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SECTION I.	ADMINISTRATIVE DATA	    
All Courses Masters/POIs Including This Lesson	
Course Number		Version		Course Title
7-12-C22                                   1.0                         Adjutant General Captains
                                                                                Career Course
Task(s)		Task Number		Task Title

Taught (*) or Supported INDIVIDUAL

The academic hours required to teach this lesson are as follows:
Academic Hours:
Resident Hours/Methods
02hrs	00 min		Discussion (small or large group)
02 hrs	00 min		Demonstration
02 hrs	30 min		Practical Exercise (Performance)
00 hrs	30 min		Practical Exercise Review
02 hrs	30 min		Test
00 hrs	30 min		Test Review

Total Hours:	10 hrs  00 min

[bookmark: OLE_LINK1][bookmark: OLE_LINK2][bookmark: OLE_LINK3][bookmark: OLE_LINK4][bookmark: OLE_LINK5][bookmark: OLE_LINK6][bookmark: OLE_LINK7][bookmark: OLE_LINK8][bookmark: OLE_LINK9][bookmark: OLE_LINK10][bookmark: OLE_LINK13]Safety Requirements:   In a training environment, leaders must perform a risk assessment in accordance with DA PAM 385-30, Risk Management. Leaders will complete a DD Form 2977 Deliberate Risk Assessment Worksheet during the planning and completion of each task and sub-task by assessing mission, enemy, terrain and weather, troops and support available-time available and civil considerations, (METT-TC).  Local policies and procedures must be followed during times of increased heat category in order to avoid heat related injury. Consider the work/rest cycles and water replacement guidelines IAW TRADOC Regulation 350-29.Note: During MOPP training, leaders must ensure personnel are monitored for potential heat injury. Local policies and procedures must be followed during times of increased heat category in order to avoid heat related injury. Consider the MOPP work/rest cycles and water replacement guidelines IAW FM 3-11.4, Multiservice Tactics, Techniques, and Procedures for Nuclear, Biological, and Chemical (NBC) Protection, FM 3-11.5, Multiservice Tactics, Techniques, and Procedures for Chemical, Biological, Radiological, and Nuclear Decontamination. No food or drink is allowed near or around electrical equipment (CPU, file servers, printers, projectors, etc.) due to possible electrical shock or damage to equipment.  Exercise care in personal movement in and through such areas.  Avoid all electrical cords and associated wiring.  In event of electrical storm, you will be instructed to power down equipment. Everyone is responsible for safety.

Risk Assessment Level:  Low


Environmental Statement:  Environmental protection is not just the law but the right thing to do.  It is a continual process and starts with deliberate planning. Always be alert to ways to protect our environment during training and missions. In doing so, you will contribute to the sustainment of our training resources while protecting people and the environment from harmful effects. Refer to FM 3-34.5 Environmental Considerations and GTA 05-08-002 ENVIRONMENTAL-RELATED RISK ASSESSMENT
 
Evaluation: There will be a graded practical exercise to complete at the conclusion of the instruction and then a graded examination. The minimum passing score on the examination is 32 out of 40 questions.
 
Foreign Disclosure Restrictions:  FD5.  This product/publication has been reviewed by the product developers in coordination with the (Fort Jackson/ Soldier Support Institution) foreign disclosure authority.  This product is releasable to students from all requesting foreign countries without restrictions.

References

FM 1.0          Human Resources Support 	
ATTP 1-0.1   G-1/AG and S-1 Operations

Instructor Materials: 
1.  Lesson Plan
2.  S1 Tool Kit Handout (TOPMIS II)
3.  Access to the Total Officer Personnel Management and Information System (TOPMIS II) 
Training database
 
Student Materials: 
1.  Access to the Total Officer Personnel Management and Information System (TOPMIS II) 
Training database
2.  S1 Tool Kit Handout (TOPMIS II)
 
Instructional Guidance:  Before presenting this lesson, instructors must thoroughly prepare by studying this lesson and identified reference material.  Throughout this lesson, solicit from students the challenges they experienced in the current operational environment (OE) and what they did to resolve them.  Encourage students to apply at least 1 of the 8 critical variables: political, military, economic, social, information, infrastructure, physical environment and time.
 
21st Century Soldier Competencies Statement:
This lesson covers the following 21st Century Soldier Competencies:
	Character and Accountability
	Teamwork and Collaboration
	Communication and Engagement
	Tactical and Technical Competence 

NOTE:  21st Century Soldier Competencies are outlined in Appendix C of TRADOC Pamphlet 525-8-2 (The U.S. Army Learning Concept for 2015) are general areas of competence or attributes required by Students and leaders to prevail in complex, uncertain environments. Together, they provide a foundation for operational adaptability.


