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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
02 hrs	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 hr	00 min

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 
 
1. FM 1.0 Human Resources Support  
2. ATP 1-0.01 G1/AG and S-1 Operations 
3. The Electronic Military Personnel Office Field User’s Guide, Version 4.7  

 Instructor Materials: 
1.  Lesson Plan
2.  Access to the eMILPO Training database

Student Materials:  
1. References listed above and standard office supplies. 
2. The Electronic Military Personnel Office Field User’s Guide, Version 4.7  
3. Access eMILPO Training Database 
 
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 eMILPO FUNCTIONS
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NOTE to Instructor: Before starting this lesson ensure you watch the AGTube Video (https://youtu.be/7EX1nXwpFk8) on “How to Clone Accounts for Students”.

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.
Explain the importance of eMILPO and how its functions are useful to S1s and their Soldiers.
eMILPO Mission Statement

The eMILPO project is a managed work effort planned and executed by HP for the U.S. Army.  The goal of the eMILPO project is to provide the Army with a reliable, timely, and efficient mechanism for managing strength accountability and performing personnel actions. The system will provide visibility of the location, status, and skills of Soldiers both from a high level and a unit level.  This visibility is crucial to determining the war fighting capability of the Army and its subordinate commands.


       SHOW SLIDE #2:  eMILPO TRAINING DATABASE CHECKLIST  
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· eMILPO Passwords expire every 90 days; see System Administrator (SA) for new ones
· Request eMILPO classroom 72 hours Activation Process (AP) see (SA)
· Confirm if the Instructor is using Dashboard or URL application
 
Note to Instructor: In this example, Log on to eMILPO classroom 28 for student number 10. Instructors will substitute their own assigned classroom number for “28.” See the examples below:	
[image: ]
 

EXAMPLE FOR UIC:  UIC Search (W0CLSN); W02810 
EXAMPLE FOR SSN:  SSN Search (9CL-26-08SN); 928-26-0810 
NOTE:  Request Classrooms from the System Administrator (SA) and passwords rotate every 90 days. 
NOTE:  ADD 50 to the student number when processing and pulling reports for UICs greater than “50.” ie WK2850…student 01 would see WK2851.  

a. Each Classroom is requested with the max of 50 students.   
b. If a student gets locked out of the classroom, try to log in under a new student number. 
c. If a student gets an error message, it is usually due to an improper log off: clear the browser 
clear the cache, and restart the computer. Use exits and close (Tabs) DO NOT use the back arrow. 
d. DO NOT copy and paste passwords to log-on. 
NOTE: See the System Administrator for additional guidance for clearing the browser or cache


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 #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
Action:  Perform Total Officer Personnel Management and Information System (TOPMIS2) Functions
 
Conditions:  In a classroom environment, given access to (FM 1.0) Human Resources Support,   (ATP 1-0.01) G-1/AG and S-1 Operations, The Electronic Military Personnel Office Field User’s Guide, Version 4.7, access for the eMILPO Training Database and awareness of 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. Process Personnel Services transactions
2. Process Personnel Accounting transactions
3. Process a Promotion transaction
4. Process a PERSTEMPO transaction
5. Process a Readiness transaction
  
Instructional Lead-In 

For HR support providers, sustainment leaders, and staffs, it is important to understand the HR and sustainment relationship as it relates to supporting and supported roles and responsibilities. Supported organizations include G-1/AGs and brigade and battalion   S-1s. Supporting organizations are the HRSC, sustainment brigade expeditionary sustainment command (ESC) HROBs, and HR companies. Soldier situations will be given to you for your analysis and action. You must be able to determine what actions you will have to perform, given those scenarios. 

NOTE: Real world transactions will require the proof of supporting documents ie   
 Orders, DA Form 4187, Birth Certificates, Marriage License etc. 

Evaluation 
At the completion of this lesson there will be practical exercises and a Weapons Qualification. The student must achieve a minimum passing score of 80% to receive a GO. 
 
Note to Instructor:  Ensure all training software is loaded on all computers before starting this lesson. 
 
Note to Instructor:  Ensure the students create a “Systems Folder” on their desktop.  The folder should be empty as the students will add transaction data to the file during the course of this lesson. 
 
