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PACKAGE INFORMATION/INSTRUCTIONS

ABOUT THIS TRAINING PACKAGE

This handbook standardizes OJT, reduces training time, provides a logically
organized training plan that yields immediate and measurable feedback, and
provides a standard to measure task knowledge and performance during personnel
evaluations.

MSgt Nate Edwards, TSgt Ron Hale, TSgt Eliope Paz, and TSgt Anthony
O’Conner-Geiling, 334 TRS RAWS Training Development Flight, Keesler AFB,
MS, revised this training package. The Training and Education Specialist was Mr.
Philip Schulze. It was validated by 1C8X3 MAJCOM Functional Managers.
MSgt Nate Edwards, MSgt Aaron Haynes, MSgt Bryan Albrecht, MSgt Kelly
McKenzie, TSgt Ron Hale, TSgt Eliope Paz, TSgt Zachary Erickson, TSgt
Anthony O'Conner-Geiling, TSgt John Perkins, TSgt David Brackett, TSgt Daniel
White, TSgt Cassandra Mallory, TSgt Michael Cappelletti, TSgt Max Carrizales,
TSgt Robert Banker, TSgt Corey Rhoads, TSgt Ryan Branham, TSgt Jacob
Carlson, TSgt Domditer Chan, TSgt Christopher Smith, TSgt Christopher Hardy,
TSgt Robert Barber, SSgt Patrick Trently, SSgt Mark Trusty, SSgt Stephanie
Ramirez, and SSgt Jeremy Homrich, were consulted as subject matter experts.

For more information about Training Development Flight and a list of other
available products, visit our home page at: RAWS Dashboard or contact Training
Development Flight at: 334trs.raws.upgradetraining@us.af.mil or DSN: 377-4881.



https://usaf.dps.mil/teams/aetc-ksl-81trg/334/ULC/Documents/RAWS/1C8X3/RAWS%20Dashboard&ToK/1._RAWS_Dashboard.aspx?CT=1608229315943&OR=ItemsView

TRAINING INSTRUCTIONS

INSTRUCTIONS FOR THE TRAINER

- Explain training package to the trainee.

- Ensure all TRs are available, if applicable.

- Assign module(s) for the trainee to complete and answer any questions the trainee
may have.
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MODULE 01
RADAR, AIRFIELD, AND WEATHER SYSTEMS (RAWS)
MANAGEMENT

INTRODUCTION

Work center management is difficult, and people assigned to these positions must
have a basic knowledge of management functions. You will constantly make
important short-notice decisions that can either favorably or unfavorably impact
the mission. You must recognize problems, develop and evaluate possible
solutions, and make critical decisions to carry out solutions. Work Center
Managers support the work centers that enable each MAJCOM to perform the
AF mission. Applying basic management functions enable you to effectively
make decisions and handle problems.

This module offers a brief explanation of management functions and then gives
you credit for having the ability to apply these principles. You must realize the
importance of your position as an AF Work Center Manager since the
accomplishment of the mission revolves around you and your capabilities. This
module will deliver a high-level understanding of the basic management functions
and their effect on the work center.

RAWS MANAGEMENT FUNDAMENTALS

Management is the process of using all available resources to get the job done!
The basic functions of management are:

e Planning

e Organizing
o Staffing

e Directing

e Controlling

The basic functions of management work together, in a cohesive manner, to
enhance the effectiveness Work Center Managers have on their missions and
subordinates.

PLANNING

Planning is a deliberate process every Work Center Manager should incorporate
into their management strategy. Planning takes time up-front to save time during
the execution process. Many managers do not dedicate enough time to planning.

Planning is looking at what tasks need to be accomplished, and assigning work
center resources to accomplish these tasks. It is also deciding in advance how,
when, and who will do the job. If you, as a manager, do not plan your work center
activities, you are wasting time and leaving task accomplishment to chance. In a
busy work center you may be left playing catch up with a feeling of uneasiness as
you are constantly ‘putting out fires’. Due diligence is required in this area. As
the old saying goes, “Why put off till tomorrow what you can do today?”
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Planning can include decisions such as who will perform Preventive Maintenance
Inspections (PMIs) tomorrow. You can carry it further by planning who will do
PMIs and which trainee(s) will receive training during the PMIs. More in-depth
planning will include a more detailed itinerary. For example, plan that this Friday
a certain technician will perform PMIs and provide training to a trainee on those
PMIs while you accompany them to evaluate the adequacy of training provided.
Additionally, you can conduct the on-site publication, tools, and other program
reviews/inspections simultaneously.

Planning can expand into weeks, months, or longer. The premise of planning is to
save time and increase the efficiency of your work center. The more complex the
job or task, the more time needs to be spent in planning. Be prepared for plans to
change. Job requirements and resources change often, sometimes with little
notice. Short-range plans, such as who will do PMIs tomorrow, are less likely to
need revision than long-range plans. Long-range plans should include milestones
or checkpoints.

Resourceful managers devise ways to plan every task. Good planning increases
your effectiveness as a manager. One test for planning is: “Can you illustrate, in
general terms, what you have planned for your work center for the expected
duration of your tour of duty?” For example:

e What are your training objectives?

e What are your expectations of your personnel?

e How are you measuring mission performance?

e How will you communicate accomplishments/issues with leadership?
e What processes can you make more efficient?

If you see problems in the work center, plan to solve these problems! Effective
planning requires that managers gain the appropriate knowledge about their work
centers and resources. Know your mission and the resources available to you--
especially your people. You must know where you are and what you have before
you can plan where you are going and how to get there.

The planning requirements for each work center are unique to the unit’s mission
and resources; however, the following best practices apply to many work centers,
and should be considered by managers for implementation:

e Conduct weekly, or even daily maintenance meetings to assign maintenance
tasks for that week and track status for open jobs.

e Direct Air Force Maintenance Quality Control Checklist (AFMQCCs) to be
completed concurrently with all annual PMIs and hold technicians
accountable for completion. This simple planning step ensures program
compliance and prevents duplication of effort later.

¢ Ensure that the next 30 days of PMIs are being loaded each week, this
prevents weekly PMIs from being missed and allows you as the Work Center
Manager enough lead time to schedule technician availability for the more
extensive upcoming PMIs.
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e Create a tracker to document all work center items that need to be reviewed
annually. Annual reviews are often overlooked and overdue. These items can
include, but are not limited to, Equipment Inventory List(s) (EILs), Master
PMI lists, Job Safety Training Outline(s) (JSTOs), Operating Instruction(s)
OIs, Memorandum of Understanding (MOUs), Memorandum of Agreement
(MOA:s), Local Operating Procedure (LOPs), etc.

e Create a recurring schedule to inspect/review each program within your work
center. This practice allows the Work Center Manager to hold program POCs
accountable for keeping their programs in compliance.

e Formalize and publish procedures for requesting equipment downtime outside
of scheduled PMI windows.

e Review all assessed questions for your work center’s Management Internal
Control Toolset (MICT) self-assessment checklists at least quarterly to ensure
accuracy and compliance.

e Attend planning meetings with your unit’s resource advisor and leadership to
review/modify your work center’s budget for each fiscal year. Consider
training/TDY costs and office resources and advocate for funding with proper
justifications.

e Review the unit’s contingency checklists to ensure your work center’s
requirements are included and correctly incorporated. Coordinate updates with
the Plans and Program Manager as needed.

ORGANIZING

Organizing enables personnel to work effectively to accomplish a goal. You and
your personnel should understand the structure of your organization. Some things
to consider are: Is your work center really set up the way you thought it was? Do
you have any organization at all? Can you improve it?

A work center organizational chart, regardless of work center size, is a useful tool
as a visual representation of organizational alignment and how your work center
fits into the mission. It clarifies the work center structure so that everyone knows
who is responsible for each specific task and exactly where they fit into the
organization. The bottom line is you are the manager at the top in a functional
block diagram for your work center and must make sure you and your personnel
understand how they fit into the bigger picture of the mission.

FORMAL ORGANIZATION

Typically, there are two types of organizations: formal and informal. If you
examine an organizational chart of your work center, or your squadron, you
should notice a number of important things. The Commander is at the top,
followed by the Superintendent or Senior Enlisted Manager (depending on type of
unit), and on down to the work center. There is nothing inherently flexible about a
formal organization. If you can organize efficiently, the structure will furnish an
environment in which individual performance can contribute to the attainment of
mission requirements.
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INFORMAL ORGANIZATION

An informal organization refers to the informal working relationships that develop
in organizations and how they contribute to or detract from the work culture.
These encounters and interpersonal relationships either positively or negatively
impact each employee's sense of belonging within the workplace. If these
encounters are generally negative, work morale is typically poor. Likewise, if the
overall tone and tempo in the work center is positive, morale is typically good.
To put it simply, informal organization does have a significant influence on work
center dynamics and ultimately mission accomplishment. This is because these
relationships become the aggregate and predominant attitude which contribute to
or reduce mission effectiveness. This means that informal organization dynamics
in your work center can provide a high degree of flexibility if leveraged properly.

For example, perhaps you are the Work Center Manager or NCOIC with a highly
driven and motivated assistant or subordinate. This can benefit you as the Work
Center Manager because they can set the tone and free up your time from side
tasks that may otherwise keep you from working on bigger issues. However,
informal organization also has a negative flip side if not properly managed. In the
same scenario, the assistant may begin to feel empowered to feel like they
actually run the work center and can work to delegitimize you as the leader which
can (and usually does) cause demoralization. If left unchecked, it could get to a
point that you are being told what to do by a subordinate. In this case, the
informal organization has taken control of the work center, and you have lost
control. Proper organization and management will eliminate this undesirable
situation. Managers must be aware of the informal organization, avoid fighting it,
and even use it to increase work center effectiveness by capitalizing and investing
in their personnel to leverage the best outcomes. This is one of the most
challenging areas of leading a work center.

Now you have a basic knowledge of what organizing is and what it does. You
also understand the two types of organizations, formal and informal, that can
exist. Both types exist in any organization, and you must understand and know
how to use them both.

STAFFING

Staffing is often confused with organizing. Organizing typically applies to groups
while staffing typically applies to individuals. This section will provide the basics
of staffing for you to evaluate and apply.

Managers at all levels have a responsibility for staffing their particular
organization. The process of staffing your work center involves the manning of
your work center through effective selection of personnel and properly placing
them in the correct duty positions. The Work Center Manager is responsible for
staffing the work center to ensure all maintenance, training, scheduling, and other
responsibilities are met. You must choose the right person (trainer, NCOIC,
assistant NCOIC, etc.) for each task or responsibility.

Y ou must understand the requirements for your work center. Some good
questions to ask are:

e “What do I have to accomplish?”
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e “What personnel do I have to help me do the jobs?”
e “What are the mission essential requirements that must be filled?”

Now that you know what you have to do and what your resources are, plug the
right people into the right jobs.

Finally, staffing allows you to place responsibilities on personnel and observe
their capabilities. This can provide you with a basis for rating performance. Also
remember that staffing is basically placing the right person in the proper place to
accomplish specific tasks.

Keep in mind, this may not always be possible. Task assignments should
challenge and motivate personnel to learn and grow into tomorrow’s leaders
through continuous development that pushes them out of their comfort zones.
The degree to which you push them outside of their comfort zones will vary
depending on each individual since not all personnel are the same. Each has a
varying degree of strengths and weaknesses. You should work to improve
weaknesses and fortify strengths through regular feedback.

A final note on staffing, be mindful of focusing/honing in on one individual as
this could be viewed as favoritism and detract from work center morale. Ensure
you are intentional about developing all personnel under your umbrella of
management and leadership.

DIRECTING

Directing tasks and monitoring performance is the management function that
deals with actual work. Directing leads subordinates to understand and effectively
contribute to the accomplishment of the mission. You must have clearly stated
goals and standards, and your subordinates must know and understand these in
order to perform and meet goals and expectations. If personnel in your work
center do not know or understand the unit’s mission, work center goals, and/or
their responsibilities, you must inform them. Communication and feedback are
key aspects of expectations concerning task accomplishment and the level of
performance expected or required.

After you follow the planning, organizing, and staffing functions, the work center
is ready and expected to perform. Proper work center performance requires that
you direct the efforts of your personnel toward mission accomplishment. There
are three important elements of directing:

e Communication
e Motivation
e Leadership

Make sure your people know what you want them to do, motivate if and when
needed, and provide leadership. Be careful! There is a fine line between effective
directing and micro-managing. As a leader, you must provide your subordinates
the opportunity to execute your directives to enhance their growth. There are
times when mission essential time requirements may warrant a micro-
management style. However, if overused, this will degrade morale and
performance over time. In cases when personnel, whether individual or group,
consistently underperform, the micromanagement style may be the only option.
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This does not absolve you of your responsibility to develop and improve them.
Conversely, as a manager and a supervisor, you may also need to re-assess and
temper your expectations or ensure that you are effectively communicating your
expectations to ensure personnel actually understand the standard. Regular honest
self-reflection and outside mentorship can assist you in improving your
leadership, management, and communication style to achieve the desired
performance results.

CONTROLLING

Controlling is the next management function and is essentially following-up on
the planning, organizing, staffing and directing functions by taking a structured
approach to each issue you face. The control process involves 4 steps:

e Establish standards.

e The equipment is required to operate at a 98% up-time rate.
e Measure performance against the standards.

e [s the equipment operating at a 98% up-time rate?
e Identify problems so they can be corrected.

e s the cause of failure due to personnel, equipment, training, or
management?

e Developing and implementing a corrective action plan(s)
e How do I correct the problem and ensure the changes stick?

The controlling function is the management tool that identifies goals not met.
Controlling also notes when goals were met! The controlling function in and of
itself does not correct the deficiency, it simply determines if objectives were met
and provides you a tool for navigating the ‘way-ahead’. For example, if up-time
rate requirements for operational equipment are not being met, the reason(s) could
be:

e Faulty training plan.

e Faulty staffing placed someone as a trainer, and the training provided is
ineffective.

e PMIs are being improperly performed.

e Management direction is weak.

e Supply system may contain deficiencies.

e Test equipment may not be properly calibrated.

The controlling function identifies that a problem exists, and management must
correct the problem by developing a corrective action plan. Managers should
follow-up to check if the corrective action plan is effective. If the corrective
action is ineffective, you will need to repeat the process several times until you
achieve the desired results. In big corporations, the controlling function normally
deals in money. In the AF management environment, concern is for production,
personnel, equipment reliability, and training. Operational rates must be met, and
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SUMMARY

personnel must be trained. The primary responsibility for controlling belongs to
the Work Center Manager charged with executing plans!

Management has the task of assuring objectives are accomplished. The statement,
“Get out from behind your desk and look at your operation!” is a good piece of
advice. Remember that management requires knowledge of what is happening. Sit
in on training sessions. Ask trainees (and even qualified personnel) to show you
how to do a task.

Monitor the performance of PMIs. Be involved! Remember the all-important
question, “Are the objectives being met?” You can’t know for certain if you are
not involved.

Management is a carefully designed process that involves planning, organizing,
staffing, directing, and controlling resources to get the mission done. It is
imperative you learn and apply good management techniques. To be successful,
you must be intentional about each aspect of work center management mentioned
in this module. It also means being accountable for both the successes and
failures of the mission.

Planning saves valuable time. It establishes how a job is to be done, when it is to
be done, and who is to do it.

Organizing, both formal and informal, establishes functional alignment and clear
lines of authority. It establishes a favorable working relationship between the staff
and work center and promotes harmony within the work center.

Staffing is the process of choosing the right person for a particular job or task. It
takes advantage of individual skills to ensure maintenance and training goals are
efficiently met, while incorporating possibilities to grow your subordinates.

Directing and monitoring performance is the process of applying sound
management principles through communication, motivation, and leadership. It
ensures work center efficiency by creating an environment where worker goals
are in harmony with unit goals.

Controlling is the process that establishes standards, measures performance,
identifies problems, and allows you to develop corrective action plans. Through
feedback, it provides the information needed to determine work center objective
accomplishment.
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MODULE 02
RAWS WORK CENTERS

PREREQUISITE
e Module 01

INTRODUCTION

In this module, a brief description of different RAWS work centers will be
provided. Those descriptions will outline the mission and activities that those
work centers support and accomplish. The RAWS career field conducts multiple
mission sets throughout the AF. Dependent on the unit of assignment, your
mission set will change (i.e. Air Control Squadron (ACS), Radar Evaluation
Squadron (RADES), Combat Comm, etc.). It is important as a Work Center
Manager to understand the basic responsibilities of each of these units to assist in
providing insight to subordinates as they relate to one another and potential
requirements for personnel and to understand the scope of responsibilities
leveraged on the career field.

OPERATIONS SUPPORT SQUADRON (OSS)

OSS MISSION

The RAWS mission in an OSS is to support the flying community by maintaining
all navigational aids and weather systems assigned to the base. This equipment
includes legacy and the modernized “Family of Systems” equipment. The
Instrument Landing System (ILS) and Tactical Air Navigation System (TACAN)
have been upgraded and are regionally monitored. RAWS technicians are
responsible for coordinating with base support to correct any communication
interruptions and directly interact with the Regional Maintenance Center (RMC)
in completing repairs that can be accomplished by the on-base technicians. At any
base, the legacy equipment could include radios at multiple sites, the Digital
Audio Legal Recorder (DALR), Enhanced Terminal Voice Switch (ETVS), FMQ
series (19, 22, 23), Digital Airport Surveillance Radar (DASR), Flight Data
Input/Output (FDIO), Standard Terminal Automation Replacement System
(STARS), and/or Next Generation Radar (NEXRAD). RAWS equipment is
utilized by many other flights within OSS, such as weather extrapolating data
from the FMQ-19 or the NEXRAD to create a forecast window for pilots and
ground crew. Air Traffic Control uses flight data information from the FDIO,
controls air traffic using the DASR and STARS, and communicates with the
pilots via radios. Airfield Management uses information passed to them from our
ETVS and subsequently passes it through the Primary Crash Alert System
(PCAS) to notify Security Forces, Command Post, Fire department, and medical
services during a flight line emergency.

RAWS DAILY MISSION

Day-to-day activities vary and provide a non-stop environment where a sense of
job satisfaction and pride are afforded without the risk of boredom. The daily
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workload includes; PMIs, cleaning, repair and logistic support of any and all
assigned equipment. This includes not only the equipment itself, but the facilities
as well. Whether it is conducting routine facility inspections, performing
equipment repairs in conjunction with the RMC or coordinating efforts with other
base functions, such as Civil Engineering, Communications Squadron, or
Logistics Readiness Squadron (LRS), the day-to-day mission is never the same
and is constantly evolving. Most days are spent repairing or re-tuning older radios
used by the tower and Radar Approach Control (RAPCON), cleaning weather
sensors, completing job documentation, and ordering parts. RAWS personnel
maintain up to 20 additional duties to ensure compliance with local, state, and
federal regulations, and are responsible for various equipment and vehicle
accounts. RAWS personnel also facilitate many projects from modernizing
equipment, coordinating the removal of hazardous materials from the sites, and
upgrading the infrastructure and facilities. A large portion of time is spent
training. The training program encompasses 300 or more individual tasks on
dozens of various pieces of test and navigational equipment.

ENGINEERING AND INSTALATION SQUADRON (E&I)

E&I RAWS MISSION

This RAWS work center installs, removes, and relocates airfield communications
equipment within the Air Traffic Control (ATC) tower/RAPCON. This includes
the ETVS system, DALR systems, channel banks, Meteorological/Navigation
(METNAYV) systems, Navigational Aid Systems (NAVAIDS), ground-to-air
radios, and associated equipment racks. RAWS work center projects consist of
upgrading existing technologies.

AIR CONTROL SQUADRON (ACS)

ACS MISSION

The ACS is built around the AN/TPS-75. The AN/TPS-75 is a long range 240
NM radar system that works as a sensor with interlocking fields of vision that
cover the entire Area of Responsibility (AOR). This provides the pilots and
ground troops a safety function that protects them from mid-air collisions,
incoming enemy attacks, and allows coordination of air to ground attacks. ACS
RAWS Airmen have to be ready to set-up in any environment and defend the
radar site from enemy combatants. Training in garrison is built around becoming
deployment ready in both a 72 hour rapid Unit Type Codes (UTC) deployment
capacity and filling a normal deployment cycle between the ACS units.

ACS RAWS DAILY MISSION
The main focus of RAWS troops while at home is to:
e Complete maintenance
e Maintain additional duty
e Complete deployment readiness training

e Train on reading tasks
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Additionally, the AN/TPS-75 radar is used in conjunction with several other ACS
work centers to complete the air picture. It is imperative the radar is kept
operational not only to train the RAWS troops, but also to allow complete training
for other work centers that rely on this system.

There are a multitude of maintenance tasks that require your proficiency in order
to complete recurring preventative maintenance inspections, as well as your
ability to troubleshoot and repair electro/mechanical issues with the AN/TPS-75
radar.

Additional duties are critical to the shop being able to function in-garrison. The
maintenance of additional duties is paramount to being able to use test equipment,
tools, vehicles, safety equipment and technical orders (TO).

ACS DEPLOYMENTS
DEPLOYMENT READINESS

RAWS troops are expected to be able to rapidly deploy and set up in an austere
environment with possible enemy contact. To facilitate this type of training
multiple exercises are conducted throughout the year to increase proficiency for
AN/TPS-75 set-up in different environments. These training exercises teach how
to pack up UTC increments and set up in the field.

Pre-deployment training also involves more general requirements. All ACS troops
take the Combat Arms Training and Maintenance (CATM) course to become
qualified at a minimum on the M16/M4 weapons system with some deployments
requiring additional qualification on the M9 weapons system. Certain
deployments will call for extra deployment training such as Field Craft Hostile
(FCH) facilitated at Fort McGuire-Dix to increase the Airmen’s warfighting
skills.

DEPLOYING

The overall mission of the ACS RAWS troop is to serve in a deployed location.
The most common deployment that a RAWS troop will participate in is an
established base deployment. Usually it will be one squadron’s work center
replacing another’s. There is typically a one or two week turnover period for each
deploying ACS. This turnover consists of doing equipment and stock inventories,
additional duty turnover, equipment maintenance status briefs, and general site
information. Once that is complete, the outgoing shop will continue to out-process
and leave the site mission to the incoming ACS.

ACS troops need to be deployment ready at all times. Deployment taskings can
come up at any time, and people can be removed from deployment for many
different reasons.

AIR FORCE FLIGHT STANDARDS AGENCY (AFFSA)

HQ AFFSA MISSION

AFFSA is a Field Operating Agency (FOA) organized under the Deputy Chief of
Staff, Operations, Plans and Requirements, Headquarters, Air Force. AFFSA’s
mission is to increase the maximum effectiveness of USAF global air operations.
AFFSA’s RAWS personnel are aligned under three directorates: XA (Airfield
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Operations), XM (Air Traffic Control and Landing Systems (ATCALS)
Maintenance), and XR (Requirements and Sustainment).

HQ AFFSA/XA
RAWS Operations, Procedures, And Training’s Mission Is To:

e Interpret policy and procedures, and publish guidance based on 1C8 Career
Field Manager (CFM) direction

e Assist w/development of AFMQCCs, Maintenance Special Instructions
(MSIs), and Policy (i.e. AFI 13-204v4)

e Augment MAJCOM IG when requested
NOTE:
AFMQCCs can be found on the AFFSA website.
HQ AFFSA/XR
ATCALS Systems Managers’ Mission Is To:

e Act as Subject Matter Expert (SME) for system development, sustainment and
logistical support for all ATCALS centrally managed assets

e Coordinate operational issues affecting mission degradation w/lateral agencies
(Program Office, Air Force Engineering and Technical Support (AFETS),
Depot, etc.)

HQ AFFSA/XM
Remote Maintenance/Radar Evaluations’ Mission Is To:
e Support Remote Maintenance Center Technicians (RMC Tech)
e Operate three RMCs
e Conus RMC — Oklahoma City, OK
e European RMC — Kapaun AS, Germany
e Pacific RMC — Yokota AB, Japan
¢ Provide remote monitoring/maintenance on Fixed based NAVAIDs
e Provide 2™ TIER support for non-remotely maintained NAVAIDs

e Provide Advanced Maintenance support: DASR, Precision Approach Radar
(PAR), ETVS, ATC Radios via AFETS

Radar Evaluations’ Mission Is To:
e Perform Wind Turbine Analysis/Mitigation
e Perform Terminal ATC Radar Optimization

e Perform ATC Radar Site Selection
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84™ RADAR EVALUATION SQUADRON (RADES)

MISSION STATEMENT:

The 84 RADES is a tenant unit located on Hill AFB, Utah, which falls under the
505th Test and Evaluation Group, Nellis AFB, Nevada. The squadron is a
selectively manned unit. They evaluate, optimize, integrate, and monitor fixed
and mobile long-range radar for both DoD and federal organizations. They
provide support to national search and rescue efforts and forensic analysis on
tracks of interest for North American Aerospace Defense Command (NORAD),
Air Force Rescue Coordination Center (AFRCC), AF Safety Center and
National Transportation Safety Board (NTSB). Develop and sustains systems
and software for radar data recording, optimization, C2 testing and modeling to
support Air Defense Sectors and Combatant Commanders in contingency ops:

OL-A, 84 RADES - JBER, AK

OL-B, 84 RADES — Rome City, NY

OL-C, 84 RADES - JBLM, WA

OL-D, 84 RADES — Wheeler Army Airfield, HI

Their mission is to provide the Warfighter responsive worldwide radar-centric
planning, analysis, optimization, C2 testing, and constant evaluation. It supports
nine major radar evaluation and special purpose programs of over 200 air defense,
air surveillance, counter-narcotic radar sensors worldwide valued at $11B, and
evaluates the impacts of large scale wind turbine farms and other obstructions to
ensure large-scale radar coverage utilized by the DoD, Department of Homeland
Security and the FAA.

