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1 Introduction 
Merge, Manage, Modernize E-Learning Development instructional media development and management suite provides 
authorized users with web access to management, production, and site support modules. 
 
MELD provides a secure, single-site repository and on-demand access to Management, Production and Site Support 
information. MELD is a government-owned application that can be configured to run on an intranet. 
 
 The MELD modules described in the chart below provide customers with a tailored approach to instructional media 
development and project management. 
 

Module Features Benefit to Customer 

IME Instructional Media Editor provides an integrated, collaborative 
authoring environment for courseware development. 
Courseware is organized into SCOs which interface with other 
MELD modules to facilitate both internal and external review 
functions. 

Provides flexible interface and 
template formats. Outputs 
courseware as standard HTML. 
Facilitates development of SCORM 
courseware. 

COI Editor Included as an integral part of IME now, the Curriculum Outline 
of Instruction Editor allows for easy update, efficient 
identification of skill gaps and other curriculum anomalies, and 
generates the COI document, representing a project’s most 
current training program data.” 

Automated tool that assists 
instructional developers/quality 
personnel in quickly assessing the 
impact of change requests and 
identifies training gaps across an 
entire training system. 

OLR On-Line Review allows customers to view and comment on 
production deliverables using a web interface that connects to 
the production management system. This provides seamless 
tracking, accountability, and archiving of customer comments 
and contractor responses/actions. 

Improves traceability of revision 
comments and actions taken to 
address them. Can eliminate the 
need to physically create, deliver, 
and recover courseware media for 
review. Expediting the review 
process increases system 
throughput. 

CR Review CR Review allows customers to view and enter change requests 
on production deliverables using a web interface that connects 
to the production management system. 

Allows customer direct access to all 
products maintained within 
production systems. Facilitates easy 
review and commenting providing 
the shortest path from a customer's 
request to production team 
engagement. 

Workflow Workflow is a production management tool that routes 
products through a defined process. Robust rule support 
(predecessors, successors, and conditions) enables automatic 
routing, while user interactions (start, complete, pass, fail, and 
reroute) permit flexibility. 

Automation reduces lag time and 
increases process efficiency. 
Customer and project personnel can 
view the status of every product in 
real-time. Production history for 
every revision is retained in a data 
base and is available for auditing or 
process analysis. 

CMATT Configuration Management And Tracking Tool provides those 
capabilities needed to perform Configuration Management 
(CM) of work products using configuration identification, 

Provides the customer with an 
interface for viewing, validating, and 
prioritizing change requests. Change 
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configuration control and configuration status accounting. 
CMATT interfaces with OLR and Workflow. 

data is tracked seamlessly 
throughout the product lifecycle and 
is archived to support status 
accounting, reporting and auditing. 

QUANTM Quality Analysis and Tracking Matrix tracks comments and 
rework reason codes from internal and external reviews, 
calculates defect rates and provides support for analysis. 

Provides data required to support 
continuous process improvement to 
reduce defects, eliminate waste, and 
increase process efficiency.  

TSSR The Training System Status Report module is designed to 
capture and report site support services. Customer equipment, 
account, inventory, and print services, are integrated and 
maintained here. 

Provides accountability of all 
customer site support items and 
enables efficient monitoring, 
tracking and reporting of USG assets 
and service needs. 

RIMM The Risk Identification and Mitigation Matrix, or RIMM, is the 
identification, assessment and tracking of Risk as it relates to a 
project.  

Provides a centralized location to 
capture project risk and the means 
to track risk to a logical conclusion. 

Issue 
Tracker 

Issue Tracker integrates with RIMM and allows authorized users 
to identify and record issues that arise against traceable items, 
assignment of tasks to resolve issues, and record actions taken 
to accomplish tasks. 

Used to track any issue of interest 
from minor to major providing a 
centralized location to capture issues 
and track them to a logical 
conclusion. Integration with RIMM 
allows the project manager to 
designate an issue as a risk item as 
well without need to completely 
recreate the item within the RIMM 
module. 

 

  
  

 

 
  

2 Browser Support 
Currently MELD can run within the following browsers: Internet Explorer, Edge, Chrome, and Firefox. 
 
Before using MELD each user will need to verify the below settings to ensure their browser of choice will display MELD 
content correctly. 
 
