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SECTION 1.  SCOPE

1.1.  Identification.  The Training and Evaluation Support System (TESS) is a web-based software application with an Automated Information System (AIS) code of F8G and a System Identification Code (SIC) of EAX.  

1.2.  System Overview.   TESS was designed to support the HQ Forces Command DCSOPS, and 1st and 5th Army CONUSA for the purpose of scheduling of sites and dates of Annual Training (AT) for all Army National Guard (ARNG) and U. S. Army Reserve (USAR) units, and automated management of the requirements for AT evaluators to support the units attending AT.   The system also makes available to installation management certain information concerning Inactive Duty Training (IDT).  FORSCOM regulations 220-3, 350-2, 350-4, and 350-12 establish policies, prescribe procedures, and outline responsibilities for the scheduling, training and evaluation of Reserve Component (RC) units.  The HQ FORSCOM DCSOPS Training Office (AFOP-TRO) and Central Tasking Office (OCT) are the proponent staff offices.   

1.3.  Document Overview.   The objective of the User Documentation Description (UDD) for TESS is to provide the information necessary for the user to effectively use the automated information system.

SECTION 2.  REFERENCED DOCUMENTS

Microsoft Windows User’s Guide(s) and Reference Guides(s), Microsoft Corporation, various dates as issued with licensed software.
The TESS Software Design Description (SDD)
TESS Cognos Web Query User’s Manual
FORSCOM Regulations 220-3, Reserve Component Training Assessment

FORSCOM Regulation 350-2, Reserve Component Training

FORSCOM Regulation 350-4, Active Component (AC)/Reserve Component (RC) Training Association Program

FORSCOM Regulation 350-12, Procedures for Tasking and Support for FORSCOM installations and Units.

SECTION 3.  SOFTWARE SUMMARY

3.1.  Software Application.  This application allows users to review and maintain a single database containing Annual Training (AT) schedule data, evaluator team data for the training units, unit data, and Inactive Duty Training (IDT) data.  Visibility of the latest evaluator changes, unit changes, AT changes, and IDT changes are provided for the CONUSA and FORSCOM.  The Training Site Brochures are provided on the FORSFCOM internet web page, www.forscom.army.mil/training, for users to review and/or print.  Only those users with valid usernames and passwords are allowed to access the software.
3.2.  Software Inventory.  Microsoft Windows Version 95/98/2000, Windows NT 4.0 or later and Internet Explorer 5.0 or later is required for operation of TESS.    The TESS software application is written in Java,  Java Server Pages, Java Script, and HTML.  The database was redesigned from an SQL 7.0 database to an Oracle 9i database.

3.3.  Software Environment.  The following automation resources are required for the operation of TESS:

Windows 95  (or higher)

Internet Explorer 5.0 (or higher)

PC’s = Pentium II 300 equivalent or greater.

Laptop’s = Pentium II 300 equivalent or greater.

Mouse and keyboard
3.4.  Software organization and overview of operation.  TESS software is a web application, which the user can access with a browser.  It provides an automated tool for tracking and maintaining unit data, AT schedule data, evaluator team data, and IDT data.
3.4.1.  Unit data.

The ability to review the assignment, location and unit tables for accuracy is provided to CONUSA and FORSCOM level users.  Restricted modification capabilities are allowed in the unit table.  

3.4.2.  Inactive Duty Training (IDT).

Provides Installation Management with scheduling information about IDT events. 

3.4.3.  Annual Training (AT).

Unit annual training schedule requests are initially input at NGB and USARC, then transferred to the CONUSA for coordination with the training sites and evaluation teams.  At the CONUSA, Deputy Chief of Staff for Training (DCST) personnel synchronizes the site and date elements of the training schedule before approving it.  The scheduling data is entered into TESS at FORSCOM where it is consolidated for review, then used to manage all RC unit training activity.

3.4.4.  Evaluator Support.

Evaluator requirements and fills are generated and entered into TESS at CONUSA level.  Shortfalls are periodically transmitted to the Central Tasking Office at FORSCOM for fill assistance.  Central Tasking also enters those evaluator requirements not provided by CONUSA into TESS and tasks FORSCOM installation/activities to provide qualified personnel to fill the evaluator positions.   Those fills are then entered by the Central Tasking Office at FORSCOM and the CONUSA filled requirements are transmitted back to the CONUSA for update to their data files.

