RTSS Quick Reference Guide

1 Accessing RTSS

There are two means for connecting to RTSS: modem or through the Internet.  The basic and specific requirements for both methods are provided.

1.1 Computer Requirements

1.1.1 Basic Requirements

The following requirements are necessary to download and view data downloaded from RTSS regardless of access method.

· PC with Windows 95 or greater

· MS Office 97 Pro

· Preferred monitor resolution is 1024x768

· RTSS access account

· Copy of the Naval Reserve Force Civilian Skills Menu Utilization Guide (Source: http://www.navy.mil/navresfor/n1/n12/index.htm)

1.1.2 Modem Requirements for Accessing RTSS

· Communications program (e.g., Procomm Plus) having:

-  VT220 terminal emulation

-  Keyboard remapping

-  Kermit file transfer protocol

· Keyboard has been remapped per Appendix F of the Users’ Guide

· Knowledge of default download directory (e.g., c:\Program Files\Procomm Plus\Download)

· Capable of making long distance call

1.1.3 Internet Requirements for Accessing RTSS

· Network connection to local area network with Internet access

· Your computer’s IP address has authorization to go through NOLA’s firewall (coordinate with RTSS help desk)

· Communications program (e.g., NetTerm) having:

-  VT220 terminal emulation

-  Keyboard remapping

-  FTP server

· Keyboard has been remapped per Appendix F of the Users’ Guide

1.2 Logging onto RTSS

1.2.1 Modem Connection

Section 4.1.1 of the CSDB End User Guide provides the instructions for logging onto the RTSS server.  Amplifications and exceptions to the procedures are provided below:

· Add RTSS to the phone directory specifying:

-  VT220 terminal emulation with remapped keyboard

-  One of the following modem phone numbers:

(504) 678-7970

(504) 678-7940

(504) 678-7900

(504) 678-7930

1.2.2 Internet Connection

Section 4.1.2 of the CSDB End User Guide provides the instructions for logging onto the RTSS server.  Amplifications and exceptions to the procedures are provided below:

· Suggested Host Presenter or TNVT220 software utilities are not required, NetTerm or some equivalent is adequate.

· Use Telnet to connect to one of three RTSS servers:

-  NRISO1:  164.105.86.81

-  NRISO2:  164.105.86.82

-  NRISO3:  164.105.86.83

· As a reminder, your computer’s IP address must be known by NOLA’s firewall.

1.2.3 Login Process

· If using a modem, press the <Enter> key twice after successful connection.  This will cause the login prompt to appear.  Pressing the <Enter> key will not be necessary for Internet connections.

· Username and password are not case sensitive.

· A successful login will result in RTSS checking for terminal type and a prompt requesting <Enter> key be pressed.  This will display the Main Menu.

2 Civilian Skills Data Base

2.1 Upload CSDB Data

The term ‘upload’ is due to the context in which it is used.  Without any qualifier, people would assume uploading is from the end user to the database server.  And ‘download’ is from the server to the end user.  However, in this case, the context is from the server – not the remote user – since the file transfer process is executed on the server and not on the remote (end user’s) computer.  Hence the term upload for transferring reports from the server to end user.

2.1.1 Generating a CSDB Report File

Section 4.2 through all of Section 5 of the CSDB End User Guide detail the procedure to download data from the CSDB – such as all of Program One or some other smaller subset (e.g., a single unit’s data).  Since the procedure is somewhat confusing when reading, the outline of necessary steps is listed below.  Follow the User Guide for additional information not presented below.  This is particularly true to determine which keystrokes are necessary; note that <F2> gives online help and can be useful in getting you out of a bind.  (Refer to the table at the end of Section 5 for the functions of the different key presses.)

· Select Personnel option on the Main Menu.

· Select Civilian Skills option on the Personnel Menu.

· Select Skills Review option on the Civilian Skills Menu.

· When prompted with Skills Query screen and a field to enter a SSN, press <F3> to bring up the customized search dialog box (or enter a SSN for just a report on a single person).

· Enter appropriate filter(s) in the customized search screen (e.g., RPC=01 for all of Program One units, RUIC=xxxxx to list only those records for the specified unit, etc.).

· Once the filter(s) have been specified, press <F3> to continue to the Sort screen.

· Usually, the box for sorting by SSN need not be enabled, so press <F3> to continue which will cause the listing of data to be ordered on Name.  The Report Options screen will appear.  If desired, first press <Keypad 3> to pre-count the number of records satisfying the filter(s) before pressing <F3>.

· <Tab> to Submit to Batch and press <F3> to execute the request.

· A different Report Options screen will appear so that the appropriate type of report can be specified.  <Tab> to Uploadable File option, place an X next to the option and press <F3> to execute.

· The report is now being generated (which can take several minutes to several hours depending on size of report and server utilization) and you are returned to the Skills – Query screen.  At this point you can start another query or return to the Main screen and exit RTSS.

2.1.2 Uploading CSDB Report File

Section 6 of the CSDB End User Guide details the procedure for uploading the generated report from the server to the remote user’s computer.  The preferred Action Code for modem connection is K.  Experience with Procomm Plus 32 for 95/NT showed that pressing <Page Down> after pressing the <Enter> key (per the procedure in the Guide) was not necessary; the Kermit download started automatically.  For Internet connection, the preferred Action Code is F.

2.2 Manipulating CSDB Data

Now that the data is on the remote (the end user’s) computer, the data can be imported into spreadsheet or database applications (e.g., MS Excel and MS Access) for viewing, searching, and analyzing.  Since the uploaded file is a delimited ASCII file, it must go through an import process to place data in fields or columns as appropriate.  The process described below will use MS Access.

