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ATIA CAR - KNOWLEDGE MANAGER’S QUICKSTART GUIDE
GENERAL
CAR Product Registration/Management
The ATIA Central Army Registry (CAR) master catalog registration manager [DOC MANAGER] will allow persons having roles as an ATSC Content Administrator (CA) or training product proponent Knowledge Manager (KM) the ability to register their products and Web links in the Army Training Information Architecture – CAR master catalog.  During the registration process of a product, specific product data such as ID number, title, description, distribution restrictions, keywords, etc..., will need to be entered to establish the product’s descriptive metadata in the system.  Registration will also invoke an automatic extraction, analysis, and semantic indexing of the product‘s content.  Combined, this information will enable searching for products by specific information or by content related terms.

CAR Security Administration Capability
Allows management of user roles and permissions, access control lists, user groups, and resource groups, Allows assignment of roles to persons providing overall content management as Content Administrators (CA); as well as proponent Knowledge Managers (KM) who administer data within their Knowledge Center (KC).

CAR Management Reports

Allows the CA and KMs to see quantities and generate listings of registered CAR products by metadata characteristics of Product Type, Proponent, Statuses, and Access Restrictions.




[bookmark: OLE_LINK9][bookmark: OLE_LINK10]Contents
	Para
	Title
	Page

	
	Section 1 Product Registration and Management
	1

	
	INTRODUCTION - PRODUCT REGISTRATION AND MANAGEMENT
	2

	1
	LOG INTO THE CAR
	3

	2
	AT THE REGISTER SCREEN SELECT WHAT YOU WANT TO DO 
	3

	2.a
	REGISTER AND UPLOAD A DOCUMENT’S CONTENTS TO THE CAR
	4

	2.b
	REGISTER AND UP LOAD A MULTIPART  (zipped)  DOCUMENT’S CONTENTS TO THE CAR
	5

	2.c
	REGISTER THE URL FOR A REMOTE DOCUMENT ON THE WEB
	7

	2.d
	REGISTER THE URL FOR A REMOTE DOCUMENT AND INDEX ITS CONTENT FOR SEARCH-ABILITY
	9

	3
	EDIT REGISTRATION INFORMATION FOR A PREVIOUSLY REGISTERED CAR PRODUCT 
	11

	3.a
	FIND A DOCUMENT TO EDIT TO MAKE OBSOLETE, OR TO DELETE
	11

	3.b
	SUPERSEDE A DOCUMENT WITH ANOTHER DOCUMENT
	13

	3.c
	EDIT DESCRIPTIVE METADATA FOR A DOCUMENT
	16

	3.d
	REPLACE A DOCUMENTS CONTENTS
	17

	
	Section 2 Security and Access Control List Administration
	18

	
	INTRODUCTION - SECURITY AND ACCESS CONTROL LIST (ACL) ADMINISTRATION
	19

	1
	LOG INTO THE CAR DASHBOARD 
	20

	2
	MANAGING USERS’ ROLES AND ACCESS PERMISSIONS
	20

	3
	CREATING AND MANAGING ACCESS CONTROL LISTS
	22

	3.a
	CREATE/EDIT AN ACL  
	22

	3.b
	CREATE/EDIT RESOURCE GROUPS(RG) AND USER GROUPS (UG) 
	23

	4
	OTHER SECURITY MANAGEMENT FEATURES
	24

	4.a
	VIEW/MANAGE ADMINISTRATIVE USERS
	24

	4.b
	VIEW/MANAGE KNOWLEDGE CENTERS.
	24

	
	Section 3 Management Reports
	25

	
	INTRODUCTION: CAR MANAGEMENT REPORTS
	26

	1
	LOG INTO THE CAR DASHBOARD 
	27

	2
	GENERATING AND VIEWING CAR REPORTS
	27

	2.a
	GENERATE A “STATUSES” REPORT FOR CAR PRODUCTS
	27

	2.b
	GENERATE A "DISTRIBUTION ACCESS RESTRICTIONS" REPORT FOR CAR PRODUCTS
	29

	2.c
