NTS/ETAS Training Class Outline:
Class Requirements:  

· One Local Server Case and One Registration Workstation per each 3-4 Student Group.  

· One NTS User’s Guide per each 3-4 Student Group.   (Download from the NTS Web Site’s Unclassified Training Support Section @ https://www.dmdc.osd.mil/nts  )
· Internet Access (LAN, Dial-up, or BGAN configured in LAN Mode) 

· 50-100 Barcode Bracelets. 

· 110V Outlets. 

· Tables to set the NTS/ETAS Cases on. 

· 10 to 20 blank R/W CDs.

· CAC Reader for Panasonic Local Servers only.  (ActivCard USB or SCR3310 USB v2.0)  Dells and Durabooks have internal CAC Readers.  

Day 1 (6 hours) Training/Learning Objectives:  Students will be able to load NTS/ETAS Software, set up Local Server and Registration Workstations, and download location data from the DMDC Central Server.  Students will also learn how to register, edit, and remove evacuee data.  
Hour One:  Intro to NTS/ETAS
- What NTS/ETAS Is.
- What NTS/ETAS Does.
- Equipment Walkthrough:  Local Server and Registration Workstations

Hours Two thru Six: 

Task 1.1:  Install NTS/ETAS Image Software.

Task 1.2:  Set the Wireless IP Addresses for the Site’s NTS/ETAS computers.

Task 1.3:  Establish an internet connection with the Local Server. 

Task 1.4:  Configure the Local Server for Operations, 
Task 1.5:  Setup, Configure, and Prepare a Registration Workstation for Operations.

Task 1.6:  Register an Evacuee

Task 1.7:  Edit/Remove Evacuee Data   
Task 1.1:  Install NTS/ETAS Software:

Conditions:  Using the NTS/ETAS Software and a Notebook Computer, install the NTS/ETAS software.

Standard:  Use the NTS/ETAS Installation CDs to install the NTS/ETAS program image on a Notebook Computer.  

Important Note:  Install the NTS/ETAS Program only once unless DMDC provides a software upgrade.  It isn’t necessary to re-install the program prior to each exercise.  

1. Inspect all equipment to ensure the Laptop, the Satellite Telephone (If applicable), the Smart Switch, the Symbol Barcode Scanner Cradle, and the Printer are plugged into the surge protector and getting electricity.  Each item has an indicator that shows it is getting power.   You may need to lift up the case’s foam insert to gain access to the surge protector, so use care during this phase of setting up.  

2. Turn on the Laptop computer and open the CD Drive.  

3. Set the CD Drive to boot first in the Computer BIOS.  

4. Insert the NTS/ETAS Installation CD into the CD Drive and then reboot the laptop computer.  

5. Follow the instructions as they appear on the screen.

6. Remove the installation CD as instructed by the program, and then reboot the computer after installation is complete and start the NTS/ETAS Program.  

Task 1.2:   Set the Wireless IP Addresses for the Site’s NTS/ETAS computers. 

Conditions:  Local Administrator or Representative – Given the NTS/ETAS User’s Guide, one NTS/ETAS Local Server with the Wireless Access Point powered on, and one or more Registration Workstations, set up the Local Server and Registration Workstations for site operations.  

Standard:  The NTS/ETAS Local Server communicates with all Registration Workstations within a given site.    

1. Set the Local Server’s Wireless IP Address  

2. Set the Registration Workstation Wireless IP Addresses 
Task 1.3:  Establish an Internet Connection with the NTS/ETAS Local Server
Conditions:  Using a LAN, dial-up, or BGAN Satellite Receiver, connect the NTS/ETAS Local Server to the Internet.

Standard:  Local Server is connected to the internet and prepared to conduct data transfers with the DMDC Central Server.

1. Connect the Local Server to the internet via a wired LAN connection.   

2. Connect the Local Server to the internet via a Modem connection. 
3. Connect the Local Server to the internet via a BGAN connection.
Task 1.4:  Configure the NTS/ETAS Local Server for Operations.   
Conditions:  Given an NTS/ETAS User’s Guide and a Local Server connected to the internet, download the Evacuation Name Designation, and the Evacuation Location Set from the DMDC Central Server.
Standard:  NTS/ETAS Evacuation Information successfully downloaded to the Local Server, and the Local Server is set up as a specific Location from the list.

1. Ensure a CAC reader is connected to the Local Server, and insert the authorized user’s CAC.   

2. Start and log in to the NTS/ETAS program.  
3. Download the Evacuation Name Designations.  

4. Download the Locations Associated with the Named Evacuation. 
5. Select and Save the location from which the Local Server is operating.

