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Defense Security Cooperation Agency 

Program Data Submission Tool

Introduction

This tool was developed to collect programming data for the Defense Security Cooperation Agency programming process.  Each Agency will use this tool to submit their requested program funding for the programming years.  When an Agency completes entering funding requests, the consolidated Agency database is returned to DSCA where it is combined into a single database. These inputs, also called Options, will be evaluated and prioritized by the DSCA programming team to distribute FMS and FMF Admin funding in a way that best meets the goals of Security Cooperation.  

NOTE: The “Set Agency” button is used to determine the major submitting agency.  These would include Army, Navy, Air Force, DSCA, etc., as shown in Figure 2.  We designed the submission tool to allow the major submitting agencies to send this same tool to their appropriate claimants for input.  The claimants can input into the tool and send back their submission data to the major agencies.  The major agencies will then be able to import claimant data to view the total agency level picture before they send their consolidated data to DSCA.  

Requirements
The Programming Submission Tool (PST) requires Microsoft Access 2000. 

Getting Started
The Programming Submission Tool (PST) will be sent to each Agency via email.  Once received, copy down the Programming Submission Tool, the ‘.mde’ file to your Desktop.  Create a new folder
 on your Desktop titled ‘Support’.  Copy down the ‘UsersGuide.doc’ and the ‘DSCAProgrammingStructure.jpg’ files into the ‘Support’ folder.  (These documents are linked to various buttons in the PST application.)

NOTE: If your Agency will be sending this application to other ‘Claimants’ for submissions, make two copies of the submission tool and name one ‘Claimant.mde’ and the other one ‘MasterDB.mde’.  Go to the detailed instructions on how to setup the ‘Claimant.mde’ in Claimant Mode and how to import data into the ‘MasterDB.mde’ file. 
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Open the application by double clicking on the ‘.mde’ file.  The application will open with either the Program Submission Tool (PST) main form, or the Claimant main form as seen below in Figure 1.  The first step is to identify your Agency or Claimant name to the system.  In the PST main form, click the “Set Agency” button and double click on your Agency name. (Figure 2)  The Agency name will appear on the startup form in the box labeled “Current Agency.”  In Claimant mode, simply double-click on your Claimant name in the list provided.  The DSCA Programming Data Tool form will open, see Figure 3.  
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Program Submission Tool Main Form


Claimant Main Form
Figure 1 – Input Tool Startup Forms
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Figure 2 – Set Agency

Input Form - Create New Options

To create options from the PST Main Form, click “Create New Option.”  If you are a ‘Claimant,’ click on the ‘Click Here To Create New Option.’ 
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Figure 4 – After Choosing the Agency/Claimant

After clicking the “Create New Option” button, the program pop-up form appears and asks you to choose the Program affected by this Option
.  Click on the appropriate Activity/Core Function from the list on the left side of the form.  The Programs associated with each particular Activity/Core Function will appear in the list box on the right side of the form.  Double click on the desired Program to open the input form 
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Figure 4 – Choose the Program

NOTE: If you try to create a second option for the same Program, the system will warn you that you already have an option for this Program.  See Figure 7.  For the first year, there will only be one option for each Program.  Therefore, your answer will be ‘No’.
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Figure 5 – Duplicate Program Warning
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Input Form – Program Background Tab

Figure 6 – Input Form

The input form opens up with the program background information on the first tab, see Figure 6.  Use this data for reference as needed while entering data for your specific Program option.  Notice on the input form that the system automatically created an “Option Control Number” in the upper left corner.  This number starts with a two-digit code identifying the submitting agency.  The next two numbers give the exercise year for the option.  The final three digits are simply a sequential numbering of the options you create.  This number will remain in the system indefinably and will give a means to precisely track the status of your request.  For the first year, the option title must be the “Program" name.  In future years, the first thing you will do is enter a title for this option.  Make the title as explicit as possible within the limited space you are given.

Input Form – Your Justification Tab

The second tab allows you to enter a more detailed justification about your request.  Remember, decision-makers are using this information to decide the funding level for this program and, therefore, must have sufficient information to decide on the merits of each option.
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Notice on the bottom of this tab there is a button labeled “Link Support.”  If you need to provide more support than can be entered in the four memo fields; or if you already have supporting documentation available, you have the capabilities to link these documents to your specific option.  This file may be a word document, photograph, PowerPoint file, or virtually any other file that can be read on the DSCA programmer’s computer.  You can use the built-in linking function, or, if you prefer, simply submit the files along with your input and let the programmer know the option number that corresponds to each filename.

