SIMS v7.4
Training Workbook

— OFTWARE.———

02011 SIMS Software



TABLE OF CONTENTS

SIMS v74 1
TRAINING W ORKBOOK  ..etuiieiiieeteeeta et e et e et e e e e e e e e e e et e e e e ean e e e e eenns 1
SECTION 1: INTRODUCTION TO THE SIMS TRAINING WORKBOOK .........ccun.... 1
1.1 Learning ODJECLIVES ....coo oo e e e e e e eeaanes 1
1.2 Conventions Used in the SIMS Training WorkbooK ..........cccccvvviiiiiiiiiiiiniiinnn, 1
1.3 Notes about the SIMS Training WorkbookK ...........ccccovviiiiiiiii 2
Should you become [0St oru N € € 1 t.d.i B 2
SYStEM INTOIMALION......cciiiiiiiiiie e 2
AccesSiNg SYStemM INFOMMATION .........uuuueiiiiiiiiiiieiiii bbb eneeenneene 2
1.4  Generating SIMS Tutorial Data...........cceeeeviiiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeee 2
1.5 Viewing SIMS Video PresentationS..........ccccoiiiieeiiiiiiiiiiii e 3
SECTION 2: SIMS BASICS .ttt 4
2.1 Learning ODJECLIVES ....coooiiiii i e e e 4
2.2 SIMS BASICS OVEIVIEW ....uuuuuiiiiiiiiineiinnetuunssnusnsesssnnsessssssssssessssnessennseasnsesssnnsnnnnnne 4
INTFOAUCING SIMS . 4
PR B O 111 4 01U ) I =Y Ao IR To =T = o 1 N 5
Introducing SIMS Output LISTING SCrEENS ........uuuuuuiiiiiiiiiiiiiiiiiiiieeeeeeeeenees 5
Exercise: Exploring SIMS Output LiStiNg SCreENS ...........uuuuiuiimiiiiiiiiiiiiiiiiiiiiiiiiiiiiineenneenes 5
Exercise: Using the QUErY EQItOr . ..........uuuiiiiiiiiiiiiii e 6
Exercise: UsiNg QUICK FING..........uuuiiiiiiiii e 7
P [ T o T U1 Yo T =T PP 8
INtroducing SIMS INPUE SCIEENS ... .. e e e e e 8
Exercise: EXploring SIMS INPUE SCIEENS ......oiiiiieiiiiieei e e e 8
2.5  PICKIiStS @nd PICKEIS ....ccouiiiiiiiie e 9
Introducing SIMS Picklists and PICKEIS........cccuuiii i e 9

Exercise: Exploring SIMS Picklists and PIiCKErS ..........ccoooiiiiiiiiiiii e 9



SECTION 3: SIM S REPORTS . ittt 10

3.1 Learning ODJECTIVES ......uuuiiiiiiiiiiiiii e 10
3.2 REP OIS it 10
INtrOAUCING SIMS REPOIS. ..ceiiiiiiii e et s e e e e e et s e e e e e e e e aae e e e e eaeeeeannes 10
Exercise: Printing a Pre-Defined REPOI .........ccooiiiiiiiiiiii e 10
3.3  Quick and CuStOM REPOITS ...ccciiiiiiiiiie e 11
Introducing Quick and CUStOM REPOIS .......iiieiiiiiiiiiiei e e e e e eaaanes 11
Exercise: Designing and Printing QUICK REPOIMS.........ccooiiiiiiiiiiiiiiiii e 11
SECTION 4: SIMS CLEARED FACILITIES AND CLEARED PERSONNEL ........... 12
4.1  Learning ODJECTIVES ....coooeeeeeeeeeeeeeee 12
4.2  Cleared FaCIlitiES .....coouuuii e e e 12
Introducing SIMS Cleared FaCilitieS ...........iiiieeiiiieeciis e e e e eeanes 12
Exercise: Creating New Cleared Facility RECOIAS........ccooiieviiiiiiiiiiiiii e e e 12
4.3  Cleared PersONNel ... e 14
Introducing SIMS Cleared PEersONNEL.........ccoiieiiiiiiiiiiiiii e e e 14
Exercise: Creating New Cleared Personnel ReCOrds.............ouiviiiiieiiiiiiiiiiiiiee e 14
SECTION 5: SIMS CLASSIFIED CONTRACTS AND FORMS ....vvvviviiiiiieiieenn, 17
5.1 Learning ODJECHIVES ....ouuuiiiiiii it e e e e e e 17
5.2  ClassSified CONraCtS .......uuiiiiii i e 17
Introducing Classified CONrACTS ..........uuuuiiiiiiiiiiiiii e eeeeeee 17
Exercise: Creating a New Classified Contract Record ..............cccoeeeiieiiiiiiiiiiiiiiiieeeeceeiees 17
Exercise: Creating @ NeW DD254 FOIM .......uuuuuuuiiiiiiiiiiiiiiiiiiiiiieeieeeee 18
SECTION 6: SIMS CONTAINERS AND DOCUMENTS ..ccuvviiiiiieeeeeeeeeeeneeene 19
6.1  Learning ODJECTIVES .......uuuuiiiiiiiiiiiiiiiiiiiiiiiiii bbb 19
A 070 ] o] = 11 g 1= TSPt 19
[aVigoo U TodTgTo TN @o] ] r= 1T 1= £ 19
Exercise: Adding New ContaiNer RECOIAS .........iiiiiiiiii e et er et e e e e eneans 20
LG T B To Yo U 1 4= o1 6P 20
[aTugoo [UTodTgTo T oot Uy 1= o] €= 20
Exercise: Adding New Document RECOIAS ........cocivviiiiiiiiiiei e 20
[ To o1 B[ g aT=T o1 @] o)/ 1 1 o SO SSRPPPRRRR 21
Introducing DOCUMENT COPYING ---.eeeeieeiiiiiiae e e e et e e e e e e e et aa e e e e e e e eeeaetna e e e e e aeeeeenees 21

Exercise: Copying Document RECOIAS .......cooiiiiiiiiiiiiiiie e 21



6.4

6.5

6.6

6.7

6.8

6.9

6.10

6.11

6.12

6.13

DOCUMENT TraNSACTIONS .. e e 22

Introducing DocumMeENt TraNSACLONS ........uuuiiiieeeii i e e e e e e e e e e eaanees 22
Internal Transfer and Transaction REPriNES............ouuiiiiiiieeiiiiece e e 22
Introducing Internal Transfers and Transaction Reprints ..........ccccceevveieiiiiiiiiiiiieeeeeceeinns 22
Exercise: Processing an Internal Transfer and Reprinting a Transaction....................... 22
Destruction CertifiCates ........covvviiiiiiiiiie e 22
Introducing Destruction CertifiCates ...............uuuuuuiiiiiiiiiiii e 22
Exercise: Processing a Destruction CertifiCate ..............cccocovuumimmiiiiiiiiiiiiiiiiiiiiiienes 23

External Transfer, External Transfer Receipt Returned, and Return to

ACCOUNTADIIITY oo 23
Introducing EXternal TranSfers. ..o a e e e aaanes 23
Exercise: Processing an External Transfer............iiiiiiiiiiiiiiiiee e 23
Introducing External Transfer Receipt RetUrNEd..........cccooeeiiiiiiiiiiii e 24
Exercise: Processing an External Transfer Receipt Returned..............ccccccvveeeiei i, 24
Introducing Return to Accountability ..........coooieiiiiiiiiie e 24
Exercise: Processing a Return to Accountability ..............ooooiiiiiiiiii e 24
Transfer to ANOther CONTIraCt ........coovviiiiiiiii e 25
Introducing Transfer to ANOther CONTrACT. ............uuuuuiiiiiiiiiiii e 25
Exercise: Processing a Transfer to Another Contract ...............cccccuveiiiiiiiiiiiiiiiiiiiiiiiennns 25
L] = 11 T 01 25
INtroducing Retain UNTil ...........uuiii e 25
Exercise: Processing Retain UNntil........... ... 25
B2 Tod =T I = PP 26
INErOAUCING TrACET LETEEIS. ... ettt seenssnsnnnsnnnnnes 26
Exercise: Processing TracCer LEtrS ... . ... et eeeeeeeseeeennnnennes 26
Regrade ClassifiCation .......ccoocceciiiiiiiie e 26
Introducing Regrade ClassifiCation ...........cccoiieiiiiiiiiiiiii e 26
Exercise: Processing Regrade Classifications...........ccooviieiiiiiiiiiiiii e 26
TaToTo] g o To] =14 1o o [OOSR 27
INtrodUCING INCOMPOIALION ... 27
Exercise: Processing INCOrPOraAtiONS. ........uuuuuuuuuiiiiiiiiiiiiiiiiiiiiiiiiibebebeeeeaeseeaeeeennee 27
(o F=T o T @ ¥ =T o I - o 1 1 o 27
INtroducing LOAn CRECK QUL .........uuiiiiiiiiiiiiiiiii e 27
Exercise: Processing @ LOAN OUL..........uuuuuuuuuuiiiiiiiiiiiiiiiiiiiiiiieieesieesieeieeeeenee 27
INEFOAUCING LOGIN TN 28
Exercise: Processing @ LOAN IN .........uuiuuiiiiiiiiiiiiii e 28
BarCOde INVENTOIY ..o e eaaans 28