SECTION III.   PRESENTATION 
 
Learning Step / Activity - LSA 1. Process Personnel Services transactions
Method of Instruction:  Discussion (small or large group)
Mode of Delivery:  Resident
Instructor Type (I:S Ratio):   Military – ICH, 42B-AOC (1:16) 
[bookmark: _GoBack]Time of Instruction: 0 hours and 50 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
  









Show Slide #4: eMILPO Main Menu
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The eMILPO system provides the U.S. Army with reliable, timely, and efficient mechanism for performing Army personnel actions and managing strength accountability.  The application provides visbility of the location, status, and skills of Soldiers both from a high level (top of the system) and a unit level (bottom of the system). This visibility is vital in determining the strength and capability of the Army and subordinate commands within the Army. The eMILPO system allows unit users, personnel managers, and commanders visibility to the following main categories:
Personnel Services
Personnel Accounting
Reassigments
Promotion
Readiness
Workflow
System Services
PERSTEMPO
DTAS
NOTE TO INSTRUCTOR: All transactions will originate at the eMILPO Main Menu Page, all ERBs are pulled from eMILPO Main Menu, under the View Only Section, Report Tabs.  Have the students save ERBs to the system Folder and submit to the instructors for review.


Show Slide #5 Personnel Services
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Show Slide #6: Personnel Services- Suspension of Favorable Personnel Action – Soldier Data
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1. Maintains a record of personnel flagged for suspension of favorable personnel actions. You have the option to initiate new flag or to update and finalize or remove an existing flag, if allowed, as directed by a commander of HQDA.  You can update or remove/finalize on or more current SFPA flags on the listing page by selecting the corresponding action type from the Action pick list.
 

Step 1:  On the Main Menu, under Personnel Services, have the students click “Suspension of Favorable Personnel Action.”  
Step 2:  Have students choose “SSN” as the search criteria, enter “9CL1258SN”; click “Search”; select SPC Manuel Jimenez at the bottom of the page and click “OK.” 
Step 3: Select “Initiate SFPA FLAG” and click Submit.
Step 4:  Have students input the following information: 
Flag Reason: Code J 
Effective Date: Today’s Date (YYYYMMDD) 
Expiration Date: Today’s Date (YYYYMM)+2 months
Remarks: Soldier has 2 days to submit Army Physical Fitness Test profile. 
Step 5: Click ‘Save” and view changes on the Soldiers Enlisted Record Brief (ERB). 
 

Show Slide #7: Individual Awards-Listing
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2. The Individual Awards Function lists the Military decorations Soldier(s) has received in his or her Army Career. These may include awards and decorations associated with battles and expeditionary campaigns in which the Soldier(s) participated.  The user has the option to add new awards, update or remove existing awards.  The data update is performed at the S1/BDE S1/MPD level.

Step 1:  On the Main Menu, under Personnel Services, have the students click “Individual Awards.”  
Step 2:  Have students choose “SSN” as the search criteria, enter “9CL3669SN”; click “Search”; select PFC Aaron Kidd at the bottom of the page and click “OK.” 
Step 3: Select “Add Individual Award” and click “Submit.” 
Step 4:  Have students input the following information: 
Award Category: Military Decoration 
Award Type: US Army Achievement Medal 
Basic Marksman Qualification Badge: NA 
Award Effective Date: Today’s Date (YYYYMMDD) 
Order Number: 001-0001 
Step 5:  Click ‘Save” and view changes on the Soldiers Enlisted Record Brief (ERB). 
 
Note to Instructor: All awards may be processed following the same procedure.  Ensure the students select the correct Award Category. 


Show Slide #8: Servicemember’s Group Life Insurance 
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3. The Servicemember’s Group Life Insurance (SGLI) function allows users to process SGLI coverage and election.  The SGLI is in effect throughout the period of full-time active duty for training and coverage continues for 120 days following the Soldier’s seperation into the Individual Ready Reserve (IRR) or discharge from the Army.  Soldiers may decline SGLI or reduce the amount of SGLI to less than $400,000 only by election. If a Soldier elects to reduce their coverage, the election needs to be clearly indicated and the dollar amount must be filled in or the insurance will remain at the current amount.  Elections must be submitted manually to finance and are effective the first date of the following month. Reduction of the SGLI must be made in $50,000 increments.