SOLAR ELECTRO-OPTICAL NETWORK (SEON)

The 365 day a year mission of United States Air Force Solar Electro-Optical
Network (SEON) is to monitor the sun for significant solar activity. Of particular
interest are solar features, such as flares, coronal mass ejections, and other solar
signatures identified by optical and radio emissions which propel highly energetic
particles into the solar system. Depending on the trajectory of these particles, they
may have the potential to severely impact military operations by disrupting
satellites, communication networks, and other critical electrical infrastructure.
The SEON network is owned and operated by the 2d Weather Squadron, 557
Weather Wing, based out of Offutt Air Force Base, who provide oversight to 5
detachments around the world located in Massachusetts, New Mexico, Hawaii,
Italy, and Australia. Each detachment is strategically located to enable the
network to maintain 24/7 solar patrol. The data collected by the SEON is
forwarded to customers such as the Joint Space Operations Center, Offutt Air
Force Base, Nebraska, National Oceanic, Atmospheric Administration's Space
Environment Center, Boulder, Colorado, and Regional Warning Centre, Sydney,
Australia. These agencies combine the data from across the SEON with a
worldwide solar and geophysical database to provide tailored alerts, warnings,
and forecasts to DoD and commercial customers. Some of the Department of
Defense customers who utilize these products include high priority national space
programs, North American Aerospace Defense Command, United States Strategic
Command, and the United States Space Force.
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COMBAT COMMUNICATIONS/AIR TRAFFIC CONTROL SQUADRON

1ST COMBAT COMMUNICATIONS SQUADRON (CBCS)
MISSION

To rapidly provide deployable communications and air traffic control throughout
Europe, Africa, and the Middle East. The 1st CBCS also supports training,
exercises, deployments, contingencies, and special military projects for the United
Nations, Joint Chiefs of Staff, North Atlantic Treaty Organization, United States
European Command, and the Department of State as directed by United States Air
Forces in Europe.

AIR TRAFFIC CONTROL SQUADRON (ATCS)
MISSION

ATCS is a self-sustaining unit. Its primary missions are to provide combat ready
Airmen to enable airpower basing maneuverability and total force engagement
across the full range of military operations, rapidly deploy mobile navigational
aids to any part of the world with little to no-notice, and provide the capability to
support humanitarian assistance/disaster relief efforts. The equipment that can be
found in an ATCS includes the TPN-19, MSN-7, MPN-14K, TRN-48 Deployable
ATCALS Suite, and Deployable ILS.

RAWS TRAINING DEVELOPMENT FLIGHT

OPERATIONAL OVERVIEW

RAWS Training Development Flight is based at Keesler AFB, Mississippi and
assigned to the 334™ Training Squadron. RAWS Training Development Flight
personnel are MAJCOM billets and operationally controlled by the CFM. Their
mission is mostly driven by new equipment systems acquisitions and
modifications. RAWS Training Development Flight works with many Program
Management Offices (PMO) to develop initial qualification training packages.
They also require SME reviews, typically from experts in the field utilizing the
training products.

RAWS Training Development Flight’s mission is also driven by personnel in the
field! When a gap in training is identified (no training exists for a product) or
there is a deficiency in a current training product, field personnel inform the
MAJCOM Functional Manager (MFM). The MFM coordinates priority through
the CFM who officially tasks RAWS Training Development Flight personnel to
allocate resources to alleviate the issue. RAWS Training Development Flight
currently has two mission sets.

e Initial Skills Training Development Mission (3-Level)
e On-the-Job (OJT) Development Mission (5/7-Level)
INITIAL SKILLS TRAINING DEVELOPMENT MISSION (3-LEVEL)

The initial skills training development mission is to develop the course material
RAWS technical instructors use in the RAWS apprentice and supplemental
courses. This allows the apprentice course to graduate around 200 students per
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year for the RAWS community. It provides basic knowledge to a trainee before
going to their first duty station.

OJT DEVELOPMENT MISSION (5/7-LEVEL)

This mission involves developing OJT tools used by trainers to train and qualify
Airmen on equipment maintained and duties performed throughout their career.
Those OJT tools are RAWS specific Air Force Job Qualification Standards
(AFJQS) and Air Force Qualification Training Packages (AFQTP). Additionally,
RAWS Training Development Flight assists with the development,
standardization and publishing of the 1C8X3 Career Field Education and Training
Plan (CFETP).

DEPLOYABLE ATCALS/CONTINGENCY RESPONSE UNITS

Based at Joint Base McGuire-Dix-Lakehurst, New Jersey and Travis Air Force
Base, California, the Deployable ATCALS/Contingency Response Units consist
of approximately 1000 Airmen in six groups, fourteen squadrons and more than
20 geographically separated operating locations aligned with major Army and
Marine Corps combat units. The wing maintains a ready corps of light, lean and
agile mobility support forces able to respond as directed by the 18th Air Force at
Scott Air Force Base, Illinois, in order to meet Combatant Command wartime and
humanitarian requirements.

2ND COMBAT WEATHER SYSTEMS SQUADRON (2 CWSS)

MISSION

Test, train, and maintain fielded weather systems technology to optimize joint
coalition military operations.

PERSONNEL AND RESOURCES

2 CWSS is 50 military and civilian professionals, composed of two flights
functionally aligned with three distinct sets; Weather Systems and Evaluation,
Weather Systems Training, and Deployed Weather Systems Support. Each
capability 2 CWSS provides is unique to the global Air Force mission and
impacts every facet of terrestrial-based Air Force weather operations for the DoD.
The squadron is an ACC tenant unit located at Hurlburt Field, Florida.

OPERATIONS

2 CWSS is the sole force provider of the Weather Systems Support Cadre, which
deploys mobile maintenance teams to rapidly optimize the geographic combatant
commanders' theater weather sensing strategies during contingency operations.
They also test and evaluate both emerging and established weather technologies
to inform global, regional, and tactical sensing strategies and enable strategic
fixed-base (FMQ-19, FMQ-22, FMQ-23, etc..) and tactical weather systems such
as the Tactical Meteorological Observation System and Portable Doppler Radar.
They develop and conduct Deployed Weather Systems Training classes where
weather Airmen are instructed how to use and maintain deployed weather systems
to maximize joint warfighting capabilities.


https://www.557weatherwing.af.mil/About-Us/Fact-Sheets/Display/Article/1000587/automatic-meteorological-station-anfmq-19/
https://www.557weatherwing.af.mil/About-Us/Fact-Sheets/Display/Article/1005677/fixed-base-weather-observation-system-anfmq-22/
https://www.557weatherwing.af.mil/About-Us/Fact-Sheets/Display/Article/1005802/fixed-base-weather-observation-system-anfmq-23/
https://www.557weatherwing.af.mil/About-Us/Fact-Sheets/Display/Article/1000596/joint-environmental-toolkit/
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SUMMARY

In this module, you learned how the RAWS career field has a multitude of
different mission sets. You also saw the different missions of different units that
RAWS personnel can go to and have a better understanding of the basic
responsibilities of various units you may experience.
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MODULE 03
WORK CENTER PROGRAMS
PREREQUISITE
e Modules 01 through 02
TRAINING REFERENCES

e AFH 23-123 V1, Material Management Reference Information

e AFH 23-123 V2, part 2, Integrated Logistics System (ILS-S) Standard Base
Supply System Operations

e AFH 23-123 V3, Air Force Equipment Management

e AFI 13-204 V4, Management of Ground Radar and Airfield Systems

e AFI 23-101, Air Force Material Management

e AFI91-202, The US Air Force Mishap Prevention Program

e AFMAN 23-122, Material Management Procedures

e AFMAN 91-203, Air Force Occupational Safety, Fire, And Health Standards
e TO 00-5-1, AF Technical Order System

e TO 00-25-195, Air Force Technical Order System Source, Maintenance, and
Recovery Coding of Air Force Weapons, Systems, and Equipments

e TO 00-20-3, Maintenance Processing of Repairable Property and the Repair

Cycle Asset Control System
INTRODUCTION

There are many work center programs managers are required to establish, track,
and execute to effectively accomplish their mission. Often, one of the most
daunting endeavors is to be thrown into the leadership position and be face-to-
face with the wall of responsibility that comes with the job. Experienced
managers may already have a general idea of what their duties entail. What if you
don't have experience?

During job interviews, often the first question asked is, "What experience do you
have?" If the answer is, "I don't have any experience!" then the response is often,
"When you get some experience, come back!" Obviously, you can't get the
experience if you can't get the job. In the military, you are afforded the
opportunity to acquire the necessary experience.

This module identifies your major work center management responsibilities and
provides guidance on establishing and running these programs. When you read
the responsibilities and the "for examples," keep in mind that there are hundreds
of Work Center Managers worldwide, and each has different backgrounds and
levels of experience.
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TRAINING MANAGEMENT

Training is considered by many to be the most vital work center program.
Because of this, training management warrants its own section. Training
Management is mentioned here to ensure Work Center Managers track training as
a major program.

Training does not stop when trainees receive their 5 or 7-level. Work Center
Managers should include proficiency training into their training plans.
Proficiency tasks are the dash (-) tasks. These tasks are important for maintaining
your equipment and continuing the mission into the future.

Please refer to Module 4, Training Management for an in-depth discussion on
establishing and executing a thorough training program.

SAFETY MANAGEMENT

As the Work Center Manager, YOU are responsible for the safety of the resources
under your control (personnel and equipment). This means that compliance is
critical and could mean the difference between life and death or mission
accomplishment/failure. You MUST be familiar with safety regulations, and be
able to spot deviations from standards, lack of compliance, or equipment/training
shortfalls before they become serious issues.

Safety and common sense go hand-in-hand. Safety infractions and accidents
typically occur because personnel are careless and/or lack proper education. Take
the example of a person standing in four inches of water using an electric drill and
"snake" to unclog a shower drain. The person didn't realize he was in a dangerous
situation because he didn't know better. Education is the solution!

SAFETY PROGRAM GUIDANCE
AFMAN 91-203

This is the Air Force’s consolidated safety publication. It contains a description
of, and references for, most safety programs you may encounter. The scope of this
document is wide, so do not try to memorize its contents. This publication must
be referenced and complied with for any safety related program or question.

AFI 13-204V4

Provides an overview of a typical RAWS work center safety program. Several
vital sub-programs are listed and described, with references for further reading for
each. This includes Lockout/Tag Out, Electrostatic Discharge, Lightning
Protection, and Climbing.

AF191-202
Provides guidance for mishap prevention.
JOB SAFETY TRAINING

Are personnel aware of the requirements to have a Cardiopulmonary
Resuscitation (CPR) trained observer present when working on energized
equipment or when personnel are required to climb?
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A JSTO is an outline of mandatory training items that Work Center Managers use
to prepare Job Safety Training Guides (JSTG). Once the JSTG is prepared,
supervisors train personnel upon initial assignment or when work conditions or
tasks change. The JSTG identifies applicable safety, fire protection/prevention
and health requirements for the specific work environment, and accomplishes this
through both safety awareness and job safety training.

The JSTO contains two parts. Part 1 includes “MANDATORY” items that will be
briefed to “ALL” personnel. Part 2 includes “JOB SPECIFIC” Safety Training
Items. This part will only be accomplished as required based on job tasks. The
Work Center Manager will select specific training subjects based on the needs of
the job and provide application-level training. One of your requirements is to
review and approve your work center’s JSTO annually. Be sure to document this
review and approval somewhere in your work center.

Complete JSTO guidance is listed in AFI 91-202, The US Air Force Mishap
Prevention Program.

Part 1 of the JSTO may include the following items:

Hazards of the job and specific safety guidance that applies to the workplace.

Hazards of the work area environment to include awareness of the hazard
communication program requirement, i.e., “employee’s right to know.”

Proper personal lifting techniques.
Location of medical facilities and procedures for obtaining treatment.
Location and use, as appropriate, of emergency and fire protection equipment.

Emergency procedures that apply to the workplace including: evacuation, fire
reporting, emergency numbers, fire alarm, and fire extinguisher location(s).

Requirements and procedures for reporting mishaps, occupational injury, and
occupational illness.

Reporting unsafe equipment, conditions, or procedures to a supervisor
immediately.

Requirements of the Air Force Traffic Safety Program.
Purpose and location of AF Form 457, USAF Hazard Report.

Location and content of Air Force Visual Aid (AFVA) 91-209, Air Force
Occupational Safety and Health Program.

Purpose of the AF Form 1118, Notice of Hazard.
Risk Management awareness training.
Fire extinguisher use.

Fetal protection program awareness.

Part 2 of the JSTO may include (but is not limited to) the following items:

Personal Protective Equipment (use, location, fit, care, limitations).
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Hazardous Energy Control (Lockout/Tagout).
Hazard Communication.

Bloodborne Pathogens.

Hearing Conservation.

Respiratory Protection Program.

Fall Arrest System(s) and Pole/Tower Climbing.
Wearing Jewelry in the workplace.

Portable and fixed ladder safety.

CPR Training.

Flight Line Driving.

AF FORM 55

Document the training!

The most common method of documenting the completion of mandatory
employee safety training is via the AF Form 55, Employee Safety and Health
Record. Training should also be documented anytime there are changes in
equipment, procedures, or processes that affect worker’s safety, health or work
environment. Along with training, the AF Form 55 is used to document initial
issue Personal Protective Equipment (PPE).

COMMON WORK CENTER SAFETY ISSUES

Always be on the lookout for safety program discrepancies. Learn from the
mistakes of others, and from previously documented deficiencies. Here is a list of
common safety issues existing in the workplace:

Not having properly documented AF Form 55s, Employee Safety and Health
Record, for all personnel.

Climbing Personal Fall Arrest System past service life, or no documented
inspections.

Rubber safety matting is not where it should be and is not an approved type of
matting.

Workbenches are improperly grounded.

Annual performance tests not accomplished/documented for Electrostatic
Discharge (ESD) work areas.

Facilities with industrial batteries do not have eyewash bottles, safety goggles
or face shields, baking soda, aprons, gloves, etc.

Metal rimmed glasses without safety straps, watches, rings, and improper
footwear are sometimes worn.

PPE not being utilized as required.

Annual JSTO reviews not accomplished/documented, or JSTO has outdated
references.
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e Hazard Communication (HAZCOM) program not approved by
Bioenvironmental and Public Health offices.

e Personnel overdue on CPR certification.

e Fire extinguishers not checked monthly/overdue inspections.
RESOURCE MANAGEMENT

Work Center Managers must ensure the resources required to perform
maintenance are available where and when they are needed. Some examples of
these resources include (but not limited to):

e Personnel

e Test, Measurement, Diagnostic Equipment (TMDE)
e Tools

e Technical Data

e Supplies

e Support Equipment

When any maintenance resource is lacking, so is your ability to perform
maintenance. This can result in degraded equipment or system operation,
extended outages, and/or mission failure.

QUALITY ASSURANCE

As a Work Center Manager, you are charged to verify the quality of your training
program, ensuring the capabilities of your Airmen to perform the daily
operational mission requirements, and to ensure your equipment is operating in a
capacity to meet mission needs. The process which this information is derived
from is the inspections/evaluation process. There are multiple requirements for
inspections that you will be responsible for overseeing. For some, you will verify
that they are being accomplished (i.e. Equipment Evaluations) and others you
may be required to have a more direct role (i.e. Personnel Evaluations).
Inspections and Evaluations are required and directed as per AFI 90-201, The Air
Force Inspection System, and included in chapter 7 of our governing AFI 13-
204V4, Management of Ground Radar and Airfield Systems.

The Squadron Commander will appoint a work center self-assessment program
manager who is responsible for the following:

e Overseeing the Self-Inspection/Assessment Program

e Overseeing MICT checklist per MAJCOM/wing guidance

e Providing all necessary documentation to the unit MICT Manager
e Adhering to the Commander’s Inspection Program

e Utilizing AFI 13-204V4, Attachment 4, Sampling Plan, for all equipment
inspections
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There are many different Inspections/Evaluations and as the Work Center
Manager it is your responsibility to ensure applicable assessments are being
accomplished at the appropriate interval and documented appropriately. Below is
a list of inspections/evaluations:

Managerial Evaluations (ME)

Personnel Evaluations (PE)

e Individual Personnel Evaluations (IPE)
e Special Personnel Evaluations (SPE)

e Equipment Personnel Evaluations (EPE)
e UTCPE

Equipment Evaluations (EE)

e UTCEE

UTC Acceptance Inspections (Al)

CONDUCTING EVALUATIONS

Evaluations will be conducted by:

e A MSgt

e Work Center Supervisor

e 7-level technician

¢ Evaluator cannot be the individual’s trainer

Selecting tasks to be evaluated:

e Two-Thirds performance based

e One-Third common knowledge core tasks

e Tasks must be selected from individuals Individual Training Plan (ITP)
e Select tasks not previously evaluated

Documentation for all Personnel Evaluations will be completed on AFMQCC
100-1

NOTE:
Review AFI 13-204V4 for more detailed guidelines.

EVALUATOR BRIEF

If performing an evaluation, you must provide an Evaluator Brief prior to the start
of the evaluation. This identifies the standards in which the evaluation is being
conducted and informs the person performing the tasks of the expectations and
guidelines which will be followed from that point forward.

NOTE:
Review AFI 13-204V4 for more detailed guidelines.
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ME

PE

IPE

SPE

MEs are a way for a Work Center Manager to see how their work center programs
are doing.

NOTE:
Review AFI 13-204V4 for more detailed guidelines.

The personnel evaluation program assesses the effectiveness of a work center's
training program, technician competence, and technical and procedural data
adequacy. These evaluations ensure systems are maintained in an effective and
efficient manner to meet mission requirements. The evaluation can be
accomplished on a system task or service-oriented function the technician is
qualified to perform. Evaluators observe how well the processes are performed to
determine if the technician demonstrates sufficient skill to accomplish the tasks.
The four types of PEs are:

e Individual Evaluations

e Special Evaluations

e Equipment Personnel Evaluations
e UTC Evaluations

e Equipment Evaluations

Completed on all 1C8 enlisted personnel within one year of:

¢ Initial assignment to Organization

e Upon return to production work center after an absence of 1 year or more.
NOTE:

Review AFI 13-204V4 for more detailed guidelines.
Does not apply to MSgt-CMSgt, unless they are
task qualified to maintain equipment.

Conducted on an as needed basis when:

e After major modification of equipment/system and are required within 60
days of acceptance on a sampling of assigned active duty personnel.

e Reevaluation of an individual who received a Not In Compliance (NIC) result
from previous evaluation and will be conducted within 90 days of notification
of recertification by supervisor.

e If his/her qualification status revoked for any reason other than supervisor
decertification.

NOTE:
Review AFI 13-204V4 for more detailed guidelines.



WORK CENTER MANAGER’S HANDBOOK AFQTP 1C8X3-201D, Page 3-8

EPE

EE

e Conducted to ensure technicians meet proficiency requirements

e Must evaluate the technicians ability to determine when equip/facility should
be reported for possible termination of service and under what condition the
equip/facility can be returned to service

e Evaluations should be accomplished during Unit Effectiveness Inspection
(UEI) Capstone events at the inspector's discretion, unless prescribed by a
formal agreement.

An EE is important to a Work Center Manager because it will show them how
well the equipment is working and being maintained. During the UEI Capstone
event, the respective IG team will validate and verify the results of the unit's self-
inspection.

PUBLICATIONS MANAGEMENT

Publications Management incorporates all official publications applicable to the
work center and equipment you are assigned to. This includes:

e TOs

e Technical Instructions (TIs)

e Commercial Off-the-Shelf Manual (COTS)

e Air Force Maintenance Special Instructions (AFMSI)

e Time-Compliance Technical Order (TCTO)

e System Support Management or Directive (SSM/SSD)

e Local Work Cards (LWC)

e Any other official publications that manage and direct the equipment directly.

Work Center Managers are responsible for validating what publications they need
based on what equipment they have, as well as making sure modification
documents are properly executed and documented. As listed above, publications
come in many different forms, due to our equipment in the career field being
associated with various outside agencies. Managers are charged with oversight of
the Technical Order program in their respective work centers. The work center
Technical Order Distribution Office (TODO) works with the Technical Order
Managers (TOMA) to manage traditional Air Force publications. COTS manuals
are publications involving outside commercial agencies, such as test equipment
manufacturers. For the management of these publications, the TODO will work
with the owning agency (the manufacturer) as they are the publication managers.

Your work center TODO will be the heart of this program. A TODO is added to
an account by completing an AFTO Form 43. It must be routed to the approval
office listed in Block 2 of the AFTO 43. Your TODO will manage your work
center eTools, which are mobile computers that will store all work center
equipment publications. While properly setup eTools maintain Technical Orders
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TO

TI

COTS

automatically, your TODO needs to manually load all your publications into the
Master eTool so that all your eTools will have all required publications, to include
TOs, TIs, COTS Manuals, AFMSIs, and TCTOs.

NOTE:

Ensure your TODO has access to these sites to
perform their duties:

AIR FORCE TECHNICAL ORDER FIELD SUPPORT TEAM:
HTTPS://CS2.EIS.AF.MIL/SITES/12982/

This is the central support team for all things TOs and eTools. All instructions
required for maintaining eTools can be found here.

ADX PORTAL: HTTPS:/WWW.ADX.FAA.GOV/PORTAL/

This is where you access manuals for DASR, STARS, FDIO, ETVS, DALR, and
more. Your TODO needs to request membership with the Air Force Community
inside the ADX Portal

TOs are the most common type of publication that managers will use. It effects
the majority of the 1C8 career field as well as many others. They are the main
publication used for Air Force assets, and are broken down into many different
categories that apply to a broad spectrum of systems.

TIs are associated with equipment that is managed through an outside agency,
separate from the Air Force, but the equipment is owned by the Air Force (an
example would be the GPN-30 DASR, owned by the Air Force but managed by
the Federal Aviation Administration (FAA). These publications are controlled by
that outside agency, and released for DoD use either through ETIMS or their
respective website.

NOTE:

Although many TIs have TO numbers associated
with them, the TOs loaded in ETIMS are cover
pages only. Your TODO must also download the
actual manual from the applicable agency, and load
it to your Master eTool as a local supplement.

COTS Manuals are instructions from the manufacturer that are specific to items
that are not Air Force owned. They are purchased through Government Purchase
Card (GPC) funds, such as test equipment, universal power supplies, climbing
equipment and any items for the work center that are not related to the
functionally of the end item equipment.

AFMSI

These publications can be found on the AFFSA website. They provide
maintenance instructions to specific equipment owned by the Air Force.
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TCTO

TCTOs are modifications that have been authorized for the equipment. As the
name implies, these are time-compliant instructions that may require extra parts
(kits) to complete. TCTO’s will be sent to your office either by email notification,
or by mail, with a date to be completed. As soon as you receive a TCTO, you
should schedule for whatever down-time the instruction is requesting to have it
completed as soon as possible. Once the work has been completed, it will need to
be documented in Integrated Maintenance Data System (IMDS) for the end item
records. This process will be covered in later chapters of the Work Center
Managers Handbook.

SSM/SSD

SSM/SSDs are the FAA equivalent to TCTOs. Air Force users may not
accomplish SSM/SSDs until an Air Force TCTO has been issued against the
equipment. The FAA will route all SSM/SSDs through the Air Force Program
Office, and a TCTO will then be issued through ETIMS.

Once you receive the TCTO notification, read the document thoroughly, schedule
your downtime as mentioned before, complete the instructions, and document in
IMDS to record the maintenance. When your work center has completed the
TCTO, typically the owning agency will request a notification of completion.
This will require some research on your part, because every agency has a different
system. The DASR (GPN-30) and NEXRAD (WSR-88D) have separate websites
to record completion, but some systems just require you to notify your MAJCOM
A3 (or equivalent Command). SSM/SSDs cover a broad spectrum of equipment,
thus guidance is limited to cover every step. It is the Work Center Manager’s
responsibility to familiarize themselves with each process.

TO CHANGE REQUEST (REPLACES AFTO 22)

LWC

If a TO needs to be corrected, whether it is an improper tolerance, outdated
procedure, or misleading instructions, a change request can be submitted through
ETIMS. This process does not always apply to your equipment. Some equipment
have manuals that are maintained by outside agencies, and in such cases, a
different process is involved. The DASR website, for example, has their own link
to submit changes to the TI.

LWC are produced by the work center with the guidance of the official
publication for the procedure. You can consolidate procedures from many
different publications into one document to ease maintenance. When the CM-300
radios were implemented, they came with an FAA instruction as well as COTS
for the test equipment. Instead of swapping between publications, you could
create a LWC to detail every step. LWCs must be approved via AF Form 673,
which is signed by the Group Commander, authority delegated by the Group
Commander, or authority identified by MAJCOM guidance. LWCs should follow
the instructions of their originating document as closely as possible.
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TMDE MANAGEMENT

TMDE is any device used to maintain, evaluate, measure, calibrate, diagnose or
otherwise examine materials, supplies, equipment, and systems to identify or
isolate actual or potential malfunctions/discrepancies/deficiencies or decide if
they meet operational specification established in technical publications. In a
RAWS work center this can include torque wrenches, scales, oscilloscopes, signal
generators, voltmeters, etc. As a RAWS Work Center Manager, it is your
responsibility to ensure you have serviceable and reliable test equipment to
properly maintain and align your RAWS systems per the system’s TOs.
Calibrated test equipment is absolutely crucial to the operation of a RAWS work
center.