SHOW SLIDE #1:  PERFORM TOPMIS II FUNCTIONS
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NOTE to Instructor: Before starting this lesson ensure you watch the AGTube Video (https://youtu.be/JtC5jfFXu0E) on “How to Clone Accounts for Students”.

Explain the importance of TOPMIS II, What are the functions and how is it useful for S1s.
NOTE: Read motivator statement before starting class (Not optional)
Motivator:  It is your job as a HR Professional to reshape the mind-set of other HR Professionals.  In the S-1s there is no such thing as division of labor when it comes to HR systems! Officers are not responsible for knowing only TOPMIS, NCOS are not responsible for knowing only EDAS and the Enlisted Soldiers are not responsible for knowing only eMILPO and Datastore.  We all have the responsibility to ensure we are familiar and proficient with all HR systems that are pertinent to our jobs.
NOTE:  Identify students that are familiar with the system and have them to act as your assistant.  Student should be used to input commands using the instructor’s computer while the instructor is reading and directing the commands from the lesson plan.  This will allow the instructor to freely walk around the room during the performance portion of the lesson to assist the other students.


SHOW SLIDE #2:  TERMINAL LEARNING OBJECTIVE:
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SECTION II.  INTRODUCTION

Method of Instruction:  Discussion (small or large group)
Mode of Delivery:  Resident
Instructor Type (I:S Ratio):   Military – ICH, 42B-AOC (1:16) 
Time of Instruction: 10 mins
Inform students of the following Terminal Learning Objective (TLO) requirements. 


Action:  Demonstrate Total Officer Personnel Management and Information System (TOPMIS II) 
 
Conditions:  In a classroom environment given internet connectivity, a computer with CAC capability, access to the training database, and practical exercise and an awareness of the Operational Environment (OE) variables and actors.

Standards:  To meet the standard the student must obtain a score of 80% or higher on a performance- based exam which includes the following learning activities:

1. Demonstrate TOPMIS II Desktop Functions
2. Perform TESS Search Functions
3. Perform TOPMIS II Applications
4. Perform Query Functions
5. Produce a Strength Report




SHOW SLIDE #3:  HR SYSTEMS CHECKLIST
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SECTION III.  PRESENTATION

Learning Step / Activity - LSA 1. Demonstrate TOPMIS Desktop Functions
Method of Instruction:  Discussion (small or large group)
Mode of Delivery:  Resident
Instructor Type (I:S Ratio):   Military – ICH, 42B-AOC (1:16) 
Time of Instruction: 20 minutes
Media Type: Conference/Demonstration
Other Media: Unassigned
Security Classification: This course/lesson will present information that has a Security Classification of:  U - Unclassified
Security Classification of: U - Unclassified

1.  TOPMIS II is an HRC initiative to improve access to, and manipulation of officer management data.  Its primary purpose is to help officer career and distribution managers within OPMD and the world wide requisition community (Army Commands and BCT/BDE S-1) manage the careers of Army officers.  
2.  CITRIX accounts are established by the Systems Administrator (SA) or Instructor (that has the rights) with the students AKO IDs through Human Resources Command Identity Management System (HIMS).  The student AKO IDs are provided to the SA by the Instructor.
 
3.  This is the way to Login to training TOPMIS II:   www.hrc.army.mil; direct URL: https://mobile.hrc.army.mil/Citrix/XenApp/site/default.aspx or dashboard (preferred method):   Student Login:
https://ako.ssi.tradoc.army.mil/TDD/CTETD/ETB/TI/HRES/SitePages/HR-Enabling-Systems.aspx    
 
a. Log into the SSI dashboard website.  (The dashboard tracks the usage of the 
Systems).
b. Login with AKO ID and password.

NOTE:  The Instructor will provide further guidance about logging into the dashboard
  
Note to Instructor:  Ensure you are logged into the training database and executing all commands from the screen.   The slides should only be used as back-up if the training database is not operating.  



SHOW SLIDE #4 ACCESS TOPMIS II 
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a. Click the Training TOPMIS II through CITRIX.
b. Click “OK” on Windows Server 2008 screen.
c. Click “CAC Login”
d. When the Training_TOPMIS II has loaded and the student has logged in, the Main screen will appear.