	GENERATE A "FOREIGN DISCLOSURE RESTRICTIONS" REPORT FOR CAR PRODUCTS 
	29

	2.d
	GENERATE A "KNOWLEDGE CENTERS" REPORT FOR CAR PRODUCTS 
	29

	2.e
	GENERATE A “PRODUCT TYPES” REPORT FOR CAR PRODUCTS 
	29

	2.f
	GENERATE AN “OTHER SERVICES” REPORT FOR CAR PRODUCTS
	30











Section 1
PRODUCT REGISTRATION and MANAGEMENT




Introduction - Product Registration and Management

CAR Product Registration and Management:

Responsibility: Products registered in the CAR will be maintained by ATSC CAs and product proponent KMs.  Official Army, as well as Proponent KM designated, products and web links will be registered in the CAR Catalog.  

· Official Department of the Army products will be managed by only the ATSC CA.
· All Proponent products will be posted to the CAR by KMs of that proponency.   They will have the ultimate responsibility to maintain currency and accuracy their proponent’s products.

Product Storage Location:  Training Products may be:
· Stored on the CAR’s associated content storage system or,
· Stored on external Web repositories at which the CAR’s registration data points the user’s browser.

Product Format:  Products stored in the CAR repository may be in various formats to include Microsoft Word, PowerPoint, or Excel; Adobe Portable Document Format; Hypertext Markup Language; Graphics Interchange Format (GIF) and Joint Photographic Experts Group (JPEG) format for accompanying graphics; compressed Zip files; iBooks, and ePubs.  Documents may also be stored as Interactive Multimedia Instruction (IMI) and numerous video formats but must be specifically configured to run from a server over the Internet.

Using the Document Manager:  Performing document management requires that you have an AKO account and be designated as a CA and/or KM.  Management controls will be accessible on the CAR Dashboard for such individuals.

CAR System Admin:
A CAR System Administrator role exists that provides ATSC super/technical users high-level administration capability over CA and KM roles and all CAR content. 



Product Registration and Management

1.  LOG INTO THE CAR Dashboard at www.train.army.mil.  Complete the sign in process.  From the CAR Dashboard select “+New Document” and go the “Register a New Document” screen.

2. AT THE REGISTER SCREEN SELECT WHAT YOU WANT TO DO:

2.a. REGISTER AND UPLOAD DOCUMENT’S CONTENTS TO THE CAR - The document is a single file at an accessible storage location.
Steps:
1. At the “I Want To:” dropdown - select “Upload a document to the RDL/CAR Repository”.
2. Enter the document’s title.
3. Browse to the document in the accessible location and select it.
4. Review the Notes on the register screen about defaulted values applied to this registration.  IF YOU NEED TO CHANGE ANY OF THEM, click on the “Additional Fields:” button shown below to open up additional data registration fields and proceed to step 6.  If you have no changes, click “Register” to complete the registration process, or click “Cancel” to cancel the process.
5. You can click the “Reset Form” button for another register operation or click on another dashboard function as desired.

[image: ]


2.a REGISTER AND UPLOAD A DOCUMENT’S CONTENTS TO THE CAR  (cont.)