6. Alternate Method:  Manually Add an Evacuation Name Designation

7. Alternate Method:  Manually Add Locations Associated with the Named Evacuation.

8. Alternate Method:  Select and Save the location from which the Local Server is operating.

Task 1.5:  Setup, Configure, and Prepare a Registration Workstation for Operations.

Conditions:  Given the NTS/ETAS User’s Guide, an Operationally Configured Local Server, and a Registration Workstation, set up the Registration Workstation to operate with the Local Server.   
Standard:  Upon completion of the Registration Workstation set up, the Registration Workstation will successfully run NTS/ETAS Version 4 running on it.  
1. Start the NTS/ETAS setup program by clicking on the Icon on the Registration Workstation’s computer desktop.    

2. Select “NTS/ETAS Workstation” in Step 9 of the Setup Screen.
3. Enter the Local Server’s Wireless IP Address in the provided fields.   

4. Click “Apply”.  

5. Close the NTS/ETAS Setup Program. 

6. Start the NTS/ETAS Version 4 Application & Log in as “oic” with password.  

7. Congratulations, the Workstation is now ready to start operations.  

Task 1.6:  Register Personnel into the ETAS Database.

Conditions:  Use the NTS/ETAS Registration Station, and the Evacuee’s DEERS/RAPIDS ID Card, Common Access Card (CAC), Passport, or Driver’s License (ETAS Only) to collect their personal data and assign an ETAS NEO ID Bracelet (Bar-coded Bracelet)  

Standard:  Register the Evacuee to include collecting emergency contact data, pet information, sponsor information, and all applicable information from the evacuee. 

1. Log into the NTS/ETAS Program.

2. Click on  “New” in the Evacuees Menu and the below screen will appear.

3. Scan the Evacuee’s ID Card or Passport with the appropriate device.  When scanning the DEERS/RAPIDS ID Card with the Symbol Pistol Scanner, scan the larger of the two Bar Codes on the back of the card.  Hold the card about 5-6 inches away from the scanner and slowly move it back and forth until the red laser fully covers the bar code and the scanner beeps.  The Pistol Scanner beep indicates that it picked up the data and transferred it to the NTS/ETAS Program.  

4. The Common Access Card (CAC) has a black bar code on the front that you scan.  In some instances the CAC will not scan properly due to a flaw in the CAC card printing, so if it doesn’t scan in three or four attempts, do a manual entry for the evacuee.   

5. After the evacuee data is scanned in, the NTS/ETAS Program immediately takes the curser to the “Evacuee Bracelet ID” block.  Use the Symbol Pistol Scanner to scan the next available bracelet’s barcode.  After you get a good scan and have the bracelet number recorded in NTS/ETAS, give the bracelet and a securing snap to the evacuee.  

6. Although in all of the required the fields (Red Print), so use the drop down menus provided to ensure all required fields have data.  If you omit something, the program will alert you and you can add it on the spot.  

7. Sponsor Data:  The Sponsor Data is automatically filled in when using a DEERS/RAPIDS Dependent ID Card.  Otherwise, manually input the sponsor’s data into this section.  If the Sponsor’s Unit Identification Code (UIC) is known, input it into the UIC field.  

8. Contact: As a minimum, input the Final Destination Contact’s information.  The city & state combination will be posted on the manifest so that the repatriation center may make advanced reservations for flights to final destinations.  

9. Pets:  Add a Person’s pet or pets.  

10. Click “Register” and call for the next evacuee. 

11. Periodically send data to the DMDC Central Server.  Recommend half-hour send intervals.   

Task 1.7:  Edit or Remove Personnel or Pets from the NTS/ETAS database.  

Conditions:  Given a fully operational NTS/ETAS Workstation, edit or remove a person or pet from the NTS/ETAS database.  

Standard:  The record is either edited or removed.  

1. Click “Search, Edit, Remove” on the Evacuee Menu to find the record to edit or remove.  

Edit or Remove the record.  
Day 2 (Six Hours) Training/Learning Objectives:  

a. Learn how to Create a Departure Manifest. 

b. Learn how to add passengers to an existing Manifest. 

c. Learn how to Edit or Remove an existing Manifest. 

d. Learn how to Arrive an Inbound Manifest.

e. Learn how to send timely data transmissions to the DMDC Central Server.  

f. Learn how to conduct queries and generate reports to keep the chain of command updated on personnel status.  

Six hours to include Hands-On
Task 2.1:  Purge Data from NTS

Task 2.2:  Re-Establish the ECC Local Server and Registration Workstations

Task 2.3:  Transmit data to the DMDC Central Server. 

Task 2.4:  Create an NTS/ETAS Departure Manifest. 
Task 2.5:  Add or Remove Passengers to/from an existing NTS/ETAS Departure Manifest.

