System Administration
Unit Maintenance

Unit Option Codes - Add

WARNING: Please be prudent when adding option codes! Once they are added
into the National Statistics computer system, they will always be there! Ask
yourself'the following question:

What will this option code accomplish?

Will this be necessary for accurate data processing?

Five or ten years from now, will this option code mean anything?
Is there another way to achieve the specific results for which I am
looking?

e

The National Statistics package provides a way to custommze detailed records of various mdividual happenings m
the corps/program. This is accomplished by the use of Unit Option Codes.

Through Unit Option Codes the user 1s able to tack a variety of programs within program line codes.
There are three (3) types of Unit Option Codes:

1 Territorial
2 Divisional/Command
3 Local Unit

The Umit Option Codes are deternuned to the specific users needs.

The following is a list of the breakdown of Unit Option Codes: (there are 99 possible Unit Option Codes per line
code available)

1. 01-69 - designated for the UNITS use ONLY

2 70-84 - designated for the DIVISIONAL/COMMAND use ONLY

3 83-99 - designated for TERRITORIAL HEADQUARTERS use ONLY

***NOTE': Once a local unit has been established Unit Option Codes it is permanently embedded into the ***
National Statistics Program



System Administration - Unit Optfion Codes - Add

Click the SYSTEM ADMIN (ALT+S) drop down menu from the main menu.
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Click UNIT MAINTENANCE from the drop down menu.
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System Administrafion - Unit Option Codes - Add

Click UNIT PROFILES from the sub drop down menu.
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This will open the Unit File Maintenance Screen.
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Svstem Administration - Unit Option Codes - Add

The user will notice that this screen consists of three tabs:

Unit Profile - Screen contains the information of the particular unit that 1s selected.
Line Code Selections - Screen contains the active lines for the selected Unit.
Unit Option Definition - Screen where Unit Option codes are created.

el )

Click the down arrow next to Division.
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Thas will show a list of all of the available Division/Commands.

Select the DIVISION/COMMAND that a unit option code 1s to be set up.
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The user will notice that the selected Division/Command 15 in the field.

Click the down arrow next to Unit.
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System Administration - Unit Option Codes - Add

[ 15] =]
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This will show a list of all the available units.

Select the UNIT that is to have a unit option code set up.
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The user will notice that the selected unit 1s now in the field.



System Administration - Unit Option Codes - Add

Click on the LINE CODE Selection tab.
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The user will notice that the Unit and the Program are in the top section of the screen.

Click the drop down arrow next to the Program.
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Svstem Administration - Unit Option Codes - Add

Select the PROGRAM that the Unit Option Code 1s to be setup.
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The user will notice that the selected program 1s in the field.

The user will notice 1n the lower section of the screen that there 1s a list of line codes. This screen consists of all the
lme codes that are available to the user.

Select the LINE CODE that 1s to have a Unit Option Code setup.

Use the scroll bars on the right side of the screen.
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Svstem Administration - Unit Option Codes - Add

The user will notice that the Unit Option Definition Tab has now become available.
Click the UNIT OPTION DEFINITION tab.
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The user will notice the following information in the header of this screen:

Unit

Program

Line Code

Line Code Title

$a L b

At the bottom of the screen are six (6) control button:
W - Add - Add an option code to the selected line
Recall | - Recall - Recall previously deactivated Unit Option Codes.
Edit - Edit - Make changes to existing unit option codes
Delete - Delete - Remove existing unit option codes
Cancel - Cancel - Cancel the previous command

Accept | - Accept - The user agrees with the changes to be added to the system



System Administration - Unit Option Codes - Add

Click the ADD button at the bottom of the screen.
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The user will notice that the screen has become available to enter data.
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System Administration - Unit Option Codes - Add

Enter the UNIT OPTION NUMBER.
NOTE: The following 1s a list of the breakdown of Uit Option Codes: (there are 99 possible Unit Option

Codes per line code available)

01-69 - designated for the UNITS use ONLY

1.
2. 70-84 - designated for the DIVISIONAL/COMMAND use ONLY
3. 83-99 - designated for TERRITORIAL HEADQUARTERS use ONLY
NOTE: It is necessary to enter the leading “0" of the Unit Option Codes for 01-09.
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Enter the TITLE for the first Ut Option Code.

The title should be synonymous to the tvpe of information that will be recorded.
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System Administration - Unit Opfion Codes - Add

Tab to the next field.

Enter the CATEGORY.

The National Statistics has the ability to break down information to a more detailed level. This 1s where

the Categories come into play.
There are three (3) daufferent levels of Categonies:

A-P - designated for the UNIT use ONLY

1.
2. Q-U - designated for the DIVISION/COMMAND use ONLY
3. V-Z - designated for the TERRITORIAL use ONLY
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Click the PRIMARY GROUP box to indicate whether this is a primary group.

