Air Force Climate Survey

ADMIN 

Certification Exercises

The exercises below are designed to test your knowledge of ADMIN Tool.  After the exercises are complete, e-mail the Air Force Climate Support Team at afclimatesurvey@randolph.af.mil to have your answers verified.  The Support Team will respond by e-mail with a certificate of completion and an ADMIN login name and password. 

If you would like to review the ADMIN Computer Based Training (CBT) or the Frequently Asked Questions, visit our website, https://afclimatesurvey.af.mil. 

TO BEGIN:

Log into the simulated ADMIN program at https://131.44.104.24/cert using the login and password that was e-mailed to you.

Click the Unit Review link on the Main Menu.

EXERCISE 1: Sort

1. The units in Unit Review are sorted by Unit Name, (first by number then by alphabet) by default.  In the drop-down menu at the top of the screen, select Hierarchy, files-folders and click Go. Sorting by hierarchy allows you to view organizations displayed by parent PAS code. Organizations that do not have a subordinate PAS code underneath them will be displayed with a document icon. Those organizations with a subordinate PAS code will be displayed with a folder icon. 

2. Click on 654 Reconnaissance WG to expand the folder.  This wing has four subordinates.  Click on 654 Logistics Gp to expand the folder.  This group has two subordinates.

3. Another way to sort by hierarchy is to view the entire structure without icons.  The units will be displayed with indentations of child PAS codes. From the drop-down menu, select Hierarchy, all units and click Go. This displays all units automatically, with child PAS codes slightly indented from their parent. 

4. Select Assigned, largest first and click Go.  The largest units will be displayed at the top.

EXERCISE 2: Unit Search

1. A search can be run on any text string (including numbers, letters, special characters and spaces). Type ‘op’ in the Search text box.

2. Click Search.

3. Units with ‘op’ as part of their names will appear. 

4. Click ‘Back to full unit view (remembering checkmarks)’ button at the top center of  the Unit Review screen to return to the Main Menu and display all units. 

EXERCISE 3: Editing Unit Names
1. In the left drop-down menu on the top of the screen, select Sort By Unit Name and click Go. 

2. Click on the checkbox to the left of 123 Space Warning SQ. Click the Edit link in the gray frame at the top of the window.  

3. Place your cursor in the first text box, delete the original unit name and type in ‘123 Space Warning Sq’ (note the lowercase ‘q’). Below this text box is an Editing Explanation box that enables you to enter a reason for editing this unit. Type ‘Practice Edit’ in the box.

4. Click the Save button, and review the unit information for accuracy.

5. Click the Continue button to return to the Unit Review menu.  The unit name should be displayed as 123 Space Warning Sq.
6. Scroll down to 987 Intelligence Squadron and 987 Intelligence Squadron, (A).  For this exercise, you have discussed these units with your MPF or the Unit POC and have determined the two have different duty locations.  Use Steps 1 – 5 to edit the 987 Intelligence Squadron, (A) to read 987 Intelligence Squadron (Operating Location) so respondents will not be confused as to which unit they should select.  

EXERCISE 4: Adding Points of Contact

1. In the Unit Review screen, click in the box to the left of 654 Operations Support SQ.

2. Click the link Contact/SUB
3. Click on 654 Operations Support SQ in the left-hand frame. This will bring up the Contacts list in the right frame. 

4. Click on Add Contact. You will be presented with text boxes for the contact information.

5. Enter your contact information in the appropriate text boxes.

First Name:  yourfirstname 
Last Name:  yourlastname
Email: your.email@address
DSN:  xxx-xxxx
Comm:  xxx-xxx-xxxx
Grade:  your rank
6. Click Add Contact
7. You will be presented with three questions:

Set yourself to receive participation rates (Select Yes)

Set yourself also to receive a Final Report (Select Yes)

Do not grant Unit Administrator rights to yourself (Select No)
8.  Select Leadership as the “Role” of the contact. 

9.  Click Finish.  You will see the new information in the contact list. 

10. Click Back to Unit View to return to the main menu. 

EXERCISE 5: Adding Subordinate Units

1. In the Unit View screen, click in the box to the left of 654 Security Forces SQ. 

2. Click the link Contact/SUB. 


3. Click on Edit Unit Structure on the bottom left side of the screen. 

4. In the text box, type A Flight and click Add. You have created a subordinate organization under 654 Security Forces SQ.

5. Click Back to Unit View to return to the main menu.

EXERCISE 6:  Adding Subordinate to a Subordinate

1. In the Unit View screen, click in the box to the left of 654 Security Forces SQ. 

2. Click the link Contact/SUB. 


3. Click on Edit Unit Structure on the bottom left side of the screen.

4. Place a checkmark in the box next to A Flight.
5. In the text box, type Element 1 and click Add. You have created a subordinate organization under A Flight of 654 Security Forces.

6. Click Back to Unit View to return to the main menu.

EXERCISE 7:  Adding a Contact to Subordinate Unit

1. In the Unit View screen, click in the box to the left of 654 Security Forces SQ.

2. Click the link Contact/SUB
3. Click A Flight.

4. Click Add Contact
5. You may either fill in the blanks to add a new contact or you may select an existing contact.  For this exercise, choose Joe.POC from the contact list.

6. You will be presented with two questions:

Set the contact to receive participation rates (Select Yes)

Set the contact also to receive a Final Report (Select Yes)
7. Select Leadership as the “Role” of the contact.

8. Click Finish. You will see the new information in the contact list. 

9. Click Back to Unit View to return to the main menu.

10. Click on the Uncheck All button on the top left of the screen.

EXERCISE 8:  Contact Review

1. Click on the Main Menu link at the top of the Unit Review screen.

2. From the Main Menu, click on Contact Review.

3. The left frame contains the name and e-mail address for each contact on your installation.  Click on your name.

4. Click the Contact Information button to display more information.

5. Click the Edit (including delete) button.

6. Change your DSN phone number to 111-2222.

7. Click the Save Changes button.

EXERCISE 9:  Hide

1. In Unit Review, click on the underlined No in the Done column next to the 654 Security Forces SQ (No= Show and Yes = Hide).  In the future, you will click the No next to each unit that you have completed.  The No will turn to Yes, so that when you Sort by Done Status, only the units that are incomplete will show.

2. Sort your units by Done Status.
You have completed all exercises!  Please send an e-mail to the Air Force Climate Survey Support Team at afclimatesurvey@randolph.af.mil stating that you have completed all exercises. Admin will open on 9 Jul 03.  All edits to unit names and unit structure must be accomplished NLT 13 Sep. 