MAIN SCREEN: There are four options to choose from: File, Tools, Services and Help 

a. File consists of Printer Setup and Exit the system
b. Tools consists of Options and Customize Toolbars
c. Services consists of Apps and Workflow
d. Help consists of Help Topics, Technical Environment Support System (TESS), Search and About


 There is another toolbar with options:  Select an application service; Open Inbox,  
Open Outbox or Help Topics

a.  “Select an application service (known as the Gear Box)” is the Main
       Menu for TOPMIS II.
b.  Open Inbox is the workflow 
c.  Outbox for sending the workflow
d.  Help Topics for the Citrix Window

SHOW SLIDE #5 PRINTER SETUP
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             Click “File”.  There are two options; Printer Setup and Exit

a. Printer Setup window contains a list of printers specific to TOPMIS II on the computer.
b. Exit is used to log out of the TOPMIS II system.


SHOW SLIDE #6 TOOLS OPTION
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 Click “Tools”.  There are two choices; Options and Customize Toolbar.

a.  Options allows you to modify your user profile updateable fields have a light or white background.
b. Customize Toolbar will allow you to customize you toolbar settings.    

NOTE: Use these functions/sub-functions together with the TOPMIS Training Database and Instructor’s Guide to access each area throughout this learning activity.
 

SHOW SLIDE #7 SERVICES OPTION
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           Click “Services”.  There are two options: Apps and Workflow.

      a.  Apps: select application service.
	      b.  Workflow:  mailing system. Mainly used by the career managers and the 
distribution managers at HRC.  Inbox, outbox (these two are ways to 
receive and send tasks that need to be accomplished) and auto forward 
(unavailable). 

NOTE:  There are functions that are unavailable in the training database.











SHOW SLIDE #8 HELP OPTIONS (TESS)
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Learning Step / Activity - LSA 2. Perform TESS Search Functions
Method of Instruction:  Discussion (small or large group)
Mode of Delivery:  Resident
Instructor Type (I:S Ratio):   Military – ICH, 42B-AOC (1:16) 
Time of Instruction: 30 minutes
Media Type: Conference/Demonstration
Other Media: Unassigned
Security Classification: This course/lesson will present information that has a Security Classification of:  U - Unclassified
Security Classification of: U - Unclassified

There are three options; Help Topics, Technical Environment Support System (TESS) Search and About


a. Help Topic program was created in Windows help format, which was used in previous versions of Windows and it is not supported in Windows Vista.

b. TESS Search is the data dictionary for the TOPMIS II System.  It helps 
Users determine what each abbreviated field name means by giving its full name.  The system gives a description of each Field Names and the properties for each field.  The system will also tell you which value falls under a specific field or which fields uses a specific value.  The two main TESS Search Area are:

            1.  “Enter Field Name or Value”
            2.  “Enter Search Criteria”

c. About is the current version of TOPMIS being used





SHOW SLIDE #9:  FIELD NAMES AND VALUES
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1.  Field Name Search under TAPDB Search

a. Under TAPDB Search, click on “Field Name”
b. 2.  Under Name Field Name or Value, Type in the column short name “CONGR”
c. 3.  Click “OK”. Previous actions will result in a list of values for the given field name
d. 4. Click on More. Previous actions will result in an additional information box that contains the complete Field Title, the definition, the abbreviation, field type, and field length.
e. Explain to students that the shaded out field are no longer valid and left in the system for historical reference.
f. Print will allow you to print the field value definition
g. Save As – saves the values that you have selected to a document or a disc
 
2.  Value Search under Select Search Column

a. Click on “Value” under Select Search Column
b. Enter the value “I5” under the “Enter Search Criteria” This action will result with a list of the entered value and its full name.
c. This will give you the data element name for CONGR and the value for I5


3.  Description Search under Select Search Column

a. Click on “Description” under Select Search Column
b. Enter “MAJOR” word under the “Enter Search Criteria”
c. This action will result with a list of Encoded Values and the Field Names that contains the entered word in the search criteria in it.
d. Clicking on “Next” or “Prev” will allow you to look at the next or previous Field Name that contains the entered search word
e. Click on “Filter”
f. Clicking on Filter will remove all other Field Names that does not contain the entered search word
g. Clicking on Reset will reset the descriptions field
h. To save the search as a file, click on “Save As


4.  Value Search under TAPDB Search

a. Click on “Value” under TAPDB Search
b. 2.  Enter the value “I5” under the “Enter Field Name or Value”
c. 3.  Click “OK” this will give you a list of Field Names that contains the value of “I5”

The previous actions will result in a list of Field Names and column short name.  The entered value will be contained in the encoded value.