Internet Explorer is the recommended browser for the IME production team because it contains the most reliable 
caching settings. 
 

2.1 Popup Blockers 
Popup blockers prevent windows or documents, such as instructor guides, from opening within MELD and the 
courseware.  
 
Follow the below settings to allow popup windows: 
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2.1.1 Internet Explorer 
1. Open Internet Explorer, then select Internet Options from the right menu as shown in the below image, or 

select Tools>Internet Options if the Tools menu is available. 

 
 

2. On the Privacy tab, ensure the checkbox under Pop-up Blocker is unchecked. 



MELD User Guide 3.1 

June 1, 2021 

 

 
3. Select OK to save advanced and privacy settings. 

2.1.2 Firefox 

1. To allow pop-ups within Firefox, select Options from the menu. 

 
2. Select Privacy & Security and ensure Block pop-up windows is unchecked. 
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2.1.3 Edge 
1. Select Settings from the menu. 

 
 

2. Scroll down the Settings menu and click the View advanced settings button. 

 
3. Ensure Block pop-ups is set to Off. 

 

2.2 Compatibility Mode (Internet Explorer) 
Compatibility mode forces Internet Explorer to run in an earlier version (IE 5). This causes many functional and 
presentation issues since the courseware is designed to run within IE 11.  
 
 Ensure the Compatibility mode is turned off by following the below steps: 
 

1. Within Internet Explorer, select Tools>Compatibility View Settings or you cans select the Alt key which will bring 

up an additional menu in the top bar where you can select Tools>Compatibility View Settings.  

2. Ensure there are no websites displayed in the website list AND make sure “Display intranet sites in Compatibility 

View” is not checked, as shown in the below image. 
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2.3 Caching 
By default, the web browsers cache the pages that you have viewed to allow for faster viewing later. This, however, is 
not a desired feature when revising courseware.  
 
Follow the below steps to change the caching settings within the desired browser. 

2.3.1 Internet Explorer 
1. Select Tools>Internet Options. 

2. Select the Settings button within the Browsing history section. 

3. Select the Every time I visit the webpage selection. Select OK. 

4. Check the checkbox Delete browsing history on exit within the Browsing history section. 

5. Select OK. 



MELD User Guide 3.1 

June 1, 2021 

 

 

2.3.1.1 Manually Clear Cache and History 

If you still run into problems and manually need to clear out the cache and history, follow the below steps: 
1. Select Tools>Internet Options. 

2. Select the Settings button within the Browsing history section. 

3. Select the Delete… button. 

4. Ensure the temporary internet files, history, and download history are checked. 

5. Select the Delete button. 
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2.3.2 Firefox 

1. Open FireFox and navigate to about:config and then select the “I accept this risk” button. 
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2. Enter cache in the search area and wait for the results to display. Click the integer value for setting 

“browser.cache.disk.capacity” and change to 0. 

 

 
 
 

2.3.2.1 Manually Clear Cache and History 

If you still run into problems and manually need to clear out the cache and history, follow the below steps. 
1. Select Options from the FireFox menu. 

2. Select “Privacy & Security” and then select the “Clear Data…” button. 
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Next select “Clear Now” 
 

 
 

2.3.3 Edge 
It is unknown at this time if Edge will pull the content settings from Internet Explorer since Edge does not have caching 
content settings. The only option right now is to continue to clear the cache when necessary.  
To manually clear the cache: 

1. Select Settings from the menu. 
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2. Select “Choose What to Clear” under Clear Browsing Data 

 

 
3. Select Browsing History and Cached data and files, and then select the Clear button. 
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4. Ensure “On” is selected for the option “Always clear this when I close the browser” 

 

 
 

2.3.4 Chrome 
Chrome does not have any cache management settings either. The only option right now is to continue to clear the 
cache when necessary.  
To manually clear the cache: 

1. Select MoreTools>Clear browsing data… from the Chrome menu. 

 

 
2. Select the first three checkboxes, then the Clear Browsing Data button. 
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3 Getting Started 
Before accessing MELD, verify with your MELD Administrator that you have been set up with a user name and password. 
Even with a CAC setup, this is important for the initial login.  

