
	JCALS Functional Administrator

Qualification Criteria

NOTE:  The focus of this FA document is upon the use of JCALS PC Client software to accomplish AF TO System retail operations.

A Functional Administrator must be knowledgeable of AF TO distribution and improvement process and policy, the types and purpose of TOs, and be well acquainted with TO distribution office (TODO) administration and TO deficiency reporting activities.  A candidate FA will typically already perform duty as an organization TODO or Product Improvement Manager (PIM) in a Logistics (LG), Communications (CS), Combat Support (CG), or Operations group (OG) quality assurance office.  While a full time FA position is essential in AF organizations where TOs play a central role in the completion of assigned missions, it may not be in support organizations (Medical and Support groups).  These organizations may not have the experienced or dedicated personnel to delegate the responsibility as a JCALS FA.  In these cases, the installation commander will delegate FA responsibility consistent with responsibility for providing Technical Order administration service to the installation (site) wing or group organization (TO 00-5-2). 

The principal objective of an FA will be to prepare organization personnel who carry out TO distribution and improvement processes to become proficient using JCALS TM and associated client applications to accomplish TO System business.  The following task criteria specify the level of TO System process and JCALS system infrastructure knowledge required for a prospective Functional Administrator (FA) to accomplish this objective.



	Please mark the left hand column using the numbering scheme shown below.  More than one number can be applied to an item as needed.  

Legend:
1.   Experienced [lead base/mentoring] FA can do

2. Experienced [trained] SA can do

3. CSC Functional can do

	
	A.  Demonstrate familiarity with day-to-day operations of a Technical Order Distribution Office (TODO) as described in TO 00-5-2.

	1, 3
	· State AF policy for purpose and use of Technical Orders (TO)

	1, 3
	· Describe the objective of an organization TODO

	1, 3
	· List the principal tasks and responsibilities of the TODO TM Account POC

	1, 3
	· List and describe the tools used by the TM Account POC to establish, maintain and check currency of TO requirements and distribution records and TOs in TO libraries

	
	B.  Demonstrate familiarity with the AF TO Improvement process as described in TO 00-5-1

	1, 3
	· Describe the TO deficiency reporting process and related policy

	1, 3
	· Describe principal roles, forms used and tracking status of submitted reports (JCALS Recommended Changes)


	1, 3
	· Describe purpose and demonstrate JCALS Utility Tools to review directories, clean up folders and import / save files from JCALS server

	
	C.  Know and apply AF policy and practice governing assignment of JCALS roles and privileges for TO System TM Account and Recommended Change processes.

	1, 3
	· Explain purpose for AF policy standardizing JCALS system roles and privileges for TO System TM Account and Recommended Change processes.  Explain when deviation from this policy is acceptable.

	1, 3
	· List JCALS system roles required to accomplish TO System TM Account and Recommended Change processes and who in the organization should be assigned the roles.

	2, 3
	· Demonstrate capability to establish new role and assign privileges prescribed by policy.

	
	D.  Demonstrate knowledge of JCALS training tools, materials and system instruction documents in order to schedule, track and provide (oversee) training required for prospective JCALS users within the organization.

	1, 3
	· JCALS Assistant and Training Aides.

	1, 3
	· JCALS Desktop Instruction (DI) topics related to TO System Retail operations.

	1, 3
	· JCALS General User and Technical Manual training exit criteria site JCALS users must perform to become qualified JCALS users

	
	E.  Demonstrate JCALS general system capabilities to new users.

	1, 3
	· Search Reference Library

	1, 3
	· View TM Index

	1, 3
	· Generate and print JCALS reports

	1, 3
	· System e-mail notification and To Do list.

	1, 3
	· Work-flow and work-folder Manager

	
	F.  Set up organization JCALS TM Account and Recommended Change processes.  Be able to determine initial roles and privileges appropriate for new JCALS user and provide assistance to complete the DISA Form 41.

	1, 3
	· Describe roles/privileges and system templates required for each.

	1, 3
	· Describe Request New and Update TM Account process as well as Recommended Change process.

	1, 3
	· Demonstrate ability to develop and implement local workflow template for review of Recommended Changes prior to submission.

	1, 3
	· Describe JCALS Incident Reporting (IR) process and related user tasks.

	1, 3
	· Describe relationship between user and Site FA, SA and JCALS SOSC.

	1, 3
	· Describe tasks required to convert legacy TM Account with TODO code to ‘local’ TM Account identified in JCALS TM Account POC user’s organization.

	
	G.  Assist JCALS site SA to evaluate system performance, prepare user’s PCs and set up JCALS system for use by prospective JCALS users.  

	1, 3
	· Know how to determine JCALS site connectivity to and status of the JCALS enterprise WAN.

	1, 3
	· Demonstrate capability to install and/or upgrade PC software to run JCALS (PC Client, Exceed, Solo, etc.).

	2, 3
	· Describe system tasks required to establish JCALS organization records, TM Account address, user profiles, roles and privileges.

	2, 3
	· Demonstrate loading of system and local workflow templates.

	2, 3
	· Demonstrate ability to develop queries as required by organization users for metrics, reports, troubleshooting, etc.



	
	· Demonstrate basic UNIX commands using JCALS desktop UNIX screen:
NOTE:  The prospective FA may require appropriate certification to execute, create, edit and/or manipulate files and folders from the JCALS UNIX Desktop command line.

	2, 3
	· Use ‘ping’ command to check and evaluate JCALS enterprise network status (such as GDMS ping) 

	2, 3
	· View memory usage, 

	2, 3
	· Use of Vi (or nedit) file editor

	2, 3
	· Describe purpose and use of Global Regular Expression Print (GREP) command


