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SOLDIERS AND LEADERS - OUR ASYMMETRIC ADVANTAGE Terminal Learning Objective

Action: Demonstrate Operator Level Functionality Using the Digital Training Management System

Conditions: The Digital Training Management System (DTMS) is the Army’s Learning Management 
System (LMS) for recording individual, unit, and organizational training. Preparatory Functions are the 
essential functions that serve as the foundation for every other DTMS function. The DTMS preparatory 
functions unit is an in-course unit designed to allow learners to recall previous knowledge about 
navigating Army systems while using their previous knowledge and scaffold that knowledge to increase 
their skills, knowledge, and use of DTMS. This instruction is an online-based, flipped classroom 
instruction with practical applications, learning activities, small group exercises, and skills-based 
learning. 

Standards: Demonstrate proper operator level functionality that best supports the company 
commander’s guidance; properly add, edit, and/or assign training locations; add, remove, assign 
platoon personnel; demonstrate the management of personnel, signature blocks, users, and assigned 
personnel in the DTMS; demonstrate proper data pull to manage reports and unit training proficiency 
statuses without error. 
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SOLDIERS AND LEADERS - OUR ASYMMETRIC ADVANTAGE Instructional Lead-in

The Digital Training Management System (DTMS) is the Army’s Learning 
Management System (LMS) for recording individual, unit, and organizational training. 
Preparatory Functions are the essential functions that serve as the foundation for every 
other DTMS function. The DTMS preparatory functions unit is an in-course unit designed to 
allow learners to recall previous knowledge about navigating Army systems while using their 
previous knowledge and scaffold that knowledge to increase their skills, knowledge, and use 
of DTMS. This instruction is an online-based, flipped classroom instruction with practical 
applications, learning activities, small group exercises, and skills-based learning.

DTMS Operators must possess basic computer skills of computer operating 
systems. Additionally, DTMS Operators must possesses core competencies which include 
Access to Army Networks & access to DTMS. DTMS operations need to show resiliency to 
meet the timely data entry requirements even though they are not receiving timely data, 
routine or sporadic system outages, and during busy times of multiple exercises requiring 
simultaneous input into DTMS. 
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The Preparatory Functions consists of the following 
lessons:

• Locations
• Platoon Manager
• Signature Blocks
• User Management Overview
• Manage Personnel (Soldier Manager menu)
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During this lesson, we will demonstrate the Preparatory 
Functions by accessing the following Locations topics:

• Add a Location
• Edit a Location
• Delete a Location

5



U.S. Army Combined Arms Center
SOLDIERS AND LEADERS - OUR ASYMMETRIC ADVANTAGE Locations

Step 1

Navigate to the Administration menu.
Select Locations from the drop-down menu.
The screen refreshes to the Lookup Management page.

NOTE
The Administration menu provide users with the ability to perform some preparatory functions 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.
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SOLDIERS AND LEADERS - OUR ASYMMETRIC ADVANTAGE Add Location

Step 2

Click the Select Lookup Table drop-down menu.
Select Location.
Screen refreshes and displays previously added locations.

Step 3

Click the Plus (+) icon to add a Location.
Screen refreshes to the Edit Lookup window.

Step 4

Enter required entries to add a location:
Location Name: TA54
Location Type: Select Company Area from drop-down menu.
Is Active: Place a checkmark in the checkbox.
Select the Save button to record the location.
The screen refreshes and the new location is added.
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SOLDIERS AND LEADERS - OUR ASYMMETRIC ADVANTAGE Platoon Manager

NOTE
The Platoon Manager function is valid only for company level DTMS 
users. Platoon Manager allow users the ability to create subordinate 
PLT’s, SQD’s and Teams; assign personnel to those subordinate 
units and assign duty positions to those Soldiers within the Platoons.

Navigate to the Administration menu.
Hover over Platoon Manager from the drop-down menu.
Select Manage Subordinates.
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SOLDIERS AND LEADERS - OUR ASYMMETRIC ADVANTAGE Manage Subordinates

NOTE
Units should establish a naming convention for subordinate units to clearly identify 
a subordinate when viewed by higher echelon DTMS Managers and leaders. 

