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POSITION OVERVIEW

Contact Information

The DTFMs are under the operational control of the distance learning point of contact (POC) at each site,
and under the administrative and managerial control of the DTFM project manager (PM) for ACS Systems &
Engineering located in Ft Eustis, Virginia. The following DTFM PM information is provided for coordination
purposes:

Your DTFM-PM is Bob Williamson. He can be contacted by using either the telephone numbers or e-mail
addresses listed below:

\
SRR
\N\

Address Army Distance Learning Program Office Phone: COM  (757) 878-0442 DSN 927-0442
Attn: Bob Williamson (DTFM-PM) Fax: COM  (757) 878-0440 DSN 927-0440
Bldg. 1522, 11t Street
Ft. Eustis, VA 23604-5168
OFFICIAL BUSINESS #41

E-mail: williamsonr@tadIp.army.mil (networked sites via AKO)
Williamson, R (networked sites via MS Outlook)
6355795@archwireless.net (Pager email)

888 635-5795 (pager)

Distance Learning Training:

The Army Distance Learning Program (TADLP) is designed to support training for Active Duty Soldiers, the
Reserve Component, DoD Civilians and others as approved by the local commander. Access to the DTFs
must be provided based on the hours established by the installations/commands for normal operations prior
to obtaining full operational capability. The operating hours will not exceed those set by the TADLP PM
office. Any training beyond the standard hours will require the local installation/command to either provide
trained individuals or to coordinate with the TADLP PM office for DTFM support to accommodate the
schedule.

Video TeleTraining (VTT) describes the system providing real time two-way communication via video and
audio that can be transmitted simultaneously to multiple Distance Learning sites. Sometimes, this results in
several time zones receiving training concurrently. Upon approval, the VCR supplied with the VTT
equipment can be used to record the transmission.

In other cases, a flexible schedule may be more appropriate. A training battalion in a remote area may
adjust site operating hours for asynchronous training to suit student availability. Synchronous (concurrent)
training requirements must also be met. For periods after normal duty hours, installation and local POCs or
commanders may adjust DTF operating hours to meet local conditions.

Other Training:

A DTF may be used for other instruction when it is not scheduled for distance learning training. This other
training is required to meet all security requirements and must not change, modify or cause the system
configuration to change beyond the capability of restoring the systems from the server. All personnel
receiving non-distance learning training must meet security requirements for use of DoD computer systems.
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General:

The DTFM is responsible for daily DTF operation under the direction of the installation POC. The following
chart outlines the various responsibilities of the DTFM with relation to each site.

The DTFM will:

v’ Operate the DTF in accordance with the schedule and availability restrictions established by the local
POC.
v Implement procedures to identify, account for, and secure all assigned equipment.

v Ensure sufficient classroom seats are available for both incoming students and students currently in
training. In addition, a student ID and password must be requested by completing a “Student Account
Request Form” and submitting it to Help Desk.

v Perform preventative maintenance as indicated in PM procedures. Perform limited repairs on TPW
computer systems (i.e., replace hard drive, power supply, switches, fans, 3.5 drive and PC cards).

Organizational Responsibilities:

Digital Training Facilities provide training to Active Duty soldiers, the Reserve Component, Department of
the Army Civilian (DAC) personnel and other authorized students within a fifty-mile radius of your location.
Please see the section entitled “First Time Classroom Set-up” for more information regarding these specific
components.

Security:

You will need to become familiar with the TADLP Information Systems Security briefing, the INFOSEC
Security CD-ROM, Security Features Users Guide (SFUG), and the Trusted Facility Manual (TFM).

World Wide Web sites - Access to Web sites are authorized only when posted to the Internet using official
Army Service providers. Commercial Internet service providers will not be used to provide Web sites for
TADLP. The installation commander will assign Information System Security Office (ISSO) responsibility for
the DTF.

Briefings:
Each DTFM is required to present two briefings to each student or class utilizing the DTF.
ORIENTATION BRIEF:

An orientation briefing is required to give the student the required information about the operating hours of
the DTF, location of the necessary facilities within the building, and to notify the students that there will be
no eating, drinking, or tobacco product use allowed in the DTF. This briefing is completed each time a
student or class utilizes the DTF.