Figure 7 – Option Justification

In order to link a document, the document must be copied into the ‘Support’ folder created on your desktop (see page 4 of this manual).  

SUGGESTION:  Rename your document with the Option Control Number in the title to ensure that the supporting document will always be linked to the appropriate option.  For example, if you had a document for the above option, rename your file with 0305001_0 somewhere in the title. 

Input Form – Your Justification Tab – Linking Documents

When you press the ‘Link Documents’ button, the following form will appear.  See Figure 8.

NOTE: If you copy your documents into the support folder while the PST application is open, they will not appear in the ‘Choose a file list’ on the Link Supporting Files form.  You will need to press the ‘Home’ button to go back to the main page to refresh the application.
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Figure 8 – Linking Documents

The process to linking a document is as follows:

1. Click on the desired document from the list on the left to highlight it.  

2. Select the Option/Program from the center list to link the document to.

3. Click the ‘Link Now’ button underneath the Program/Option list.

4. Once the document is linked, the document name and the Option/Program name will appear in the list on the right of the form.

REMINDER: Make sure when you are sending your submissions back to your POC to attach any documents that are ‘linked’ in the application, otherwise the individual reviewing your submission will not have the documents to support/justify your request.

Input Form – Dollars Tab

The third tab is the “Dollars” tab where you will enter funding data.   First, choose the “Object Class” which explains how the funding will support the program.  This level of detail is required for the DSCA Comptroller to create the next budget.  Next enter the amount required for each year in thousands of dollars.  The Program will automatically be entered by the system.  To add data for a different program, you must create a new option.  The last column requires you to enter the source of funds.
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Figure 9 – Option Funding

Input Form – Manpower Tab

The fourth tab is the “Manpower” tab where you will be entering Workyear data.   Select the appropriate MANID, enter the amount required for each year, then select the fund source.  The Program is automatically entered by the system. This level of detail is required so that DSCA can get the full picture of the manpower requirements.
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Figure 10 – Option Manpower

Input Form – Summary Tab

Once you have entered your data you can click on the Summary tab to review.  The Summary tab displays a graph to let you review your inputs.  You can use the “Display Options” buttons to choose between displaying the specific option you are currently working on (‘This Option Only’ - default), ‘All Options’ you have entered into the database, or ‘By Program’ which allows you to view a selected program from a drop down list.  Once you have selected the ‘Display Option,’ you can choose how you would like the data to be broken out (i.e. by fund source, by program, by claimant, etc.) from the “Graph Display” list.  To see the exact numbers that make up the graph, click the “Data Table” button and a spreadsheet format will appear with the actual figures. See Figure 12.


Figure 11 – Option Summary

Figure 12 – Numbers behind the Graph

List of Graph Options, Graph Displays, and Descriptions

	Display Options
	Graph Displays
	Description

	This Option Only
	POM Option by Program

This Option by Program

POM Option by Fund Source

This Option by Fund Source
	Displays the current option that you are working on by Program and by Fund Source.  POM displays only show FMF and FMS Admin funded options.

	All Options
	All POM Options by Change Number

All POM Options by IA/Claimant

All POM Options by Activity

All Options by Activity

All Options by Change Number

All POM Options by Agency

All Options by Agency
	Displays all options that have been created by the user, or options imported from other claimants, by option number, by claimant, by activity (core function), or by agency.  POM displays only FMF and FMS Admin funded options.  

	By Program
	Program by Agency

POM Program by Agency

Program by CCN

POM Program by CCN

Program by Activity

Program by IA/Claimant

POM Program by IA/Claimant
	A drop down box appears and the user will select which particular program they would like to view.  Data is displayed by agency, buy option number, by activity (core function), and by claimant. POM displays only FMF and FMS Admin funded options.