Step 1:  On the Main Menu, under Personnel Services, have the students click “Servicemember’s Group Life Insurance.” 
Step 2:  Have students choose “SSN” as the search criteria, enter “9CL2930SN”; click “Search”; select SSG Bishop, Bradley at the bottom of the page and click “OK.” 
Step 3:  Have students input the following information: 
SGLI Election/Recertification Date: Effective Today 
SGLI Counseling Date: Effective Today
Click “Add Beneficiaries”
Click “Submit”   
Choose Family Member: Son
Beneficiary Type: Contingent (%)
Payment Option: Lump Sum
Beneficiary Share: 50
Click “Save”
Action:  Update Father Beneficiary Type Contingent
Click “Submit”   
Beneficiary Share: 50 %
Click “Save”
Step 4: Click “View/Sign Form SGLV 8286” 

Show Slide #9: Emergency Notification 
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4. The Emergency Notification allows you to add contact data for one or more Soldiers.  The emergency notification data include Family member and/or beneficiary data, location of will, commerical, and SGLI life insurance data.  You have the option to update or remove one or more exsiting notification data. If the Soldier has named a beneficiary for death gratuity other than his or her spouse, you must generate and print the spouse notification letter.

Step 1:  On the Main Menu, under Personnel Services, have the students click “Emergency Notification” 
Step 2:  Have students choose “SSN” as the search criteria, enter “9CL1362SN”; click “Search”; select PFC Hoagland, Insoon Marie, at the bottom of the page and click “OK.” 
Step 3:  Have students input the following information: 
(1) Date Verified: Effective Today 
Action: Update Insurance
Click “Submit”   
Insurance Company Name: USAA; Policy Number; 098-098-876
Click “Next”
Add Emergency Notification Category: Select “Do Not Notify” 
Click “Submit”   
Do Not Notify: Son
Notify Instead: Sister
Click “Generate/Print Spouse Notification Letter”
Click “View/Sign DD Form 93”
Step 4: View changes on the Soldiers DD Form 93

Show Slide #10: Military Education-Listing
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5. The Military Education-Listing page displays the military education level completed and corresponding course data for the selected Soldier. The system displays the Soldie’s Rank, Name, SSN, and UIC as well as the Soldier’s position.

Step 1:  On the Main Menu, under Personnel Services, have the students click “Education-Military Education.”  
Step 2:  Have students choose “SSN” as the search criteria, enter “9CL4130SN”; click “Search”; select CPL Joseph Alcock at the bottom of the page and click “OK.” 
Step 3: Select “Add Military Education Data” and click “Submit.” 
Step 4:  Have students input the following information: 
(1) Course Code: SMK 
(2) Course Number: 001-0002 
(3) Course Name: Populates (Warrior Leader CRS) 
(4) Course Status: Graduated 
(5) Academic Achievement: Commandant’s List 
(6) Completion Date: Today’s Date (YYYYMMDD) 
(7) Course Length: 5 weeks 
Step 5:  Click ‘Save” and view changes on the Soldiers Enlisted Record Brief (ERB). 
 
Course Codes HRC Website: https://www.hrc.army.mil/site/assets/pdf/Mil_ed_Yes_No.pdf

Note to Instructor: Follow the same process for Civilian Degree and Civilian Education. Change Civilian Education level

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]Show Slide #11: Assignment Eligibility Availability (AEA) Soldier Data 
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6. The Assignment Eligibility Availability (AEA)-Soldier data page allows you to add AEA data for the selected Soldier.  Assignment and eligibility and availability codes are a management tool used to identify the Soldier’s eligibility and availability for reassignment.  Assignment and eligibility and availability codes are based on the type of stabilization and the Soldier’s circumstances.  Some AEA codes require termination date, which will be the date the Soldier becomes Eligible for an assignment.(AR 614-200).
Step 1:  On the Main Menu, under Personnel Services, have the students click “Assignment Consideration-AEA.”  
Step 2:  Have students choose “SSN” as the search criteria, enter “9CL4028SN”
Step 3:  Have students input the following information: 
New AEA: Code Y- SR in HS 
AEA Termination Date: 1 Year (YYYYMM) 
Step 4:  Click ‘Save” and view changes on the Soldiers Enlisted Record Brief (ERB). 
 