INFOSEC BRIEF:

The second briefing is the INFOSEC briefing presented via Microsoft Power Point on the VTT monitor, or
via student handout. Upon completion, each student must read and sign the “TADLP INFOSEC Student
and User Agreement”. This briefing is given to each student and is valid for one year.
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Training Access Center (TAC):

One important function of the Training Access Center (TAC) is to provide Help Desk services to TADLP
students, Digital Training Facility Managers, and instructors.

fi

TAC
Help Desk

Internal

Phone i @ /
DTFN Ezx i ‘i Discussions

4 9

POINTS OF ENTRY FOR SERVICE CALLS COMING INTO THE HELP DESK.

TAC Help Desk Site Information:

Mailing/Shipping  TAC

Address: Building 1522, TAC
PO Box “O”
11th Street

Help Desk Phone

Help Desk Fax

Fort Eustis, VA 23604

Toll Free
COM
DSN
COM
DSN

(877) 251-0730
(757) 878-4745
927-4745
(757) 878-0440
927-0440

The Help Desk is responsible for supporting the DTFM in DTF operations. The DTFM may call the Help
Desk for immediate assistance and to report any problems affecting DTF operation 24 hours a day seven

days a week.

Each DTFM is responsible to report problems and issues within the DTF for the equipment listed below:

Workstations

v Monitors
v CPUs
v Mouse

v Keyboards

v’ Power strips

v' Network Interface Cards (NICs)
v Printers/fax machines

VTT System

v Monitors

v/ VTEL 5000

v’ Gate Mixer

v" Student camera

v Push-to-talk microphones
v Video cabinets

v Manager microphones

v ELMO

v Keyboards
v' RF receivers
v IR receivers

NOTE

Problems with the VTT systems must first be reported to the Network Control Center (NCC) at (757) 878-4815 for

resolution. The NCC is responsible for connection and repair of the VTEL system. If encounter a problem with the
VTT system when attempting to make a connection for scheduled training, immediately contact the NCC to resolve
the problem and then follow up by opening a trouble ticket with the Help Desk.
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Further, the DTFM will submit a trouble ticket to the Help Desk if there is a problem that is beyond the DTFM
responsibility. Examples are listed below:

v’ Electrical - Power outages (note when power goes out and when it is restored).

v"Mechanical - Inoperative heating ventilation and air conditioning (HVAC) systems or degraded HVAC systems that cause
disruption to the training environment.

v Furniture - Desk lamination (top or bottom), or any items affecting the capability to support the computer systems. This
includes problems with student/user chairs.

v Telephone System - Phone system outages or missing instruments.

Trouble Shooting:

The DTFM will troubleshoot problems with system computers, network components, printers and repair, as
necessary. DTFM should not leave the DTF for the day unless all trouble tickets are resolved or released by
Help Desk due to lack of replacement components.

Component replacement is authorized after communication with the Help Desk and the needed new parts
are received from TPW. Components authorized for replacement are hard drives, power supplies, sound
cards, video cards, NIC cards, CD-ROMs, and 3.5 floppy drives.

Problem Reporting:

It is the responsibility of the DTFM to insure that updates to the problem reports are furnished to the
Help Desk to provide updated information on all trouble tickets. When the problem is resolved, the
DTFM will contact the Help Desk to close out the ticket. Tracking of all trouble tickets will be done using
the trouble ticket number generated by the Help Desk.

The DTFM is responsible to maintain copies of the closed trouble tickets for the current year in an active file.
Please use the file entitied CM-102 Trouble Ticket Log, which can be found on either the new DTFM-CD or
on the FTP site in the folder named Forms, subfolder Classroom Forms. At the end of the current year the
file will be maintained as an inactive file for a period of one year and then destroyed. These files are subject
to inspection and review by the Office of the Program Manager.

It is vital that the DTFM promptly report all problems to activate the repair sequence allowing the PM to track
the time elapsed in system repair and problem resolution. To ensure vendors meet their contracted repair
times, the DTFM is the key individual in setting the repair procedure in motion.