3.5 Contingencies and Alternate States and Modes of Operation.  TESS is a peacetime or wartime application system.  This application is not meant to store classified information.  There are no alternate modes of operation. 

3.6.  Security and privacy.  The TESS application is unclassified and contains no personal data.  Read access to the application is dependent upon having access to the TESS application.  Write access to any table or field within is determined by the Functional Proponent and TESS administrator. 

3.7.  Assistance and problem reporting.   TESS problems should be reported to the HQ FORSCOM, DCSOPS Functional Proponent, ATTN:  AFOP-TRO, Ft McPherson, GA  30330  through DA Form 5005-R, Engineering Change Proposal-Software (ECP-S).  

SECTION 4.  ACCESS TO THE SOFTWARE

4.1.  First time user of the software.    Since the TESS application is operated in a Windows environment, workstations are normally multifunctional.  It is assumed the TESS users, to include first-time users, have attained general workstation proficiency.  Variations in workstation configuration, software and Windows versions/setup preclude inclusion of step-by-step software access instruction in this document.  

4.1.1.  Equipment Familiarization.   Instructions for users assume familiarization with the use of the mouse and windows applications.

4.1.2.  Access Control.  Passwords will be issued by TESS administrators.  Read-only access to all tables will be available to the casual user.  Write access to selected tables/fields will be determined on an individual basis.  

4.2.  Initiating the TESS Application.  The following is a short summary of how to initiate the TESS web application.  Refer to Section 5 for more detailed instructions for initiating the TESS application.  
1. The first screen is the TESS Welcome Page and Logon screen for the TESS Web Application.  The user will enter his/her user name and password, and click on the ‘LOGON’ button.    If the username and password are valid, the user will be able to enter the TESS Search Function.    

2. The user should now see the TESS Search function.  (The user will need to submit a search to the database before accessing records within the TESS application).  The user will enter their search criteria, and then click on the “Submit Search” button.

3. After the search is complete, the user will first see the Search Results screen with the results from their search.  The user will then be able to click on the UIC they wish to view or edit.  

4.3.  Initiating the TESS Cognos Web Query Application.  Users have the capability of developing ad hoc queries using the Cognos web query tool on the FORSCOM web server.   For access to Cognos, contact your TESS administrator. 

Section 5.  PROCESSING REFERENCE GUIDE.

 5.1.  Capabilities.  TESS is a menu driven system.  The first screen is the Welcome/Logon screen.  
The following options are available on all screens in TESS:

   Search/Basic Search
   Search/Advanced Search
   Search/Saved Search
   Search/EXEVAL/URV Search (only available to Evaluators and

  




Authenticators)

   Refresh Data

   Reports

   Help

   Utilities/User Tools
   Utilities/Admin Tools (only available to TESS administrators)

   Log Off TESS

   Unit

   Inactive Duty Training (IDT)

   Annual Training (AT)
   Evaluator

   350-2

   CTA
   EXEVAL

   Unit Readiness Validation (URV)
Screens with additional options are:   

Basic Search:

   Submit Search
   Reset Search

Saved Searches:

   Edit

   Delete

Advanced Search:

   Save and Run Search

   Run Search

Unit Data screen (available to users with Unit Read/Write permissions):

   Edit Unit

IDT screen (available to users with IDT Read/Write permissions):

   Edit IDT

   Add New IDT

Annual Training Screen (available to users with AT Read/Write permissions):

   Edit AT Event
   Add AT Event to Increment

   Add New Increment    

Evaluator screen (available to users with Evaluator Read/Write permissions):
   Edit Evaluator
   Add New Line Number
CTA screen (available to commanders logging on with AKO username):

   Add Task

   Edit Task

   Delete Task

   Import METL

EXEVAL screen:

   Create EXEVAL (available to evaluators only)

   Add Task (available to evaluators only)
   

   Edit Task (available to evaluators only)

   Delete Task (available to evaluators only)

   Import METL (available to evaluators only)

   Authenticate (available to evaluators and authenticators)
Unit Readiness Validation (URV) screen:

   Create URV (available to evaluators only)  
   

   Edit (available to evaluators only)

   Delete (available to evaluators only)

   Authenticate (available to evaluators and authenticators)

User Utilities:
   Change Password
   Change Table

Administrator Utilities:  (available to TESS Administrators)
   Add User

   Delete User

   Edit User Rights

   Reset Password 
5.2.  Conventions.  Clicking on buttons with the appropriate caption selects menu options.  This will take the user to the designated screen.  Error messages appear in the middle or top of the page.  