Input Form  - Review All Options Tab

The final tab shows all option funding and manpower data entries arranged in a tabular format.  The only editable fields on this tab are the ‘Fund Source’ column and the ‘amount’ columns.  If you need to make any other adjustments to this information, you will need to go back to the option that needs to be edited.  Use the drop down list in the upper right corner to select another option to edit.  To create a new option from the input form, click on the ‘Add New Option’ on the upper right side of the form.  


Figure 12 – Option Review

Input Form – View Slide Format Button

Click the ‘View the Slide Format’ button on the input form to open the form seen in Figure 14.  This form shows the major details of each option on a single screen.  This is also where you will find the documents linked to an option.  If there is a separate document linked to a particular option, the filename will appear in the ‘Supporting Documents’ list on the lower right side of the screen.  To open the supporting document, simply double click on the filename and it will open.  To select another option to view, click on the desired option in the lower right corner of the screen.

Figure 13 – Option Detail Slide

 Input Form - Edit Existing Options

If you are just opening the application make sure your agency is set and displayed as the Current Agency, then click on the ‘Edit Existing Option’ button.  The list of options currently in the database will appear.  Double click on the option you would like to edit.  In Claimant mode, double click on your claimant title.  On the next form there will be a list of existing options, double click on the desired option to edit.  The input form will open up and will allow you to make any necessary changes. 

If you are already in one of the tabs of the submission tool use the drop down list in the upper right corner of the application labeled ‘Edit A Different Option:’ and select the option you would like to edit.  The form is the same, all you need to do is go into the appropriate tab and make the necessary changes.



Figure 14 – Agency Mode Edit Existing Options


Figure 15 – Claimant Mode Edit Existing Option

Option Controls – Export Options

Once all of your submissions are complete, your finalized data will need to be sent via email to your Agency contact (from Claimant) or your DSCA contact (from Agencies).  There are two ways you can send your data:

1. You can attach the entire database file to an email and send it to your POC (Agency or DSCA)

OR

2. You can use the Export Option function to export your data into another Access database file and email the data tables only  (We offer this option because the file you send will be smaller since it only contains the data tables and not the forms, reports, etc.)

REMINDER: As you prepare your email to send to your POC with your Program data  submissions, don’t forget to attach any supporting documents that may be linked to an option.

To export the data tables, go back to the main form of your application.  If you are in the application in the input form, press the ‘Home’ button, otherwise simply open the application.  Click on the ‘Export Options’ button.



Figure 16 – Export Options Button

Your file directory will open, see Figure 17, and you will need to highlight a directory to export your data file to, i.e. Desktop.  Click ‘OK’.
Figure 17 – File Directory

Another form will open up to enter a name for your new data file, the default is ‘data.mdb,’ it is recommended to name the file with something more descriptive.  (i.e. ArmyData.mdb, SAFIAData.mdb, etc)  Click ‘OK.’ 

IMPORTANT: Make sure you include the file extension onto the end of the name (.mdb) otherwise your computer will not recognize what type of file it is and won’t be able to open it.

Figure 18 – Enter a name for the new data file.
Once the data has been exported, the filepath will appear in a text box below the Export Options button on the Agency main form.  See Figure 19.  However, once you close the application, the export path will not appear so make sure you remember where you exported the data.  The data is now ready to be sent to your POC.  


Figure 19 – After data is exported, the ‘Export Path’ is displayed on the main form.

Now that the data is ready to go, create your email to your contact, attach the database file with your submissions, attach any supporting documents, and send the email.

Option Controls – Import Options

Combining Options from claimants into a Single Database

If you have distributed the input tool to multiple claimants, you should combine their inputs into a single copy of the tool.  First, place the claimant files (i.e. ACCData.mdb, 11thWingData.mdb, etc.) in an easy to find folder.  Use the master copy of the tool, ‘MasterDB.mde’ created earlier in this manual.  Open the ‘MasterDB.mde’ file.

Click on the ‘Import Options’ button from the Programming Submission Tool main startup form, see Figure 1.  The Import Form will open up, see Figure 20.  


Figure 20 – Import Form

Click the “Locate Database to Import” button to open the browser window to find the databases to import, Figure 21.  Browse to the first claimant database that you want to import.  Either double click on the claimant database file, or select it and click “OPEN.” 