When problems arise with the VTT system, the DTFM will first report the problem to the NCC and
subsequently report the problem to the Help Desk and provide feedback to the Help Desk as the NCC works
to resolve the issue.

Network Control Center (NCC):

The Network Control Center is responsible for operating all the components required for VTT conductivity to
all DTF’s and other VTT sites. The NCC is located at Fort Eustis, Virginia. Please refer to the section
entitled “General VTT Information” for more detail.
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Tools used by the DTFM to operate the DTF:

THERE ARE SEVERAL TOOLS AVAILABLE FOR THE DTFMS USE LISTED BELOW:

@©@0@ v Microsoft Exchange (Outlook) for E-mail and Calendar functions to enter scheduled training under
the “public folders” section. Each networked DTFM has the capability to see what other DTFMs
¢ G‘ have scheduled in their classrooms by viewing the calendar for that site under the public folders.
eeld v/ Amy Knowledge Online (AKO) for Messaging outside of the closed DL Network and using
Intemet Explorer.
v/ ARWeb can be accessed via Intemet Explorer and is used to submit facility usage reports, TAC
Help Desk service requests, TADLP student registration, and DTF asset inventory updates.

NoTE

Tickets requiring immediate attention should NEVER be entered through ARWeb

Administrative Duties

Time Sheets
¢orimg

@ .

@ﬁ;

AF-103 Time Sheet
P

Time sheets must be completed at the end of each pay period and submitted via fax to the DTFM PM before
9AM of the first day following the end of the period and then mailed to the DTFM PM at the address listed on
page 3 of this document. A blank time sheet can be copied from the new DTFM CD or downloaded from the
FTP site, named AF-103 Timesheet in the folder Forms, subfolder ACS Forms. Late time sheets could

delay your pay.

Important things to note on the time sheet below:

v Employee name must appear in this space.
v Employee number (assigned by human resources)

should appear here.

v Current pay period number must be updated.
v The hours for this accounting code are totaled here
v Total hours including vacation and holiday time appear

v' The employee must sign every time sheet. here.
p y-%“" ACS Systems & Engineering, Inc. /. - Pay
1.N Period
- Nameeg__| 1 Employee Time Sheet
2. Employee f—
Number 5. Total
= ey | ®
i | s woloe (]
S T 6. Total
s s e el CTTTT CTTTT CT " Hours
-Signature | L Tl Lo e [ Lo [ [ee o [
2
@M >
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Leave Policy:

All leave requests for more than 8 consecutive hours must be approved by your POC and submitted to the
DTFM PM at least two weeks before the beginning of your absence. A blank form can be copied from the
new DTFM CD or downloaded from the FTP site, named AF-102 Leave Request in the folder Forms,
subfolder ACS Forms. Requests for less than 8 hours should be given directly to the DTFM PM. [f training
time is requested during your already approved vacation/leave, notify the DTFM PM immediately so
alternate arrangements can be made to cover the classroom in your absence.

Important things to note on the leave request form:

v Leave time requested should be separated by category in whole hours and noted here.
v The POC signature appears in this space.

Forms not including all this information are considered incomplete and may be denied.

%"— ACS Systems & Engineering, Inc.

Leaders in Indusirial oovation

1. Hours Fmplyw Hame: Jans Roe Today's Dk 22 Augut, 2001
TPk Do)
Requested | *
.\ DIF fix Hama: Fort Buntls, Wiy

Dakfs)Loate Buqmetd  From: 20 Septembar 2001 To: 2§ Sephembar 2001
\wx ol b bacharad o pachouk oy infle appropost Bl
[(8)_vosia

Fuzonlficl Lan
LWOF{ Laswe Withot Par)

2. POC
DIFM: am mqnimd 0 cooodinat all ke {o1er & o ) with hair beal FOE. Thi & mqumind o -
i fhat e FOU & a%am of e DIFMG kiate daks and imfomms e Bob Willmeon DTEM-FRT) Slgnature
fuattho PO & avam of fha DIFM: ko, It fha meponsihility of i DTEM o motify oo Fobif
o 4 tining momnme s doing i kaw duks o JoEIceWRE ¥ povisd.
Laste mqmetwillba faved o folowing mombar: 757 5750440 ATTH: Bob Willameon, Crastion:
sall: TATETEIHHE
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Courseware:

Only approved courseware is authorized for use in the DTF. The student will load all CD-ROM based
courseware onto the workstation. Networked DTFs will have the capability to load courseware to the “D”
partition of the hard drive only. A master list of approved and tested courseware can be found at
www.tadlp.army.mil. To access the list, select “Enter”, “Links”, and click on “Courseware CDs” for software
customarily available at every DTF or on “TADLP Tested Courseware” for approved software available for
order by the student.

The DTFM will maintain a copy in each DTF all legacy courseware provided by the TADLP PM that may be
used in the DTF. Instructors and students may use these copies however; they are not to be removed from
the classroom.

Smart Force courseware is web-based courseware and instructions for utilization of this courseware can be
found in the DTFM SOP (Standard Operating Procedure) Manual.
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Utilization Reports
DTF sites that are networked will submit usage reports via ARWEB. More information on ARWEB can be
found in the DTFM SOP and DTFM Program of Instruction (POlI).

DTF sites that are not networked will submit reports using the TADLP web site, www.tadlp.army.mil under
utilization.

Student Assistance:

The DTFM will Monitor student needs during training and advise students that the senior service member
will be in charge of maintaining discipline in the DTF. The DTFM will identify who that individual is.
Traditionally in the military, the senior service member is always responsible for good order and discipline. If
the senior service member is unable to maintain discipline in the DTF, the DTFM will advise the
installation/site POC of the situation.

In addition, the DTFM will show students how to install IMI Courseware and will monitor its use. Your
responsibility is to maintain functionality, not content, and provide assistance as necessary.

Contact the TADLP Help Desk with all courseware problems and they will direct you to the ATSC Help
Desk.
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FIRST TIME CLASSROOM SET-UP

Types of Installations

Digital Training Facilities provide training to Active Duty soldiers, the Reserve Component and Department
of the Army Civilian (DAC) personnel and other authorized students within a fifty-mile radius.

Active Component Installations:

Installation commanders or POCs will have operational control for TADLP facilities and DTFMs at active
component installations. This responsibility includes property accountability. It is the POC’s responsibility to
insure that the proper equipment located inside the DTF is entered into the property book for that site.

Each DTF at an active component site will consist of 16 student workstations, 1 manager workstation, 1
office jet multifunction machine (allowing printing, faxing, copying and scanning of documents), and a HP
Laser printer. Each DTF will also have a VTT system installed and configured to allow two-way training
between the other sites. Each site will have the necessary networking equipment installed to allow for
network connections to the NIPRnet (Internet) to provide access for web-based training. Enterprise
management from the TAC located at Ft. Eustis, Virginia, will monitor the network and provide necessary
patches, Norton anti-virus (NAV) updates and other upgrades as required by the program manager.

Components: The following components are parts of the networking solutions for the
active component locations

v EED: Encapsulation encryption device

v/ Switch: Cisco 2900 series switches

v UPS: Uninterrupted Power Supply

v Servers: Three IBM servers are located at each site.

v Monitor; One monitor

v Keyboard: One keyboard

v Mouse: One mouse

v KVM Switch: Allows the manger to view the three servers using only one monitor, keyboard and
mouse.

Reserve Component Installations:

TASS training battalion commanders, in coordination with the brigade commander and the Regional
Coordinating Element (RCE), provide command and control for DTFMs at reserve component DTFs. This
responsibility includes property accountability and designating an ISSO. These facilities support the local
reserve component and reserve component student populations within their regions. Each DTF at a reserve
component site will consist of 12 student workstations, 1 manager workstation, 1 office jet multifunction
machine (allowing printing, faxing, copying and scanning of documents), and a HP Laser printer. Similar to
the Active Component facilities, each DTF will also have a VTT system installed and configured to allow
two-way training between the other sites. Each site will have the necessary networking equipment installed
to allow for network connections to the NIPRnet to provide access for web-based training. Enterprise
management from the TAC located at Ft Eustis, Virginia, will monitor the network and provide necessary
patches, NAV updates and other upgrades as required by the program manager.