Some input fields may have validity editing.  Only entries that pass the validity checks will be accepted.  When invalid entries occur, error messages will appear in the middle or top of the page.

You may exit from the system by clicking the 'Log Off TESS' button on each screen.  If you are editing or adding a new record, you will be forced to save or cancel you changes before logging off or navigating to a different screen.  

5.3.  Processing Procedures. 

5.3.1.  TESS Basic Operational Overview.
5.3.2. Welcome and Logon screen.  
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Figure 1.  Welcome and Logon Screen.
· If you are a RC Unit Commander or designated representative, you will need to log on to the TESS application using your AKO user name and password.  After entering the user name and password, click the LOGON button.  If you are new to the TESS application, you will be prompted to enter your current unit of assignment.   You will be restricted to viewing only your unit’s data and will be only able to edit your Commander’s Training Assessment (CTA).

[image: image2.png]2 welcome to TESS (Tr:

Evaluation Support System

icrosoft Internet Explorer provided by FORSCOM =[ofx]

Welcome to FORSCOM's Training & Evaluation Support System

TESS

RC Unit Commanders or Designated

Users with FORSCOM or CONUSA issued
Repressntatves et Request a TESS User Name and Password
Lepm R U N e P (MACOMs, Installations, TSDs, TSB, TSBNs, etc.) || or users who require specialized access andior the
Please Nofe: You will oy be able o view your assianed || Logon with your TESS User Name and Password || 20ty 1o edt records in the TESS database (i.. MACOMS,
and derivitive units CPICT serhiame and Passwore Installations, TSDs, TSBs, TSENs, etc), click Request
User Name. User Name' below o reguest a TESS User Name and
AKO User Name,

Password

Password

AKO Password

Request User Hame

Logon

Logon

This is a Department of Defense Computer System

This computer ystem, including al relsted aquipment, nebods, and nebuotk devioes (spesifcally including Inernat 300es) are provided only for authorized U.S. Govermment use. DoD computer systems
may be monitored for il Lauful purposes,including 1o ensure that thei use is authorized, for management of the sstem, to faciltate protection against unautharizad acoess, and t verfy secuiity pocedures,
Zuriivability, and operational security. Manitoring includes setive attacs by aulhorized Da enfiia o tat r verity the seourity of thi System. During manitarng, nformation may ba examined, recardad,
copied and used for authorized purposes. Allinformation, ncluding personal information, placed orsent over this sytem may be monitored

Use o this DaD computer system, authorized or unauthorized, cansttutes consent to manioring ofthis ystem. Unauthorized use may subjctyou to oiminal prosscution. Evidence of unauthorized use
callactad during monitoring may be used for adminstatve, siminal, or ohr advarse scton. Uss of thie systam constilutes sonsant to monitafng for thece purposes

TESS Application Last Modifed: June 25, 2003

[EToome [ 3 B ecaintanet





            Figure 2.  RC Unit Commanders Logon.
· If you have a FORSCOM or CONUSA issued TESS user name and password, you will use this user name and password to log on to the application.  Enter the User Name and Password into the appropriate dialog box.  After entering the user name and password, click the LOGON button.  The Basic Search screen will appear next if the login is valid.  If prompted by Internet Explorer to save password, always select ‘NO’. If you are new to the TESS application.  
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           Figure 3.  TESS Users Logon.
· If you are new to the TESS application and require specialized access and/or the ability to edit records, you can request a TESS user name and password by clicking on the ‘Request User Name’ button.   
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            Figure 4.  Request TESS User Name and Password.
5.3.3. Menu Options : 
Move your cursor over each menu item to see the sub menu options.
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Figure 5.  Menu Options.
Menu Options:

· Search/Basic Search - lets you enter search criteria on UIC, Branch, etc.  Enter your search criteria and sort fields and click on Submit Search.

· Search/Advanced Search– allows you to create a more complex search of the TESS database.

· Search/Saved Search – allows you to view, edit, delete and run searches that you have saved.