MANAGEMENT

Your work center should already have test equipment. However, you still need to
review your authorization listing (i.e., Customer Authorization/Customer Receipt
Listing (CA/CRL) and Air Force Equipment Management System/Defense
Property Accountability System) to check the allowances and stock numbers for
equipment and quantities you are authorized to have on hand. Allowances are
periodically changed, and you may discover overages/shortages in your inventory.
This requires constant balancing. You need to review this semi-annually at a
minimum.

CALIBRATION TYPES

There are different types of calibrations required for test equipment. These
include initial, periodic, limited, and special calibrations.

INITIAL CALIBRATION

An initial calibration is required to be conducted by Precision Measurement
Equipment Laboratory (PMEL) on newly sourced test equipment before use in the
shop. When you order an item and it arrives, you will coordinate initial calibration
with PMEL.

PMEL will require an AFTO Form 350 tag for initial calibration with the
following information:

e Owning Work Center (OWC) account number

e Equipment description

e National Stock Numbers (NSNs)/part numbers

e (Contact information for your shop

e  Write “INITIAL CALIBRATION” in the discrepancy block

Send the item to PMEL. After the initial calibration, your PMEL organization will
place the new test equipment on the Master ID Listing/schedule and the
equipment will be calibrated on a periodic interval.

LIMITED CALIBRATION

Limited calibrations will be conducted when there are certain features or
functions that are not calibrated, are unable to be calibrated, or if the test
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equipment could only be calibrated to specifications within certain ranges. It is up
to the Work Center Manager to determine if the test equipment’s limitations meet
mission requirements. If it does meet requirements, you may continue using the
equipment inside the limitations specified on the label. If the TMDE is unable to
be calibrated to the needed range, you need to begin the process of turning in and
sourcing new equipment.

SPECIAL CALIBRATION

Special calibrations should be conducted when something happens to the
equipment that adversely affects its accuracy or measurement abilities. Send the
equipment to PMEL if it was dropped, left in an extreme climate for extended
periods of time, or if you have serious doubts about the accuracy of the
information the equipment is providing. You will coordinate with your PMEL
organization and attach an AFTO Form 350 that is filled out similarly to the initial
calibration tag, except you will write “SPECIAL CALIBRATION” and write why
the equipment is not performing as expected.

TRAINING

One of the best ways to keep your TMDE program healthy and to minimize
downtime and costs is to ensure personnel are trained and proficient on the
operation and setup of test equipment. Many of the sensors and elements used on
a daily basis are extremely sensitive and expensive. For example, keying a
transmitter into a power sensor without an attenuator attached is a very expensive
and easily avoidable mistake. Put together reference material, slideshows, and
spend as much time as necessary to ensure these costly mistakes are kept to a
minimum.

CALIBRATION SCHEDULING CONFLICTS

Look closely at your master equipment schedule and try to identify potential
scheduling conflicts that could impact mission effectiveness. For example, you
may have two power meters in your work center. It would be wise to ensure the
two power meter calibration intervals are staggered so at any given point your
work center has at least one power meter on-hand and able to complete PMISs,
troubleshoot equipment, and train personnel. If both your power meters are on the
same calibration interval, they will be sent to PMEL at the same time, and you
will be left short-handed and unable to complete work until the power meters
return.

IDENTIFICATION AND LABELS

There are many different types of labels and decals you will encounter when
dealing with TMDE. Some you will encounter more frequently than others. Here
we will identify those so you can become more familiar with your TMDE account
and how to locate/maintain accountability of your equipment.
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AFTO FORM 65 AND 66

These are aluminum or polyester bar code labels that are attached by PMEL
before use by the OWC. They have the equipment's PMEL number listed on the
bottom. This number can be matched up to your listing to make sure you are
turning in the correct item for calibration when it is due. These labels should
never come off the equipment.

AFTO FORM 65, OCT 89 TMDE

AFTO FORM 66, OCT 89 TMDE

TR ITATRTEN DRI

C310941 B004639

AFTO Form 65 (Aluminum)

AFTO Form 66 (Polyester)

AFTO FORM 256

No Calibration Required (NCR) Labels are affixed to TMDE that does not require
calibration and is listed in the Calibration Maintenance Schedule (CMS) or
applicable TOs as NCR. Organizations that have NCR equipment are responsible
for affixing the AFTO 256 and must be validated with either a PMEL K-Stamp,
inspection/production stamp, or initials of the user of the test equipment.

NO
CALIBRATION
REQUIRED

AFTO FORM 266 OCT, 82
* .S, GOVT PRTG OFF 1975 659-427

AFTO Form 256

AFTO FORM 108 AND 394

TMDE Certification Labels are white labels affixed to the TMDE if ALL
specifications of the calibration authority are met. This means the test equipment
has no special considerations, all functions and features of the equipment are
calibrated and no limitations exist. These labels contain valuable information
including the PMEL Identification Number in the upper right-hand corner, the
authority (TO) that the equipment is calibrated by, a special comments block, an
area for the certifier to put the K-Stamp, and also the date calibrated and the next
calibration due date.

\_Fé
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AFTO Form 108

AFTO FORM 99 AND 398

Limited Calibration Certification Labels are yellow labels affixed to the TMDE if
there are special considerations for the equipment. PMEL will affix one of these
labels instead of the white AFTO 108 or 394 if there were certain features or
functions that were not calibrated, were unable to be calibrated, or if the test
equipment could only be calibrated to specifications within certain ranges. These
labels contain similar information as the labels above and also have a block in the
lower right-hand corner for the end user to initial, showing they are aware of the
limitations of the equipment. The Work Center Manager must ensure the signed
AFTO Form 398 is within equipment testing specifications.
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EBE 5 AFTO Form 398
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AFTO Form 99
DOCUMENTATION

Documentation is critical to TMDE Management. To help with the TMDE
program, Work Center Managers should have a 6-part folder and/or an electronic
file for the TMDE Coordinator tracking this information. The TMDE Coordinator
Folder should be maintained in your file plan and shall contain the following
items:

e Appointment Letter reflecting the primary and alternate TMDE Coordinators
e Current TMDE Master ID Listing

e TMDE Quarterly Master Equipment Schedule

e (Copies of hand receipts

e A copy of the base instruction

¢ Any handouts provided by PMEL

Some of these items, such as the appointment letter, are standard items for most
folders and are self-explanatory. Other items/sections in the folder contain
beneficial information helpful for managing the TMDE program.

The Master ID Listing should be contained in the second tab. This listing is a
valuable tool containing information that will assist you in planning and
scheduling maintenance events in the work center. It includes the PMEL
Identification Numbers, the certifying laboratory name, equipment nomenclature
and part numbers, manufacturers name, equipment serial number, last calibration
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date, the next due date, notes concerning details about the equipment, and much
more. This listing has many uses but is used most when performing TMDE
inventories or when ordering new equipment.

The TMDE Quarterly Master Equipment Schedule should be contained in the
third tab. This listing contains similar information as the Master ID Listing, the
main difference being that it forecasts which pieces of test equipment are due for
calibration for the upcoming quarter. Use this listing to your advantage when
coordinating maintenance down time for equipment, PMIs, or training events. It
would be difficult to conduct an output power check for a radio when your only
power meter is at PMEL!

Hand receipts (AF Form 1297) should be kept in the fourth tab and are used to
ensure accountability of the equipment as it leaves your possession and gets
shipped to PMEL or other organizations. Document the equipment on the hand
receipt by OWC account number, part number, serial number, and any additional
items that are required for the calibration such as sensors, elements, adapters, or
power cords. The hand receipt will serve as a record and a reminder to make sure
that all of your test equipment makes it back to your shop.

Any additional information or handouts that you get from PMEL including
training, guidance, and deficiency reports should be kept in the last tab.

Together, these items are meant to build a comprehensive folder to help you, the
Work Center Manager, better manage your TMDE program.

SECURITY AND CONTROL

TMDE should be secured and controlled in a similar manner as the tools in your
tool management program. TMDE should be kept in a locked cabinet or room
when not in use. Additionally, TMDE should be signed in/out to maintain
accountability. Storage cabinets and shelves should be lined with padding or foam
to ensure that delicate sensors and elements are protected.

TOOLS MANAGEMENT

Tool Management is a program that affects most work done in a work center. It is
vital to the smooth operation of the work center, and a well-managed tool
program will increase productivity. Let’s start with the definition of a Tool
Management Program. A Tool Management Program is a set of standardized
procedures for security, control, and accountability of tools and equipment. The
objectives of the Tool Management Program are to prevent and eliminate Foreign
Object Damage (FOD) to aircraft, engines, missiles, training and support
equipment, and to reduce costs through strict, effective control and accountability

of assets.
NOTE:
Refer to AFI 13-204V4 for an exhaustive tools
management requirements list.
MANAGEMENT

When first implementing or reviewing your Tool Management Program, one of
the first questions you should ask yourself is: Does the work center have
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sufficient and serviceable tools to perform its job? Do your subordinates often
come to you and ask where a tool is or if there is one in the work center? If so,
you may consider ordering these tools and placing them into your inventory.
Coordinate with Quality Assurance for approval and use of locally designed tools
or equipment that may be needed to perform or complete specific jobs.

Once you have identified all the tools you need, you will need to organize them in
a way that is comprehensive and makes the most sense for completing tasks. Once
this has been completed, you will have the beginnings of a Consolidated Tool Kit
(CTK).

CTKS

CTKs are any sets of tools that are packaged together for a specific purpose. For
example, if you know a certain recurring task will require a hammer, two 7/16”
wrenches, and a flathead screwdriver, it may be helpful to arrange your tool kit so
those tools are designated for that task and should not be signed out unless
performing that task. In other instances, it may be advantageous to arrange them
by placing all the wrenches with the wrenches and screwdrivers with the
screwdrivers. You’ll want to consider the type, size, contents and number of
CTKs required for your work center.

Once you have decided on the inventory of each tool kit, you need to assign a
location for each tool by either foam inlay cut outs, shadowed layouts, labels, or
silhouettes. No more than one item should be stored in a cutout, shadow, or
silhouette except for tools issued in sets such as drill bits, Allen wrenches, or
paired items such as gloves. Discard easily removable pocket clips and spare parts
from tools when possible prior to placement in tool kits, because these items may
slip or fall off and present a FOD hazard or may damage the equipment.
Personally purchased tools are not authorized to be part of the tool kit.

Equipment and accessories that do not present a FOD potential and will not leave
the work center, support section, or tool room, need not be included in a CTK.
However, this equipment must have designated storage locations established. This
can be in a large tool chest that remains inside the work center or a specific
location on a specific shelf. Though not required, utilizing inlay cutouts,
shadowed layouts, and silhouettes will ensure accountability of tools. Designated
storage locations must be labeled to identify the contents.

MARKING

Now, that you have a well-equipped and organized tool kit, it’s time to mark all
your tools for accountability purposes. Some units mark their tools and equipment
with the standard Equipment Identification Number (EID) to help prevent loss or
theft.

The EID is a number that identifies a tool and ties it back to a specific base, unit,
and shop. It is a 9-digit number consisting of a 4-digit World Wide Identification
Code (WWID) and a 5-digit combination of numbers and letters that uniquely
identifies each individual tool and tool kit. The EID must be permanently marked
on each tool, preferably by laser etching or engraving. Prior to etching tools and
equipment, consult applicable technical orders to ensure no special circumstances
apply for the item being etched such as fiberglass handled hammers and safety
glasses. If the item cannot be marked, etched, or stamped, annotate the additional
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designator on the CTK contents list. In certain instances, etching or engraving is
not practical or permitted. For example, it would be difficult to engrave small
tools and/or items such as drill bits or Allen wrenches in sets, etc. Items like these
will be maintained in their original container marked with the EID, along with the
number of tools contained. Each part of the container is counted as an individual
item. For items that physically or mechanically check tolerances that require
calibration, do not etch, or stamp an EID in any manner that will affect calibration
or the ability to calibrate. If you have grease guns, spray bottles, pump oilers, or
similar containers in your tool kit, mark the outside of the container with not only
the EID but the type of grease, fluid, or other liquid with the Military
Specification (MILSPEC). If no MILSPEC exists, the item will be marked with
the manufacturer’s name, part number/NSN from the applicable Safety Data
Sheet (SDS).

If consumables such as safety wire, adhesives, or solder are regularly required for
performing a task, they may be placed in CTKs and marked as described above.
Items that are assembled and are not intended to be disassembled during use
require only one mark/etch/stamp and one entry in the Master Inventory List
(MIL). Tools not controlled through CTK procedures such as personal mini
flashlights and multi-tools are NOT authorized on the flightline, or in any
maintenance area.

Storage cabinets/drawers will be labeled to identify the contents. If containers are
used to hold or apply substances classified as hazardous materials, ensure labeling
requirements are in accordance with all required regulations.

DOCUMENTATION

You have all the tools required for your work center, they are organized and
shadowed in their respective kits, and all the tools are permanently marked with
their unique EID. Now, you must complete an inventory and create a MIL. The
MIL should include all tools in General Inventory as well as all tools in all CTKs.
A specific MIL is required for each CTK, and it will list every single item stored
inside that CTK. The better you document the tools up front, the easier it will be
in the long run to find and identify the tool if it were lost and the easier it will be
to order if it were broken.

NOTE:

It is wise to include the manufacturer’s name, part
numbers, a short but detailed description of the tool,
and quantity on hand.

Tool sets will be identified on the MIL by total number of items in the set. For
example, an Allen wrench set should be annotated as 9 each Allen wrenches +
container for a total of 10. Consumable items will be identified on the MIL as
consumable items to help with reordering and accountability.

A comprehensive inventory of all CTKs should be accomplished annually at
minimum and documented. When this time comes, you will be happy that you put
in that extra effort to shadow, silhouette, and mark all your tools as it will make
the inventory go quickly, easily, and leave little doubt it is correct.
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SECURITY

At this point, you have a lot of time, money, and effort vested into the
development of your tool kits. Now, you need to ensure that all your tools stay in
your tool kits and do not “grow legs” or wind up deep inside a high-voltage
system or worse yet, on a taxiway or runway!

Security is one of most important aspects of your Tool Management Program,;
however, it is probably the simplest in practice. All CTKs should be locked,
controlled in a locked room or cabinet, and access should be limited to only a
small number of personnel to include your CTK Custodians. Tool kits should only
be unlocked long enough for CTK Custodians to sign out tools to technicians and
to sign them back in and to complete an inventory. Minimizing the time the tool
kit is unlocked and open will minimize the likelihood of an unauthorized removal
of a tool.

ACCOUNTABILITY

Another simple, but equally important aspect of your Tool Management Program
is accountability. Accountability is knowing where tools are and who has
responsibility of them at all times. It sounds like a daunting task; however, much
like securing your tools, the process of maintaining accountability of the tools and
the personnel using them is very simple.

Accountability can be kept one of two ways: either a simple sign out log or a
computer program or software. Either one that you use should track the following
at a minimum: the EID of the tool, date and time of sign out, and who issued the
tool, and who received them. It also should track the date and time of when the
tool was signed back in and who received them.

Dispatchable CTKs are to be signed out as a complete kit, that’s to say that you
cannot sign out individual tools from them. The individual assumes responsibility
of the kit from the time it is issued until it is returned. Before the kit is signed out,
the issuer and the recipient are to perform an inventory and both individuals must
be aware of the condition of the tool kit when it is issued. Likewise, when the tool
kit is signed back in, both individuals must complete an inventory and be aware of
the condition of the kit before it is signed it back in. The individual receiving the
tool kit when it was signed out cannot sign the kit back in alone.

Tool Accountability System (TAS) is a common term used to describe an
approved computer program/software that provides inventory control over
CTK/tool room content. When a TAS is used, the MIL resides in the TAS, but a
hard copy of the MIL must reside with each dispatchable CTK. A TAS is used to
track many things including the issuance and receipt of all assigned tools,
equipment, tool kits, HAZMAT items, and eTools; authorizations/restrictions for
special tools/equipment; CTK and Support Section inspections; and spare, lost,
damaged, and/or removed tools. Units are required to electronically back up their
respective TAS database at least once a month and the backup must be stored on a
system separate from the computer that houses the tool control system.

ETOOLS

eTools are electronic devices used expressly for maintenance functions. The most
common eTool you will encounter will most likely be an iPad® or a ruggedized



WORK CENTER MANAGER’S HANDBOOK AFQTP 1C8X3-201D, Page 3-19

laptop but may also include desktop computers and Portable Maintenance Aids
(PMA). Dispatchable eTools should be managed just as any other tool in a tool kit
with a few additional requirements. These include ensuring only serviceable, fully
charged eTools with the most current technical data are available for checkout
and, in the event of damage, be sure to make maximum use of warranties. eTools
may be stored inside a lockable docking station that can be secured inside a
locked tool room or cabinet.

LOST AND BROKEN TOOLS

Lost tools are a serious matter as they pose a serious threat to equipment, aircraft
and safety. When a tool is discovered missing, a search of the work area should be
conducted by all available personnel. If the tool is not located during this search,
lost tool procedures should be initiated.

This begins with the notification of the chain of command. Ensure lost item/tool
report is initiated [AW locally established procedures. If at any time during the
investigation the item/tool is found, notify chain of command. If the item/tool is
not found, ensure lost item/tool report is completed IAW locally established
procedures.

For damaged/broken tools, you should determine if the damage was due to
neglect or misuse of the tools and if so, this should be addressed. Any
damaged/broken tools should be documented in inventory control system. The
tool should be replaced by either warranty or new purchase and be placed back
into inventory.

SUPPLY MANAGEMENT

Supply is a large subject area. This section provides a brief overview of managing
work center supplies. It will help you gain a foundational working knowledge of
the supply system and how to use it to your advantage. You must understand how
to use the supply system to be a top-notch Work Center Manager. Make the
system work for you, or you will end up working for the system. In theory, the
supply and repair cycle should be the same no matter where you go. However,
some of these processes can vary slightly or significantly from base-to-base. By
arming yourself with these foundational principles, you will be better equipped to
navigate the local supply processes that may apply at your duty station whether at
a fixed base, remote assignment, or deployed location.

SUPPLY CODES, TERMS, AND DEFINITIONS

Work Center Managers must be familiar with frequently used supply codes,
terms, and abbreviations. The following definitions and explanations should help
you understand supply terminology.

AWAITING PARTS (AWP) — term used to describe parts that are on order for a
job. Typically this refers to a job status designation in the IMDS. When you are
awaiting parts, you will have a document number, tracking number, or some other
form of tracking number which indicates that supplies/parts have been ordered
through supply or some other vendor (FAA, etc...) and has processed your
request. Work centers can track these items by viewing the D19 AWP validation
listing daily. Ask your local supply how to obtain this document.
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BUDGET CODE - the purpose of a budget code is for supply to determine
whether items are centrally procured, investment, or Supply Management Activity
Group (SMAG). Not typically used at the work center level.

BENCH STOCK (B/S) — a program established to keep high use, replaceable, or
high fail items on hand. In RAWS work centers, the purpose is to mitigate delay
in performing routine maintenance. In short, B/S usually contains consumable
type items like bulbs, fuses, and air filters. Typically B/S items are Expendability,
Recoverability, Repairability Category (ERRC) coded as XB3 meaning they are
disposable after use. In some cases, items such as fuses may contain precious
metals which require certain disposal and tracking procedures.

NOTE:

AFI 23-101 Chapter 5 is an excellent resource to
learn more about the B/S program.

DEMAND LEVEL - stock level for a specific item that is based upon past user
demands. Tracked by supply in an attempt to meet projected future demand.

DUE-IN FROM MAINTENANCE (DIFM) — a term used to describe a part of
the repair cycle process and how a maintenance function is to dispose of
broken/faulty parts. DIFM indicates a part is repairable and must be turned in to
supply once an ordered replacement has been delivered. The specific action to
take is based on how the individual part is ERRC coded (XB3, XF3, XD2, NF3,
NF4).

NOTE:

TO 00-20-3 is an excellent resource to learn more
about the DIFM codes.

DUE-OUT - an obligation assumed and recorded by any supply echelon to issue
at a subsequent date; commonly referred to as a back order.

END ITEM - the final unit or system that parts are requisitioned for. For
example, when ordering a circuit card for the DASR, the DASR is the end item.

ALLOWANCE SOURCE CODE (ASC) — a 7-position code for items
authorized in the Air Force Equipment Management System. This code is
originated from a specific mission. That mission is only authorized certain
equipment to support it. You must have an authorized ASC to purchase
equipment assets through the Air Force supply system. For example, maintaining
a TACAN system requires certain tools/test equipment. The ASC for a TACAN
on your equipment R14 justifies your ability to have certain test equipment on
hand associated with that function. The test equipment itself also has an ASC
tying it to a certain function ‘in support of’. You must review your ASC listing
semi-annually and compare it to your R14. This is usually done during the annual
equipment inventory. This is often an overlooked part of equipment
modernization projects. If your mission changes, your ASCs will change as well.
An example of this is replacing legacy radios with new CM-300 radios. With this
upgrade, most likely your support equipment required will change.

EQUIPMENT ITEM - an item coded as NF3 or NF4 that is field recoverable
and managed within the Air Force Equipment Management System (AFEMS).
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The work center equipment custodian will work closely with the LRS equipment
section to ensure accountable equipment items are properly inventoried and
accounted for on the EIL.

EXPENDABLE - describes an item’s disposition depending on how its coded in
the supply system. Items that are accountable, such as test equipment are
considered ‘non-expendable’ since they are used and maintained for long periods
of time, while parts such as circuit cards and system replaceable parts are
considered expendable and repairable at the field or depot level. These codes can
also be found in FEDLOG.

NOTE:

AFH 23-123v1 is an excellent resource for a
breakdown of codes.

ERRC - a 3-digit code assigned to an item for management purposes in the
supply system that indicates its expendability, level of repair, and cost. The first
digit indicates expendability (X= expendable, N= non-expendable. The second
digit indicates the level of repair (B= user, F= field, D= depot). The third digit
indicates cost category.

NOTE:

AFH 23-123v1 is an excellent resource for a
breakdown of codes.

LEVELS OF MAINTENANCE - describes the three levels of maintenance
described by the ERRC code (B= user level, F= field level, or D= depot level).
The basic concept of repair is to perform repairs at the lowest level of
maintenance, to the fullest extent possible, with good management and quality
assurance, while at the same time complying with LRS requirements and
disposition codes.

MINIMUM RESERVE AUTHORIZATION (MRU) — a term used in the
management of the B/S program to establish, order, and maintain adequate stock
for B/S levels based on normal consumption.

MISSION CAPABLE (MICAP) — a term used to describe parts order priority in
the context of urgency. If you order a part ‘MICAP’, it means the system in
question is not ‘mission capable’ for parts and signifies you should order it at the
highest priority possible (Urgency Justification Code (UJC) code). When ordering
parts MICAP, it also bypasses the upfront funds requirement and puts your unit in
debt for the cost of the part. This is where supply abuse happens frequently.
Many places, not having adequate funds on hand, may decide to order parts
MICAP for convenience purposes rather than for actual mission deterioration.
Example: A base having a single TACAN that is inoperable for parts would be a
proper use of MICAP parts ordering versus ordering an ETVS radio processor
card MICAP when there are redundant radio processor cards or multichannel
radio backups available. Work center supervisors have the responsibility to ensure
supply discipline and proper management/usage of resources they are responsible
for.

NSN — An identification number associated with a specific item for the purposes
of procurement and replacement of items.
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REPAIR CYCLE ASSET — an item subject to the repair cycle process. Several
factors play into what is considered a repair cycle asset such as the ERRC code
and the SMR code listed in the specific equipment Illustrated Parts Breakdown
(IPB) TO for that sub-assembly, which determines what level the item can be
serviced at.

SOURCE, MAINTENANCE, AND RECOVERABILITY CODE (SMR) - An
SMR code is assigned to each assembly and part identified in the TO’s IPB. The
SMR code provides maintenance activities with repair level responsibilities,
support method (i.e. procure, manufacture, etc.), and disposition instructions.

NOTE:

TO 00-25-195 is an excellent resource for
information concerning SMR codes.

STANDARD REPORTING DESIGNATOR (SRD) — a 3-digit code that
identifies the type of aircraft or major end item in the LRS supply system and in
IMDS. Work with your local LRS Customer Service Department if you do not
have a listing of SRD’s for all systems you maintain.

URGENCY JUSTIFICATION CODE (UJC) — a code used when ordering
parts to justify the urgency of receiving a replacement that is listed on a functional
and equipment basis. Be sure to apply supply discipline when ordering parts to
avoid abusing the supply system.

URGENCY OF NEED DESIGNATOR (UND) — identifies how seriously
mission capability is hindered when required materiel is unavailable.
Requisitioning programs also use this code to determine priority. The urgency of
need designator occupies the first position of the UJC. IMDS usually includes
help boxes when ordering parts on screen 72 to ID the proper UJC code.

NOTE:

AFH 23-123v1 is an excellent resource for more
information on UND.

SUPPLY DISCIPLINE

As the Work Center Manager, you are responsible for seeking ways to reduce
costs, improve efficiency, and ensure the proper and effective use of all resources
under your control to ensure the mission is accomplished. Nowhere is this more
evident than in supply management, where you have a direct hand in controlling
assets and costs, where supply abuse could result in waste of limited resources
(tools, equipment, and funds). As a member of the DoD, you are charged with the
responsibility and obligation to safeguard property from theft, abuse, waste, and
unauthorized use. This section discusses a few important areas designed to help
improve your supply management skills.

Proper supply discipline depends on the use of common sense and proper training.
Have you ever observed "hit or miss" or “swaptronics” maintenance? The
technician is unsure of the cause of equipment failure and removes items from
B/S or orders several components from supply. After changing the parts, the
original symptoms remain. Later, the equipment problem is isolated in a different
subassembly and quickly repaired. Several of the removed components cannot be
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reused and are trashed. Good training and proper attention to supply discipline
eliminates this kind of waste. Treat every item as if it is your last item and no
more supplies are available.