Components: The following components are part of the networking solutions for the
reserve component locations

v EED: Encapsulation encryption device
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v" Switch: Cisco 2900 series switches

v UPS: Uninterrupted Power Supply

v" Servers: Three IBM servers are located at each site.
v Monitor: One monitor

v Keyboard: One keyboard

v Mouse: One mouse

v KVM Switch: Allows the manger to view the three servers using only one monitor, keyboard and
Mouse.

v' Router: One each

v IDS: Intrusion Detection System

Set-up and Supplies
€O g
tafii\ Classroom set_up Folder (DTFM CD)
c®

@1
@@
FOR NEW DTFS NOT NETWORKED, THE FOLLOWING SUPPORT IS AVAILABLE:

ﬁ@@ﬂ@ v/ Each new DTFM will contact the TADLP Project Manager's Office at 757 878-
6491 to provide the necessary information to the PM representative to obtain a

¢ G‘ TSACS for e-mail capability within the DTF.

eeld v/ Each new DTFM will contact the TAC Help Desk manager to provide the
necessary information to ensure that the correct site and DTFM information is
entered in the proper databases.
v/ Each new DTFM is hired two weeks prior to the completion of the DTF and

during this time period the DTFM will do the following:

1. Perform equipment setup and check out procedures to ensure that all classroom equipment is

«%2 operable
2. Perform inventory in soft copy (templates will be provided) and send to DTFM PM. (Classroom
Set-up: Inventory Spreadsheet on DTFM-CD)

3. Submit the Initial Equipment Inventory Reports for newly established TADLP classrooms. These
reports, (the Video TeleTraining (VTT) Inventory Report and the Computer Equipment Inventory
Report) are submitted once and updated through the TAC Help Desk. The reports are used to
populate the Configuration Management Baseline. The Baseline must be maintained to ensure
the TADLP system retains the capability to meet the training load.

4. Work with the construction team and become knowledgeable about the wiring of the classroom
and the equipment installed.

5. The networking portion of the DTF will be installed and set up to provide internal networking of
the DTF to allow functions such as imaging and tape back up but with no outside connectivity to
the TAC or RTAC. Installers and software engineers will provide basic training on necessary
functions.

6. Make contact with the DL POC to insure that there is a proper understanding of the DTF position
and work hours are established. Unless instructed differently, the operating hours for the new
DTF are 40 hours per week. If weekend work is required, hours worked will be compensated
during the week (e.g., If work is done on Saturday, time off will be taken during that pay period.)

Items Provided to DTFM:

Each site will be provided a “push package”, which consists of the following items to support the DTF
and DTFM:
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v/ 3.5 “ Diskettes

v Disk and CD cleaning kits
v paper towels

v cleaning Solution

v’ compressed air

v/ printer paper

v VCR head cleaner
v VHS tapes

v rubber bands

v pens/ pencils

v paper clips

v writing pads

v’ stapler with staples

Each DTF has one workstation per student, one manager workstation, one filing cabinet, a storage
cabinet, a bookcase and a coat-rack.

@1\\ S AF-101 Order Form

®@ad®

v’ scotch tape with dispenser
v 3 hole punch

v binders

v Laser print cartridge

v Office jet cartridge (color and black)
v postit's

v white-out

v batteries

v' computer tool kit

v pencil sharpener

v key cabinet

v trash can

v file folders

Replenishment of items in the push package will be accomplished by submitting a request form to the

ACS supply room. If you require an item not on the replenishment list, approval from the DTFM PM
must be obtained prior to making any purchase.

Each push package contains four CD-ROMS. Two of the CD’s contain training on the VTT system;
one CD is the “MS Office 2000 standard” package to be installed only on the VTT system. The last CD,
titted “DTFM,” contains all the required documents and forms needed for the DTFM to support the
program and submit the proper documents to ACS for required functions. Updates to these forms will
be provided using the ACS FTP site. Information on how to access this site is provided in this
document.
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DTF File Process:

To ensure all DL sites have the required documents, forms, and file set up; the filing system below will be
used.

