
 
 

 

 
 

 
 

The Digital Training Management System: Preparatory 
Functions 

 
Learner Guide & Reflection Journal 

 

 
 

 

 

 

 

 

 

**All pictures in this presentation were either created for this tutorial or are licensed under Creative 
Commons (CC0) licenses and used for education purposes** 



DTMS PREPARATORY FUNCTIONS 
Learner Guide & Reflection Journal 

 2 

Table of Contents 
PURPOSE ..................................................................................................................................................................... 3 
CONTEXT .................................................................................................................................................................... 3 
LEARNING OBJECTIVES ........................................................................................................................................ 4 
INSTRUCTIONAL EVENT SEQUENCING ............................................................................................................ 5 

FIGURE 1: SEQUENCE OF EVENTS ............................................................................................................................... 5 
FIGURE 2: KOLB'S ELM MODEL ................................................................................................................................. 6 
FIGURE 3: MERRILL’S FIRST PRINCIPLES .................................................................................................................... 6 

INSTRUCTIONAL PHASES & SCHEDULE .......................................................................................................... 7 
PREWORK (1- HR.): ................................................................................................................................................... 7 
ELM (10 - MIN.): ........................................................................................................................................................ 7 
INTRO (20 – MIN.): ..................................................................................................................................................... 7 
PROBLEM BASED LEARNING PRACTICAL EXERCISE (30 – MIN.): ............................................................................ 7 
PROBLEM BASED LEARNING PRACTICAL EXERCISE REVIEW (10 – MIN): ............................................................... 8 
HANDS ON EVALUATION (30 – MIN.): ........................................................................................................................ 8 
ASSESSMENT & REFLECTION (20 – MIN.): ................................................................................................................ 8 

SLIDE PRESENTATION .......................................................................................................................................... 10 
APPENDIX A: REFLECTION JOURNAL ............................................................................................................ 20 
PRE-WORK VIDEOS: ................................................................................................................................................ 20 
PRE-WORK SCAVENGER HUNT: .............................................................................................................................. 21 
PRE-WORK PRACTICAL EXERCISE: ......................................................................................................................... 22 
CLASSROOM INTRO: ................................................................................................................................................ 23 
PRESENTATION: ....................................................................................................................................................... 23 
PRACTICAL DEMONSTRATION: ................................................................................................................................ 23 
PROBLEM BASED LEARNING PRACTICAL EXERCISE: ............................................................................................. 24 
PROBLEM BASED LEARNING PRACTICAL EXERCISE REVIEW: ............................................................................... 24 
HANDS-ON EVALUATION: ......................................................................................................................................... 25 
ASSESSMENT & REFLECTION: ................................................................................................................................. 25 

APPENDIX B: DTMS PREPARATORY FUNCTIONS PRE-WORK – SCAVENGER HUNT ....................... 26 
APPENDIX C: DTMS PREPARATORY FUNCTIONS PRE-WORK – PRACTICAL APPLICATION 
SCENARIO ................................................................................................................................................................. 28 

 

 
 
 
 
 



DTMS PREPARATORY FUNCTIONS 
Learner Guide & Reflection Journal 

 3 

Purpose 

 This guide is a tool to assist learners attending the Digital Training Management 

System (DTMS) Course, Preparatory Functions Instructional Unit, and serves as a 

reference for learners after DTMS course completion. This guide directs and highlights 

key point about the DTMS preparatory functions and the sequence of events and 

assessment and course requirements. This guide also serves as a reflection journal for 

learners. Learners are encouraged to take notes in the spaces provided in this guide. 

Like other computer programs, the DTMS offers several ways to accomplish a task. 

Reflecting and journaling in this guide as learners progress in this course will provide 

learners a future reference for future use. Learners are required to read this guide as 

part of the unit’s pre-work requirement and before the unit’s classroom portion.  

Context 

The DTMS Course is designed instruction consisting of 80-hours: 40 

independent practicum hours and 40-hours in a classroom learning environment. During 

this course, learners will be given the opportunity to test their knowledge through hands-

on system demonstrations and Student Workbook activities. After completion of this 

course, learners will possess the requisite skills and knowledge to manage unit training 

in your organization. 

The Preparatory Functions are necessary to properly use DTMS to its fullest 

potential. There are certain functions in DTMS that need to be setup prior to attempting 

to perform other functions. Items such as Locations and Signature Blocks are necessary 

for developing proper training schedules. Platoon Manager allows the building of 

subordinate units to better manage personnel records at the platoon or below levels. 

User Management will primarily be used by Managers to give users at all levels access 

to DTMS. 