It is recommended that the name of a platoon include BN/CO/PLT at a minimum. 
Some units choose to include BDE or DIV in the naming convention.
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SOLDIERS AND LEADERS - OUR ASYMMETRIC ADVANTAGE Add New Record

To add new record, click the Plus (+) icon.
The screen refreshes and an additional row opens.
Enter the Subordinate Unit name in the text field.
Select the Parent Unit from the drop-down menu.
Select the Echelon of the subordinate platoon/section/squad from the drop-down menu. 
Select the Insert button to record the new record.

NOTE
Every company level unit should add a subordinate for personnel that are no longer in the unit (PCS) and one 
for personnel that are no longer in the military (ETS/Chapter/RET). By placing personnel in these subordinates, 
a unit can identify the personnel that are no longer present and should not be included in statistics. 
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SOLDIERS AND LEADERS - OUR ASYMMETRIC ADVANTAGE Manage Subordinates

To edit a subordinate, Click on the Edit button for the appropriate subordinate.
The screen refreshes, and the fields become editable.
Edit the text field by changing the subordinate name.
Change the Parent unit by selecting from the drop-down menu.
Change the Echelon by selecting from the drop-down menu.
Click the Update button to record the changes. 

NOTE
If personnel do not show up in the Integrated Total Army Personnel Database (ITAPdB) for five consecutive days, they are 
automatically removed from DTMS. This has improved the previous issue of personnel remaining in units after they leave the military.
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SOLDIERS AND LEADERS - OUR ASYMMETRIC ADVANTAGE Manage Duty Positions

Enter Duty Position Here Enter Description Here 

Step 2

To add new record, click the Add new 
record icon.  The screen refreshes and 
opens the Manage Duty Positions 
window.

Step 3

Enter the Duty Position in the text box.
Enter the Description in the text box.
Click the Insert button to save new record.

Step 1

Navigate back to the Administration menu.
Hover cursor over Platoon Manager, click 
the Manage Duty Positions fly-out.
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Step 1

Hover cursor over the Administration menu, the drop-down submenu opens.
Hover cursor over the Platoon Manager submenu, the fly-out menu opens.
Click the Align Personnel fly-out menu.
The screen refreshes and the Align Personnel to Subordinates window opens.

Step 2

Either search for a Soldier by entering their Last Name and First Name or 
click Edit under the Align Personnel column to align them to a subordinate.
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SOLDIERS AND LEADERS - OUR ASYMMETRIC ADVANTAGE Platoons

Step 2

To add personnel click the Align icon, 
the Align Personnel window opens.

Step 1

Navigate back to the Administration menu.
Hover cursor over Platoon Manager, then 
Platoons, click the desired platoon fly-out.

Step 3

Use the search filters to refine your search or click 
the Search button to display available personnel. 
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SOLDIERS AND LEADERS - OUR ASYMMETRIC ADVANTAGE Signature Blocks

Step 2

To add new record, click the Add 
new record icon and the Add/Edit 
Signature Block window opens.

Step 3

Enter the relevant information and select the Save button.

Step 1

Navigate back to the Administration menu.
Click on Signature Blocks.

NOTE
See AR 25-50 for signature block format. Signature 
blocks are printed on training schedules only.
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SOLDIERS AND LEADERS - OUR ASYMMETRIC ADVANTAGE User Management Overview

NOTE
Granting Users access to a new unit will not deny 
them access to any other unit the user has access to. 
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To access the Create a User fly-out menu.
Navigate to the Administration menu, the drop-down submenu expands.
Hover cursor over the User Management submenu, the fly-out menu opens.
Click the Create a User fly-out menu.
The screen refreshes and the Add User window opens.
Paste the Username in the User Name text field.
Press Tab key on keyboard or click outside the test box to auto-populate the additional boxes.
Select the Unit from the drop-down menu.
Select the Save button. 
A dialog box opens to confirm that you want to move the user.
Click the OK button to save.
The screen refreshes to the Edit User page.
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SOLDIERS AND LEADERS - OUR ASYMMETRIC ADVANTAGE Create User

Step 1

Click the triangle expander 
icon to view subordinate units.