NOTE: Follow the same path to process other Assignment Considerations. AEA Codes and definitions will appear in the picklist.

Show Slide #12: Armed Services Vocational Aptitude Battery (ASVAB)/Armed Forces Classification Test (AFCT) Scores
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  Step 1:  On the Main Menu, under Personnel Services, have the students click Tests-  
  ASVAB/AFCT Scores.” 
 Step 2:  Have students choose “SSN” as the search criteria, enter “9CL1448SN”; 
  click “Search”; select PFC Antin, Jason Deontay at the bottom of the page and click OK.” 
 Step 3:  Have students input the following information: 
(1)  Current ASVAB/AFCT 
(2) Action: Update 
(3) Apt Area: General Technical (GT)   
(4) Test Score: 125 
 Step 4:  Click ‘Save” and view changes on the Soldiers Enlisted Record Brief (ERB). 

NOTE: Inform the students that any changes with a new “Army Personnel Test (APT) Date” 
will be completed under “Add ASVAB/AFCT Scores.”  Test Control Officers (TCO) for ASVAB/AFCT/ APT are currently location at Installation Education Centers.
 
Note to Instructor: Follow the same path to process Army Physical Fitness Test (APFT),
Personnel Management Tests, and Weapons Qualification. 

Show Slide #13: Personal 
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7. You can update or remove one or more addresses on the Listing page by selecting the corresponding action type from the Action pick list.

Step 1:  On the Main Menu, under Personnel Services, have the students click “Personal / Address” 
Step 2:  Have students choose “SSN” as the search criteria, enter “9CL1417SN”; click “Search”; select SGT Daniel, Mcauliffe at the bottom of the page and click “OK.” 
Step 3:  Have students input the following information: 
(1) Action: Update 
(2) Address Type: Current Mailing Select Add Address 
Click “Submit”   
(3) Effective Date: Today’s Date (YYYYMMDD) 
(4) Country: United States 
(5) Street Address: 2201 Deerfield Drive 
(6) City: Fort Mill 
(7) State: South Carolina 
(8) Zip Code: 29715 
Step 4:  Click ‘Save” and view changes on the Soldiers Enlisted Record Brief (ERB). 
 
Note to Instructor: Follow the same path to process Name Change, Personal Data, Phone Number, and SSN Correction.


Learning Step / Activity - LSA 2. Process Personnel Accounting transactions
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 hours and 30 mins
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
















Show Slide # 14 Personnel Accounting
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Show Slide #15: Slotting-Filter Criteria
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8. The slotting-Filter Criteria page allows you to filter Soldiers and authorizations for the selected UIC/Document Effective Date Combinations.  The Slotting page allows the authorized user to slot, unslot, and reslot Soldiers into and/pr from autorizations one at a time or in a batch mode. The system populates the Soldiers table with a list of Soldiers and their corresponding data for the selected UIC/document effective date combinations and selected filter criteria. The corresponding data include SEQ/POSN, Current position Title, Rank, Name, Component, MOS/AOC, BMOS, ASI, SQI, Lang. Assign UIC, and slotted SEQ/POSN(when a Soldier is Slotted).

Step 1:  On the Main Menu, under Personnel Accounting, have the students click Slotting “Authorized Documents.”  
Step 2:  Have students choose UIC “W5CLSN” click OK.” 
Step 3: Select “Unslotted Soldiers”, “E6” and click “OK.” 
Step 4:  Have students select: 
(1) Soldiers SEQ/POSN: BN Targeting NCO, SSG Maymi, Fernando 
(2) Authorizations SEQ/POSN: 104041 
(3) Duty Date: Today’s Date (YYYYMMDD) 
Step 5: Click “Submit” and view changes on the Soldiers Enlisted Record Brief (ERB). 
 
Note to Instructor:  Slotted SEQ/POSN column populates with added data. 
 