During this lesson, instructors will demonstrate to learners the following DTMS 

functions: 

• Locations 

• Platoon Manager 

• Signature Blocks 
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• User Management Overview 

• Manage Personnel 

Learning Objectives 

• Properly add, edit, and/or assign training locations in the DTMS 

• DTMS Operator(s) effectively demonstrate the ability to add, remove, assign 

platoon personnel in the DTMS.  

• DTMS Operator(s) demonstrate the management of personnel, signature 

blocks, users, and personnel in the DTMS.  

• Demonstrate proper data pull to manage reports and unit training proficiency 

statuses without error. 
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Instructional Event Sequencing 

 This designed instruction for DTMS Preparatory Functions is sequenced as 
follows:  

 
Figure 1: Sequence of Events 
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This instructional unit is designed using Kolb’s Experiential Learning Model 
(ELM) and Merrill’s First Principles of Instruction: 

 
Figure 2: Kolb's ELM Model 

 

 
Figure 3: Merrill’s First Principles 
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The DTMS system requires both knowledge and skills to manage and operate 

effectively. As such, this course is designed by building on users existing knowledge 

and skills about computers and like computer programs (existing knowledge) while 

allowing users to internalize and rationalize the similarities, differences, and nuances to 

operate the DTMS properly and effectively. Like most systems in which there are 

several different ways to accomplish tasks, the same is true about the DTMS. However, 

for the DTMS to produce reports with necessary and required data requires users to 

enter critical and essential data in the required fields. By design, this course will provide 

and demonstrate to users the knowledge of the required fields in the DTMS while 

allowing learners to practice and develop their data entry skills, processes, and 

procedures to operate the DTMS. 

Instructional Phases & Schedule 

Prework: In the pre-work portion of this unit, Learners are provided a tablet, scavenger 

hunt, and practical exercise. Before learners attend the classroom portion of this 

instruction, they are required to view the four videos provided to them on their 

tablet, all while completing the Scavenger Hunt and practical exercise. 

ELM (10 - min.): The classroom portion will begin with the instructor applying the ELM 

to allow learners to reflect on their pre-work. While learners are reflecting on pre-

work, the instructor will guide the discussion towards learners’ assessment of 

their pre-work observations, feelings, behaviors & consequences, and the 

learner’s description of their experience.  

Intro (20 – min.): The introduction phase of this instruction is where the instructor will 

begin to introduce new material to the learners. During the introduction of new 

material, the instructor will guide the learners to create emotion, memory recall, 

reflect, generate thought, invoke learner experiences conduct a practical 

demonstration.  

Problem Based Learning Practical Exercise (30 – min.):  The Problem Based 

Learning portion of this designed instruction is where learners will begin to 

transfer and apply new knowledge towards applicable skills. Learners are divided 
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into groups of no more than four and provided a practical exercise (PE) that 

collectively, they will collaborate and complete. The instructor will navigate 

around the groups to interact with learners and provide insight to facilitate 

learning. After completing the PE learners will generate a report from the DTMS 

as directed in the PE and be prepared to collectively discuss their report details 

during the next phase – PBL review. 

Problem Based Learning Practical Exercise Review (10 – min): During the PBL 

review phase, the instructor will guide the learners to conceptualize their events 

and actions during the PE. While facilitating the discussion, the instructor will 

direct the discussion to allow the learners to conclude what happened during the 

PE, findings for why what happened, happened, to revise their theory, and to 

analyze their experience.  

Hands on Evaluation (30 – min.): The hands-on evaluation assesses the learner’s 

knowledge and skill to apply the new knowledge introduced. It consists of a 

controlled scenario that protects the integrity of the assessment and prevents 

cheating. After receiving an evaluation scenario, learners are required to input 

data into the DTMS and generate a report that they will provide the instructor 

which indicates the learner’s completion of the assessment. This assessment 

allows learners to use active experimentation to generate and complete and 

accurate report that matches each controlled scenarios requisite answer key.   

Assessment & Reflection (20 – min.): The assessment & reflection phase is designed 

to allow learners to reflect and analyze their future use of the DTMS while 

answering an end-of-course critique to provide feedback used to enhance the 

course. The instructor content points include the instructor facilitating a group 

discussion that provides feedback about the course/instructional unit, 
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summarizing the lesson and emphasizing key points, learners reflecting on their 

knowledge and skills gained, and closure of the lesson.  
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Slide Presentation 
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Appendix A: Reflection Journal 

 Personal reflection is critical for learner development. While completing all 
portions of this instructional unit, learners are encouraged to journal their thoughts, 
ideas, emotions, lessons learned, and easy and challenging things. The journal 
provided in this appendix includes all events of this instructional unit and provides space 
for learners to journal each event. If you run out of room, flip the paper over or attach 
blank sheets of paper to allow you to finish journaling your thoughts. 
 