Step 2

To select all units, place a checkmark in the 
top checkbox by parent unit. 

To select individual units place checkmarks 
in the appropriate checkboxes.

Step 3

Click the Add button.

The screen refreshes and display the units (in the 
table below) the user has access to.
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SOLDIERS AND LEADERS - OUR ASYMMETRIC ADVANTAGE Create User

Step 7

Scroll down the window, select the Page size 
drop-down menu, select 50. This option gives you 
max visibility of the group names. Place 
checkmarks in the following checkboxes:

§ CalendarMenu
§ CATSMenu
§ DAFormsMenu
§ ITSPMenu
§ DATA TransferMenu
§ PlatoonManagerMenu

§ PlatoonMenu
§ ReportingMenu
§ TrainingExecuteMenu
§ TrainingPlanMenu
§ TrainingPrepareMenu

Step 4

Click the Plus (+) icon to add user groups. 

The screen refreshes and the Add User to Groups window opens.

Step 5

Next, click the triangle expander 
icon to view subordinate units.

Step 6

To select all units place a checkmark in the 
top checkbox by parent unit 

To select individual units place checkmarks 
in the appropriate checkboxes.
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SOLDIERS AND LEADERS - OUR ASYMMETRIC ADVANTAGE Create User

§ ManageUsers
§ SharedEventList

§ ManageCrew
§ ManageGunnerySettings

Step 8

Click the Plus (+) icon to add user permissions. 

The screen refreshes and the Add User Permissions window opens.

Step 9

Click the triangle expander 
icon to view subordinate units.

Step 10

To select all units place a checkmark in the 
top checkbox by parent unit. 

To select individual units place checkmarks 
in the appropriate checkboxes.

Step 11

Scroll down the window, select the Page size 
drop-down menu, select 50. This option gives you 
max visibility of the permission names. Place 
checkmarks in the following checkboxes:

Next, scroll down to bottom of window, select the 
Add Selected button.
Click the OK button.
Scroll down to bottom of window, select the Close
button.
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SOLDIERS AND LEADERS - OUR ASYMMETRIC ADVANTAGE Search Users

Step 2

Search by Unit using the Unit drop-down 
menu.
Select the parent unit from the drop-down 
menu.
Click the Search button.
The table populates a list of all users with 
access to DTMS in the parent organization.

Step 1

Navigate back to the Administration menu.
Scroll down to the Unit Management submenu.
Click the Search Users fly-out menu.
The screen refreshes and the User Search window opens.

NOTE
The Pencil icon gives you access to the Edit User window to edit the user account. 
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SOLDIERS AND LEADERS - OUR ASYMMETRIC ADVANTAGE Edit/Delete User

Step 1

You must specify one of the following values: Unit, 
Last Name, First name, User Name, or Email 
Address.

Next, click the Search button. Screen refreshes 
and display the name in the grid.

Step 2

Click the Pencil icon. 
Screen refreshes to the Edit User window.

Step 3

To delete user, select the Unit by placing a checkmark in the checkbox. 
Click the Remove button, screen refreshes and removes the individual from unit.
Next, place checkmark in the checkbox underneath the User Groups table next to the Unit.
Click the Remove Selected button.
Next, place checkmark in the checkbox underneath the User Permissions table next to the Unit.
Click the Remove Selected button.
Click the Save button (near top of page).

NOTE
If there are 2 or more pages, click the Page Size drop-down and select 50.
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SOLDIERS AND LEADERS - OUR ASYMMETRIC ADVANTAGE User Reports

Step 3

You have the option to view the number of items displayed by 
selecting from the Page Size drop-down menu. There is an option to 
generate an Excel spreadsheet by selecting the Excel icon.

Step 1

Navigate to the Administration menu.
Scroll down to the User Management.
Hover cursor over the Used Reports submenu.
Click the Functions Used fly-out menu.

