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STUDENT INSTRUCTIONS – PRACTICAL EXERCISE
Student Materials:

1.  Answer sheet.
2.  Number 2 pencil.
3.  TOPMIS2 Training Database

Special Instructions:

a. Ensure that your name, course number, class number and date are on the answer sheet.

b. This booklet contains 40 questions. You will have 180 Minutes to complete the practical exercise. You must correctly answer 32 questions to receive a GO. Count and check each question now. 

c. All questions have only one correct answer. Make all responses clear and legible on the answer sheet. Read each question carefully, but move on so that all questions may be answered in the time allotted. If you make a mistake or if you have to change an answer on the answer sheet, erase it completely and correct your answer.

d. All work on the practical exercise must be your own. You may not communicate with other students, give or receive assistance, make record of your answers anywhere but on your answer sheet, or pass on information about the practical exercise to other students. Failure to follow these instructions will result in the appropriate disciplinary action being taken.

e. Upon completion of the practical exercise, turn in all materials used to the instructor. You will receive further guidance at that time.












DO NOT BEGIN THIS PRACTICAL EXERCISE UNTIL YOU ARE INSTRUCTED
TO DO SO.





Instructions to Logon to TOPMIS2:


NOTE:  Access to CITRIX for Live and Training Accounts will be requested through (HIMS) by the Systems Administrator.

NOTE:  CAC is required for login. Students will have to use their AKO ID to initially login the Dashboard.

STEP 1:  Login to TOPMIS2 training database through the dashboard (preferred method):   
Student Login:
https://ako.ssi.tradoc.army.mil/TDD/CTETD/ETB/TI/HRES/SitePages/HR-Enabling-Systems.aspx    
STEP 2:  Login in with AKO ID and password
NOTE:  The Instructions will provided further guidance about logging into the dashboard
STEP 4:  Select “SSI TRAINING_TOPMIS2“.
STEP 5:  Click “OK” on Windows Server 2008 screen

STEP 6:  Click “CAC Login”

STEP 7:  Click the block below the title “FILE”.  The Select Application Service (Gear Box) appears. 

STEP 8:  Click on the “section title (i.e. Alpha Roster)” and press “OK” to perform functions.











Below are questions to test your knowledge of the functionality in TOPMIS2.  Remember the instructions that were given when maneuvering through the Subsystems.
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___________ 1.  What does the acronym “DTEEPD” stand for?  
___________ 2.  What value equals “Captains Career Course” in the Military Education Level (MEL) Field?  
___________ 3.  What section has the number of Short Tours?  
___________ 4.  What Warrant belongs to SSN# 000-02-8175?  
___________ 5.  What was the Commissioned Officer’s last OER date for SSN# 000-00-6329? 
___________ 6.  How many BSMs does the Commissioned Officer that has SSN# 000-02-2058 have?  

SCENARIO:  Create the Civilian Degree Roster with the following information:  NAME, SSN, CURUIC, DMSL – eMILPO, CELC; Group 1, RECSTA, G, and DMSL, Equal, 21M
___________ 7. How many total records were found?  
___________ 8. What UIC is Boyle, Nicholas A. assigned to?  
___________ 9. What is the SSN for Heffner, Roy E.?  
___________10. What is Demoss’ first name?  
___________11. How many Soldiers have the Last Name Johnson?  

SCENARIO:  Create the Requisition Report.  Run the report using the following information:  Report type – Detailed; Status – Open; DML – 1AD; Report Date – 20071201 to 20080131. Then answer the following questions:
___________12. What is the Requisition# that is applied to Halbort, John (2037)? 
___________13. What is the UIC for Requisition# E1G3020276? 
___________14. What is the Battalion for Requisition# E1G3018936? 
___________15. How many Requisition Records were retrieved? 
SCENARIO:  Create the Detailed Strength Report by CONGR.  Run the report using the following information:  MPCAD – Commissioned; ARQODA – FORSCOM; DML – 1ID; DMSL – 11I; Sort by – CONGR; Group Selection – Combined.  Then answer the following questions:
___________16. How many PROJ COLs are there? 
___________17. How many Total GAINs are there? 
___________18. How many AUTH CPT/Ns are there?  
___________19. How many LOSS MAJs are there?  
___________20. How many PRGN LTS’ are there?  