Steps (cont)    Additional Fields
[bookmark: OLE_LINK3][bookmark: OLE_LINK4]6. You may enter new, or edit the document’s defaulted and other metadata in the fields shown below:
· [bookmark: OLE_LINK1][bookmark: OLE_LINK2]If a product has an Official ID you must enter it (i.e., FM 3-07, ADP 6-0…). The ID provides clear identity of the document to users and other information systems, and enhances user search-ability.
· Choose a Distribution Restriction, as well as a Foreign Disclosure restriction, if any.
· The KC will default to the Knowledge Manager’s KC, or allow selection if the manager has multiple Knowledge Centers assigned.
· Product type can be edited as needed  [NOTE: DA approved document product types can only be managed by ATSC CAs and SAs]
· The Approval Date is the date the document was approved - signed.
· The Posting Date is the date the product is registered on the CAR (KM can post-date to delay accessibility until then).
· The Org Name should be the Organization Name or office symbol. Email defaults to the user but can be edited to an Org Email.
· A URL for a remote link providing other information pertinent to this document can be added.  Click the + button to add additional URLs.
· Keywords that pertain to the product can be added, separated by commas.  This improves search discoverability.
· Add a short summary description. These words will also be used in search discoverability, and will display as part of search results.
· You can substitute a user preferred product type icon different from the default product type icon.
· Job specialty information can be selected/ included, as desired.
· Joint Doc/Aliases – Multi service documents’ Service and IDs can be entered here.  Promotes joint discoverability. Click + Button to add additional services/aliases.
· Change History will default to user and additional narrative can be inserted. The date will be also be stored.
· [image: ]When done, click the “Register” button on the banner.
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2.b REGISTER AND UP LOAD A MULTIPART (ZIPPED)  DOCUMENT’S CONTENTS TO THE CAR .
Discussion:  The document consists of an Index File (think table of contents) listing links that point to other files (think chapters).   The Index File and all the other files should be placed into a directory and then zipped into a single zip file which can then be uploaded to the CAR.  When registering the product you will browse to the zip file to be uploaded and also provide the name of the Index File.  The CAR doc manager function does the rest.  Assumption – a copy of the zip file is at an accessible storage location.