Pre-work Videos: 
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Pre-work Scavenger Hunt:  
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Pre-work Practical Exercise: 
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Classroom Intro: 
 
 
 
 
 
 
 
 
 
 

Presentation: 
 
 
 
 
 
 
 
 
 
 
 

Practical Demonstration: 
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Problem Based Learning Practical Exercise: 
 
 
 
 
 
 
 
 
 
 
 
 
Problem Based Learning Practical Exercise Review:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



DTMS PREPARATORY FUNCTIONS 
Learner Guide & Reflection Journal 

 25 

 
 
 
 
Hands-on Evaluation:  
 
 
 
 
 
 
 
 
 
 
 
 
 

Assessment & Reflection: 
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Appendix B: DTMS Preparatory Functions Pre-work – Scavenger Hunt 

Step 1: Watch the following five videos that are found on your DTMS course tablet 
while answering the scavenger hunt questions in Step 2 below:  

• Adding, Editing, and Assigning Training Locations in the DTMS 

• Adding, Editing, and Assigning Platoon Personnel in the DTMS 

• Managing Personnel in the DTMS 

• Managing Signature Blocks in the DTMS 

• Managing Users in the DTMS 

Step 2: Answer the following questions about the information provided from the five 
videos required in step 1:  

1) What tab of the DTMS includes the data field “LOCATIONS?” 

_____________________________________________ 
2) To add a location to the DTMS, what icon must you click in the LOCATION’S 

LOOKUP MENU? 
_____________________________________________  

3) When MANAGING SUBORDINATES in the DTMS and making required 
edits, what is the last step you must take for the DTMS to record the 
changes? 
_____________________________________________ 

4) When MANAGING PERSONNEL in the DTMS, what ICON must you click to 
ADD PERSONNEL TO A PLATOON? 
_____________________________________________ 
 

5) When CREATING USERS in the DTMS, what SYMBOL indicates units the 
user has access to?  
_____________________________________________ 

6) When MANAGING PERSONNEL in the DTMS, what format options are 
available to EXPORT the selected data? 
 
_____________________________________________ 
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Step 3: Bring the completed scavenger hunt to class and be prepared to talk about 
steps and processes you took to complete it, ease of use, complications, and 
techniques used.  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 



DTMS PREPARATORY FUNCTIONS 
Learner Guide & Reflection Journal 

 28 

Appendix C: DTMS Preparatory Functions Pre-work – Practical Application 
Scenario 

Directions 

1) Read the scenario provided below and determine what entries you are required 
to make in the DTMS. 

2) Enter the DTMS user training site using the icon provided on the home screen of 
your course tablet.  

3) Login to the DTMS training site and add, edit, or delete the data you determine 
essential from the provided scenario.  

4) Save the following reports to your tablet:  
• 90-day training calendar 
• Platoon roster for “A TRP, 4-99AR, 3rd BDE.” 
• A user roster for “A TRP, 4-99AR, 3rd BDE.” 

5) Bring the completed PE to class and be prepared to talk about steps and 
processes you took to complete it, ease of use, complications, and techniques 
used. 
 

Scenario 
 
 You are the new training manager for 4-99AR, 3rd BDE. As the training manager, 
you are responsible for the training management and the DTMS for 400 people. After 
gaining access to DTMS you start to look at the unit rosters, personnel assignment and 
alignment, signature blocks, and scheduled training.  

• Your unit recently had a change of command – CPT Look Atme recently 
changed command with the incoming commander, CPT Good Idea.  

• Your unit has scheduled an ACFT but could not find a location for the event. The 
Battalion S3 just called to inform you that Hurling Field just became available for 
your units scheduled ACFT on September 3rd of this year.  

• After comparing your unit’s accountability roster, you determine that SPC Dead 
Weight and SPC Complains Alot have departed the unit but are still assigned in 
the DTMS. Additionally, SPC High Speed and SPC Low Drag have arrived at 
the unit but are not input in the DTMS.  

• SPC Complains Alot is assigned to 1st Platoon under the leadership of SGT 
Oxygen Thief and SPC Low Drag is assigned to 2nd Platoon under the 
leadership of SGT Lost Sauce.  
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• SGT Cold Asice approached you requesting viewing rights to his platoon 
personnel – 3rd Platoon.  

• CPT Good Idea needs to sign the training schedule for the units ACFT. He 
requests a report ready for his signature by the end of the day.  

• The First Sergeant is requesting the entire units training status, broken down 
by platoon, printed and on his desk before the end of the day.   

 