Supply discipline means doing everything in your power to do your job with
minimum cost to the Air Force. Supply discipline not only applies to spending
money when you don't need to, but also making sure equipment and supplies are
properly accounted for, protected from loss or damage, used for their intended
purpose, and returned to the supply system when no longer needed. Here are some
examples of supply discipline:

e Use equipment and supplies for their intended purpose.

e Safeguard property. Secure consumable items such as tape, paint, batteries,
etc., to protect from improper use or pilferage.

e Adhere to Air Force instructions and guidelines pertaining to ordering,
storage, issue, and turn-in of supply items.

e Continually screen B/S and turn in excesses, or decrease levels if necessary.
Establish MRA levels when needed.

e Perform immediate repair or turn-in of unserviceable items.

e Prevent hoarding of supplies. If items are hoarded, it indicates a need for
adjustment to B/S (MRAs or increased levels).

e Look for new ways to conserve. For example, can XB3 items be repaired?
When someone says "We've always done it this way,” think of a better way.

SUPPLY POINT

A supply point is established when a valid need to have certain XD or XF items
immediately available at the point of intended use (the equipment location or
work center) exists. This usually means for mission critical systems where
redundancy is minimal or non-existent. Supply points are not B/S! In fact, supply
points operate as “an extension of warehouse stock.” If those parts are needed for
mission critical failures, you still need to complete an entire part order in IMDS,
or via LRS, and also perform the repair cycle process as if the part was in the
supply warehouse.

BENCH STOCK

A well-developed B/S is a life saver where repair time is concerned. Your B/S
should contain XB3 items consumed by your work center on a regular basis. Keep
in mind that expedited requisitioning is expensive. Lack of on-hand stock also
delays fix actions. Therefore, your B/S should also contain those XB3 items
critical to equipment restoration. Be sure you review and know what items are on
your B/S program to ensure it is up to date and ready to serve your work center’s
needs. Many Work Center Managers have spent funds on items they already had
on hand and this could have been averted if they would have consulted their B/S
program.
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SUMMARY

This module discussed the programs Work Center Managers are responsible for.
It started off with the Training Program and how effective training amplifies the
ability of the work center to successfully accomplish its mission. Module 3 then
explained the importance of a safety program and some key areas where the Work
Center Manager should focus to ensure their personnel and equipment are
maintained properly. The Resource Management portion listed out important
items the Work Center Manager should track to accomplish their mission
effectively.

Module 3 discussed Quality Assurance. This program is vital to maintaining a
high quality work center by conducting Personnel, Equipment, UTC, and
Managerial evaluations. Next, it talked about the importance of the Publications
Management program and listing the different methodologies of acquiring and
updating their publications libraries.

This module finished with the TMDE Program and how Work Center Managers
track, calibrate, and utilize their test equipment to execute their mission. The
TMDE portion led into the Tools Program and how to track, calibrate, and utilize
tools effectively. The final provided a comprehensive overview of the Supply
Program to help Work Center Managers balance their supply resources in a
fiscally responsible manner to complete their mission.
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MODULE 04
TRAINING MANAGEMENT

PREREQUISITE
e Modules 01 through 03

TRAINING REFERENCE(S)

e AFH 36-2235 V11, Information for Designers of Instructional Systems
Application to Unit Training

e AFI 13-204V4, Management of Ground Radar and Airfield Systems

e AFI 21-101, Aircraft and Equipment Maintenance Management

e AFI 33-103, Requirements Development and Processing

e AFI 36-2650, Maintenance Training

e AFI 36-2651, Air Force Training Program

e AFI 36-401, Civilian Training, Education, and Professional Development
e CFETP 1C8X3, Radar, Airfield & Weather Systems (RAWS)

INTRODUCTION

One of the main responsibilities of the Work Center Manager is to manage an
effective training program. This module is to help develop and maintain a work
center training program. The two governing documents for training are AFI 36-
2651 and the 1C8X3 CFETP. AFI 36-2651 covers the AF training program. The
CFETP covers career progression and training requirements. Skilled and trained
personnel are critical to the AF in providing a strong national defense capability.
The AF OJT Program provides training for personnel to attain knowledge and
skill qualifications required to perform duty in their specialty. RAWS technicians
track their training in Training Business Area (TBA). TBA can be found on the
AF Portal. The Work Center Manager should always work closely with the Unit
Training Manager (UTM). The UTM reports training status to the unit
commander every month. There are 3 components to the Air Force OJT Program:

e Job knowledge

o Satisfied by the Career Development Course (CDC), designed to provide
basic knowledge across a wide spectrum of subjects pertaining to the
RAWS career field.

e Job Proficiency

e Hands-on training provided on the job, allowing the trainee to gain
proficiency in tasks performed in the work center.

e Job Experience

e Gained during and after upgrade training, to build confidence and
competence.
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Upgrade progression is in 4 steps during a trainee’s career:

e Apprentice (3-level): Newly assigned Airmen to your work center that
need to be guided by supervisors and trainers. These Airmen should focus
on CDCs and upgrade training.

e Journeyman (5-level): Proficient at basic tasks like theory and fault
indications. These Airmen should focus on standby and proficiency
training.

e Craftsman (7-level): Direct supervisors and trainers. Craftsmen should be
focused on training the lower skill level Airmen and improving leadership
abilities.

e Superintendent (9-level): Strategic level knowledge and responsibilities.
Superintendents should be focused on management and manpower issues.
They guide Craftsmen into future Superintendents.

INITIAL TRAINING DOCUMENTATION

This section covers Training Requirements and Initial Training Documentation.
Supervisors are to conduct and document an Initial Orientation with all newly
assigned personnel. Training is tracked and documented in TBA.

TRAINING REQUIREMENTS

Supervisor, Trainer and Trainee responsibilities are spelled out in AFI 36-2651.
Skill level upgrade requirements are spelled out in the 1C8X3 CFETP. This
section is just an overview of some of the requirements. Supervisors are required
to develop a Master Training Plan (MTP) that includes: Master Task List (MTL),
current 1C8X3 CFETP, AFJQS tasks and milestones for training. This MTP
should be based on mission and upgrade requirements of the work center.
Training tasks can be identified as the following:

e 5:required for 5-level upgrade
e 5-:required for 5-level upgrade if at your location
e 7:required for 7-level upgrade
e 7-:required for 7-level upgrade if at your location

e -:notrequired by CFETP but can be added to the MTP for proficiency
training and upgrade progression by the Work Center Manager

INITIAL ORIENTATION AND EVALUATION

TBA will automatically create the Initial Orientation and Initial Evaluation
journal entries for newly assigned personnel. These journal entries spell out what
the Supervisor is required to cover. When evaluating newly assigned 5/7-levels,
the Work Center Manager should evaluate the individual’s previous
qualifications. This should be done the same way as conducting training,
discussed below.
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TRAINING PLAN CREATION

Work Center Managers can use AFI 36-2651 Attachment 3, AFH 36-2235 Vol 11
Chapter 4, your UTM, and the How to Guide in this module to help create a
training plan. The Work Center Manager needs to first determine the mission.
After the mission has been defined, they need to identify the training requirements
to complete it. They should start with the 1C8X3 CFETP. This will include core
(5/7) and non-core (—) tasks. Core tasks are for upgrade to 5/7-level and non-core
(-) for equipment proficiency. It is important to include equipment and non-
equipment non-core tasks (—) in your MTP to continue proficiency training and
mission completion. Failure to include more than just core tasks will eventually
cripple your mission due to lack of technician knowledge and capabilities. Work
Center Managers can use The TBA Application User’s Guide as a reference.

1C8X3 CFETP

The CFETP is the primary document used to identify life-cycle education and
training requirements. It serves as a road map for career progression and outlines
requirements that should be satisfied at appropriate points throughout the career
path. The CFETP also specifies the mandatory task qualification requirements for
award and maintenance of an Air Force Specialty Code (AFSC). Deployment/UTC
task requirements can be identified with a symbol to assist commanders in
prioritizing training. Use the CFETP to plan, conduct, evaluate, and document
training. If errors in the 1C8X3 CFETP are found, contact RAWS Training
Development at 334trs.raws.upgradetraining@us.af.mil or your MFM.

GENERAL CFETP PARTS

Part I. Provides information necessary for overall management of the specialty
and will be maintained as part of the work center master training plan.

e Section A—explains why and how everyone uses the CFETP and who
approves it.

e Section B—identifies career field progression information, duties and
responsibilities, training strategies, and career field path.

e Section C— provides a general sense of each skill level with specific specialty
knowledge and skills and mandatory requirements for entry, award, and
retention of each skill level.

e Section D—indicates resource constraints (some examples are funds,
manpower, equipment, facilities).

e Section E—identifies transition training guide requirements for 5 and 7-level
Airmen.

Part II. Includes the following:

e Section A—contains the Specialty Training Standard (STS) identifying the
duties, tasks, and TRs to support training, AETC conducted training, core and
home station training tasks, deployment/unit type code tasks, and
correspondence course requirements.

e Section B—contains the Course Objective List and training standards to
determine Airmen training requirements.


https://docplayer.net/23289519-Training-business-area-tba-application-user-s-guide.html
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e Section C—identifies available support materials. When developed, use a
Qualification Training Plan to support proficiency training.

e Section D—identifies a training course index.

e Section E—identifies MAJCOM unique training requirements.
CFETP TRAINING PLAN USE

The 1C8X3 CFETP will identify the requirements for 5- and 7- level upgrade.
The Work Center Manager and trainer should always check to see if they have the
most current 1C8X3 CFETP on hand before conducting training. Also, in the
1C8X3 CFETP is a Proficiency Code Key that describes the levels that tasks
should be taught to. For example, Proficiency Code “1a” means the trainee can do
simple parts of the task and can name parts, tools and simple facts about the task,
but needs to be told or shown how to do most of the task. When selecting tasks
from the 1C8X3 CFETP, any tasks that have a “5” or “7” in the CORE &
WARTIME TASKS column are required to be in the MTP. Tasks that have “5-”
or “7-" in that column are required if that work center has those tasks as part of
their mission set. The 1C8X3 CFETP also has list of AFJQS and AFQTP that are
applicable to our AFSC. Some of these may be required for upgrade training.

AFJQS

RAWS Training Development at Keesler AFB manages, reviews, updates and
creates AFJQSs. AFJQSs are a list of tasks to qualify on a piece of equipment and
track training. Some AFJQS contain training modules with knowledge questions
that need to be completed by the trainee. The Work Center Manager and trainer
should always check to see if an AFJQS has modules or Knowledge Evaluations
before signing off the trainee in TBA. There are two ways to access an AFJQS:

e The first way is through TBA. The trainer will search for the AFJQS and click
“View Verbiage.” This will bring up the PDF version of the AFJQS.

e The second way is to go to the RAWS dashboard website then follow the links
to the AFJQS they need.

AFJQS also have 5 and 7 level core tasks. If the work center has the AFJQS
loaded to their MTP, then those tasks must be completed. If errors in AFJQSs are
found, please contact RAWS Training Development at
334trs.raws.upgradetraining@us.af.mil.

AFQTP

RAWS Training Development also manages, reviews, updates and creates
AFQTPs. AFQTPs are reference material to help the trainee better understand a
subject. They are broken down into modules. Unlike AFJQSs, AFQTPs are not
used to track training. They are a handbooks that explain material when training
references don’t exist, or have been identified as insufficient to explain the
material. The Work Center Manager and trainer should always check to see if
they have the most current AFQTP on hand before conducting training.

e AFQTPs can be found on the RAWS dashboard website. If errors in AFQTPs
are found, please contact RAWS Training Development at
334trs.raws.upgradetraining(@us.af.mil.



https://cs2.eis.af.mil/sites/10445/AFKN_Docs/CFETP/1C8X3 - Radar, Airfield and Weather Systems (RAWS)/RAWS Dashboard/1._RAWS_Dashboard.htm
https://cs2.eis.af.mil/sites/10445/AFKN_Docs/CFETP/1C8X3 - Radar, Airfield and Weather Systems (RAWS)/RAWS Dashboard/1._RAWS_Dashboard.htm
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MTP

The MTP serves two purposes:
e To ensure 100% task coverage by the work center and

e To provide a guide on how to train personnel.

The MTP is created using tasks from the 1C8X3 CFETP, AFJQS and locally
created tasks, if needed. These tasks will also make up the MTL. The Work
Center Manager will load all core tasks from the 1C8X3 CFETP along with any
other tasks that are accomplished in their work center. If the CFETP task is an
AFJQS, then the Work Center Manager will add that AFJQS to their MTP. An
example would be if the work center maintains an AN/FMQ-13 Wind Measuring
Set, then the MTP will have AFJQS 1C8X3-202N loaded to it. The MTP will also
have milestones for tasks.

MILESTONES

Milestones are timeframes in which the trainee will complete tasks. Milestones
are flexible and contingent upon learning abilities of trainees. If trainee timelines
are not being met, this is not an inspection deficiency unless it is a trend
throughout the work center. Milestones can also be used to break your MTP into
task groups within TBA. These task groups can help you manage your training
program. The Work Center Manger can break the tasks into monthly or
quarterly task groups and load each group to their trainees as they complete
groups. If this is done, the Work Center Manger needs to keep track of the total
number of upgrade tasks for 5- and 7-level to provide to the UTM monthly.

NOTE:

For more information on how to develop a MTP,
use AFI 36-2651, Attachment 3, and the How to
Guide in this module.

The Work Center Manager sets the milestones for their training plan. Milestones
are to identify where trainees should be at in their training based on a timeline.
When creating milestones Work Center Mangers should know these points can be
flexible due to things like leave, TDY, or various taskers like Honor Guard. If
training is stopped for any reason, it should be documented in the trainees’ TBA
records as a journal entry. These milestones can be managed in TBA using the
Manage Milestone menu, see “How to” guide. It can also be managed in a written
training plan if the Work Center Manager wants one.

JOURNAL ENTRIES

Journal entries are records for the trainee, trainer, Work Center Manager, and the
UTM. Journal entries should be made anytime the trainee is not being trained,
such as the trainee being on leave or TDY. Journal entries can also be used to
document formal courses the trainee attends and when milestones are met. Most
work centers establish a process to make journal entries on a trainee in upgrade
training regularly. It's important for the trainer and/or supervisor to document the
trainee's attitude and aptitude towards training, so deficiencies can be identified
early.
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FORMAL TRAINING COURSES

Formal training courses are taught by trained instructors. A list of courses can be
found in the 1C8X3 CFETP and on the RAWS dashboard website under Useful
Information. Formal courses are for either specific equipment or specific
procedures. Work Center Managers can work with their UTM to get these courses
scheduled for their personnel.

ADVANCED DISTRIBUTED LEARNING SERVICE (ADLS)

Some AFJQS have courses on ADLS for the trainee to complete. View the AFJQS
to find out how to complete the course, or go to or go to ADLS.

CONDUCTING TRAINING

Supervisors are responsible for explaining to trainees the relationship of training
to career progression. While the supervisor’s primary responsibility is to plan a
program outlining specific short term mission related goals for the trainee, overall
success depends on the supervisor’s ability to advise and assist Airmen to reach
long range career objectives. Supervisors will take an active role in the trainee’s
career progression.

Conducting training should be done face-to-face. First, the Work Center Manager
should evaluate their current personnel to see who is best equipped to become
trainers. Trainers need to be qualified on the tasks they are training on and have
attended the Air Force Training Course (AFTC) taught by either the UTM or the
Base Training Manager. Once the individual has completed AFTC, they can have
the trainer role added to them in TBA. This is done by the UTM. Once this is
complete, the Work Center Manager will assign trainers to trainees using TBA
(See How to Guide for instructions). Proper OJT often requires completing a task
more than once, especially when training 3-level Airmen. Pointing and talking
about a training task does not replace having the trainee perform the task with
hands-on training. Do not forget to use your TO, including the theory of
operation portion, when training an Airman on a task. The following steps should
be completed when conducting training:

e Start task in TBA

e [Explain TBA task to trainee

e Explain the purpose of the task to trainee

e Demonstrate task to trainee

e Answer questions from trainee about the task

e Have trainee practice steps and assist as necessary

e Answer questions from trainee about the task

¢ Evaluate trainee on task performance or knowledge evaluations
e Repeat steps as needed

e Complete task in TBA


https://cs2.eis.af.mil/sites/10445/AFKN_Docs/CFETP/1C8X3 - Radar, Airfield and Weather Systems (RAWS)/RAWS Dashboard/1._RAWS_Dashboard.htm
https://aetc.adls.af.mil/kc/main/kc_frame.asp?blnWhatsNew=True&guid=
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CAREER DEVELOPMENT COURSE (CDC)

CDCs are another important part of upgrade training. Your UTM manages the
program, and the trainee’s supervisor administrates the program.

NOTE:

Guidelines for the CDC program can be found in
AFI 36-2651.

HOW TO GUIDES

How to guides:
e C(Create Milestones

e C(Create MTP

SUMMARY

This module discussed how to find training requirements along with initial
orientation and evaluation. This module discussed how to find training
requirements, along with initial orientation and evaluation; and provided an
overview of the 1C8X3 CFETP, AFQIJSs, AFQTPs, and the MTP. This module
also guided you on how to create your MTP and where to get formal training
courses.
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PREREQUISITE

MODULE 05
IMDS MANAGEMENT

Modules 01 through 04

TRAINING REFERENCES

INTRODUCTION

AFCSM 21-556 V2, Introduction to IMDS CDB

AFCSM 21-560 V2, C-E Equipment Status & Inventory Reporting
AFCSM 21-561 V2, Maintenance Events

AFCSM 21-563 V2, Job Data Documentation

AFCSM 21-564 V2, Status & Inventory

AFCSM 21-566 V2, Inspection & Time Change

AFCSM 21-568 V2, Time Compliance Technical Order

AFCSM 21-569 V2, Personnel Management

AFCSM 21-570 V2, Training Management

AFI 21-103 Chapter 6, Equipment Inventory, Status and Utilization Reporting
TO 00-20-2, Maintenance Data Documentation

This Module is to be used as an IMDS Guide for IMDS procedures. These screens
shown are for training purposes only. It would be beneficial to you as a Work
Center Manager to develop a quick reference binder for your Airmen to refer to
that contains your local work center information. Additionally, it is best practice
to have everyone in your work center trained on how to open and close jobs, and
make job data entries. Relying on one Airmen or NCO in your shop to complete
JDD is a good way to set your shop up for failure. All RAWS technicians should
be familiar with how to make inputs in IMDS and have access.

EQUIPMENT STATUS REPORTING (ESR) SCREENS

WEEKLY ITEMS

376 — Pushing PMIs to 380
996 — Reconciling PMIs/Open ESR Jobs
383 — Shows all open ESR jobs

122 — Supervisory Review Recent maintenance action

MAINTENANCE DOCUMENTATION

996 —Opening Red and Amber Jobs
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997 — Job Updates, Maintenance Side
997 — Job Updates, Delay

EQUIPMENT/PMI MANAGEMENT

800 — Adding/Modifying/Deleting Equipment
772 — PMI Run Report

466/467 — Creating/Loading Job Standards (JSTs)
372 — Scheduling JSTs/PMlIs

997 — Amber and Red PMI Reporting

TCTO PROCEDURES

419 - Adding TCTO

420 - Adding TCTO

421 - Adding TCTO to Equip ID’s

525 - Printed Report

89 - Manually Schedule Job Control Numbers (JCNs) (Green Jobs)

PERSONNEL MANAGEMENT

589 — Work Center Roster Inquiry
340 — Load Personnel Into IMDS
405 — Lose Personnel to Outside

406 — Gain Personnel from Outside

ANNUAL ITEMS

228 — Equipment Inventory Listing
772 — Master PMI Listing Report

ADDITIONAL INFO

100 — Shows all maintenance actions on Job Data Documentation (JDD)
screen for a specific timeframe

499 — Manually Load Parts to JCN

907 — JDD Corrections

54 — Cancel JCN/Defer Jobs

146 — Common Work Center Event (WCE) Closure Issue
DD2875 IMDS Access form/Profiles/Privileges
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WEEKLY ITEMS

376 — PUSHING PMIs

This screen is used to populate PMIs onto the 380 screen. This takes the dates that
are in the database from the 372 screen to populate those PMIs

¢ 1. Change this to Performing Work center
e 2. All Equipment for Input
e 3-4. Notused

Automatic Scheduling Of JST And TCTO ltems (376-ASE)

Automatically S5chedules Overdue J5T Items 7

1 Option |Performing Work Center ﬂ

2 LimitTo Type Equip |ALL = All Equipment For Input ﬂ
3 Limit To Type Equip :ﬂ
V]

4 Limit To Type Equip

il

5 Performing Work Center* |':'SE|I'-1 N

Future Days To Schedule ltems* |3|:' ? | 6
Priority* [03)v| 2 | 7

] sob Following

| Check For Additional AEF Options 7 |

e 5. Work Center mnemonic

e 6. Input the number of days you want to schedule in the Future Days to
Schedule Items block, however you need to process the 376 screen weekly

e 7. Priority 03
NOTE:

Code 03 is for routine maintenance.
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e Job Following box must be checked to schedule consecutive PMIs otherwise
PMI will not show all scheduled maintenance from 90 day run.

e XMIT — Transmit this screen at least 3 times and verify your 380 against the
master PMI list or 90 day run.

996 — RECONCILING PMIs/OPEN ESR JOBS

HAINITENANCE SNAPSHOI INQUIRY 13/AFPRS18 08:57
[RIC: QMS UNIT: G DM5/RDMS IND: D
I-ID EQUIP-ID WUC/LCH WD REPSREC 5YM PRI SORTIE-HO CP COMPLETED
La0g3000L Foee 03128 A 03 LEMARID
JISQREFPANCY:/ 28 DAY SERVICING AND LUBRICATION

IT.0. 31M1-2FMQ19-6WC-1 1-002 TO 1-004
FREQ 00002E8D DUE 20180489
RFOGE

e ol e S - . . S S G S . s 7 7 -

LR - L R hﬂ EEUIPEL-'I{T hGRH E’EH‘rrq E"..‘EHTS -

CErSEQ /PWC EQUIP-ID WUC/LCHW J/E 5YM BSI SRD IN-SHP WCE-ACIION
SAM RFOE6 03128 H FAD NO CoMP Z6HMARLE

1M1 -2FHQ19-6WC-1 1-002 TO 1-004

A
I CORRECTED BY CC AFSC
SMITHJR31 iC 3D13S

JDR WOC/LCN 1' D HM ©UP STRT DATE STOP

0312 01 0830 1B08S h’_‘u:u:.‘- 3
IGI
Load and ce S‘tﬁcduﬂng {"995— co

CLE

Mission Correlation Code

Sequence
tart Date/Time™ I_..';SCIBE» lﬂBE-D I3 I op DiateMime [1!535 1000

4 o e L'.c-dt'[i- ~ I ue |-33125 | 9
ETIC/ETRO Date/Time | | (1] s Capability Code® [Amber

Status Comments/Discrepancy Missions lmpacted
28 DAY SERVICTHG AND LITRRTCAT TOM | Capability Code Mission Correlation Code

[ I = | =

[ & [

This screen is used to track PMIs on the ESR side (only red and amber), without
inputting PMI times on this screen the equipment will report a 100% up-time rate,
this will flag your mx practices at the MAJCOM level. This screen also allows

work centers to report critical outages to the MAJCOM by inputting information
into the Missions Impacted area.

e Get 122 Snapshot of the PMI being reconciled

[]

e 1. Input Equip ID of PMI being Reconciled
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2. Use the PMI number on the 122 screen

3. The Date/Time the PMI started being accomplished

4. E

5-7. Do not use

8. The Date/Time the PMI was completed

9. Copy from 122 Snapshot

10. Red for Red PMI, Amber for Amber PMI

11. Input narrative of the PMI, ex. 28 day Servicing and Lubrication
e Correct: 28 day Servicing and Lubrication

e Incorrect: PMI complete

SUPERVISORY REVIEW

Event: G 19092A017

123456

%t

WELNESDAY IUS ¢ EVENT LOGI
Discrepancy: IgNS 4 / P3R MANTAL
0000070 DUE

Equip ID

i
CE T
SRD MOS/IETD Recur Inspected By

o201 RE205 ETD | 7495 5 % 7 o
DAY OASE DAILY
S SYSTEM MANUJL SECTION 4 / PSR MANUAL I
T 1 _
DOR TM | €@ WUCACN AT WD HMAL UP Ktart Date Swpl €5 €L Al CC Symbol ComectedBy AFSC 5';""."’”“
001 F 03100 1 0015 19093 0030 2 1 oD ] WEYANDTR 10853 Corected
NEDNESDAY DASE DAILY CHECK STAIUS & EVENT LOGI

Comrective COMPLETED IAN MANUAL SECTION 4 / FIR MANUAL Last Changed: 2019094 /0503

/RILEY WEYANDT/ALC/48 O23/08MM//

This screen is used to verify personnel within the work center are properly
documenting maintenance in JDD. This is done at the end of the week, however,
it is highly recommended the Work Center Manager accomplishes this every 2-3
days, to spread the workload throughout the week.

Go to your work center screen (WKCGRAWS) Your local work center name
may be different.