3.1 Notice and Consent 
When you first access the website, you will be prompted to accept the USG/MELD Notice and Consent Statement. 
Failure to accept this statement will prevent you from being able to log into the system. 
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Notice and Consent Statement 

 

 

3.2 CAC Login 
For CAC login systems before the MELD website will load, a certificate popup will display. Select the DoD certificate that 
is not the email certificate, as shown below.  
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Next, enter the PIN associated with your CAC.  
 

 
 
The MELD notice and consent screen will display. Select I Agree.  
 
If this is your first login, you will need to use the username and password that was given to you. After you have 
successfully logged in using those credentials then your CAC information will be retrieved from your card and you will be 
able to login with your CAC on your next visit.  
 

3.3 Username and Password 
 

 
Username / Password Login Screen 

 
Log in using the Username and Password that has been assigned to you.  
 
Incorrect Password - Attempting to log in 3 times with an incorrect password within a 15 minute time period will lock 
your account. You will need to contact a MELD Administrator to have your account unlocked. 
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3.4 Maximum of 2 Sessions  
A user can be logged in to a maximum of 2 MELD instances at a time. It is strongly recommended if you do this, that you 
use two different browsers, such as Edge and IE, one for each instance.  
 
 On occasion, due to issues such as a computer or software crash or the user incorrectly exiting the system, the system 
may have two recorded sessions when there are less than two active sessions. If you receive the following error, close all 
open MELD sessions and attempt to log in again. If you believe this message is in error, contact a MELD Administrator.  
 

 

3.5 Title Bar 
The following data will display within the title bar after a successful login: 
 

 User – the current user will be displayed in the upper right corner 

 Last Signed On - the last time the user signed on to the system 

 Contact Us - Use the Contact Us link in the upper right corner to contact the site administrator with any 
questions or concerns about MELD and its functionality.  

 Log Out and Version - The current version of MELD is displayed in the upper right corner of the screen as part of 
the log out of MELD link.  

3.6 Logging Out of MELD 
When exiting MELD, first click on the LOG OUT OF MELD link in the upper right corner of the screen. This will end your 
current session, after which you can log back in, close the browser, etc. Exiting MELD by just closing the browser or the 
browser tab can leave a session record in the database. Until the system removes this record due to user inactivity, it 
will county against your maximum number of allowed sessions, and may prevent you from logging back into MELD. 

3.7 Navigation in MELD 
There are three main ways to navigate in MELD. The Top Bar navigation links, the left side Menu links, and buttons or 
links found in the main internal window. 

3.7.1 Top Bar Navigation  
This is the bar that is near the top of the screen. This bar shows the depth the user is at in the MELD application. As the 
user goes deeper into the application, more items will appear in the bar. These can be clicked on to allow the user to 
"back up" 1 level, 3 levels, or however many levels they feel is necessary. 
 

 
 

3.7.2 Menu Navigation Links  
The left side of the screen contains a menu. The links in this menu are generally represented as clickable button text. 
The buttons take the user into a main module such as RIMM, Online Review, etc. The following screens take the user 
deeper into the current module and provides access to the main functionality of that module such as adding a new 

A maximum of 2 sessions are allowed per user at any time. Please close out of all open MELD sessions and try to 
login again. If you feel you have received this message in error, please contact your MELD administrator. If unable 
to free session information, your account will automatically become accessible again within 3 hours. 
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record, creating a report, etc. These functions generally apply to the entire module instead of being specific to a unique 
record.  
 

 
 

3.7.3 Internal Window Navigation Buttons  
When a function applies to a specific record instead of the entire project, the button to navigate to that function is 
usually found in the main window on the screen, linked in some way to the specific record, such as being on the same 
row of a table. Clicking that button will allow the user to perform a function specific to that record such as edit or delete. 
Or it will allow the user to save changes made to the record. 
 

 

3.8 Table Features 

3.8.1 Table sorting 
All tables throughout MELD that contain a white text header column are sortable. All columns containing grey text are 
not sortable.  
 