NOTE:  Follow the same procedure for 999X Codes located on the Authorizations table under 
“UMR Codes for Unslotting.” 
 
Note to the Instructor: Students may continue to slot other Soldiers for UIC “W5CLSN” if time permits or additional practice is needed. 

Show Slide #16: Duty Status-Soldier Data
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9. The Duty Status- Soldier data page allows you to add a new military duty status for the selected Soldier.  The system displays the selected Soldier’s rank, name, SSN, UIC, and Action as read only.  The system also displays the Soldiers position on the Soldier list and the total number of Soldiers from the list.

Step 1:  On the Main Menu, under Personnel Accounting, have the students click “Duty Status.”  
Step 2:  Have students choose “SSN” as the search criteria, enter “9CL1125SN”; click “Search”, select SGT Kyle Bonds at the bottom of the page and click “OK.” 
Step 3: Select “Add Duty Status” and click Submit.”
Step 4:  Have students input the following information: 
(1) Duty Status: Hospitalized (Nonbattle Incurred) 
(2) Effective Date: Today’s Date (YYYYMMDD) 
(3) Effective Time: Current Time 
Step 5:  Click ‘Save” and view changes on the Soldiers Enlisted Record Brief (ERB). 
 
NOTE: Follow this process for all duty status changes 

 Show Slide #17: Assignment History Listing
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10. The Assignment History Listing lists the current and previous military assignments that exist in the database for the selected Soldier. The system displays the Soldier’s rank, name, SSN, and UIC as read only.  The system also list the current assignment for the Soldier and displays all assignment history currently recorded in the database for the Soldier.

Step 1:  On the Main Menu, under Personnel Accounting, have the students click “Assignment –History- Assignment/Duty History.”  
Step 2:  Have students choose “SSN” as the search criteria, enter “9CL1372SN”; click “Search”; select SGT Keith Blalock at the bottom of the page and click “OK.” 
Step 3: Select “Add Assignment History” and click “Submit.” 
Step 4:  Have students input the following information: 
1) Assignment Type: OCONUS 
2) UIC: WH001 
3) Unit Designation: 159th Combat Aviation Brigade 
4) Locale: Not Required 
5) CMD: Not Required 
6) Assignment Date: 20140809 
7) Assignment Time: 1500 
8) Departure Date: 20140908 
9) Departure Time: 1600 
10) Assignment Location: Afghanistan 
11) State: Not Required 
Step 5:  Click ‘Save” and view changes on the Soldiers Enlisted Record Brief (ERB). 
 
NOTE: Follow the same path to process Duty History and Tour Credits. Processing real world duty assignments / tour credits transactions would require the Admin Clerk to have orders.

Show Slide #18 Promotions
Learning Step / Activity - LSA 3. Process Promotions transactions
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: 0 hour and 30 mins
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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Show Slide #19: Promotions- Enlisted Reduction – Soldier Selection 
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Inform the students to the functional category of promotions provides functions to process the reduction actions, promotion, lateral appointment, and the revocation and restoration of grades and ranks for enlisted Soldiers.

Step 1:  On the Main Menu, under Promotions, have the students click “Enlisted Reduction.” 
Step 2:  Have students choose “SSN” as the search criteria, enter “9CL1468SN”; click Search; select PFC John Blackburn at the bottom of the page and click OK. 
Step 3:  Have students input the following information: 
New Rank: PV2 
Effective Date of Rank: Today’s Date (YYYYMMDD) 
Date of Rank: Today’s Date (YYYYMMDD) 
PMOS: 46Q 
Rank Change Reason Code: B 
Step 4: Click ‘Save” and view changes on the Soldiers Enlisted Record Brief (ERB). 
  
NOTE: These additional transactions will appear in Weapons Qualification, if you have found a Soldier within the database that allows for more practice please execute at this time.