“Recent Maintenance Actions”

Verify the following:

1. TM (Type Maintenance) — verify technician used proper symbol
2. Corrective Action — job and reference (if possible) and signature
3. UP (Units Produced) — MX complete “1” or MX not complete “0”

4. TIME — make sure time reflects what actual maintenance time to include
travel time both there and back.

5. Symbol — Verify correct symbol (G=Green, A=Amber, R=Red)
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e If this is Amber or Red you will have to verify information on 997 using
inquiry function

e 6. Supervisory Reviewed — Click on “no” or “corrected” once you have
reviewed the item.

e 7. Type Transaction — if there are no corrections, use “Update JDD...”
e 8. Event ID — confirm that this is the correct number that you reviewed.
e Click “Xmit”

383 — OPEN INCIDENT LOG (OIL) REPORT

C-E Open Incidents Inquiry (383-0ll)

(®) Equipment ID () Mission Correlation Code ]

Limit By
Work Center |'3'E|~i?l'- | | 1

' .Haintenﬂnce Actions Review Inquiry (100-QDR)
7 8

| Type Transaction [Upda:e JDOD DDR as Reviewead V: Event ID* | L2023A0L7T WCE" | 001 COR* EC'N.

Xmit
Th-a SR - \_‘_I:Pl_ = T II..I"I_ J

[ sort By ESR Number
[ ] Check For Additional AEF Dptions rl |

MXmit

This screen is used to get an OIL report. This report shows all open maintenance
documentation that has been accomplished for the week. The MOC personnel
should be reviewing this report with the Work Center Manager to verify the
information and check for errors.

e Work Center ID: Work Center mnemonic (example: OSAM)
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MAINTENANCE DOCUMENTATION

996 — OPENING RED AND AMBER JOBS

This screen is used to open RED and AMBER jobs
e 1. This can be found on the EIL snapshot or use the check box

C-FE Status Load and Maintenance Scheduling (996 -C0OX)

1. Equipmendt ID | RERZ 7 "-" Mission Correlation Code I— -_ml 6.

2. Status Nurmber Im Sequense [—ﬂ 7.

3. Start Date/Tume* [12203 [d800 | [] | Stop Date/Time | | [l | 8.
4. Downime Code* |U ~ WilC m L 9.

STICETRS  Date/Time [_Lﬂll"_'l | LE30 [1 | 5. Capability CDdE*l Red il 10.
Status Comments/Discrepancy Missions Impa cted
| 12105/ 08450/,CC ©TSAF5 11, Capability Code Missiom Correlation € ode

| 4

el
177

For Informnatien On Processimeg The Below Flaintenance Scheduling Informeaiion Section

t

Maintenance Scheduling Information

12. Date/Time |1E103 I-:I-E-DEI I[1 Job Duration | 0Lo0 . 15.

_1 108 Fal It Mgy

Perfonmimng Work Center |Jossm Ao 13, Pricrity |01 -4 16.

Symbol Red  ~| 14. When Discovered | 17.

Mlotifiy
. [ Performing Work Centber 1 Crmiginating Wiorll Certer [ Cortrol limg Agency

_1 Pass To Satus Upzate &nd Close

ik

2. ex. 181032001

e First 5 digits are the Julian Date. The last 4 digits are assigned by the database
managers

e 3. Use the Date/Time the equipment was called out

e 4. Initial Downtime code of “U” for Unknown will be entered until such time
as maintenance can determine the exact problem.
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e 5. Estimated Time in Compliance, make it Friday @1630

e 6.Do notuse

7. Is used to upgrade or downgrade status (Red-Amber or Amber-Red) or to
allow more than 26 delays or comments.

e 8. Do not use
e 9. AA000, this is for the whole equipment, however this will change later

e 10. Red for complete equipment outage, Amber for degraded equipment
performance.

e 11. Make Comments in ESR.
e Example
e Julian Date/Time/Equipment Name & Discrepancy
e Add what the discrepancy is BEFORE it is troubleshot
e 18103/0800/CC2 OTS

e CC2is OTS (We don’t know if it’s the TED, PIP or Op card yet,
so none of that should be in the narrative)

e 12. The date you open the job plus 10 minutes more than the current time
e 13. Input the Work Center mnemonic

e 14. Amber or Red, same as block 10.

e 15.0100

e 16.01 for Red, 02 for Amber

e 17.Cifit Caused downtime, D if it Did not cause downtime
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997 — JOB UPDATES, MAINTENANCE SIDE

This screen is used to document maintenance, whereas the delay side of the screen
is to document why maintenance is not actively being accomplished

e 1. This can be pulled from a 122 snapshot, from the 230 or 383 screen.

e 122 screen - You must click on the checkbox next to the Event ID

“Include Equipment Status Report (Comm-Electronics (C-E) Only)”

Status Update and Close (997-EUC) *Required Fields
Change V|
Status Number* | 173002000 ﬂ 1 Equipment D [REA27 7
Status Sequence _ﬂ 2 Mission Correlation Code _ 8
Delay Sequence _ﬂ 3 Delay Code [ ﬂ 9
Start Date/Time | 17300 m 1|4  StopDate/Time [ [_ M 10
DownTime |F 45 wuc [ao0] (4] 11
Capability Code [Amber|v| 6 ETIC/ETRO Date / Time [ n]12
Del SEQ 13 Display Comments Starting At |Last V| Capability Code MCC
] N 17300/1030-1045/CC2 POSITION INOP v [ ﬂ
O n M [
O B v [
O n M [
O n v| [
O N v [

Xmit

[ ]
[\

. Is used:

383 screen shows all open ESR Jobs

If you have opened a job sequential
To upgrade/downgrade status (Red-Amber or Amber-Red)

To allow more than 26 delays or comments
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3. This will be left blank
4. This will be auto filled from the opening of the job

5-9. Auto filled or not used, but should always be updated to current status if
needed.

10. Only use on the final entry of the job. All delays need to be closed to close
the job.

11. Use the most appropriate WUC, not AA00O

12. Set for the following Friday @1630. If awaiting parts, type PARTS in the
Date section and leave the time block blank.

13. Julian Date/actions taken

Transmit when complete, make sure the selection box at the top says
“Change”
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997 — JOB UPDATES, DELAY SIDE

Delays are utilized for when maintenance is not actively being accomplished i.e.,
awaiting parts, awaiting downtime, awaiting research.

e 1. This will be auto filled
e 2. Only used if you have opened a job sequential

e 3. This is for which delay you are on

Status Update and Close (997-EUC) *Required Fields

Status Number* [173002000] || 1 Equipment ID [RER2T 7

Status Sequence | V] 2 Mission Correlation Code [ | 8

Delay Sequence [4 |v| 3 Delay Code [N] | 9

Start Date/Time [ 17320 [0800 (1 [4  StopDaterTime| [ 11| 10
DownTime £+ | 5 wuc [aaaoo | 11

Capability Code [ [V] ETIC/ETRO Date/Tme [ [ 10|12

=

Del SEQ Display Comments Starting At |Last ﬂ Capability Code cC

|PART BACK ORDERED. //JAH 13

14

g o o o o s
Jdididid
]

[ I I I

|
|
|
I
|

Xmit

4. Start Date/description of why work is being delayed
e This will coincide with when maintenance has stopped

5-8. Auto filled or not used

9. Use Check box to utilize the most appropriate code

10. Stop Date/Time of the delay closing
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e This will coincide with when the reason for the delay has stopped and
maintenance is beginning i.e., part received/performing Remove and

Replace (R&R)
e 11. Input the most appropriate Work Unit Code (WUC) available
e 12. Leave blank
e 13. Julian Date/Reason for Delay//
o 18245/Awaiting parts//
e 14, Julian Date/Reason delay is being closed//

e 18245/MIP (Maintenance in Progress)//

EQUIPMENT/PMI MANAGEMENT

800 - ADDING/MODIFYING EQUIPMENT

|C—E Equipment Update (TMS Or WUC) (300-CEL)

*Required Felds

Une [
3 4

2
Changeﬂ 1 Equipment ID* |RR12'? “ | SRD |KLA < | Equipment Designator |FSC127 R * | Serial Mumber |3455ACC00000027  ~

GEOLOC Owning Work Center Requiring Command Prime Remote Secondary Remote
5 FENV o 6 oszM |+ (L] am i 1c o 8 |::J0 [ pelete
Gain/Lose and/or Active/Inactive

Date/Time [ 03062 [0700 11 |9

®) Initial Gain Or Regain O Loss

® active O Inactive  Date/Time | 23062 | 0700 [1 || 10
Supply Factor Program Element Code Report Level
11 | v 12 | 13 [ - Local & REMIS Inventory/Status ~

Command Option

Local Option

[+ Maintenance Data Collection Reportable

[ Delete

[] petete

[ 14 AHE|Yes |¥|

15 Manufacturer Name |DEHR0 LABE. INC

16 Acceptance Date | 03062 [1 |

Overhaul Date Location Descriptive Moun This Eguipment Supperts the following Missicns
[ 1 | [zowER eTH [eTvs A [— [— [ [ ] [— 2|
17 18 Effective On Date/Time |

[ Go To €-E Mission Correlation [ Load Location

Xmit

This screen is the first step in adding a piece of equipment to your work center.
This screen is also used to modify the information you find on your EIL.

NOTE:

Information to obtain before starting this screen.
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e Prime Remote: This code is work center dependent. Go to !work center
ID, ('OSAM). On the top right of the screen you’ll see Remote ID. This is
the code that goes here. It will be the same for ALL equipment

e Manufacturer/Serial Number
e Descriptive information i.e., radio frequency

1. Use pre-existing Equip ID or create ID for new equipment. If creating new
equipment, click on check box and go down the list from there. The last 3 of
the ID will be the last 3 of the serial number.

2. Standard Reporting Designator (SRDs) are pre-existing codes. Click on
check box and find equipment.

. This will also be pre-existing, click on check box and find equipment.
. This will be the serial number of the equipment being added or modified.

. Geological code of where the asset is. FBNV=Davis-Monthan AFB.

3

4

5

6. Work Center mnemonic

7. Command Code 1C=ACC

8. Davis-Monthan Prime Remote ID: GTR

9. The Date/Time the equipment will be gained to the account

10. The Date/Time the equipment will be active to the account. Blocks 9 and
10 are typically the same.

11-12. Not used

13. Y — Local & Reliability and Maintainability Information System
(REMIS) Inventory/Status

14. This will create Automated History, so yes for this always
15. Manufacturer Name
16. Same as block 9

17. The physical location of the asset. If location is not available click the load
location box.

18. Description, for radio you can put frequency, for antennas you can put
which tower/antenna number it is.
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772 — PMI RUN

This screen will normally be used by Deployable units to help track PMIs within
the few months of deploying equipment or until processes and accessibility are
established to perform job inputs in IMDS.

e 1. Under the Report section, Select Inspection Schedule
e 2. Under the Level section:

e 2.1. Select Work Center

e 2.2. Enter Work Center ID
e 3. Enter the Start date you would like to start the report
e 4. Enter how many days you would like this report for

e 5. Select Performing Work Center

Preventive Maintenance Inspection Report (772-PMI) *Required Fields Unit [G—
Report Level Date Range

() master ID List ) Unit Start Date |‘.I. 9108& [1 Number Of Days E‘

® inspection Schedule 1 O Organization 3 4

® Work Center 2.1

O Location
O Equipment 2.2
Work Center* |R-r‘*'~’-'3 N
Sort By Additional Options Limit To
) Owning Work Center ["] Include Age Equipment [JRed [] Amber [] ESR
®) Performing Work Center || v/] Print All inspections 6
O Due Date 2 (] Double Space Report
[] Display WCE
(] Check For Additional AEF Options ?

Additional Equipment ID's

IF[[[II.I[.[}

Xmit |7
e 6. Select Print All Inspections
e 7.Click XMIT

e 8. If a message does not pop up at the bottom, select messages at the top and
continue through the prompts in order to print out the PMI Run.
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PMI CREATION PROCEDURES
e Load a PMI and assign a JST.
e [Load the JST created to a Work Center.

e Load the JST to and Equipment ID and assign a sequence number.

e Check the Master ID List to ensure PMI is loaded correctly.

466 — ADDING/MODIFYING PMI/JST

| Update Basic Job Flow Data (466-JFP)

Inguiry ﬂ

Eguipment Designator

Block Mumbers

1 |rmoo1s = ﬂ

T A O

JST Type Local JST Number Master JST Mumber Job Marrative
2 3 il 5 |335 DAY FUNCTICNAL TESTS/CRLIBRATICHS
|T .0. 31M1-ZFMQ19-&WC-1 CARDS 3-038 TC 4-009
Inspection L goo3e ~ v
I - v | — J [aFuoce 300-11
6 7 8
WUC/LCN Freguency Type Interval Maticnal Stock Mumber | Catalog Mumber | Permit Shop Matrix
03336 ] | 336 |D.[:.ays V] [ O
Tracked By Phase Inspection Type Auto Processing Max Fix Phase Work Order Counter
) Date Of Manufacture O Date OF Installation ®none 9 10 E 11 12 | 3
MDS Usage Update Reference
13 lJFP is to be used anly for input equipment ﬂ 14 ) From Completion Date/Time ) From Due Date/Time ) None

Xmit

This screen is used to create JST’s. JST’s are useful because they standardize
PMIs, meaning a 336-day on a GRT-21 has the same JST throughout all like
items, meaning the JST will not be the same for a GRT-22 336-day PMI.

e 1. This will be pre-existing, click on check box and find equipment.

2. For RAWS it will always be Inspection

3. This will be generated after you press transmit when creating a JST. If

modifying a JST, you will find this number on the Master PMI Listing

4. Not used

(i.e. AFI’s, T.O0.’s, AFMQCC’s, AFMSI’s)

7 day: 03107

5. Type the PMI Narrative to include all references and forms that are utilized.

6. Click on checkmark and work your way through the listing...for example,
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e 28 days: 03128
56 day: 03156

168 day: 03268
336 day: 03336

NOTE:

Refer to -06 manuals, IMDS WUC listing, or T.O.
00-20-2 Appendix I for listing and definitions of
support general codes.

e 7. This will be the frequency of the PMI

e 8. This will be days because our PMIs are tracked by days

e O. Always none

e 10. Always A. This will set the 6 position of the JCN.

e 11. Auto-Processing always checked

o 12.3

e 13. Always JFP is to be used only for input equipment

e 14. From Completion Date/Time: Always used for equipment items

From Due Date/Time: For PMIs that need to occur on specific days of
the year, month... (i.e. Monthly Fire Extinguisher Checks).
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467 — CREATING JSTs/PMIs

This screen is used to assign the JST you created to a Work Center and to
populate the information that will show up on the 122 snapshot. After completing
this screen go to screen 372 to load the JST to an Equipment ID and process an
accomplishment date.

Update Shop Job Flow Data (467-JFF)

Equipment Cannot Be Loaded To The Job Standard Until The Shop Load |s Complete

Type Transaction m 1 J5T Number® Iﬁ o
Sequence Mumber 1 2 stop Sequence NumberE g
Performing Werk Center GOSAM ﬂ 3
Start Index Hours Minutes 4]
Duration Hours | 1 Minutes 5
WUC/LCN |03336 L] 781 Entry

Symbol N ﬂ 7 Crew SiIEIE 10

11 Shop Narrative
336 DAY FUNCTICHNAL TESTS/CALIBERATICHS

T.0. 31IM1-2FMQ159-eWC-1 CRARDS 3-0328 TO 4-005

Next Option ﬂ

Xmit

e 1. Load for new PMI
o 2. Always |
e 3. Work Center Numeric

e 4. Notused
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5. Input how long the PMI should usually take

6. Will be the same WUC from 466 block 6.

7 day: 03107

28 days: 03128

56 day: 03156

168 day: 03268

336 day: 03336

7. Symbol of the PMI

R- If it takes the ENTIRE equipment out of service (Not Mission Capable)

A- If it brings a PORTION of the Equipment out of service (Partial
Mission Capable)

8. Generated from the 466 screen

e Can be found on the Master PMI Listing

9. Not used

10. How many people it takes to accomplish the PMI, Always at least 2

11. Use the same information from 466 block 5.
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372 - SCHEDULING PMIs

This screen is used to assign the JST created to an Equipment ID and schedule
PMIs to a future date. You want to get all PMIs due on the equipment to populate
on the same day as the 336 day PMI.

e 1. Change to what you are intending to do.
e 2. Input Equipment ID

e 3. Input JST for the PMI you are needing to accomplish. Click the JST button
for available JST’s

Update Inspections/Time Changes (except Engines and Engine Parts) (372-15P)

Type Transaction |Inguiry ﬂ 1

Equipment |D |RER27|| o | 2 F‘artNumber[

Serial Mumber | . .

Lot Number[

J5Ts For Equipment

JST Number® IDDE'_E- 3

Due Date |182 B2 [] 4 or Due At | {Cydles, Hours, Starts, Landings Or Rounds)
Symbaol r v | 5

For Inspections Only
Type Inspecticn |'E—E Equipment Only ﬂ 6
Position I—
ESR Reportable Yes v| [

Inspection Mumber |

Xt

e 4. Input due date for that individual PMI

e 5. Not Used

e 6. Always C-E Equipment Only

e 7.Red and Amber PMIs are a Yes, Green PMIs are blank.
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TCTO PROCEDURES

419 — ADDING TCTO BY EQUIPMENT DESIGNATOR
This screen is your first step in loading a TCTO into IMDS

1. Found at the top right of the first page of the TCTO

2. This is the TO number for the TCTO

3. Input the name of the TCTO

4. Always End Item TMS

5. This is a pre-existing code, use the check box and find the equipment.

6. 1C03 =355 OSS

‘ TCTO Record Update by Equipment Designator (419-TCD) *Required Flelds Unit [6’
Change ﬂ
1 2 3
TCTO Data Code* TCTO Identification Mumber* TCTO Marrative®
|31-:I 1837 | ﬂ I31}{l—2 FMQD15-524 II'IERHZI-II-'.L DATA ACQUISITION UNIT RECONFICUFRATION FOR THE AN/FM
4 5 5
Equipment Designator Type* Equipment Designator Part Number Qrganization |D Branch Mnemonic
|End ltem TMs [v|  |[FM0015 = A [1cos I | | ]
6 7
Owning Wing* WUC/LCN System j DD Auto Process
0355 EIE o
8 9
TCTO Type* Level OF Accomplishment
[Routine Action or Record Type ﬂ [Field ﬂ
10
TCTO Requires Time Change Safety ‘Weight and Balance Affected
kits [ parts M Tools L O O
11 12 13 14 15
Publication Date* Date Received® Rescission Date® Ground Remowval Date® Time to Accomplish®
ECIN N [t7ose | 00 | [teose] o | [rrate ] [ | 030 s

7. First 2 digits of the WUC, usually AA

8. Use appropriate code, will be found in the TCTO

9. If we are accomplishing the TCTO it will be Field

10. Click what applies

11. Found at top right of TCTO

12. The date you received the TCTO

13. Found at top right of TCTO

14. Add time to accomplish to date received and convert to Julian date

15. Found in main body of TCTO
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420 — ADDING TCTO BY SHOP DATA
This screen is utilized after the completion of the 419 screen
e 1. Found at the top right of the TCTO
e 2.R Type for normal ATCALS equipment

e Radios
e ETVS
e FMQ

TCTO Record Update by Shop Data (420-TCD)

*Requir:

||ﬂq'-lirEﬂ 1 TCTO Data Code* |3101837 ﬂ

Eguipment Designator Type* Equipment Designator® Branch Mmemonic Job Start Seguence Number

2 v 3 | | |4 A | 5  [ooo]

TCTO Information

startIndex [ | [ 6
TaskDuration | [ 7
Performing Work Center || || 7 | 8
crewsize [ V] 9

1[] [ This Work Center Will Accom plish The ‘intent” OF The TCTO {How Mal 801)
[ This Is an Assisting Work Center In The Accomplishment Of This TCTO [(How Mal 802)

11 Marrative |

[] Egress Item j

[] Check To Go To Screen 421 For Equipment 1D/ PMSN Loads 2

Xmit
e STARS
e 2.C Type for
e Radios

e Antennas
e FDIO
e 3. Pre-existing code, click on check box and find equipment

e 4. Notused
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5.001

6. Not Used
7. Found in main body of TCTO
8. Work Center Number: Block 8a: G; Block 8b: Work Center mnemonic
9. Found in main body of TCTO

1
1

0. Choose one

1. Title of TCTO

421 - ADDING TCTO TO EQUIPMENT IDs

| TCTO Record Update by Equipment Identifier (421-TCD) *Required Fields Unit [
Load |v¥] 1 TCTO Data Code* o
Eguipment Designator Type* Equipment Designator® Eguipment ID Lozd All Branch Mnemonic

2 v

3| o

a [

50

6 i

TCTO Status Status Date

Accomplished by

Actual Manhours

Group D

Pass / Fail

Accomplishing SRAMN

7[ 4] |8 O

9 vl

10 [

1

11 [

[

Additional Equipment IDs to be Loaded

[

I l

|
I
I

— — — —

O order it

[ Check To Go To Screen 419 To Load TCTO To Equipment Designator Or Part Mumber

Xmit

This screen is used to input the TCTO to all affected Equipment IDs

1
2

[\

. Found on top right of TCTO

. R Type for normal ATCALS equipment

Radios
ETVS
FMQ
STARS

. C Type for
Radios

Antennas
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e FDIO
3. Pre-existing code, click on check box and find equipment

4. Put the equipment ID the TCTO is to be accomplished on, if this TCTO is
for multiple Equipment ID i.e., radios, use the bottom of the screen.

5. add check mark on the box If multiple Equipment is affected by this TCTO,
checkmark “Load All”
NOTE: The "ALL" option may time out on large databases. Use during
non-peak hours.

6. Not Used

7. Usually 17, click check box for list of available codes, use the most
applicable code.

8. The date the entry is being made.
9-12. Not used
13. All other Equipment ID that the TCTO is applicable to.

525 — PRINTED REPORT

TCTO Data Code Inquiry (525-TCI)

1 TCTO Data Code

TCTO Status Codes

~ | Equipment ID |

[ [_ A Part Mumber

Branch Mnemonic | ) Serial Mumber | o

Select Type Inquiry

Lot Mumber I

(] show TCTO's For Indentured Items

[ Select Output Criterial
O Open
) Completed

P
L
N,

Xmit

Select Output Type |Enhanced Print ﬂ

This screen will process a report that needs to be stapled to the TCTO

1. Found on top right of TCTO
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089 — TCTO SCHEDULING

This screen is used to create manual JCNs, this will create a job on the 380.

1. Input JCN, use Julian date and 5000 code
2. Found on top right of the TCTO

3. Equip ID that the job is being loaded to.

4. Today’s date and 10 minutes in the future

5. Q for special inspect
6. G, A, R, based on the TCTO data

&. not used

9. check performing work center

10-11. Not used

e 7.03
‘TCTO Scheduling (All Types of Equipment) (089-Z5T) *Reguired Fields Unit |C_
Manual JCN TCTO Data Code™® Eguipment ID Part Number Serial Number Lot Mumber
[ 1 TETOE For Equipment l_z J | 3 ﬂ | | ﬂ
Start Date/Time* When Discovered Symbol Priority Defer Code Job Following
4 | | 5 [H] o (7170 [8[ T O
9 Notify
(| Performing Work Center (| Originating Work Center
Next Opticn | ﬂ 10
Remaval PWC J Remaoval WUC/LCN I J
11 Shop Work Center Change
0Old 7 New Old 7 New Old / New
WICE 001 WCE 002 WCE 0032
| (BN | N 0 O .
WCE 004 WCE 005 WICE 006
E | O O = .
Xmit
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PERSONNEL MANAGEMENT

589 — WORK CENTER ROSTER INQUIRY

Work Center Roster Inquiry (589-WRC)

User ID Roster V}

Display Options

Work Center Mnemonic IRAWS A
Air Force Specialty Code (AFSC) | | V |EJ Primary

] Duty
Input Civilian Series I |

Unit Manning Document Number |

L Xmit
e 1. Select User ID Roster:
e This will return all Employee numbers and User IDs for the work center
e 2. Enter Work Center
e 3. Click Xmit
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340 - LOAD PERSONNEL

lMaintenanee Personnel Information (340-MPR) *Required Fields Unit [s_l
ILoad w1
Employee Number* User ID Name* 2 Grade* 3 Service Comg 4 Labor Code"S | Security Clearance
| | ! ] fpoE, gomn [E il IActive Military  |V| [m' ll [,_ ll
7 Email Address
|JOHN. DOE@US.AF.MIL [Note: Do NOT lcad invalid email addresses. The email address will be used by the next
location to help locate the individual's information to facilitate gaining them.
Work Work Hours Duty Air Force Specialty Code Primary Air Force Specialty Code |
Center Remaining In Month Prefix DAFSC Suffix Prefix PAFSC
|;m;s ﬂs Iﬁ L[Q ]_ [icess Lllo [_ |_ [1cess iln H_
Optional Information
Control Air Force Specialty Code Supervi umMD Personnel Birth F22
Prefix CAFSC Suffix ployes Number Numb Accounting Symbol Month IMIS
[ ] [rcsss] Jljiz | [ [12335713 | [ i [o3v]14 | v
Gain/Loss Work Center PRP Evaluation TDY Return Authorized
Date Assignment Date | Shift | Crew Status Date Date Cross-Workcenter JOD
[ 0 12335 [0 15| [ [ o [Neml | SHimsi §N M
MSEP/CSEP/NOSEP Date MSEP/CSEP/NOSEP Exemption
[ I M
16
Select Return Menu Xmit | [] Check To Bypass Screen Input

) Maintenance Personnel Utilities

O Training Course Utilities
O OIT Training Utilities
O Job Qualification Standard Utilities

&)

None

This screen will assign member an Employee number and possibly a USER ID.
Only to be used if Database Manager (DBM) allows.