SCENARIO:  Create the Detailed Strength Report by PGRAD.  Run the report using the following information:  MPCAD – Warrant; DML – P8O.  Then answer the following questions:
___________21. What is the % CONGR / PROJ for the CW5s?  
___________22. How many Projected CW3s?  
___________23. What is the Total % PROJ / AUTH?  
___________24. How many Auth CW3s are there?  
___________25. How many Proj CW4s are there?  
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SCENARIO:  You are the Brigade Strength Manager for 1st Brigade, 2nd Infantry Division.  It is Unit Status Report (USR) time of the month, and one of your battalions submitted 11Z LTS on their BN USR slide.  The Brigade S1 tasked you to answer the following questions by running a Strength Projection Report in TOPMISII using a PROJECTION DATE and AUTH DATE of 200712-CM07:  
___________26. What is the current strength of 11Z LTS in 1st Brigade, 2nd Infantry Division?  (Answer in the following format:  AUTH / CURR / %)
___________27. What is the projected strength of 11Z LTS in 200712 in 1st Brigade, 2nd Infantry Division?  (Answer in the following format:  AUTH / PROJ / %)
___________28. What is the projected strength of 11Z CPTs in 200712 in 1st Brigade, 2nd Infantry Division?  (Answer in the following format:  AUTH / PROJ / %)
___________29. From the TOPMISII User’s Guide, what is the definition of “PRO”?  
___________30. From the TOPMISII User’s Guide, what is the definition of “PRGN”?  
___________31. How many LTS (or requisitions) does HRC have projected to come to 1st Brigade, 2nd Infantry Division AFTER 200712?

SCENARIO:  You are the Brigade Strength Manager for 4th Brigade, 3rd Infantry Division and you want to report your shortage of Captains to the 3rd ID G1.  The Brigade S1 tasks you to answer the following questions by running a strength projection report in TOPMISII for CPTs in 4th Brigade, 3rd Infantry Division using a PROJECTION DATE and AUTH DATE of 200712 – CM07:  
___________32. What is the projected strength of all 35 series CPTs in 4th Brigade, 3rd Infantry Division?  (Answer in the following format:  AUTH / PROJ / %)

___________33. Before we go to Division G1, we have to make sure that we have done all of our homework and see if we have an excess of LTS that can fill the CPT positions.?  What is the projected strength of all 35 series LTS in 4th Brigade, 3rd Infantry Division?  (Answer in the following format:  AUTH / PROJ / %)

___________34. The Brigade S1 suggests that you look at the strength of 35 series CPTs across 3rd Infantry Division for comparison.  What is the projected strength of all 35 series CPTs in 3rd Infantry Division?  (Answer in the following format:  AUTH / PROJ / %)

___________35. Finally, the Brigade S1 suggests that you look at the strength of 35 series CPTs across all of Fort Stewart, Georgia.  What is the projected strength of all 35 series CPTs on Fort Stewart, Georgia?  (Answer in the following format:  AUTH / PROJ / %)
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SCENARIO:  You are the BN S1 for 87th CSSB, 3rd Sustainment Brigade (“Sustainment Brigade, 3rd Infantry Division”).  The FY08 MAJ OPS, OS, AND FS MAJ Promotion Selection Board Zones of Consideration MILPER message was recently released:

[image: C:\Users\richard.m.strong\Desktop\PE scenario1.PNG]
BN CDR wants to know the following:

___________36.  How many CPTs in the unit are eligible?  (AZ / PZ / BZ)  

___________37.  How many of the eligible population have not updated their DA Photo in the past year (DA Photo on file is 11 JUN 2006 or earlier)?

___________38.  How many of the eligible population have not received an OER in the past 12 months (“TO DATE” of last OER 11 JUN 2006 or earlier)?
SCENARIO:  You are the Brigade Strength Manager for 2nd BCT, 1st Cavalry Division (BLACKJACK).  The BCT S3 shows you the draft FRAGO below from Division and tells you that the BCT CDR wants to see how many personnel in the BCT fit the criteria listed in the FRAGO:
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___________39.  How many officers fit the criteria above to be nominated for the tasking?  Provide name(s).