· Search/EXEVAL/URV Search -  allows Evaluators and Authenticators to view all EXEVALs and URVs pending their authentication.

· Search/Search Results – allows you to go back to view your search results generated from the Basic or Advanced Search.

· Refresh Data – allows you to refresh the data displayed on the screen from the database.  

· Reports – provides links to the Cognos website for TESS, and Cognos documentation.

· Help/Contact Info – provides basic contact info for the TESS Administrators and TESS help Desk.

· Help/User’s Guide – provides a link to this document on-line.

· Utilities/User Tools – allows you to manage your own password and default search table.

· Utilities/Admin Tools – allows TESS administrators to add and delete TESS users, edit users’ rights, and reset their users’ passwords. (Only TESS administrators will see this option)
· Log Off TESS - will exit the TESS application.  Please always properly log off the application by clicking on this button.  Do not exit the application by simply closing the window.
5.3.4. Screen Options.  
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Figure 6.  Screen Options.
(These buttons are only enabled after you have run a search and selected a UIC to view.)

· Unit – takes you to the Unit Screen to view the unit data for the selected UIC.
· IDT – takes you to the Inactive Duty Training (IDT) Screen to view the IDT records for the selected UIC.
· AT – takes you to the Annual Training (AT) Screen to view the AT records for the selected UIC.
· Evaluator - takes you to the Evaluator Screen to view the AT records for the selected UIC.

· 350-2 - takes you to the 350-2 Training Requirements page for the selected UIC.

· CTA – takes you to the Commander’s Assessment (CTA) Screen to view the CTA for the selected UIC.
· EXEVAL – takes you to the EXEVAL screen for the selected UIC.

· Unit Readiness Validation – takes you to the URV screen for the selected UIC.
5.3.5. Basic Search Screen .  You must create a search for the records you want to view or edit.   Enter values in the fields you wish to search on, then click on ‘Submit Search’.
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Figure 7. Basic Search Screen.

Options:

· Submit Search – submits the search criteria and sort selection to the database and retrieves records.

· Reset Search – clears the search criteria screen.

· Add to Sort – choose the fields you want the records sorted on.  Also choose Ascending or Descending order.

· Remove Selection – clears the sort selection window.
To view location options for AT or IDT, click on the links ‘AT Location’ or ‘IDT Location’.  
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Figure 8.  Locations Options Links.
These links will open a pop-up window with the TESS training location options.
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Figure 9.  Location Options Pop-up.

Options:

· If there is a location missing, please click on the link to notify the TESS Help Desk and submit a request to add the new location.

5.3.6. Advanced Search Screen .  The advanced search allows you to create a more complex search of the TESS database.  Begin by selecting the main Table you wish to search on (AT, IDT, Unit, or Evaluator).  Select the field, operator, and values you wish to add to your search.  If you wish to sort the results, select the field you wish to sort on, then select either ‘Ascending’ or ‘Descending’.
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Figure 10.  Advanced Search Screen.

Options:

· Save and Run Search – saves the search for future use, then runs the search.

· Run Search – runs the search.  This will not save the search for you.

· Display Search – displays the SQL statement that you have created.

5.3.7. Saved Search Screen .  The Saved Search screen displays the searches you have previously saved through the Advanced Search screen.

[image: image15.png]0 asolbis [EEIES
Ho Ed Mew Imet Fomak Dok Tobe Wndow b Type o uestn for e B[00
Doy SR B @ B 200% 3, Nomal ~ TimesNewRoman v 12 = B Z U PRV
Final Showing Markup = Show~ | & 8 Tp « &+ (3~ ==

B Y i : - > - g - R -
3 Saved Searches - TESS (Training & Evaluation Support System) - Microsoft Internet Explorer provided by FORSCOM =

N Unit o AT | Evaluator | 302 | CTA_ | EXCVAL | UnitReadiness Vaiidation

TESS Saved searches for user, ANDREA.FOX

Click on a flle to run the select statement and view the resuling record(s).