1. Select Load

2-4 Self Explanatory

5. Labor Code 100

6. Security Clearance

e 3 =Top Secret

e 4= Secret

7. Email Address, (af.mil address)
8-12. Self-Explanatory

13. Supervisor’s IMDS Employee Number
14-15: Self-Explanatory

16. Click Xmit
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405 — LOSE PERSONNEL TO OUTSIDE

Personnel Information (405-PTX)

*Required Fields Unit IG_ ‘
Loss To OQutside

* CAUTION *

The “Lose / Delete Personnel” processes IMMEDIATELY removes the individual's MPR-251, MPRT-255, ITA-256, OJTH-020, 0JT-253, OJTC-254 records from the ELC

and saves them in a relational table awaiting a "Gain Personnel” action at their next location or an automatic archive action if they are not gained within 6 months
of being placed in loss / deleted status.

Employee Number® | 12345

Primary Hours Remaining® | 002

Secondary Hours Remaining D

Xmit

This screen will allow you to Lose Personnel from your IMDS Work Center

Roster and allow other IMDS Work Centers to gain that person. Only to be used if
DBM allows.

e Enter IMDS Employee number of member leaving work center.

e Primary Hours Remaining will be the hours remaining in the month.
Click Xmit

406 — GAIN PERSONNEL FROM OUTSIDE

Personnel Information (406-PTX) Unit |c;_]
Gain From Outside ELC

* CAUTION *

The *Recall/Gain" processes IMMEDIATELY and retrieves the individual's MPR-251, MPRT-255, ITA-256, OJTH-020, 0JT-253, OJTC-254 records from a relational

database that they were saved to upon processing of a “Loss/Delete” transaction. If the Loss/Delete was processed in excess of 6 months prior to current date, they
have been permanently deleted. If not, they can be recalled/gained.

Employee The ELC Lookup Will Return All Individuals Available To Be Gained
Number DL e D ﬁ And Last Assigned To The ELC Input.

e [W = [ @ The User ID Lookup Will Return All Individuals Available To Be

Gained With A User Id Like The One Input.

| v

The Email Address Entered Must Exactly Match That Previously Loaded In IMDS. The Email Lookup Will Return The Information Required To Gain The Individual To Your
Location If They Are Available To Be Gained.

Name |dce john 2 y i @ The Name Lookup Will Return All Individuals Available To Be Gained

Where The Name Loaded In IMDS Is Like The Name Input.

OR Emaill
Addresss &

=

3
Gaining Work Center |Ga.=m5 New Labor Code | 100 |4

Primary Hours | 180 5

Secondary Hours D

Xmit 6

This screen will allow you to Gain Personnel into your IMDS Work Center Roster
that already have an account, from a previous base, and were placed in loss status
from their previous base. Only to be used if DBM allows.
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1. You can utilized either:

e Employee number

e Old Enterprise Location Code (ELC)
e UserID
e Email Address
2. Type in Name of Individual
3. Type in Work Center you wish to assign the person to
4. New Labor code will be 100
5. Primary Hours will be the hours remaining in the current month assigned
6. Click Xmit
EQ-ID ----DESCRIPTIVE NOUN----- OWN- -WUC- -J3T- --—-—-—-—————————- JOB STANDARD NARRATIVE--———-————————-— Y 5 N
—-LOCATION- —WC- WCE M R FREQ T
EQUIP DESIG: AS1181UR
Cl078 TUHF GRC ANTENNA 0SAM 03336 00045 ANTENNZ CORROSION CONTROL INSPECTICN, R ¥ 336 D
TWR VSWR CHECK.
EQUIP DESIG: AT1%7GR
C010& UHF GRC ANTENNA OSAM 03336 00061 ANTENNA CORROSION CONTRCL INSPECTICN, R ¥ 336 D
TWR VSWR CHECK.
EQUIP DESIG: FMQOLS R 2 3 4
RF0€6 AUTOMATIC MET SYSTEM OsAM 03107 00001 7 DAY CEILOMETER AND VISIBILITY LENS CLEANINGS G N 7D
1 DMAFE T.O0. 31IMI-2FMQ15-1 PARA 7-9.1 AND 7-9.6
OsAM 03128 00129 28 DAY SERVICING AND LUBRICATION A Y 28 D
T.O0. 31MI-2FMQ19-6WC-1 1-002 TO 1-004
OsSEM 03336 00158 ANNUAL RECORDS REVIEW G N 336 D
AFT 13-204V4 CH 15
OsSAM 03156 00003 56 DAY SERVICING AND LUBRICATION A Y 56 D
T.O0. 31IMI-2FMQ1S-6WC-1 PAGES 1-002 TO 1-005
OsS&M 03184 (00004 84 DAY SERVICING AND LUBRICATION/CORROSION CONTROL R Y 84 D
T.0. 31IMI-2FMQ1S-6WC-1 CARDS 1-006 TO 2-001
OsSEM 03268 00030 168 DAY FUNCTIONAL TESTS R Y 168 D
T.O0. 31IMI-2FMQ1%-6WC-1 CARDS 3-001 TO 3-037
OSEM 03336 00036 336 DAY FUNCTIONAL TESTS/CALIBRATIONS A Y 336 D
T.0. 31IMI-2FMQ19-6WC-1 CARDS 3-038 TO 4-008
Note:

If rejected, check with the previous work center to
ensure they placed the individual in Loss Status.

ANNUAL ITEMS

772 — PRINTED REPORT

-DUE--~
-DATE-~-

20DECL7

Z20DEC17

30MARLS

30MARLS

30MRR1B

27RFPR1S

Z5MRY18

172UG18

01FEB19

This screen is extremely important for the management of your PMIs. Annually
you will review this document to verify several factors. The most important thing
to verify is that all PMIs are showing a future date, or, if there is a date in the past,
there is an open PMI on the 380. If the date is in the past and there isn’t an open
PMI, it means there is more than likely an open suspense and the PMI will never

schedule through a 376 push. You should review this with the EIL report and
verify all the equipment on the EIL has PMIs loaded to it on the Master PMI
Listing.

1. Equipment ID
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2. JST. These numbers represent what the PMI is

e The 00129 JST for the GOSAM work center means that it is a 28 day
inspection on the FMQ-19. Whereas the 00045 JST is an Antenna check
on a UHF antenna. All UHF antennas have the same JST loaded to it. If
there is equipment without a JST loaded it, which means that screen 372
was not utilized.

3. Make sure all required PMIs are loaded to the equipment. If not, you will
either have to create the PMIs using the 466/467 screens or load pre-existing
JSTs using the 372 screen.

4. Green PMIs = NO, Amber and Red PMIs = Yes
e [If there is an issue, update ESR reportable block on 372.
5. All dates should line up to fall on the 336 day PMI. This example is not

correct

e 17 Aug 18 to 1 Feb 19 is 197 days. These PMIs will need to be
rescheduled using the 372 screen

228 - EQUIPMENT INVENTORY LISTING

This is a listing that shows all the equipment on your account. All of this content
comes from the 800 screen. This listing should be verified annually by a 100%
hands on inventory to validate all equipment is still in place and active.

1. Shows the Equip Designator
2. Shows the Nomenclature

3. Shows the Equip ID

4. Shows the Prime Remote ID

5. Shows the Gain/Loss and the Active/Inactive dates and Times
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499 - MANUALLY LOAD PART INFORMATION TO JDD

[ ILS-S (Supply) Data Update/inquiry (499-SRM)

|Load :VI 1 Document Number* |~1'3|-333!33-1345'-"}'E Deployed Codel

Reference Data

User ID Of Required Delivery
Order |nsnam1 2 Date
Backorder |

EventID [12345€725 3 Mark For [00RB123aBCaR0D | 4
WCE 5 Stock Number [12345€7851011 | 6
Equipment ID [ﬁ ﬂ 7 Nomenclature iFaﬂ:— g
wucaen [aaazo 4|9
Work Center [BRAWS Ll 10 sro [asc 11

12 Technical Order 13 14
Commercial Manual |T-°- Figure |1 hdex[l

Status Data
15 Quantity 16
Ordered 1 Issued | Killed Due-Out | 1

UnitOf Issue [Ea] 9|17
Owning Command Iﬁ L 18
Priority IE 19 Urgency Justification Code ’E ﬂ 20
Remote ID IE 21 Due-in Document Number m 22

Delivery
Location | Destination 212 23 Estimated Delivery Date [1212 |24
Codes
TEXCode | ¥ | [J tssue Exception Code 5

Demand Code |Recumng V| 28] Back Order Asset micap

ERRCD I)& - Repairable Condemned Depot Leveiz 26

Project Code | O 22118 Condition Code |
Advice Code | ¥ | Force Activity Designator Code |
- -
Action Number | ActionType |
Issue
lssuel:htel Il | Issue Time |
Status
Depot Status | Status Indicator |

Next Option [Refresh Current Screen El

Xmit |27

This screen is to manually load Part information into JDD if parts are ordered
through supply VIA 2005.
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A W N =

. Select Load

. Type in USER ID

. Type JCN of job part will be loaded to.

. Type in Mark For IAW AFH23-123V2 Part 1 Table 5.14.

TRIC: ISU

Type Of Issue Request: Maintenance Issue (type organization codes V, G,
I,7,8,0r9), all MICAP except CE (type organization A or B), and AWP
with TEX E

See Note e. for first 7 position of Mark For. If not general or
administrative supplies.

. Enter WCE part will be ordered under

. NSN of part number being ordered

. Part Nomenclature

5
6
7. Equipment 1D
8
9

. WUC of Part being ordered

10.
11.

12-

15.
16.
17.
18.
19.
o

o

20.

Work Center

SRD for equipment end item

14. Technical Order: Reference where part information is found
Quantity of part ordered

Quantity of parts Due-out

Unit of Issue (EA, FT, BX etc.)

Owning Command (0D-USAFE, 1C-ACC, 0J-AETC etc.)
Priority: IAW AFH 123V2 Part 1 Table 2.35.

00 — Initial MICAP recurring due-out

01 — Any reportable MICAP recurring due-out.

02 - A(X)UIC

03 -B(X) UJC

04 -C(X)UuJC

Urgency Justification Code: IAW AFH-123V2 Part 1 Table 5.9
Navigational Aids Equipment

e 1D - MICAP (Equipment out of commission

e JD - MICAP (Equipment operating in a limited or restricted capacity)
e AD-REDJob

e BD - Amber Job

e CD - Green Job
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e Communication/Meteorological Equipment
e 1E - MICAP (Equipment out of commission
e JE - MICAP (Equipment operating in a limited or restricted capacity)
e AE —RedJob
e AD — Amber Job
e CD - Green Job
e Radar Equipment
e 1C - MICAP (Equipment out of commission
e JC - MICAP (Equipment operating in a limited or restricted capacity)
e AC-RedlJob
e AC - Amber Job
e (CC-Green Job

21. Remote ID: If unknown, Go to Screen WKC(XXXXX). i.e.
WKCGRAWS and look for Remote ID at to right.

22. Type in Document number received from supply.
23. Destination Code: Supply can help if unknown
24. Estimated Delivery Date: Enter if known.

25. Select Recurring

26. Select ERRC Code for part ordered.

27. Click Xmit.
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499 - MANNUALLY UPDATE PART INFORMATION TO JDD

|H.S-S (Supply) Data Update/inquiry (499-SRM)

IChange v 1 Document Number* I-’HMH“S"G Deployed Code

Reference Data
User ID Of Required Delivery [—
o Date
rder |USERID1
Backorder |

Event ID |123456789 Mark For [00RB123ABCAROD
wce [o01 Stock Number [1234567851011
Equipment ID |RB123 l Nomenclature Ihrt—
wucaen [pazae | 4]

Work Center [BRaRS ¥ | SRD [aBC
Technical Order
Commercial Manual [T-0- Figure |1 Index |1
Status Data

2 Quantity 3
Ordered T issved | 1 kimed [ | owoutl_l]l

UnitOf Issue [Ea" '3

Owning Command (0D ¥ |

Priority ]H Urgency Justification Code E ~ I
I [J1232B12245€78
Remote ID |REC Due-In Document Number |J123AB512345€7¢
Delivery
Location l Destination 212 Estimated Delivery Date |1211
Codes
TEXCode | ¥ | [ issue Exception Code 5

|Demand Code m [J Back Order Asset MICAP
ERRCD [XD2 - Repairable Condemned Depot Level V]

Project Code | O r-221mis Condition Code |
Advice Code | ¥ | Force Activity Designator Code |
Supply

Action Number | ActionType |

|
- |
|

4
mnm|u:;3 (8] | Issue Time |0730

Depot Status | Status Indicator |

Next Option |Refresh Current Screen V|

Xmit |5

AFQTP 1C8X3-201D, Page 5-33
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When Part is received you must manually update the part information.

Inquire Document number to update via 499 screen

1. Type Transaction: Change

2. Issues: Change this number to how many parts you have received.

3. Due Out: Change this to the number of parts you have or still have Due

Out. Leave blank if all parts received.

4. If all parts are received, enter the date the final part was received.

5. Click Xmit

907 — JDD CORRECTIONS

Job Data Correction will allow you to change all inputs made on a specific
Detailed Data Records (DDR)

T —
JDD Utilities (907-JDM) *Required Fields Unit F
DD € ({Job Data Ci ion)

vent 10° [ © wee[ @ oor[ @ xmit ) Snapshot Reset

On M DD Special Documentation

©On Equipment Maintenance (914) Report Indirect Labor (56)

On Equipment Maintenance (Support General) (922) TMDE Reporting (68)

On Equipment Maintenance (NONID - Transient Equipment) {921) TCTO Reporting (69/70)

On Equipment Maintenance (NONID - Transient - Support General) (325) DIFM Detail Update (480)

On Equipment Maintenance (T81P Documentation For Support General) (327) 10D Menu (51)

Display WCE Narrative

Off Equipment Maintenance Reporting JDD Corrections

Off Equipment Maintenance (MONID - Support General) (920) Job Data Correction (56/129/120/157/1 ;-o

Off Equipment Maintenance (917)
Off Equipment Maintenance (Support General) (923)

Edit Corrective Action (329)
Add/Correct Bit And Piece (928)
Local Option (930)

CPIN Installation (927)

Delete DDR Data (60)

1. Select “Job Data Correction” this will allow you to type in all information
needed at the top of the screen

2. Even ID: enter the JCN
3. WCE: Enter the WCE number for entry needing edits
4. DDR: Enter the DDR number for entry needing edits

5. Xmit.

A screen will pop up (On Equipment Maintenance (129-DDC)) where you can
make the necessary changes.
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fOn Equipment Maintenance (129-DDC)

JCN [170662001001 *Required Fields Unit F‘

Corrections

Start Time® | 1000

Stop Date* | 19113 LI

[ Chack To Bypass Data Edits When Deployed

Stop Time® |1005

Serial Number [—
MDS/C-E I— SRD
w[ e

Type Mai C Position WUC/LEN" Action Taken* | When Disc d* How Malfunction® | Units Produced
QIET] o™ = ETN 2 KX bl =B [2]
Crew Size* Category Of Labor™ Symbol® c i By User 1D~ Owning Ci Tag
{E‘. [1 - Military, Regular Duty Hours V] F _l |L‘BEBID [EI)— I171641
Activity Identifier Repeat Recurr
[ [ [

Discrepancy

Corrective Action

[Removed and replaced part.
i to User. !r”r.sc.-"i|

OP8 Check Compete.

System Returne

Xmit

54 - CANCEL EVENT OR WCE

These procedure are to be used in the case of accidental or incorrect opening of an

Event (JCN) or WCE
1
Event Utilities (54-CME) unit [o ||
Event Maintenance WCE Maintenance

Add Work Center Event (73/84) Details (111)

Details (111) Narrative (139)

Narrative (139) Cancel

Cancel Defer (142)

Defer (142) Schedule/Reschedule

Schedule/Reschedule Change Work Center Event Stop (140)

Re-Open History Event And Add WCE To On/Off Equipment
Cancel All Work Center Events

Work Center Event Maintenance (Cancel)

Event ID I: WCE | [ Notify Performing Work Center

Xmit

1. Select “Cancel” Under Event Maintenance (to delete the Job) or WCE
Maintenance (to delete a WCE) this will allow you to type in all information
needed at the bottom of the screen.

2. Even ID: enter the JCN
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3. WCE: Enter the WCE number for entry needing edits (if Applicable)
4. Xmit.
NOTE:
All DDR's must be deleted or this will not work.

54 — RE-OPEN HISTORY EVENT AND ADD WCE

These procedure are to be used if a new WCE is needed. Example would be if
multiple parts need to be ordered that will require an “R” action taken code and
Not Repairable This Station (NRTS) documentation.

Event Utilities (54-CME) unit [o”
Event Maintenance WCE Maintenance
Add Work Center Event (73/84) Details (111)
Details (111) Narrative (139)
Narrative (139) Cancel
Cancel Defer (142)
Defer (142) Schedule/Reschedule
Schedule/Reschedule Change Work Center Event Stop (140)
Re-Open History Event And Add WCE To On/Off Equipment
Cancel All Work Center Events

Event Maintenance (Re-Open History Event And Add Work Center Event)
Event ID 1 Notify Performing Work Center

Xmit

1. Select “Re-Open History Event And Add WCE To On/Off Equipment”
2. Even ID: enter the JCN
3. Xmit.
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54 - DEFER EVENT AND/OR WCE

If Event (JCN) or WCE was not properly deferred during job data entry, it may be
manually inputted via these procedures.

Event Utilities (54-CME) unit [s ||
Event Maintenance WCE Maintenance
Add Work Center Event (73/84) Details (111)
Details (111) Narrative (139)
Narrative (139) Cancel
Cancel Defer (142)
Defer (142) Schedule/Reschedule
Schedule/Reschedule Change Work Center Event Stop (140)
Re-Open History Event And Add WCE To On/Off Equipment
Cancel All Work Center Events

Work Center Event Maintenance (Defer)
Event ID D WCE ‘ (] Notify Performing Work Center

Xmit

1. Select “Defer” Under Event Maintenance (to defer the Job) or WCE
Maintenance (to defer a WCE) this will allow you to type in all information
needed at the bottom of the screen.

2. Even ID: enter the JCN
3. WCE: Enter the WCE number for entry needing edits (if Applicable)

4. Xmit.
T
| Defer Event/Work Center Event (142-ERS) *Required Fields Unit iﬁ_‘
Event ID |191162001 weel 1
Defer Code [Awe ¥ | Performing Work Center |GAFS1
Equipment ID E*Blﬁﬂ Part Number
Serial Number

Lot Number

Xmit

5. Enter the defer code.
6. Click Xmit.
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146 - MAINTENANCE START/COMPLETION

This procedure is use in the instance that a job will not close due to somebody
selecting “Job Following” at some point. A quick check would be to look at a

snapshot of the job.
MAINTENANCE SNADSHOT INQUIRY 29/APR/19 16:29
TRIC: QMS UNIT: G DMS/RDMS IND: D
EVENT-ID EQUIP-ID TCTO-CODE REP/REC SYM PRI SORTIE-NO CP COMPLETED
171290008 RBG26 G 03 07AUG17
DISCREPANCY: INSPECTION OF ECU INSTALLATION AND WIRING CONFIGURATION
TCTO NBR 1GRN029 GRND DATE= 17151

WCE-SEQ PWC EQUIP-ID WUC/LCN SYM R/I SRD IN-SHP WCE-ACTION
001 GAFS1 RBG26 G BENH NO COMP 07AUG17
NARR: PERFORM INSPECTION BASED ON TO 31K%-2GRN25-539-WA-1

If you see a “Y” under the J/F column, that means that somebody selected the Job
Following box and the below actions need to be taken to remedy the issue.

r
Maintenance Start/Completion (146-MSC) *Required Fields Unit I? ‘
EventID* [123456789 1 WCE joo1 2
Performing Work Center |GRRWS [ 3 Job Start Or Stop Date/Time |12345 0730 [1 |4
Status* [4 - Stop WCE And Close Event E[ 5
Next Option | v
Xmit 6

1. Enter JCN

2. Enter WCE needing closed

3. Enter date and time Job needs to be Closed

4. Status: Select from the drop down. Below are some of the most used:
e 2 - Stop Work Center Event

e 3 —Close Event

4 — Stop WCE And Close Event

4. Click Xmit.

IMDS ACCESS FORM/PROFILES

FILLING OUT DD FORM 2875

Each IMDS local data base manager approves access to IMDS. You must
submit a DD Form 2875 to them for your Airmen's access. Each base may
have different roles set up in the form of "profiles". Below is list of
commonly used profiles. If these do not work for your mission needs, work
with the DBM to create profiles that do. Listing out screen names, TRIC
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codes, and background report needs will help the DBM create profiles that
work for you. Type of request:

e Initial: for first time users. You can create a profile for them in IMDS if
the IMDS DBM allows. See Manning Procedures in this handbook.

e User ID: for personnel who have previously had a user ID. Check the box
and type their previous User ID in the space provided.

Date: Self Explanatory
System Name: IMDS
Location: enter the base you are assigned to
PART I:
1. Name: Self Explanatory
2. Organization: Self Explanatory
3. Office Symbol: Enter your office symbol utilized in IMDS
4-9: Self Explanatory
10. IA Training and Awareness Certification Requirements:

e Check the “I have Completed Annual Information Awareness Training” if
you have completed Cyber Awareness Challenge.

e Enter the date you completed the training.
11. User Signature: Type out Name. Wait to sign until all parts are complete.
12. Date: Self Explanatory

PART II

13. Justification for Access: To document/schedule maintenance and ordering
parts to maintain navigational aids utilized in support of the flying mission for
your location.

14. Type of Access Required: Check Authorized
15. User Requires Access to: Check Unclassified
16. Verification of Need to Know: Check the box
16a. Not Used

17-20b: Fill out your supervisors information

21-25: Filled out by Information Assurance Officer (IAO) if applicable at
your base.

7. 26. Pre filled when Part I, 1 Is filled out.

8. 27. Enter the users IMDS Employee number and profiles needed for access.
PART III

9. 28-32: Filled out by Unit Security Manager.
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PROFILES/PRIVLEGES

Profile listing may change depending on structure/manning of the work center,
but here is a general layout:

PROFILE ID (FOR SRA AND BELOW)
10. JDD BASIC: BASIC JDD PROFILE
11. COMM MAINTENANCE CONTROL: ESR MONITOR

12. COMM PRODUCTION W/C: WORK CENTER PERSONNEL OTHER
THAN NCOIC

13. CAMS/SBSS INTERFACE USER: USED TO ORDER AND MANAGE
THE UPDATE AND RETRIEVAL OF PARTS

PROFILE ID (FOR SSGT TO INCLUDE ABOVE PROFILE ID’S)

14. LOCATIONS: LOAD, CHANGE, INQUIRE, DELETE LOCATION
15.P & STCTO MONITOR: ALL TRIC FOR THE TCTO SUBSYSTEM
16. MOCC:  MAINTENANCE OPERATIONS CONTROL CENTER

17.JDD CANCEL: ALLOWS USER TO CANCEL WORKCENTER
EVENTS

18. JDD-SUPERVISION: JDD PROFILE FOR SUPERVISION
19. JOB SUPPRESSION: ABILITY TO SUPPRESS JOBS

PROFILE ID (FOR TSGT AND ABOVE TO INCLUDE ABOVE PROFILE
ID’S)

20. PERSONNEL: MANAGES PERSONNEL ACTIONS

21. PERSONNEL TRANSFER: DELETES AND TRANSFERS PEOPLE
BETWEEN UNITS

NOTE:

For personnel needing to run reports, you will need
to be granted “background privileges” as well
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SYSTEM AUTHORIZATION ACCESS REQUEST (SAAR)

PRIVACY ACT STATEMENT
AUTHORITY: Executive Order 10450, 9387; and Public Law 89-474, the Computer Fraud and Abuse Act.
PRINCIPAL PURPOSE: To record names, signatures, and other identifiers for the purpose of validating the trustworthiness of individuals requesting
access to Department of Defense (DoD) systems and information. NOTE: Records may be maintaned in both electronic

and/or paper form.
ROUTINE USES: None.
DISCLOSURE: Disclosure of this information s voluntary, however, failure to provide the requested information may mpede, delay or
prevent further processing of this request.
TYPE OF REQUEST ) DATE (YYYYMMDD)
| [mmaL | |moorication [ [oeactivate [X gserip USERID 12345678
SYSTEM NAME (Piatform or Annlications) LOCATION fPhvsical | ncation of Svstam|
Integrated Maintenance Data System (IMDS) BASE
PART | (To be completed by Requestor) _
1. NAME (Last, First. Middie Initial) 2. ORGANIZATION
Self Explanatory Self Explanatory
[ 3. OFFICE SYMBOLIDEPARTMENT 4 PHONF (DSN or Commarciall
Self Explanatory Self Explanatory
5 OFFICIAL F-MAIl ADDRESS 6. JOB TITLE AND GRADE/RANK
Self Explanatory Self Explanatory
7. OFFICIAL MAILING ADDRESS 8. CITZENSHIP 0. DESIGNATION OF PERSON
T X us []en > MILTARY [ CIVILIAN
| ] oTHer [ ] contracToR
10, 1A TRAINING AND AWARENESS CERTIFICATION REQUIREMENTS (Complete as required for user or functional level access.)
X| | have completed Annual Information Awareness Training. DATE (YYYYMMDD) 12345678
11. USER SIGNATURE 12. DATE (YYYYMMDD)
Self Explanatory 12345678

PART Il - ENDORSEMENT OF ACCESS BY INFORMATION OWNER, USER SUPERVISOR OR GOVERNMENT SPONSOR (If individual is &
contractor - provide company name, contract number, and date of contract expiration in Block 16.)
13 JUSTIEICATION EOR ACCESS

To document/schedule mamntenance along wath order parts to maintain navigational aids utihized in support of the flying mussion for Location.