Scanning in a Barcode INVENTONY ........cuuiiiiiiii e e e e et e e e e 28



Exercise: Scanning in a Barcode INVENTIONY ............ouuiiiiiiieeiiiieiiee e e e e 29

Performing a SIMS Barcode Inventory REPOI ............coiiiieeiiiiiiiice e 29
Understanding a SIMS Barcode Inventory REPOIt .......ccoooeeiiiiiiiiiiiiieeeeeceeieee e 31
SECTION 7: SIMS VISITOR CONTROL ...uuituieiieeiieeieeieeaeeeneeeneeaneeeneeenaeennes 32
7.1 Learning ODJECTIVES .......uuuuiiiiiiiiiiiiiiiiiiiiiiiiiie bbb 32
7.2 OULGOING REQUESTS ...uiiiiiiiiiiiiiiiiiiiiiiiiiiibtbib bbb snennnnne 32
Introducing OUtJOING REQUESLES ........uuuuuiiiiiiiiiiiiiiiiit e eeeeeeennnee 32
Exercise: Creating a New DoD Outgoing Request ReCOrd .............cccccuvumiiiimiiiinniiinnnnnns 32
7.4 INCOMING VISITOIS oo e e e e e e e 33
INtroducing INCOMING ViISITOIS. ... .uuuuuiiiiiiiiiiiiiiiiiiiiii bbb enesannnnnnnnnnes 33
VISIE AULNOMIZALIONS ... .ttt snnnnnes 33
Introducing Visit AUTNOTIZALIONS .........uuuuiiiiiiiiiiiiiiiiii bbb enennnnaennnnnne 33
Exercise: Entering Visit AUthOrZation LEters ............uuuuuuiiimriiiiiiiiiiiiiiiiiiiiiiieiieninnnennnnnee 34
Incoming Visitor ENtry CONEIOL .........uuuuiiiiiiiiiiiiiiiiiiii e senesnenensennnee 34
Introducing Incoming Visitor ENtry CONIOL...........uuuuuueeieiiiiiiiiiiiiiiiiiiieiiinnaeenennnsnnnnennnnnnes 34
Exercise: Using VISitor ENtry CONEIOL...........uuuiuuiiiiiiiiiiiiiiiiiiiiiiviinesneneeeennees 35
SECTION 8: SIMS CONFERENCES AND MEETINGS......vvvviiiiiiiiiiieeneeine e, 36
8.1  Learning ODJECTIVES ......uuuiiiiiiiiiiiiiiiiii e 36
8.2  SIMS Conferences and MEETINGS ........uuuuuuuummmiiiiiiiiiiiiiiiiiiieeeeaees 36
Introducing SIMS Conferences and MEetiNgS............uuuuuuuuimimimiiiiiiiiiiiiiiiiiiieeeeeenees 36
Exercise: Creating a New Conference RECOId..............uuuuuiuiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiieiiiiiinees 36
Exercise: Printing a LiSt Of AHENUEES ........uuuuuiiiiiiiiiiiiii e 37
Exercise: Marking Attendees as AITIVEd .............uuuuuiiiiiiiiiiiiiiiiiieeeeeeaeees 37
Exercise: Printing a List of Current AENAEES...........uuuuuumiiiiiiiiiiiiiiiiieeaeees 37
SECTION 9: SIMS INFORMATION SYSTEMS ...uiiiiiiiiiiiiiiieeeineeieeeeeeeeenneennns 38
9.1  Learning ODJECHIVES ....ouuuiiiiii et e e e e e e e 38
9.2  SIMS INfOrmation SYSTEMS ...oovuiiiiiii e 38
Introducing SIMS INfOrmMation SYStEMS .......ii e e e e e e eeeeees 38
Exercise: Creating a NeW IS RECOI ........uuiiii i e e 38
SECTION 10:  SIMS INCIDENTS ..tutiiiiinieieei et e e e e e e e e e e ea e eaeeans 40
10.1 Learning ODJECTHIVES .....coiiiiiiiiiiiiiiiiiiieeeeeeeeeeeee ettt 40
10.2  SIMS INCIAENTS ceviiiiiii et e e e e e e e e et e e e e e e e e e e eetannaaeeeeeeeeeennes 40

INTrodUCING SIMS INCIOENTS ...ttt 40



Exercise: Creating a New InCident RECOId .............cuviiiiiieiiiiiiiiice e 40

SECTION 11: SIMS LOCKS AND KEYS ...iitiiiiiieiieeeie et 42
11.1 Learning ODJECTHIVES .....coiiiiiiiiiiiiiiiiieieeeeeeeeeee ettt 42
11.2 Introducing SIMS LOCKS and KeYS .......ccovviiiiiiiiiiiiiiiiiiiiiiiieeieeeeeeeeeeeeeeeeeeeeeeee 42
Exercise: Creating a New Key HOOK RECOId............uuuuumimiiiiiiiiiiiiiiiiiiie 42
Exercise: Creating a New Key RiNg RECOId .............uuuiiiiiiiiiiiiiiiiiiiiiiiiiieees 42
Exercise: Creating New LOCK RECOIUS...........uuuuuiiiiiiiiiiiiiiii e 43
Exercise: Creating New Key RECOIMS ..........uuuuuuumiiiiiiiiiiiiii e 44
Exercise: Copying KEY RECOIAS .........oouuiiiiiiii e e e e e e aaaees 44
Exercise: Associating Keys With LOCKS .......cccoooiiiiiiiiiiiiii e 44
Exercise: Processing LOcks & Keys TranSactions ............ceovvveviiiiiiiieeeeceiiiiiiinee e eeeeeennnns 44
SECTION 12:  SIMS UTILITIES.c.uniiiiieiiiieeei ettt 46
12.1 Learning ODJECLIVES ....coooiiiecie e e e e e e eeeaaes 46
INtroducing SIMS ULIILIES.....couvieii e e e e e e e e eaaees 46
12.2  System CUSTOMIZALION .....cciiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeee et 46
Introducing System CUSTOMIZATION ..........uuuuiiiiiiiiiiiiiiie e eenneneees 46
Exercise: Exploring System CUStOMIZAtION............uuuuuuiiiiiiiiiiiiiiiiiiieiieeeeeeeaees 46
12.3 Clearance Level DefiNitiONS ... .o e e e eeeeees a7
Introducing Clearance Level DefinitioNs...............uuuuiiiiiiiiiiiiiiieeeees a7
Exercise: Creating a Clearance LeVel...............uuuuiiiiiiiiiiiiiiii e a7
12.4  SPECIAI ACCESSES ...ooiiiiiiiiiiiiieeeeee ettt ettt e e e a7
INtrOAUCING SPECIAI ACCESSES ...uuuiiieiiieiiet it e e e e e e e et a e e e e e e e e ettt aeeeeaeaeannnes 47
Exercise: Creating SPeCial ACCESSES .....uuuiiiii ittt ee et e e e e eaeeaaeaees 47
12.5 LiSt MANAQEMENT ....uuiiiiiiiieeie e e e e e e e e e e e e e e e eeeaaes 48
Introducing List MaNAQEMIENT ........ccoiiiiiiiiiie e et e e e e et e e e e e e e eeaaaees 48
Exercise: EXploring List ManagemeENt.........cii i e iiiiiiiiiieee et e e e e e anaees 48
12.6 Data Field Defaults ........cooiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeeeeeeeeeee et 48
Introducing Data Field Defaults ... 48
Exercise: Exploring Data Field DefaullS........... ... 49
12.7 Document NUumbering Streams .........ooovvvviiiiiiiiiiiiiiiiiiiiieeeeeeeeeeeeeeeeeeeeee 49
Introducing Document NUMDEING SIrEAMS ........uuuuuuuiiiiiiiiiiiiiiiiiiiiiiiiiiieeeeeeeeeees 49
Exercise: Creating a Document Numbering Stream.............ccccuuueiiiiiiiiiiiiiiiiiiiiiiiiiiiinnnns 49
12.8 USEr ManagQeMENT......ccci ittt ettt e e e e e e et e e e e e e eeennes 49
INtroducing USer Man@gEIMENT ..........uuuuuiuiiiiiiiiiiiiiitiiiebi bbb eesenebenneee 49

