAD

|7"|il.l;|"|LF'E.RS { Post Locator Changes )

[T 'SIDPERS 2 - Departs [ DprtRath, &rristch )
[Z|SIDPERS 2! - Holdowvers ( Al Holdovers )
[v DEPARTURES

[v DENTAL

v AIMS-R

[¥ ARPERCEN [ FR Rejects

EMNTER ESC

ﬂELF’l oK I CANCELl

Figure 3-86: Which Transactions Do You Want To Create?

Active check-boxes appear next to the ATRRS, MILPERS, DEPARTURES, DENTAL,
AIMS-R, and ARPERCEN fields. Select or deselect each of these fields as appropriate. The
AIMS, SIDPERS 2-Departs, and SIDPERS 2-Holdovers fields are inactive, or grayed out.
Click the OK button to continue.

To return to the Initial Receiving—Special Instructions (Create Day 3 Transactions) window
(Figure 3-85) without creating any Day 3 transactions, click the Cancel button. To proceed to
the Day 3 Transaction Summary (Roster) window (Figure 3-87), click the OK button.

DAY 2 Transaction Summary
ELAPSED TIVE: ) minutes 2 seconds

Humber of Soldiers Processed: 30

Type of Transaction Humber of Transactions Created ( Description )
AIMS ) [ Five per Soldier shipped to On-Post BCT Unit)
BCT Course/Class changes: 0§28
ATRRS Departures 737 [ Seven per Soldier shipped + 27 U0 cards)

MILPERS 29 [ One per Soldier shipped to On-Post Unit, except Transter Point )

SIDPERS 2 (Depart/Rath) [ ( Cne DpriRath + One Arr/Atch if shipped to Cn-Post Unit)
SIDPERS 2 (Holdovers} | ( ©ne per Holdover - removes any pending Dprt/Rathiarristch)
DEPARTURES 7 ( Two per Soldier shipped Off-Post or to Tranzter Point)
DEHMTAL ) (One per Soldier shipped to On-Post Non-BCT Unit)
AIMS -R 30 [ One per Soldier shipped )
ARPERCEH (IRR Rejects) () (One per IRR Soldier shipped to Transfer Poirt + 88 JCL cards)
UPLOAD FILE: F:_\recbass\racbass*ﬂ Doutputiday3.dat Copy File I
ENTER:
UPLOAD TO MAINFRAME | OK I PRINT THIS SUMMARY |

Figure 3-87: Day 3 Transaction Summary (Roster)

This window displays the elapsed time, the number of soldiers processed, the types of
transactions, and the number of transactions created.
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To copy the file to another location, click the Copy File button and choose a location for the
copy. Then click the OK button. To , click the Upload to Mainframe button.

To return to the Initial Receiving—Special Instructions (Create Day 3 Transactions) window
(Figure 3-85), click the OK button. To print the summary, click the Print This Summary
button.

A printer setup window opens. Select the appropriate printer, and click the OK button to
print. (A yellow status bar at the bottom of the window indicates “Print job processed _
records.”) Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.

2. Shipdate

The Beginning  and Ending  fields are automatically completed with today’s date;
edit these fields if you wish. Then select the option heading. A Which Transactions Do You
Want To Create? window (Figure 3-86) opens.

Active check-boxes appear next to the ATRRS, MILPERS, DEPARTURES, DENTAL,
AIMS-R, and ARPERCEN fields. Select or deselect each of these fields as appropriate. The
AIMS, SIDPERS 2-Departs, and SIDPERS 2-Holdovers fields are inactive, or grayed out.
Click the OK button to continue.

To return to the Initial Receiving—Special Instructions (Create Day 3 Transactions) window
(Figure 3-85) without creating any Day 3 transactions, click the Cancel button. To proceed to
the Day 3 Transaction Summary (Shipdate) window (Figure 3-88), click the OK button.

DAY 2 Transaction Summary
ELAPSED TIWE: ) minutes 32 seconds
Humber of Soldiers Processed: 492

Type of Transaction Humber of Transactions Created ( Description )
AIMS ) { Five per Soldier shipped to On-Post BCT Unit)
BCT CourselClass changes: 0f485
ATRRS Departures 3471 (Seven per Soldier shipped + 27 JCL cards)
MILPERS 47f ( One per Soldier shipped to On-Post Unit, except Transfer Poirt )
SIDPERS 2 (Depart/Rath) (1 [ One DprifRath + One ArrfAtch if shipped to On-Post Lini)
SIDPERS 2 (Holdavers) () { One per Holdover - removes any pending Dpr/Rathifreistch)
DEPARTURES 32 [ Twwo per Soldier shipped Off-Post or to Transter Point)
DEHTAL () ( One per Soldier shipped to On-Post Non-BCT Unit)
AIMS -R 492 [ One per Soldier shipped )
ARPERCEH (IRR. Rejects) ) (2ne per IRR Soldiet shipped to Transfer Pairt + 86 JCL cards)

UPLOAD FILE: [ rechassirechassd 1 Zoutputiday3.dat CopyFile .|
ENTEFR:
UPLOAD TO MAINFRAME | aK I ERINT THIS SUMMARY |

Figure 3-88: Day 3 Transaction Summary (Shipdate)

This window displays the elapsed time, the number of soldiers processed, the types of
transactions, and the number of transactions created.

To copy the file to another location, click the Copy File button and choose a location for the
copy. Then click the OK button. To , click the Upload to Mainframe button.
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To return to the Initial Receiving—Special Instructions (Create Day 3 Transactions) window
(Figure 3-85), click the OK button. To print the summary, click the Print This Summary
button.

A printer setup window opens. Select the appropriate printer, and click the OK button to
print. (A yellow status bar at the bottom of the window indicates “Print job processed __
records.”) Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.

3. BCT Code

Use the drop-down box to complete the field next to the BCT Code button. The Ship Date
~__thru _ field is automatically completed with today’s date; edit this field if you wish. Then
select the option heading. A Which Transactions Do You Want To Create? window (Figure
3-86) opens.

Active check-boxes appear next to the ATRRS, MILPERS, DEPARTURES, DENTAL,
AIMS-R, and ARPERCEN fields. Select or deselect each of these fields as appropriate. The
AIMS, SIDPERS 2-Departs, and SIDPERS 2-Holdovers ficlds are inactive, or grayed out.
Click the OK button to continue.

To return to the Initial Receiving—Special Instructions (Create Day 3 Transactions) window
(Figure 3-85) without creating any Day 3 transactions, click the Cancel button. To proceed to
the Day 3 Transaction Summary (BCT Code) window (Figure 3-89), click the OK button.

DAY 2 Transaction Summary
ELAPSED TIVE: ) minutes 1 seconds

Humber of Soldiers Processed: 4

Type of Transaction Humber of Transactions Created ( Description )
AIMS ) [ Five per Soldier shipped to On-Post BCT Unit)
BCT Course/Class changes: 04
ATRRS Departures 55 ([ Sewen per Soldier shipped + 27 JCL cards)
MILPERS 4 [ One per Soldier shipped to On-Post Unit, except Transter Point )
SIDPERS 2 (Depart/Rath) [ ( Cne DpriRath + One Arr/Atch if shipped to Cn-Post Unit)

SIDPERS 2 (Holdovers} | ( ©ne per Holdover - removes any pending Dprt/Rathiarristch)
DEPARTURES ) ( Two per Soldier shipped Off-Post or to Tranzter Point)
DEHMTAL ) (One per Soldier shipped to On-Post Non-BCT Unit)
AIMS -R 4 [ One per Soldier shipped )
ARPERCEH (IRR Rejects) () (One per IRR Soldier shipped to Transfer Poirt + 88 JCL cards)
UPLOAD FILE: F:_\recbass\racbass*ﬂ Doutputiday3.dat Copy File I
ENTER:
UPLOAD TO MAINFRAME | OK I PRINT THIS SUMMARY |

Figure 3-89: Day 3 Transaction Summary (BCT Code)

This window displays the elapsed time, the number of soldiers processed, the types of
transactions, and the number of transactions created.

To copy the file to another location, click the Copy File button and choose a location for the
copy. Then click the OK button. To , click the Upload to Mainframe button.

To return to the Initial Receiving—Special Instructions (Create Day 3 Transactions) window
(Figure 3-85), click the OK button. To print the summary, click the Print This Summary
button.
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A printer setup window opens. Select the appropriate printer, and click the OK button to
print. (A yellow status bar at the bottom of the window indicates “Print job processed ___
records.”) Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.

3.44.5 Not Used

3.44.6 GED Testing

Select GED Testing (option 6) on the Initial Receiving—Special Processing window (Figure
3-81). The Initial Receiving—Special Instructions (GED Testing) window (Figure 3-90) opens.
The information entered in this screen will carry through to all other screens within the Initial
Receiving—Special Processing window (Figure 3-81).

i Initial Receiving - Special Instructions

P@P1-63-01 [THURSDAY [@9:13:12 | 120TH AG BN (RECEPTIOND ADHIN LOCAL |FNF3

{6 ) GED Testing |

OPTION :
1.ROSTER ——> | 2029185 Line: IBBI thru I‘}‘}?

2.SHIPDATE —> | Beginning: I231331 Ending: |281381

TEYYMMDD YA TMMOD

3.BCT CODE —> | with SHIP DATE: 20610361 thru [20618361

TYYYMMDD TEYYMMDD

S ENTER

ﬂELP| < BAcK | EXECUTE | << MAIN | EXIT |

Figure 3-90: Initial Receiving—Special Instructions (GED Testing)

The Initial Receiving—Special Instructions (GED Testing) window (Figure 3-90) offers three
additional options for printing GED testing reports: Roster, Shipdate, or BCT Code. To select
an option heading, click the corresponding option button, or enter the option number in the
Option field and click the Execute button.

1. Roster

Complete the field next to the Roster button with the appropriate roster number. The Line
__thru ___ field is automatically completed with 001 and 999, respectively; edit this field if
you wish. Then select the option heading.

A printer setup window opens. Select the appropriate printer, and click the OK button to
print. (A yellow status bar at the bottom of the window indicates “Print job processed __
records.”) Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.
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2. Shipdate

The Beginning  and Ending __ fields are automatically completed with today’s date;
edit these fields if you wish. Then select the option heading.

A printer setup window opens. Select the appropriate printer, and click the OK button to
print. (A yellow status bar at the bottom of the window indicates “Print job processed __
records.”) Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.

3. BCT Code

Use the drop-down box to complete the field next to the BCT Code button. The Ship Date
___thru ___ field is automatically completed with today’s date; edit this field if you wish. Then
select the option heading.

A printer setup window opens. Select the appropriate printer, and click the OK button to
print. (A yellow status bar at the bottom of the window indicates “Print job processed _
records.”) Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.

3.4.4.7 Recruiter Recognition Roster

Select Recruiter Recognition Roster (option 7) on the Initial Receiving—Special Processing
window (Figure 3-81). The Initial Receiving—Special Instructions (Recruiter Recognition
Roster) window (Figure 3-91) opens. The information entered in this screen will carry through
to all other screens within the Initial Receiving—Special Processing window (Figure 3-81).

1 Initial Receiving - Special Instructions

[PAB1—A3—@1 [THURSDAY [@F:14:28 | 126TH AG BN CRECEPTION> ADMIN LOCAL |FNF3

{7} Recruiter Recegnitien Roster |

oPTION: [

1.ROSTER ——> | IZBZ?IBS Line: |1 thru I999

2.SHIPDATE -> | Beginning: IZBIB?-I Ending:= IZBIBBBi

TEYYMMDD YYTTMMOD

3.BCT CODE —> | with SHIP DATE: 20810301 thru [26618361

TYYYMMDD YTV Y MMDD

E3C ENTER

ﬂELPl < Back | EXECUTE | << maIN_ | EXIT |

Figure 3-91: Initial Receiving—Special Instructions (Recruiter Recognition Roster)

The Initial Receiving—Special Instructions (Recruiter Recognition Roster) window (Figure
3-91) offers three additional options for printing recruiter recognition roster reports: Roster,
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Shipdate, or BCT Code. To select an option heading, click the corresponding option button, or
enter the option number in the Option field and click the Execute button.

1. Roster

Complete the field next to the Roster button with the appropriate roster number. The Line
__thru ___ field is automatically completed with 001 and 999, respectively; edit this field if
you wish. Then select the option heading.

A printer setup window opens. Select the appropriate printer, and click the OK button to
print. (A yellow status bar at the bottom of the window indicates “Print job processed __
records.”) Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.

2. Shipdate

The Beginning  and Ending __ fields are automatically completed with today’s date;
edit these fields if you wish. Then select the option heading.

A printer setup window opens. Select the appropriate printer, and click the OK button to
print. (A yellow status bar at the bottom of the window indicates “Print job processed _
records.”) Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.

3. BCT Code

Use the drop-down box to complete the field next to the BCT Code button. The Ship Date
___thru ___ field is automatically completed with today’s date; edit this field if you wish. Then
select the option heading.

A printer setup window opens. Select the appropriate printer, and click the OK button to
print. (A yellow status bar at the bottom of the window indicates “Print job processed _
records.”) Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.
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3.4.4.8 USMA Information Roster

Select USMA Information Roster (option 8) on the Initial Receiving—Special Processing
window (Figure 3-81). The [Initial Receiving—Special Instructions (USMA Information Roster)
window (Figure 3-92) opens. The information entered in this screen will carry through to all
other screens within the /nitial Receiving—Special Processing window (Figure 3-81).

i Initial Receiving - Special Instructions

P@P1-63-01 [THURSDAY [09:16:19 | 120TH AG BN (RECEPTIOND ADHIN LOCAL |FNF3

{8 ) USMA Information Roster |

OPTION :
1.ROSTER ——> | 2029185 Line: IBBI thru I‘}‘}?

2.SHIPDATE —> | Beginning: I231331 Ending: |281381

TEYYMMDD YA TMMOD

3.BCT CODE —> | with SHIP DATE: 20610301 thru [20618361

TYYYMMDD TEYYMMDD

ESC ENTER

ﬂELP| < BAcK | EXECUTE | << MAIN | EXIT |

Figure 3-92: Initial Receiving—Special Instructions (USMA Information Roster)

The Initial Receiving—Special Instructions (USMA Information Roster) window (Figure 3-92)
offers three additional options for printing USMA information roster reports: Roster, Shipdate,
or BCT Code. To select an option heading, click the corresponding option button, or enter the
option number in the Option field and click the Execute button.

1. Roster

Complete the field next to the Roster button with the appropriate roster number. The Line
__thru ___ field is automatically completed with 001 and 999, respectively; edit this field if
you wish. Then select the option heading.

A printer setup window opens. Select the appropriate printer, and click the OK button to
print. (A yellow status bar at the bottom of the window indicates “Print job processed ___
records.”) Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.

2. Shipdate

The Beginning  and Ending __ fields are automatically completed with today’s date;
edit these fields if you wish. Then select the option heading.

A printer setup window opens. Select the appropriate printer, and click the OK button to
print. (A yellow status bar at the bottom of the window indicates “Print job processed __
records.”) Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.
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3. BCT Code

Use the drop-down box to complete the field next to the BCT Code button. The Ship Date
___thru __ field is automatically completed with today’s date; edit this field if you wish. Then
select the option heading.

A printer setup window opens. Select the appropriate printer, and click the OK button to
print. (A yellow status bar at the bottom of the window indicates “Print job processed __
records.”) Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.

3.44.9 Create DJMS Assignment Transactions

Select Create DJMS Assignment Transactions (option 9) on the Initial Receiving—Special
Processing window (Figure 3-81). The [Initial Receiving—Special Instructions (Create DJMS
Assignment Transactions) window (Figure 3-93) opens. The information entered in this screen
will carry through to all other screens within the /nitial Receiving—Special Processing window
(Figure 3-81).

1 Initial Receiving - Special Instructions

EBI*B?-*BI'THIJRSDHY A%:18:38 | 120TH AG BN (RECEFTION> ADMIN LOCAL |FNF3

{9) CREATE DJMS Assignment Transactiens |

opTION: [T

1.ROSTER ——> | IZBZ?IBS Line: |1 thru I999

2.SHIPDATE -> | Beginning: IZBIB?-I Ending:= IZBIBBBi

TEYYMMDD YYTTMMOD

3.BCT CODE —> | with SHIP DATE: 20810301 thru [26618361

TYYYMMDD YTV Y MMDD

E3C ENTER

ﬂELPl < Back | EXECUTE | << maIN_ | EXIT |

Figure 3-93: Initial Receiving—Special Instructions (Create DJMS Assignment Transactions)

The [nitial Receiving—Special Instructions (Create DJMS Assignment Transactions) window
(Figure 3-93) offers three additional options for printing DJMS assignment transactions reports:
Roster, Shipdate, or BCT Code. To select an option heading, click the corresponding option
button, or enter the option number in the Option field and click the Execute button.

1. Roster

Complete the field next to the Roster button with the appropriate roster number. The Line
__thru ___ field is automatically completed with 001 and 999, respectively; edit this field if
you wish. Then select the option heading.
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A printer setup window opens. Select the appropriate printer, and click the OK button to
print. (A yellow status bar at the bottom of the window indicates “Print job processed ___
records.”) Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.

2. Shipdate

The Beginning  and Ending __ fields are automatically completed with today’s date;
edit these fields if you wish. Then select the option heading.

A printer setup window opens. Select the appropriate printer, and click the OK button to
print. (A yellow status bar at the bottom of the window indicates “Print job processed __
records.”) Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.

3. BCT Code

Use the drop-down box to complete the field next to the BCT Code button. The Ship Date
___thru ___ field is automatically completed with today’s date; edit this field if you wish. Then
select the option heading.

A printer setup window opens. Select the appropriate printer, and click the OK button to
print. (A yellow status bar at the bottom of the window indicates “Print job processed __
records.”) Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.

3.4.4.10 Create Diskettes of DJMS Transactions for DMPO

Select Create Diskettes of DJMS Transactions for DMPO (option 10) on the [nitial
Receiving—Special Processing window (Figure 3-81). A message box appears (Figure 3-94),
asking you to verify that the system date and time are correct. To accept the date and time
shown, click the Date & Time is OK button.

Pleaze Yerify System Date & Time are comect 111 <]

15-04-39

SYSTEM DATE

2000-07-28

Warning: The computer's DATE & TIME is used to
generate backup files in case DMP O needs
another copy of previous diskette. If Time is
not synchronized it will be more difficult to
to locate the correct backup copy.

EMTER EzC

“Date & Time is OK | Change Date & Time

Figure 3-94: Please Verify System Date & Time are Correct!!!
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To change the date or the time, click the Change Date & Time button. The Date/Time
Properties (Date & Time) window (Figure 3-95) opens, with the Date & Time tab on top.

Date/Time Properties EE

Date & Time | Time Zone |

—Date — Time

Fl 4
23 4 5 B 7 8 : — ;
910 11 12 12 14 15
16 17 18 19 20 21 22
23 24 % % N w2
0 [IT:17:108M =4

Current time zone: Eastern Daylight Time

QK I Cancel | Anpl |

Figure 3-95: Date/Time Properties (Date & Time)

In the Date field, use the drop-down boxes to adjust the month and year as appropriate. To
select a date, click on the date in the calendar box. In the Time field, use the up- and
down-arrows to adjust the time. When you have made all your changes, click the Apply button,
and then click the OK button. To return to the Please verify system time and date are correct!!!
window (Figure 3-94) without saving changes, click the Cancel button.

To change the time zone setting, click the Time Zone tab in the Date/Time Properties
window (Figure 3-95). The Date/Time Properties (Time Zone) window (Figure 3-96) opens.

Date/Time Properties [ 7]

Date & Time  Time Zane |

[GMT-05:00) Eastern Time [US & Canadal

¥ Zutomatically adjust clock for daylight saving changes

Ok, I Cancel | e i |

Figure 3-96: Date/Time Properties (Time Zone)

Using the drop-down box, select the appropriate time zone, click the Apply button, and click
the OK button. To return to the Please Verify System Date & Time Are Correct!!! window
(Figure 3-94) without saving changes, click the Cancel button.
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After the date and time have been verified, the Initial Receiving—DJMS Interface window
(Figure 3-97) opens.

a Initial Receiving - DJMS Interface [_ O] x]
Po0@-@7-28 [ FRIDAY [15:82:48 | 126TH AG BN (RECEPTION> | ADMIN LOCAL JEWF]

| Defense Joint Military Pay System (DJMS) Interface

"Sele:t the type of transactions to process

€ Qther CRC

Extract all DJMS records (0 ) from database

Create Diskettes

Print from diskette

View files
Floppy Diskette Drive Letter
’7 A r
ESC
HELP | << ASSIGNMENTS | < BACK | <<< MAIN | EXIT |

Figure 3-97: Initial Receiving—DJMS Interface

Click on one of the radio-buttons in the Select the type of transactions to process section to
indicate either: Accessions, Other, or RC. Then select one of the four options on the screen:
Extract all DJMS records from database, Create diskettes, Print from diskette, or View
files.

To return to the Initial Receiving—Assignment Menu (Figure 3-75), click the Assignments
button. To return to the Initial Receiving—Special Processing window (Figure 3-81), click the
Back button.

3.4.4.10.1 Extract All DJMS Records from Database

To extract all DJMS records from the database from the Initial Receiving—DJMS Interface
window (Figure 3-97), click the Extract all DJMS records from database button.

3.4.4.10.2 Create Diskettes

To create diskettes of the DIMS records from the Initial Receiving—DJMS Interface window
(Figure 3-97), use the drop-down box in the Floppy Diskette Drive Letter section to select a
disk drive. Then click the Create diskettes button. The Create Diskette from Which File?
window (Figure 3-98) opens.

= ast datahase EXTRACT

" Backup COPY . ..

EMTER ESC

chca|

Figure 3-98: Create diskette from which file?
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Click on one of the two radio-buttons on this screen to indicate either Last database
EXTRACT or Backup COPY.... Then click the OK button. To return to the [Initial
Receiving—DJMS Interface window (Figure 3-97) without selecting a file, click the Cancel
button.

When you select Backup COPY..., the Listing of previous ACCESSIONS diskettes window
(Figure 3-99) opens. The window lists the Type, Date, Time, and Disk Number of previous
accessions diskettes.

Listing of previous ACCESSIONS diskettes [ <]

DATE TIME DISK
TYPE FYTE-—MM-DD HH-MM-35 HUMBER

ENTER: ESC Ofiles
Wisw I Cance\l RE-CREATE DISKETTE |

Figure 3-99: Listing of Previous Accessions Diskettes

To view the previous diskette, click the View button. To recreate a diskette, click the
Recreate Diskette button. To return to the Initial Receiving—DJMS Interface window (Figure
3-97), click the Cancel button.

If you select View, the View Previous Diskette window (Figure 3-100) opens. Click the OK
button to return to the Listing of previous ACCESSIONS diskettes window (Figure 3-99).