14. TYPE OF ACCESS REQUIRED:

X auTHORIZED || priviLEGED

B O Ss 5| UNCLASSIFIED | | CLASSIFIED (Specify category)

[ ]otHeER

18. VERIFICATION OF NEED TO KNOW 16a. ACCESS EXPIRATION DATE (Contractors must specify Company Name,

Contract Number, Expiration Date. Use Block 27 if needed.)
| certify that this user requires access as requested.

X

17. SUPERVISOR'S NAME (Print Name) 19. DATE (YYYYMMOD)
Self Explanatory 12345678
70 SUPERVISORT NRCANIZATIONTDEDARTIIENT | 005 CLUDCRNCOnT C AA ANDRESS 20b. PHONE NUMBER

Selt. ot 123-4567

_

DD FORM 2875, AUG 2009 PREVIOUS EDITION IS OBSOLETE. . Adote Profeszions 8.0
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|25 NAME (Last, First. Middle Initial)
Self Explanatory

27. OPTIONAL INFORMATION (Add™ona! information)
Enployee #: Enter IMDS Emplovee Number. If this 15 for a new user, you wall first create a profile in IMDS for them. Please see Manning
Procedures m this Handbook.

NOTE *Profiles amangement may differ dependmg on structure of work center.*

Profiles requested to be loaded:

PROFILE ID (For SrA and Below)

-JDDBASIC: BASIC JDD PROFILE

- COMM MAINTENANCE CONTROL: ESR MONITOR

- COMM PRODUCTION W/C: WORK CENTER PERSONNEL OTHER THAN NCOIC

- CAMS/SBSS INTERFACE USER: USED TO ORDER AND MANAGE THE UPDATE AND RETRIEVAL OF PARTS

PROFILE ID (For SSgt to include Above PROFILE ID's)

-LOCATIONS: LOAD, CHANGE, INQUIRE, DELETE LOCATION

-P & S TCTOMONITOR: ALL TRIC FOR THE TCTO SUBSYSTEM
-MOCC: MAINTENANCE OPERATIONS CONTROL CENTER

-JDD CANCEL: ALIOWS USER TO CANCEL WORKCENTER EVENTS
- JDD-SUPERVISION: JDD PROFILE FOR SUPERVISION

- JOB SUPPRESSION: ABILITY TO SUPPRESS JOBS

PROFILE ID (For TSgt and Above to include Above PROFILE ID's)

- PERSONNEL: MANAGES PERSONNEL ACTIONS
- PERSONNEL TRANSFER: DELETES AND TRANSFERS PEOPLE BETWEEN UNITS

PART lll - SECURITY MANAGER VALIDATES THE BACKGROUND INVESTIGATION OR CLEARANCE INFORMATION

28. TYPE OF INVESTIGATION 283. DATE OF INVESTIGATION (YYYYMMODD)
Filled out by Unit Secunty Manager 12345678
Filled out by Unit Security Manager X LEVELI | |LEVELWN [ eveL m
23 VERIFIED BY (Print name) WW‘WN_
Filled out by Unit Security Manager 1234567 | 12345678

PART IV - COMPLETION BY AUTHORIZED STAFF PREPARING ACCOUNT INFORMATION

m

DATE PROCESSED | PROCESSED BY (Print nama and signl [ DATE (YYYYMMDD)
e aas il eall

DATE REVALIDATED | REVALIDATED BY (Prnt name and zion) DATE /YYYVMMDD)
(YYYVLILDD) :

DD FORM 2875 (BACK), AUG 2009



WORK CENTER MANAGER’S HANDBOOK AFQTP 1C8X3-201D, Page 5-43

SUMMARY

This module explained various procedures and what they are used for within
IMDS. It is to be used as a reference to accomplish IMDS procedures. The Work
Center Manager should keep track of their work center’s equipment
documentation at all times.
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MODULE 06

PROJECT AND PROGRAM MANAGEMENT

PREREQUISITE

e Modules 01 through 05

TRAINING REFERENCE(S)

e AFI 13-204V4, Management of Ground Radar and Airfield Systems
e AFI 33-103, Requirements Development and Processing

e Defense Acquisition University (DAU) website

e Project Management Fundamentals, E-Learning CBT

e Project Management Body of Knowledge (PMBOK ® Guide Sixth Edition)

INTRODUCTION

This module is to help guide Work Center Mangers in the project and program
management area. A project refers to a specific, singular endeavor to deliver a
tangible output. A program refers to multiple projects which are managed and
delivered as a single package. As a Work Center Manager, you will potentially
oversee many projects (from coordinating Commander’s calls to acquisition,
siting, and installation of new systems) and project teams for your unit. You
should be familiar with project management fundamentals to enhance the
effectiveness of your projects and keep them on-time, on-budget, and within
scope.

PROGRAM MANAGEMENT

A program has no defined end date, like the safety or training programs. A
program the 1C8X3 career field may encounter is working in or alongside a PMO.
This section will provide you with an overview of the different program
management types and various examples of how you may interact with PMOs.

WORK CENTER PROGRAM MANAGEMENT

PMO

Work Center Managers will manage multiple programs within their work center,
such as training, safety and TMDE programs. These programs ensure the work
center is trained and prepared to accomplish the mission in a safe manner.
References for the different work center programs are in Module 3 of this
AFQTP.

The PMO manages the life cycle of equipment. A 1C8X3 may be assigned to one
of these PMOs. Also, Work Center Managers may also interact with PMOs to
complete projects within their work center.

As an example, let’s say the PMO for a radar system is planning the upgrade and
installation of a remote interface module for a radar system. They have 50 of
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these radars throughout the Air Force inventory and will utilize the civilian
project team to coordinate actions with Work Center Managers at every location.
You, as the Work Center Manager, will directly coordinate resources, logistics,
lifecycle sustainment, limitations and schedules with the PMO (or their project
team). You will also ensure your leadership is engaged and knowledgeable on the
planned installation so they can continue mission execution effectively. In a
sense, you are a leading liaison for the PMO, their project team, and your
leadership.

If you are assigned to a PMO, a good place to look for training is DAU website.
On DAU website, the 1C8X3 personnel can take the ACQ 101: Fundamentals of
Systems Acquisition Management to get a better understanding of the processes
within the PMO. DAU also provides Contracting Officer’s Representative
training. As always, check with your local UTM, Base Contracting Office and
MFM for more training and references.

PROJECT MANAGEMENT

A normal project for the 1C8X3 AFSC is equipment installs. You may be called
on to be a project manager for an equipment modification or install in your local
work center. This section will provide the Work Center Manager with an
overview and references for project management. AFI 13-204V4 discusses
Project Management and should be used by the Work Center Managers when
tasked to be the Project Manager. For additional training see E-Learning website
for the Fundamentals of Project Management training.

A project is defined as a temporary endeavor undertaken to create a unique
product, service, or result and is usually born as a result of:

e Organization Needs (due to high costs, we may choose to combine functions
or outsource — e.g., RMC)

e Customer Requests (New office space)
e Technological Advances (CM300/350 radios, upgrades to existing equipment)

e Legal Requirements (FAA, National Weather Service (NWS) or Host Nation
regulations)

e Ecological Impacts (decrease environmental impacts)

Projects can come from many sources, however, as a RAWS Work Center
Manager, you will participate in projects originating from primarily two sources:

e Downward directed
¢ Bottom up, or work center/customer request

As the Work Center Manager, you are required to assign a project manager to any
project that arises. This section will provide the Work Center Manager with an
overview and references for project management.

PHASES OF PROJECT MANAGEMENT

Project Managers have a unique job of identifying and fitting together all the
pieces of the puzzle in order to ensure effective and efficient implementation. In


https://dau.csod.com/LMS/catalog/Welcome.aspx?tab_page_id=-67&tab_id=-1
https://usafprod.skillport.com/skillportfe/main.action
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order to do this, you must be organized and thorough in your duties. The Project
Management Institute (PMI) has established a five section approach to projects to
help establish effective organization and implementation of projects. These
sections are known as Process Groups and are as follows:

e [Initiate
e Plan
e FExecute

e Monitor & Control
e Close

Process Groups may overlap and iterate within each project and each group
interacts in some way with the other process groups. The following outlines the
basic structure of what happens in each group.

INITIATE

Effectively initiating a project is the most vital part of project management. This
process group establishes everything to occur during the project. It is extremely
important to obtain, define and understand the overall scope of the project. Scope
defines the product, service, or result boundaries and acceptance criteria and
clearly states what a project will deliver when completed. It should be clear and
concise enough to provide the lateral limits of project team interaction and
expectations. This will help prevent scope creep where more and more actions
and responsibilities are added to the project, draining unexpected resources.

If the project was downward directed, the actions normally completed during the
Initiate Process Group are done at a higher headquarters level like a Program
Management Office (PMO).

However, if the project is born from the base level (bottom up), there are many
actions that must take place prior to moving on to the Plan Process Group. The
Initiate Process Group includes collecting information that allows the project to
start. Project Manager involvement at this stage is essential to ensuring the rest of
the project flows smoothly.

When a need is discovered that requires a project to implement solutions, you will
have to determine what the requirements are. It is essential you identify all
requirements at this stage. Identifying requirements can be considered the most
difficult process when initiating a project, as many stakeholders don’t fully know
what they need/want. If pieces are left out, it could put your project over budget,
off-schedule, or potentially kill it all together leaving a lot of wasted time, effort,
and money in its wake. You must determine whether you have in house SMEs
that have the technical knowledge to identify all the requirements necessary or if
you will need to seek outside assistance.

If you need outside assistance to determine the requirements, first identify what
type of agency you will need:

e Communications Lines (copper, fiber, CAT V, etc.)
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For communications projects, fill out a WOMS ticket/ AFTO Form 229
and submit through the local Communications Squadron’s Plans and
Programs Flight.

NOTE:

MPTO 00-33D-2002 should be used as a guide
when filling out the WOMS ticket/AFTO 229.

Any additional questions can be directed to the Communications
Squadron’s Plans & Programs Flight.

e RAWS associated equipment

For RAWS associated equipment projects, contact AFFSA for guidance.

e Other

Examples of “other” projects may be an office move or equipment
relocation.

You may need to fill out an AF Form 332 for Civil Engineering
requirements, a Cyber Infrastructure Planning System (CIPS) requirement
development worksheet (obtained from the Communications Squadron),
or open a ticket with the Communications Focal Point.

A key ingredient to ensuring you have identified all the necessary requirements is
identifying and utilizing all stakeholders in the project. A stakeholder is defined
as people, groups, or organizations that could impact, or be impacted by, the
project. Some examples of usual RAWS stakeholders may include, but are not
limited to:

e Flight and squadron leadership
e MAJCOM Functional

e AFFSA
e FAA
e NWS
e Users

e Communications Squadron

e Civil Engineering Squadron

e Other SMEs

Get input from all stakeholders prior to proceeding to the plan section of your
project. Once you have identified and consulted all stakeholders, and obtained all
necessary information (i.e., technical solutions, requirements, etc.), you can move
on to the Planning Process Group for your project.

NOTE:

If you want to change the operation, use or
appearance of AF centrally supported
equipment/systems, you must use the Modification
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Proposal process outlined in AFI 13-204V4. Also
consult with the PMO for the specific
equipment/system.

PLAN

Planning collects relevant information to the project to create a smoother
transition through execution, monitoring and controlling the project. It defines and
refines objectives and develops courses of actions required to attain those
objectives. Planning is an iterative process that will occur throughout the project
as significant changes occur or new data is learned about the project.

There are many relevant processes to accomplish in the planning phase, such as
establishing regular meetings, creating schedules, coordinating resources, and
much more.

The Plan Process Group uses the outputs from the Initiate Process Group, such as
the tech solution, as an input for its work. Most planning occurs before any of the
work, or Execute Process Group, begins and encompasses all of the preparation
necessary to fulfill the requirement. The following are the more common actions
occurring during the Plan phase:

e Requirements review/validation

e Site Surveys

e Identify logistic support requirements

e Development/Validation of Technical Solutions and Costs
e Project Materials acquisition/storage

e Allied support coordination

Requirements and/or tech solutions identified in the Initiate stage will now need
to be validated and costs identified. Requirement identification is a responsibility
of leadership and PMOs. It is your responsibility as a Work Center Manager to
ensure everyone on your team understands who is responsible for what, and what
the finalization of a project looks like. Technical solutions are identified by
utilizing SMEs.

For downward directed projects, this is usually the point where the Work Center
Manager gets involved.

e Site Surveys

e Identify logistics support

e Project Materials Acquisitions/Storage

e Allied Support Coordination

e Review Engineering & Installation project packages/amendments
NOTE:

Consider downtime, sustainment/life cycle
management (funding, 2™ level support, contracts,
parts, manpower), dates/times, escorts.
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Once all planning elements are in place, the project moves into the Execute
Process Group, which is where the work happens.

EXECUTE

Work is accomplished by following the project plan. During this process, project
managers will coordinate resources, manage stakeholder engagement, integrate
and perform the actions of the project.

This process group is where the majority of the project resources (time, money,
manpower) are expended. It is also the main process group where changes will
occur to overcome unexpected issues.

During the direct execution phase of a project, it is common to hold regular
meetings to ensure all stakeholders are informed of project activities, timelines,
resources, and budget. It is important to ensure leadership is fully aware of the
status of project execution and knowledgeable on all delays or advancements.

As an example, imagine you are coordinating the installation of a new system.
You may have a teleconference with the PMO for the system explaining the status
of material delivery they initiated and when your maintenance personnel will be
available to assist installation. After this meeting, you may have a less formal
briefing for your flight, squadron, or group leadership to explain the status of the
project.

This process group will last until the project is complete and close-out actions
begin.

MONITOR & CONTROL

Monitoring and Control is an iterative action incorporated into every phase and
process of managing a project. Every stage of a project requires some form of
control. This process group includes tracking, reviewing, and regulating project
progress and performance against the project plan within the project scope.
Additionally, it is the mechanism used to identify areas which require project plan
changes.

Monitoring is collecting project performance data, producing performance
measures, and reporting/disseminating performance information.

Controlling is comparing actual performance with planned performance,
analyzing variances, assessing trends for process improvement, evaluating
alternatives, and recommending appropriate corrective actions when needed.

Continuing with the system installation example, this process group will readily
identify potential issues in every phase. During the initiate phase, it may be
necessary to identify which stakeholders hold the most influence and control
information flow to only those necessary to reduce the likelihood of delays.
During the planning phase, you may discover plans are being created that are
outside the scope of the project and must be rectified and discussed. During the
execution phase, monitoring may identify a lack of training to accomplish a
certain task that must be fixed to finish the installation.
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SUMMARY

CLOSE

Once all project requirements have been met and all work has been carried out to
the satisfaction of all stakeholders, activities in the Close Process Group ensure
that all loose ends are tied up and the project is officially ended.

NOTES:

Dispose of excess project materials, AFTO 747
signed, CIPS records updated, documents and
equipment turned over to owning activity (as-builts,
etc.), historical records created, DD 1354 (real
property) completed as required, equipment put into
operational use.

Closing includes 3 major activities:

e Delivering the product to the customer. If you finalized the installation of a
new system, this would include using the newly installed system for the
mission.

e Redeploying project resources includes reallocating manpower resources to
work on other actions. It usually means returning to normal operations.

e Post-project review is the action of assessing performance of the project and
capturing lessons learned. This data may show where additional training is
needed or processes that will require refinement to streamline future projects.

Close-out includes collecting and filing all pertinent files in relation to the project.
In the instance of a freshly installed system, this will mean filing all email
correspondence, ensuring siting information is well-documented for future
requirements, and properly acknowledging the actions of your personnel.

This module provided Work Center Managers with an overview of Program
management that was broken down into Work Center programs and PMOs. It
also discussed Project Management and the phases in which the project gets
accomplished.
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MODULE 07
BUDGET & MANPOWER MANAGEMENT

PREREQUISITE
e Modules 01 through 06
TRAINING REFERENCE(S)

e AFI 10-201, Force Readiness Reporting

e AFI 10-244, Reporting Status of Air and Space Expeditionary Forces
e AFI 10-401, Air Force Operations Planning and Execution

e AFI 13-204V4, Management of Ground RADAR and Airfield Systems
e AFI 38-205, Expeditionary Manpower Management

e AFI 64-117, Government Purchase Card Program

e AFI 65-601v1, Budget Guidance and Procedures

e Title 10 USC §117

INTRODUCTION

Resource Management is critical to enabling a unit to conduct its mission. It
ranges from funds to managing people and equipment. This module covers
financial and personnel management.

Work centers use many types of funds to accomplish the mission from Operation
and Maintenance (O&M) funds placed in the AF supply system to GPC financial
activities. Whatever the case, it is the Work Center Manager’s responsibility to
foresee all possible purchases within a given time period including office
supplies, equipment repairs and/or replacement, etc. Sometimes it is not possible
to plan for unexpected purchases, hence the need for Unfunded Requirements
(UFR).

To understand budgeting, it is important to first know about the AF Resource
Management System (RMS) and the responsibilities of individuals within the
system including the Work Center Manager. The RMS is comprised of the Work
Center Manager and the Cost Center Manager (CCM) or Resource Advisor (RA).
This module covers using the RMS, GPC, Funded and UFRs, responsibilities, the
funding process, multiple funding types, financial planning, and the shortfall
process. The first area covered in this module is the RMS components and their
responsibilities.

Manpower is another resource that needs to be utilized properly. This module will
cover Alpha Roster, Unit Manning Document (UMD), and Unit Personnel
Management Roster (UPMR).
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WORK CENTER LEVEL BUDGETING

As a Work Center Manager, it is a requirement to create and manage a budget
which accounts for all operational expenses for multiple Fiscal Years (FYs).
Spend plans and execution plans typically focus on one FY and Program
Objective Memorandums (POMs) focus on a 5-year plan.

Sometime during the second quarter of the FY, the CCM or RA will notify the
Work Center Manager to provide budget inputs for the next FY. Do not get
caught unprepared! This notice can cause a good deal of frustration if a manager
has no idea of the amount needed to operate the work center next year. Plan and
prepare in advance to provide an accurate input by looking at two main areas: new
mission requirements and historical data. Conduct financial budget planning
throughout the year as issues arise, and not as a response to requests for budget
inputs. The D04 lists all orders placed on a specific Julian date and can be used to
view all parts have successfully been ordered for that day. The D04 can be
acquired through IMDS, or your local supply liaison. The M30 is a monthly
listing that shows all of the outstanding orders that have not been received, but
funds have been allocated for. Together, these can be used in forecasting funds
throughout the year.

FISCAL YEAR

The FY is broken into four quarters, each containing their own significant budget
actions and requirements. The budget process regularly fails to flow exactly as
planned due to Congressional delays, leadership priorities, and resource
availability. Below are some normal actions and requirements for each quarter.

15T QUARTER

Oct 1 starts the fiscal year and continuation funding is typically still being
utilized. Real funding for the year drops in roughly December, this can be utilized
for GPC purchases, TDY expenditures, etc.

2> QUARTER

In February, you begin working on the budget for next fiscal year. You need to
allocate for the Execution Plan. Near the midyear the work center accounts for
mission failure, safety, red jobs, and UFRs.

3RD QUARTER

This time period of Mar/Apr managers account for end of year purchases. This
would include TDY's, GPCs, furniture, office supplies, etc. You would follow
your RA’s requirements for said items. Be ready to execute funds. If you can’t
execute the funds, you may lose them.

4™ QUARTER

These months are used to purchase from the lists that were created such as UFR,
Integrated Priority Listing (IPL), and anything else that pops up.
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FUNDING REQUIREMENTS

It is important to look down the road at least 18 — 60 months to determine if any
mission changes will take place. For example, suppose E&I is scheduled to
install a new digital microwave radio shot between AFB X’s unmanned radio site
and transmitter site. The following questions and or statements can help
determine project maintenance costs.

e Will new TMDE need to be purchased? If so, what is the total cost?
e Are initial spares required, and are spares locally funded?

e Will items be added to B/S and how much will they cost?

e Are any special tools required? If so, what is the cost?

e [s formal training required? If so, what are the TDY costs?

e Will extra trips to the site be necessary? If so, what is the added cost of
transportation?

e Are there any out-of-pocket expenses such as local purchase of C-coded items
to support the installation?

e Are there any additional support costs?
NOTE:

Get quotes for allied support early. Know the GPC limits for
products/services as this can affect the project timeline. Can the
base Communications Squadron perform the work? Does the Civil
Engineering Squadron have a Blanket Purchase Agreement (BPA)
for needed services?

Work closely with the RA or CCM to accurately project the additional costs
incurred by this mission change. Make sure this information is included in the
budget estimate for next FY along with proper justification for the additional
funding requirement.

The above information should give a basic concept of how to financially prepare
for new or changing mission requirements. The information is not all-inclusive as
there may be other areas to consider. Use personal experience and help from the
maintenance staff to cover all the bases.

HISTORICAL DATA

As mentioned earlier, it's a good idea to retain D04 reports and any other available
detail listings. The cost information can be used as a baseline for projecting next
year's operating costs. When reviewing historical operating cost data, be sure to
consider the items listed in the Historical Operating Cost Data.
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Reviewing Historical Operating Cost Data

Type

Description

DUO

Are there any obligated DUO items for which current FY funds
are unavailable? Are there valid requirements for these DUO?

If so, include their cost in next year’s budget projection.

Safety
Equipment

Is there a need for ladders, safety shoes, safety glasses, gloves,
etc.?

If so, do these items need replacing?
Do not forget to check the safety board items.

For example, check the safety board to ensure there is a first aid
kit. Is the seal broken; is it due for an inspection; and do items
need replacement?

Individual
Issue

Are work gloves or hard hats required for all personnel?

Check the condition of everyone’s equipment to see which items
need replacing and project funds accordingly.

Office
Supplies

This is probably the toughest area to estimate.

The best advice is to calculate last year’s expenditures and go from
there. Have enough supplies on hand to meet minimum
requirements.

Tools

Inventory the CTKs and/or have personnel check their toolboxes
to determine if there is a need to purchase tools for next year.

The Base’s GPC store can provide cost information, if needed.

Fuel

If a work center has a vehicle assigned, how much money is
required for fuel, oil, etc.?

Base
Supply

Use D04 reports to determine the current amount spent this year.

Make sure requirements are correct and make the appropriate cost
projection.

Stock Fund

Each unit has to pay for XD and XF repair cycle assets also known
as DIFM items.

Unless returning a completely serviceable item to Base Supply, the
work center does not get full reimbursement for the original issue.

TDY’s

Be sure to project for all TDY requirements.

Although TDY funds may come from another CC, be sure to
identify any anticipated travel.

B/S

What items will need to be resupplied for B/S? Ensure stock levels
are taken into account to not fall below required levels.

UNFUNDED REQUIREMENTS

Now that next year is planned, what about those unexpected expenses that just
seem to pop up? How are those expenses planned or funded? If an individual
needed money for an emergency, they would go to the bank for a loan. It's a
similar process on the job.
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It's virtually impossible to project all monetary requirements. Suppose a cable
duct collapses and crushes two cables. Now the shop has to replace two runs
of 200-pair cable, and each run is 150 feet. If not provided organically by the
unit, cables must be purchased. When funds are unavailable, how are the cable
expenses covered? Submit an UFR to the unit RA.

Explain the situation, itemize the purchase materials, and state the priority of
the job. RAs may have slightly different local procedures so be prepared to
justify all requirements to the fullest. If this request is truly an emergency,
funds will be made available.

End of year spending (August/September) typically involves a massive
amount of unobligated funds across the Air Force. This is a prime opportunity
to give UFRs to the RA to allocate the funds for any unplanned projects or
enhancements for your organization. If you can show you have a plan to spend

excess funds earlier than other units, you are more likely to receive the desired
funds.

NOTE:

Typically UFR funds are gained from funds that were not executed
as planned. Sometimes, a funded requirement drops and leaves
excess funding laying around. Many times the funds are shared
across bases/organizations under the same MAJCOM.

MANPOWER
As a Work Center Manager, it is important to understand how manpower is
determined, allocated and adjusted in order to meet the mission.
ALPHA ROSTER

This is the main document that identifies assigned personnel to the organization.
It is important to check this document for accuracy periodically. The information
provided by this document for work center members may include:

e Name

e Rank

e Office symbol

e Duty Title

e Duty start date

e Date of Rank (DOR)

e Duty/Career/Primary AFSC

e Total Active Federal Military Service Date (TAFMSD)
e Date of Separation (DOS)

e Supervisor
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UMD

UPMR

The UMD lists the unit funded manpower authorizations. This document shows
how many positions (by rank and skill level) are authorized for your work center
including position numbers.

If you are severely undermanned or have a huge project in the works keep your
leadership informed and reach out to your functional manager. The MAJCOM
functional can/may provide a manpower assist with TDY bodies to help with
mission surge or manning shortfall.

This document also shows if you are projected to get a change in
manning/number of positions. Should you need to initiate a change, your unit
would need to submit an Authorization Change Request (ACR).

This document identifies which personnel are assigned to which position numbers
for your organization. This will let you know if you are under/overmanned, for
your work center. This is instrumental to making sure you have the proper skill
levels filled with the right personnel. Your work center will be at a disadvantage
if you mismanage these authorizations.

SPECIAL EXPERIENCE IDENTIFIER (SEI)

SUMMARY

SEI codes are used to identify Airmen’s experience with either a specific
equipment or position. SEI codes can be found in the Air Force Enlisted
Classification Directory (AFECD).