2.2.1 Importing CSDB Data into MS Access

· Open existing CSDB.MDB file.

· Copy the structure of CSDB table to a new table with an appropriate name (e.g., Program One Data Table, or RUIC 85785 Data Table).

· Select File/Get External Data/Import.

· Navigate to the uploaded file and select.  To ‘see’ the file, it will be necessary to specify File Name: as *.* and Files of Type: Text Files.

· When the appropriate file is selected, MS Access should recognize it as an ASCII file and start the Import Text Wizard.

· The option for Delimited should already be selected.  If needed, select Delimited and then click Next.

· Specify the delimiter as Other and enter \ (a backslash).  Note that the data reformats to columnar data.  Click Next.

· Specify In an Existing Table and choose the table that you just created (e.g., Program One Data Table).

· Click Next which displays the last screen showing the table name again.  Click Finish to complete the import process.

2.2.2 Displaying CSDB Data in MS Access

To display data from this new table, the design of the appropriate forms and reports must be updated to reflect the new table.  Enter the Properties of the appropriate form or report and update the Record Source to the desired table name.  Once the record source has been updated, various functions can be performed to view the data:

· Edit/Find… can be used to search for word(s) in specific fields or form-wide.

· Records/Filter can be used to ‘pull out’ a subset of the entire data (such as members of a particular RUIC, personnel living in Virginia, etc).

3 Reserve Unit Assignment Document

The Reserve Unit Assignment Document (RUAD) is also available for uploading from RTSS.

3.1 Upload RUAD Data

3.1.1 Generating a RUAD Report File

· Select Reports option on the Main Menu.

· Select RUAD option on the Reports Menu.

· Select Unit option on the RUAD Menu.

· When prompted with Reserve Unit Assignment Report screen, enter the unit’s RUIC and make appropriate selections on report content (the default selections of Both and Wide are recommended).  Press <Keypad 1> to accept selections and to bring up the Report Selection screen.

· <Tab> to the Queue to Batch option and press <Enter> key.  The report is now being generated and you are returned to the Reserve Unit Assignment Report screen.  At this point, another unit can be specified, or you can return to the Main menu.

3.1.2 Uploading RUAD Report File

The upload process is essentially the same as described for uploading CSDB report file.  Section 6 of the CSDB End User Guide details the procedure for uploading generated reports from the server to the remote user’s computer.  The preferred Action Code for modem connection is K.  Experience with Procomm Plus 32 for 95/NT showed that pressing <Page Down> after pressing the <Enter> key (per the procedure in the Guide) was not necessary; the Kermit download started automatically.  For Internet connection, the preferred Action Code is F.

3.2 Displaying RUAD Data in MS Word

Minor document formatting will be required when the report is opened in MS Word.

· Modify Page Setup to specify:

- Landscape

- Margins of 1-inch except for right margin which should be 0.5-inches.

· Modify pagination as required.

4 Frequently Asked Questions

4.1 What really makes up the CSDB?

The CSDB consists of Skill Codes (quantity of 12) and a 1000-character job description.  (The job description is actually 17 fields, 16 fields that have 60 characters each and the 17th field that has 40 characters to round out the combined total of 1000 characters.)  When the CSDB is displayed or downloaded, other fields from RTSS are included.  These fields are:

· Name

· Social Security Name

· Home Address

· Home and Work Phone Numbers

· Designator

· Rate/Rank

· Active Unit Identification Code (AUIC)

· Reserve Unit Identification Code (RUIC)

· Reserve Program Code (RPC)

· Naval Reserve Activity (NRA)

· Foreign Language

· Foreign Language Proficiency

4.2 How can the data be updated in CSDB?

Naval Reserve COMSUBLANT Det 106, Washington is tasked by the Submarine Reserve Force to develop the methodology in which the CSDB is updated/maintained for Program One units.  Generally, each Program One unit will be provided its listing of personnel and data to review.  The unit CO will return updated information (or a negative report) to COMSUBLANT Det 106.  Then COMSUBLANT Det 106 will manage the update process either directly or indirectly.  The detailed procedure for distributing information to the Program One units, collecting updates, and managing the incorporation of updates is under development.

4.3 How can non-CSDB fields (i.e., fields inherent to RTSS) be updated?

COMSUBLANT Det 106 will make inquires to determine what existing process exists to make changes to the inherent fields in RTSS.  The findings will be communicated to all Program One units.

4.4 Can the following enhancements be made to CSDB.MDB?

CSDB.MDB is an MS Access database that has been populated with civilian skills data downloaded from RTSS.  The primary purpose of the CSDB.MDB is to search for skills that the Submarine Force is in need of  - usually for emergent peacetime contributory support.  It can also be used to validate data in RTSS and provide the basis for submitting corrections and updates to RTSS.  Several enhancements to CSDB.MDB can measurably improve its functionality in these two roles.

· A macro that prompts user for sorting criteria

· A macro that prompts user for filtering options

· A macro that exports a .mdb file based on sort/filter criteria

· Develop a series of standard reports and forms (yet to be fully defined)

If macros, or their equivalents, cannot be used for these functions, then written procedures will be developed to guide the user in performing the functions manually.

4.5 How frequently will CSDB data be provided to units?

It is anticipated that COMSUBLANT Det 106 will make quarterly distribution to Program One units.  Each Program One unit must provide COMSUBLANT Det 106 a point of contact and contact information (phone numbers and e-mail address at a minimum) in order to receive updates.  Alternatively, the distribution may be made to commanding officers – much like current electronic communications from the Force Director.
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