Exercise: Creating a New User Account in SIMS..........coiiiiiiiiiii e, 50



12.9 Database AUGITS .....ciiii i e e e e e e et e e e e e e eeaaae
Introducing Database AUAILS..........cooiiiiiiiiii e e
Exercise: Printing a Database Audit REPOI............ouiiiiiii i



Section 1: Introduction to the SIMS Training Workbook

Welcome to SIMS! This section covdrew to use the SIMS Training Workbook.
1.1 Learning Objectives
After completing this section, you will know how to:
Use the SIMS Training Workbook and interpret the conventisesd (11.2)
Find help if you need it while youdre using =
View the SIMS System Information window (1.3)

Set up SIMS for use with the SIMS Training Workbook (1.4)

< < < < <

View SIMS video presentations (1.5
1.2 Conventions Used in the SIMS Training Workbook

To make things easier to understand, a few conventions have been used in the SIMS Training
Workbook:

1 Instructions are numbered as follows:
1. Read this first.
2. Read this next.
9 Thenamesof items in SIMS and Windows are looldface

1 Notes give you dditional information about a subject.
Note: Notes will be in purple boxes like these.

9 Important notes tell you what you may need to successfully complete the section.
Important: Important notes will be in blue boxes like these.

9 Tips describe alternatways of doing things that you might find convenient.
Tip: Tips will be in yellow boxes like these.

9 Cautions warryou of possible losses to data.

Caution:  Cautions will be in pink boxes like these.



1.3

1.4

Notes about the SIMS Training Workbook

The SIMS Tréning Workbook has been designed to be used with the SIMS Video Presentations
and the SIMS Tutorial Databasghe SIMS Training Workbook will guide you through tutorial
setups, video presentations, and exercises so that you may learn how to use SiNMSugdickl
easily.Though SIMS does recommend that you go through the SIMS Training Workbook in the
order specified, it is not mandatory. You may pick and choose whichever sections you would like
to learn. HoweverSIMS recommends that you read this sectionfeé8ettion 2: SIMS Basias

first. These sections explain the basic terminology, buttons, viewing video presentations, etc. in
SIMS and will make it easier for you to understand the information presented in the sections that
follow.

Should you become lostoruncert ai né
éat any point in an exercise,

1  Return to the SIMS main menu by clickitige Close
button in the upper right cornen every screen until yo
reach theSIMS main menu.

T View the video presentation onagain;taking note of
the areas you had trouble with.

1 Generate the tutorial data again to reset the data in tt
training database.

I f you cannot resolve your issue, €29l SI MS
Please havgour System Infanation ready.

System Information

TheAbout SIMS screerdisplays information such as the version of SIMS you are ruramdg
other information specific to your system. Please have this information ready whenever you call
SIMS.

Accessing System Information

1. Inthe SIMSmain window, click théHelp menu.

2. Click About SIMS. TheAbout SIMS window opens.

3. Click OK to close theAbout SIMS window.

Generating SIMS Tutorial Data

Please contact your system administrator for instructions on loading the SIMS tutoriarigéta s

using Query Analyzer.

Note: Some of the images in the SIMS Training Workbook may be slightly
different from the ones on your computer. You will still be able to complete th
exercises in the SIMS Training Workbook.

y 0

So
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Viewing SIMS Video Presentations

The beginning of each section of the SIMS Training Workbook will ask you to view a video
presentationTo view a video presentation:

1. Inthe SIMS main window, clickltilities.
2. Click System Customization In theSystem Tab enter the URL for the video entations.

3. Inthe SIMS main window, choose tRELP icon. This will display the URL that links to
your video presentations.

4. When you are finished viewing tipeesentationclose the video window.



Section 2: SIMS Basics

2.1

2.2

This section covergasic things a user shduknow abouSIMS.

Learning Objectives

After completing this section, you will know how to:

Use SIMS and describe what SIMS does (2.2)

Perform basic navigation and recognize the terms used for difteneais in SIMS (2.2)
Change your password in SIM3.2)

UseSIMS Output Listing Screens tew, add copy, and delete records (2.3

Use the Query Editor to find specific data records (2.3)

Use the Quick Find to find specific data records (2.3)

Add and change data in SIMS Data Entry Screens (2.4)

< < < < < < < <

UsePicKists and Pickerso enter data (2.5)

SIMS Basics Overview
Introducing SIMS
L edbégin! To start learning SIMS

» View theOverview presentation. For inforiaon about vi ewing
SIMS Video Presentationso in Section

» View theValidations presentation.

» View theUser Management Utility preentation

present e
1.



2.3

= SIMS (=l =] =
\Dﬂ. ‘7”} 3 E
Host Facilities Cther Facilities Cognizant Offices Cleared Personnel Containers
(Classified Contracts Documents DoD Outgoing Requests  DoE Outgoing Requests SCI QOutgoing Reguests
= g [ y ey
> i€ ] \
© ig e s @i
Vigitors Visit Authorizations 15 Forms Conferences and Meetings
|—§ a B f
Incidents Locks Keys
Q el : ' = cﬁ
© xJ 9 e e
Logon Logoff Help Change Password |kilties Quit
I OFTWARE-_
Figure 1. SIMS Main Menu

Output Listing Screens
Introducing SIMS Output Listing Screens

Before beginning the @put Listing Screens exercises:

P+ View theOutput Lists presentation. For infornian about viewing presentations, see

AVi ewing SIMS Video Pre
» I f you have not already
SIMS Tutori al Dat ao in

Exercise: Exploring SIMS Output Listing Screens
1. Open theCleared Personneimodule

2. Explore the output listing screen that opens.

sentationso in
generated the
Section 1.

Secti

tutor.i



1 Personnel

=1 EOR(Fx

ID = Full Name Clearance Level
000-00-0000 Document Control Office, TOP SECRET
111-11-1111 Maowell, Peter C. TOP SECRET
223222222 Powers, Brad R. TOP SECRET
333-33-3333 Smith, Janet L. TOP SECRET
444-44-4444 Wiliams, Howard 0. UNCLASSIFIED
288-58-2888 Atkingon, Brian William TOP SECRET
559-99-95955 Gentry, Shidey Ellen SECRET

l:\‘)) E?}, Iﬁj Q é,_‘a:;g o =3 = E [] Fitter Inactive Page 1of 1

Cloze

Figure 2: Cleared Personnel Output Listing

3. Click on each of the buttons at the bottom of the output listing screen.

Tip:

4. Return to the SIM®iain menu

Exercise: Using the Query Editor

1. Open theCleared Personnemodule.

You may add a new record, copy a record, delete a record, sort records,
perform queries, etc. at this point. You can always re-generate the tutorial
data if you want to clear out your entries.