Title Query
Roports
SELECT YEAR, LIC, UNIT_NO, BRANCH, CARS, ULC, COMMAND, DESCRIPTOR
2002 suLATION FROM EAX_VIEW_SEARCH_AT WHERE YEAR = 2002 AND EVEN
SMULATION

2005 LINE HUBBERS SELECT YEAR, UIC, UNIT_NO, BRANCH, CARS, ULC, COMMAND, DESCRIPTOR
€| BUMEMMGERS | FROMEAX VIEW SEARCH EVALWHERE YEAR = 2003'AND LINE_NO LIKE
CREATERTMANMCONS | ioogranp LINE_NO > 00383 ORDER BY LINE_NO

N

SELECT YEAR, UIC, UNIT_NO, BRANCH, CARS, ULC, COMMAND, DESCRIPTOR

€ ||muL conusa FROM EAX_VIEW_SEARCH_EVAL WHERE YEAR = 2002' AND CONUSA IS NULL

Lacal ntranet %

g

Page 1 Sec i Wmooa tnt ol  REC TRK EXT OWR




Figure 11.  Saved Search Screen.

Options:

· Click on any title to run that search.

· Edit – Select the search you want to edit by clicking on the radio button next to the search title, then click on the ‘Edit’ button on the left menu.

· Delete - Select the search you want to delete by clicking on the radio button next to the search title, then click on the ‘Delete’ button on the left menu.  (Be careful as this will permanently delete the search from your saved searches.)
5.3.8. Search Results screen.  This screen allows you to view/edit the records selected from the Search criteria you entered on the Search screen.   To view/edit a record, click on the uic on the grid you wish to view or edit.  This will take you to the screen you either chose to search on in Advanced Search, or the default search table you have chosen in Utilities/User Tools.
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Figure 12.  Search Results Screen.

5.3.9. EXEVAL/URV Results screen.  This screen allows evaluators and authenticators to view and EXEVAL and URV records pending his or her authentication.   To view a record, click on the UIC on the grid you wish to view or authenticate.  This will take you to the corresponding EXEVAL or URV record.
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      Figure 13.  EXEVAL/URV Search Results Screen.

5.3.10. Unit Data screen.  The Unit Data screen is used to show the basic information about your unit for the selected record from your search.  Modifications to the Unit data may be made at the CONUSA level.
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Figure 14.  Unit Data screen

          Menu Options (Only displayed if user has Unit edit rights.):

· Edit – allows you to edit the Unit record.

· Add - takes you to a blank Unit Data screen for adding a new unit. 
· Save – (Only visible when editing or adding a new record.) Allows you to save the Unit record you changed.

· Cancel – (Only visible when editing or adding a new record.) Allows you to abandon all changes you made to the AT record.

5.3.11. Inactive Duty Training (IDT) screen.  The Inactive Duty Training data screen makes available information about IDT Events.   
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       Figure 15.  Inactive Duty Training (IDT) Screen

          Menu Options (Only displayed if user has IDT edit rights):

· Edit – Allows you to edit the selected IDT record.

· New IDT Rec – creates a new IDT record.

· Save– (Only visible when editing or adding a new record.) Allows you to save the IDT record you created or changed.

· Cancel – (Only visible when editing or adding a new record.) Allows you to abandon all changes you made to the edited IDT record.
5.3.12. Annual Training (AT) screen.  The AT screen shows annual training dates, events, increments, location and personnel strengths for the record selected from the record set screen above.  Modifications to the AT data may be made at the CONUSA level.
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Figure 16.  Annual Training Screen

        Menu Options (Only displayed if user has AT edit rights):
· Edit Incrno– allows you to edit the selected AT record.
· Add – allows you to add a new increment, or a new event to an increment.
· Save – (Only visible when editing  or adding a new record.) Allows you to save the AT record you created or changed.
· Cancel – (Only visible when editing or adding a new record.) Allows you to abandon all changes you made to the AT record.

5.3.13. Evaluator screen.  The Evaluator screen displays the AT TAM event for the selected year/uic if one exists.  Existing Evaluator records are displayed on the screen below the AT TAM data.
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Figure 17.  Evaluator Screen   

        Menu Options (only displayed if user has Evaluator edit rights):

· Edit– Allows you to edit the selected line number.
· Add – Allows you to add a new line number.
· Save – (Only visible when editing or adding a new record.) Allows you to save the Evaluator record you created or changed.

· Cancel – (Only visible when editing or adding a new record.) Allows you to abandon all changes you made to the Evaluator record.