View Previous Diskette

©:\rechass\rechass4  12\DJMS\BACKUPSY

Total Number of Records in File: 0000

(o]

Figure 3-100: View Previous Diskette
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3.4.4.10.3 Print from Diskette

To print from a diskette of the DJMS records, use the drop-down box in the Floppy Diskette
Drive Letter section to select a disk drive. Then click the Print from Diskette button. The
Select the Type of Output window (Figure 3-101) opens.

Select the Type of Dutput

—DJMS Printout Format

= Manmesman Tally BT 6451 661 contintions thactor feerd

—Humber of Copies to Print

I-Tg

ENTER ESC

coca |

Figure 3-101: Select the Type of Output

In the DJMS Printout Format section of the window, HP Laser Jet 4000 / 5Si is
automatically selected. The Mannesman Tally MT 645 / 661 Continuous Tractor Feed is
grayed out. In the Number of Copies To Print section, use the up- and down-arrows to select
the number of copies (1-9) you wish to print. Click the OK button. To return to the Initial
Receiving—DJMS Interface window (Figure 3-97) without printing, click the Cancel button.

3.4.4.10.4 View Files

To view files of the DJMS records, use the drop-down box in the Floppy Diskette Drive
Letter section to select a disk drive. Then click the View Files button. The Which File Do You
Want To View? window (Figure 3-102) opens.

Which File do you want to view ?

= ast datahase EXTRACT;
 DMPO Floppy Diskette
" Backup COPIES

ENTER: ESC

Figure 3-102: Which File Do You Want To View?

Click on the radio-button next to Last database extract, DMPO floppy diskette, or Backup
copies. Then click the OK button. To return to the Initial Receiving—DJMS Interface window
(Figure 3-97) without printing, click the Cancel button.
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3.4.4.11 Security Investigation Status Report

Select Security Investigation Status Report (option 11) on the Initial Receiving—Special
Processing window (Figure 3-81). The [nitial Receiving—Special Instructions (Security
Investigation Status Report) window (Figure 3-103) opens. The information entered in this
screen will carry through to all other screens within the Initial Receiving—Special Processing
window (Figure 3-81).

1 Initial Receiving - Special Instructions

[PAB1—A3—@1 [THURSDAY [15:18:46 | 126TH AG BN CRECEPTION> ADMIN LOCAL |FNF3

{11} Security Investigation Status Report |

oPTION: [

1.ROSTER ——> | | Line: |1 thru I999

2.SHIPDATE -> | Beginning: IZBIB?-I Ending:= IZBIBBBi

TEYYMMDD YYTTMMOD

3.BCT CODE —> | with SHIP DATE: 20810301 thru [26618361

TYYYMMDD YTV Y MMDD

E3C ENTER

ﬂELPl < Back | EXECUTE | << maIN_ | EXIT |

Figure 3-103: Initial Receiving—Special Instructions (Security Investigation Status Report)

The [Initial Receiving—Special Instructions (Security Investigation Status Report) window
(Figure 3-103) offers three additional options for printing security investigation status reports:
Roster, Shipdate, or BCT Code. To select an option heading, click the corresponding option
button, or enter the option number in the Option field and click the Execute button.

1. Roster

Complete the field next to the Roster button with the appropriate roster number. The Line
__thru ___ field is automatically completed with 001 and 999, respectively; edit this field if
you wish. Then select the option heading.

A printer setup window opens. Select the appropriate printer, and click the OK button to
print. (A yellow status bar at the bottom of the window indicates “Print job processed __
records.”) Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.

2. Shipdate

The Beginning __ and Ending ___ fields are automatically completed with today’s date;
edit these fields if you wish. Then select the option heading.

A printer setup window opens. Select the appropriate printer, and click the OK button to
print. (A yellow status bar at the bottom of the window indicates “Print job processed ___
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records.”) Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.

3. BCT Code

Use the drop-down box to complete the field next to the BCT Code button. The Ship Date
___thru __field is automatically completed with today’s date; edit this field if you wish. Then
select the option heading.

A printer setup window opens. Select the appropriate printer, and click the OK button to
print. (A yellow status bar at the bottom of the window indicates “Print job processed ___
records.”) Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.

3.44.12 Consolidated Orders Roster Only

Select Consolidated Orders Roster Only (option 12) on the [nitial Receiving—Special
Processing window (Figure 3-81). The [Initial Receiving—Special Instructions (Consolidated
Orders Roster Only) window (Figure 3-104) opens. The information entered in this screen will
carry through to all other screens within the [Initial Receiving—Special Processing window
(Figure 3-81).

1 Initial Receiving - Special Instructions

APl —@3—@1 [THURSDAY [15:21:@9 | 120TH AG BN (RECEPTIOND ADMIN 412
{12} Censclidated Crders Roster ONLY |

opTION: [T

1.ROSTER ——> | I Line: |1 thru I999

2.SHIPDATE -> | Beginning: IZBIB?-I Ending:= IZBIBBBi

TEYYMMDD YYTTMMOD

3.BCT CODE —> | with SHIP DATE: 20810301 thru [26618361

TYYYMMDD YTV Y MMDD

E3C ENTER

ﬂELPl < Back | EXECUTE | << maIN_ | EXIT |

Figure 3-104: Initial Receiving—Special Instructions (Consolidated Orders Roster Only)

The Initial Receiving—Special Instructions (Consolidated Orders Roster Only) window
(Figure 3-104) offers three additional options for printing consolidated orders roster reports:
Roster, Shipdate, or BCT Code. To select an option heading, click the corresponding option
button, or enter the option number in the Option field and click the Execute button.
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1. Roster

Complete the field next to the Roster button with the appropriate roster number. The Line
__thru ___ field is automatically completed with 001 and 999, respectively; edit this field if
you wish. Then select the option heading.

A printer setup window opens. Select the appropriate printer, and click the OK button to
print. (A yellow status bar at the bottom of the window indicates “Print job processed ___
records.”) Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.

2. Shipdate

The Beginning  and Ending __ fields are automatically completed with today’s date;
edit these fields if you wish. Then select the option heading.

A printer setup window opens. Select the appropriate printer, and click the OK button to
print. (A yellow status bar at the bottom of the window indicates “Print job processed __
records.”) Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.

3. BCT Code

Use the drop-down box to complete the field next to the BCT Code button. The Ship Date
___thru ___ field is automatically completed with today’s date; edit this field if you wish. Then
select the option heading.

A printer setup window opens. Select the appropriate printer, and click the OK button to
print. (A yellow status bar at the bottom of the window indicates “Print job processed __
records.”) Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.

3.4.4.13 Not Used
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3.4.4.14 Monthly Reports

Select Monthly Reports (option 14) on the Initial Receiving—Special Processing window
(Figure 3-81). The Initial Receiving—Monthly Reports window (Figure 3-105) opens.

i Initial Receiving - Monthly Reports

P@P1-63-01 [THURSDAY [15:30:16 | 120TH AG BN (RECEPTIOND ADHIN LOCAL |FNF3

Meonthly Reports Menu

OPTION: Ih_ MONTH: IMARCH EE YEAR: |2001 EE

1. GIBILL Report

2. ARRIVALS Report

4. STATISTICS Report

3. EEO Repart |
| [T Choose Your Own Arrival Dates

ENTER ESC
HELP | << ASSIGNHENTS | EXECUTE | < Back |  <<< maIN | Exim |

Figure 3-105: Initial Receiving—Monthly Reports

In the Monthly Reports Menu section of the window, use the up- and down-arrows in the
Month and Year fields to select the month and year of the reports you wish to print.

The Initial Receiving—Monthly Reports window (Figure 3-105) offers three additional options
for printing monthly reports: GI Bill Report, Arrivals Report, EEO Report, or Statistics
Report. To select an option heading, click the corresponding option button, or enter the option
number in the Option field at the top of the screen and click the Execute button.

To return to the Initial Receiving—Assignment Menu (Figure 3-75), click the Assignments
button.

1. GI Bill Report

Select GI Bill Report (option 1) on the /nitial Receiving—Monthly Reports window (Figure
3-105). A printer setup window opens. Select the appropriate printer, and click the OK button
to print. Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.

2. Arrivals Report

Select Arrivals Report (option 2) on the Initial Receiving—Monthly Reports window (Figure
3-105). A printer setup window opens. Select the appropriate printer, and click the OK button
to print. Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.
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3. EEO Report

Select EEO Report (option 3) on the Initial Receiving—Monthly Reports window (Figure
3-105). A printer setup window opens. Select the appropriate printer, and click the OK button
to print. Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.

4. Statistics Report

If you want to select the arrival dates for the statistics reports you print, click in the
check-box next to Choose Your Own Arrival Dates, next to the Statistics Report button in the
Initial Receiving—Monthly Reports window (Figure 3-105). Then select Statistics Report
(option 4). The Enter Date Range for Statistics Report window (Figure 3-106) opens.

Enter Date Bange for Statistics Report s
Query Criteria
Arival Dates: || thru |
Y RAMDD Y WD Cr
EMTER ExC
Execute Cancel |

Figure 3-106: Enter Date Range for Statistics Report

Complete the Arrival Dates  thru __ field. Click the Execute button. To return to the
Initial Receiving—Monthly Reports window (Figure 3-105), click the Cancel button.

When you click the Execute button, the Generate Statistics for Which MOS(es)? window
(Figure 3-107) opens.
Generate Statistics for which M0O5([es] ?

MOS(es)
Caolumn 1 |EE

Colurn 2 : |'?5E
Colurn 3 |92G
Colurn 4 - |'?1L

3%
.
|
—

Mote: At tegst one WOS must be entered In arder to print

ENTER:

Help | PrintI C;S:cell

Figure 3-107: Generate Statistics for Which MOS(es)?

Enter the appropriate MOS(es) into the Column 1, 2, 3, and/or 4 fields. As noted on this
window, you must enter at least one MOS in order to print a statistics report. Click the Print
button. To return to the Initial Receiving—Monthly Reports window (Figure 3-105), click the
Cancel button.

When you click the Print button, a printer setup window opens. Select the appropriate
printer, and click the OK button to print. (A yellow status bar at the bottom of the window
indicates “Print job processed ___ records.”) Click the Cancel button to abort printing and return to
the previous window. Click the Setup button to change printer settings.
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3.4.5 Update Unit Information

To update unit information, complete the Enter UPC field next to the Update Unit
Information button on the Initial Receiving—Assignment Menu window (Figure 3-75). Then
select option 5, Update Unit Information. The /RB-UPC Update window (Figure 3-108)
opens.

Ea1—33—1|munsm¥ 15:37:85 | 128TH AG BN C(RECEPTION> ADHIN LOCAL |FWF3

Update Basic Training Uit |

upc: [lUETA Unit Name: [WOUB RECERTEE CO 120TH AG BN
Medical Clinic: I_ Dental Clinic: I_

BCT Code: I 01|
Payroll Code: I
NG UPC: FUB?’A

FACIDN (JSE): IE??EIUE?A
Site D (LES): I

ESC EMTER:
HELP | < Back | UPDATE | << MAIN | EXIT

Figure 3-108: IRB-UPC Update

In the top portion of the screen, the UPC and Unit Name fields are automatically completed
and are disabled, or grayed out, as are the Medical Clinic and Dental Clinic fields.

Complete these fields in the bottom portion of the screen: BCT Code, Payroll Code, NG
UPC, PACIDN (JSS), and Site ID (LES). Then click the Update button.

To return to the Initial Receiving—Assignment Menu window (Figure 3-75), click the Back
button. To return to the RECBASS-R Initial Receiving—Main Menu (Figure 3-4), click the Main
button. To quit RECBASS-R, click the Exit button.
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3.5 AIMS Interface

Select AIMS Interface (option 4) on the RECBASS-R Initial Receiving—Main Menu (Figure
3-4). The Initial Receiving—AIMS Interface [Main Menu] window (Figure 3-109) opens.

i Initial Receiving - AIMS Interface [Main Menu]

[P861—03—-01 [THURSDAY [15:37:16 | 120TH AG BN CRECEPTION> | ADHMIN [ M (412
AIMS Interface

oPTION: [ ||

1. GOURSE Scheduling ——3> | MI]S:I Training Phase: I_

2.CLASS Scheduling ——> | uPC:
EiC ENTER
HELP | < Back | EXECUTE EXIT

Figure 3-109: Initial Receiving—AIMS Interface [Main Menu]

To process AIMS interfaces, select the appropriate one of the two options in this window:
Course Scheduling or Class Scheduling. To select an option, enter the option number in the
Option field at the top of the screen and click the Execute button, or click the corresponding
option button.

To return to the RECBASS-R Initial Receiving—Main Menu (Figure 3-4) from the Initial
Receiving—AIMS Interface [Main Menu] (Figure 3-109), click the Back button. To quit
RECBASS-R, click the Exit button.
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3.5.1 Course Scheduling

To process course scheduling, complete the MOS and Training Phase fields next to the
Course Scheduling button in the /nitial Receiving—AIMS Interface [Main Menu] window
(Figure 3-109). Select Course Scheduling (option 1). The [nitial Receiving—AIMS Interface
[Course Scheduling] window (Figure 3-110) opens.

4 Initial Receiving - AIMS Interface [COURSE Scheduling]

@O0-03-07 | MONDAY [15:42751 | L20TH AG DN CRECEPTION> | ADHIN AIZIMN 112
AIMS COURSE Scheduling

MOs: [820 Phass: [T BT Course: [T
AT Course: |
ATRRS Course ID; [750-5T

ATRRS Schoal Cade: [&05

HELP | < phcK | lﬁ <« maIn | EXIT
Figure 3-110: Initial Receiving—AIMS Interface [Course Scheduling]

Complete/edit the BT Course, AIT Course, ATRRS Course ID, and ATRRS School Code

fields. The MOS and Phase fields are already completed and are grayed out. Click the Update
button.

To return to the Initial Receiving—AIMS Interface [Main Menu] window (Figure 3-109), click
the Back button. To return to the RECBASS-R Initial Receiving—Main Menu (Figure 3-4), click
the Main button. To quit RECBASS-R, click the Exit button.
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3.5.2 Class Scheduling

To process class scheduling, complete the UPC field next to the Class Scheduling button
(option 2) in the Initial Receiving—AIMS Interface [Main Menu] window (Figure 3-109). Select
Class Scheduling (option 2). The Initial Receiving—AIMS Interface [Class Scheduling] window
(Figure 3-111) opens.

Initial Receiving - AIMS Interface [CLASS Scheduling]

IW|15:4:13 [ 126TH AG BN (RECEPTION> | ADMIN [T/ [4.12
AIMS CLASS Scheduling

UPE: ﬁuam Unit Name; [WOUB RECEPTEE CO 120TH AG EN

BT Class: ET Section: |
AT Clags: AT Section I—

HELP | — | B ] << MAIN | EXIT
Figure 3-111: Initial Receiving—AIMS Interface [Class Scheduling]

Complete the BT Class, BT Section, AIT Class, and AIT Section fields. The UPC and
Unit Name fields are already completed and are grayed out. Click the Update button.

To return to the Initial Receiving—AIMS Interface [Main Menu] window (Figure 3-109), click
the Back button. To return to the RECBASS-R Initial Receiving—Main Menu (Figure 3-4), click
the Main button. To quit RECBASS-R, click the Exit button.
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3.6 Export/Import RECBASS-R Data

Select Export/Import RECBASS-R Data (option 5) on the RECBASS-R [nitial Receiving—
Main Menu (Figure 3-4). The Initial Receiving—Export/Import RECBASS-R Data window
(Figure 3-112) opens.

1 Initial Receiving - Export/Import RECBASS Data

[PAB1—A3—@1 [THURSDAY [15:41:19 | 126TH AG BN CRECEPTION> ADHIN 412
Expeort / Import |

 Export Options

™ Copy Export File to foliowing directony ©

Target (UNG): |

 MEPCOM
 AIMS COURSES |

 HOLDCODES R

© MOS
© ON POST UNITS — Import ptians
 WORLDWIDE UNITS
 USER ACCOUNTS

™ Copy import Fits(s) from foliowing directony
Source (UNC]: |

IMPORT |

E3i

HELP < MAIN EXIT

Figure 3-112: Initial Receiving—Export/Import RECBASS-R Data

Click on a radio-button next to one of nine data types listed on the left side of the Initial
Receiving—Export/Import RECBASS-R Data window (Figure 3-112): Roster(s), Site,
MEPCOM, AIMS Courses, Hold Codes, MOS, On Post Units, Worldwide Units, or User
Accounts.

3.6.1 Export/Rosters

If you select Roster(s): In the Export Options section of the window, click in the check-box
next to Copy Export File to following directory, and complete the Target (UNC) field. Click
the Export button. The Select Roster(s) To Export window (Figure 3-113) opens.

Select Roster[s] To Export

Available Rosters Export Rosters:

2009103 24

2005243 1
2005245 2
Z012104 &0
201310k 26

z0191l& &0 << REMOVE |
2019127 &0

Totsl Court: 476 7| Total Cournt: 24

Refresh | Abort | Export |
Figure 3-113: Select Roster(s) To Export

To build a list of rosters to export, select a roster from the Available Rosters list on the left
side of the window. Then click the Add button. Your Export Rosters list builds on the right
side of the window. To remove a roster from the list, select the roster, and click the Remove
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button. To start your list over, click the Refresh button. To return to the Initial Receiving—
Export/Import RECBASS-R Data window (Figure 3-112) without exporting rosters, click the
Abort button. To export the selected rosters in the Export Rosters field, click the Export
button. A yellow status bar at the bottom of the Initial Receiving—Export/Import RECBASS-R
Data window (Figure 3-112) indicates how many data records were exported to which
destination.

3.6.2 Import/rosters

If you select Roster(s) from the data types listed on the left side of the Initial Receiving—
Export/Import RECBASS-R Data window (Figure 3-112): In the Import Options section of the
window, click in the check-box next to Copy Import File to following directory, and complete
the Source (UNC) field. Click the Import button. The Select Files To Import window (Figure
3-114) opens.

B Select File(s) to Import E

IMPORT-TYPE{ ComputerHame) .Yersion
ROSTER [ GRAVESM) . 412 ;

none files
[T Owerwrite Existing Records

ENTER EZC

Cancel |

Figure 3-114: Select File(s) To Import
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3.7 SIDPERS Special Processing

Select SIDPERS Special Processing (option 6) on the RECBASS-R Initial Receiving—Main

Menu (Figure 3-4). The Initial Receiving—SIDPERS Special Processing window (Figure 3-115)
opens.

1 Initial Receiving - SIDPERS Special Processing

[PAB1—A3—@1 [THURSDAY [15:42:37 | 126TH AG BN CRECEPTION> ADHIN 412
SIDPERS 3 Special Processing

1. Create ARRIVALS file - 4121 {DARY 1)

I Recreate
. 2. Create ACCESSIONS file (DAY3)§|

3. Send file to SIDPERS 3 Host using FTP

Iv Resend

4. View SIDPERS 3 Event Log |

EsC

HELP | < MAIN EXIT

Figure 3-115: Initial Receiving—SIDPERS Special Processing

Select one of the four options in this window: Create ARRIVALS file 4121 (DAY 1),
Create ACCESSIONS file (DAY 3), Send file to SIDPERS 3 Host using FTP, or View
SIDPERS 3 Event Log. To select an option, click the corresponding option button.

To return to the RECBASS-R Initial Receiving—Main Menu (Figure 3-4) from the Initial

Receiving—SIDPERS Special Receiving window (Figure 3-115), click the Main button. To quit
RECBASS-R, click the Exit button.
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3.7.1 Create Arrivals File 4121 (Day 1)

To create an arrivals file, select Create ARRIVALS File 4121 (option 1) from the Initial
Receiving—SIDPERS Special Processing window (Figure 3-115). The [Initial Receiving—
SIDPERS-3 Arrivals Creation Menu window (Figure 3-116) opens.

4 Initial Receiving - SIDPERS-3 Anivals Creation Menu

Wua:ss:as I 43D AG BN [ ADHMIN 70 412
SIDPERS 3 - Create Arrivals File

oPTION: [ T

OPTIONAL Line Numbers

1. ROSTER —-> | Beginning: |E1E11 Endingz (999

2. ARRIVAL DATE -> | Beginning: (20808818 Ending: (20808818

Y MMDD MDD

ENTER

HELP < lEasnccx | EXECUTE | << MAIN | EXIT
Figure 3-116: Initial Receiving—SIDPERS-3 Arrivals Creation Menu

In addition, if you click in the check-box next to Recreate in the Initial Receiving—SIDPERS
Special Processing window (Figure 3-115), a warning message appears which reads, “Are you
sure you want to recreate? This option should only be used in emergency situations. If you choose a
batch number that has already been created, then it will be overwritten and batch number will change in
database for each soldier selected.” Click the Yes button to continue, or click the No button to
abort.

If you click the Yes button, an Enter the batch number to recreate message box appears.
Enter the batch number in the field, and click the Continue button. The Initial Receiving—
SIDPERS-3 Arrivals Creation Menu window (Figure 3-116) opens.

Select the appropriate one of the two options in this window, either Roster or Arrival Date.
To select an option, enter the option number in the Option field at the top of the screen and click
the Execute button, or click the corresponding option button.

3.7.1.1 Roster

Complete the Roster field next to the Roster button. In the Optional Line Numbers
section, the Beginning and Ending fields are automatically completed with 001 and 999,
respectively; edit these fields if you wish. Select Roster (option 1) on the Initial Receiving—
SIDPERS-3 Arrivals Creation Menu window (Figure 3-116). A message box opens which reads,
“Are you sure you want to create file?” Click the Yes button to continue, or click the No button to
abort. If you click the Yes button, the SIDPERS-3 Transaction Summary window (Figure 3-117)
opens.
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SIDPERS 3 Transaction Summary B

ELAPSED THAE: 0 minutes [ seconds

BATCH HUMBER : 989
Humber of Soldiers Processed : 31
Humber of Transactions Created : 37

Soldiers Skipped { DB Error ) :
Soldiers Skipped ( Already Processed j: )

Output File:f: rechassrechassd 1 ZsidpersTautput RE9EI.04

ENTER

Figure 3-117: SIDPERS-3 Transaction Summary

This window details the elapsed time, batch number, number of soldiers processed, number
of transactions created, number of soldiers skipped in a database error, number of
already-processed soldiers skipped, and the output files source. To accept this data and return to
the Initial Receiving—SIDPERS-3 Arrivals Creation Menu window (Figure 3-116), click the OK
button.

3.7.1.1.1 FTP

To create an FTP (file transfer protocol), click the FTP button next to the OK button. The
Session Profile window (Figure 3-118) and the WS FTP32 window (Figure 3-119) open
simultaneously, with the Session Profile window on top.