SHOW SLIDE #10:  TOPMIS II APPLICATIONS.  
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Learning Step / Activity - LSA 3. Perform TOPMIS II Applications
Method of Instruction:  Discussion (small or large group)
Mode of Delivery:  Resident
Instructor Type (I:S Ratio):   Military – ICH, 42B-AOC (1:16) 
Time of Instruction:  1 hour
Media Type: Conference/Demonstration
Other Media: Unassigned
Security Classification: This course/lesson will present information that has a Security Classification of:  U - Unclassified
Security Classification of: U - Unclassified

Reflected on the screen are some of the most common TOPMIS II Applications.  

SHOW SLIDE #11:  ALPHA ROSTER
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1. Click the button under FILE to “Select an application service”.  Main Menu will 
appear to complete transactions.

     2.    Click “Alpha Roster” and click the sub function “Alpha Roster”.  The first Alpha 
Roster Menu provides the option to search for either Commissioned or Warrant 
Officers in one of three ways.
 a.  SSN 
 b.  Name
 c.  CONGR (Control Grade)

     3.   Users can also search by last and first name using the following convention:  
           SMITH JOHN (do not use punctuation to separate last and first name). If you do
           not know the full spelling of the name, TOPMIS II will allow users to search for a 
partial spelling (i.e.. SMI for SMITH or SMITH JO for SMITH JOHN).  The ALPHA 
ROSTER returns preformatted information on the selected officer:

a. NAME 
b. GRADE
c. BRANCH
d. AOC 
e. MOS
f. ARQODA –CURRENT 
g. ARPMAO –CURRENT 
h. ARQODA –ON ORDERS 
i. ARPMAO –ON ORDERS
j. MPCAD / SSN 
k. HDPLDY 
l. DTPHDE 
           m.  HDPLPD

NOTE:  Have student to use the TESS Search function to find out what each columns means.

SHOW SLIDE #12 DAPMIS PHOTO
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Click “DAPMIS Photo” and click the sub function “DAPMIS Photo”. The DAPMIS Photo Menu will give the user the option to search for either Commissioned or Warrant Officer's official photo in one of three ways.  The user can use a combination of Name and CONGR to reduce the returned results.  

a.  SSN 
b.  Name
c. CONGR (Control Grade)

NOTE:  There are currently no DAPMIS photos loaded in the Training Database.
















SHOW SLIDE #13: OFFICER RECORD BRIEF – SINGLE

[image: ] 


NOTE: In the training database, an error message will pop up every time when opening an ORB, click ok/yes.

1.  PULL AN OFFICER RECORD BRIEF. The Officer Record Brief (ORB) is an important tool used in the management of Officers, and gives Commanders and a brief summary of the incoming Soldiers to their Units.  There are two types of ORBs that a personnel manager can pull a Regular ORB or Board ORB.  The Regular ORB is used by personnel managers at HRC or the field.  The Board ORB is pulled during HRC promotion or OSB boards.  HRC selection board members use this ORB in conjunction with other documents from the Soldiers Official Military Personnel File to gain an initial impression of an officer's qualifications and career history.

2.  Double Click “Officer Record Brief" there will be two options Mini ORB or Officer Record Brief.  The Mini ORB gives a short summary of the Soldier's information, good tool for Commanders, when wanting general information of the Soldier.

3.  The ORB screen allows users to pull a record brief on a particular commissioned officer or warrant officer.  You can pull and ORB two ways:

	a.  First chose the type of ORB.  The Regular or Board ORB.  
	b. Second chose the type of Officer: Commissioned or Warrant
	c. Third chose which way you will search for the officer. You can search by the last name or SSN of the officer. 
d. Have the student pull a " Regular, Commissioned, and last name Brown" and click" search". Double click "Brown Christopher Andrew" and find his "Birthplace".  "New York"

4.  Have the students pull a “Regular, Warrant, and Last Name Smith” and click “search”.  Double click “Smith Jonathan James” and find how many ARCOMs he has?   "3"

5.  Have the student pull a “Board, Commissioned, and last name Brown" and click “search". Double click “Brown Christopher Andrew” this will give the student and understanding on the difference between the two ORBS.

SHOW SLIDE #14:  ORD APPLICATION SERVICE
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1.  OFFICER RECORD DATA APPLICATION SERVICE.  HR Professionals working at the Brigade and Battalion level will only use eMILPO and not TOPMIS to update ALL ORBs.   The Officer Record Data Screen allows field users to make changes to an officer's official military record.  Areas where field updates are allowed, can be updated using eMILPO.  Military and Civilian education can be updated through TOPMIS II and from top of the system input.  Access to make updates should be screened.  In order to update a Soldiers ORB certain documents are required while updating the Soldiers record as well needs to be filed in the officer's Official Military Personnel File at the Army Human Resource Command.  Field users should reference AR 600-8-104. Deployment Information, overseas tour credit and assignment history are too updated through eMILPO per MILPER messages 12-171 and 14-174.