Steps:
1. At the “I Want To:” dropdown - select “Upload a document to the RDL/CAR Repository”.
2. Enter the document’s title.
3. Browse to the document’s zip file at its accessible location.
4. Detection of a zip file will open a data entry field asking you to enter the name of the start page (the Index File in the zip file – an html file).
5. If there is another document included in the zip file that is not part of the Table/Chapter flow but is to be included in the registration as an Alternate Format document, enter that document file name. Use the + feature to add multiple alt format documents. (Red X removes an entry).
 6. Review the Note on the register screen about defaulted values applied to this registration.  If you need to change any of them, click on the “Additional Fields:” button to open up additional data registration fields and proceed to step 8.  If you have no changes, click “Register” to complete the registration process, or click “Cancel” to cancel the process.
7. You can click the “Reset Form” button for another register operation or click on another dashboard function as desired.
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2.b REGISTER AND UP LOAD A MULTIPART  (zipped)  DOCUMENT’S CONTENTS TO THE  CAR (cont)
Steps (cont)
Additional Fields:
8. You may enter new, or edit the document’s defaulted and other metadata in the fields shown below:
· [bookmark: OLE_LINK5][bookmark: OLE_LINK6]If a product has an Official ID you MUST add it (i.e., FM 3-07, ADP 6-0…). The ID provides clear identity of the document to users and other information systems and enhances search-ability.
· Choose a Distribution Restriction, as well as a Foreign Disclosure restriction, if any.
· The KC will default to the Knowledge Manager’s KC, or allow selection if the manager has multiple knowledge centers assigned.
· Product type can be edited as needed [NOTE: DA approved document product types can only be managed by ATSC admin].
· The Approval Date is the date the document was approved – signed.
· The Posting Date is the date the product is registered on the CAR (KM can post-date to delay accessibility until then).
· The Org Name should be the organization name or office symbol. Email defaults to the user but can be edited to an organization email.
· A URL for a remote link pertinent to this document can be added. Click the + button to add additional URLs.
· Keywords that pertain to the product can be added, separated by commas.  This improves search discoverability.
· Add a short summary description. These words will also be used in search discoverability and will display in search results
· You can substitute a user preferred product type icon different from the default product type icon.
· Job specialty information can be selected/ included, as desired.
· Joint Doc/Aliases – Multi service documents’ Service and IDs can be entered here.  (Promotes joint discoverability.) Click + Button to add additional services/aliases.
· Change History will default to user and additional narrative can be inserted. The date will be also be stored. 
· When done, click the “Register” button on the banner.
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2.c. REGISTER THE URL FOR A REMOTE DOCUMENT ON THE WEB.
Steps:
1. At the “I Want To” dropdown - select “Link to a remote document on the internet”.
2. Enter the document’s title.
3. Enter the URL.
4. Verify the URL is good by clicking on the green arrow button to briefly go to the web location.
5. Review the Note on the register screen about defaulted values applied to this registration.  If you need to change any of them, click on the “Additional Fields:” button to open up additional data registration fields and proceed to Step 7.  If you have no changes, click “Register” to complete the registration process. , or click “Cancel” to cancel the process.
6. You can click the “Reset Form” button for another register operation or click on another dashboard function as desired.
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2.c.  REGISTER A WEB LINK OR THE LOCATION OF A DOCUMENT ON THE WEB (cont)
Steps (cont):
Additional Fields:
7. You may enter new, or edit the document’s defaulted and other metadata in the fields shown below.  
· If the link’s document is associated to some ID nomenclature besides its title, you MUST add it (i.e., FM 3-07, ADP 6-0). The ID provides clear identity of the document to users other information systems, and enhances search ability.
· Choose a Distribution Restriction, as well as a Foreign Disclosure restriction, if any.
· Product type can be edited as needed. [NOTE: DA approved document product types can only be managed by ATSC admin].
· Select an appropriate product type to assist search discovery.
· The KC will default to the Knowledge Manager’s KC, or allow selection if the manager has multiple knowledge centers assigned.
· The Approval Date is the date the document was approved – signed.
· The Posting Date is the date the link to the document is registered on the CAR (can post-date to delay accessibility until then).
· The Org Name should be the registering proponent organization name or office symbol. Email defaults to the manager user but can be edited to an organization email.
· A remote link URL pertinent to this document can be added. Click the + button to add additional URLs.
· Keywords that pertain to the product can be added, separated by commas.  This improves search discoverability.
· Add a short summary description. These words will also be used in search discoverability and will display in search results.
· [bookmark: OLE_LINK7][bookmark: OLE_LINK8]You can substitute a user preferred product type icon different from the default product type icon.
· Job specialty information can be selected/ included, as desired.
· Joint Doc/Aliases – Multi service documents’ Service and IDs data can be entered here.  Promotes joint discoverability. Click + Button to add additional services/aliases.
· Change History will default to user and additional narrative can be inserted. The date will be also be stored .
· When done, click the “Register” button on the banner.

                                                   (Reference Additional Fields figure in para 2.a Step 6, or 2.b Step 8)