%]

Session Profile

Profile Hame: |FEEREE
Delete... | Save | New | ] |
Host Hame'ISIDPEF\SB Advanced |
Hast Type: I UNIX [standard) A Help |
UserID I ™ #nonyrmous Login

Pazsword: l— ™ Save Password
Ag:ounl:l ™ Auto Save Config

Initial Directori

Remate Haost: I
Local EE'I

Qummeﬂl.l

Figure 3-118: Session Profile

Complete the nine fields in the Session Profile window (Figure 3-118): Profile Name, Host
Name, Host Type, User ID (Anonymous Login), Password (Save Password), Account (Auto
Save Config), Remote Host, Local PC, and Comment.

To delete all information in these fields for the currently selected profile, click the Delete
button. To save the data, click the Save button. To enter all new information, click the New
button.

To accept this information and continue to the WS FTP32 window (Figure 3-119), click the
OK button. To close this Session Profile window (Figure 3-118) and continue to the WS FTP32
window (Figure 3-119), click the Cancel button.
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TaWS_FTP32 =] B3
—Local Spst —Femote Syster
J=: ~rechass rechasss  1277] | =l
E;a_ % 2+ ChaDir Chal,
&= MkDir ekl
[-d-]
[-f-] RmDir Fimlir
[-m—1] p———
i | OE [ ]
rb9389 .dat |
rb990 . dat | HiE, e e,
rb991 .dat |
rb392 .dat | Exec Exec
rb993 dat |
rh994 dat | Hensme: B Fensme:
rh395 . dat I [elete [elete
Refresh Refrest
4 | Dirlnter Ll
&+ ASCI " Binam I Auto
WNSOCK. DLL: WinSock 2.0 -
WwS_FTP32 3.00, Copyright © 1934-1998 John &. Junod. Al rights reserved. -
LConnect | Cancel I Logtw/nd I Help | Dptiong | About I Exit I

Figure 3-119: WS_FTP32

In the WS FTP32 window (Figure 3-119), check the information supplied in the Local
System or Remote System sections, depending on where your FTP is located. To change the
directory in either section, select a directory from the list, and click the ChgDir button. To
change to a new (unlisted) directory, click the MkDir button. To remove a directory from the
list, click the RmDir button.

Select a file from the lower portion of the screen. To view that file in a Notepad document,
click the View button. To associate that file with a selected directory, click the Exec button. An
Associate window (Figure 3-120) opens.

Associate
Filez with Extenzion: =Bl -
Azzociate With: Cancel |

Browse...

chprogra™ 1 winziphwinzip 32 exe
notepad. exe Help

i

Figure 3-120: Associate

Use the drop-down box to select a file extension; complete the Associate With field with a
directory and path. Click the OK button to continue. Click the Cancel button to return to the
WS FTP32 window (Figure 3-119) without associating a file extension with a directory and
path. Click the Browse button to find a file.

To rename a file from the WS FTP32 window (Figure 3-119), click the Rename button. An
Input window opens. Enter the new name in the empty field, and click the OK button to
continue or the Cancel button to abort.

To delete a file, click the Delete button. A Verify Deletion window opens. Click the Yes
button to continue, or click the No button to abort.

To refresh the list of files, click the Refresh button. To see directory information displayed
in a Notepad document, click the DirInfo button.
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Click on a radio-button next to the appropriate text format, ASCII or Binary, or click in the
check-box next to Auto.

To complete the creation of the FTP, click the Connect button at the bottom of the
WS FTP32 window (Figure 3-119). The Session Profile window (Figure 3-118) opens again.

Follow the instructions above for this screen.

To abort creation of the FTP, click the Cancel button at the bottom of the WS FTP32
window (Figure 3-119). To view the message log, click the LogWnd button.

To read about the FTP Client for Windows software program, click the About button.

To close the WS FTP32 window (Figure 3-119), click the Exit button, or click the X box in
the upper-right-hand corner of the window.

For a list of options in creating an FTP, click the Options button. The Options window
(Figure 3-121) opens.

| Program Ophions. E it |
Sesgion Dptions. .. Help |
ASCI Extensions...

File Azzaciations. ..

Save Mireston Wames

Estension Conversions. . |

Save Window Locations

Figure 3-121: Options

To select program options, click the Program Options button. The Program Options
window (Figure 3-122) opens.

Program Options
r Ligtbox Font
I B R " Sustem Variable
v Show Full Directary Information " System Fixed
™ Auto Save Host Configurations ' ANSI V.arlable
¥ Werity Deletions & ANS| Fined
. ¢ Custom Font
¥ Show Connect Dialog on Startup
[" Debug Messages [ Scale Fonts
Teut Wiewer: Inolepad

E-Mail Address: Ipettya@lecbass.army.mil
Log filename: IW’S_FTF’.LDG ¥ Enable log

" Transfer Rates

(¢ hits/ser (" Bytesise

Recy Bytes |4DSB Cancel |
Send Bytes IW Help |

Figure 3-122: Program Options

Double Click
€ Transfer
© View

' Mothing
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To select an option, click in the check-box next to the option listed on the left side of the
screen, or press the underlined letters on the keyboard. Click on the desired radio-button option
in the Listbox Font area: System Variable, System Fixed, ANSI Variable, ANSI Fixed, or
Custom Font. If you select Custom Font, a Font window opens. Select a font, font style, size,
and script. Click the Apply button, then the OK button to continue. Click the Cancel button to
return to the Program Options window (Figure 3-122) without selecting a font.

Click in the check-box under the Listbox Font section to select Scale Fonts.

To complete the Text Viewer field, click in the field, or press V on the keyboard. To
complete the E-Mail Address field, click in the field, or press E on the keyboard. To complete
the Log Filename field, click in the field and enter the log file name; click in the check-box
marked Enable log, if you wish.

To select an option that works with a double-click, select one of the three following options
in the Double Click section in the lower left corner of the screen: Transfer, View, or Nothing.

To adjust the data transfer rates, click on a radio-button next to Bits/sec or Bytes/sec in the
Transfer Rates section at the bottom of the screen. To adjust the size of the data sent and
received, click in the Recv Bytes and Send Bytes fields and enter the appropriate number.

To save your selections, click the Save button. To cancel this window without saving
changes, click the Cancel button.

To select session options from the Options window (Figure 3-121), click the Session
Options button. The Session Options window (Figure 3-123) opens.

Host Type: | SIRalipe iaga E1=te] j Save I
¥ Zuta Update Remote Directaries

¥ Show Transfer Dislog

[ Use PASY Transfer Mode Help |
w .

v Soltec.l Listboxes S ave as Defaul |
[ Use Firewal

[ Force Lowercase [" Convert Extensions
r— File Mame:
™ Send Unigue [host assighs name)
[~ Receive Unique [PC assigns name)
¥ Prompt for Destination File Mames

Sounds

* Mone " Beeps = Wave

—Transfer Mode———————— [~ Wiewlinks
LT L8 ¥ az directories
" Binary " Auto Detect € as files

Figure 3-123: Session Options

Use the drop-down box to select a host type, or enter the host type yourself, in the Host Type
field. To select or deselect the listed options, click in the check-box next to each option.
Perform the same actions in the File Names section.
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In the Sounds and View Links sections, click in the radio-button next to the appropriate
selection. In the Transfer Mode section, select the ASCII option.

To save your selections, click the Save button. To cancel this window without saving
changes, click the Cancel button. To save your selections as a default, click the Save as Default
button.

To set ASCII extensions, click the ASCII Extensions button from the Options window
(Figure 3-121). The Auto Detect Extensions window (Figure 3-124) opens.

Auto Detect Extensions [ )

e
I Add | Help |

BAT -

L Delete

HTML —l

L5T

ME

PRN In Auta-Maode, all files are

PRT transfernred as binary

RC unless the extension is

THET listed here.

THT.BETE

README 7]

Figure 3-124: Auto Detect Extensions

To set an ASCII file extension, enter it in the ASCII Mode field, and click the Add button.
To delete an extension from the list, click on the extension to be deleted in the list-box and click
the Delete button.

To return to the Options window (Figure 3-121), click the Exit button.

To set extension conversions, click the Extension Conversions button from the Options
window (Figure 3-121). The Convert Extensions window (Figure 3-125) opens.

Convert Extensions E

Source Diestination Add | Exit
I I Delete | Help

i Converts the source
" ewtension to the destination
extenzion on transfer.
Source iz dependent an
tratsfer direction.

4G

Figure 3-125: Convert Extensions

Complete the Source and Destination fields, and click the Add button to add the new
conversion to the list. To remove a conversion, select it from the list in the window, and click
the Delete button. To return to the Options window (Figure 3-121), click the Exit button.

To associate a file with a selected directory, click the File Associations button from the
Options window (Figure 3-121). An Associate window (Figure 3-120) opens.
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Use the drop-down box to select a file extension; complete the Associate With field with a
directory and path. Click the OK button to continue. Click the Cancel button to return to the
Options window (Figure 3-121) without associating a file extension with a directory and path.
Click the Browse button to find a file.

The Save Directory Names option is disabled, or grayed out.
3.7.1.2  Arrival Date

3.7.2 Create Accessions file (Day 3)

To create an accessions file, select Create Accessions File (option 2) from the [Initial
Receiving—SIDPERS Special Processing window (Figure 3-115). The Initial Receiving—
SIDPERS-3 Accessions Creation Menu window (Figure 3-126) opens.

a Initial Receiving - SIDPERS-3 Accessions Creation Menu

Po0e-88-18 [ FRIDAY [14:27:24 [ 120TH AG BN C(RECEPTION> ADHIN 412
SIDPERS 3 - Create Accessions File

OPTION - | | |
1. ROSTER ——> Line: [081  they [797

2. SHIPDATE —> Beginning: IZBBEIB Ending: |20800818

SCrMMOD MDD

3. BCT GODE -> v | with SHIP DATE: | 18  thru | 18

Y MMOD SCrMMOD

[~ Generate dummy 4130 transactions (RECBASS Personnel Test Results)
ENTER

HELP < lEaSnDcx | EXECUTE | << MAIN | EXIT
Figure 3-126: Initial Receiving—SIDPERS-3 Accessions Creations Menu

In addition, if you click in the check-box next to Recreate in the Initial Receiving—SIDPERS
Special Processing window (Figure 3-115), a warning message appears which reads, “Are you
sure you want to recreate? This option should only be used in emergency situations. If you choose a
batch number that has already been created, then it will be overwritten and batch number will change in
database for each soldier selected.” Click the Yes button to continue, or click the No button to
abort.

If you click the Yes button, an Enter the batch number to recreate message box appears.
Enter the batch number in the field, and click the Continue button. The screen returns to the
Initial Receiving—SIDPERS-3 Accessions Creation Menu window (Figure 3-126).

Select the appropriate one of the three options in this window: Roster, Shipdate, or BCT
Code. To select an option, enter the option number in the Option field at the top of the screen
and click the Execute button, or click the corresponding option button.

RECBASS Version 4.13 3-88
13 March 2001



In-processing New Arrivals - Initial Receiving RECBASS-SUM (Draft)

3.7.2.1 Roster

Complete the Roster field next to the Roster button. The Line __ thru __ fields are
automatically completed with 001 and 999, respectively; edit these fields if you wish. Select
Roster (option 1) on the Initial Receiving—SIDPERS-3 Accessions Creation Menu window
(Figure 3-126).

A Confirm message box appears which asks, “Are you sure you want to create file?” Click the
Yes button to continue. Click the No button to return to the Initial Receiving—SIDPERS-3
Accessions Creation Menu window (Figure 3-126).

If you click the Yes button, the SIDPERS-3 Transaction Summary window (Figure 3-127)
opens.

SIDPERS 3 Transaction Summary <]

ELAPSED TIVE: ) minutes [ seconds

BATCH HUMBER : NONE
Humber of Soldiers Processed: |

Humber of Transactions Created :

0
Soldiers Skipped (DB Error }: )
Soldiers Skipped ( Already Processed j: 1

Output File:f: rechassrechassd 1 ZsidpersTautputiRE 000.0)

ENTER
O

Figure 3-127: SIDPERS-3 Transaction Summary

This window provides a transaction summary which includes the batch number, number of
soldiers processed, the number of transactions created, the number of soldiers skipped due to a
database error, and the number of soldiers skipped who were already processed.

After you have read this summary, click the OK button to return to the Initial Receiving—
SIDPERS-3 Accessions Creation Menu window (Figure 3-126).

To create an FTP (file transfer protocol), click the FTP button next to the OK button. The
Session Profile window (Figure 3-118) and the WS FTP32 window (Figure 3-119) open
simultaneously, with the Session Profile window on top.

To proceed from the Session Profile window (Figure 3-118) and the WS FTP32 window
(Figure 3-119), follow the steps listed in Section 3.7.1.1.1.

3.7.2.2  Shipdate

The Beginning and Ending fields next to the Shipdate button are automatically completed
with today’s date; edit these fields if you wish. Select Shipdate (option 2) on the [Initial
Receiving—SIDPERS-3 Accessions Creation Menu window (Figure 3-126).
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A Confirm message box appears which asks, “Are you sure you want to create file?” Click the
Yes button to continue. Click the No button to return to the Initial Receiving—SIDPERS-3
Accessions Creation Menu window (Figure 3-126).

If you click the Yes button, the SIDPERS-3 Transaction Summary window (Figure 3-127)
opens.

This window provides a transaction summary which includes the batch number, number of
soldiers processed, the number of transactions created, the number of soldiers skipped due to a
database error, and the number of soldiers skipped who were already processed.

After you have read this summary, click the OK button to return to the /nitial Receiving—
SIDPERS-3 Accessions Creation Menu window (Figure 3-126).

To create an FTP (file transfer protocol), click the FTP button next to the OK button. The
Session Profile window (Figure 3-118) and the WS FTP32 window (Figure 3-119) open
simultaneously, with the Session Profile window on top.

To proceed from the Session Profile window (Figure 3-118) and the WS FTP32 window
(Figure 3-119), follow the steps listed in Section 3.7.1.1.1.

3.7.2.3 BCT Code

Using the drop-down box, complete the BCT Code field. The with Ship Date  thru
fields are automatically completed with today’s date; edit these fields if you wish. Select BCT

Code (option 3) on the Initial Receiving—SIDPERS-3 Accessions Creation Menu window (Figure
3-126).

A Confirm message box appears which asks, “Are you sure you want to create file?” Click the
Yes button to continue. Click the No button to return to the Initial Receiving—SIDPERS-3
Accessions Creation Menu window (Figure 3-126).

If you click the Yes button, the SIDPERS-3 Transaction Summary window (Figure 3-127)
opens.

This window provides a transaction summary which includes the batch number, number of
soldiers processed, the number of transactions created, the number of soldiers skipped due to a
database error, and the number of soldiers skipped who were already processed.

After you have read this summary, click the OK button to return to the Initial Receiving—
SIDPERS-3 Accessions Creation Menu window (Figure 3-126).

To create an FTP (file transfer protocol), click the FTP button next to the OK button. The
Session Profile window (Figure 3-118) and the WS FTP32 window (Figure 3-119) open
simultaneously, with the Session Profile window on top.

To proceed from the Session Profile window (Figure 3-118) and the WS FTP32 window
(Figure 3-119), follow the steps listed in Section 3.7.1.1.1.
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3.7.3 Send file to SIDPERS 3 Host using FTP

To send a file to SIDPERS 3 Host, using FTP, select Send file to SIDPERS 3 Host Using
FTP (option 3) from the Initial Receiving—SIDPERS Special Processing window (Figure 3-115).
The Session Profile window (Figure 3-118) and the WS FTP32 window (Figure 3-119) open
simultaneously, with the Session Profile window on top.

If you click in the check-box next to Resend in the Initial Receiving—SIDPERS Special
Processing window (Figure 3-115), a message box appears, asking you to “Select the batch file you
want to resend.” Select a file from the list, and click the Resend button to continue, or click the
Cancel button to return to the Initial Receiving—SIDPERS Special Processing window (Figure
3-115).

To proceed from the Session Profile window (Figure 3-118) and the WS FTP32 window
(Figure 3-119), follow the steps listed in Section 3.7.1.1.1.

3.74 View SIDPERS 3 Event Log

To view the SIDPERS 3 event log, select View SIDPERS 3 Event Log (option 4) from the
Initial Receiving—SIDPERS Special Processing window (Figure 3-115). The Initial Receiving—
View SIDPERS 3 Event Log window (Figure 3-128) opens.

,Blnilial Receiving - Yiew SIDPERS3 Event Log

[POPA-08—22 [ TUESDAY [1@:42:26 | 120TH AG BN {RECEPTION> | ADHIN 412
SIDPERS3 Fvent Log |

Event User ID  Description

2000-05-18 &t 13:54:32 Fri 02 ADMIN Mo 1 Count:32 Skips:0/0 [(:0] 20291 05 001 999
2000-08-17 &t 11:57:53Thu Loz  ADMIN  Mo:997 Soldiers:31 Count:32 Skips: 00 [001] 20281 05 001 999
2000-08-17 &t 10:33:59 Thu 102 ADMIN  Mo'996 Soldiers:31 Count32 Skips:0/0 [000] 20291 05 001 933
2000-08-11 st 13:31:55Fri Loz  ADMIN Mo:935 Soldiers 31 Count32 Skips: 00 [000] 20281 05 001 998
2000-08-11 &t 1210:04 Fvi 102 ADMTN  Mo:994 Soldiers:31 Count32 Skips:0/0 [0:0] 20291 05 001 999
2000-08-11 st 09:57:29Fri Loz  ADMIN Mo:993 Soldiers 31 Count32 Skips: 00 [00] 20281 05 001 998
2000-08-11 &t 09:27:05Fri 102 ADMIN o992 Soldiers:31 Count32 Skips: 00 [0:0] 20291 05 001 993
2000-08-11 st 09.21:54Fri Loz  ADMIN M0:991 Soldiers 31 Count32 Skips: 0/ [00] 20291 05 001 999
2000-08-10at 15:34.52 Thy Loz ADMIN ho:990 Soldiers: 31 Count:32 Skips: 010 [000] 20291 05 001 999
2000-05-10 &t 15:28:38 Thu 102 ADMIN  Mo:939 Soldiers:31 Count32 Skips:0/0 [000] 20291 05 001 933

ENTER: {ESC 1of10

HELP PRINT < BACK | REFRESH EXIT |
Figure 3-128: Initial Receiving—View SIDPERS 3 Event Log

This log lists the event date and time, number, user ID, and description. To print an event
listed, select the event and click the Print button.

A printer setup window opens. Select the appropriate printer, and click the OK button.
Click the Cancel button to abort printing and return to the previous window. Click the Setup
button to change printer settings.

To return to the Initial Receiving—SIDPERS Special Processing window (Figure 3-115) from
the Initial Receiving—View SIDPERS 3 Event Log window (Figure 3-128), click the Back button.
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To refresh the list of events in the event log, click the Refresh button. To quit RECBASS-R,
click the Exit button.

3.8 Display Expected Arrivals

Select Display Expected Arrivals (option 7) on the RECBASS-R Initial Receiving—Main
Menu (Figure 3-4). The Initial Receiving—Display Expected Arrivals window (Figure 3-129)
opens.

3 Initial Receiving - Display Expected Armrivals

[PAA1—A3—@1 [THURSDAY [15:44:42 [ 126TH AG BN CRECEPTION> ADMIN LOCAL |FNF3

Complete List of EXPECTED ARRIVALS |

Expected Number of Soldiers B
Arrival [late  Service Component Expected
19990916 MNational Guard

19990825 National Guard 1
19990819 National Guard 31
Regular Army 1
19990818 National Guard 34
19990817 National Guard 31
19990816 National Guard 2
Regular Army 382
19990814 Regular Army 3
19990813 National Guard 1
Regular Army 2
19590812 National Guard 3
Regular Army 1
Total Humber of Soldiers in MEPCOM database: SO0 LI
ENTER: EC
HELP | [BROWSE | PRINT | Viewlog | REFRESH | <MAIN | EXIT |

Figure 3-129: Initial Receiving—Display Expected Arrivals

This list details the expected arrival date, service component, number of soldiers expected, as
well as the total number of soldiers in MEPCOM databases.

To refresh the list, click the Refresh button. To return to the RECBASS-R Initial Receiving—
Main Menu (Figure 3-4) from the Initial Receiving—Display Expected Arrivals window (Figure
3-129), click the Main button. To quit RECBASS-R, click the Exit button.

To print a list of expected arrivals from the Initial Receiving—Display Expected Arrivals
window (Figure 3-129), select a date/component/number, and click the Print button.

A printer setup window opens. Select the appropriate printer, and click the OK button to
print. Click the Cancel button to abort printing and return to the previous window. Click the
Setup button to change printer settings.

To search for a specific soldier in the MEPCOM database, select a date/component/number,
and click the Browse button. The Initial Receiving—Browse MEPCOM window (Figure 3-130)
opens.
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a Initial Receiving - Browse MEPCOM

[Peea—88—22 [ TUESDAY [14:88:02 [ 129TH AG BN (RECEPTION> ADMIN LOCAL JIKF]

Browsing MEPCOM by [ 199908818 Currently SORTED bv:lﬁ
Expect SERY -

19998818 ODONOGHUE JAMES UWILLIAM BePORA198 19990818 13BA0O

19998818 HETZLER JOSHUA ERICH AARAAA199 19998818 13EA0 G

19998818 MONTAS ARIEL ARNOLDO BAROAA20A 19990818 13BBO G

19998818 ORTA TOMAS 0806606211 199968818 13BBO G

19998818 BLACKMON MARSHALL LEE AAAOAA238 19990818 13MB0 G

19998818 DESILUA JOHN WAYNE 606066239 199960818 13BB0 G

19998818 SIMMONS DARIK ANTHOWY AAAAAA254 19998817 13BA0 G

19998818 ZELLER PHILLIP JASON BepEeA257 199940720 13880 G

19998818 BREDEHORN LAWRENCE MICHAEL GPAARA268A 19998818 13BAO G

19998818 STROTHMANN MATTHEY K BPPOBA268 19990818 13BB0 G

19998818 COBLE JASON RAY B06ABRA272 199960818 13BBO G

19998818 BOYD DEANGELO BARAAA2773 19990818 13BB0 G

19998818 STORLIE JERROD OUEN 6806606275 19996818 13BB0 G

19998818 MCGRECK PETER UAN aARRAA2 76 19990526 13EBQ G

199968818 MELSON AARON CHRISTOPHER 6066686277 199960818 13BB0 G _I

T 1 of 34

HELP | < E1;:S;c1(| ERINT | UPDATE ] ViewaLL| << marn | Exim |
Figure 3-130: Initial Receiving—Browse MEPCOM

To sort this list by Name, SSN, Expected Date, BASD, MOS, Service, or Arrival Date,
choose a sort category from the drop-down box in the Currently sorted by: field at the top of
the screen. The Browsing MEPCOM by field, at the top of the screen, contains the expected
date by which this list was compiled.

