CCIMS Handbook for Viewing Images
(9/2/2004)

There are some new screens in CCIMS for viewing Scholarship applicants.  These screens will allow you to view images as before, i.e., Transcript, Personal Statement, and Physicals (these are identified as Bytequest Scanned Transcripts, Bytequest Scanned Physicals (if you do not see a Physical under this link for your applicant check the FileNet Scanned Documents. We started scanning physicals into FileNet on 1 Jun 04), Bytequest Scanned Personal Statement), but we have added a link called Filenet Scanned Documents, that will allow you to view other images, i.e., Application, Physical Fitness Record, Miscellaneous, Correspondence, Medical Examination, and Transcript, pertaining to the applicant. 

The Application is the actual scholarship application submitted by the student. The Physical Fitness Record will either be the Presidential Physical Fitness Challenge or the APFT taken by the student. Miscellaneous includes such items as ACT/SAT scores, Memorandums, Personal Statement, Letters of Recommendation and any other miscellaneous documents concerning the student. Transcripts are all the transcripts received concerning this student. Medical Examination is the DoDMERB physical. Correspondence is the CCIMS generated letters sent to the applicants from this HQs. 
Follow the instructions below to view these images.

1. Log into CCIMS as usual and click on the Subsystem link, then the Scholarship Process link (see Figure 1).
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Figure 1
2.  When the screen loads, click on school year you desire (see figure 2).
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Figure 2
3.  Under the High School Scholarship Program click on PMS Review (see figure 3).

[image: image3.png]2 Cadet Command Information Management System - Microsoft Internet Explorer; E

fon Help CCIMS

High School Scholarship College Scholarship Green to Gold
Program Program Program
PMS Review PMS Review PMS Review
Review applicant information by Review applicant information by Review applicant information
SSN or by specific school SSN or by specific school Reports
Allacations Allocations View and print predefined reports,
View High School and College View High School and College
Scholarship Allocations Scholarship Allocations
Reports Fitters
View and print predefined reports, Display and print data using
criteia set by user
Reports

View and print predefined reports,

14
yosoui

€] https:/147.248.153.248ccims_Webjschp/FourYear/CScrDHSCHPPMSReview. asp?txtProgramType=4atxtScholar | (2 [@ Internet

Astart || (] @ 2 [ || Birbox-bicr.. | Enttpsifir.... [E]cadet Com... Epocumenti -..| [G BB SIENGR o9t an





Figure 3

4.  On this screen, you may enter a SSN, a range of last names of applicant’s, or simply click on the link pertaining to your school to view all the applicants listed at your school (for purposes of this handbook, we have selected the school name link to view all the applicants) (see figure 4).
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Figure 4
5.  If you click on the School Name Link the following screen will load, simply click on the student you want to view (see figure 5).
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Figure 5

6.  Once you click on the student’s name the PMS Summary Information Page will load.  You can click on any of the links on this page to view data, but if you want to view the Document Images, you will need to click on the Documents Tab at the top of your screen (see figure 6).
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Figure 6
7.  Once you click on the Document Images Tab the following screen will load.  Here is where you can view images as discussed at the beginning of this handbook. Simply click on the link you want to view (for purposes of this SOP, we have clicked on Filenet Scanned Documents Link (see figure 7). Once you click on FileNet Scanned Documents you will be asked for a User ID, Password and Domain.  The first time you click on this link you will enter your FICE Code (i.e., 001234) for the User ID and FICE Code 1A (i.e., 0012341A) as the password, ccmonap03p (case sensitive) as the domain.  This will take you to a screen that will require you to change your password.
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Figure 7

When prompted to change your password, the following information should be used:
Account:  Your FICE Code (i.e., 001234)

Old Password:  FICE Code 1A (i.e., 0012341A)

New Password:  (you will create this one)

Confirm Password:  (re-enter your new password)

Hit Submit

If you successfully enter the correct data a screen will come back and tell you your password had been changed successfully.

Recommendation for your new password is that you make it the same as your CCIMS password so you won’t forget it.
8.  You are now moved to the documents page (see figure 8) and you can click on the links that you wish to view. Under “Miscellaneous”, you will see all other documentation attached to the application (i.e., ACT/SAT score sheets, letters of recommendation, resumes, letters to/from the applicant, etc.).  If the student submitted a paper application, you will see a listing for “Application” where you can view the actual paper input if you so desire.  E-Mails to students will be listed as E-Mail.
The enhancement of the new document image system is so you can view every piece of the individual’s application if you so desire.  This is taking us one-step further toward paperless applications.

Figure 8

9.  Click on the image you want to view (in this case we selected Transcript).  If you get a screen that asks you “Do you want to allow scripts to access Java applets?” (Figure 9) Click on “Yes”.
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Figure 9
10.  You will now see a screen as in Figure 10.  Select “Open”.
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Figure 10
It should be noted that some of the schools may experience some delay in loading the image due to network connectivity.  Normal time for download is 1.5 – 2 minutes depending on your network connectivity.  If you do not want to wait for the download instead of saying open at this screen, simply click on save and then save the image to your desktop and the image will load immediately.  After you are finished with the images you can always go back to your desktop and delete them from your desktop. 

11.  When you click open the FileNet Viewer that was sent to you to load on your machines will display the image for you.  If there are multiple pages to this document you can view the other pages by clicking on the next page arrows at the bottom of your screen.  There you will see how many pages are associated with this one document (see figure 10).
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Figure 11
                             (These are the page arrows that tell you how many pages are associated with this document; click the right arrow to advance to the next page or click the left arrow to advance to the previous page.)
11.  When you are finished viewing these images simply click close and you will be returned to the CCIMS document page to select other images to view.

12.  If you are experiencing any difficulties viewing these images, please do not hesitate to contact the ROTC Helpdesk for Automation (Multimax) (1-800-750-ROTC) (7682) option 4, then option 1.  If you are experiencing problems with your user IDs and passwords, you will need to contact your Region IM to have your password reset. Western Region IM is Carol Sullivan and Eastern Region IM is Linda Booher.
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