2. Create a new searchitivtheQuery Editor using the following information.

Tip:

You can press CTRL-E from any output listing screen to open the Query

Query, Second Line
Table

Operator
Value

Personnel
Is less than

L

LastName
AND




Query, Second Line

Table Personnel Field LastName
Operator Is greater than Modifier AND
Value E
3. Verify your entries.
fa 4 IEI -
o' Query Editor = X
Create Query Component
Table / Column Operator Medifier Value
..... [H] KinName » | |lsequalto [AND ]
""" (4] KinPhone o
KinRelati |s greater than
""" (] KinRelation ls greater than or equal to
""" % KMP Is less than
..... =20 | astName Is less than or equal to
& )
p i Left Parenthesis
----- [H] LicenseMumber Contains ) (]
----- LinealNumber Does not contain || Right Parenthesis
ls empty
[ Location_ID E| Is not empty
----- ] MaidenName
----- [H] MaiStop
[ MartalStatus_ID
----- [H] MiddleName
----- [H] NameOfSpouse
----- ] MNaturalizationDate
----- FE NaturalizationMum i
Add to Query T
Current Query Components
(  Table Field Operator Value )} Modifier
Personnel LastMame 2 legs than L AND
Personnel LastMame ls greater than E AND
Remove ] [ Remove Al ] [ Save Query ] [ Load Queny [7] Erterprise Wide
| Cancsl || oK
Figure 3: Query Editor

4. Returnto the SIMSmain menu

Exercise: Using Quick Find

1. Open theCleared Personneimodule.

2. UseQuick Find to sarch for all personn&lith aTOP SECRET security clearance.

Tip:

You can press CTRL-F from any output listing screen to open Quick Find.




2.4

r k'
Personnel Quick Find (%o = wildcard) ‘ ﬁ
Basic | Clearances I Advanced
Special Accesses
Last Mame [ APPLE
First Name [] CHERRY
[] CNwDI
Personnel 1D [] COMSEC
[7] Dale's 54
SSN 7] FRUIT
Facility 1D [C] Jim's SA
[F] NATO
Employee # [C] PEACH
Barcode [ Rect Only
[ WHNINTEL
Data Group @And © Or
Clearance Type [ v]
Primary Clearance
Employee Type l v]
[] COMFIDENTIAL
Depariment | 7] [ INTERIM S
KMP Terminated 0 ngTcEFTg TS
Enterprise \Wide E TOP SECRET
[] UNCLASSIFIED
Date Feld
Field | -
From [ £/31/2010 -
Te [0 83152010 -
Combine all search terms with: @ AND (O OR  [7] Addtoprevious query | Save | [ Load | [ Cancel || 0K |
e A

Figure 4: Quick Find

3. On the output listing screen, cli@how All Recordsto refresh the list.
4. Return to the SIM$ain menu

Input Screens

Introducing SIMS Input Screens

Before beginning the Data Entry Screens exercise:

» View theData Entry Screenspresentation. For inforntian about viewing presentations, see
AVi ewing SIMS Video Presentationso in Sectio

» If you have not already generatedthetwr i al data, do so now. For
SIMS Tutori al Dataodo in Section 1.

Exercise: Exploring SIMS Input Screens
1. Open theDocumentsmodule.

2. Explore the output listing screen that opens.



2.5

3.

Open an existing record.

4. Explore the data fields in daof the various tabs for the record.

5.

Return to the SIMS main menu.

Picklists and Pickers

Introducing SIMS Picklists and Pickers

Before beginning the Bklists andPickersexercise

» View thePicklists presentation. For information about viewing preséntatn s ,
0O in Secti

4

SI'MS Video Presentations

I f you have not already
SIMS Tutori al Datao in S

Exercise: Exploring SIMS Picklists and Pickers

1.

2
3
4.
5

Open theHost Facilitiesmodule

Open an existing record from the output listing screen.

Explore apickerby clicking theCognizant Office button.

Explore apicklist by clicking on theClearance Leveffield.

Return to the SIM®nain menu

generated
1.

ection

see

on

t he

AnVi ew

tutor.i



Section 3:  SIMS Reports

This sectim covers generatingeportsin SIMS.
3.1 Learning Objectives
After completing this section, you will know how to:
V View and printPreDefined reports (3.2)
V Design, view, and prinCustomreports (3.3)
3.2 Reports
Introducing SIMS Reports
Before beginnin@ny of he Reports exercises

» ViewtheReportspr esent ati on. For information about v
SIMS Video Presentationso in Section 1.

» I f you have not already generated the tutori
SIMS Tutofi al Datao in Section 1.

Exercise: Printing a Pre-Defined Report
1. Explore the pralefined reports available in the different modules of SIMS.
2. Open theCleared Personneimodule.

3. View a predefined report using the following information.

Reports Menu
Report Key Management Personnel

Key Management Personnel Report Options

Facility 1D A1000
4. You can print the report, or exit without printing.
5. Return to the SIM$nain menu

1C



Quick and Custom Reports
Introducing Quick and Custom Reports
Before beginning th@uick andCustomreportsexercise

» View theQuick Reports presentation. For information about viewing presentations, see
AVi ewing SIMS Video Presentationso in Sectio

» View theCustom Reports presentation. For information about viewing presentations, see
AVi ewing SIMS Video Presentationso in Sectio

» I f you have not already generated the tutori
SI'MS Tutori al Datao in Section 1.

Exercise: Designing and Printing Quick Reports
1. Explore the customeports scren from different modules in SIMS.
2. Open theDocumentsmodule.
3. Designaquickreportthat includeghe following information.
M Container>xXontainerIiD

1 DocumenNumber

SIMS Quick Report

Container -= ContainerlD DocumentNumber

SAFE B1-L1 Docurment B1-L1

SAFE1 SIMSISBE-00001-90

SAFE 1 SIMSISBE-00003-90

SAFE1 SIMSISBE-00003-90 Copy-001

Figure 5: Document Quick Report
4. You can print the report, or exit without printing.

5. Return to tle SIMSmain menu
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Section 4:

4.1

4.2

SIMS Cleared Facilities and Cleared Personnel

This section covers thHaost Facilities, Other FacilitiesandCleared Personnemodules in

SIMS.

Learning Objectives

After completing this section, you will know how to:

V Create new Clered Host Facility, Government Facility, Other Facility records (4.2)

V Create new Cleared Personnel records (4.3)

Cleared Facilities

Introducing SIMS Cleared Facilities

Before beginning the Clearédcilities exercise

> View theCognizant Officespreserdtion. For information about viewing presentations, see
deo Prese

AViewing

SI MS Vi

» View theFacilities presentation.

» I f you ha

vV e not

already g
SI'MS Tut orSeaibnlDat ado i n

Exercise: Creating New Cleared Facility Records

ntationso in

enerated the

1. Create a new Host Facility record with tHest Facilities module using the following

information

ID

Facility Type
Clearance Level
Granted

Next Check*

A2000

Contractor
TOP SECRET
10/01/1998
12/12/2008

Name

Cognizant Office
Storage Level
SPP Update

General Space & Defense
Corporation

S5310
TOP SECRET
02/13/2003

*Note: The Next Check field automatically populates when data is entered into the
SPP Update field; you may still change the Next Check field.

Other Addresses Tab
Address Type
FAX #1

Secure Phone

Emergency Phone

Primary

(619) 555-7345
(619) 555-2534
(619) 555-0202

12

Address Line #1
Address Line #2
Address Line #3
Address Phone

ATTN: Security Office
18301 Countrywood Lane
Encinitas, CA 92024
(619) 555-0939

Secti o

tutor.i



Other Addresses Tab
Address Type
Contact

Facility
Security Officer

POC
Brian Atkinson
Key Security Personnel Tab

Address Line #1
Address Line #2

Peter Maxwell

P.O. Box 12345
Encinitas, CA 92024

2. Create a new @er Facility record with th®ther Facilities module using the following

information

Home Tab

ID

Facility Type
Convenience Code
Clearance Level
Granted

Other Addresses Tab
Address Type

FAX #1

Emergency Phone
Other Addresses Tab
Address Type
Contact

Access Control Tab
Special Accesses

67589 Name

Civilian

Acme McLean
TOP SECRET
09/26/1976

Storage Level
Verified

Primary

(703) 848-5823
(703) 848-1212

POC Address Line #1
W.D. Nixon Address Line #2
NATO

Cognizant Office

Address Line #1
Address Line #2
Secure Phone

Address Phone

Acme Engineering
Services

S4110

TOP SECRET
06/12/2002

7915 Jones Branch Drive
McLean, VA 22102-3396
(703) 848-7823
(703) 848-5000

P.O. Box 2824
McLean, VA 22106-2824

3. Create a newovernmentfacility recordwith the Other Facilities moduleusing the

following information

Home Tab

ID

Facility Type
Clearance Level
Other Addresses Tab
Address Type

FAX #1
Address Phone

MICOM Name
Government
TOP SECRET  Storage Level

Primary Address Line #1

(205) 481-6714 Address Line #2
(205) 481-7243 Address Line #3

13

Commander

TOP SECRET

U.S. Army Missile
Command

ATTN: Visitor Control

Redstone Arsenal, AL
32904




4.3

Key Security Personnel Tab
Facility Security SP4 Blaine

Officer Cook
Remarks Tab

Remarks You can enter comments here about the facility, up to xxxx
characters i how many?