Figure 21 – Browse to find databases
The source data will be linked to the Master database and the list of the options from the source file will appear in the “Options in the new Data” list, see Figure 22.  If desired you can add a comment, which will be appended to all these options as they are imported.   Finally click “Add These Options to the database” to complete the import.  A message box will appear to let you know that the import is complete, Figure 22.  Repeat the process with the other claimant files.



Figure 22 – Import Options

Claimant Mode Capabilities

If an agency has multiple offices creating options, a copy of the programming submission tool can be set up in ‘claimant mode’ and distributed to each subsequent claimant.  This will allow claimants to enter their data into the submission tool, send the data file back to the agency, then the agency will ‘import’ the submissions into a master database file. 

The process to set up the PST in claimant mode is as follows: First make sure you are using the ‘Claimant.mde’ file you created at the beginning of this manual.
  Open the ‘Claimant.mde’ file.  Click on the ‘Set Up Claimants’ button, then click ‘Add a New IA’ for each organization.  Make sure you enter EVERY organization that may possibly be receiving the submission tool.  Each claimant will be assigned a unique code in order to identify the options created by each claimant. 


Figure 23 – Set Up Claimants

Once the agency is finished entering the entire list of claimants, close the ‘Add and Update’ form.  Click the ‘Set Claimant Mode.’  A message box will appear to make sure you want to set this application in claimant mode.  See Figure 24.  Click ‘Yes.’  Now close the application.  The next time the application (‘Claimant.mde’) is opened, the start-up form will be the list of claimants.  See Figure 25. 


Figure 25 – Claimant Mode Message

Each agency should have a single point of contact (POC) to manage and consolidate the total agency inputs.  The POC will use the “Import Options” button to append separate inputs into a single database.  Once all the data is consolidated, the POC should use the ‘Export Options’ to export the data file and email the file back to the Agency POC.   

Claimant Mode

Once the ‘Claimant.mde’ file is loaded with every claimant and set in claimant mode, the Agency POC will send the ‘Claimant.mde’ to every claimant.  When opened in claimant mode, the tool displays the claimant login form as shown in Figure 24.  If this form does not appear, claimant mode has not been set.  Go back and review the previous section.  In claimant mode, the agency is preset so all that is needed is the claimant.  The claimant double clicks on their appropriate organization title, and from this point on, the application is the same.  (See page 4 on ‘Getting Started.’)


Figure 25 – Claimant Logon Startup Form

Reports

Standard reports for the programming submission tool are located in three different areas: buttons on the main menu, buttons on the input form and from the drop down menu.  Please see the table below for the report name, location of the report and the content of the report. Reports can be viewed, exported into a word document or printed directly from the application.

	Report Name
	Location
	Content

	Current Options Report
	Main Menu
	Summary of each CCN, option title and dollar amounts for each year.

	Program Synopsis
	Main Menu and Drop down menu
	Program description, operational concept, goals and metrics.

	PEM Report
	Main Menu
	Program description and PEM contact name.

	Print This Option
	Input Form


	Detailed information on current option.  (Option you are currently working on.) 

	Print All Options
	Input Form
	Detailed information on each option.

	Program Description and PEM Report
	Drop down menu on input form
	Program description, PEM contact name and contact information. (phone number, email address, etc.)

	Full Program Database Report
	Drop down menu on input form
	Entire program element database information.

	Options Detailed Report
	Drop down menu on input form
	Same as ‘Print All Options’ report, contains detailed information on each option.

	Total Options
	Drop down menu on input form and main menu
	Same as ‘Current Options Report’, summary of each CCN, option title and dollar amounts for each year.

	POM Options Detail
	Drop down menu on input form
	Contains detailed information on all options with FMF or FMS Admin funding.

	Total POM Options
	Drop down menu on input form
	Summary of FMF and FMS Admin funded options listed by CCN, option title and dollar amounts for each year.


Short Cut Procedures – User’s Cheat Sheet

This part of the manual is a short-cut quick list of steps to do various functions, if you do not understand these steps, please see the more detailed section.

Getting Started (Pg 4)

1. Copy down the .mde file to your desktop (Application will be deployed by email.)

2. Make another copy of the .mde file and title it ‘Claimant.mde’ (Only if you will be sending application out to claimants.)