SECURE FILE CABINET SETUP:

The secure file cabinet will be utilized to maintain all instructions and forms used to support DTF
operations. Files contained in the secure file cabinet will be maintained for two years. The current
12-month files will be maintained in the active file drawer while the previous 12-month files will be
maintained in an inactive file drawer. The standard file system used by the DTFM will be as follows:

DRAWER 1 Active files (Month 1-12)
Manuals—- DTFM SOP, Computer Operations Manual and Student
SOP, Security Instructions and DTFM POI.
Class folders - consisting of all information obtained for each
student (i.e. copies of orders, account registration forms and the
class DTF sign in/out log).
Walk-in DTF sign in/out log.
Preventive Maintenance Logs
Visitor Logs
Trouble Ticket Log
Copy of INFOSEC Brief
SF 701 Activity Security Checklist

DRAWER 2 Continuation of the active file drawer (if required)
Any local site required documents

DRAWER 3 Blank Forms & Miscellaneous

DRAWER 4 Inactive file drawer
Inactive Files (Month 13 to 24)

NOTE:

In the event that a folder is maintained in another location a reference document will be placed in the file folder
indicating where the file is located/maintained.
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ACCESSING THE ACS FTP SITE

The following procedures are designed to assist the DTFM with the necessary procedures to access the
ACS FTP site and obtain various TADLP documentation. This site will be the tool for the DTFM PM to place
updated material so the DTFM will have current documents.

NOTE

Contact the Help Desk and they will provide the USER ID and PASSWORD to gain access to the FTP site.

‘e

3 Welcome to the Army Portal - Microsoft Inte

J File Edit “iew Fawvorites Tools Help

J 4=Ezck - = - ) ﬁl@Search [

Jnddress I

Fhp., acssystem, com|

Login As
Either the server does not allow anonymaus logirs or the:
e-mail address was not accepted.

FTPServer:  fip.acssystem com

UserName:  [acssystem/anonpmous |

Passwordt [

After you login, you can retumn to this FTF server easily by
adding it to your Favorites List,

™ Login Anonymously ™ Save Password

B3 ftp: //acssystem/anonymous@ftp_acssystem_com/ - Microsof

J File Edit Wiew Go Favoites Help
= = [
Back Farward! Up

Address I@ ftp:#/acsspstemn®2F anorymous Bftp. acsspstem. com?

Dovnload
DTFM

Map Diive  Disconnect

& ftp://acssystem/ anonymousi@itp.acssystem. com/DTFM/ - Miciosa

Ele Edit Wiew Go Favoites Help

@, = [xd i=| =

Back Foryzrd Up Map Drive Disconnect

;

| Address [121 . racssystem®s2F anonymousi@iip.acssystem.com/D TFM,/

Bt
| -JREPORTS

|1 SOFTwARE

|3 working

230 modems. 7pci. zip

1. Log on to the Manager’s workstation.

2. Select Internet Explorer.

3. Clear any entries in the Address field.

4. Inthe Address Window, type ftp.acssystem.com.

5. When the Login As window appears, you will be prompted to
enter a User ID and Password.

N
SR
\\

6. Inthe User ID field, key in the appropriate User Name
(acssystem/anonymous), then press the Tab button.

7. Inthe Password field, key in the site password (acs) and
select OK.

8. The system will display a directory window for the FTP site.

9. Double click on the DTFM folder.

10. In the next screen, double click on the DTFM folder.

DTFM SuPPORT INFORMATION
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e nanerrz 11, Please refer to the section entitled “DTFM CD Index” to get a
comprehensive look at what’s on the FTP site. The same set-
up was used for both areas.