4. Verify the information entered.

5. Return to the SIM$nain menu

Cleared Personnel

Introducing SIMS Cleared Personnel

Before beginninghe Cleared Personnel exercise

» View theCleared Personnelpreentation. For information about viewing presentations, see
AVi ewing SIMS Video Presentationsd in Sectio

» View thePersonnelClearanceTracking presentation.
» View thePersonnelTraining presentation.

» If you have not already generated the tutorialdita, s 0 no w. For detail s,
SIMS Tutori al Datao in Section 1.

Exercise: Creating New Cleared Personnel Records

1. Create a new Cleared Personnel record wittClbared Personneimoduleusing the
following information

Note: When adding or modying a Clearance sukecord a @ Cl
di alog will display. Sel ect
example below, and theioosehe OK button.

ID IN2543 Last Name Doe

First Name John Middle Name William

Facility ID A1000 SSN # 188-88-8889
Barcode P00234 Department Laboratory
Location Bldg N-418, NWC  Position Senior Engineer
Level TOP SECRET Status Active

Agency DOD Type Final

Granted 12/01/2005 Briefed 12/05/2005

14



Clearances - Applications/Polygraph Information Tab

Clearance Waiver? (Select the Basis SSBI
checkbox)

Level TOP SECRET

Case # PG188-88-8889 Given By U. Tuzoia

Type Electroscopic Test Date 02/14/2004

Result Pass

Citizenship Tab

US Citizen? (Select the checkbox)

Special Accesses - Special Accesses Tab

Special Access NATO Briefed 01/23/2003

Special Access COMSEC Briefed 02/14/2003
Rebrief 02/13/2004

Employment Tab
Start Date 02/15/1994

Personal Tab

Height 56 110 Hair Brown
Weight 132 Eyes Blue
Birthdate 07/04/1973 Gender Male
Birthplace Okinawa Country Japan
Badge Number T-1749 Clearance TOP SECRET
Issued By A1000

Issue Date 03/15/1994 Expiration Date 03/15/1995
Course ID General-1 Status Other
Assigned 02/14/2004 Started 03/14/2004
Name Okabe, Satoru Relation Brother
Phone (415)333-4444

Date 02/14/2003 License Crescent
Color Red Decal # Moon-2
Vehicle Make Pontiac Vehicle Model Firebird

Military Tab
Grade/Rank /Rate General
Foreign Travel / Contacts i Foreign Contact Tab

Name Olenoides Serratus Suspicious
Marketing

(Select the checkbox)

Remarks Tab

Remarks

| f vy o guiteramredlier what to do, watch the Cleared
Personnel video presentation again.
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Path http://www.simssoftware.com

Description The Makers of SIMS

2. Verify the information entered.

3. Return to the SIM®iain menu
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Section 5:

5.1

5.2

SIMS Classified Contracts and Forms

This section ceers theClassified Contracts moduleof the SIMS main menu.

Learning Objectives

After completing this section, you will know how to:
V Create new Classified Contract records (5.2)

V Create new DD254 forms for contracts (5.3)

Classified Contracts

Introducing Classified Contracts

Before beginning th Classified Contracts exercise

» View theClassified Contracts presentation. For information about viewing presentations,
deo Presentationsao

see AViewing SI

MS Vi

» If you have not already generatedthetur i al data, do so now.
SIMS Tutori al Dat ao

n Section 1.

Exercise: Creating a New Classified Contract Record

1. Create a new Classified Contract record withGhassified Contractsmoduleusing the

following information.

Contact Name
Program Mgr./ACO
Facility Level
Facility ID A1000

Will:
Additional Info Tab

Contract ID N68472-98-C-2014
Sponsor Naval Air Warfare
Center

Alfred E. Newman
Jeremy Collins
TOP SECRET

In Performing This Contract, The Contractor

Scheduled Completion 12/20/2010

Description HARM lll Telemetry
Processing

Preceding N68472-93-C-0214

Contract ID

Phone # (619) 481-7264

Phone # (310) 275-0926

Storage Level SECRET

Contract Type Prime Contract

Receive And Generate Classified Material

Performing Facilities Tab

Facility ID E1000

2. Verify the information entered.

3. Return to the SIM$ain menu
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Exercise: Creating a New DD254 Form

1. Create a DD254 forrfor thecontract created in the previous exercise. Chatract ID for

this record is N684798-C-2014. Use the following informatidior the form

DD254 level Top Secret Subcontract # 456778888
Subcontract Date 8/20/2001 Specification Original T 8/20/2001
Prime Facility A1000 Subcontractor E1000
Facility Address PRIMARY Facility Address OTHER
Communications (Select checkbox) Intelligence (Select checkbox)
Security (COMSEC) Info Information:

Non-SCI (Select checkbox)
Require a COMSEC (Select checkbox)
Account

12-13 Tab

Proposed public release shall be submitted None
for approval prior to release:

Additional Security Requirements Security Guidance forwarded under
separate cover.
Certifying Official Alfred E. Newman Title Director, Corporate Security
Telephone (310) 481-6352 Address 1000 Century Boulevard,
Suite 1200

Los Angeles, CA 90023

17 Tab

Prime Contractor (Select checkbox) Subcontractor (Select checkbox)
Cognizant Security (Select checkbox) Administrative (Select checkbox)
Officer Contracting Officer

2. Verify the information ented.

3. Return to the SIM®iain menu

18



Section 6;: SIMS Containers and Documents

6.1

6.2

This section covers theontainers andDocumentsmodules of théSIMS main menu.

Learning Objectives

After completing this section, you will know how to:

Vv

< < < <

< < < < < < <

Create newContainemecords (6.2)

Create new Document records and copy documents (6.3)

Process Internal Transfers and use Transaction Reprints to print a (@eBipt
Process the destruction of documents bgtimg a Destruction Certificate (6.5)

Process the external transfer of docursemid verify the transaction by Return to
Accountability(6.6)

Transfer documents tmother Contract(6.7)

Retain documents until a specified dat&)6.

Process a Tracer Letter using default setting (6.

Regrade Classifications for documents (5.

Incorporate one or more documents into another destination documeit (6.1
Process a Loan Check Out to an individual for documents (6.12)

Use ASSETPRO to collect barcode inventory information with the TopGun barcode scanner
(6.13)

Containers

Introducing Containers

Before beginninghe Containers exercise

>

View the Containers presentation. For information about viewing presentations, see

AVi ewing SIMS Video Presentationso in Secti

O |

If you have not already generated the tutorial data, do so now. Fosdetails e e fiGener at i

SI'MS Tutori al Datao in Section 1.
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6.3

Exercise: Adding New Container Records

1. Create a new Container record with Gentainers moduleusing the following information

Home Tab

ID SAFE 12-1 Barcode C00015

Storage Level SECRET Location BLDG 201, ROOM 227
Prime Custodian Peter C. Maxwell Type SAFE

Maker Mosler Multiple Drawer? (Select checkbox>
Drawers 2

Personnel Access Tab
Custodian Brad Powers

2. Verify the information entered.

3. Return to the SIM$ain menu
Documents

Introducing Documents

Before beginning th®ocuments exercises

» View theDocumentspresentation. For information about viewing presentations, see
AVi ewing SIMS Video Presentationsd in Sectio

» If you have not already generated the tutorial data, do so now. Foedetaills e e A Gener at i
SIMS Tutori al Datao in Section 1.