2. Double click "Officer Record Data (ORD)" in the Select Application Service tab.  Have the students to discuss the applications. (Have students to follow along using the S1 ToolKit Hand-out)

a. 01 - Officer Management
b. 02 – Overseas Tours
c. 03A - Service Data
d. 03B – Security Clearance Data
e. 03C – Promotion Data
f. 04A – Personal Mailing Address
g. 04B – Personal Info, Family, Spouse
h. 05A – Joint Duty
i. 05B – Adverse Action
j. 06A – Foreign Languages
k. 06B – Aviation
l. 07 – Military Education
m. 08 – Civilian Education
n. 09 – Military Decorations
o. 10 – Military Awards
p. 11 – Assignment History
q. 12A – Preference
r. 12B – Duty Address

SHOW SLIDE #15:  QUERY SYSTEM
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Learning Step / Activity - LSA 4. Perform Query Functions
Method of Instruction:  Discussion (small or large group)
Mode of Delivery:  Resident
Instructor Type (I:S Ratio):   Military – ICH, 42B-AOC (1:16) 
Time of Instruction: 1 hour
Media Type: Conference/Demonstration
Other Media: Unassigned
Security Classification: This course/lesson will present information that has a Security Classification of:  U - Unclassified
Security Classification of: U - Unclassified

The Query System gives users the ability to create custom made queries to retrieve data specific to their needs. When building a query always filter or pulling the query will take longer. It is best to filter using DMSL, UIC, PGRAD, CONGR, BABr.  Ensure students understand the 
“Complex Operations Rules” below:  (Have students to follow along using the S1 ToolKit Hand-out)



	OPERATOR
	RULES
	COMMENTS
	EXAMPLES

	EXIST WITH
	“,” separate values equates to “AND/OR” logic
	Use with multiple occurrence database elements in a record.  It will return the combination logic that would otherwise have to done with “OE” logical joining multiple condition rows.
	ASICO EXIST WITH 5P, 5Q

-will return officers with an ASICO of 5P and 5Q just 5P, or just 5Q

	EXISTS WITHOUT
	“,” separate values with a comma if you have more than one value
	Use when the desired results are negative logic that can’t be accomplished with NOT EQUAL.  MCRDCC NOT EQUAL ADC would give you every officer that had ANY MCRDCC not the officers that had not yet attended ADC.
	MRDCC EXISTS WITHOUT ADC

-will return officers that have not yet attended ADC.

	IS
	Condition Field must be blank—no entries should be made
	IS Operator looks for “NULL” fields.  DON’T ENTER A VALUE IN THE CONDITION FIELD.
	ARQODA_ORDERS IS NULL

-“NULL” nothing is entered in the condition filed.  This will return all the records that are not on orders for the population being selected.

	IS NOT
	Condition Field must be blank—no entries should be made
	IS NOT Operator looks for “NOT NULL” fields.  DON’T ENTER A VALUE IN THE CONDITION FIELD
	ARQODA_ORDERS IS NOT NULL

- “NOT NULL” nothing is entered in the condition field.  This will return all the records that are on orders for the population being selected.

	IN
	“,” comma to separate values is required
	IN Operator with “,” separating the filed values will search for a series of codes for the same database element.  An “IN” operator can be used instead of a series of “OR” conditions
	CRMGOF IN CM,EN,MI,MP, or SC










“Complex Operations Rules” 

	OPERATOR
	RULES
	COMMENTS
	EXAMPLES


	NOT IN
	“,” comma to separate values is required
	NOT N Operator with “,” separating the field values will exclude from the search a series of codes for the same database element.  An “IN” operator  can be used instead of a series of “OR” conditions
	CRMGOF NOT IN
CM, EN, MI, MP, SC

Will exclude the officers controlled by CM, EN, MI, MP, SC


	LIKE
	% to indicate wildcard
	LIKE Operator with “%” in the filed value indicates where the database should stop comparing the field.  The “%” can be at the beginning or end of the field value – or on both sides.  The “like” operator gives the user the freedom to refine conditions.
	% ON THE END
ASGAOC LIKE 53%-

Returns all AOC that start with 53.

