INSTRUCTIONS FOR THE ARMY COMMUNITY SERVICE MANAGEMENT REPORT
FY 2001 is the fourth year of using the internet based ACS Management Report.  You will provide information on your ACS Programs using this report.  There have been only minor changes to the report from last year.

GENERAL INFORMATION:  
The first time you use the report to enter data you will be asked to select a password.  This password will then be the key that allows you to update and change data in the report.  There is a password for each section of the report.  No one can then change any data in the report except the person with the password.   Once you have selected the password, do not forget it!  It is suggested that you use the same password as last year.  It may also be helpful to use the same password for all report sections from your ACS Center. 

Each section of the report has instructions.  It is suggested that you print these out and keep them at you computer.  We have tried to clarify the instructions, particularly where users have informed us of confusion, however, if you still have problems understanding the instructions please inform HQDA or post comments on ACSLink under the Management Report Bulletin Board under the “What’s New” Section.

Some of the cells in the report have red question marks (“?”) next to them.  If you click on the question mark you will get a pop-up instruction on the data to enter in that cell.  This is not fully operational as of this date, so if it doesn’t work on your system do not be concerned.  The same information is provided in the instructions.   

The report is designed to be updated on a regular basis.  If you have entered data into a cell and wish to add additional data, just place a plus sign (“+”) to the right of the number that is already in the cell, then put in the additional data.  The report will add up the two numbers to automatically give the new data.  Request you update the report NLT the 15th of the following month for the prior month.

It is also suggested that you keep a copy of your report each month after the update.  You can do this by saving the report to your hard drive on your own computer by following these instructions:

1. Bring the page of the management report you want to save up on your screen.

2. Click on “File”.

3. Click on “Save As”.

4. Give the file a name.  It can be any name as long as it has a .htm file extension.  (this means that it says “.htm” at the end of the file name.  If it has something else (like <.pl>), just change it to <.htm>).  When you select the name for the file, name it in a way to remember the month of the report (like <Oct98.htm>).

5. Select the drive where you want the file to be saved (usually the C:\drive).

6. Click on O.K.

7. The report is now saved and you can look at it.