Exercise: Adding New Document Records

1. Create a new Document record with h@ecumentsmoduleusing the following information

Document # 2004-00001 Barcode D010265A

Pages 23 Generated (Select checkbox)
Classification SECRET Type Minutes

Title Project ECHO Monthly Steering Group Meeting Minutes (U)
Custodian Document Control Office  Container ID SAFE 1

Contract ID SIMS-BDF-00234 Project ECHO
Document Date 06/30/2004 Rec/Gen Date Todayds dg
From A1000 Authors Janet Smith
Status Tab

Manual Review? (Select checkbox)

Keywords / Special Accesses Tab

Keywords FLOT

Special Accesses COMSEC Special Accesses NOFORN
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2. Create another Document record with Brecumentsmoduleusng the following

information
Document # 2004-00002 Barcode D010266
Pages 33 Generated (Select checkbox)
Classification SECRET Document Type Document
Title Logarithm Development Equation for ATF Telemetry Downlink

Transmissions (U)

Custodian Peter Maxwell Container ID SAFE 2
Contract ID N78341-93-C-0020 Project ECHO
Document Date 03/30/2002 Rec/Gen Date 04/12/2002
From B1000 Authors Buzz Bates
Status Tab
Manual Review? (Select checkbox)
Keywords_Special Accesses Tab
Keywords FLOT
Special Accesses COMSEC Special Accesses NOFORN

3. Verify the information entered.

4. Return to the SIM$ain menu

Document Copying

Introducing Document Copying

Before beginning the Clafisd Document Copying exercise

» View theDocument Copy Transaction presentation. For information about viewing
presentations, see fAViewing SIMS Video Prese

» I f you have not already generated the tutori
SI'MS Tutori al Datao in Section 1.

Exercise: Copying Document Records

1. Copy the documer8IMS/SB-00003-90 with the Documentsmodule using the following
information.

Copy Document Screen

# of Copies 5 Assign Sequential Copy Numbers (select)
Custodian Brad R. Powers Container SAFE 2
All Copies Generated Leave New Barcodes Blank (select)

2. Verify that the copies have been made and revierémarks tab of the original document
record and one of the copies for verification.
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6.4

6.5

3. Return to the SIM$ain menu

Document Transactions

Introducing Document Transactions

Before beginning thB®ocument Transactions exercises

+ View theDocument TransactionsOverviewpresentation. For information about viewing
presentations, see AViewing SIMS Video Prese

» If you have not already generatéd¢ t ut ori al data, do so now. F
SI'MS Tutori al Datao in Section 1.

Internal Transfer and Transaction Reprints
Introducing Internal Transfers and Transaction Reprints

Before beginninghe Internal Transfer exercise

» View theDocument Internal Transfer Transactiorpresentation. For information about
Vi ewing presentations, see fAViewing SIMS Vid

» View theDocument Reprint presentation.

» If you have not already generated the tutorial data, do so now. Bordets , s ee fAGener
SI'MS Tutori al Datao in Section 1.

Exercise: Processing an Internal Transfer and Reprinting a Transaction

1. Process thinternaltransferof the document, SIMS/SB000190, to Brad R. Powers with
the Documentsmodule.

2. Verify the transadbn in theAudit Trail tab of the document.

3. UseTransaction Reprintsto view the receipt for the Internal Transfer to Brad Pow¥msi
can print the receipt, or exit without printing.

4. Return to the SIM$ain menu

Destruction Certificates

Introducing Destruction Certificates

Before beginning the Beruction Certificates exercise

» View theDocument DestructionTransactiorpresentation. For information about
Vi ewing presentations, see AViewing SIMS Vid

» Ifyouhavenotalreadyener at ed the tutorial data, do so
SI'MS Tutorial Datao in Section 1.
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6.6

Exercise: Processing a Destruction Certificate

1. Process the destruction of the documents, SIMSE®290 and SIMS/SB000390, with
the Documentsmoduke using the following information.

Data for Processing the Destruction Certificate of SIMS/SB-00002-90 and SIMS/SB-00003-90

Destroyed by Peter C. Maxwell Witnessed by Brad R. Powers
Method of Shred Print Document Titles?  Yes

Destruction

Remarks Excess Copies

Clear Custodian (Select checkbox)  Clear Container (Select checkbox)

2. View the certificate. You can print the certificate, or exit without printing.
3. Verify the transaction in th&udit Trail tabs of both documents.
4. Return to the SIM$ain menu

External Transfer, External Transfer Receipt Returned, and Return to
Accountability

Introducing External Transfers
Before beginninghe External Transfer exercise

» View theDocument External Transfer Transactiorpresentation. For information about
viewing presentations, see fiViewing SIMS Video

» I f you have not already generated the tutori
SIMS Tutori al Dataodo in Section 1.

Exercise: Processing an External Transfer

1. Process the exteal transfer of the documents, SIMS/8800404 and SIMS/SB)000504,
with the Documents module using the following information.

Data for Processing the External Transfer of SIMS/SB-00004-04 and SIMS/SB-00005-04

Authorized by Peter C.
Maxwell

Clear Custodian (Select Clear Container (Select checkbox)
checkbox)

Print Document (Select Print Document (Select checkbox)

Titles checkbox) Special Accesses

Host Facility A1000 Transfer Facility XYZ Electronics
PRIMARY Corporation
address PRIMARY address

Tracking Method Registered Mail  Package # 111

Attn: John Wilson

Remarks At the request of John Wilson
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2. View the transfer. You can print the transfer, or exit without printing.
3. Verify the transaction in thBtatusandAudit Trail tabs of both docunms.
4. Return to the SIM$nain menu

Introducing External Transfer Receipt Returned

Before beginning the External Trsfer Receipt Received exercise

» View theDocument External Transfer Receipt Return Transactiorpresentation. For

information aboutviewig pr esentati ons, see fAViewing SI MS
Section 1.

P I f you have not already generated the tutori.
SIMS Tutori al Datao in Section 1.

Important: If you have not already processed an External Transfer for documents,
SIMS/SB-00004-04 and SIMS/SB-00005-04, do so now.

Exercise: Processing an External Transfer Receipt Returned

1. Retrieve the receipt number for documediislS/SB0000404 and SIMS/SB)000504 from
their Audit Trail tabs with theDocuments module.

2. Use the receipt number to process an External Transfer Receipt Received for these
documents.

3. View the transfer. You can print the transfer, or exit without printing.

4. Verify the transaction in th8tatusandAudit Trail tabs of both documents.
5. Return to the SIM$ain menu

Introducing Return to Accountability

Before beginning the Rearn to Accountability exercise

» View theDocument Return to Accountability Transactiorpresentation. For
information about viewi M piadeontPateisemd ats @@
Section 1.

> o] have not already generated the tutori

I f you
SI'MS Tutori al Datao in Section 1.

Important: If you have not already processed an External Transfer for documents,
SIMS/SB-00004-04 and SIMS/SB-00005-04, do so now.

Exercise: Processing a Return to Accountability

1. Process th®ocumentReturn to Accountability of the documents, SIMS/SB000404 and
SIMS/SB-0000504, with theDocumens module using the following information.
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6.7

6.8

Data for Processing a Return to Accountability of SIMS/SB-00004-04 and SIMS/SB-00005-04

From Facility XYZ Electronics Corporation
PRIMARY address
New Custodian Peter C. Maxwell New Container SAFE 1
New Contract F49620-93-C-0100
Package # 101 Method Registered Mail

2. View the return. You can print the return, or exit without printing.

3. Verify the transaction in thBtatusandAudit Trail tabs of both documents.
4. Return to the SIM$nain menu

Transfer to Another Contract

Introducing Transfer to Another Contract

Before beginning the Traresfto Another Contract exercise

» View theDocument Contract Transfer Transactiorpresentation. For information about
Viewing presentations, see AViewing SIMS Vid

» If you have notalreadygenér& d t he tutori al data, do so now
SI'MS Tutori al Datao in Section 1.

Exercise: Processing a Transfer to Another Contract

1. Transfer the documents, SIMS/$B00604 and SIMS/SB)0007%04, toNew Contract ID
SIMS-BDF-00234with theDocuments module

2. View the transfer. You can print the transfer, or exit without printing.
3. Verify the transaction in th&udit Trail tab of both documents.

4. Return to the SIM$ain menu

Retain Until

Introducing Retain Until

Before begining the Retain Uiitexercise

» View theDocument RetentionTransactiorpresentation. For information about viewing
presentations, see fAiViewing SIMS Video Prese

» I f you have not already generated tmhmge tutori
SIMS Tutori al Datao in Section 1.

Exercise: Processing Retain Until

1. Retain the documents SIMS/SB00804 and SIMS/SB)000904 until 12/31/201Qvith the
Document module.
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2. View the document. You can print the document, or exit without printing.
3. Verify the transaction in th&udit Trail tab of both documents.
4. Return to the SIM$nain menu
6.9 Tracer Letters
Introducing Tracer Letters
Before beginning the Tracer Lettexercise

» View theDocument Tracer Letter Transactiorpresentation. For information about
vViewing presentations, see AViewing SIMS Vid

» I f you have not already generated the tutori
SIMS Tutori al Datao in Section 1.