Fle Edt Yew Go Favoitss Help

LI S v R —

Back Fopard Up Map Diive Disconnect | Cut

Address [[R) fp:acssystem’<2F anorymous @itp. acssystem. com/D TRM/D TFM/

[3iChanges
| Foms
|- Maruals
[ Secuity
vt

& fip: //acssystem/anonymous@Itp.acssystem.com/DTFMD TFM fForms/Classioom Fo

\\ \
Eile  Edit Vien Go Favoites Help
= % - \\‘f{‘:\\\

L N |

Up
i@t scssystem com/DT FM/DTFMF s/ Classioom3 20 orms b aint

Map Diive Disconnect Cu Copy

12. Once the window displays the contents of the folder selected,
choose the document you wish to open. You can save these

o documents to your storage area on the DTF server for future
e reference.

13. Right click on the file you wish to download, and choose “Copy
to Folder.” This will bring up a list of all the folders on your
computer. Choose the destination (suggested: h:/general) and
save.
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GENERAL VTT INFORMATION

NOTE

Two CD-ROMs included in the “push package” provide training to the DTFM on the operation and trouble shooting
of the VTT system. Please be sure to review these CDs. This document is ONLY a follow-up reference

document.

The Operating System

Peripherals
v CPU

v CODEC

v Cordless Keyboard

v Standard Keyboard

v’ Trackman Live receiver

v’ Trackball air mouse

Intel Pentium 233Mhz microprocessor running Windows 95. The CPU contains a
3.5" High Density diskette drive and a 24 speed CD-ROM

A coder/decoder that digitizes and compresses video and audio for sending and
expands and converts incoming video and audio for receiving

Used in conjunction with the infrared located at the front of the classroom. This
device allows the Classroom Manager to move around the classroom while operating
the keyboard. Remember that this keyboard must have line-of-sight with the sensor
in order to function.

Backup for the cordless keyboard

Operates with the air mouse and the VTEL Cordless mouse. It plugs into the mouse
extension located under the Classroom Manager’s desk

Works in conjunction with the Trackman Live receiver. Operating distance can not
exceed 7 feet from the receiver. This is another option for operating the system
moving about the classroom.

v VTEL Cordless Mouse Works with the Trackman Live receiver and again, the operating distance can not
exceed 7 feet. It must be used on a flat surface.

v Monitors (2) The left monitor views the distant site and the right monitor displays the local
classroom and graphics

v Cabinets (2) Houses the VTT system components and supports the monitors

v Student Microphones Located on student workstations throughout the classroom. Each microphone is
shared by two workstations.

NOTE

All keyboards must be kept locked in the cabinet unless a VTT session is in progress and the DTFM is present in

the classroom.

Audio Components

v Eight Channel Automatic Gate
v’ Eight Channel Microphone Mixer

v Manager Microphone

v Student Microphones

Detects which microphone has an incoming audio signal and sets the priority.
Mixes the microphone signals and allows volume adjustments
A “hot” (always on) omni-directional microphone.

Set for “push-to-talk” and to focus on the student
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v Acoustic Stereo Speakers (2) Allows participants to hear the audio from other participants in remote locations

v Audio Amplifier Transmits incoming audio to the speakers

NOTE

While in a VTT session, please remember to disconnect the Manager Microphone. It will pick up all sounds in the
vicinity and will divert attention from the current speaker.

Video Components

v Programmable Response Controls automated camera control of the student camera. Through the use of “push-
Module (PRM) to-talk” microphones, the camera can be automatically positioned to focus and zoom
on an individual student when that student wishes to speak. When a student presses
and holds the “My Turn” button, the camera will move to that station. That microphone
will be live while the button is held and the red light on the microphone is lit.

v' CameraMan Pan/Tilt Camera Functions include zoom and image management that can be controlled using the
ParkerVisions’s Remote Control Keypad
v' CameraMan Remote Control Sets and stores the camera workstation positions
Keypad

ELMO (Visual Presenter & Document Camera)

The ELMO is a Visual Presenter and Document camera that can be used to display paper documents, 3
dimensional objects, slides and transparencies on the VTT monitors.

The VCR

Operation of the VCR is covered in the individual instructions for your VCR. You must ensure that the VCR
is set to receive local programming and not to receive from cable or an antenna. Instructions should come
with the VCR. To tape a session from the CPU, local camera or distant end, the user must select the
appropriate menu function in the VTEL toolbar.