To meet inherent Work Center Manager financial management responsibilities, it
is important to have a basic understanding of the Resource Management process,
know how to project budget requirements, and control spending to remain within
the projected FY target. Hopefully this chapter removes some of the mystery
about the budget process and gives a good idea of how to project and manage
resources wisely. For more information, check with the CCM or unit RA.
Additionally, you should also have a better understanding of how your work
center manning is determined, and how to make changes if necessary.
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PREREQUISITE

MODULE 08
DEPLOYMENT MANAGEMENT

Modules 01 through 07

TRAINING REFERENCE(S)

e AFI 10-201, Force Readiness Reporting

e AFI 10-244, Reporting Status of Air And Space Expeditionary Forces
e AFI 10-401, Air Force Operations Planning and Execution

e AFI 10-403, Deployment Planning and Execution

e AFI 36-3802, Force Support Readiness Programs

INTRODUCTION

As a Work Center Manager, you will have to deal with deployments. This module
will give you some insight on the whole process and what you can do to prepare.

e Understand the concept of deployment.
e Ensure personnel are prepared to deploy.

¢ Ensure the work center can still perform the mission when Airmen are
deployed.

CONCEPT OF DEPLOYMENT

AEF CONCEPT

What is a deployment? The technical definition is "a quality or capability of
military forces which permits them to move from place to place while retaining
the ability to fulfill their primary mission." Simply stated, deployment is the act of
moving personnel and/or equipment to another location to accomplish the
assigned mission. Advanced logistics planning is central to an effective
deployment program. We do this through the Air and Space Expeditionary Forces
(AEF) concept.

The AEF concept provides forces and support on a rotational and relatively
predictable basis. The AEF ‘force generation’ construct establishes a predictable,
standardized battle rhythm to ensure operational forces are organized, trained,
equipped, and ready to respond to combatant commanders’ requests for forces.

Using a rotational capacity construct, deployed units undergo a period of dwell
(i.e., time spent at home station) before entering another deployment/mobilization
vulnerability period. The Air Force relies on the AEF as a force management tool
to sustain capabilities while rapidly responding to emerging crises. The Air Force
supports global Combatant Commanders requirements through a combination of
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TASKINGS

assigned, attached (rotational), and mobility forces that may be forward deployed,
transient, or operating from home station.

AEF BATTLE RHYTHM

The AEF operates on a 24-month life cycle. This cycle includes periods of normal
training preparation, and deployment vulnerability. During initial in-processing at
your assigned unit, your members will be placed in a tempo band. For most
forces, the majority of the AEF battle rthythm is in normal training. This means
forces typically concentrate on unit missions and basic proficiency events. Post-
deployment reconstitution is included in this period.

AEF SCHEDULE

The AEF schedule operates on two 12-month life cycles that align with the global
force management cycle and coincides with FYs. Prior to the beginning of every
AEF cycle, the AFSC Functional Area Managers will revalidate the deployment-
to-dwell period alignment of their respective capability areas and realign forces if
necessary. Every 12 months a new 24-month AEF schedule is established.

AEF INDICATORS (AEFI)

UTC

All airmen should receive AEFIs within 15-days of their Date Arrive Station. For
individuals assigned to readily available forces, their AEFI will correspond to the
same AEF period as the unit’s UTC. For individuals assigned to the Institutional
Force, the AEFI will correspond to an AEF vulnerability period determined by the
Airman’s commander or equivalent. Except in cases of reaching forward,
individuals will deploy during their associated AEF vulnerability period.

When your unit is in its tempo band vulnerability timeframe, they are in their
window to deploy. The Unit Deployment Managers (UDMs) will check a
document daily called Time Phased Force and Deployment Data (TPFDD). This
document will show UTCs tasked along with deployment dates, what training will
be needed, and how many personnel specifically are being tasked. The UDM will
ask the Work Center Manager for names for the tasking(s). Then it will be up to
you to keep the work center balanced.

A UTC refers to equipment, personnel or both. As a Work Center Manager, you
should regularly consult with your UDM and determine if your personnel are
assigned to UTCs. This practice will reduce many scheduling and maintenance
conflicts. As an example, let's say nine RAWS personnel are required to augment
the existing workforce currently maintaining a TPN-19 at base "Y.” As such,
spare parts identified for the TPN-19 at base "Y" will be stored in a war readiness
storage area on or near that base. What about those nine RAWS maintenance
personnel? The personnel are grouped and assigned to UTCs. This is a 6-digit
alphanumeric code used to readily identify a team of personnel and equipment.

Further in our example, 7FVLX is a UTC that identifies a need for 9 RAWS
personnel to support particular deployed mission sets. In our combat environment,
there are two Combatant Commanders that require RAWS personnel to support
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RECALLS

their missions. They will each request support from the 7FVLX UTC. Personnel
whose AEFI align with their vulnerability window are susceptible to support these
taskings.

Now you, as the Work Center Manager, have been tasked to support two separate
UTC taskings from your current resource pool. You will need to select two
Airmen for the first tasking and an additional one for the second tasking. The
remaining maintenance personnel will come from other units in the same AEFI.

Not only are you losing manpower by supporting deployed missions, you must
ensure your home-station mission requirements are being met as well! That is the
challenge of managing resources as a Work Center Manager.

AEF REPORTING TOOL (ART)

AEF Reporting Tool is a tool your Commander uses to gauge the readiness of
their unit. This metric is done monthly. This is to make sure that if you have a
UTC that requires two 5-levels and can only fill it with 3-levels you would report
this deficiency with a get-well date. It is necessary to mention any changes to the
UDMs. Status of Resources and Training System compliments ART by focusing
on equipment and training.

STATUS OF RESOURCES AND TRAINING SYSTEM (SORTS)

SORTS is your Commander’s assessment of the unit’s ability to execute the
mission. Resource readiness accounts for the ability of the unit to provide trained
personnel and equipment for the unit’s mission scope. The UMD is the document
that drives the SORTS reporting, not the UTCs. The Work Center Manager is
responsible for reporting the status of their resources and training to the UDM
office monthly.

Recalls are a test of the unit's ability to respond at any given time. Recalls reflect
flexibility and preparation. The basic recall objective should be for the
commander to have 100% of their personnel on-hand at any given time to meet an
emerging crisis. Mobility personnel are normally required to report with their
personal bags (and other applicable bags) packed and ready to go. Bag inspections
ensure compliance with the local requirements. It is the Work Center Manager’s
duty to ensure personnel comply. Mobility requirements are constantly being
tested, challenged, and revised.

DEPLOYMENT PLANNING

Deployment planning is a two-sided topic. The first is preparing individuals
assigned to a UTC to support the deployed tasking. The second is having a plan to
keep the work center running efficiently. This may require extensive training and
devising projected work schedules to accomplish both. Assess the situation,
develop a work center contingency plan, and be prepared to implement it should
the need arise.
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CONTINGENCY TRAINING AND WORK CENTER TASK COVERAGE

Once you are familiar with the type of equipment your personnel will deploy to
maintain, it will be important to tailor the work center training program to ensure
personnel receive maximum training on that equipment. When your personnel do
deploy, your work center must still perform its assigned mission. You must
ensure your work center is prepared to be effective while not fully manned.

SUMMARY

Once again, the Work Center Manager is the main player in accomplishing an
important job. Take time to understand the AEF concept and prepare your work
center and personnel. If you effectively identify deployment taskings, prepare
Airmen for the tasking, and continue the work center’s mission when personnel
are deployed, your unit will successfully meet the mobility challenge.
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TERM
ACR
ACS
ADLS
AEF
AEFI
AFCFM
AFEMS
AFETS
AFFSA
AFJQS
AFMQCC
AFQTP
AFRCC
AFSC
AFTC
AFVA
Al

AOR
ART
ASC
ATC
ATCALS
ATCS
AWP
B/S
BPA
C-E
CA/CRL
CATM
CBCS
CCM
CDC
CFETP
CFM
CIPS

GLOSSARY

DEFINITION

Authorized Change Request

Air Control Squadron

Advanced Distributed Learning Service
Air and Space Expeditionary Forces

AEF Indicators

Air Force Career Field Functional Manager
Air Force Equipment Management System
Air Force Engineering and Technical Support
Air Force Flight Standards Agency

Air Force Job Qualification Standard

Air Force Maintenance Quality Control Checklist
Air Force Qualification Training Package
Air Force Rescue Coordination Center

Air Force Specialty Code

Air Force Training Course

Air Force Visual Aid

Acceptance Inspection

Area of Responsibility

AEF reporting tool

Allowance Source Code

Air Traffic Control

Air Traffic Control and Landing Systems
Air Traffic Control Squadron

Awaiting Parts

Bench Stock

Blanket Purchase Agreement
Comm-Electronics

Customer Authorization/Customer Receipt Listing
Combat Arms Training and Maintenance
Combat Communications Squadron

Cost Center Manager

Career Development Course

Career Field Education and Training Plan
Career Field Manager

Cyber Infrastructure Planning System
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CJQS
CMS
COTS
CPR
CTK
CWSS
DALR
DASR
DAU
DBM
DDR
DIFM
DOR
DOS
DUO
EE
EIL
EIN
ELC
EPE
ERRC
ESD
ESR
ETVS
FAA
FCH
FDIO
FOA
FOD
FY
GPC
HAZCOM
1AO
ILS
IMDS
IPB
IPE
IPL

Command Job Qualification Standard
Calibration Maintenance Schedule
Commercial Off-the-Shelf Manual
Cardiopulmonary Resuscitation
Consolidated Tool Kit

Combat Weather Systems Squadron
Digital Audio Legal Recorder
Digital Airport Surveillance Radar
Defense Acquisition University
Database Manager

Detailed Data Records

Due-In From Maintenance

Date of Rank

Date of Separation

Due Out

Equipment Evaluations

Equipment Inventory List
Equipment Identification Number
Enterprise Location Code

Equipment Personnel Evaluations

Expendability, Recoverability, Repairability Code

Electrostatic Discharge
Equipment Status Reporting
Enhanced Terminal Voice Switch
Federal Aviation Administration
Field Craft Hostile

Flight Data Input/Output

Field Operating Agency

Foreign Object Damage

Fiscal Year

Government Purchase Card
Hazard Communication
Information Assurance Officer
Instrument Landing System
Integrated Maintenance Database System
[lustrated Parts Breakdown
Individual Personnel Evaluations

Integrated Priority Listing
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ISD

ITP

JCN

JDD

JST

JSTG
JSTO

KE

LOP

LRS

LWC

ME
METNAV
MFM
MICAP
MICT
MILSPEC
MIP
MOA
MOC
MOU
MRU

MSI

MTL
MTP

MX SUPT
NAVAIDS
NCR
NEXRAD
NIC
NORAD
NRTS
NSN
NTSB
NWS
Oo&M
OCR

OI

Instructional System Development
Individual Training Plan

Job Control Numbers

Job Data Documentation

Job Standards

Job Safety Training Guide

Job Safety Training Outline
Knowledge Evaluation

Local Operating Procedure
Logistics Readiness Squadron
Local Work Cards

Managerial Evaluations
Meteorological/Navigation
MAJCOM Functional Manager
Mission Capable

Management Internal Control Toolset
Military Specification
Maintenance In Progress
Memorandum of Agreement
Maintenance Operation Center
Memorandum of Understanding
Minimum Reserve Authorization
Maintenance Special Instructions
Master Training List

Master Training Plan
Maintenance Superintendent
Navigational Aid System

No Calibration Required

Next Generation Radar

Not In Compliance

North American Aerospace Defense Command
Not Repairable This Station
National Stock Numbers

National Transportation Safety Board
National Weather Service
Operation and Maintenance

Office of Collateral Responsibility

Operating Instruction
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OIL
oJT
OPR
0SS
OWC
OWS
PAR
PCAS
PE
PMA
PMEL
PMI
PMI
PMO
POM
PPE
Q-Flight
QA
R&R

RADES
RAPCON
RAWS
REMIS
RMC
RMS

SDS
SEON
SMAG
SME
SMR
SORTS
SPE

SRD
SSM/SSD
STARS
STS
TACAN

Open Incident Log

On-the-Job Training

Office of Primary Responsibility

Operations Support Squadron

Owning Work Center

Operational Weather Squadron

Precision Approach Radar

Primary Crash Alert System

Personnel Evaluations

Portable Maintenance Aids

Precision Measurement Equipment Laboratory
Preventive Maintenance Inspections

Project Management Institute

Program Management Office

Program Objective Memorandums

Personal Protective Equipment

Qualification Training Flight

Quality Assurance

Remove and Replace

Resource Advisor

Radar Evaluation Squadron

Radar Approach Control

Radar, Airfield, and Weather Systems
Reliability and Maintainability Information System
Regional Maintenance Center

Resource Management System

Safety Data Sheet

Solar Electro-Optical Network

Supply Management Activity Group

Subject Matter Expert

Source, Maintenance, and Recoverability Code
Status of Resources and Training System
Special Personnel Evaluations

Standard Reporting Designator

System Support Management or Directive
Standard Terminal Automation Replacement System
Specialty Training Standard

Tactical Air Navigation System
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TAFMSD
TAS
TBA
TCTO
TI

™
TMDE
TO
TODO
TOMA
TPFDD
TR
TRSS
UDM
UEI
UFR
uJC
UMD

Up
UPMR
UTC
UTM
WCE
wuC
WWID

Total Active Federal Military Service Date
Tool Accountability System

Training Business Area

Time Compliance Technical Order
Technical Instructions

Type Maintenance

Test, Measurement, Diagnostic Equipment
Technical Orders

Technical Order Distribution Office
Technical Order Managers

Time Phased Force and Deployment Data
Training Reference

Training Support Squadron

Unit Deployment Managers

Unit Effectiveness Inspection

Unfunded Requirements

Urgency Justification Code

Unit Manning Document

Urgency of Need Designator

Units Produced

Unit Personnel Management Roster

Unit Type Code

Unit Training Manager

Work Center Event

Work Unit Code

World Wide Identification Code
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TRAINING REFERENCE(S)
TR PUB DATE
AFCSM 21-556 V2, Introduction to IMDS CDB 1 Dec 2017
AFCSM 21-560 V2, C-E Equipment Status & Inventory Reporting 1 Dec 2017
AFCSM 21-561 V2, Maintenance Events 1 Dec 2017
AFCSM 21-563 V2, Job Data Documentation 1 Dec 2017
AFCSM 21-564 V2, Status & Inventory 1 Dec 2017
AFCSM 21-566 V2, Inspection & Time Change 1 Aug 2017
AFCSM 21-568 V2, Time Compliance Technical Order 1 Aug 2017
AFCSM 21-569 V2, Personnel Management 1 Aug 2017
AFCSM 21-570 V2, Training Management 1 Jun 2016
AFH 23-123 V2, part 2, Integrated Logistics System (ILS-S) 8 Aug 2013
Standard Base Supply System Operations
AFH 23-123 V1, Material Management Reference Information 8 Aug 2013
AFH 23-123 V3, Air Force Equipment Management 8 Aug 2013
AFH 36-2235 V11, Information for Designers of Instructional 1 Nov 2002
Systems Application to Unit Training
AFI 10-201, Force Readiness Reporting
AFI 10-244, Reporting Status of Air and Space Expeditionary 3 Mar 2016
Forces
AFI 10-401, Air Force Operations Planning and Execution 7 Dec 2006
AFI 10-403, Deployment Planning and Execution 20 Sep 2012
AFI 13-204 V4, Management of Ground RADAR and Airfield 18 Jan 2017
Systems
AFI 21-101, Aircraft and Equipment Maintenance Management 21 May 2015
AFI 21-103 Chapter 6, Equipment Inventory, Status and Utilization =~ 16 Dec 2016
Reporting
AFI 23-101, Air Force Material Management 12 Dec 2016
AFI 36-2650, Maintenance Training 2 May 2019
AFI 36-2651, Air Force Training Program 3 Jan 2019
AFI 36-3802, Force Support Readiness Programs 9 Jan 2019
AFI 36-401, Civilian Training, Education, and Professional 31 May 2018
Development
AFI 38-205, Expeditionary Manpower Management 24 May 2012
AFI 64-117, Government Purchase Card Program 22 Jun 2018
AFI 65-601 v1, Budget Guidance and Procedures 24 Oct 2018
AFI91-202, The US Air Force Mishap Prevention Program 24 Jun 2015
AFMAN 23-122, Material Management Procedures 14 Dec 2016
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AFMAN 91-203, Air Force Occupational Safety, Fire, And Health 11 Dec 2018
Standards

CFETP 1C8X3, Radar, Airfield & Weather Systems (RAWS) 6 Feb 2018
Defense Acquisition University (DAU) website

Project Management Body of Knowledge (PMBOK ® Guide Sixth

Edition)

Project Management Fundamentals, E-Learning CBT

TO 00-20-2, Maintenance Data Documentation 15 Mar 2016
TO 00-20-3, Maintenance Processing of Repairable Property and 10 Jul 2017
the Repair Cycle Asset Control System

TO 00-25-195, Air Force Technical Order System Source, 01 Oct 2012
Maintenance, and Recovery Coding of Air Force Weapons,

Systems, and Equipments

TO 00-5-1, AF Technical Order System 15 Feb 2019

NOTE: Included reference(s) are for training use only. Technicians must use reference(s) from their
publication source; e.g. ETIMS, e-PUBS, etc... when performing operational duties. Send feedback,
updates, or any questions to RAWS Training Development at 334trs.raws.upgradetraining@us.af.mil




	WORK CENTER MANAGERS' HANDBOOK
	TABLE OF CONTENTS
	PACKAGE INFORMATION/INSTRUCTIONS
	TRAINING INSTRUCTIONS
	MODULES
	MODULE 01
	MODULE 02
	MODULE 03
	MODULE 04
	MODULE 05
	MODULE 06
	MODULE 07
	MODULE 08

	GLOSSARY
	TRAINING REFERENCE(S)




TBA HOW TO:

Creating an Master Training Plan (MTP)





STEP 1: Select Workcenter STEP 2: Select Manage Tasks in MTP
Supervisor role from drop down from the MTP menu

menu

mP i Products Reports & Queries  Administration = Cha

1

Select Role|

Query MTP

Manage Tasks in MTP

Import MTP

Manage Identifiers and Identify Deployment Tasks
Create and Manage Task Groups

Manage Milestones

— 2

STEP 3: Find Workcenter in the 1st dropdow

n menu

STEP 4: Select Product (CFETP, AFJQS or CJQS) from 2nd dropdown menu

STEP 5: Click Show Product

| aist TR%-’T‘SDA - Cyber Systems Curriculum Development

~ ||| setect workcenter|

4CFETP ||| Show Products|

v ST

STEP 6: Select Product from 37 dropdown menu. NOTE: Once the product is

selected TBA will auto populate tasks

| Sist TRSSTSOA - Cyber Systems Curriculum Developmient b | Select W-::rlu:enterl

Show Pr::nduc:tsl

CFETP - 17X CYBERSPACE OPERATIONS OFFIGER Show Tﬂsksl





NOTE: TASKS ON THE LEFT ARE TASKS THAT ARE ALREADY IN THE MTP. TASKS ON THE RIGHT ARE THE TASKS THAT ARE AVAILABLE
BUT NOT IN THE MTP. WORKCENTERS MUST USE THE CFETP FOR THEIR AFSC AND LOCAL MISSION TO DETERMINE THE

REQUIRED TASKS FOR THEIR MTP.
STEP 7: Click tasks on the right to add them to the MTP.

/

/

Save MTL |

"4

Currently in MTL
001 RADAR, AIRFIELD & WEATHER SYSTEMS (RAWS) CAREER FIELD (06 February 2018)
001.001 AFS Structure
001.002 Progression within Air Force Specialty Code 1C8X3
001.003 Read CFETP 1C8X3
001.004 Explain Duties of 1C8X3 AFSC
002 SAFETY/RISK MANAGEMENT (RM)
002.001 Air Force Consolidated Occupational Safety Instructions for AFSC
002.002 Hazards of the AFSC
002.003 Practice Safety Precautions:
002.003.001 Maintenance Actions
002.003.002 Energized Equipment
002.004 Safety and Personal Protective Equipment
002.004.001 Use
002.004.002 Maintain
002.004.003 Inspect
002.005 Perform General Housekeeping
002.006 Work Center Safety Program:
002.006.003 Document AF Form 55
002.006.004 Cenduct Inspections

Available from ETW
002 SAFETYIRISK MANAGEMENT (RM)
002.003 Practice Safety Precautions:
002.003.003 High Voltage Equipment
002.003.004 Radic Frequency (RF) Hazard Environments
002.003.005 Compressed Gas Cylinders
002.003.006 Hazardous Materials
002.003.007 In Confined Spaces
002.003.008 When Climbing
002,006 Work Center Safety Program:
002.0056.001 Manage Work Center Program
002.0056.002 Conduct Job Safety Analysis
003 PUBLICATIONS AND DIRECTIVES
003.001 Department of Defense (DoD)Joint
003.003 Allied Communications Publications (ACF)
003.005 FAA Publications
003.008 Technical Orders (TO)
003.0056.004 Implement Time Compliance Technical Orders (TCTO) Procedures and Document Completion
003.005.005 Prepare Local Work Cards, Checklists and Job Guides
003.008 Enterprise Information Architecture (EIAY Telecommunications Industry Asseciafion (TIA)
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Creating Task Groups





STEP 1: Select Workcenter STEP 2: Select Create and Manage
Supervisor role from drop down Task Groups

menu mp I Products Reports & Queries = Administration = Chal
Query MTP

Manage Tasks in MTP

1 Manage Work Center JQS Tasks in MTP

Select Role| import MTH

Manage ldentifiers and ldentify Deployment Tazsks
Create and Manage Task Groups <« 2
Manage Milestones

STEP 3: Select Workcenter from dropdown menu. NOTE: TBA WILL AUTO REFRESH ONCE WORKCENTER IS
SELECTED.
STEP 4: Type in the name of your task group in the New Group Name box then copy that into the New

Group Description box. 3
;/ ;/ = X

[81st TRSSITSQA - Cyber Systems Curriculum Development 4™ % ||| Select Workcenter | / \

. S

New Group Name | New Group Description
Manage This Group
[1C8X1 GFETP v] Manage This Group) |

Delete This Groupl

Add New Gmupl






NOTE: TASKS ON THE LEFT ARE THE TASKS IN YOUR GROUP. TASKS ON THE RIGHT ARE AVAILABLE IN YOUR

MTP.
STEP 5: Click tasks on the right to add to your tasks group
STEP 6: Click Save Tasks For this Group when complete - 5

P

Save Tasks For This Group /

Currently in Group Available from
1C8X3 - 001 RADAR, AIRFIELD & WEATHER: SYSTEMS (RAWS) CAREER FIELD (06 February 2018)
1C8X3 - 001.001 AFS Structure
1C8X3 - 001.002 Progression within Air Force Specialty Code 10843
1C8X3 - 001.003 Read CFETP 1C8X3
1CBX3 - 001.004 Explain Duties of 1C8X3 AFSC
1CEX3 - 002 SAFETY/RISK MANAGEMENT (RM)
6 1CBX3 - 002.001 Air Force G 0 i Safety fions for AFSC
1C8X3 - 002,002 Hazards of the AFSC
1C8X3 - 002,003 Practice Safety Precautions:
1C8X3 - 002.003.001 Maintenance Actions
1C8X3 - 002.003.002 Energized Equipment
1CEX3 - 002.004 Safety and Personal Protective Equipment
1C8X3 - 002.004.001 Use
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TBA HOW TO:

Creating an Master Training Plan (Milestones)





STEP 1: Select Work Center STEP 2: Select Manage Milestones
Supervisor role from drop down from the MTP menu

menu P I Products Reports & Queries = Administration
— Query MTP -
Manage Tasks in MTP
Workcenter Supervisor < : 1 Manage Work Center JQ5 Tasks in MTP |
Select Role R T

Manage |dentifiers and Identify Deployment Tasks

Create and Manage Task Groups

Manage Milestones «— 2
I 1M1

STEP 3: Select Work Center from the menu
STEP 4: Click Select Workcenter button

|81st TRSS/TSQA - Cyber Systems Curriculum Development \ / Select Workcenter

4






STEP 5: Select Tasks from list

STEP 6: Select Duty Position from the drop down menu

STEP 7: Input minimum coverage for your work center (Normal is 2)

STEP 8: Select training start month from the drop down menu (this is when the
trainee will train on the task(s))

STEP 9: Select training completion date from the drop down menu (this is when the
trainee will complete the task(s))

STEP 10: Input the number of days the trainee will train on the task(s)

STEP 11: Select the training method from the drop down menu

STEP 12: Select the evaluation method, if needed

STEP 13: Select the training reference for the task(s) 12 13
STEP 14: Click Save Milestone button 10 11

P /
|815t TRSS/TSQA - Cyber Systems Curriculum Development / / / /
>

Duty Position Level || Minimum Coverage | TRNG Start Month | TRNG Comp Month || # of Trainin: v= || Training Method / Evaluation Method / References/Training Aid /

y A y 4
/ [ v [2 v [READING = [VERBAL QUESTI@ V||| [REFERENCES/THMAI V|
6 | N

Select Workcenter

Z )
\ !Save Milestone(s) | Clear Milestone(s) |

\

Select || Task Number Task Description Core Task Deployment%;k 3 Skill Level S\illLevel ?Skilll.evel Mimmuch Training Start Month Tra\nlng‘gmbletmn Number of Training Days | Training Method || £ arrarmall

I Training Aid

RADAR, AIRFIELD & \ 7 8 9 \

0 |lee WEATHER SYSTEMS 1 4
(RAWS) CAREER FIELD

(06 February 2018)

001.001 AFS Structure 5 Ul 1

Progression within Air

MAMAGEMENT (RM)

001.002 Force Specialty Code 5 M 1
1C8X3
001.003 Read CFETP 1C&X3 5 M 1
Explain Duties of 1C8X3
001.004 AFSC 5 N 1 <
D 002 SAFETY/RISK

Air Force Consolidated
|:| 002.001 Occupational Safety 5 M 1
Instructions for AFSC

— a 1 e fu. s
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