To return to the Initial Receiving—Display Expected Arrivals window (Figure 3-129) from the
Initial Receiving—Browse MEPCOM window (Figure 3-130), click the Back button. To return to
the RECBASS-R Initial Receiving—Main Menu window (Figure 3-4) from the Initial Receiving—
Browse MEPCOM window (Figure 3-130), click the Main button. To quit RECBASS-R, click
the Exit button.

To print a record from the MEPCOM list, click the Print button. A printer setup window
opens. Select the appropriate printer, and click the OK button to print. Click the Cancel button
to abort printing and return to the Initial Receiving—Browse MEPCOM window (Figure 3-130).
Click the Setup button to change printer settings.

To update a soldier’s record, select the record and click the Update button. The /nitial
Receiving—Add Individual Via Browse [I of 2] window opens, which is the same as the Initial
Receiving—Update Individual Via Browse [1 of 2] window (Figure 3-6). Follow the instructions
for Figure 3-4 and Figure 3-5, listed in Section 3.2.1 to update a soldier’s MEPCOM record.

To view all MEPCOM data columns for a particular soldier, select a solider from the /nitial
Receiving—Browse MEPCOM window (Figure 3-130) and click the View All button. A View
All-MEPCOM Data Columns window (Figure 3-131) opens.
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View ALL - MEPCOM Data Columns
199908819 MILLER JOSEPH DENNIS

i 2 3
COLUMN NAME (SIZE>» [12345678920123456789012345678901

Figure 3-131: View AIlI-MEPCOM Data Columns

To print this screen, click the Print button. A printer setup window opens. Select the
appropriate printer, and click the OK button to print. Click the Cancel button to abort printing
and return to the Initial Receiving—Browse MEPCOM window (Figure 3-130). Click the Setup
button to change printer settings.

To return to the Initial Receiving—Browse MEPCOM window (Figure 3-130), click the OK
button.

To view the ARADS Input Log for a specific record listed in the Initial Receiving—Display
Expected Arrivals window (Figure 3-129), select a date/component/number from that window,
and click the View Log button. The Initial Receiving—View ARADS Log window (Figure 3-132)
opens.

.4 Initial Receiving - View ARADS Log
ARADS Input Log |
UPC IRR Description -~
1999-08-19 at : 1, Updates: 0 cte: 0
1999-02-19 at 11:04:0Z Thu 34T9L N  Processed 1,Inserts: 1, Updates: 0, Rejects: 0
1999-08-19 st 10:57:41 Thu 34T94 N  Processed 1, Inserts: 0, Updates: 1, Rejects: 0
1999-08-19 st 10:00:5Z Thu 34T94 N  Processed 1, Inserts: 0, Updates: 1, Rejects: 0
1999-08-19 at 09:57:05 Thu 34T94 N  Processed 1, Inserts: 0 Updates: 1, Rejects: 0
1999-08-17 at 09:50:23 Tue 34T9L N  Processed 5, Inzerts: 3 Updates: 2| Rejects: 0
1993-08-17 at 09:48:17 Tue 34T9L N Processed 317 | Inserts: 153, Updates: 164 , Rejects: 0
1995-08-16 at 14:29:21 Mon 34T9L N Processed 5, Inserts: 3| Updates: 2| Rejects: 0
19959-08-16 at 14:28:29 Mon 34TS9A N Processed 317 | Inzerts: 153, Updates: 164 | Rejects: 0
19959-08-1€ at 14:27:17 Mon 34TSA N Processed 325 Inserts: 162 | Updates: 163, Rejects: 0
1393-0%-1€ at 03:46:14 Mon 34T9L N  Processed 325 | Inserts: 162, Updates: 163, Rejects: 0
1293-08-14 av 14:Z6:2%3 Sar 34T9L N Processed 169 | Inserts: 164 , Updates: 5, Rejects: 0
1993-08-1% av 14:25:4% Fri 34T9L N  Processed 8, Inserts: 2, Updates: 4, Rejects: 0
1999-02-1Z at 14:13:25 Thu 34T9L N Processed 5, Inserts: 3, Updates: 2, Rejects: 0
1999-02-11 at 14:11:24 Wed 34T9L N Processed 12, Inserts 12, Updates: 0, Rejects: 0 —
1999-08-11 =t 09:43:2Z Wed 34T9L N  Processed 169 Inserts: 164, Updates: 5, Rejects: 0
1999-08-11 =t 09:42:15 Wed 34T9L N Processed §,Inserts: 2, Updates: 4, Rejects: 0 LI
EMTER { ESC 1ot1d
HELP | PRINT | < BACK REFRESH EXIT

Figure 3-132: Initial Receiving—View ARADS Log

To return to the Initial Receiving—Display Expected Arrivals window (Figure 3-129), click
the Back button. To refresh the list, click the Refresh button. To quit RECBASS-R, click the
Exit button.

To print the ARADS log, click the Print button. A printer setup window opens. Select the
appropriate printer, and click the OK button to print. Click the Cancel button to abort printing
and return to the previous window. Click the Setup button to change printer settings.
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3.9 Display Rosters

Select Display Rosters (option 8) on the RECBASS-R Initial Receiving—Main Menu (Figure
3-4). The Initial Receiving—Display Rosters window (Figure 3-133) opens. This screen lists all
roster numbers and the number of soldiers within each roster.

3 Initial Receiving - Display Rosters
[PAB1—A3—@1 [THURSDAY [15:46:34 | 126TH AG BN CRECEPTION> ADHIN IRl 412
Compiefe List of ROSTERS |
Number of Seldiers -
ROS TER within Roster
20291 06 60
20291 07 33
20291 10 2
20291 19 60
20291 28 33
20192 43 5
20192 49 1
20191 04 60
Tatal Murnber of Soldiers == 502 =l
10f17
ENTER ESC
HELP | BROWSE | PRINT | REFRESH | <MAIN | EXIT

Figure 3-133: Initial Receiving—Display Rosters

To search for the record of a particular soldier, select a record, and click the Browse button.
The Initial Receiving—Browse RECBASS-R window (Figure 3-12) opens. To navigate through
this screen, follow the instructions in Section 3.2.4.

To print any of the listed rosters, select a roster number, and click the Print button. A printer
setup window opens. Select the appropriate printer, and click the OK button to print. Click the
Cancel button to abort printing and return to the previous window. Click the Setup button to
change printer settings.

To refresh the roster list from the Initial Receiving—Display Rosters window (Figure 3-133),
click the Refresh button. To return to the RECBASS-R Initial Receiving—Main Menu window
(Figure 3-4), click the Main button. To quit RECBASS-R, click the Exit button.
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3.10 RAPIDS Hi-Volume System

Select RAPIDS Hi-Volume System (option 9) on the RECBASS-R /nitial Receiving—Main
Menu (Figure 3-4). The Initial Receiving—RAPIDS window (Figure 3-134) opens.

a Initial Receiving - RAPIDS

[AAB-P8—24 [THURSDAY [11:16:51 | 128TH AG BN <RECEPTION> ADHIN 412
RAPIDS Hi-Volume System Interfuce

Real-time Autornated Personnel dentification System

—Rapids Options

= generate 1D Card file for input into RAPIDS

UPDATE | = change [D Card infortnation for rnsten‘line‘l
BLOOD | = update blood type for whole ruster.l

VIEW | 7= tirechassirechassd. 1 2vapids\senice. dat
COPY | = transfer file to floppy diskette in drive

— Tranzfer File using external FTP Program

SEND using 2 windows fp program
[~ Use Command Line FTP instead Rapids Host P addres=: [ |

ESC

HELP < MAIN EXIT |
Figure 3-134: Initial Receiving—RAPIDS

Select one of the six options in this window: Create, Update, Blood, View, Copy, or Send.
To select an option, click the corresponding option button.

To return to the RECBASS-R [Initial Receiving—Main Menu (Figure 3-4) from the Initial
Receiving—RAPIDS window (Figure 3-134), click the Main button. To quit RECBASS-R, click
the Exit button.

3.10.1 Create

To generate an ID card file for input into RAPIDS, insert a floppy disk into the appropriate
drive. Then select the Create option from the [Initial Receiving—RAPIDS window (Figure
3-134). The Select Roster[s] for RAPIDS File Creation window (Figure 3-135) opens.

Select Roster(s) for BAPIDS file creation =
Available Rosters RAPIDS Rosters:
Z015118 &0 AI ZO0S103 24
2019127 &0 2019105 26
z0191z8 27 2019243 &
2019249
Z0ZS10E 31
2029106 &0 << REMOVE |
z0za107 33
Total Count: 445 - Tatal Count: 55
Refresh | Ahort | Create File |

Figure 3-135: Select Roster(s) for RAPIDS File Creation

To build a list of rosters for a RAPIDS file, select a roster from the Available Rosters list on
the left side of the window. Then click the Add button. Your RAPIDS Rosters list builds on
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the right side of the window. To remove a roster from the list, select the roster, and click the
Remove button. To start your list over, click the Refresh button. To return to the Initial
Receiving—RAPIDS window (Figure 3-134) without creating a RAPIDS file, click the Abort
button. To create a RAPIDS file from the selected rosters in the RAPIDS Rosters field, click
the Create File button. A message box indicates that a RAPIDS file was created from the
selected number of records.

3.10.2  Update

To change the ID card information of an individual, enter the soldier’s roster/line number in
the field next to the Update option in the Initial Receiving—RAPIDS window (Figure 3-134).
Then click the Update button. The Update RAPIDS Individual window (Figure 3-136) opens.

Update RAPIDS Individual
20291 05 268

Lamname:m— Service Comp: #
Firstname: 'W Height: ISZ—
Middlename: Weight: |126
Surname: l— Blood Type: IAB—
SSH: W RH Factor: IP—
ETS Date: IW Rank: IPVl—
Date of Birth: 15510515
Expiration Date: (Guard / Reserve Only)
OTHER Colors Only.
bvesi[Blue |7l
Hair: M I

ENTER

Mext | Update I gucwt I
Figure 3-136: Update RAPIDS Individual

This screen contains the following 16 fields to be completed/edited: Last Name, First
Name, Middle Name, Surname, SSN, ETS Date, Date of Birth, Expiration Date
(Guard/Reserve Only), Eyes, Hair, Service Component, Height, Weight, Blood Type, RH
Factor, and Rank.

To enter any new information in these fields into RAPIDS, click the Update button. A
message box indicates that the database has been successfully updated.

To proceed to the next soldier in the roster list, click the Next button. The Update RAPIDS
Individual window (Figure 3-136) opens with information for the next soldier. Enter/edit new
information in any of the 16 fields listed above, and click the Update button. A message box
indicates that the database has been successfully updated.

To return to the Initial Receiving—RAPIDS window (Figure 3-134) without saving any
changes to the database, click the Quit button.
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3.10.3 Blood

To update the blood type for the whole roster, enter the roster number in the field next to the
Blood option in the Initial Receiving—RAPIDS window (Figure 3-134). Then click the Blood
button. The IRB—Update Blood Type window (Figure 3-137) opens.

BAB-P8—25 | FRIDAY [14:44:3% [ 120TH AG BN <RECEPTION> ADHIN 412
BLOOD ROSTER: [ RAPIDS | Valid Blood TYPES are: and walid RH FACTORS are:
BLOOD RH -
ROSTER LINE NAME SSN TYPE FACTOR
208291 @5 @ 268 CHUDKOSKY ANASTASIA AB0aa1284 [AD P
20291 @5 269 BACOTE RENESSA CYTRESE B0PEB1285 [0 P
20291 85 278 SALMONS PAULETTE ANNETTE APABA1286 |0 N
208291 @5 271 INAILAU TAUAIUPOLU TUPU 800061287 |0 P
208291 @5 272 FAILAUTUSI ELLA SYLUIA A000a1288 [A P
20291 85 273 HAMILTON RENEE MONIQUE APABA1289 [A P
208291 @5 274 MILLE JESSICA MARLIE AB0EA1298 [A P
208291 @5 275 DIXON TOMEKA ROCHELLE 0800681291 [A P
20291 85 276 TRIPP HATHERINE LYNN APABA1292 [0 P
208291 @5 277 HADDEN RYAN TENNILLE 800861293 |0 P
I
1 of 31
ESC ENTER
HELP | < BAcK | UPDATE ] PRINT | << mAIN |  ERIT |

Figure 3-137: IRB-Update Blood Type
To print this screen, click the Print button.

To edit information in either the Blood Type or RH Factor fields, click in the field and
make the change. Then click the Update button. A message box confirms that the database has
been successfully updated. Click the OK button to return to the Initial Receiving—RAPIDS
window (Figure 3-134).

To return to the Initial Receiving—RAPIDS window (Figure 3-134) from the IRB—Update
Blood Type window (Figure 3-137), click the Back button. To return to the RECBASS-R Initial
Receiving—Main Menu window (Figure 3-4), click the Main button. To quit RECBASS-R, click
the Exit button.
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3.104 View

To view the current RAPIDS data file, click the View button. The View current RAPIDS
data file window (Figure 3-138) opens. To return to the Initial Receiving—RAPIDS window
(Figure 3-134), click the OK button.

VYiew current RAPIDS data file: c:\recbass\recbass4.12\1apids\service dat

3010CRUZ RODNEY J 00000 11570FEBL 0AUGH
20091173065MITH BRYAN D 000001025661 E0EKBRLS0MAYZ 2 000ATGE
2009117307NEGRON PORFIRIO 000001026651 45ERBR1974JAN2 62000462
2009117308HALLAUER NATHAN C 000001027701 E3ENGR1981IUNZ62000ATGE
2009117309BIBBEE PERSEY & 0000010Z87319ZBRBL1977IAN172000AUGE
2009117310RYAN SHAUN M 000001023651 E3ENER1976DECL1Z000AUGE
2009117311CL0OSE RHETTON & 00000102072 160ERGR1981MAT01Z000AUGE
200911731 2CRATGHEAD BRADLEY R 000001031671 52ERERL9S0NOVE32000AUGE
200911731 3T0HNSO0N GORDON K 000001032701 S0ERERL9800CT212000ATGE
20091173145ULLIVAN PATRICK F 0000010336519 1BKBR1976MAY2 120004162
200911731 SEEVERSDORF NATHANIEL J 000001034651 71ENEL1S81MAT1Z 2000ATGE
2008117316HOLLINS MACK III 000001035621 56BEER1O73JANL6Z000ATGE
2009117317VARGAS CASPER R 000001026741 73EKERL981ITLOG2000ATGE
Z009117313FRAZIER ERIC T 0000010237741950TBL1980JUN022Z000AUGE

200911731 9H0SIER RODNEY A 00000103363145BRER1930FEB162000A1G2 |
Z0091173Z0BESEER ADAM T 0000010239701 76ERGR1981ATG04Z000AUGE

2009117321VANDINE BOBEY L IR 000001040631 39ERELLS80TANDTZ000ATBZ

‘ | o]
oK 18 recards in file

Figure 3-138: View Current RAPIDS Data File

3.10.5 Copy

To copy the data file to a floppy diskette, select a drive in the field next to the Copy button in
the Initial Receiving—RAPIDS window (Figure 3-134). Then install a diskette in that drive.
Click the Copy button. The RAPIDS data file is automatically copied to the diskette.

3.10.6 Send

To transfer a file using a Windows FTP program, click the Send button. The Session Profile
window (Figure 3-118) and the WS FTP32 window (Figure 3-119) open simultaneously, with
the Session Profile window on top.

To proceed from the Session Profile window (Figure 3-118) and the WS FTP32 window
(Figure 3-119), follow the steps listed in Section 3.7.1.1.1.

To transfer a file using a command line FTP, check the box next to the Use Command Line
FTP Instead field. Then complete the RAPIDS Host IP Address field, and click the Send
button.
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SECTION 4 - SPECIAL PROCEDURES-IRR SOLDIERS

United States Army Reserve Reception Battalions (RECBN) augment Active Component
Reception Battalions or establish reception operations at designated Training and Doctrine
Command (TRADOC) installations.

Individual Ready Reserve (IRR) soldiers require a slightly different type of processing than
new active duty soldiers. As IRR soldiers report to their specified TRADOC mobilization site,
the Initial Receiving Battalion (IRB) clerk must identify USAR, IRR and prior-service
individuals during the IRB processing. After arrival, these individuals could be assigned to a
UIC other than that of the RECBN.

To process an IRR soldier, IRB clerks may use the following options available from the
Main Menu option, IRR Additional Processing: ATRRS Transactions, Military Personnel
Update, Create FID Q Transactions, and Create JSS Transactions.

RECBASS-R also compiles special mobilization reports to Army Reserve-Personnel
Command (AR-PERSCOM) called ARPERCN 1 (Day 1 Transaction) and ARPERCN 3 (Day 3
Transaction).

4.1 Logging on to Site Manager

To log on to RECBASS-R, Site Manager, double-click on the Site Manager icon on your
desktop. If you do not have a Site Manager icon on your desktop, go to the Start menu in the
lower-left corner of your computer screen. Select RECBASS-R, and click on Site Manager in
the drop-down list (Figure 4-1).

Nevs Office Document

Open Dffice Document

»

@ Transfer Data To *
b l’:@ Batch Mailer

=¥ Change Password
Favorites * W) Client Configuiation

2| Programs

I:l Gummed Labels
L2
,‘ﬂ Initial Receiving
» t; Load Mepcom
Iﬂ Personal Affairs
' = Refesh
9 emote DB Locks
idpere 3 Viewer

Log OFf Stewarte...

@
E

=
o)
5
£
B

rEIEEEREEEL [ESHm asrem
Figure 4-1: Start Menu—RECBASS-R-Site Manager

The Site Selection window opens (Figure 3-2) for the Site Manager section. To select one
of the five reception battalions, click on a site and click the Select Site button, or double-click on
the selected site.
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To quit the RECBASS-R logon process, click the Exit button.

When you have selected a reception battalion site, the RECBASS—Management [Logon]

window (Figure 3-3) opens.

4 RECBASS - Management [LOGON]

[P@aB—12-88 [ FRIDAY |[11:63:46 [ 1268TH AG BN (RECEPTION> LOCAL |FF]

RECBASS
Management

User ID:||
Password:|

ENTER EsC

HELP LOGON EXIT

Figure 4-2: RECBASS-Management [Logon]
Complete the User ID and Password fields, and click the Logon button.

To quit RECBASS-R, click the Exit button.

When you have successfully entered your user ID and password, the Management [Main

Menu] window (Figure 4-3) opens.

4 RECBASS - Management [Main Menu]

PeAR—12—88 [ FRIDAY |11:14:36 | 126TH AG BN <RECEPTION> ADHIN 412
RECBASS Management |

Account Manager

|
Site Manager |
AlMS Manager |
MOS Manager |
UPC Manager |
Holdower Codes |
EwventLog |
HELP EXIT

Figure 4-3: RECBASS-Management [Main Menu]

Click the Site Manager button. The RECBASS—Site Manager [List of Sites] window (Figure

4-4) opens.
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ECBASS - Site Manager [List of Sites]

B 12-88 [ FRIDAY [11:37:17 | 120TH AG BN (RECEPTION> ADHIN LOCAL |FWF]

List of ALL RECBASS SITES

120TH AG BN (RECEPTION)

430 AG BN Fort Leonard YWood
46TH AG BN (RECEFTICN) Fart Knaox
30TH AG BN (RECEFTICN) Fort Benning
95TH AG BATTALION (REC) Fart Sill
10of6
ENTER ESC
HELP HEW UPDATE DELETE <BACK EXIT

Figure 4-4: RECBASS-Site Manager [List of Sites]

To select a site, click on one of the five RECBASS site names, and then click the Update
button. The RECBASS—Site Manager [Update 1/8] window (Figure 4-5) opens.

0 RECBASS - Site Manager [Update 1/8]

rla 12—11 [ MONDAY [13:81:0% | 1281H AG BN <RECEPTION> | ADHIN IW
UPDATE SITE INFORMATION (1 of 8) |

| U BB e s ovecemmon | Losaton Foriorr |
Lsovizs 23
‘ SAILS Storage Site Code: g Originator Code: 11|

Posftion Mumber: W

Installation's Transfer Point UPC: W
Installation's Site Codle: 'i)—

MDC for Training Unit: lﬂAEEI—

MDC for Permanent Party: W

FIDQ MOB Stetion UPC: 0672 |

ACTIVATED RECBASS SUBSYSTEMS
|7 IRR Processing
|7 Group Orders
¥ SIDPERS-3 Processing
¥ new PAB (Win32 hased)

Pay SYstem'Emart Card FIDG Losing LPC: W
Create ETS change transaction(if = 1993): [~
FTP &Il Sidpers-2 Transactions: [~

Logan: ferst Pagsword; F7NE7v35C1 3093527 27K School; FoS RSCS: Psamssa Jo8

Name:FT JACHSON, SOUTH CARGLINA 28207-6700

ENTER

HELP ERINT | NEXT> | <<;|;DORT | EXIT
Figure 4-5: RECBASS-Site Manager [Update 1/8]

In the Activated RECBASS Subsystems section on the left side of the screen, select the
check-box next to IRR Processing, if it is not already checked.

In the ATRRS Information section at the bottom of the screen, complete the Logon,
Password, School, RSCS, and Name ficlds. Click the Next button. The RECBASS-Site
Manager [Update 2/8] window (Figure 4-6) opens.
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% RECBASS - Site Manager [Update 2/8]
PBPA-12-12 [ TUESDAY [1B:-49:24 [ 120TH AG BN C(RECEPTION> | ADMIN 412
UPDATE SITE INFORMATION{ 2 of 8} |

UPC:[0UE7A  Name:[120TH AG EN (RECEFTION)

LGN HEADQUARTERS US ARMY TEAINING CENTER AND FORT JACKSON

RecBn Location: [FORT JACHSON SC 29207
Relieved From: [HD 120TH AG BN (RECEPTION) (WOU&7A) FT JACKSOW SC 29207

Fitness Campany Mame: [FITNESS TRAINING COMPANY

Location: [Fort Jackson |

Distribution Block. Signature Block

Mame: [TACK C. JAYNES
(2)
Job Title: [Adjutant General
|

Instructions
EXIT |

Instructions: |0
EA INDIV INDIC

Inciicator Code: s

Reserve C =

I
[FES

E3C ENTER:
PRINT | <BACK | [ NEXT> |  <<ABORT |

HELP |
Figure 4-6: RECBASS-Site Manager [Update 2/8]

In the Reserve Component - Additional Instructions section at the bottom of the screen,
complete the blank field(s). Then click the Next button.

The RECBASS-Site Manager [Update 3/8] window opens. Do not change any of the
information in any of the fields on this screen. Click the Next button to proceed to the
RECBASS-Site Manager [Update 4/8] window (Figure 4-7).