When the user has more than one unit option code, the Primary Group controls the line code and updates

at the time of data entry.

The mformation in the Primary Group updates the Line Code and the totals for each of the sub groups.

Al sub groups must equal the totals of the Primary Group.

There must always be a primary group when using Unit Option Codes.



System Administration - Unit Option Codes - Add
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ShatclUocodes
Click the IDENTICAL NUMBER OF MEETINGS box if applicable to the unit option code.
If the user is setting up Unit Option Codes for a line that consists of meeting, the totals will always have to
match if this box is checked.
Click the ACCEPT button at the bottom of the screen.

The user will notice that the unit option code appears in the lower section of the screen.
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System Administration - Unit Option Codes - Add

Click the ADD button at the bottom of the screen.
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The user will notice that the screen has become available to enter another unit option code.

Enter the UNIT OPTION NUMBER.

NOTE: The following 1s a list of the breakdown of Unit Option Codes: (there are 99 possible Unit Option
Codes per line code available)

1. 01-69 - designated for the UNITS use ONLY
2. 70-84 - designated for the DIVISIONAL/COMMAND use ONLY
3. 85-99 - designated for TERRITORIAL HEADQUARTERS use ONLY

NOTE: Itis necessary to enter the leading “0" of the Unit Option Codes for 01-09.
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System Administration - Unit Option Codes - Add

Enter the TITLE for the first Unit Option Code.

The titfle should be synowymous to the tvpe of information that will be recorded.
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Enter the CATEGORY .

The National Statistics has the ability to break down information to a more detailed level. Thas is where
the Categories come into play.

There are three (3) different levels of Categornies:

1. A-P - designated for the UNIT use ONLY
2. Q-U - designated for the DIVISION/COMMAND use ONLY
3. V-Z - designated for the TERRITORIAL use ONLY
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System ddministration - Unit Optien Codes - Add

The user will notice that the PRIMARY GROUP .. If the first Unit Option Code was marked as a Primary Group,

then the next Unit Option Code will automatically be checked..
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Click the IDENTICAL NUMBEER. OF MEETINGS box 1f applicable to the unit option code.

If the user is setting up Unit Option Codes for a line that consists of meeting, the totals will always have to

mateh.
Click the ACCEPT button at the bottom of the screen.

The user will notice that the Unit Option Code 15 now

in the lower section of the screen.
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System Administration - Unit Opfion Codes - Add
Continue the same directions as above for further Option Codes.

Click on the UNIT PROFILE tab.
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Click the a EXIT button at the bottom of the screen.

**= NOTE: It is a necessity to initialize the Unit Option Codes before data entry can be performed. *==
Please refer to Initializing under Data”

The user will be returned to the main menu for National Statistics.




Data

Initialize Unit Option Data

Click the DATA (ALT+D) drop down menu from the main menu.
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Click INITIALIZE UNIT OPTION DATA from the drop down menu.
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The Unit Option Code Initalization screen will appear.

Duata - Initialize Unit Opfion Data
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The user will notice that the following information 1s already showing i the screen:

1. Division
2. Unit

Click the down arrow in the third field to select the Program for which the Unit Option Code was established.

Select the PROGRAM.
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Data - Initialize Unit Opfion Data

The uvser will notice that in the fourth field the first Unit Option Code 15 listed

Click the EDIT button at the right side of the screen.
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The Unit Option Data screen will appear.
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Data - Initialize Unit Qption Dar

The user will notice that the Line Code and Line Title head this screen.
Review the screen so that the user can faniliarize themselves with the appearance of the unit option code data entry screen.
Example:
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There are 190 hours on the line header. Therefore, the user must enrer detail for one or both of the Unit Option Codes that
total 190 hours.

i HEE
Ewil Gysery Dals Hepails LBBise  Syclen Advin Hel

i OiTeers Wile

Shalslllcstaiz] FAmcarct 132011320 Aacnid Lindockad [ T



Data - Initialize Unit Option Data

Click the ACCEPT button at the top left corner of the screen.

The wser will receive a message. ... “There are no Unit Option Codes to Initialize™.
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Thus 1s to notify the user that there are no further Unit Option Codes to mmtialize.
Click the OK button.

The user will receive the same message once again.

Click the OK button.

The user will be returned to the Unit Option Code Initalization screen.

Statzlllocodes Recordt EOFA10 Aecond Unlocked | HUIM



Click the EXIT button at the right side of the screen.

The nser will be returned to the main menu for National Statistics.
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