The sorted column can change by clicking on the column header. The initial click will sort the entire table in ascending 
order on that column. Clicking again will sort by descending order. The current column being sorted is indicated by a 
(ASC) or (DESC) in the header, depending on the sort direction. Only columns that appear with a white header are 
sortable. 
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Sortable Columns 

 
 

3.8.2 Excel Output 
All screens containing all Excel button at the end of table results allow for the table data to export to Excel format. To 
export the table to Excel, click on the Export button. Depending on the web browser, you will either be prompted to 
download the file to a location or the file may attempt to open directly from MELD.  
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3.9 Project Selection 

 
Project Selection Screen 

 
The Project Selection screen is customized based on the user’s security settings. The Administration "project" is the 
central control area for MELD where menus are configured, users are setup, and all other global functions are 
performed.  
 
To access a project, click on the corresponding link in the project list. 
 

4 Instructional Media Editor (IME) 
The IME provides a centralized, shared authoring environment for the development of Electronic Script/Storyboards. 
IME utilizes curriculum outline data and instantly generates a complete curriculum outline in a structured, SCORM 
conformant format that allows courseware to be authored in logical sections relative to the SCO granularity established. 
A team consisting of Subject Matter Experts (SME), Content Developers, Instructional Designers (ISD), Graphic Artists 
(GA), and Programmers uses the custom IME interface to input curriculum information. The data can be exported at any 
time to generate an HTML-based, interactive SCO. IME is also used to generate ADL SCORM conformant, web-based 
courseware.  
 

4.1 Permissions 
IME is open to all users for standard courseware editing. There are several instances within IME where user permissions 
are required. Contact a MELD administrator if you feel you need additional permissions. 

4.1.1 IME – Curriculum Outline Movement, Renames, and Deletion 
These permissions are required to perform the following:  
 

1. Add, edit, move, and delete platforms, outlines, and curriculum items. 
2. Update Metadata Folder Name field from the Metadata tab. 
3. Add new words to global spell check dictionary. 
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Permission Screen located within Administration>Security Configuration>Configure Security 

 
 

4.1.2 IME – Lock / UnLock SCO 

These permissions are required to perform the following: 
 

1. Update Allow SCO Edits from the Settings tab. 
2. Update Approval Level from the Settings tab. 
3. Update Available For Customer Review from the Settings tab. 
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Permission Screen located within Administration>Security Configuration>Configure Security 

4.1.3 MELD Administrator 
These permissions are required to perform the following: 
 

1. Project Settings Tab 
2. Project Profiles Tab 

4.2 Navigation 
The navigation within IME contains a treeview menu listing projects, platforms, outlines, curriculum items, and frames. 
Click the item to select it and the “-“ button to collapse the item. When navigating frames, the keyboard ↑ and ↓arrow 
keys can also be used for frame navigation. 
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4.3 Project 
The first node in the treeview is the MELD project node. The project is created within MELD by the Administrator. Since 
all modules are filtered at the project level, special attention should be taken when identifying projects within MELD. A 
project within MELD should contain all items required for specific contract reporting.  

4.3.1 Settings 
The Settings tab is available for users with MELD Administrator permissions. Refer to the MELD Administrator Guide 
under IME Administration for information containing this tab. 
 

4.3.2 E-Reference Configuration 

E-References can be used within a project to direct a student to particular section within a publication. The E-Reference 
Configuration tab lists all the e-references used for the project. If e-references are listed for the project, the E-Reference 
tab will become available when a frame is selected. 
 
Caution: Due to file size constraints, these e-references are NOT packaged with the ADL package. E-References should 
only be setup for the project if the project is using an LMS that supports linking to a reference manual center such as 
MCALMS or the MELD LMS. The e-reference selected for the frame is linked to the frame within online review for testing 
purposes and is not retained in the delivered package. If e-references are linked and the LMS does not support a 
reference manual center link, then the SCO will be delivered with broken e-reference links. 
 
As you can see in the below example, clicking on the e-reference link “NATOPS 2.10.1” brings up the MCALMS Reference 
Center. The student will then use the reference center to locate the e-reference and then navigate to section 2.10.1. 
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MCALMS Reference Center Links 

 
MELD LMS Technical Library Links 
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E-Reference Configuration Tab 

4.3.2.1 Add E-Reference for Project 

To add an e-reference for the project, select the Browse button. The new e-reference will now be added to the listing for 
further editing. 