4 RECBASS - Site Manager [Update 4/8]

[@Pe-12-13 WEDNESDAY [@8:55:18 | 120TH AG BN CRECEPTION> | ADMIN  [FUCI7N [4.12
UPDATE SITE INFORMATION (4 of 8 ) ‘

‘UPC'lUUG?A Name:[120TH AG BN (RECEFTICH) Location: [Fort Jackson |

Gummed Labels Monthly Statistics Report
Default"Mumber of Seis"; m- Default"Mumber Per Person® F

Cefault MOS(es)

Installation Mainframe Column i : [63E 535
Mode [D: JAC3 RSCS: FSCSVZ Column 2: |75E [75H

Mode: FROD
RECS: |

Haircut Information Column 3: |92 927
Norr-Prior Service: [ AwardiDecoration(s)| Column 4 : [71L
Prior Service: f§ [
Start Date: | [

FPrinter D #1:
Printer 1D #2:

Roorn #1: |
Room #2: |

ESC ENTER
PRINT | <BACK | NEXT> | <<ABORT | EXIT

HELP |

Figure 4-7: RECBASS-Site Manager [Update 4/8]

In the ARPERCEN Information section at the bottom of the screen, complete the following
fields: Mode, RSCS, Printer ID #1, Printer ID #2, Room #1, and Room #2. Then click the
Next button. Repeat this step three more times to proceed through the next three windows—
update screens 5, 6, and 7—without entering any information or completing any fields. When you
reach the RECBASS-Site Manager [Update 8/8] window, click the Update button. A message
box appears which indicates “Database Successfully Updated.” Click the OK button; the screen
returns to the RECBASS—Site Manager [List of Sites] window (Figure 4-4).
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4.2 Setup FTP Transactions

Generate either Day 1 (Section 3.2.6.7) or Day 3 (Section 3.4.4.4) Transactions. After you
have generated the Day 1 transactions and have viewed the Day I Transaction Summary window
(Figure 3-20), or after you have created the Day 3 transactions and viewed the Day 3
Transaction Summary windows (Figure 3-87, Figure 3-88, Figure 3-89), click the OK button to
return to the Initial Receiving—Daily Processing Menu window (Figure 3-15).

To transfer the transactions to an FTP, click the Start button in the bottom left corner of your
screen. Go to Programs, and then to Command Prompt. The Command Prompt window
(Figure 4-8) opens.

"4 Command Prompt [_[0]

icrosoft{R} Windous NICTH>
[<C> Copyright 1985-1996 Microsoft Corp.

P>

Figure 4-8: Command Prompt
Type C: go to the root C:\>. Type cd recbass\output and press Enter on the keyboard.

This brings you to C:\RECBASS\Output>. Type ftp and press Enter on the keyboard.
This brings you to the ftp> prompt. Type open 143.134.46.40 and press Enter on the keyboard.
The following response appears in the Command Prompt window, with the current time and date
noted on line 2:

Connected t0143.134.46.40.

220—FTPD1 IBM FTP CS V2R6 at TL9C. ARPSTL.ARMY.MIL. _ :_ : on 2000-_ - __
220 Connection will close if idle for more than 10 minutes.
User (143.134.46.40: (none):

The latter prompt asks for the user name. Type in arpercn and press Enter on the keyboard.
The response is 331 Send password please. Password:

Type guest and press Enter on the keyboard. (As you type guest, your keystrokes will not
appear on the screen.) The next response is 230 ARPERCN is logged on. Working directory is
“DDNMUS.”

The ftp> prompt appears again. Type put arpercnl.dat ‘dart09.pes.hmnknol (+1)’. (The file
name typed in after put is an example. Type the appropriate file name after put to transfer your
file.)
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The following response appears:
200 Port request OK.
125 Storing data set DART09.PES.HMNKN01.G0002V00
250 Transfer completed (data was truncated)
8925 bytes sent in 0.45 seconds (19.70 Kbytes/sec)

ftp>

The entire FTP transmission should look like this Command Prompt screen (Figure 4-9):

"% Command Prompt
Microsoft(R>

Windows NT{(TH>

(C>» Copyright 1985-1996 Microsoft Corp.

Gt

»
ftp> open 143.134_46.408
Connected to 143.134.46.48.
228-FTPD1 IBM FTP C5 U2R6 at TLYC_ARPSTL_ARMY _MIL. 14:53:55 on 2888-11-29.
228 Connection will close if idle for more than 18 minutes.
User (143.134.46_48:<(nonel>: arpercn
331 Send password please.

Password:

238 ARPERCH is

logged on. Working directory iz "DDNMUS.'.

ftp> put arpercnl.dat ‘dart8?.pes.hmnknol{+1>’
288 Port request OK.
125 Storing data set DARTB?.PES.HHNKNOL .GBOAZUOA

258 Transfer completed {(data was truncated>
89225 bytes sent in B.45% seconds ¢19.78 Khytes-ssec)

Figure 4-9: Command Prompt (FTP Transmission)

At the ftp prompt, type exit.

4.3 MOBPERS 4053 File

The proposed/draft data set names an associated linkage/connection between AR-PERSCOM

and RECBASS.

4053200009150SYC
4053200009150SYC
4053200009150SYC
4053200009150SYC
4053200009150SYC
4053200009150SYC

00010001 1KONDRE213375616SOLB KONDRUP DAVID PAUL
000200012ZRAMOSE213381143SOLB RAMOSTORRES PEDRO
000300013BATALE213381953SOLB BATAL ROBERT ALAN
000400014SERRAE213382459SOLB SERRANO JIMMY
000500015HOPKIE213382848SOLB HOPKINS TYLER JR
00060016LASALE213383507SOLB LASALLESERRANO JUAN B
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4.3.1 Functions To Be Performed:

1. AR-PERSCOM to send MOBPERS 4053 (ARADS look-a-like, prior service, IRR) data file.
Send e-mail notification with counts to appropriate installation.

4053200009150SYC  000100011KONDRE213375616SOLB KONDRUP DAVID PAUL
4053200009150SYC  000200012RAMOSE213381143SOLB RAMOSTORRES PEDRO
4053200009150SYC  000300013BATALE213381953SOLB BATAL ROBERT ALAN
4053200009150SYC ~ 000400014SERRAE213382459SOLB SERRANO JIMMY
4053200009150SYC  000500015HOPKIE213382848SOLB HOPKINS TYLER JR

Example:

Data for IRR soldiers has been sent to the reception battalion located at your installation.
These soldiers have been issued either a Format 163 mobilization order or a Format 260
training order for a mobilization exercise. The information is from AR-PERSCOM’s
mainframe, which is the Total Army Personnel Database-Reserve (TAPDB-R). The data has
been stored on your RECBASS client server as a file named ARADS.4053. The sending
system from AR-PERSCOM is normally the Army Reserve Transaction Management System
(ARTRAMS), from their outbound processes. These actions are performed at the request of
the Mobilization Personnel Processing System (MOBPERS) functional users.  These
MOBPERS customers are the mobilization operations team at AR-PERSCO, ARPC-PLM-O,
at 314-592-0403 or DSN 892-0403. E-mail address is MOBOPS@ARPSTL.ARMY.MIL.

Fort Knox has received 300 electronic records.

2. RECBASS to receive and process 4053 data file. Send e-mail notification with counts to

AR-PERSCOM.
4053200009150SYC ~ 000100011KONDRE213375616SOLB KONDRUP DAVID PAUL
4053200009150SYC  000200012RAMOSE213381143SOLB RAMOSTORRES PEDRO
4053200009150SYC  000300013BATALE213381953SOLB BATAL ROBERT ALAN
4053200009150SYC  000400014SERRAE213382459SOLB SERRANO JIMMY
4053200009150SYC  000500015HOPKIE213382848SOLB HOPKINS TYLER JR
Date and time stamp: Started
Date and time stamp: Successfully connected to REMOTE database engine
Date and time stamp: Processed:—35; Inserts—3; Updates—2; Rejects—0
Date and time stamp: Successfully updated ISM.LOG table
Date and time stamp: Elapsed time—O0 minutes, 2 seconds

Date and time stamp: Stopped
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3. RECBASS to in-process IRR (4053 source) enlisted soldiers. Send Day 1 data (“boots on
ground” arrival info) to AR-PERSCOM.

Example:
900000001 ELINCOLN ABRAHAM 20000928YCKNO1HGFZA
900000002EROOSEVELT FRANKLIN D 20000928YCKNO1HGFZA
900000003ETRUMAN HARRY 20000928YCKNO1HGFZA

RECBASS to out-process IRR (4053 source).

4. Send Day 3 data (return to reserve control, discharge info) to AR-PERSCOM.

Example:
500000005EBRIDGES NATHANIEL 20000928YCKNO1HGFZR
600000006ERAMIREZ JOSE 20000928YCKNOI1HGFZR
700000007EHARRISON ROBERT 20000928YCKNOIHGFZR
80000000SEHANNA REBECCA 20000928YCKNOI1HGFZR

5. AR-PERSCOM to process arrival and return data. Send e-mail report of counts back to
appropriate installation.

Example:

1 Unclassified

Date: 20001207 PCN: HMN-7A4
Time: 14393781 Page: 1 of 1
Day: Thursday

Acknowledgement from U.S. Army Reserve Personnel Command (AR-PERSCOM) (ARPC)
to Ft. Knox for receipt of soldier arrival data. Deliver to Jayne K. Dahlhauser, 502-624-1138,
DSN 464-1138.

For more information, contact the mobilization operations team (ARPC-PLM-O) at Comm.
314-592-0403, DSN 892-0403, or at the email address MOBOPS@ARPSTL.ARMY .MIL.
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Arrival indicates “boots on ground,” i.e., IRR soldier is at the installation and has been
accounted for by RECBASS.

Return indicates IRR soldier “arrived” but is not acceptable for duty and has been returned to
reserve control (discharged).

Arrival Records:
Return Records: 4

Unknown Records: 2

Total Records Received: 14

End of Report

Unclassified

DATA SET NAMES FTP’d from AR-PERSCOM to RECBASS sites (HOGIMBDP
normally; retransmit is HOGJ??RP) backup FTP only is HMNJ7HRP.

For AR-PERSCOM production processing to RECBASS client/server via TCP/IP soldier
initial data load records, use:

Sill PUT 'PART04.PES.HOG0202(0)' ARADS.4053
Benning PUT 'PART04.PES.HOG0203(0)' ARADS.4053
Leonard Wood PUT 'PARTO04.PES.HOG0204(0)' ARADS.4053
Jackson PUT 'PARTO04.PES.HOG0205(0)' ARADS.4053
Gordon PUT 'PART04.PES.HOG0206(0)' ARADS.4053
Knox PUT 'PART04.PES.HOG0207(0)' ARADS.4053
Bliss PUT 'PART04.PES.HOG0208(0)' ARADS.4053

For MOBPERS test processing client/server TCP/IP soldier initial data load records, use:

Eustis test site PUT 'DART09.PES.HMNQ203E' ARADS.4053
Sill PUT 'DARTO09.PES.HMNQ203S' ARADS.4053
Benning PUT 'DART09.PES.HMNQ203B' ARADS.4053
Leonard Wood PUT 'DART09.PES.HMNQ203W' ARADS.4053
Jackson PUT 'DART09.PES.HMNQ203J' ARADS.4053
Gordon PUT 'DARTO09.PES.HMNQ203G' ARADS.4053
Knox PUT 'DART09.PES.HMNQ203K' ARADS.4053
Bliss PUT 'DART09.PES.HMNQ203L' ARADS.4053

RECBASS's CATCHIT software will receive the 4053 file. RECBASS batch mailer
processes will send an EMAIL message, with counts, back to AR-PERSCOM at these e-mail
addresses: mobops@arpstl.army.mil or mobpers@arpstl.army.mil .
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DATA SET NAMES FTP’d from RECBASS sites to AR-PERSCOM

For production processing client/server TCP/IP arrival records, use:

Sill

Benning
Leonard Wood
Jackson
Gordon

Knox

Bliss

PUT
PUT
PUT
PUT
PUT
PUT
PUT

arpercnl.dat
arpercnl.dat
arpercnl.dat
arpercnl.dat
arpercnl.dat
arpercnl.dat
arpercnl.dat

PARTO09.PES.HMNSIL1(+1)
PART09.PES.HMNBENI(+1)
PART09.PES.HMNWOO1(+1)
PART09.PES.HMNJAC1(+1)
PART09.PES.HMNGOR1(+1)
PART09.PES.HMNKNO1(+1)
PART09.PES.HMNBLII(+1)

For production processing client/server TCP/IP discharge records, use:

Sill

Benning
Leonard Wood
Jackson
Gordon

Knox

Bliss

PUT
PUT
PUT
PUT
PUT
PUT
PUT

arpercn3.dat
arpercn3.dat
arpercn3.dat
arpercn3.dat
arpercn3.dat
arpercn3.dat
arpercn3.dat

PART09.PES.HMNSIL3(+1)
PART09.PES.HMNBEN3(+1)
PART09.PES.HMNWOO3(+1)
PART09.PES.HMNJAC3(+1)
PART09.PES.HMNGOR3(+1)
PART09.PES.HMNKNO3(+1)
PART09.PES.HMNBLI3(+1)

For testing processing client/server TCP/IP arrival records, use:

Eustis test site
Sill

Benning
Leonard Wood
Jackson
Gordon

Knox

Bliss

PUT
PUT
PUT
PUT
PUT
PUT
PUT
PUT

arpercnl.dat
arpercnl.dat
arpercnl.dat
arpercnl.dat
arpercnl.dat
arpercnl.dat
arpercnl.dat
arpercnl.dat

DART09.PES.HMNEUS1(+1)
DART09.PES.HMNSIL1(+1)
DART09.PES.HMNBEN1(+1)
DART09.PES.HMNWOO!1(+1)
DARTO09.PES.HMNJAC1(+1)
DART09.PES.HMNGOR1(+1)
DART09.PES.HMNKNO1(+1)
DART09.PES.HMNBLI1(+1)
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For testing processing client/server TCP/IP discharge records, use:

Eustis test site
Sill

Benning
Leonard Wood
Jackson
Gordon

Knox

Bliss

PUT
PUT
PUT
PUT
PUT
PUT
PUT
PUT

arpercn3.dat DART09.PES. HMNEUS3(+1)
arpercn3.dat DART09.PES.HMNSIL3(+1)
arpercn3.dat DART09.PES. HMNBEN3(+1)
arpercn3.dat DART09.PES. HMNWOO3(+1)
arpercn3.dat DART09.PES. HMNJAC3(+1)
arpercn3.dat DART09.PES.HMNGOR3(+1)
arpercn3.dat DART09.PES. HMNKNO3(+1)
arpercn3.dat DART09.PES.HMNBLI3(+1)
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SECTION 5 - IN-PROCESSING NEW ARRIVALS-PERSONAL AFFAIRS

During Day 2 of a soldier’s in-processing, Personal Affairs personnel use RECBASS-R to
“interview” the soldier, validating the information collected on Day 1.

The Personal Affairs portion of RECBASS-R includes these components and their
subcomponents: a Selection Menu, Update Screens 1-4, and a Form Selection menu.

5.1 Logging on to Personal Affairs

To log on to RECBASS-R, Personal Affairs, double-click on the Personal Affairs icon on
your desktop. If you do not have a Personal Affairs icon on your desktop, go to the Start menu
in the lower-left corner of your computer screen. Select RECBASS-R, and click on Personal
Affairs in the drop-down list (Figure 5-1).

RECBASS-R = Dogtens 4
@ Transter Data To #
/8 Open Office Document &P Batch Mailer
3 WaalhaBug = Change Password
I3 Client Corfiguration
D Gummed Labels
fﬂ Initial R eceiving
Favorites v ) Load Mepcom
E Personal Affairs
Documents Y2 Refesh
» 9 Remote DB Locks
?—‘ Sidpers 3 Viewer
Eind L4 x Site Manager
l. User tanual

Programs

Seltings

Help

2%[ Run

o

Log O Gravesh.. Recycle Bin

Shut Dovin...

o || [ 8w | @& 122amm
Figure 5-1: Start Menu—RECBASS-R—Personal Affairs

A Warning message box appears, stating that the program may “look and feel” differently
than designed if run at resolutions higher than the industry standard VGA (640 x 480 pixels).

Click the OK button.

The RECBASS—Site Selection [Interview] window (Figure 5-2) opens.
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RECBASS - Site Selection [Interview]

Complete list of RECBASS sites |

30TH AG BN (RECEFTION) Fort Benning
OUBTA 120TH AG BN [RECEPTION) Fort Jackson
TL4JE 4BTH AG BN (RECEPTICN) Fort Knox
VLK 430 &G BN Fort Leonard Wood
34794 95TH AG BATTALION (REC) Fort Sil

ENTER: ESC
Select Site Exit

Figure 5-2: RECBASS-Site Selection [Personal Affairs]

To select one of the five reception battalions, click on a site. Then click the Select Site
button, or double-click on the selected site.

To quit the RECBASS-R logon process, click the Exit button.

When you have selected a reception battalion site, the RECBASS—Personal Affairs [Logon]
window (Figure 5-3) opens.

[l RECBASS - Personal Affairs [Logon] H=] 3
P@P1-63-01 [THURSDAY [16:12:41 | 120TH AG BN (RECEPTIOND LOCAL |EWF

PERSONAL AFFAIRS

User ID:| |
Password:

ENTER ESC

LOGON EXIT |

HELP

Figure 5-3: RECBASS—Personal Affairs [Logon]

Complete the User ID and Password fields, and click the Logon button.

To quit RECBASS-R, click the Exit button.
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5.2 Selection menu

When you have successfully entered your user ID and password and have logged on to the
RECBASS-R Personal Affairs section, the Personal Affairs [Selection Menu] window (Figure
5-4) opens.

[l RECBASS - Personal Affairs [Selection Menu] [ O] x|
2

EBI*B?-*B | FRIDAY [@8:48:25 | 12ATH AG BN <(RECEPTION> ADMIN LOCAL %]

SELECTION MENU

ENTER THE ROSTER AND LINE NUMBER OF THE NEXT SCGLDIER TO BE PROCESSED

ROSTERILINENO |

Esi ENTER:
HELP |

< BACK | NEXT >

EXIT |

Figure 5-4: Personal Affairs [Selection Menu]
In the Roster/Line No ficld, enter the roster and line number of the next soldier to be
processed. Click the Next button to continue.

To return to the Personal Affairs log-on screen from the Personal Affairs [Selection Menu]
window (Figure 5-4), click the Back button. To quit RECBASS-R, click the Exit button.

If you click the Next button, the Personal Affairs [Update Screen 1] window (Figure 5-5)
opens, with numerous fields to be completed. All fields are required, as appropriate.

[l RECBASS - Personal Affairs [Update Screen 1] M=l 3

[TUESDAY | [—ADATN [a12
ROSTER: PAZ91 | SUBROSTER:JAS = LINEWO:P7R | ssu:["ppmaA1z86
NAME: EALHONS JPAULETTE NNETTE [ =1
LasT FIRT MIDOLE SURNAME
RANK
DATE OF RANK:E‘?S"JB?ZB MDD BPED: 19908313 v MMDD
BasD:[L7980716 ' MMDD ETs: EOB3G7Z0 | DD
enucaTion:[E____[7] MOS: =]
SERVICECOMP:[R [~ DATE OF BIRTH: YYYYMMDD
BLOOD GROUP TYPE:[0_ [~|0 MARITAL STATNO DEP:
SEx; CITIZENSHIP: (A x|
MEHTAL CATEGORY:[E__ [+ T¥PE COMMITMENT [UNCH [~ ]
racE[C__ =] PHYSICAL CAT/PROFILE: JAiiizi
DRIVERS LICEHSE:[T [+ ETHHIC: (R [~
RELIGIOUS CODEPREF: [AN—BAPT—CH-USA =1 HEIGHT: | 66
WEIGHT: [~ 138
E3C ENTER
HELP | < BACK | COMPUTE DATES | [NERT > | EXIT |
Figure 5-5: Personal Affairs [Update Screen 1]
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Editable fields in the Personal Affairs [Update Screen 1] window (Figure 5-5) include:

e SSN e Rank

e Name e BPED

e Date of Rank e ETS

e BASD e MOS

e Education e Date of Birth

e Service Comp e Marital Stat / No Dep
e Blood Group Type e Citizenship

e Sex e Type Commitment

e Mental Category e Physical Cat/ Profile
e Race e Ethnic

e Driver’s License e Height

e Religious Code / Preference e Weight

After completing all fields, click the Next button to proceed to the next screen, the Personal
Affairs [Update Screen 2] window (Figure 5-12).

To return to the Personal Affairs [Selection Menu] window (Figure 5-4) from the Personal
Affairs [Update Screen 1] window (Figure 5-5), without updating the current soldier’s record,
click the Back button. A message box appears which reads, “Are you sure you want to process
someone else? This soldier’s record has not been updated.” Click the Yes button to continue, or
click the No button to abort. To quit RECBASS-R, click the Exit button.

To verify the EAD for the current soldier, click the Compute Dates button. The Personal
Affairs [Validate EAD] window (Figure 5-6) opens.

RECBASS - Personal Affairs [Validate EAD] <]

19990720

Figure 5-6: Personal Affairs [Validate EAD]

Click in the Current EAD Date field to edit that date if needed. Then click the Next button.
Click the Back button to return to the Personal Affairs [Update Screen 1] window (Figure 5-5)
without amending the current EAD.
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If you click the Next button, the Personal Affairs [2558/2559 Main Menu] window (Figure
5-7) opens.

[l RECBASS - Personal Affairs [2558/2559 Main Menu] [_ O] =]
POB8-B8—31 [THURSDAY [19:32:31 | 120TH AG BN <RECEPTION> ADMIN  TIE1 [4.12

| CHOOSE ONE AND HIT ENTER |

‘Compute Date of Rank:

Compute Basic Pay Entry Date (s
Compute Basic Active Service Date C
'8

Compute End of Term of Service(ETS

EsC ENTER

< Back |
Figure 5-7: Personal Affairs [2558/2559 Main Menu]

This window offers options to perform four computations: Compute Date of Rank,
Compute Basic Pay Entry Date, Compute Basic Active Service Date, and Compute End of
Term Service (ETS). To select an option, click on the radio-button to the right of each choice;
then click the Next button. To return to the Personal Affairs [Update Screen 1] window (Figure
5-5), click the Back button.

5.2.1 Compute Date of Rank

To compute a soldier’s date of rank, select the Compute Date of Rank option from the
Personal Affairs [2558/2559 Main Menu] window (Figure 5-7). The Personal Affairs [DOR]
window (Figure 5-8) opens.

[l RECBASS - Personal Affairs [DOR) =

COMPUTE DATE OF RANK

Frior discharge/separation date  (yyyymrmdd)
Frior effective date of pay grade (yyyymmdd) I
Computed Date of Rank :

Old DOR 19990720
Current EAD |1999I]T2l]

Esc
< BACK | HEXT > I

Figure 5-8: Personal Affairs [DOR]

Complete the Prior Discharge/Separation Date and Prior Effective Date of Pay Grade
fields. Edit the Old DOR and Current EAD fields if needed. Click the Next button to
continue. The date of rank is automatically computed and entered into the Computed Date of
Rank field. A message box appears confirming the date. To accept this date, click the Yes
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button. To reject this date, click the No button to return to the Personal Affairs [DOR] window
(Figure 5-8). Enter a new date in the Prior Discharge/Separation Date and/or Prior Effective
Date of Pay Grade fields, and click the Next button to continue.