% ON THE FRONT
NAME LIKE %son-

Returns all Names that has “son” on the end, i.e. davidSON

%BOTH ON THE FRONT &END

NAME Like %son%

Returns all names that have “son” contained in the name like Davidson, Sontag, Johnsonton













Ask the student to run the following query/queries using the search criteria provided.  Choose eMILPO if applicable.  DO NOT SAVE QUERY

Query 1:  

Step 1:  Go to “Query System”, “Asset II” (Choose Name, Dwell Start Dt, SSN, 
UIC – Choose eMILPO, DML – Choose eMILPO).
Step 2:  Go to the “Where” Tab and “Group 1” (Leave RECSTA with CONDITION “G”, add “AND” Logical) Choose Database Column – 
DML (eMILPO), Operator - Equal, Condition – 82D
Step 3:  Go to the top of the screen and click the “yellow arrow with green 
circle (Run Query)”.
Step 4:  Once the query is ran, click the “title of the column” to sort.  Click 
“downward arrow with a - z” icon and a separate screen will appear to 
“Specify Sort Columns”.  
Step 5:  Left click the column you want to sort and drag to the right area. Make 
sure the “Ascending block” is checked.  Click “OK” and the column is sorted 
ascending.
     


Query 2:  

Step 1:  Go to “Query System”, “Asset II” (Choose Name, SSN, DOB. DML – 10M – Choose eMILPO and UIC – Choose eMILPO).
Step 2:  Go to the “Where” Tab and “Group 1” (Choose Database Column – 
UIC – Choose eMILPO, Operator - Does Exist, Condition - In Table – populates, Logical – NA)
Step 3:  Go to the top of the screen and click the “yellow arrow with green 
circle (Run Query)”.
Step 4:  Once the query is ran, click the “title of the column” to sort.  Click 
“downward arrow with a - z” icon and a separate screen will appear to 
“Specify Sort Columns”.  
Step 5:  Left click the column you want to sort and drag to the right area. Make 

 
Query 3:  

Step 1:  Go to “Query System”, “Asset II” (Choose Name, SSN, DMSL – 43I, 
and UIC – Choose eMILPO).
Step 2:  Go to the “Where” Tab and “Group 1” (Choose Database Column – 
DMSL – Choose eMILPO, Operator – Equal, Condition – 43I – Choose 
eMILPO, Logical – NA
Step 3:  Go to the top of the screen and click the “yellow arrow with green 
circle (Run Query)”.
Step 4:  Once the query is ran, click the “title of the column” to sort.  Click 
“downward arrow with a - z” icon and a separate screen will appear to 
“Specify Sort Columns”.  
Step 5:  Left click the column you want to sort and drag to the right area. Make



SHOW SLIDE #16: REQUISITION AND ASSIGNMENT
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Learning Step / Activity - LSA 5. Produce a Strength Report
Method of Instruction:  Discussion (small or large group)
Mode of Delivery:  Resident
Instructor Type (I:S Ratio):   Military – ICH, 42B-AOC (1:16) 
Time of Instruction: 1 hour
Media Type: Conference/Demonstration
Other Media: Unassigned
Security Classification: This course/lesson will present information that has a Security Classification of:  U - Unclassified
Security Classification of: U - Unclassified

1. REQUISITION AND ASSIGNMENT.  The Requisition and Assignment menu allows the field user to query on requisitions built for the accounts they manage.  The sub-menus in this application allow the user to retrieve data in a pre-formatted roster / report.  Each menu allows the user to select from a variety of data to produce a report with the information they desire.  Retrieving Requests for Orders (RFOs) from TOPMIS II is for Read-Only purposes.

2. Requisition Reports allows you to pull up requisitions loaded in TOPMIS II.  The user can filter data from a number of areas to include:

a.  Status (Open – Closed – Cancelled)
b.  Filled Status (F=filled; U=Unfilled)
c.  Validation Status (V=Validated; U=Invalidated; N=Not Valid) – the difference      
between a “U” status and an “N” Status is that a “U” status has not  undergone the validation 
process whereas an “N” status the  validation process and was determined to be not valid.







3. Retrieving Request for Orders. Users can select from a variety of filters to pull up RFOs.

a.  To pull up a single RFO enter select a “Name” or “SSN” Search
b.  To pull all RFOs for a particular unit use the UIC function or use the PSC function to select all officers for a particular UIC 
c.  When using one of the unit functions, select from either officers inbound to the unit or officers from the unit on assignment instructions

4.  Do not use both the PSC and UIC during the same search.  The CMD/IARC should only be used at the MACOM level.  Users may also select a specific date range of the RFO to cut down on the number of records returned.  After running the report, users can pull the RFO for any of the officers listed by simply double clicking on the name.  

SHOW SLIDE #17:  REQUISITIONS
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1. REQUISITIONS. The Requisition submenu is used as an interactive method by authorized Strength Managers. This allows users to view the requisition information for different positions.  Local strength managers do not build requisitions, but have review access.