Learning Step / Activity - LSA 4. Process PERSTEMPO transactions
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

Show Slide #20 PERSTEMPO
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Show Slide #21: PERSTEMPO 
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Step 1:  On the Main Menu, under PERSTEMPO, have the students click “Individual Event.”  
Step 2:  Have students choose “SSN” as the search criteria, enter “9CL1235SN”; click “Search”; select SSG Robert Lide at the bottom of the page and click “OK.” 
Step 3: Select “Add Event” and click “Submit.” 
Step 4:  Have students input the following information: 
Event UIC: Default Student UIC 
Category: Unit Training 
Purpose: Designated Training Area 
Start Date: Today’s Date (YYYYMMDD) 
End Date: Today’s Date +30 days
Operation/Exercise Title: Not Required 
Location: US 
Step 5:  Click ‘Save” and view changes on the Soldiers Enlisted Record Brief (ERB). 
 
NOTE: Follow the same path to process for PERSTEMPO transactions. Also inform the students that you can update a PERSTEMPO by mass event.






Learning Step / Activity - LSA 5. Process a Readiness transaction
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

Show Slide #22 Readiness
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Show Slide #23: Soldier Availablitity Deployment Tracking History
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The Soldier Availability Deployment tracking history page displays the selected Soldier’s Deployment non availability data records, including Non-available Status, Non-available reason, UIC, unit designation, start date and end date.  You have the capability to add, update, or remove a Soldier Availability Deployment Tracking record for the selected Soldier.


Step 1:  On the Main Menu, under Readiness, have the students click “Soldier Availability Deployment Tracking” 
Step 2:  Have students choose “SSN” as the search criteria, enter “9CL1454SN”; click “Search”; select SPC Daniel Zebrauskas at the bottom of the page and click “OK.” 
Step 3:  Have students input the following information: 
Select Add Non-Availability Record 
Click “Submit”   
Non-Available Status: SPR-Stabilized/PCS/Retire 
Non-Available Reason: ET-ETS/Separation 
Start Date: Today’s Date (YYYYMMDD) 
End Date: Todays’ Date +10 months 
Remarks: Soldier cannot reenlist Immediate Reenlistment Prohibition (IMREPR) Code 9X
Step 4:  Click ‘Save” and view changes on the Soldiers Enlisted Record Brief (ERB). 

NOTE: Immediate Reenlistment Prohibition Codes (IMREPR) and policies are managed by Installation Retention Offices. Check there to see which administrative actions/flags need Retention’s immediate action. Correct and accurate IMREPR codes not only affect retention; they also affect reclassification, reassignments, promotions, awards and decorations, attendance at civil or military schooling, retirement and family member travel to overseas commands.

[image: ]
 
Review/Summary:  During this block instruction, we have reviewed, demonstrated and discussed processing various eMILPO transaction.

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 mins 
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: 0 hour and 30 mins 
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 and 30 mins
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: 0 hour and 30 mins
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

9

image3.png
eMILPO Training Database Checklist

Dashboard s the preferred log-on and allows TDD to track system usage

eMILPO

Dashboard

hitps://ako.sitradoc.army.mil/TOD/CTETD/ET/TI/HRES SitePages/HR-Enabling-
Systems.aspx

URL: Use the student HR System Enabling portal_in Blackboard
Student Password: Trmg@Classfoo
Instructor Password: Instruct @#hooix
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Terminal Learning Objective

ACTION: Perform eMILPO Functions

‘CONDITIONS: In a classroom environment, given access o (FM 1.0) Human Resources.
Support, (TP 1-0.01) G-1/AG and S-1 Operations, The Elecironie Miltary Personnel Offce:
Field User's Guide, Version 4.7, access forthe eMILPO Training Database and awareness of
Operational Environment (OF) variabies and actors.

STANDARDS: To mest the standard the student must obtaina score of 80% or igher on
a performance- based exam, that includes the following learning actvtis:

Process Personnel Services transactions.
Process Personnel Accounting transactions
Process a Promotion transaction

Process a PERSTEMPO transaction

Process a Readiness ransaction
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Summary
Human Resources Systems Week

eMILPO

For HR support providers, sustainment leaders, and staffs, i is important to
understandthe HR and sustainment relationship as t relates to supporting and.
supported roles and responsibilites Supported organizations include G-1/AGs and
brigade and battalion -1s. Supporting organizationsare the HRSC, sustainment
brigad expeditionarysustainment command (ESC) HROBS, and HR companies
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