Click the Back button to return to the Personal Affairs [2558/2559 Main Menu] window
(Figure 5-7) without computing the date of rank.

5.2.2 Compute Basic Pay Entry Date

To compute a soldier’s basic pay entry date, select the Compute Basic Pay Entry Date
option from the Personal Affairs [2558/2559 Main Menu] window (Figure 5-7). The Personal
Affairs [BPED] window (Figure 5-9) opens.

a RECBASS - Personal | Affairs [EPED]

COMPUTE BPED DATE
Total Prior Serce  (years/months/days) I_ I_ I_

Old BPED : 19900313
Current EAD 19990720

Esc
< BACK | HEXT > I

Figure 5-9: Personal Affairs [BPED]

Complete the Total Prior Service field in years, months, and days. Edit the Old BPED and
Current EAD fields if needed. Click the Next button to continue. The BPED is automatically
computed. A message box appears confirming the date. To accept this date, click the Yes
button. To reject this date, click the No button to return to the Personal Affairs [BPED] window
(Figure 5-9). Enter a new total in the Total Prior Service field, and click the Next button to
continue.

Click the Back button to return to the Personal Affairs [2558/2559 Main Menu] window
(Figure 5-7) without computing the BPED.

5.2.3 Compute Basic Active Service Date

To compute a soldier’s basic active service date, select the Compute Basic Active Service
Date option from the Personal Affairs [2558/2559 Main Menu] window (Figure 5-7). The
Personal Affairs [BASD] window (Figure 5-10) opens.
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[l RECBASS - Personal Affairs [BASD] HE

COMPUTE BASD DATE
Total Prior Active Service  (years/months/days) I_ l— l—

Old BAZD : |19980916
Current EAD : 19990720

Esc
< BACK | HEXT > I

Figure 5-10: Personal Affairs [BASD]

Complete the Total Prior Active Service field in years, months, and days. Edit the Old
BASD and Current EAD fields if needed. Click the Next button to continue. The BASD is
automatically computed. A message box appears confirming the date. To accept this date, click
the Yes button. To reject this date, click the No button to return to the Personal Affairs [BASD]
window (Figure 5-10). Enter a new total in the Total Prior Active Service field, and click the
Next button to continue.

Click the Back button to return to the Personal Affairs [2558/2559 Main Menu] window
(Figure 5-7) without computing the BASD.

5.24 Compute End-of-Term Service (ETS)

To compute a soldier’s end-of-term service date, select the Compute End-of-Term Service
option from the Personal Affairs [2558/2559 Main Menu] window (Figure 5-7). The Personal
Affairs [ETS] window (Figure 5-11) opens.

[l RECBASS - Personal Affairs [ETS] M= E

COMPUTE ETS

Mumber of Contracted Years (years)
Mumber of Contracted Weeks  (weeks)

Old ETS 20030720
Current EAD : [19990720

ESC
< BACK | NEXT > I

Figure 5-11: Personal Affairs [ETS]

Complete the Number of Contracted Years field in years, and the Number of Contracted
Weeks field in weeks. Edit the Old ETS and Current EAD fields if needed. Click the Next
button to continue. The ETS is automatically computed. A message box appears confirming the
date. To accept this date, click the Yes button. To reject this date, click the No button to return
to the Personal Affairs [ETS] window (Figure 5-11). Enter a new total in the Number of
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Contracted Years and Number of Contracted Weeks fields, and click the Next button to
continue.

Click the Back button to return to the Personal Affairs [2558/2559 Main Menu] window
(Figure 5-7) without computing the ETS.

From the Personal Affairs [Update Screen 1] window (Figure 5-5), if you click the Next
button, the Personal Affairs [Update Screen 2] window (Figure 5-12) opens, with numerous
fields to be completed. All fields are required, as appropriate.

PAA—-B8—297 | TUESDAY [14:58:56 | 1201H AG BN (REGEPTION> | ADMIN  RPUEIAN [4.12
ROSTER:ZBZ?T  SUBROSTERAS LINE NO: E78

HAIR: [ EYES:[Brown =]
BONUS ENLISTMENT: [ [=] Gl BILL/AFC CODE:
MATH/SCIENCE: PRIOR SERVICENEARS: [ [=] [
DATE OF ARRIVAL: 19998721 EAD DATE: 17996720

TERM OF SERVICE (YRS): @ TERM OF SERVICE (MONTHS): I8

MEP STATION: FONOLULU HI MEPS CODE:
PHASE: [ [~ HIVDATE:
RLANGID: [ [+] CONUS PREF:[ZZ__[~]
OCONUS1PREF: [15_ ] OCONUS2 PREF:[15__[~]
OCONUS3 PREF: ASSIGNMENT CONSID:[—
RECRUITER SSN/NAME: () S— =

GT:14 GM:B¥7 EL:[06 cL:f17 mMm:B92 sc:B98 co:fvs FA:file) OF: P99 ST:fe1
ENTMAC: SUBMISSION CODE/DATE[R =11 RESULT DATE [

ENTER:

HELP <;;cn EXIT
Figure 5-12: Personal Affairs [Update Screen 2]

Editable fields in the Personal Affairs [Update Screen 2] window (Figure 5-12) include:

e Hair e Prior Service / Years e GM

e Bonus Enlistment e EAD Date e EL

e Math / Science e Term of Service (Months) e CL

e Date of Arrival e MEPS Code e MM

e Term of Service (Yrs) e HIV Date e SC

e MEP Station e CONUS Pref e CO

e Phase e OCONUS2 Pref e FA

e RLANGID e Assignment Consid e OF

e OCONUSI Pref e Recruiter SSN/Name e ST

e OCONUS3 Pref o AFQT e ENTNAC: Submission

Code/Date
e Eyes e GT e ENTNAC: Result Date

e GIBill/ AFC Code

After completing all fields, click the Next button to proceed to the next screen, the Personal
Affairs [Update Screen 3] window (Figure 5-13).
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To return to the Personal Affairs [Update Screen 1] window (Figure 5-5) from the Personal
Affairs [Update Screen 2] window (Figure 5-12), without updating the current soldier’s record,
click the Back button. To quit RECBASS-R, click the Exit button.

If you click the Next button, the Personal Affairs [Update Screen 3] window (Figure 5-13)
opens, with numerous fields to be completed. All fields are required, as appropriate.

[l RECBASS - Personal Affairs [Update Screen 3] [_[O]x]
[PPAB-B7—01 [ FRIDAY [14:4@:4@ | 12601H AG BN <(RECEPTLON>» ADMIN  ETEIMl [4.12

Rnster: W Lineno: W
HOME OF R ORD ADDK
SIreet:OﬂD
Ciy:PUNTA GORDA | State: cntr:[US] =] zip: 33982 |

Streetf2174C BENNET ST

City:MARTAYA state: H1] [2] cntne[US] =] Zip: 76786

S(reel:|

cme state: [ ] 7] cntne[U5] (=] i ‘

PLA OF BIRTH ADDR
[ City:AVON PARK FL state: [ ] =] cntr [0S =] }
EsC ENTER:
HELP | < BACK | PICK LIST | SCREEN PRINT | [[NEXT > | EXIT |

Figure 5-13: Personal Affairs [Update Screen 3]
Editable fields in the Personal Affairs [Update Screen 3] window (Figure 5-13) include:

Home of Record Address Legal Address
e Street e Street

e City e City

e State e State

e Country e Country

o ZIP o ZIP
Current Residential Address Place of Birth
e Street e C(City

e C(City e State

e State e Country

e Country

o ZIP

To view a list of all the Personal Affairs addresses cited for this soldier, click the Pick List,
button. A Personal Affairs [Picklist] window opens, which lists the addresses. To select one of
these addresses to complete the fields for one of the above sections, click in the address field,
then click on Pick List and double-click on an address. The screen returns to the Personal
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Affairs [Update Screen 3] window (Figure 5-13), with the selected address in the selected
section.

To return to the Personal Affairs [Update Screen 3] window (Figure 5-13) from the Picklist
window, click the Back button; click the Next All button; or click the Next Address button.

After completing all fields in the Personal Affairs [Update Screen 3] window (Figure 5-13),
click the Next button to proceed to the next screen, the Personal Affairs [Update Screen 4]
window (Figure 5-14).

To return to the Personal Affairs [Update Screen 2] window (Figure 5-12) from the Personal
Affairs [Update Screen 3] window (Figure 5-13), without updating the current soldier’s record,
click the Back button. To quit RECBASS-R, click the Exit button.

If you click the Next button, the Personal Affairs [Update Screen 4] window (Figure 5-14)
opens, with numerous fields to be completed. All fields are required, as appropriate.

[& RECBASS - Personal Affairs [Update Scieen 4]
POBa- B985 | TUESDAY [11:58:4@ | 128TH AG BN (RECEPTION> | ADHIN  EOEAMN [4.12
SPOUSE'S NAME: ssn: |
(first) (middle) (last) (sury
STREET: P174C BENNET ST
ciry: MAHIAUA state: [HI[[=] countrv:[US[[=] zie: P6786
DATE OF MARRIAGE: | PLACE OF MARRIAGE: |
If Spouse is a member of the Armed Forces enter ALL of the following
wr: |
PERSONNEL CLASS CODE: [ [+]
UHIFORM SERVICE CODE: [ [~]
SERVICE COMPONENT: [ [~ ]
ese enrer
HELP | <BACK | PICK LIST|  SCREEN_PRINT | [NERT > | EXIT |

Figure 5-14: Personal Affairs [Update Screen 4]
Editable fields in the Personal Affairs [Update Screen 4] window (Figure 5-14) include:

Spouse Personal Data Spouse Military Data

e Name e Unit

e SSN e Personnel Class Code
e Street e Uniform Service Code
e City e Service Component

e State

e Country

o ZIP

e Date of Marriage

e Place of Marriage
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To view a list of all the Personal Affairs addresses cited for this soldier, click the Pick List
button. A Personal Affairs [Picklist] window opens, which lists the addresses. To select one of
these addresses to complete the address fields for the above screen, click in the address field,
then click the Pick List button, and double-click on an address. The screen returns to the
Personal Affairs [Update Screen 3] window (Figure 5-13), with the selected address in the
address fields. To return to the Personal Affairs [Update Screen 4] window (Figure 5-14) from
the Picklist window, click the Back button; click the Next All button; or click the Next Address
button.

After completing all fields in the Personal Affairs [Update Screen 4] window (Figure 5-14),
click the Next button to proceed to the next screen, the Personal Affairs [Form Selection]
window (Figure 5-15).

To print the Update Screen 4 information, click the Screen Print button.

To return to the Personal Affairs [Update Screen 3] window (Figure 5-13) from the Personal
Affairs [Update Screen 4] window (Figure 5-14), without updating the current soldier’s record,
click the Back button. To quit RECBASS-R, click the Exit button.

If you click the Next button, the Personal Affairs [Form Selection] window (Figure 5-15)
opens.

[ TRIDAY [@B:51:14 | 126TH AG DN CRECEPTION> [ ADMIN iz
Reception Battalion Automated Support System |
[ RUTOPHRINT |
W4 | A DD 2058 |
2. DA 3685 | B. DD 2494 |
3. SGLV 8286 | . DD 2366 |
4. DD 93 |
5. DA 5950 |
6. DD 1561 |
7. DD 2558/2559 |
B. DA 4187 |
9 UPDATE |
e
_HELP | < BACK << SELECTION MENU | _EXIT |

Figure 5-15: Personal Affairs [Form Selection]

Select one of the 13 options in this window: Autoprint, W-4, DA 3685, SGLV 8286, DD
93, DA 5960, DD 1561, DD 2558/2559, DA 4187, Update, DD 2058, DD2494, or DD 2366. To
select an option, click the corresponding option button.

To return to the RECBASS-R Personal Affairs [Update Screen 4] window (Figure 5-14) from
the Personal Affairs [Form Selection] window (Figure 5-15), click the Back button. To return to
the Personal Affairs [Selection Menu] window (Figure 5-4) without updating the current
soldier’s record, click the Selection Menu button. A message box appears which reads, “Are you
sure you want to process someone else? This soldier’s record has not been updated.” Click the Yes
button to continue, or click the No button to abort. To quit RECBASS-R, click the Exit button.
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5.2.5 Autoprint

When you click the Autoprint button, the Personal Affairs [W-4] window (Figure 5-16)
opens.

[ RECBASS-Personal Affairs [w4]

0610362 | FRIDAY [B8:54:14 | 126TH AG BN CRECEPTION> || ADMIN  LAITIAN 212
TAX INFORMATION FOR FORM W-4|

TOTAL NUMBER OF ALLOWANCES CLAIMED: F_
ADDITIGNAL AMOUNT TO BE DEDUCTED FROGM EACH PAY: -08 550 09)

MARRIED SOLDIER WITHHOLDING TAX AT HIGHER "SINGLE"RATE? (¥/N)

ENTER: ESC

< SAVE | < ABORT

Figure 5-16: Personal Affairs [W-4]

Complete the Total Number of Allowances Claimed field and the Additional Amount To
Be Deducted from Each Pay field (up to $999.99). Use the drop-down box to choose Yes or
No to complete the Married Soldier Withholding Tax at Higher “Single” Rate? field.

To save this information to the database, click the Save button. To print this screen, click the
Print button. The Abort button is disabled, or grayed out.

When you click on either the Save or Print buttons, the screen automatically proceeds to the
Personal Affairs [3685—-Pay Elections] window (Figure 5-17). Follow the steps detailed in
Section 5.2.7.

After you have completed the required fields in the Personal Affairs [3685—Pay Elections]
window (Figure 5-17), click the Save or Print button, and the screen automatically proceeds to
the Personal Affairs [SGLV 1 of 4] window (Figure 5-18). Follow the steps detailed in Section
5.2.8.

5.2.6 W-4

To access the W-4 form another way, select W-4 (option 1) from the Personal Affairs [Form
Selection] window (Figure 5-15). The Personal Affairs [W-4] window (Figure 5-16) opens, but
the Abort button is not grayed out.

Complete the Total Number of Allowances Claimed field and the Additional Amount To
Be Deducted from Each Pay field (up to $999.99). Use the drop-down box to choose Yes or
No to complete the Married Soldier Withholding Tax at Higher “Single” Rate? field.
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To save this information to the database, click the Save button. To print this screen, click the
Print button. To return to the Personal Affairs [Form Selection] window (Figure 5-15) without
saving any changes, click the Abort button.

5.2.7 DA 3685

To complete the form DA 3685 (Pay Elections), select DA 3685 (option 2) from the Personal
Affairs [Form Selection] window (Figure 5-15). The Personal Affairs [3685—Pay Elections]
window (Figure 5-17) opens.

[4 RECBASS - Personal Affairs [3685-Pay Elections] =] 3
PBPe-89-07 [THURSDAY [1@-1P:41 [ 120TH AC BN C(RECEFTION> ADHMIN LOCAL (FNF]

TYPE OF ACCOUNT (C=CHECKING S=SAVINGS):EHECKI NG

ACCOUNT HUMBER AHD OWHER
HUMBER:
HOLDERFAULETTE RANNETTE EALHONS I T=
HAME OF FIHAHCIAL ORGAHIZATION: [WACHOULIA NATIONAL BANK =1

FIHAHCIAL ORGAHIZATION'S RTH: 853988225

STREET ADDRESS OF FINAHCIAL ORGANIZATION:181 GREYSTONE BLUD

CITY, STATE, ZIP CODE OF FINAHCIAL ORGAMIZATION:EOLU MBIA SC 29226

ENTER ESC

< SAVE | < ABORT|
Figure 5-17: Personal Affairs [3685—Pay Elections]

Using the drop-down box, select Checking or Savings to complete the Type of Account
field. In the Account Number and Owner section, complete the Number and Holder fields.

Complete the remaining four fields: Name of Financial Organization, Financial
Organization’s RTN, Street Address of Financial Organization, and City, State, ZIP Code
of Financial Organization.

To save this information to the database, click the Save button. To print this screen, click the
Print button. To return to the Personal Affairs [Form Selection] window (Figure 5-15) without
saving any changes, click the Abort button.
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5.2.8 SGLYV 8286

To complete the form SGLV 8286, select SGLV 8286 (option 3) from the Personal Affairs
[Form Selection] window (Figure 5-15). The Personal Affairs [SGLV 1 of 4] window (Figure
5-18) opens.

POBP-09-12 | TUESDAY |B7:48:83 | 120TH AG BN CREGEFTION> | ADHMIN PO MM [412
SGLV FORM 8286, AMOUNT OF SGLI INSURANCE |

ENTER the CODE for the amount of Insurance desired by the soldier K 1=1

0 NO INSURANCE 7 %70,000 E §140,000
1 §10,000 3 $30,000 F $150,000
2 §20,000 9 $90,000 G $160,000
3 §30,000 A $100,000 H §170,000
4 §40,000 B 110,000 | $180,000
5 §50,000 C §120,000 J 180,000
5 §60,000 D $130,000 K §200,000

ESC ENTER

_< BACK |
Figure 5-18: Personal Affairs [SGLV 1 of 4]

To complete the Enter the CODE for the amount of Insurance desired by the soldier
field, use the drop-down box or type in the field, using the codes listed in this window.

To return to the Personal Affairs [Form Selection] window (Figure 5-15), click the Back
button.

To continue, click the Next button. The Personal Affairs [SGLV Principal 2 of 4] window
(Figure 5-19) opens.

6096912 | TUESDAY |11:21:89 | 126TH AGC EN CRECEPTION> | ADMIN | [RACEIMN |41z

Hame(FMLS)] | | { > | s

Street{2174C BENNET ST City: MARTAYA State:[H1] =] Countrys[US] [=] Zip:F6786
i i ]—FE Shares:l_ PaymerIls:I_ ILP:|—

Hame(FM/LiS | | [ > | sshe|

Street:| City:| state:] | [x] countne[ | [=] Zip:[
i i ]—FE Shares:l_ PaymerIls:I_ ILP:|—

Hame(FMLS) | | { > | ssh:|

Streety] City: state:[ | =] Coumtns[ | [=] zZip:[
i i ]—FE Shares:l_ PaymerIls:I_ ILP:|—

Hame(FML/S | | [ =1 ssh|

Streety] City: state:[ | =] Coumtns[ | [=] zZip:[
i i ]—FE Shares:l_ PaymerIls:l_ ILP:|—

Hame(FMLS) | | [ > | S5t

street] citye [ state:] | [x] countne[ | [=] Zip:[
i i ]—FE Shares:l_ Pﬂymenls:l_ ILP:|—

Hame(FM LSy | | { = | s

street] Cityz state:] ][] countne[ ][] Zip:[
i i ]—FE Shares:l_ PaymerIls:I_ ILP:|—

<E§_acnc|c | PICK LIST | Eﬁ_ﬁ%)—l << ABORT |
Figure 5-19: Personal Affairs [SGLYV Principal 2 of 4]
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Complete the following fields for each individual the soldier wants to include in his or her
insurance coverage, up to six entries for this window: Name, SSN, Street, City, State, Country,
Z1P, Relationship, Shares, Payments, and ILP.

To view a list of all the Personal Affairs addresses cited for this soldier, click the Pick List
button. A Personal Affairs [Picklist] window opens, which lists the addresses. To select one of
these addresses to complete any of the address fields for the above screen, click in the address
field, then click the Pick List button, and double-click on an address. The screen returns to the
Personal Affairs [SGLV Principal 2 of 4] window (Figure 5-19), with the selected address in the
address fields. To return to the Personal Affairs [SGLV Principal 2 of 4] window (Figure 5-19)
from the Picklist window, click the Back button; click the Next All button, or click the Next
Address button.

To continue to the next window from the Personal Affairs [SGLV Principal 2 of 4] window
(Figure ), click the Next button. The Personal Affairs [SGLV Contingent 3 of 4] window (Figure
5-20) opens.

PBPA-89-12 [ TUESDAY [14:49:37 [ 120TH AG BN CRECEPTION> | ADMIN [MIE0AN (412
(YT PR NONE | I [ ~1 55H:
Street] City: [ state: | =] Country] | [ zip:[
i i J—nz Shares:l_ Payments:l_ ILP:r
Hame(FML/S)] | | = | s5H:]
Street] City:[ state:[ | =] Count | =l zip:[”
il i J—FE Shares:l— Payments:l_ ILP:I—
Hame(FML/S) I [ > | ssh:|
Street] City: [ states[_ | =] Country] | [=1 zi;:[—
Relationshi J—FE Shares:l_ Payments:l_ ILP:I-
Hame(FML/S)] I [ > | ssh:|
Street] City: [ states[_ | =] Country] | [=1 zi;:[—
Relationshi J—FE Shares:l_ Payments:l_ ILP:I-
Hame{FML/S) | | - | S5H:
Street] City: [ state: | =] cCountn | [z zipz[
i i J—FE Shares:l_ Payments:l_ ILP:r
Hame{FML/S) | | - | S5H:
Street] City:[ state:._ | =] Country] | [0 zi;:[~
il i J—FE Shares:l_ Payrnents:l_ ILP:r
E3C ENTEFR:
< BACK | PICK LIST| [ NEXT> ] < ABORT |

Figure 5-20: Personal Affairs [SGLV Contingent 3 of 4]

Since this window is a duplicate of the Personal Affairs [SGLV Principal 2 of 4] window
(Figure 5-19), follow the steps detailed in Section 5.2.8.

To continue to the next window from the Personal Affairs [SGLV Contingent 3 of 4] window
(Figure 5-20), click the Next button. The Personal Affairs [SGLV Unusual 4 of 4] window
(Figure 5-21) opens.
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[l RECBASS - Personal Affairs [Sglv Unusual 4 of 4] [-[O]x]
[Aep-07-12 [ TUESDAY [15:41:57 | 120TH AG BN <RECEFTION> | ADMIN  [RFUHIAN [4.12

Are there any - iany il i ? (YZH) r

Answer "Y" for yes to the above question if the member is designating a beneficiary

other than would be normal under his family circumstances

MNOTE if you answer "Y" the PAE CHIEF will be required to sign the following

ling, which will be printed on the first page of the form.

Semice Member counseled concerning beneficiary election on 20000912

ENTER

<< SAUVE | < EE:IC]( | [ PRINT | << ABORT|
Figure 5-21: Personal Affairs [SGLV Unusual 4 of 4]

The lone field in this window asks, “Are there any ‘unusual’ beneficiary designations? (Y?N)”
Enter Y or N in the field. The window explains the term “‘unusual’ beneficiary designation”:
“Answer ‘Y’ for yes to the above question if the member is designating a beneficiary other than would be
normal under his family circumstances. Note: If you answer 'Y,’ the PAB chief will be required to sign the

following line, which will be printed on the first page of the form: Service member counseled concerning
beneficiary election on [today’s date].”