2. Pulling a requisition report:

a.  On the “Requisition and Assignment” applications, click on “Requisition Report"
b.  Select Report Type - “Detailed”, Status – “Open”, DML – “3ID”, DMSL – “43I”.  Click “OK”.  


How many Requisitions are on this report?  16 records

Have the student answer the following questions: 

a. Who has been applied to Requisition# FCGSA06892?  MAJ Seibert
b. Who is slated to fill Requisition# FCGSA06560? 0703 CS Bn Spt Bn
c. What is the ASGUIC for Requisition# FCGSA07000?  WJJNAA
d. Who built Requisition# FCGSA06788?  CW3 McClendon

SHOW SLIDE #18 STRENGTH.  
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Strength Reports allow the user to capture information for use in managing officer strength.  Strength reports provide figures reflecting the current and projected operating strength for Commissioned and Warrant officers managed by the Officer Personnel Management Directorate. These reports at the field level will not show every officer assigned to a unit.  Only those officers that are centrally managed at AHRC.  In short, users will not see info on officers in the following branches: AN, DC, MC, MS, JA, SP, and VC.  

a.   Detail Strength Report by Congr (control grade) is the most common of the reports.

(1) Double Click “Strength” and then double click “Detail Strength Reports By Congr”.  
(2) Use the following information: MPCAD – Commissioned, DML – 10M, DMSL – 21M, and ASGAOC – 11Z
(3) Sort by – CONGR, Group Selection – ACC.

b. Then click the “yellow arrow with green circle (retrieve)” at the top left.  The report is retrieved. Discuss the following terms below: (Have students to follow along using the S1 Toolkit Handout)

ARQODA:  The Officer Distribution Authority Active Duty contained on the requisition pertaining to the service member’s assignment (CMC)
ARPMAO:  Assignment Requisition Personnel Management Activity – Officer contained on a requisition pertaining to a Commissioned/Warrant Officer assignment (OPMD IARCA)
CONGR:  Control Grade – The grade required by the position the Officer was sent to fill or the grade code in which the Officer is controlled for assignments
AUTH:  The total authorization from the Personnel Management Authorization Document (PMAD) 





PMAD: Personnel Management Authorization Document – Description a document built X 2years to reflect force structure as per SAMAS and TAADS files.  Sole source of active Army authorizations by UIC, MOS, or GRAD for current and budget years
Edit Criteria
	SAMAS = Structure and Manpower
	Allocation System
	TAADS = the Army Authorization 	Document System

PROJ: Projected operating strength based on the formula below:
PROJ = CURR – LOSS + GAIN + VOU – PLOS

  CURR: The Total number of Officers assigned based on their Control Grade
  LOSS: The total number of Officers scheduled to depart by the end of the associated projection date
  GAIN: The total number of Officers scheduled to arrive by the end of the associated projection date
  VOU: Valid - Open – Unfilled requisitions – The total number of VOU Requisitions with report dates that fall within the associated projection date
  DIFF: Difference between AUTH and PROJ figure showing result of subtracting PROJ from AUTH
  PLOS: Any Officers who’s YMAV fall within the projection date and is not on-orders.  The Officer is considered a true loss
  PRO:  The total number of VOU Requisitions and/or Officers on-orders with report dates that fall beyond the associated projection date
  PRGN: The total number of Officers who are considered a projected gain, but there report date is outside the associated projection date
  DML:  This is the Distribution Management Level
  DMSL: This is called the Distribution Management Subordinate Level
  YMAV:  Year-Month of Availability for Assignment – The earliest Year and Month in which an individual will be available for the next assignment

c. Have the students answer the following questions on this report.

(1) What is the TOTAL CURR?  99
(2) What is the PROJ CPT/N?  37
(3) What is the LOSS LTS?  1
(4) What is the TOTAL PRGN?  31

d. Detail Strength Report by Pgrad (pay grade)

(1) Double Click “Strength” and then double click “Detail Strength Reports By Pgrad”.  
(2) Use the following information: MPCAD – Warrant, ARQODA – TC, and ASGMSW – 420A
(3) Then click the “yellow arrow with green circle (retrieve)” at the top left.  The report is retrieved.






e.  Have the students answer the following questions on this report.

(1) How many O/H P-GRADE CW5s?  2
(2) What is the total % CONGR / PROJ?  115%
(3) How many O/H C-GRADE WO?  5   
(4) (Be careful of the wording of the question… 23 would be the “total O/H C-GRADE Warrants”)

[bookmark: _GoBack]f.  Strength Projection Report is a unique report that allows field users to see a month to month break down of your strength.  This report allows you to look across your command or to specify for a particular control grade (CONGR) and/or an assigned area of concentration (ASGAOC)

(1) Use the following information: MPCAD – Commissioned, DML – 101, DMSL – 201.
(2) Sort by - ASGAOC and Group Selection – Combined
(3) Projection Dates – 200803 and Auth Dates - 200803
(4) Then click the “yellow arrow with green circle (retrieve)” at the top left.  The report is retrieved.

g.  Have the students answer the following questions on this report.