[bookmark: _GoBack]2.d. REGISTER THE URL FOR A REMOTE DOCUMENT AND INDEX ITS CONTENT FOR SEARCH-ABILITY

Discussion:  A document is hosted on a remote server.  We want to register it, not just as a link, but using its actual content to index it for semantic search discoverability. A copy of the document is at an accessible storage location.  The content semantic index data is registered and stored on the CAR,
Steps:
1. At the “I Want To:” dropdown - select “Link to a remote document on the internet”.
2. Enter the document’s title.
3. Enter the URL.
4. Verify the URL is good by clicking on the green arrow button to briefly go to the web location.
5. Browse to the copy of the content of the document on the accessible storage location (Indexed data of its content will be stored but the document content won’t).
6. Review the Note on the register screen about defaulted values applied to this registration.  If you need to change any of them, click on the “Additional Fields:” button to open up additional data registration fields and go to Step 8.  If you have no changes, click “Register” to complete the registration process, or click “Cancel” to cancel the process.
7. You can click the “Reset Form” button for another register operation or click on another dashboard function as desired.
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2.d. REGISTER A REMOTE DOCUMENT AND INDEX ITS CONTENT  FOR SEARCHING (cont)
Steps (cont):
Additional Fields:
8. You may enter new, or edit the document’s defaulted and other metadata in the fields shown below:
· If the link /document is associated to some ID nomenclature, besides it title, you MUST add it (i.e., FM 3-07, ADP 6-0). This provides clear identity of the document to users and enhances search ability.
· Choose a Distribution Restriction, as well as a Foreign Disclosure restriction, if any.
· Select an appropriate product type to assist search discovery.
· The KC will default to the Knowledge Managers KC, or allow selection if the manager has multiple knowledge center assigned.
· The Approval Date is the date the document was approved – signed.
· The Posting Date is the date the link to the document is registered on the CAR (can post-date to delay accessibility until then).
· The Org Name should be the registering proponent organization name or office symbol. Email defaults to the manager user but can be edited to an organization email.
· A URL for a remote link pertinent to this document can be added. Click the + button to add additional URLs.
· Keywords that pertain to the product can be added, separated by commas.  This improves search discoverability.
· Add a short summary description. These words will also be used in search discoverability.
· You can substitute a user preferred product type icon different from the default product type icon.
· Job specialty information can be selected/ included, as desired.
· Joint Doc/Aliases – Multi service documents’ Service and IDs can be entered here.  Promotes joint discoverability. Click + Button to add additional services/aliases.
· Change History will default to user and additional narrative can be inserted. The date will be also be stored. 
· When done, click the “Register” button


                                                   (Reference Additional Fields figure in para 2.a Step 6 or 2.b Step 8)


3. EDIT REGISTRATION INFORMATION OF A PREVIOUSLY REGISTERED CAR PRODUCT 
Discussion:  A document you previously registered as a KM requires a status change.  You can change a document’s status in the following ways:
· Mark a document as OBSOLETE - nothing replaces it (e.g., Mess Kit Repair Manual), or Mark a document as DELETED – system admin function similar to obsolete.
· SUPERSEDE a document with another document (e.g., FM 10-15 superseded by ATP 4-42.2).
· EDIT a document’s descriptive metadata.
· Replace a document’s contents – Upload new content to replace the existing content without changing ID/Title or database location info.


3.a FIND A DOCUMENT TO EDIT TO MAKE OBSOLETE, OR TO DELETE 
Steps:
1. You will use CAR search to find the document you want to edit. The search results screen will have edit control buttons for documents you are allowed to edit.
2. Click on Edit.
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Steps (cont):    
3. At the Edit screen, open the Status Dropdown.
4. Select the desired status- (Obsolete or Deleted).
5. Click on “Save” and see the Edit successful message, or click “Cancel” to cancel the process.
6. You can click on another dashboard function as desired.

[image: ]
 


3.b SUPERSEDE A DOCUMENT WITH ANOTHER DOCUMENT 

Discussion: A New document can supersede a previously registered version of a document that is in CAR.  You need to supersede the old registered copy by replacing it with a new version.  (Example – 16SUPER will supersede 16ORIG).

Steps:
1. Register the new superseding document into CAR as shown in para 2. 

[image: ]

2. Locate the document to be superseded (example -16ORIG).
3. Click the “Edit” button.

[image: ]


Steps (cont):
4. At the Edit screen click the Status dropdown and select “Superseded”.
5. Click the yellow “Select Superseding Item” button.

[image: ]

5. Enter the superseding document’s ID/Title, or other search term, and click the green button to search/find it.
6. The search result will display (if more than one, then scroll to find it.
7. To initiate the supersession click the little left/right arrow icon.
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Steps (cont):
8. The Edit screen will show the document is to be superseded
9. Click the Save button to complete the supersession process

[image: ]


10. You will see a successful registration message

[image: ]


3.c  EDIT DESCRIPTIVE METADATA FOR A DOCUMENT 

Discussion:  Other metadata can be edited for products in your Knowledge Center. You may edit the data in the Additional fields such as ID, Title, restrictions, summary, keywords, etc., that are presented in the additional fields section of the edit screen 

Steps:
1. Locate the desired document using CAR search and click its Edit button.
2. At the Edit screen, click on the “Additional Fields” button to expose the fields.
3 Edit the fields as needed.
4. Click on the Save Button to complete the Edit process.