To save this information to the database and return to the Personal Affairs [Form Selection]
window (Figure 5-15), click the Save button. To return to the Personal Affairs [Form Selection]
window (Figure 5-15) without saving the data, click the Abort button.

To return to the Personal Affairs [SGLV Contingent 3 of 4] window (Figure 5-20) without
saving the data, click the Back button. To print the form SGLV 8286, click the Print button.

5.2.9 DD 93

To complete the form DD 93, select DD 93 (option 4) from the Personal Affairs [Form
Selection] window (Figure 5-15). The Personal Affairs [DD 93 Parents 1 of 6] window (Figure
5-22) opens.

[ RECBASS - Personal Affairs [DD93 Parents 1 of 6] [_[O]x]
ﬁﬂﬂ—ﬂg—lﬁ FRIDAY [A9:38:35 [ 120TH AG BN (RECEPTION> I ADHIN LOGAL |FNF]

Soldier's Hame:E ALMONS [PAULETTE 3] I
55H: MARAA1286

pouse Hame: JIM SALMONS
reet:2174C BENNET ST

ity: YAH IAYA State:H1  Country: US| Zip: 26786 Notify Spouse: [
Father's Hame: [ [ [ L=l
Street:| [~ DECERSED

City:’ State:lznz Coumm Zip: anifyFalher:l— Loco Farenlis:l—

Mother's Hame: [ [ [ [ ~1

Maiden Hames]

[ DECERSED

Street:]

C'M State:l:rE Cuumm Zipi NutifyMu(her:l— Loco Parentis:l—

ESC ENTER
<BACK | PIGK LIST| [HERT > |

Figure 5-22: Personal Affairs [DD 93 Parents 1 of 6]
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Editable fields in the Personal Affairs [DD 93 Parents I of 6] window (Figure 5-22) include:

Father’s Data Mother’s Data

e Name e Name

e Street e Street

e City e City

e State e State

e Country e Country

o ZIP o ZIP

e Deceased e Deceased

e Notify Father e Notify Mother
e Loco Parentis e Loco Parentis

To view a list of all the Personal Affairs addresses cited for this soldier, click the Pick List
button. A Personal Affairs [Picklist] window opens, which lists the addresses. To select one of
these addresses to complete either of the address fields for the above screen, click in the address
field, then click the Pick List button, and double-click on an address. The screen will return to
the Personal Affairs [DD 93 Parents 1 of 6] window (Figure 5-22), with the selected address in
the address fields. To return to the Personal Affairs [DD 93 Parents 1 of 6] window (Figure
5-22) from the Picklist window, click the Back button; click the Next All button; or click the
Next Address button.

After completing all fields, click the Next button to proceed to the next screen, the Personal
Affairs [DD 93 Children 2 of 6] window (Figure 5-23).

To return to the Personal Affairs [Form Selection] window (Figure 5-15) without updating
the current soldier’s record, click the Back button.

If you click the Next button, the Personal Affairs [DD 93 Children 2 of 6] window (Figure
5-23) opens.
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[Paee-a9—15 [ FRIDAY [1@:57:42 [ 12@8TH AG BN <RECEPTION> | ADMIN  [RTIE0AM [4.12
(e P Y NONE] [ I [ Ea|
Street] city:[ state:[ ] [z Countne[ ] [=] Zip:[
pob:[ i 1= Hotify:[ [~ DECEASED
Hame(FML/S)H I | [ i |
street] city:[ state:] | =] countne[ | [x] Zip:[
pob:[ il [+ Hotify:| I~ DECERSED
Hame (FALIS)| | | ha |
Ktreet] city:[ state:] | [z Countns[ ] [=] zip:[
pob:[ 1 I - | Hatify:[~ [~ DECEASED
Hame(FML/SH I I [ -]
street] city:[ state:] | =] countne[ | [x] Zip:[
pob:[ 1 I - | Hotifw] [~ DECERSED|
Hame(FALS) [ [ ~1
Street] City: [ state:[ | =] countne[ ] =] Zip:[
pob:[ I I - | Hotify:[ [~ DECERSED|
Hame(FMAL/S)] I I [ =1
Street] Citys [ state: | =] Countne[_] =] Zip:[
pob:[ 1 I - | Hotifw] [~ DECERSED|
<E§Eu< | FICK LIST | l_iqnérxz-?rl << BEORT |

Figure 5-23: Personal Affairs [DD 93 Children 2 of 6]

Since this window is similar to the Personal Affairs [SGLV Principal 2 of 4] window (Figure
5-19), follow the steps detailed in Section 5.2.8.

Complete the following fields for each child the soldier wants to include in his or her
insurance coverage, up to six entries: Name, Street, City, State, Country, ZIP, DOB,
Relationship, Notify, and Deceased.

To continue to the next window from the Personal Affairs [DD 93 Children 2 of 6] window
(Figure 5-23), click the Next button. The Personal Affairs [DD 93 Death 3 of 6] window
(Figure 5-24) opens.

POPE-B7—15 [ FRIDAY [14:38:46 | 120TH AG BN CRECEPTION> | ADMIN [BAIC0AN (412
BENEFICIARY(IES) FOR DEATH GRATUITY:
Hame(FML5): [OTH I [ [ =1
streets] City: state:[ | =] Coumtns[ | [=] Zip:[
i '—FE Percem:l_ ILPr
Hame(F ML) [ | L=
Streety] City: state:] | (=] Countne[ | [=] Zipz[
Relaionship___ [[~] Percent] e
Hame(FMLSE [ [ [ =1
Street] City: [ state:] | (= Countns[ | =] Zip:[
i '—FE Percem:l_ ILPr
Hame(FM/L/Sy | | [ -
Streety] City: state: | [z Coumtns[ | [=] Zip:[
i '—FE Percem:l_ ILPr
< Ef\cn | PICK LIST | lﬁl << ABORT]|

Figure 5-24: Personal Affairs [DD 93 Death 3 of 6]

Since this window is similar to the Personal Affairs [SGLV Principal 2 of 4] window (Figure
5-19), follow the steps detailed in Section 5.2.8.
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Complete the following fields for each individual the soldier wants to include in his or her
insurance coverage, up to four entries: Name, Street, City, State, Country, ZIP, Relationship,
Percent, and ILP.

To continue to the next window from the Personal Affairs [DD 93 Death 3 of 6] window
(Figure 5-24), click the Next button. The Personal Affairs [DD 93 Pay 4 of 6] window (Figure
5-25) opens.

P808-89—15 [ FRIDAY [14:54:21 | 1208TH AG BN CRECEPTION» | ADMIN  [FC07M 412
BENEFICIARY{IES) FOR UNPAID PAYY AND ALLOWANCES:
Hame(FmMLS): 00 [ [ [ T=i
Street] City: [ state:[_| = Countrys[ [ [=] Zim|

jonehip[___—— [ [+ percent]| ey
Hame(F ML) [ [ [ T=i
Street] City: [ state:[ | (=] Countrys[ [ =] Zip:[
jonships[_————————————— [ =] Percent:| (W
Hame(FMLS)] [ [ [ T=i
Street] City: [ state:[_| = Countrs[ [ [=] Zim:[
jonships[ [[=] Percent:| P
Hame(FMILS)] [ [ 1=
Street] City: [ state:[_| = Countrys[ [ [=] Zim|
jonships[ [[=] Percent:| P
< ﬁE.Saccn | PICK LIST | I_NE;TTER;I << ABORT]

Figure 5-25: Personal Affairs [DD 93 Pay 4 of 6]

Since this window is similar to the Personal Affairs [SGLV Principal 2 of 4] window (Figure
5-19), follow the steps detailed in Section 5.2.8.

Complete the following fields for each individual the soldier wants to include in his or her
insurance coverage, up to four entries: Name, Street, City, State, Country, ZIP, Relationship,
Percent, and ILP.

To continue to the next window from the Personal Affairs [DD 93 Pay 4 of 6] window
(Figure 5-25), click the Next button. The Personal Affairs [DD 93 Missing 5 of 6] window
(Figure 5-26) opens.
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PPAB-B7—15 [ FRIDAY [15:16:56 | 120IH AG BN <RECEPTION» | ADMIN [RAI<1MN (412
ALLOTMENT DESIGMEE WHEN IN MISSING STATUS:
HametFMLSETOTT I I L=
street] citye [ state:] | [x] Countne[ | =] zipf
Relationship:[__ [ [=] Percent:| P
Hame(FMLS) [ [ =1
street:] City: [ state:] | [x] countryz[ [[x] zipl
jonships [ [=] Percent:| wed
Hame(FMLS) [ | L=
streets] City: state:] | =] Coumtnys[ [ =] zZipd
jonships [ [=] Percent:| ed
Hame(FMLSY [ I LI=i
Streety City:[ state:[ | =] Countnye[ | [=] Zipf
o I} - Percent| e
£ enTeR:
< BACK | PICK LIST | [NEXT > ] << _ABORI|

Figure 5-26: Personal Affairs [DD 93 Missing 5 of 6]

Since this window is similar to the Personal Affairs [SGLV Principal 2 of 4] window (Figure
5-19), follow the steps detailed in Section 5.2.8.

Complete the following fields for each individual the soldier wants to include in his or her
insurance coverage, up to four entries: Name, Street, City, State, Country, ZIP, Relationship,
Percent, and ILP.

To continue to the next window from the Personal Affairs [DD 93 Missing 5 of 6] window
(Figure 5-26) click the Next button. The Personal Affairs [DD 93 Other 6 of 6] window (Figure
5-27) opens.

[l RECBASS - Personal Affairs [DD93 Other 6 of 6] [_[O]x]
[PPAB-87—15 [ FRIDAY [15:19:35 | 126TH AG BN <(RECEPTION>» ADMIN  ETEIMl [4.12

DD 93 - ADDITIONAL INFORMATION

Location of WILL or OTHER WALUEABLE PAPERS:

SGLI Amount = § | (MAX = $200,000)

Insurance Companies Policy Humbers

| r—
I I
Person to receive remains: Relationship
(110] | BALMONS [ x| + HUSBAND [=]
(first) (middle) (lasty
REMARKS:[

I
ESC

< SAVE | <BACK |  PICKLIST | << ABORT
Figure 5-27: Personal Affairs [DD 93 Other 6 of 6]

Complete the following fields: Location of Will or Other Valuable Papers, Insurance
Companies, Policy Numbers, Person to receive remains (name and relationship), and
Remarks. The SGLI Amount (Max-$200,000) field is already completed with the selection
made in the Personal Affairs [SGLV 1 of 4] window (Figure 5-18).
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To save the information entered, click the Save button. The screen automatically returns to
the Personal Affairs [Form Selection] window (Figure 5-15).

To print this screen, click the Print button. The screen automatically returns to the Personal
Affairs [Form Selection] window (Figure 5-15).

To return to the Personal Affairs [DD 93 Missing 5 of 6] window (Figure ), click the Back

button. To return to the Personal Affairs [Form Selection] window (Figure 5-15), click the
Abort button.

5.2.10 DA 5960

To complete the form DA 5960, select DA 5960 (option S) from the Personal Affairs [Form
Selection] window (Figure 5-15). The Personal Affairs [5960] window (Figure 5-28) opens.

a RECBASS - Personal Affairs [5960] =] ES
PAAR—87—19 [ TUESDAY [12:21:14 | 126TH AG BN <RECEPTION> ADHIN LOCAL |FNF
CHILD | sPOUSE |

BAG Type (with without partial) [~ ]

Date of Divorce (YYYYMMDD)

Youngest Child's Hame (f /m /1 sur) | [ [ x|
Youngest Child's DOB (YYYYMMDD} ionship: [ ~1

Child"s current street address |

City: [ state:] ][] cntry:[ Tl Zip: |

If You or Your Spouse Receive Child Support from a Military Member

Support Member's Hame |

Support Member's S5H

Support Member's Location |

Is Soldier Renting or HomeOwner (R=renting, H=homeowner) I:E

Total Amount of RentMortgage paid by Soldier(ineluding cents) .88

The HUMBER of other Military Members soldier's resid E
Start date of my entitlement (Y¥YYYMMDD) E9983916

EsSC ENTER

< SAVE | PRINT | << ABORT |

Figure 5-28: Personal Affairs [S960] — Child Tab

Complete the following fields: BAQ Type; Child in Custody of, Date of Divorce;
Youngest Child’s Name; Youngest Child’s DOB; Relationship; Child’s Current Street
Address, City, State, Country, ZIP; Support Member’s Name; Support Member’s SSN;
Support Member’s Location; Is Soldier Renter or Homeowner; Total Amount of
Rent/Mortgage Paid by Soldier; Number of Other Military Members Sharing Soldier’s
Residence; and Start Date of Entitlement (YYYYMMDD).

To save the information entered, click the Save button. The screen automatically returns to
the Personal Affairs [Form Selection] window (Figure 5-15).

To print this screen, click the Print button. The screen automatically returns to the Personal
Affairs [Form Selection] window (Figure 5-15).
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To return to the Personal Affairs [Form Selection] window (Figure 5-15) without saving the
information entered, click the Abort button.

[l RECBASS - Personal Affairs [5960] [_[O]x]
[PPaB-87—19 [ TUESDAY [13:81:29 | 120TH AG BN <RECEPTLON> ADMIN  ETEIM (412

CHILD SPOUSE|

I Soldier Renting or HomeOQwner (R=renting, H=homeowner) @3

Total Amount of tgage paid by Soldier(i ling cents) .88
The HUMBER of other Military s soldier"s resi E
BAQ TYPE (with without partialy [ [*]

Starting date of entitlement E? 288916

ESC ENTER

< SAVE | PRINT | << ABORT |

Figure 5-29: Personal Affairs [S960] — Spouse Tab

Complete the following fields: Is Soldier Renter or Homeowner, Total Amount of
Rent/Mortgage Paid by Soldier, Number of Other Military Members Sharing Soldier’s
Residence, BAQ Type, and Starting Date of Entitlement.

To save the information entered, click the Save button. The screen automatically returns to
the Personal Affairs [Form Selection] window (Figure 5-15).

To print this screen, click the Print button. The screen automatically returns to the Personal
Affairs [Form Selection] window (Figure 5-15).

To return to the Personal Affairs [Form Selection] window (Figure 5-15) without saving the
information entered, click the Abort button.
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5.2.11 DD 1561

To complete the form DD 1561, select DD 1561 (option 6) from the Personal Affairs [Form
Selection] window (Figure 5-15). The Personal Affairs [1561] window (Figure 5-30) opens.

[l RECBASS - Personal Affairs [1561] [_[O]x]
[PPaB-B7—-27 MEDNESDAY [15:35:55 | 120TH AG BN <RECEPTION> ADMIN  ETEIM (412

SOLDIER'S REPORTING INFORMATION FOR DD FORM 1561

DATE SOLDIER REPORTED TO THIS STATION:

TRAVEL ORDER HUMBER: I

TRAVEL ORDER DATE (¥Y¥YRMMDD):

EC ENTER

< SAVE << ABORT |
Figure 5-30: Personal Affairs [1561]

Complete the following fields: Date Soldier Reported to This Station, Travel Order
Number, and Travel Order Date.

To save the information entered, click the Save button. The screen automatically returns to
the Personal Affairs [Form Selection] window (Figure 5-15).

To print this screen, click the Print button. The screen automatically returns to the Personal
Affairs [Form Selection] window (Figure 5-15).

To return to the Personal Affairs [Form Selection] window (Figure 5-15) without saving the
information entered, click the Abort button.
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5.2.12 DD 2558/2559

To complete the form DD 2558/2559, select DD 2558/2559 (option 7) from the Personal
Affairs [Form Selection] window (Figure 5-15). The Personal Affairs [2558/2559 Main Menu]
window (Figure 5-31) opens.

[l RECBASS - Personal Affairs [2558/2559 Main Menu] M=l E3
EBB*9*28 ITHURSDHY 11:18:2% I 128TH AG BN (RECEPTION> ADMIN LOCAL JFNF]

| CHOOSE ONE AND HIT ENTER |

Voluntary Support of Dependents ©
Payment to Financial Organization ©

Combined Federal Campaign s
=

Start Dental Plus

E3C EWTER:

< BACK
Figure 5-31: Personal Affairs [2558/2559 Main Menu]

Click on a radio-button next to one of five choices: Monthly U.S. Savings Bond, Voluntary
Support of Dependents, Payment to Financial Organization, Combined Federal Campaign,
or Start Dental Plus. Click the Next button to continue, or click the Back button to return to the
Personal Affairs [Form Selection] window (Figure 5-15).

5.2.12.1 Monthly U.S. Savings Bond

If you select Monthly U.S. Savings Bond from the Personal Affairs [2558/2559 Main
Menu] window (Figure 5-31) and then click the Next button, the Personal Affairs [2559]
(Monthly U.S. Savings Bond) window (Figure 5-32) opens.

[ RECBASS - Personal Affairs [2559] [_ o] =]
[FPeD-67-28 [THURSDAY [11:22:03 | 12001A AG BN <RECEFTION> | ADMIN  [MPEIMN [4.12
Effective Date (YYMM): | Bond Denomination {100,200,500,1000):5] [~
Amount to be Allotted each mnnth:@l. [%]%] Number of Mnmhs:l -
OWNER CO-OWHER. BEHEFICIARY
Ownership Codes: [Allotter Nonallotter None =
Owner's HAMEPAULET TE RANNETTE [EALMONS ] 551:iAPBNA1 286
Co-Owner's HAME:] | I (=1 sshf
HAME:[PRULETTE NNETTE [EALMONS [ ~1
o
] | Street Addressﬁl?‘lc BENNET ST
: City: IANTAYA state[l1] [v] Countrz[US[[x] zipf76786
ESC ENTER
<< SAVE | < BACK PRINT << QBOR!I

Figure 5-32: Personal Affairs [2559] (Monthly U.S. Savings Bond)
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Complete the following fields in the top part of the screen: Effective Date, Bond
Denomination, Amount To Be Allotted Each Month, Number of Months, and Ownership
Codes.

In the middle of the screen, the Owner’s Name and SSN fields are already completed.
Complete the Co-Owner’s Name and SSN fields, if applicable.

At the bottom of the screen is a red Mail Bond To box. To select the destination of the
soldier’s savings bond, click on a radio-button next to one of the following four choices: Owner,
Co-Owner/Beneficiary, Third Party, or Hold in Safekeeping.

To the right of the red Mail Bond To box is a box containing the following fields: Name,
Street Address, City, State, Country, and ZIP. If you select Owner in the Mail Bond To box,
those fields are already completed with the owner’s name and address. If you select
Co-Owner/Beneficiary or Third Party in the Mail Bond To box, the name and address fields
are blank. Complete those fields. If you select Hold in Safekeeping in the Mail Bond To box,
the box containing the name and address fields disappears.

To save the information entered, click the Save button. The screen automatically returns to
the Personal Affairs [Form Selection] window (Figure 5-15).

To return to the Personal Affairs [2558/2559 Main Menu] window (Figure 5-31), click the
Back button.

To print the Personal Affairs [2559] (Monthly U.S. Savings Bond) screen (Figure 5-32), click
the Print button. The screen automatically returns to the Personal Affairs [2558/2559 Main
Menu] window (Figure 5-31).

To return to the Personal Affairs [Form Selection] window (Figure 5-15) without saving the
information entered, click the Abort button.
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5.2.12.2 Voluntary Support of Dependents

If you select Voluntary Support of Dependents from the Personal Affairs [2558/2559 Main
Menu] window (Figure 5-31) and then click the Next button, the Personal Affairs [2558]
(Voluntary Support of Dependents) window (Figure 5-33) opens.

[l RECBASS - Personal Alfairs [2558] =] E3
PBPe-89-28 [THURSDAY [13:35:03 [ 120TH AG BN (RECEPTION> | ADMIN LOCAL |FWF]

Voluntary Support of Dependents

TYPE OF ACCOUNT (C=CHECKIHG S=SAVINGS): [HN_—_—__ |

All t (Per Month): $l—m
Effective Dale[YYMM]:I
Financial Organization: |
Bank Routing Mumber: [
Account/Policy Number]

Account Holder (ffm/1fsur) : | | | 'l
Allottee’s Mailing Address:

Street|

City, Statei:ﬂz Cnuntry:l:l-lﬂ Zip:
E3C ENTER:
<< SAVE| < BACK | PRINT | << ABORT|

Figure 5-33: Personal Affairs [2558] (Voluntary Support of Dependents)

Complete the following fields: Type of Account, Allotment Amount, Effective Date,
Financial Organization, Bank Routing Number, Account/Policy Number, Account Holder,
and Allottee’s Mailing Address (Street, City, State, Country, and Zip.)

To save the information entered, click the Save button. The screen automatically returns to
the Personal Affairs [Form Selection] window (Figure 5-15).

To return to the Personal Affairs [2558/2559 Main Menu] window (Figure 5-31), click the
Back button.

To print the Personal Affairs [2558] (Voluntary Support of Dependents) screen (Figure
5-33), click the Print button. The screen automatically returns to the Personal Affairs [Form
Selection] window (Figure 5-15).

To return to the Personal Affairs [Form Selection] window (Figure 5-15) without saving the
information entered, click the Abort button.
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5.2.12.3 Payment to Financial Organization

If you select Payment to Financial Organization from the Personal Affairs [2558/2559
Main Menu] window (Figure 5-31) and then click the Next button, the Personal Affairs [2558]
(Payment to Financial Organization) window (Figure 5-34) opens.

[l RECBASS - Personal Affairs [2558] =] E3
PBPA-19-02 [ MONDAY [14:16:03 | 1201H AG BN (RECEPTION> ADHIN LOCAL |FWF]

Payment to Financial Organization

TYPE OF ACCOUNT (C=CHECKING S=SAVIHGS): [HMG—_—_—_

All t (Per Month): $|—w
Effective Date(YYMM):|
Financial Organization: |
Bank Routing Number:
Account/Policy Number]

Account Holder (ffm/l/sur) : | | | 'l
Allottee’s Mailing Address:

Street:|

City] Statei:ﬂz Country:l:ﬂz Zip:
EiC ENTER
<< SAVE | < BACK | PRINT | << ABORT|

Figure 5-34: Personal Affairs [2558] (Payment to Financial Organization)

Complete the following fields: Type of Account, Allotment Amount, Effective Date,
Financial Organization, Bank Routing Number, Account/Policy Number, Account Holder,
and Allottee’s Mailing Address (Street, City, State, Country, and Zip.)

To save the information entered, click the Save button. The screen automatically returns to
the Personal Affairs [Form Selection] window (Figure 5-15).

To return to the Personal Affairs [2558/2559 Main Menu] window (Figure 5-31), click the
Back button.

To print the Personal Affairs [2558] (Payment to Financial Organization) screen (Figure
5-34), click the Print button. The screen automatically returns to the Personal Affairs [Form
Selection] window (Figure 5-15).