Step 2

Select the Unit from the Unit drop-down menu.
Select a Page from the drop-down menu.
Select a Page Actions from the drop-down menu.
The screen refreshes, notice the Search button is now activated.
Click the Search button to view the search results.
The screen refreshes and the search results are displayed in an Excel table format.
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SOLDIERS AND LEADERS - OUR ASYMMETRIC ADVANTAGE User Reports

Step 1

Navigate to the Administration menu.
Scroll down to the User Management.
Hover cursor over the User Reports submenu.
Click the Functions Used By Time Period fly-out menu.

Step 2

Select an option from the Page drop-down menu: APFT,
Height/Weight, and Weapons.
Notice when the Page is selected, it activates the 
Fiscal Year drop-down menu and Date calendar menu.
Select the Fiscal Year drop-down menu, this is a 
mandatory field.
Notice when the Fiscal Year is selected, it activates the 
Quarter and Month drop-down menus. These fields 
become activated.
Select either the Quarter or Month from the drop-down 
menu. When you select either Quarter or Month it 
deactivates the other field.  

Step 3

You have the option to view the number of items displayed by 
selecting from the Page Size drop-down menu. There is an option to 
generate an Excel spreadsheet by selecting the Excel icon.
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SOLDIERS AND LEADERS - OUR ASYMMETRIC ADVANTAGE User Reports

Step 1 

Navigate to the Administration menu.
Scroll down to the User Management submenu.
Scroll over to the User Reports fly-out menu.
Click the User Access Report fly-out menu.
The screen refreshes and the User Access Report window opens.

Step 2

Select either a Group Role or an Individual Role from the drop-
down menu. It activates the Search button.
To reveal the results of the selected role, click the Search button.
The screen refreshes and displays the results in the grid.

Step 3

You have the option to view the number of items displayed by 
selecting from the Page Size drop-down menu and you have the 
option to generate an Excel spreadsheet by selecting the Excel icon.
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SOLDIERS AND LEADERS - OUR ASYMMETRIC ADVANTAGE Manage Personnel

Step 1 

Enter your search criteria using the filters to conduct a 
specific search, or click the Search button to view all 
personnel in the organization you are logged into.

Step 2 

Select the appropriate training type from the drop-down menu. 

Select Soldiers by placing checkmarks in the checkboxes next 
to the desired Soldiers names.

Next, select the Excel Export icon
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Re-Attach Personnel

Next, place a checkmark in the Attach checkbox in the Soldier Search window. 
Next, click the Search button, screen refreshes and displays name(s).
Next, place checkmark(s) in the checkbox(es) next to the personnel name(s).
Click the Re-Attach button.

Manage Personnel
Attach Personnel

First, enter full EDIPI, enter Last Name, enter Start Date, enter End Date, click the Attach button. 
To confirm, select the Attached checkbox in the Soldier Search window, click the Search button.

NOTE 1
Once the user has attached the personnel, the personnel’s training 
record will then be available as attached to the unit; and the training 
record will be automatically counted as detached from their assigned unit.

NOTE 2
The user can confirm the attachment by selecting the Administrative tab 
from the home menu, and scrolling down to the Personnel section.
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Tutorials that support this lesson can be accessed using the buttons below 

q Internet with EAMS-A Single Sign-On Required 
q Slide must be in Slide Show view                     

Requirements to view and download the Preparatory Functions tutorials:
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Practical Exercise

• Divide into groups of no more than four people
• The instructor will provide each group with a scenario
• Each group will have 30 minutes to follow the directions provided 

in the scenario
• Each group is encouraged to collaborate with each other while 

completing the scenario
• Groups are allowed to communicate with other groups
• After completing the scenario, take a break
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Practical Exercise Review

***NEEDS CREATED***

33



U.S. Army Combined Arms Center
SOLDIERS AND LEADERS - OUR ASYMMETRIC ADVANTAGE Hands-on Evaluation

Hands-on Evaluation

***NEEDS CREATED***
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