CAUTION

Care must be taken to ensure that the local camera selection under tool bar one does not have the “Send VCR”
option activated when recording a training session.

System Operation

The VTT system must be left in the following ready state depending on where the system is located:
= Systems in Continental United States (CONUS) must be left in a call at all times with the monitors turned off.
= Systems located in Germany must be left on at all times with the monitors turned off.

Leaving the VTT systems in this state will allow for system checks or troubleshooting by the NCC without
the manager being present. The NCC at Ft Eustis, Virginia, will initiate all calls and bridging will be done
there according to submitted VTT requests.
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Setting up a VTT session
WITHIN THE TADLP NETWORK

Each manager is responsible for setting up a VTT session with other DTF sites. When a student
requests a VTT session with another distance learning site, the host site performs the following tasks.

14. Check to see the availability of the sites to be included in the broadcast

«% 15. If the sites to be broadcast are available, the host DTFM will schedule the VTT with the NCC.

16. The host DTFM will utilize NCC web site http://155.217.20.36/armyrequest1.html to schedule the
VTT session. Once the form is submitted it is sent to the NCC for scheduling, you will receive an
email confirmation of your request.

Oursipe THE TADLP NETWORK

« 1. The VTT session will be scheduled as stated above except that the request must be submitted to
% the NCC 5 working days prior to the start of the session

2. VTT sessions outside the TADLP network require the approval of the TADLP PM office after the
request is submitted to the NCC.

Problem Reporting

The procedures listed below are to be followed by the DTFMs at all sites when problems are discovered with
the VTEL VTT system.

« 1. The DTF manager must immediately call the NCC (757 878-4815; DSN 927-4815) or email
% (TNET@atsc.army.mil) at Fort. Eustis, VA or email to report the problem and receive guidance on
repair
2. After reporting the problem to the NCC, the DTFM will then call the TAC Help Desk to report the
problem and obtain a trouble ticket number.

3. The NCC personnel are the only authorized individuals to provide resolution to VTT system
problems.

4. DTFMs will provide updated status reports to the Help Desk daily for problems not resolved within
24 hours.

5. Once the system is repaired, the DTFM will make contact with the Help Desk to close the problem
ticket.

Trouble Shooting

Managers are permitted to trouble shoot the VTT equipment only for:
v Loose cables - tighten cables and/or swap cables under the specific guidance of the technician.
v Observe that all the proper system lights indicate proper operation or indicate faults.
v Perform system troubleshooting under the specific guidance of the technician.
v Any other trouble shooting procedure will only take place under the guidelines of the VTEL technician.

NOTE

The Help Desk will only track the repair of the VTT system and will not provide technical guidance on repairing the
VTT components or any part of the communications hardware or circuits.
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DTFM CD INDEX
&2 Forms &£ Security

&3 ACS DTFM Forwms &3 Brock1
____________ AF-100 Reimbursement Form | Privacy Act Statement
____________ AF-101 Order Form | Security Briefing
____________ AF-102 Leave Request . Security Statement
____________ AF-103 Time Sheet . TR99028 SFUG v. 1.1
____________ AF-104 Travel Request  TR99029 TFM
43 CLassrooMm FORMS &3 Brock2
&3 Maintenance Forms | | INFOSEC Briefing
__________ CM-100 Maintenance Check Odd | Personal Equipment Security Policy
__________ CM-101 Maintenance Check Even . SFUGV.1.1
__________ CM-102 Trouble Ticket Log . SSAAV.28
&3 Training Logs 1 TFMv. 4
__________ CT-100 Class Log &2 STRAP
__________ CT-101 SmartForce Log . STRAPV.1
__________ CT-102 Visitors Log . STRAP Annex A-D
_________ CT-103 Walk-in Log
&3 STUDENT FORMS &3 NorToN
____________ SF-100 Security Statement | Norton Anti-Virus
____________ SF-101 Registration Form
£3  CLASSROOM SET-UP (1 TIME ONLY) £A vt

ACS Badge Information Form
DTFM Position Description
DTFM Registration Form
Inventory Spreadsheet

______________

_____________
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