(1) How many records were retrieved?  40
(2) How many GAIN 70Hs?  1
(3) How many TOTAL PRGN?  8
(4) How many TOTAL PLOS?  11
(5) How many AUTH 11Zs?  79


SHOW SLIDE #19 HOW TO BATCH ORBS IN TOPMIS II

[image: ] 

Step 1:  Go to “Query System”, “Asset II” (Choose SSN)
Step 2:  Go to the “Where” Tab and “Group 1” (Leave RECSTA with CONDITION “G”, add “AND” Logical) Chose database column DMSL (eMILPO), Operator-Equal Condition-SSN).
Step 3:   Go to the top of the screen and click the “yellow arrow with green circle” Run Query).
Step 4:  Click on the “checker button” between the printer and yellow arrow. 
Step 5: Clink on the “Gear box” go to “Officer Record Brief” Double click “Officer Record Brief” You will get a box that states “Use data from Query Asset- (Untitled) for service Officer Record Brief?” Click “Yes”.
Step 6: Click “Print” and your batch of ORBs will print.

SHOW SLIDE #20 EXIT TOPMIS II

[image: ] 

h. Click “File” and Choose “EXIT”.

NOTE:  This will log the student out of TOPMIS2













SHOW SLIDE #21 TERMINAL LEARNING OBJECTIVE

[image: ] 

Action:  Demonstrate Total Officer Personnel Management and Information System (TOPMIS II) 
 
Conditions:  In a classroom environment given internet connectivity, a computer with CAC capability, access to the training database, and practical exercise and an awareness of the Operational Environment (OE) variables and actors.

Standards:  The students will meet the standard when they understand how to perform the following:


1. Demonstrate TOPMIS II Desktop Functions
2. Perform TESS Search Functions
3. Perform TOPMIS II Applications
4. Perform Query Functions
5. Produce a Strength Report

Review/Summary:  During this block instruction, we have reviewed and discussed Demonstrating the Total Officer Personnel Management Information System by:  Demonstrating a data element search with Technical Environment Support System (TESS), Demonstrating ORBs from TOPMIS II, Demonstrating Officer Records using Officer Record Data (ORD), Demonstrating query capabilities, Demonstrating RFOs and Requisition Reports from TOPMIS II, Demonstrating strength reporting and, Demonstrating TOPMIS file utilities capabilities.



SHOW SLIDE #21 PRACTICAL EXERCISE

[image: ] 
Learning Step / Activity - LSA 6. Practical Exercises
Method of Instruction:  Practical Exercise (hands-on)
Mode of Delivery:  Resident
Instructor Type (I:S Ratio):   Military – ICH, 42B-AOC (1:16) 
Time of Instruction: 2 hours and 30 minutes
Media Type: Conference/Demonstration
Other Media: Unassigned
Security Classification: This course/lesson will present information that has a Security Classification of:  U - Unclassified
Security Classification of: U - Unclassified

Learning Step / Activity - LSA 7. Practical Exercise Review
Method of Instruction:  Discussion (small or large group)
Mode of Delivery:  Resident
Instructor Type (I:S Ratio):   Military – ICH, 42B-AOC (1:16) 
Time of Instruction: 30 minutes
Media Type: Conference/Demonstration
Other Media: Unassigned
Security Classification: This course/lesson will present information that has a Security Classification of:  U - Unclassified
Security Classification of: U - Unclassified











Learning Step / Activity - LSA 8. Test
Method of Instruction:  Test
Mode of Delivery:  Resident
Instructor Type (I:S Ratio):   Military – ICH, 42B-AOC (1:16) 
Time of Instruction: 2 hours
Media Type: Conference/Demonstration
Other Media: Unassigned
Security Classification: This course/lesson will present information that has a Security Classification of:  U - Unclassified
Security Classification of: U – Unclassified

Learning Step / Activity - LSA 9. Test Review
Method of Instruction:  Discussion (small or large group)
Mode of Delivery:  Resident
Instructor Type (I:S Ratio):   Military – ICH, 42B-AOC (1:16) 
Time of Instruction:  30 minutes
Media Type: Conference/Demonstration
Other Media: Unassigned
Security Classification: This course/lesson will present information that has a Security Classification of:  U - Unclassified
Security Classification of: U - Unclassified
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