Chapter 3: Entering Data into the ONLINE SQTR

(Note it is still recommended that all members keep a paper SQTR and keep it on their person)

(Also please note that when you complete a task, for example P-0101 on one of the SQTR it will automatically post to any other SQTR that has P-0101 on it)  

There are two ways to enter data into the online SQTR first we will start with the quick entry. Make sure you are logged into your e-services homepage then, in the left column click on the Personal ES SQTR Quick.
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The quick entry is for when you have completed several tasks for a 101 card rating with the same instructor on the same date. When you first open the Quick Entry page it will look like this.

Note: Mission numbers are only required for exercise participation however it is not a bad idea to enter a mission number with the task.
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When you get here as shown above select your Achievement; again we are using CUL (Communications Unit Leader) as the example. From there enter the CAPID of the trainer and the mission number if you have one along with the date of completion. From there you should click the Display Task button.
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Now as you go down the page and find 101 tasking that you have completed, you need to click on the little box under the Check to Save column. Once you do this it will automatically enter the date, CAPID of the trainer and the Mission number that was entered above. Once you are done click the Submit button and all your task should post. Once you have completed all tasks for a 101 rating and click the Submit button it will automatically go to your Squadron Commander or Squadron ES officer for Approval. After you are approved at your Squadron by either your Squadron Commander or your Squadron ES Officer it will jump to your Group Commander, Vice Commander, or Group ES Officer. After they approve it, the data will go to the Wing Commander, Vice Commander, and Wing ES Officer for final approval.
Note: Only one person at the Squadron, Group and Wing level needs to approve it.  

Now the next way to enter Task Completions into MIMS is the Personal ES/CD/Cadet Task Entry button which you can find in the left column of your E-services homepage.
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Chapter 3 Continued:
In this page you need to enter your CAPID and click the Submit button
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Note: IE 5+ means Internet Explorer version 5 or better.
Again we will be using the CUL rating for our example. In the next page your current ratings will show up and at the bottom there will be two columns where you need to select Ops Emergency Services and in the next column the 101 rating you are entering task for then click submit.
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GLLD - Ground 1eam Member Actve U/ L2002

Level 1 Active

MO - Mission Observer 0: Active 05/31/2009

MRO - Mission Radio Operator 5/8/2005  |Active 05/31/2009

M Mission Scanner 5/9/2005  |Active 05/31/2009
ET s Evaluate 2/10/2002 Active

TMP - Transport Mission Pilot 5/8/2005  |Active 05/31/2008

UDF - Urban Direction Finding Team  5/8/2005  |Active 05/31/2009
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| OPS-Emergency_Senvices v | CUL - Communications Unit Leader





Chapter 3 Continued:
From the next page all the task for the selected 101 rating will appear on the screen. Click on any task and in the next page that it takes you to a place where you can enter the information for every task that you have completed. Once you are done entering data a Save button will appear at the bottom click it and all your task entries will be saved.
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