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SY 04-05 REPORTS DUE VIA JUMS TO JCIMS

JUMS:  JROTC UNIT MANAGEMENT SYSTEM (Unit level only)

JCIMS:  JROTC COMMAND AND INFORMATION MANAGEMENT SYSTEM (Unit, DAI, Brigade, Region, Cadet Command review)

To meet the reporting requirements for SY 04-05, you must accomplish the following:

· Be able to log in to the JROTC web portal (www.usarmyjrotc.com)

· Have the current version of JUMS loaded on your computer (Version 3.1.3)

· Be able to log in to JCIMS (under the “Automation” link at the web portal)

· Upload “test” JUMS reports to JCIMS NLT 14 September

· Upload official opening SY 04-05 JUMS reports to JCIMS NLT 10 October

The following steps outline the procedures to accomplish these requirements:

STEP 1:  Log in to JROTC web portal (www.usarmyjrotc.com) 

ALL APPROVED JROTC PERSONNEL IN THE CADET COMMAND DATABASE SHOULD HAVE ACCESS TO THE WEB PORTAL.

Web Portal Login Instructions:

USER ID:  firstname.lastname.5 digit school zip code

INITIAL PASSWORD:  lastname#### (example:  jones2356)

Note:  Your initial Password is your last name and the last 4 digits of your social security number.  If you have previously been in the portal, you would have been required to change to a password of your own choice.  If you created a password but cannot remember it, click on the “Hint” link.

IF YOU STILL CANNOT LOG IN TO THE PORTAL, CLICK ON THE “Login Issues” LINK ON THE PORTAL MAIN PAGE AND FOLLOW THOSE INSTRUCTIONS TO GAIN ACCESS TO THE PORTAL.

STEP 2:  Have the current JUMS version loaded on your computer (Version 3.1.3)
Note:  To check for the version and patch number you have installed, open JUMS and click on “Help” then select “About JUMS.”  The JUMS CD sent out in April 2003 was Version 3.0.5.  A new patch and installation instructions were just posted to the web portal (under “Automation” link) on 1 September 2004, which will upgrade JUMS to Version 3.1.3 (Patch 9).  Print out and follow the instructions to download and install this new patch.  (There is no need to install earlier patches – this latest upgrade includes all previous ones.)  
THE NEW JUMS PATCH HAS SOME IMPORTANT UPGRADES FOR THE ENROLLMENT REPORT AND MUST BE INSTALLED BEFORE YOUR OFFICIAL REPORT IS SUBMITTED.  
IF YOU CANNOT, FOR SOME REASON, HAVE THE CURRENT VERSION OF JUMS LOADED ON YOUR COMPUTER NOW, PLEASE NOTIFY YOUR BRIGADE IMMEDIATELY WITH SPECIFICS ON THE PROBLEM.
STEP 3:  While logged in to JROTC web portal, at the “Automation” link, scroll to the lower portion of the page to locate the “JCIMS” section.  Print the instructions for “JUMS to JCIMS” upload.

STEP 4:  Effective at Noon (Eastern time) on 2 September, you will be able to log in to JCIMS using the instructions printed out in Step 3.  JCIMS will be available from 2 – 14 September for test uploads.  Follow the instructions to upload your reports.   Do not worry about having all your data finalized in JUMS yet – this is a test only to make sure you can upload and view your reports via JCIMS. 
NOTE:  THE USER ID AND INITIAL PASSWORD FOR LOGGING IN TO JCIMS ARE DIFFERENT FROM THE ONES USED TO LOG IN TO THE WEB PORTAL.    
USER ID:  Firstname.LastnameLast 4 of SSN 
(Uppercase for first letters of both names, with dot between; and no dot between the last name and numbers – example:  Sam.Jones2356)
INITIAL PASSWORD:  changeme 

(You will be required to change to a new password; you may choose to use your portal password if it meets the listed specifications.)


IF YOU HAVE PROBLEMS WITH THE TEST UPLOAD, PLEASE NOTIFY YOUR BRIGADE IMMEDIATELY.

STEP 5:  Continue working to complete the data entry in JUMS to get ready for official SY 04-05 open enrollment reporting.

Note:  Please review the separately provided instructions “JUMS BASICS FOR SUBMITTING SY 04-05 REPORTS” for detailed assistance on JUMS report completion.
STEP 6:  Effective at midnight on 14 September, all JCIMS test uploads will be deleted.  During the period from 0800 on 15 September – 10 October, JCIMS will be open for official reporting.  Upload your finalized reports following the same procedures you used for the test upload.

STEP 7:  During the period 10 – 15 October, Brigade and Region will be reviewing reports to ensure compliance.  If necessary, you will be notified to make corrections and re-upload the updated report.

STEP 8:  Effective at close of business 15 October, Cadet Command will use the JCIMS database to extract the official SY 04-05 opening reports.  These reports are provided to the Department of the Army and are used to determine funding, instructor authorizations, unit enrollment probation actions, etc.  It is very important for each JROTC unit to submit these reports through the automated system (JUMS-JCIMS) and meet the established suspense date.
IF YOU FORESEE SOME PROBLEM WITH BEING ABLE TO MEET THE REQUIREMENTS OUTLINED IN THESE INSTRUCTIONS, NOTIFY YOUR BRIGADE IMMEDIATELY WITH THE SPECIFICS OF THE PROBLEM.  DO NOT WAIT UNTIL THE SUSPENSE DATE TO NOTIFY US OF ISSUES.