3. Create a ‘Support’ folder on your desktop

4. Copy down the Users Guide and the .jpg file (Program Structure) into the ‘Support’ folder

5. Double click on application
Creating a New Option – Agency Mode (Pg 5)

1. Click on ‘Create New Option’ button on the main menu or on the input form

2. Click on desired activity/core function to get list of Programs 

3. Double click on the appropriate Program to enter data

Creating a New Option – Claimant Mode (Pg 5)

1. Double click on appropriate claimant organization

2. Click on ‘Click Here to Create a New Option’ on main menu or ‘Add New Option’ button on the input form

4. Click on desired activity/core function to get list of Programs

3. Double click on the appropriate Program to enter data 

Edit Existing Option – Agency Mode (Pg 16)

1. Click on ‘Edit Existing Option’ on main menu; or choose an option from the drop down box on the input form

2. Double click on the desired option to edit from the list box

Edit Existing Option – Claimant Mode (Pg 16)

1. Double click on claimant organization

2. Double click on desired option from list box; or select a different option from the drop down box on the input form  

Linking Documents (Pg 9)

1. Copy document into ‘Support’ folder

2. Click on ‘Your Justification’ tab

3. Click on ‘Link Support’ button

4. Highlight/click on document to link from left list box

5. Highlight/click on option to link document to in the center list of options

6. Click on ‘Link Now’ button

7. Make sure you email all supporting documents along with your data submissions

Set Claimant Mode (Pg 24)

1. Double click on ‘Claimant.mde’ created when you received the application

2. Click on ‘Set Up Claimants’ button on main form

3. Enter every claimant organization that will receive this application and close the ‘Add and Update Claimant’ form

4. Click on ‘Set Claimant Mode’

5. Click ‘Yes’

6. Email ‘Claimant.mde’ application to every claimant organization

Export Options (Pg 18)

1. Click on ‘Export Options’ button on main menu

2. Select a directory to where you want to export your data

3. Click ‘OK’

4. Enter a file name for your exported data file (default is data.mdb)

5. Click ‘OK’

6. Email your data file and any supporting documents to POC

Import Options (Pg 21)

1. Copy all data files into a folder (make sure they have different file names, i.e. ArmyData.mdb, NavyData.mdb, etc.)

2. Open your master database file 

3. Click on ‘Import Options’ button on main menu

4. Click on ‘Locate Database to Import’ and browse to find the database you would like to import

5. Either double click on desired database, or highlight it and click ‘Open’ 

6. The list of options within this database will appear in the ‘Options in New Data’ list box in the center of the ‘DSCA PDS Import Form’

7. If desired, add a comment to be added to each option (i.e. Army Options, AF Options, Claimant Options, etc.)

8. Click the ‘Add These Options to the Database’

9. Message box will appear that says ‘Import Complete.’  Click ‘OK

1. Make sure Agency is set


2. Press ‘Edit Existing Option’ button


3. List of options form appears


4. Double click on option to edit


5. Input form will open up





Double-click on desired Program





Double click appropriate agency name.





Existing Options would be listed here.





Create New Option





Click on ‘Select Agency’ or double click on Claimant title.





Click on ‘Program Model’ button to view the Program diagram.





Option Control Number





Tabs





1. Select  document





2. Select option/Program to link document to





3. Link document
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Select an option to edit  from drop down list OR  press ‘Add New Option’ button to create a new option.





Double click on appropriate claimant title


List of existing options opens up


Double click on desired option to edit


Input form opens up





Export Options Button





Export Options Button





Click here to ‘Set Up Claimants’





Once claimants are entered, click ‘Set Claimant Mode’





Click ‘Add a New Claimant’ to open the above input box.  Enter the claimant name and click ‘Ok.’.  To add another claimant, repeat the process.








� To create a new folder, place your cursor on an empty space on your Desktop, right click with your mouse.  A menu will appear, click on ‘New’, then click on ‘Folder.’.  A new folder will appear on your Desktop, rename it ‘Support.’.


� For the first year, a Program will be the same as an Option.


� If you did not make a claimant copy of the Programming Submission Tool, do so now and rename it ‘Claimant.mde.’  Make sure you are starting with an empty database by clearing out all option data.  BE CAREFUL!  Delete the option data in the ‘Claimant.mde’ copy only!
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