To return to the Personal Affairs [Form Selection] window (Figure 5-15) without saving the
information entered, click the Abort button.
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5.2.12.4 Combined Federal Campaign

If you select Combined Federal Campaign from the Personal Affairs [2558/2559 Main
Menu] window (Figure 5-31) and then click the Next button, the Personal Affairs [2558]
(Combined Federal Campaign) window (Figure 5-35) opens.

a RECBASS - Personal Affairs [2558]

PBPA-19-G2 [ MONDAY [14:34:09 | 1201H AG BN C(RECEPTION> ADHIN LOCAL |FWF]
All t (Per Month):$ l_ Eﬁ

Effective Date(YYMM): I

EiC ENTER
<< SAVE | < BACK | PRINT | << ABORT|

Figure 5-35: Personal Affairs [2558] (Combined Federal Campaign)

Complete the two fields on the screen: Allotment Amount and Effective Date.

To save the information entered, click the Save button. The screen automatically returns to
the Personal Affairs [Form Selection] window (Figure 5-15).

To return to the Personal Affairs [2558/2559 Main Menu] window (Figure 5-31), click the
Back button.

To print the Personal Affairs [2558] (Combined Federal Campaign) screen (Figure 5-35),
click the Print button. The screen automatically returns to the Personal Affairs [Form
Selection] window (Figure 5-15).

To return to the Personal Affairs [Form Selection] window (Figure 5-15) without saving the
information entered, click the Abort button.
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5.2.12.5 Start Dental Plus

If you select Start Dental Plus from the Personal Affairs [2558/2559 Main Menu] window
(Figure 5-31) and then click the Next button, the Personal Affairs [2494_1] (Start Dental Plus)
window (Figure 5-36) opens.

[ PERSONAL AFFAIRS 2494 1 [_ O[]
PBAG-18-02 [ HONDAY [14:59:51 | 120TH AG BN <RECEFTION> | ADMIN  EEUe AN [4.12
Mame(FMLS)] [ I [ =i

reet] City: | state:[ | =] Zip] Dob:
Hame(FMLS)] I [ [ -1
Street City: [ state:[ | =] Zip] Dob: [
ame(FMLIS)] I | [ -

reet] Citys | states[_| =] Zip] Dob: [
Hame(FMLS) | | ~1
street] Cityz[ State:] ][] Zip] Dob:
ame(FMLS)] | | { -]

reet] City: | state:[ | =] 2ip] Dob: [
Harme(FmALS)] [ I L=
Street] City: | State:] [ [] Zip: Dob: [

ENTER ESC
< SAVE | PICK LIST | [PRINT] < ABORT |

Figure 5-36: Personal Affairs [2494 1] (Start Dental Plus)

Click on the radio-button next to one of these two options:

e I have one (1) geographically separated family member for whom I am electing
coverage.

e | have more than one (1) geographically separated family member for whom I am
electing coverage.

Complete the following fields for each geographically separated family member the soldier
wants to include in his or her insurance coverage, up to six entries for this window:
Name(F/M/L/S), Street, City, State, ZIP, and DOB.

To view a list of all the Personal Affairs addresses cited for this soldier, click the Pick List
button. A Personal Affairs [Picklist] window opens, which lists the addresses. To select one of
these addresses to complete any of the address fields for the above screen, click in the address
field, then click the Pick List button, and double-click on an address. The screen returns to the
Personal Affairs [2494 1] (Start Dental Plus) window (Figure 5-36) with the selected address in
the address fields.

To save the information entered, click the Save button. The screen automatically returns to
the Personal Affairs [2558/2559 Main Menu] window (Figure 5-31).

To print the Personal Affairs [2494 1] (Start Dental Plus) window (Figure 5-36), click the
Print button. The screen automatically returns to the Personal Affairs [2558/2559 Main Menu]

window (Figure 5-31).

To return to the Personal Affairs [Form Selection] window (Figure 5-15) without saving the
information entered, click the Abort button.
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5.2.13 DA 4187

To complete the form DA 4187, select DA 4187 (option 8) from the Personal Affairs [Form
Selection] window (Figure 5-15). The Personal Affairs [4187 Main Menu] window (Figure
5-37) opens.

[l RECBASS - Personal Affairs [4187 Main Menul M=l 3
Eﬂﬂflﬂfﬂz MONDAY 18:46:49 I 12ATH AG BN <RECEPTIONX ADMIN eI [4.12

DA FORM 4187 INFORMATION |

1. PROMOTION/ADVANCEMENT |

2. NAME,SSN,DOB OR OTHER CHANGE |

ES

HELP < BACK
Figure 5-37: Personal Affairs [4187 Main Menu]

Select one of the two options in this window: Promotion/Advancement or Name, SSN,
DOB, or Other Change. To select an option, click the corresponding option button.

To return to the Personal Affairs [Form Selection] window (Figure 5-15), click the Back
button.

5.2.13.1 Promotion/Advancement

If you select Promotion/Advancement (option 1) from the Personal Affairs [4187 Main
Menu] window (Figure 5-37), the Personal Affairs [4187 Promotion] window (Figure 5-37)
opens.

[l RECBASS - Personal Affairs [4187 Promotion] [_[O]=]
[PPAB-18-82 [ MONDAY [11:34:@5 | 120TH AG BN <(RECEPTLON» ADHIN [T [4 12

DA FORM 4187 INFORMATION

PromotioniAdvancement

Current Grade/Rank................. |E02 PV2

Advanced to Grade/Rank......... -

AULROFIRY. oo |

|

Effactive Date.........oveivevinininene

Date of Rank....

EPS ceeeveeemeessessss s

E3C ENTER:
<< SAVE | <BACK | PRINT | << ABORT |
Figure 5-38: Personal Affairs [4187 Promotion]
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The Current Grade/Rank field is already complete. Complete the following fields:
Advanced to Grade/Rank, Authority, Effective Date, Date of Rank, and MEPS.

To save the information entered, click the Save button. The screen automatically returns to
the Personal Affairs [4187 Main Menu] window (Figure 5-37).

To return to the Personal Affairs [4187 Main Menu] window (Figure 5-37), click the Back
button.

To print the Personal Affairs [4187 Promotion] screen (Figure 5-38), click the Print button.
The screen automatically returns to the Personal Affairs [Form Selection] window (Figure 5-15).

To return to the Personal Affairs [Form Selection] window (Figure 5-15) without saving the
information entered, click the Abort button.

5.2.13.2 Name, SSN, DOB, or Other Change

If you select Name, SSN, DOB, or Other Change (option 2) from the Personal Affairs
[4187 Main Menu] window (Figure 5-37), the Personal Affairs [4187 Change] window (Figure
5-39) opens.

[ RECBASS - Persoanl Affairs [4187 CHANGE]

DA FORM 4187 INFORMATION

NAME, SSN, DOB, or OTHER Change

What is being Changed 7 [N ~ |

What Forms are Incorrect |

What iters are Incorrect |

As Reads |

How Changed |
AFEES |
ESC EMTER
<< §AVE| < BACK PRINT I (3 ﬂBORﬂ

Figure 5-39: Personal Affairs [4187 Change]

Using the drop-down box, complete the What is being changed? field. Then complete the
remaining five fields: What Forms are Incorrect, What Items are Incorrect, As Reads, How
Changed, and AFEES.

To save the information entered, click the Save button. The screen automatically returns to
the Personal Affairs [Form Selection] window (Figure 5-15).

To return to the Personal Affairs [4187 Main Menu] window (Figure 5-37), click the Back
button.
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To print the Personal Affairs [4187 Change] screen (Figure 5-39), click the Print button.
The screen automatically returns to the Personal Affairs [4187 Main Menu] window (Figure
5-37).

To return to the Personal Affairs [Form Selection] window (Figure 5-15) without saving the
information entered, click the Abort button.

5.2.14  Update

To update all the information entered into RECBASS-R Personal Affairs under the previous
eight options (options 1-8, above), click the Update (option 9) button from the Personal Affairs
[Form Selection] window (Figure 5-15). A notice box appears which reads, “Successfully updated
record in database.” Click the OK button, and the screen automatically returns to the Personal
Affairs [Selection Menu] window (Figure 5-4).

5.2.15 DD 2058

To print the form DD 2058, select DD 2058 (option A) from the Personal Affairs [Form
Selection] window (Figure 5-15).

5.2.16 DD 2494

To print for form DD 2494, select DD 2494 (option B) from the Personal Affairs [Form
Selection] window (Figure 5-15). The Personal Affairs 2494 window (Figure 5-40) opens.

[l PERSONAL AFFAIRS 2494 [_TO] =]
[PBPA-19-G4 MEDNESDAY [13:17:54 [ 120TH AC BN <(RECEPTION> ADMIN LoCAL |[%F

| have a sole (1) family member age four (4) ar older for whom | am electing coverage.

ENTER ESC

< SAVE | PRINT < ABORT

Figure 5-40: Personal Affairs 2494
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Click on a radio-button next to one of the four options offered:

e [ have a sole (1) family member age four or older for whom I am electing coverage.
e [ have a sole (1) family member under age four (4) for whom I am electing coverage.

e [ have one (1) family member four or older to cover and one (1) or more under four (4)
not to cover.

e I have more than one (1) family member for whom I am electing coverage.

Then click the Print button to print the form DD 2494 for the above-selected option. The
screen automatically returns to the Personal Affairs [Form Selection] window (Figure 5-15).

To save your selected option in the database, click the Save button. The screen automatically
returns to the Personal Affairs [Form Selection] window (Figure 5-15).

To return to the Personal Affairs [Form Selection] window (Figure 5-15) without saving
your selected option, click the Abort button. The screen automatically returns to the Personal
Affairs [Form Selection] window (Figure 5-15).

5.2.17 DD 2366

To print form DD 2366, select DD 2366 (option C) from the Personal Affairs [Form
Selection] window (Figure 5-15). The Personal Affairs 2366 window (Figure 5-41) opens.

[l PERSONAL AFFAIR-2366 [_TO] =]

[PGPA-19-G4 MEDNESDAY [14:48:37 | 120TH AC BN <(RECEPTION> ADHIN LOCAL (PN

SERWICE UHIOUE EDUCATION ASSISTANCE OPTIONS

ENTER ESC

< SAVE | < ABORTl

Figure 5-41: Personal Affairs 2366

Complete the Service Unique Education Assistance Options field. Then click the Print
button, to print the screen. The screen automatically returns to the Personal Affairs [Form
Selection] window (Figure 5-15).

To save the information entered to the database, click the Save button. The screen
automatically returns to the Personal Affairs [Form Selection] window (Figure 5-15).
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To return to the Personal Affairs [Form Selection] window (Figure 5-15) without saving the
information entered, click the Abort button. The screen automatically returns to the Personal
Affairs [Form Selection] window (Figure 5-15).
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APPENDIX A - ACRONYMS AND ABBREVIATIONS

AAAT

ACIIPS Automated Clothing Initial Issue Point System

ADP Automated Data Processing

AFEES Armed Forces Examining and Entrance Station
AFQT Armed Forces Qualification Test

AIMS-PC Automated Instructional Management System - Personal Computer
AIMS-R Automated Instructional Management System - Redesign
AIT Advanced Individual Training

ANSI American National Standards Institute

ARADS Army Recruiting Accession Data System
ARPERCEN Army Reserve Personnel Center

AR-PERSCOM Army Reserve-Personnel Command

ARTRAMS Army Reserve Transaction Management System
ASCII American Standard Code for Information Interchange
ASVAB Army Services Vocational Aptitude Battery

ATISD Army Training Information Systems Directorate
ATRRS Army Training Requirements Resource System
ATSC Army Training Support Center

BAQ Basic Allowance for Quarters

BASD Basic Active Service Date

BCT Basic Combat Training

BPED Basic Pay Entry Date

BTRY/CO Battery Company
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CAT 1V

CBT Computer Based Training

CONUS Continental United States

CTMC

DA Department of the Army

DASD Direct Access Storage Device
DCST Deputy Chief of Staff, Training
DEERS Defense Eligibility Enrollment Reporting System
DJMS Defense Joint Military Pay System
DLAT Defense Language Aptitude Battery
DMPO

DOB Date of Birth

DODAACS Department of Defense Activity Address Codes
DOHRS-HC

DOR Date of Rank

DSCH RSN

EAD Estimated Arrival Date

EEO Equal Employment Opportunity
ENTNAC

ETS End of Term Service

FOUO For Official Use Only

FT Fitness Training

FTP File Transfer Protocol

GED General Education Diploma

HCG
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HDSL
HQ

IRB

IRR

ISM

JSS

LES

MDC
MEPCOM
MEPS
MILPERS
MOBPERS
MOS
MRD

NG
OCONUS
OSUT
PAB
PACIDN
PULHES
QM

RA
RAPIDS
REC BN

RECBASS-R

High-bit-rate Digital Subscriber Line
Headquarters

Initial Receiving Branch

Individual Ready Reserve
Installation Support Modules

Joint Service Software

Leave and Earning Statement

Military Entrance Processing Command

Military Entrance Processing Stations

Military Personnel

Mobilization Personnel Processing System

Military Occupational Specialty

Mandatory Release Date

National Guard

Outside Continental United States

One-Station Unit Training

Personnel Affairs Branch

Personnel Administration Center

Pulmonary, Upper/Lower Extremities, Hearing, Eyes, Psychological
Quartermaster

Regular Army

Real Time Automated Personnel Identification System
Reception Battalion

Reception Battalion Automated Support System - Redesign
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RLANGID

RSCS

SA

SGLV

SIDPERS-3

SSN

STAMIS

TAPDB-R

TRADOC

UIC

UNC

UPC

USAR

USMA

Remote Spooling Communications Subsystem
System Administrator

Servicemen’s Group Life Insurance Form
Standard Installation/Division Personnel System
Social Security Number

Standard Army Management Information Systems
Total Army Personnel Database - Reserve
Training and Doctrine Command

Unit Identification Codes

Unit Processing Code
U.S. Army Reserve

U.S. Military Academy
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Index RECBASS-SUM (Drafi)
INDEX
P Day 2 Transactions, 3-46
Day 3 Transactions, 3-58
AAAT, 3-35 Diskettes, 3-70

Acronyms and Abbreviations, A-2
Add a Record, 3-3
AIMS (AIMS-PC), 3-1, 3-59, 3-60, 3-61, 3-
78, 3-79, 3-80, 3-81, 3-82
Alpha Roster, 3-20, 3-31
Application Summary, 2-1
Army Training Support Center (ATSC), 1-1
Arrivals Report, 3-76
Assignments, 3-47
Process All Holdovers and All Non-
shipped Soldiers, 3-50
Process On/Off Post, 3-48
Process Whole Rosters for On-Post, 3-51
Special Reports, 3-52
Average Length of Stay, 3-23

B

Bank Listing, 3-27

Basic Combat Training (BCT), 3-1, 3-18, 3-
19, 3-20, 3-21, 3-33, 3-48, 3-49, 3-50, 3-
51, 3-52, 3-54, 3-55, 3-56, 3-57, 3-58, 3-
61, 3-62, 3-63, 3-64, 3-65, 3-66, 3-67, 3-
73, 3-74, 3-75, 3-78, 3-91, 3-93

BCT Unit Statistics, 3-21

Blood Roster Report, 3-13

BTRY/CO Fill Roster, 3-53

C

CATI1V, 3-22
CBT Diskette, 3-20
Class Scheduling, 3-80
CMF11 Diskette, 3-20
College, 3-24
Combined Federal Campaign Form, 5-28
Company, 3-26
Consolidated Orders Roster Only, 3-73
Course Scheduling, 3-79
Create
Arrivals File 4121 (Day 1), 3-85
Casual Pay Data Files, 3-17
DA Form 2-1, 3-13
Day 1 Transactions, 3-15

Diskettes of DIMS Transactions for
DMPO, 3-67
DJIMS Assignment Transactions, 3-66
Dog Tags, 3-14
Gummed Labels, 3-12
RAPIDS ID Card, 3-99
CTMC, 3-34

D

DA 3685, 5-13

DA 4187, 5-30

DA 4187 Information, 5-31

DA 5960, 5-21

DA Form 2-1, 3-13

Daily Processing Roster, 3-13

DD 1561, 5-23

DD 2058, 5-32

DD 2366, 5-34

DD 2494, 5-33

DD 2558/2559, 5-24

DD 93, 5-16

Display
Expected Arrivals, 3-95
Rosters, 3-98

DLAB, 3-35

Dog Tags, 3-14

E

EEO, 3-34
EEO Report, 3-76
Error Messages and Problem Reporting, 2-4
ETS/POB, 3-25
Exodus Money List, 3-20
Exodus Pay Voucher(s), 3-37
Export
RECBASS-R Data, 3-81
Rosters, 3-82
Extract All DJMS Records from Database,
3-70
Extract Roster(s), 3-27
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F

Find
MEPCOM Record, 3-7
REBASS-R Record, 3-10

Fitness Roster, 3-37

Fitness Testing, 3-13

Fitness Training, 3-24

Fort Benning, 2-1, 3-19, 3-20, 3-21

Fort Eustis, 1-1

Fort Jackson, 2-1, 3-19, 3-21, 3-22, 3-23, 3-
24, 3-25, 3-26, 3-27, 3-28

Fort Knox, 2-1, 3-19, 3-29, 3-30

Fort Leonard Wood, 2-1, 3-18, 3-19, 3-30,
3-31, 3-32, 3-33, 3-34, 3-35, 3-36

Fort Monroe, 1-1

Fort Sill, 2-1, 3-18, 3-19, 3-36, 3-37, 3-38,
3-39

G

GED Testing, 3-62
GI Bill Report, 3-76

H

Hard Starts, 3-13
Height/Weight, 3-32
Holdover, 3-24

1

Import
RECBASS-R Data, 3-81
Rosters, 3-83

In-House, 3-25

In-process an Arrival, 3-3

Installation Support Modules (ISM), 2-2, 2-
3

Introduction, 1-1

L

Liaison-MRD, 3-29

Liaison-Phase 2, 3-30

Logging On, 3-1, 4-1, 4-2, 5-1

M

Mental Category Roster, 3-18

Military Entrance Processing Command

(MEPCOM), 2-1, 3-1, 3-7, 3-8, 3-9, 3-82,
3-95, 3-96, 3-97

Minimum Requirements, 2-3
MOBPERS 4053 File, 4-6

Monthly Reports, 3-75

Monthly U.S. Savings Bond Form, 5-24

N
Non-High School, 3-25
o

Optometry, 3-28

Orders Print (and Consolidated Orders
Roster), 3-56

OSUT, 3-33

P

Payment to Financial Organization Form, 5-
27
Personal Affairs, 3-46
Phase 2, 3-23
Platoon Diskette, 3-26
Print
Combined Federal Campaign Form, 5-28
DA 3685, 5-13
DA 4187, 5-30
DA 4187 Information, 5-31
DA 5960, 5-21
DD 1561, 5-23
DD 2058, 5-32
DD 2366, 5-34
DD 2494, 5-33
DD 2558/2559, 5-24
DD 93, 5-16
Monthly U.S. Savings Bond Form, 5-24
Payment to Financial Organization Form,
5-27
Promotion/Advancement Form, 5-30
SGLV 8286, 5-14
Start Dental Plus Form, 5-29
Voluntary Support of Dependents Form,
5-26
W-4,5-12
Print DJMS Records from Diskette, 3-71
Prior Service, 3-31
Processing Rosters, 3-32
Promotion/Advancement, 5-30
Purpose, 1-1
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0
QM Laundry, 3-33

R

RA GI Bill, 3-33
RAPIDS High-Volume System, 3-1, 3-99,
3-100, 3-101, 3-102
Recruiter Recognition Roster, 3-63
Reports
AAAT, 3-35
Alpha Roster, 3-20, 3-31
Arrivals Report, 3-76
Average Length of Stay, 3-23
Bank Listing, 3-27
BCT Unit Statistics, 3-21
Blood Roster, 3-13
BTRY/CO Fill Roster, 3-53
Casual Pay Money List, 3-16
CATI1V, 3-22
CBT Diskette, 3-20
CMF11 Diskette, 3-20
College, 3-24
Company, 3-26
Consolidated Orders Roster Only, 3-73
Create Day 3 Transactions, 3-58
Create Diskettes of DJMS Transactions
for DMPO, 3-67
Create DJMS Assignment Transactions,
3-66
CTMC, 3-34
Daily Processing Roster, 3-13
DLAB, 3-35
EEO, 3-34
EEO Report, 3-76
ETS/POB, 3-25
Exodus Money List, 3-20
Exodus Pay Voucher(s), 3-37
Extract Roster(s), 3-27
Fitness Roster, 3-37
Fitness Testing, 3-13
Fitness Training, 3-24
GED Testing, 3-62
GI Bill - SQL Queries, 3-43
GI Bill Report, 3-76
Height/Weight, 3-32
Holdover, 3-24

In-House, 3-25

Liaison-MRD, 3-29

Liaison-Phase 2, 3-30

Mental Category Roster, 3-18

Monthly Reports, 3-75

Non-High School, 3-25

Optometry, 3-28

Orders Print (and Consolidated Orders
Roster), 3-56

OSUT, 3-33

Phase 2, 3-23

Platoon Diskette, 3-26

Prior Service, 3-31

Processing Rosters, 3-32

QM Laundry, 3-33

RA GI Bill, 3-33

Recruiter Recognition Roster, 3-63

Security Investigation Status, 3-72

Shipping Roster, 3-29

Soldier Information Roster, 3-55

Statistics Report, 3-76

Stencil Machine, 3-36

Tracking Roster, 3-37

USMA Information Roster, 3-65

Weight Standards, 3-22

S

Security and Privacy, 2-3
Security Investigation Status Report, 3-72
SGLV 8286, 5-14
Shipping Roster, 3-29
SIDPERS, 3-1, 3-59, 3-60, 3-61, 3-83, 3-84,
3-85, 3-86, 3-91, 3-92, 3-93, 3-94, 3-95
Site Manager, 4-1
Software User Manual Conventions, 1-1
Soldier Information Roster, 3-55
SQL Queries
Count by Home of Record, 3-41
Count by Mental Category, 3-42
GI Bill Report, 3-43
Main Menu, 3-40
Standard Army Management Information
Systems (STAMIS), 1-1, 2-1
Start Dental Plus Form, 5-29
Statistics Report, 3-76
Stencil Machine, 3-36
System Administrator (SA), 2-2, 2-3, 2-4
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T V
Tracking Roster, 3-37 View DJMS Records, 3-72
U Voluntary Support of Dependents Form, 5-
26
Update
Blood Type, 3-11 W
Individual on File, 3-7 W-4,5-12
RAPIDS ID Card, 3-100 Warning Message Box, 3-2, 5-1
Unit Information, 3-77 Weight Standards, 3-22

USMA Information Roster, 3-65
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