[image: ]


3.d  REPLACE A DOCUMENTS CONTENTS

Discussion: You may replace the content of a document without changing any of the metadata associated to it.  (i.e.: An edit, or content update to the content of a document, assuming all other metadata can remain unchanged.)  Assuming you wanted to replace only the content of a document to which you have edit rights titled “Demo Doc”:

 Steps: 
1. Search the CAR and find the desired document “Demo Doc”.
2. At the Search Result screen click on the Edit button.
3. At the Edit Document Screen use the “Browse” feature go to the to the accessible content replacement file.
4. Click “Save” to complete the replacement.

Note: You may edit additional field metadata as necessary before clicking Save.
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Section 2
Security and Access Control List Administration







Introduction - Security and Access Control List (ACL) Administration

Functions of CAR Security Administration:

Manage Security:  The CAR security administration capability:
· Allows assignment of roles to persons providing overall content management as Content Administrators (CA) as well as proponent Knowledge Managers (KM) who administer data within their Knowledge Center (KC) (school/proponent/ center/ lab, etc.)
· Provides the Systems Administrator (SA), Content Administrator (CA) and Knowledge Manager (KM) the ability to create Access Control Lists (ACL) for products and individuals.

Three Security User Roles for Security Administration are:
· Systems Administrator (SA) - TCM-ATIS Staff.  Has system control at the Software / database level.  Assigns the role of Content Administrator (CA) to selected individuals within TCM-ATIS. The System Administrator can grant Distribution Access over-ride permissions to a user’s profile.
· Content Administrator (CA) – TCM-ATIS Staff.  Acts as the CAR-Master Catalog Master Librarian.  Assigns persons to act as Knowledge Managers (KM) for the various Knowledge Centers.   Has management control over DA products in the CAR.   CAs can create ACLs for all KCs as needed.  CAs add new KCs to CAR upon verified request from an information proponent.
· Knowledge Manager (KM) – Registers and manages products for their proponent KC in the CAR catalog.  KMs can appoint others within in their knowledge center to also act as KMs for that KC.  KMs are the prime persons creating ACLs.

Managing ACLs:

Responsibilities: CAs and KMs (who will all be considered as “Trusted Agents” of the ATIA Master Catalog) have the ability to create ACLs with users/user groups to provide view- access to resources with restricted access that are registered in any KC collection.
· CAs can create edit all existing ACLs for all Knowledge Centers.
· KMs can create and edit ACLs associated to their Knowledge Centers.


[bookmark: para21]Security and Access Control List (ACL) Administration

1.  LOG INTO THE CAR DASHBOARD at www.train.army.mil.  Select “Sign in to the Central Army Registry (CAR)”, Complete the CAC/AKO Sign in to go to the CAR Dashboard Screen.

2. MANAGING USERS’ ROLES AND ACCESS PERMISSIONS

Discussion: This feature allows the administrators and managers to manipulate (add/ delete) Distribution Restrictions; Roles, ACL associations; User Group assignments; and Knowledge Center assignments for individual CAR users.

Steps:
1. At the CAR Dashboard page, click on the Security Link to go to the “Security Home” page.
2. At the Security Admin page, click on the “Users” button.
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3. At the “Users” page enter the AKO ID of the user to be managed and click the Search Icon (magnifying glass).
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Steps (cont):
4. After finding the desired user, click on the Edit button to go to the Edit User page.
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5. At the “Edit User” page you can assign a user an Administrative or Knowledge Manager role. Note: When assigning a Knowledge Manager role, you must select the Knowledge Center(s) that the KM is authorized to manage. Select one or more knowledge centers from the “Add” dropdown list.
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6. Select Save or Cancel to complete the Edit User operation.  You may go back to the user to edit as needed.  