Exercise: Processing Tracer Letters

1. Process a Tracémetter using default settings. No receipts will be overdue. However, should
any External Transfer be found that are overdue, a tracer letter would have been printed for
sending to the receiving facility to initiate follow up action.

2. Return to the SIM$nain menu
6.10 Regrade Classification
Introducing Regrade Classification
Before beginning thRegrade Classification exercise

» View theDocument RegradeTlransactiorpresentation. For information about viewing
presentations, see fAVi eiwbeatignlS| MS Vi deo Prese

» I f you have not already generated the tutori
SIMS Tutori al Datao in Section 1.

Exercise: Processing Regrade Classifications

1. Regrade Classifications for documents, SIMS8B10604 and SIMS/SB)0011-04, with
the Document module using the following information.

Data for Regrading the Classifications of SIMS/SB-00010-04 and SIMS/SB-00011-04

New Level UNCLASSIFIED Performed by Peter C.
Maxwell
Unaccountable (Select checkbox) Authority OSD Cal
Declassification (Select checkbox) Make Document(s) (unchecked)
archived?

2. Print the documentYou may exit at the print preview to save paper, if you like.

3. Verify the transaction in thBtatusandAudit Trail tabs of both documents.
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6.11

6.12

4. Return tohe SIMSmain menu
Incorporation

Introducing Incorporation

Before begining the Incorporation exercise

# View theDocumentincorporation presentation. For information about viewing
presentations, see AViewing SIMS Video Prese

» Ifyouhave not already generated the tutorial de
SI'MS Tutori al Datao in Section 1.

Exercise: Processing Incorporations

1. Incorporate the documents, SIMS/8B01204 and SIMS/SB)001304 into SIMS/SB
0001404, with theDocuments module using the following information.

Data for Processing the Incorporation of SIMS/SB-00012-04 and SIMS/SB-00013-04
Destination Document SIMS/SB-00014-04 Total or Partial? Total

Performed by Peter C. Maxwell

2. Print the documentYou may ext at the print preview to save paper, if you like.
3. Verify the transaction in thBtatusandAudit Trail tabs of the documents.

4. Return to the SIM$nain menu

Loan Out and Loan In

Introducing Loan Check Out

Before beginmg the Loan Check Out exercise

» View theDocumentLoan Out Transaction presentation. For information about viewing
presentations, see fAViewing SIMS Video Prese

» I f you have not already generated the tutori
SIMS TutorialDat ad i n Section 1.

Exercise: Processing a Loan Out

1. Process a Loan Check OutSbirley Gentry for the documents, SIMS/S80017%04 and
SIMS/SB0001804 with aDue Dateo f t oday 6 s Ddcammeasmodulse.i ng t he

2. Print the document. You may exit at thénppreview to save paper, if you like.
3. Verify the transaction in the Audit Trail tab of both documents.

4. Return to the SIM$ain menu
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Introducing Loan In
Before beginning the LoaBheck In exercise

» View theDocumentLoan In Transactiorpresentation. Fanformation about viewing
presentations, see fiViewing SIMS Video Prese

» I f you have not already generated the tutori
I

|
SI MS Tutori al Datao in Section 1.

Important: If you have not already processed a Loan Check Out for documents,
SIMS/SB-00017-04 and SIMS/SB-00018-04, do so now.

Exercise: Processing a Loan In

1. Process a Loan Check In for the documents, SIMSSBL7Z90 and SIMS/SB)001890
with theDocuments module.

2. Print the documentYou may exit at the print preview to save paper, if you like.
3. Verify the transaction in thAudit Trail tab of both documents.
4. Return to the SIM$ain menu

6.13 Barcode Inventory

When using the TopGun barcode scanner, barcode data must first be colle¢tezhand
downloaded to the PC prior to performing a barcode inventory report of classified documents or
IS hardware.

Scanning in a Barcode Inventory

The TopGun barcode scanner comespgrogrammed with PALPRO, which contains a variety of
barcode data collectin programs. ASSETPRO is the program within that collection that is
compatible with SIMSTo use ASSETPRO to collect barcode inveniafgrmation for SIMS

1. Turn on the TopGun barcode scanner.

2. Enter your password.

3. Presg2in thePALPRO OPTIONS me n u SELBCT PROGO .
4. Presd-1to select the ASSETPRO program.

5. PressF4 when prompted t&€HANGE PROMPTS.

Note: To change the application name and prompts refer to the documentation for
ASSETPRO. The prompts used in the SIMS Training Workbook are the
default ASSETPRO prompts.

6. Presd=2to begin the barcode data collection operation from the screen ABSET
MGMT .
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7. Scan the barcode for the container when prompted far@@ATION ID . Refer tothe
documentation for ASSETPRO if you are interested in alternatieoce of input.

8. Scan the barcode for the first document or item in the container when prompted for the
ITEMID .

9. Repeat steg for all the documents or items in this container, then go tol&tep
10. Press4 to return to the first prompLOCATION ID .
11. If you:

1 Need to scan another container full of documents or items, repea?-€teps

1 Are done, presB4 again to return to the application menu titAESET MGMT.
Exercise: Scanning in a Barcode Inventory

Create a Barcode Inventory using the following barcodes.

cwasees |INMILHNUN
D00936 “‘ “ ““ ““‘ N“ “‘ “ ““
D00938 m ‘l ||“ “H‘ ‘l“l HHl ‘“|
D00942 “‘ “ ““ ““‘ N“ “‘H “‘ ““
—
D00940 N “ “ “‘ ‘l

Figure 6: Barcodes for the "Scanning in a Barcode Inventory" Exercise

Performing a SIMS Barcode Inventory Report

1. OpentheDocumentsmodule.
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10.

11.

12.
13.

Open the documenécord forSIMS/SB-0000290 and make it an accountable document.

Step through the other document records and similarly make them accountable as well. Then
go back to thé&ocumentsoutput screen. Note that naccountable documents are exempt

from the barcod inventory process.

SelectBarcode Inventory from theReports menu. ABarcode Optionsdialog box opens.
SelecRead bar code dadtieSofrceaf Barcade @ta ner é

SelectPrint Exceptions Only from Options. This means that if an item scannedssfaund
to be located where it was supposed to be (according to SIMS), thelmibtble listed on
the reportonly cases where something is not as it should be will be listed.

Select the appropriate COM serial port that is connected to the TopGun ddwaldle.

Click OK. SIMS will now wait for data from the TopGun barcode scaonee you select
the Receivebutton.

Presd=3 on the TopGun to seleEILE OPTIONS .
Presd=2 to seleciSEND FILE.

Presd-2 to selectSERIAL and the transfer of the file will comence. When completed, a
*SEND COMPLETE* notice will appear in the TopGun

SIMS will display a Save dialogClick on theSavebutton and save the downloaded barcode
file asSCANFILE. TXT.

Click theOK button in the firsPrint dialog box.

Click theOK button in the seconBrint dialog box. You may choog#rint Preview to save
paper, if you like. After the report has printed, or you exit frormPttiet Preview screen.
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Understanding a SIMS Barcode Inventory Report

Take a moment to look at a SIMS Barcodecimory report.

DOCUMENT INVENTORY BY DOWNLOADED BARCODES

Barcode hwentory

Barcode Cooozs

Container IO SAFEA

Container Type  2-0RMVER MOSLER, SINGLE COMEIMATION

Clearance Level SECRET Facility 10: - Al000

Combo Chamged 124302003 Facility: General Space & Deknse Corporation
Combo Expires  1242<hE004 Lovation:  pLOG 204, COLUMM H-22

10 B4 RCODE STATUS

Coo9:s Docurnert mot found.
=* Title Hot Available ™=
SIMS45B-00003-90 [iieEt} Documert not scanned
H&WE W15 TA Exploitation Report, AMTLO-34, Wl 1, Technical (U, 12 Jan 87

Suramaryfor:  SAFE1

Docurnerts M=signedto Cortainer: 3 Docurnerts Scanmed, bdk MOT & S5IGNED o Cortairer: 1
Oocurmerts Found in Scan of Cortainer: 2 Oocurnernts NOT FOUND IR Scan of Container: 4

Figure 7: Sample SIMS Barcode Inventory Report

A SIMS Barcode I nventory report begins with co
report then lists the documents with issuedzigure 24, one of the scanned documents had an
unknownbarcode, D000938, and another document should have been scanned, D0O00940, wasn't.