___________40.  The Brigade Commander looks at the potential nominee(s) and decides that he cannot risk offering up a brigade primary staff officer.  After the additional restriction, now how many officers fit the criteria to be nominated for the tasking?  Provide name(s).
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Milper Message Number
07.352

Proponent
AHRC-PDV-PO

Title
FISCAL YEAR (FY) 2008, MAJOR (MAJ), OPERATIONS (OPS), OPERATIONS SUPPORT (OS) AND

FORCE SUSTAINMENT (FS), PROMOTION SELECTION BOARD (PSB), ZONES OF
CONSIDERATION

...Issued: [10 Dec 07]...

1. THIS MILPER MESSAGE WILL EXPIRE NO LATER THAN (NLT) 10 DEC 08,

2. PoLCY.,
A SELECTION BOARD WILL CONVENE ON 30 MAR 08 TO CONSIDER ELIGIBLE CAPTAINS ON THE ACTIVE DUTY LIST FOR
PROMOTION TO MAJOR. THE BOARD WILL RECESS ON OR ABOUT 24 APR 0. OFFICERS ELIGIBLE FOR CONSIDERATION
'HAVE THE FOLLOWING ACTIVE DUTY DATES OF RANK (ADOR):

ABOVE THE ZONE: 30 SEP 03 AND EARLIER

PROMOTION ZONE: 1 OCT 03 THRU 30 SEP 04

'BELOW THE ZONE: 1 0CT 04 THRU 30 SEP 05

B COMMANDING GENERAL. U.S. ARMY HUMAN RESOURCES COMMAND (HRC), WILL SUBMIT NAVES OF ELIGIBLE OFFICERS
TO THE SELECTION BOARD. SELECTIONS WILL BE MADE UNDER THE METHODS DESCRIBED IN REFERENCE A
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(U) TASK XX-XX-XXXX: FORSCOM DEPUTY COMMANDING GENERAL AIDE DE
CAMP NOMINATIONS

(1) (U) PURPOSE: The FORSCOM Deputy Commanding General requires a new
Aide de Camp to be in place NLT 18AUG07 and remain i the position for no less
than twelve months. Applicants must be highly competent with excellent military
bearing; possess good communication and technological skill: be poised,
physically fit, organized: and be able to multitask. Al units must identify eligible
MAJs to the Division G1 NLT 29JUL06.

(2) (U) SUSPENSE: 23JUL06

(3) (U) REFERENCES: DIVISION OPERATION ORDER XX-XXXX (FORSCOM
DEPUTY COMMANDING GENERAL AIDE DE CAMP NOMINATIONS)

(4) (U) TASK TO SUBORDINATE UNITS: See coordinating instructions.
(5) (U) COORDINATING INSTRUCTIONS: ALL UNITS

(a) (U) All Units identify one eligible MAJ each and provide name of the
nominee to the G1 POC NLT 29JULO6.

(b) (U) Negative responses are not authorized.

(c) (U) Nomination packets willinclude the following

(1) (U) Officer Record Brief (ORB)
(2) (U) Letters of recommendation from nominee’s Battalion and
Brigade Commanders
(3) (U) Nominee's personal letter/memorandum of qualifications
addressed to the FORSCOM Deputy Commanding General
(4) (U) Current DA Photo printed 8.5 x 11 size.
(5) (U) Last 3 OERs,

(d) (U) Nominees must meet the following criteria:
(1) (U) Must be Force Sustainment (FS) Career Management Field
(2) (U) Must be COHORT or ADJUSTED YG 1993-1995
(3) (U) Must have longevity (not on assignment and YMAV after
200802)

(e) (U) Units must ensure candidates update their Officers Record Briefto
reflect recent assignments (to include deployments)

(6) (U) POINT OF CONTACT. DIV G1 POC SFC John Srmith at (XXX) XXX-XXXX or
‘email: john.smith. mil@mail.

(7) (U) ENCLOSURES. None
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