[bookmark: OLE_LINK11][bookmark: OLE_LINK12]WARNING NOTE: If you have an administrator role (SA/CA) do not assign a user more than one role, as multiple role assignments increase the possibility of permission conflicts.


3. CREATING AND MANAGING ACCESS CONTROL LISTS

Discussion: This feature allows CAR Administrators and Managers to create and manage Access Control Lists (ACL).  ACLs provide access permission to restricted products on an individual by name (AKOID) and by product basis (or groups of names and groups of products).  Products that have a distribution restriction of “F” can be listed in an ACL along with the persons (designated by the product proponent) who are granted access to its content. System security algorithms verify accessibility of that product(s) to the person(s) before displaying the content.

3.a  CREATE/EDIT AN ACL 
Steps:
1. At the CAR Dashboard page, click on the Security Link to go to the “Security Home” page.
2. At the Security Home page, click on the “ACLs” button to go to the ACL management screen.
3. ACLs the KM administrator can edit within his Knowledge center have an edit [image: ] icon., Ones that he can only view have a view [image: ]  icon (CAs and SAs can edit all ACLs).

[image: ]


4. You can create a new ACL by clicking on “+Create New”.
5. You can fill out the new ACL, or edit an existing ACL by:
· Entering/editing its name, description, dates
· Searching/Adding/ Editing users  and resources (products) to grant individuals access to specified products
· You may also add User Groups of multiple people and Resource Groups of multiple products to the ACL.







[image: ]

3.b CREATE/EDIT RESOURCE GROUPS(RG) AND USER GROUPS (UG) to include in an ACL
Steps:
1. At the CAR Dashboard page, click on the Security Link to go to the “Security Home” page.
2. At the Security Home page, click on the “Resource Group”, or “User Group” button to go to their management screens
3. As with the ACLs above, the RGs/UGs the administrator can edit within his Knowledge Center have an edit [image: ] icon.   Ones that he can only view have a view [image: ]  icon (CAs and SA can edit all RGs/UGs).
4. You can create a new RG/UG by clicking on “+Create New”.
5. You can fill out the new RG/UG, or edit an existing RG/UG by:
· Entering/editing its name and description
· (For RG) - Searching/Adding/ Editing Resources (products), Knowledge Centers, and ACLs to associate with the groups.
· (For UG) - Searching/Adding/ Editing Users), Knowledge Centers, and ACLs to associate with the groups.



4. OTHER SECURITY MANAGEMENT FEATURES

4.a VIEW/MANAGE ADMINISTRATIVE USERS
Steps:
1. At the CAR Dashboard page, click on the Security Link to go to the “Security Home” page.
2. At the Security Home page, click on the “Admin Users” button to go to the management screens.
3 The Admin User managament screen lists the users having admin roles in CAR.  It is used by the CA and SA personnel at ATSC.


4.b VIEW/MANAGE KNOWLEDGE CENTERS.
Steps:
1. At the CAR Dashboard page, click on the Security Link to go to the “Security Home” page.
2. At the Security Home page, click on the “Knowledge Centers ” button to go to the Knowledge Center management screen screens.
3 The Knowledge Center management screen lists the current Knowlwdge Centers in the CAR.  It is used by the CA and SA personnel at ATSC for the creation and maintenance of Knowledge Centers in the CAR database.















Section 3
Management Reports


INTRODUCTION: CAR Management Reports

The Function Of CAR Management Reports:  Allow CAR managers to generate and export reports of products registered in CAR.

Report Types: CAR reports will provide the CA and KMs quantity and listings of products by metadata characteristics of: 
· Statuses
· Distribution Access Restrictions
· Foreign Disclosure Restrictions
· Knowledge Centers
· Product Types
· Other Services.

Report Features:
· Reports may be refined by clicking on filters available on the report view pages.
· Detailed spreadsheet xls reports may be generated by clicking on the  Export List icon in the right column of the report views.