5.3.14. 350- 2 screen.  The 350-2 Training Requirements screen displays the 350-2 Training Requirements the selected UIC. 
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Figure 18.  350-2 Screen   

        Menu Options (only displayed if user has 350-2 edit rights):

· Edit– Allows you to edit the training requirements.
· Save – (Only visible when editing.) Allows you to save your changes to the training requirements.
· Cancel – (Only visible when editing.) Allows you to abandon all changes you made to the training requirements.

5.3.15. Commander’s Training Assessment (CTA) screen.  The CTA screen displays the current Commander’s Training Assessment for the selected UIC.  The CTA is only accessible to Commanders and their designated representatives, and TESS users with read rights.
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Figure 19.  Commander’s Training Assessment Screen.


Commander Options: 

· If you are an ARNG unit Commander or designated representative, you have full rights to create, edit, and delete METL and METL Supporting Collective Tasks for your unit.

· If you are an USAR unit Commander or designated representative, you are required to user the RLAS TAM module to create and edit your CTA.  The CTAs from RLAS are imported into the TESS database on a nightly basis for view only in the TESS application.
TESS User Options:

· You have read only rights to the CTA screen.  You can click on the description of each METL or METL Supporting Collective Task to view detailed information on the task.

5.3.16. EXEVAL screen.  The EXEVAL screen displays the EXEVALs on record for the selected UIC.   
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Figure 20.  EXEVAL Screen.
EXEVAL Menu Options for Evaluators: 

· Create EXEVAL – Allows the evaluator to create a new EXEVAL.

· Import METL – Allows the evaluator to import the METL and METL Supporting Collective Tasks from one of three options:
1. Copy from CTA.  This is the preferred method.  If the unit you are evaluating has a current CTA in TESS, you can copy all the METL and Supporting Tasks from the CTA.

2. TAM Data Disk.  If you have a recent TAM data disk for the unit you are evaluating, you can import all the METL and Supporting Tasks from the disk.  The disk can be from TAM99, TAM00, or eTAM 2001.

3. Copy From EXEVAL.  If the unit you are evaluating has another EXEVAL in the TESS database, you can copy all the METL and Supporting Tasks from that EXEVAL.

Please note:  You will still have to complete the evaluator’s assessment and comments for each METL and METL Supporting task.  The old assessments and comments will not be copied over.  After you have imported the METL and METL Supporting Tasks, you can edit or delete any tasks, and add new tasks if needed.  The Import METL button will disappear once you have completed the import process.  

· Add Task – Allows you to manually add METL and METL Supporting Collective Tasks to the EXEVAL. (This button will disappear once you have authenticated the EXEVAL)
· Edit and Delete – You can edit anything on the EXEVAL screen that is in blue text.  You can edit the EXEVAL event, event type and MTP Nbr by clicking on any of these fields.  Once in edit mode, you can also choose to delete the entire EXEVAL if needed.  You can edit any of the METL or Supporting Tasks by clicking on the task description.  Once in edit mode, you can choose to delete that particular task.  Please note that if you delete a METL task, all its supporting tasks will also be deleted. (You will no longer be able to edit or delete once you have authenticated the EXEVAL.  After you have authenticated, you will be able to view detailed information on the METL and METL Supporting Collective tasks by clicking on the task description.)
· Authenticate – Once you have imported or created the METL and METL Supporting Collective Tasks for the EXEVAL, you will be able to authenticate the EXEVAL.  By authenticating, you are locking the EXEVAL from further editing, attaching your electronic signature to it, and forwarding it to your TSB for review.
· Authentication – Once you have authenticated the EXEVAL, you can view the authentication records for the EXEVAL.
EXEVAL Menu Options for Authenticators:

· Authenticate – Once the EXEVAL has been authenticated at the command level below yours, you will be able view and authenticate the EXEVAL.  For example, if you are a CONUSA level authenticator, the EXEVAL must be authenticated by the Evaluator (creator of the EXEVAL), the TSB authenticator, and the TSD authenticator (in that order).
Read -only Menu Options (users who have rights to view the EXEVAL screen but are not an Evaluator or Authenticator):

· You will only be able to view EXEVALs that have been fully authenticated (signed at the CONUSA or USARPAC level).