Please note the four lines at the bottom of the listing.

Document Assigned to the Container..........ccceeeeeeeiiiiceeeeeeeeen. 3
Documents Found in Scan of Container...........ccccceevviiceennsnnnnes 2
Documents Scanned but NOT ASSIGNED tat&oer.................. 1
Documents NOT FOUND in Scan of Container................c....... 1
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Section 7:  SIMS Visitor Control

7.1

7.2

This section covers Visitor Control SIMS.

Learning Objectives

After completing this section, you will know how to:

V Create new Outgoing Visit Request records (7.2)

V Enter a new \4it Authorization using information from the Visit Request)
V Check in and check out visitors (7.4)

Outgoing Requests

Introducing Outgoing Requests

Before beginning the Outgoing Requestreiss

» View theDoD Outgoing Requestdviodule presentation. Fdnformation about viewing
presentations, see AViewing SIMS Video Prese

» I f you have not already generated the tutori
SIMS Tutori al Datad in Section 1.

Exercise: Creating a New DoD Outgoing Request Record

1. Create a newdoD Outgoing Request record with tB®D Outgoing Requestanodule sing
the following information.

Department Laboratory From Facility ID  A1000

Valid To 1 Year from now Valid From Todaybs Date

Contract ID F49620-93-C-0100 Security Officer Brad R. Powers

Contractual (select checkbox) Purpose Review test procedures
for AN/TLQ-34

Anticipated SECRET

Classification of

Topic

Send To Facility Tab
Facility 1D B1000

PRIMARY address
Special Accesses/Status Tab

Requester Terri Landers Requester (382) 483-9283
Name Phone

Visitors Tab
Personnel Peter Maxwell Personnel Shirley Gentry
Personnel Janet Smith




7.3

2. Print the Visit Request to the screen for review and verification.
3. Return to the SIM$ain menu

Incoming Visitors

Introducing Incoming Visitors

Before beginninghe Incoming Visitors exercises

» View theVisitors Modulepresentation. For information about viewing presentations, see
AVvi ewing SIMS Video Presentationsod in Sectio

» Ifyou have notalreadygeer at ed t he tutorial data, do so n
SI'MS Tutori al Datao in Section 1.

Visit Authorizations
Introducing Visit Authorizations
Before beginning th Visit Authorizations exercise

» View theVisit Authorizations Module presentatin. For information about viewing

presentations, see AViewing SIMS Video Prese
» I f you have not already generated the tutori
SI'MS Tutori al Datao in Section 1.
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Exercise: Entering Visit Authorization Letters

1. Enter a new Visit Authorization record using information from the \Rsitjuest_etter

below.
Visit RE'CII.IEST
From: Y2 Bectronics Corporation Visit Request 03R-002
1500 Digital Awenue
Suite 100
Phoenix, A2 20000 |:| Contractual ? E Mon-Cortractual ?
Fac. I0: B1000  Phone: (FO2) 2345673 Cortract ID:
To; General Space & De®nse Corporgtion
1200 WM. Century Bouleward
Suite 200
Los Angeles, TR Q0045
ATTHN: Brad Pawers
Fac. |0:A1000  Phone: (3100 3&7-2000
FA: (31 00 387-9228
Contact: Shirley Gentry Marmber of Persornel: 3
Contact Phone: Wizit Period - from: 1003002003 to: 1005282004
Purpose of Wisit:
Ta attend the Security Planning Conference and other classifed discussions.
Ma e S5M Lewe] Grarted FOE
Pasition LL5. Citizenr Type B OoE
Adarns, Jobn . 123-45-6789 TOP SECRET IE HIEXE] Cluiny, hlf
YES OIsco 1142840
Periwirkle, Violet B. Qav-65-4321 SECRET IR TR ast Wiatherford, hid,
YES FIMAL OIsco 0342859
Suh, Glen D 555-55-5555 TOP SECRET oosooao Los Angeles, CA
YES oisco 112850

Figure 8: Visit Request Letter
2. Return to the SIM$ain menu
Incoming Visitor Entry Control
Introducing Incoming Visitor Entry Control

Before beginmig theVisitor Entry Control exercises

» View theVisitors Modulepresentation i f y ou h av e.frdr informdtione ady don
about viewing presentations, see AViewing SI
» If you have not already generated the tutatidlt a, do so now. For det ai

SI'MS Tutori al Datao in Section 1.
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Exercise: Using Visitor Entry Control

1. Check in Glen D. Suh using the following information.

Suhodés | nformati on
Name Glen D. Suh Visit Authorization
Number IVAL-4
Badge # V-01 Type of ID License

JPAS Verified Yes

Verify the information entered.

Check out Glen D. Suh. He has returned his badge.

Undo the last check out. He has not returned his badge after all.
Check him out again.

Return he badge.

N o M W DN

Return to the SIM$nain menu
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Section 8: SIMS Conferences and Meetings
This section covers theonferences andMeetingsmodule in SIMS.
8.1 Learning Objectives
After completing this section, you will know how to:
Create new Conferences & Meetings recordg)(8
Add attendees to a Conferences & Meetings record (8.2)
Generate and print a list of attendees scheduled for a conference (8.2)

Mark attendees at a conference as arrived (8.2)

< < < < <

Print a list of current attendees who are present at a conference (8.2)
8.2 SIMS Conferences and Meetings

Introducing SIMS Conferences and Meetings

Before beginning the @hferences and Meeting exercise

» View theConferences & MeetingdModulepresentation. For information about viewing

presentations, see fAVinewi ng SkNMEi ¥vinddo Prese
» I f you have not already generated the tutori
SI'MS Tutori al Dataodo in Section 1.

Important: The exercises in this section should be completed in order. Each
exercise creates records for use in the next exercise.

Exercise: Creating a New Conference Record

1. Create a new Conference record with @mferences andvieetings moduleusing the
following information.

MEMO
From Brian Atkinson
To Security Office
Subject: AFl i ght St awWwiind tAi rodr &fitx®@dConf er e

The conference on Flight Stability of Fixed Wing Aircraft will be held beginning 08:00
on November 13 -14, 2004 in room 412 of BLDG 201. The conference is classified
Confidential.

The following employees will attend: Brian Atkinson, Shirley Gentry, Peter C. Maxwell
Thanks, Brian

2. Verify the information entered.

3. Return to the SIM$ain menu
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Exercise: Printing a List of Attendees

1. View alist of attendees for the conference in pinevious exerciseY ou can print the list, or
exit without printing.

2. Return to the SIM$nain menu
Exercise: Marking Attendees as Arrived

1. Mark the following attendeesarrived with theConferences andMeetingsmodule using
the following information.

Data for Marking Attendees as Arrived

Conference  Flight Stability of Fixed Wing Aircraft
Attendee Brian Atkinson Attendee Shirley Gentry

2. Return to the SIM®iain menu

Exercise: Printing a List of Current Attendees

1. Viewa | i st of the attendees who ar e rpcrreasfetnot

conferenceYou can print the list, or exit without printing.

2. Return to the SIM$ain menu
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Section 9:  SIMS Information Systems

9.1

9.2

This section covers tHaformation Systems (S) module of SIMS.

Learning Objectives

After completing this section, you will kmohow to:

\Y%
Vv
Vv
\Y%

Create news records (9.2)
Add hardware information into d6 record (9.2)
Add software information into an IS record (9.2)

Add personel access information into &8 record (9.2)

SIMS Information Systems

Introducing SIMS Information Systems

Before beginning thinformation Systems exercise

4

View thelS Modulepresentation. For information about viewing presentations, see
AVi ewing SIMS Video Presentationsd in Sectio

If you have not already generated the tutorial data, do sonow. Fdrdetai see A Gener at
SIMS Tutori al Datao in Section 1.

Exercise: Creating a New IS Record

1.

Create a new IS record with tH& module using the following information.

IS ID TEST LAB 16 IS Mode Dedicated

Barcode S00123 Location BLDG J-3, Test Lab
Facility 1D A1000 Custodian Peter C. Maxwell
When Processing SECRET When Not Processing SECRET

SPP Date 1/23/2004 Submit Date 1/27/2004
Approve Date 2/06/2004
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