Task 2.6:  Edit or Remove an existing NTS/ETAS Departure Manifest.

Task 2.7:  Arrive an Inbound NTS/ETAS Manifest
Task 2.8:  View NTS/ETAS Reports & Conduct Personnel & Pet Queries.

Task 2.9:  Conduct ETAS Practical Exercise(s).  

Task 2.1:  Purge Data From NTS.

Conditions:   Given an Operational NTS/ETAS Local Server computer purge the data from the database.
Standard:  All exercise Data is purged from the NTS/ETAS Local Server. 

1. Log into the NTS/ETAS Setup Program.

2. Click on  “Databate” tab at the bottom of the screen. 
3. Select “Purge Data”.  

4. Input the letter “Y” in the DOS box when prompted until all data is purged.     

Task 2.2:  Re-establish the ECC Local Server and Registration Workstations.  

Conditions:  Given fully operational NTS/ETAS Local Server and Workstation(s), set up the location as an operational ECC.  This is a review of the tasks learned in Day-1 training.  
Standard:  The Local Server and Registration Stations are set up to record evacuees and transmit all data to the Central Server.    

1. Download the Evacuation and Location List from the Central Server to the Local Server.  

2. Configure and Save the Local Server setting.   
3. Set up the Registration Workstation(s) to communicate with the Local Server. 

4. Save the Registration Workstation(s) settings.   

Task 2.3:  Transmit Local Server data to the DMDC Central Sever 

Conditions:  Given a fully functioning NTS/ETAS Local Server, transfer data to the DMDC Central Server 

Standard:  Local Server data is successfully transferred to the DMDC Central Server.  

1. Select “Transfer Data” to send data to the Central Server.

2. A confirmation page will display upon a successful data transaction.  
Task 2.4:  Create an NTS/ETAS Departure Manifest 
Conditions:  Given a fully functioning NTS/ETAS Local Server create a Departure Manifest.
Standard:  A Departure Manifest is created and its data is transferred to the DMDC Central Server.  

1.    Set the Departure Manifest Criteria. 
2. Build the manifest via the Remote Handheld Scanner.
3. Alternate – Build the manifest via single entry input.  

4. Transmit the manifest data to the DMDC Central Server.  

Task 2.5:  Add or Remove Passengers to/from an existing NTS/ETAS Departure Manifest 
Conditions:  Given a fully functioning NTS/ETAS Local Server with existing departure manifests, add or remove a person or pet from the manifest.
Standard:  A person or pet is successfully added or removed from the manifest.  

1.  Search for and Select an existing manifest. 
2.  Add or Remove the person or pet to/from the manifest.  

3.  Save and transmit the new manifest data to the DMDC Central Server.  

Task 2.6:  Edit or Remove an existing NTS/ETAS Departure Manifest
Conditions:  Given a fully functioning NTS/ETAS Local Server with existing departure manifests, edit or remove a person or pet from the manifest
Standard:  Close ETAS by clicking on the “Exit” icon.  Unplug the surge protector, disconnect phone line if applicable, and ensure that all pieces of equipment are properly stowed.  Close the lid and lock it up.  

1.  Exit ETAS and power down the computer.

2.  Ensure all plugs are secured inside of the case. 

3.  Close the lid and lock the case.   
Task 2.7:  Arrive an NTS/ETAS Inbound Manifest
Conditions:  Given a fully functioning NTS/ETAS Local Server, process an arriving inbound manifest. 

Standard:  The arrived manifest is processed and verified in the manifest reports section.  

1. Conduct a data transfer with the DMDC Central Server to download any Arrival Manifest data.

2. Search for and Select an Arriving Manifest from the Arrival Node. 

3. Process an Arriving Manifest using the Remote Handheld Scanner.   

4. Alternate: Process an Arriving Manifest using manual entry.  

5. Transmit Local Server Data to the DMDC Central Server. 
Task 2.8:  View NTS/ETAS Reports and Conduct Personnel & Pet Queries
Conditions:  Given a fully functioning NTS/ETAS Local Server, perform a query to get a status on a person or pet. 

Standard:  Successfully view & print a report, and conduct a query to find a person or pet status.  .  

1. Select and Print a Report from the Reports & Queries menu.

2. Conduct a Query using the query feature found in the Reports & Queries menu.   

Task 2.9:  Conduct an ETAS Practical Exercise.  

Conditions:  Given functioning NTS/ETAS Local Server and Registration Stations, register, depart, and arrive NCEs.    

Standard:  Register evacuees, move them to an Intermediate Safe Haven, and then to a Safe Haven.
1. Register Notional Evacuees at Location A. 

2. Depart Evacuees to Location B.  

3. Depart Evacuees from Location B to Location C.




