· Authentication – View the authentication records for the EXEVAL.
5.3.17. Unit Readiness Validation screen.  The URV screen displays the Unit Readiness Validations (URVs) on record for the selected UIC.   Menu Options will vary depending on the user’s rights.
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Figure 21.  Readiness Screen.

URV Menu Options for Evaluators: 

· Create URV – Allows the evaluator to create a new URV.

· Edit and Delete –
· Authenticate – Once you have completed the URV, you will be able to authenticate.  By authenticating, you are locking the URV from further editing, attaching your electronic signature to it, and forwarding it to your TSB for review.
· Authentication – Once you have authenticated the URV, you can view the authentication records.
Readiness Menu Options for Authenticators:

· Authenticate – Once the URV has been authenticated at the command level below yours, you will be able view and authenticate the URV.  For example, if you are a CONUSA level authenticator, the URV must be authenticated by the Evaluator (creator of the URV), the TSB authenticator, and the TSD authenticator (in that order).
Read -only Menu Options (all other users who have rights to view the URV screen but are not an Evaluator or Authenticator):

· You will only be able to view URVs that have been fully authenticated (signed at the CONUSA or USARPAC level).

· Authentication – View the authentication records for the URV.
5.3.18. Help/Contact Info screen.  The TESS Help/Contact Information Screen provides email links and phone numbers for TESS Administrators and the TESS help desk.  
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Figure 22.  Help/Contact Information Screen
5.3.19. User Utilities screen.  The User Utilities screen allows the user to manage their TESS password and default search table.
[image: image27.png]Ble £t

2] Document5

vew

* Finsl Showing Markup

icrosoft Word

Insert Fomat Teok Table Window Help

RS SRY BRI o o |[QPFOREH BT 0% -7

Sgo BN -D- G- @@,

=181 %]

Type a question for help 51X,

B3

Page 1

Sec 1

3 User Tools - TESS (Training & Evaluation Support System) - Microsoft Inkernet Evplorcr provided by FORSCOM B[]

)

TESS

Reports.

i ¢

£

5

Change

hange Table)

i f

Unt_ | BT | AT | Cvaator | w0z |
User Utilities Screen

Change Password

(Enteryour curent password and your new password (ice). Passuords oan be between & and 20 charactes. Then clidk on the

“Change PUD' button)

Current Passward:

New Password

Re-Enter New Password,

Change Default Search Table

(Selectthe defaulttable you wish to earoh an in the advanced s2arch, then olck an the ‘Changs Table buttan)

Default Search Tahle;

unit

[ [ 18 B Localntranet

n1 ol  REC TRK EXT OWR

g





Figure 23.  User Utilities Screen

Menu Options:

· Change PWD – To change your password, enter your current password, new password, and re-enter the new password in the appropriate fields, then click on the ‘Change PWD’ button.
· Change Table – The default search table sets the search table in Advanced Search and sets the default page that will be displayed when you select a UIC from the search results screen.  To change your default search table, select the table name from the drop down list, and then click on the ‘Change Table’ button.
5.3.20. Admin Utilities (Manage TESS Users) screen.  The Manage TESS Users screen is only available to TESS administrators.  This screen allows the TESS administrators to add new TESS users, delete users, edit users’ rights, and reset users’ passwords.  
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Figure 24.  Admin Utilities (Manage TESS Users) Screen

Menu Options:

· Add User – To add a new TESS user, click on the ‘Add User’ button, then follow the prompts to create a new user.  Be sure to assign the user appropriate rights.
· Delete User – To delete a user from TESS, select the user you want to delete from the ‘Select User’ drop down list, and then click on the ‘Delete User’ button.  You will be prompted to confirm that you wish to delete the user.
· Edit Rights – To edit a user’s rights, select the user you want to delete from the ‘Select User’ drop down list, modify the user’s rights, then click on the ‘Save’ button.   You can also cancel your changes by clicking on the ‘Cancel’ button.
· Reset Pwd – If a user has forgotten their password, or if they have been ‘locked out’ of the system because of 3 or more invalid logons, you will need to reset their password for them.  Select the user you want to reset from the ‘Select User’ drop down list, and then click on the ‘Reset Pwd’ button.  The new system generated password will be displayed at the top of the screen.  You will need to provide the user with the new password for them to log on to the system.   The user will then be responsible for modifying their password through the user utilities screen.
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