Management Reports

1.  LOG INTO THE CAR DASHBOARD at www.train.army.mil.  Select “Sign in to the Central Army Registry (CAR)”, Complete the CAC/AKO Sign in to go to the CAR Dashboard Screen.

2. GENERATING AND VIEWING CAR REPORTS

Discussion: This feature allows the administrators and managers to generate and view reports concerning CAR product: 
· Statuses
· Distribution Restrictions
· Foreign Disclosure Restrictions
· Knowledge Centers
· Product Types
· Other Services documents in CAR 

2.a GENERATE A “STATUSES” REPORT FOR CAR PRODUCTS
Steps:
1. At the CAR Dashboard page, click on the Reports Link to go to the “Reports Home” page.
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2. At the Reports Home page, click on the “Statuses” button.
3. The Statuses page generates a view with a count of CAR products by Status. 
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4. Clicking on the Status under Title (released) will yield a list of the products with that status.
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5. Report Lists may be further refined by selecting “Refinements” in the Reports menu.
[image: ]
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Example: Refine by Product Type/GTA










6. Clicking on the Export list icon [image: ] will yield a spreadsheet that you can open or save, that lists products of the selected status.
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2.b GENERATE A “DISTRIBUTION ACCESS RESTRICTIONS” REPORT FOR CAR PRODUCTS
Steps:
1. At the Reports Home page, click on the “Distribution Access Restrictions” button.
2. The Statuses page generates a view with a count of CAR products by Distribution Access Restrictions.
3. Clicking on the Distribution Access Restrictions title will yield a list of the products with that status.
4. Report Lists may be further refined by selecting “Refinements” in the Reports menu.
5. Clicking on the Edit Icon [image: ] will yield a spreadsheet that you can open or save, that lists products of the selected Distribution Access Restrictions.


2.c GENERATE A “FOREIGN DISCLOSURE RESTRICTIONS” REPORT FOR CAR PRODUCTS 

Steps:
1. At the Reports Home page, click on the “Foreign Disclosure Restrictions” button.
2. The Statuses page generates a view with a count of CAR products by Foreign Disclosure Restrictions.
3. Clicking on the Foreign Disclosure Restrictions title will yield a list of the products with that status.
4. Report Lists may be further refined by selecting “Refinements” in the Reports menu.
5. Clicking on the Edit Icon [image: ] will yield a spreadsheet that you can open or save, that lists products of the selected Foreign Disclosure Restrictions.

2.d GENERATE A “KNOWLEDGE CENTERS” REPORT FOR CAR PRODUCTS 

Steps:
1. At the Reports Home page, click on the “Knowledge Centers” button.
2. The Statuses page generates a view with a count of CAR products by Knowledge Centers.
3. Clicking on the Knowledge Centers title will yield a list of the products with that status.
4. Report Lists may be further refined by selecting “Refinements” in the Reports menu.
5. Clicking on the Edit Icon [image: ] will yield a spreadsheet that you can open or save, that lists products of the selected Knowledge Centers.

2.e GENERATE A “PRODUCT TYPES” REPORT FOR CAR PRODUCTS 

Steps:
1. At the Reports Home page, click on the “Product Types” button.
2. The Statuses page generates a view with a count of CAR products by Product Types.
3. Clicking on the Product Types title will yield a list of the products with that status.
4. Report Lists may be further refined by selecting “Refinements” in the Reports menu.
5. Clicking on the Edit Icon [image: ] will yield a spreadsheet that you can open or save, that lists products of the selected Product Types.



2.f GENERATE AN “OTHER SERVICES” REPORT FOR CAR PRODUCTS 

Steps:
1. At the Reports Home page, click on the “Other Services” button.
2. The Statuses page generates a view with a count of CAR products by Other Services.
3. Clicking on the Other Services title will yield a list of the products with that status.
4. Report Lists may be further refined by selecting “Refinements” in the Reports menu.
5. Clicking on the Edit Icon [image: ] will yield a spreadsheet that you can open or save, that lists products of the selected Other Services.
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