4.3.2.2 Name 

The Name field is what is displayed in the e-reference drop-down listing when adding a new e-reference to the frame. To 
edit the Name listing, change the text and then click anywhere outside of the text area. 

4.3.2.3 Default Menu Display 

The Default Menu Display contains the menu text that will be pre-filled in the Reference Manual Menu Title field for the 
frame. To edit the Default Menu Display listing, change the text and then click anywhere outside of the text area. 

4.3.2.4 Font Color, Mouse Over Color, and Mouse Out Color 

These fields are used to determine the color of the menu link initially and when moused over and out. To edit the color, 
change the text and then click anywhere outside of the text area. 

4.3.2.5 Action 

When an e-reference is selected, the Action column will either display a Remove button or a Log button. 
 

 E-Reference Listing Button 

A listing button is displayed when e-references are selected for frames. The listing will display all frames that use the e-
reference. 
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E-Reference Action Column (1) 

 
Selecting the listing button will toggle the frame listing. 
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E-Reference Action Column (2) 

 

 E-Reference Remove Button 

If no frames use the selected e-reference, it can be removed from the listing by selecting the Remove button. 
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E-Reference Action Column (3) 

 
 

4.3.3 Profiles 

The Profiles tab is available for users with MELD Administrator permissions. Refer to the MELD Administrator Guide 
under IME Administration for information regarding this tab. 
 

4.3.4 Glossaries 
The glossaries tab allows for new glossary creation as well as edits for all glossaries created within IME. These glossary 
files are not project specific and can be used and modified within any project.  

4.3.4.1 Create New Glossary 

Select the Add button to create a new glossary file. The filename for the glossary will include the text “Glossary” with a 
sequential value. Replace this value with the desired filename for the new glossary by changing the value and selecting 
anywhere outside of the field. 
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New Glossary 

 
 
 

4.3.4.2 Copy Existing Glossary 

To copy an existing glossary, select the glossary to copy within the drop-down menu and then select the Copy button. 
 

 
Copy Glossary 

 

4.3.4.3 Remove Existing Glossary 

A glossary file can be removed if it is not linked to a SCO. To remove a glossary file, select the glossary to remove within 
the drop-down menu and then select the Remove button. 
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Remove Glossary 

 
 

4.3.4.4 Edit Glossary 

To edit a glossary file, select the glossary from the drop-down menu. Section “A” of the glossary will automatically load. 
The glossary consists of 27 sections “#, and A-Z”. Select the desired section within the drop-down menu. 
 

 Edit Existing Terms 

To modify any of the existing terms and definitions, change the term or definition as desired. Then click anywhere within 
the white area of the form to save changes. The term revisions will be saved in alphabetical order.  
 
 Select the remove button to the right of the definition to remove a term. 
 

 Add New Term 

To create a new term, type the new term and definition within the text fields and select the Add button. The new term 
will be inserted in alphabetical order. 
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New Glossary Term 

 
 
 

4.3.5 COI Editor 

The COI Editor allows for easy update, efficient identification of skill gaps and other curriculum anomalies, and generates 
the COI document, representing a project’s most current training program data. The COI document that the editor 
produces is the blueprint; its job is to tell a project team exactly what a student needs to be able to do when he 
graduates from training and what he needs to learn and practice in order to perform his job safely. The COI provides a 
central, cohesive starting point for the revision and maintenance of the curriculum elements shared between training 
system components. Edits to any of those elements should begin with the COI so that the changes may be propagated to 
all training system components that share those elements. The COI enables the project team to ensure that the 
customer receives consistent instruction that builds on and extends the existing skill sets and ensures safety throughout 
the training progression. 
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Editor Toolbar 

 
 

4.3.5.1 Relationships between Curriculum Components 

The training system is made up of many components acting together to provide a thorough, effective program of 
instruction. As a team member, you may spend most of your time working with only one or two components of the 
training system. It's imperative, however, that you are aware that your work contributes to a larger whole and that 
nothing you do happens in a vacuum or without impact to other parts of the training system.
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The COI delineates the relationship between curriculum components. These other curriculum components may include 
the following: Training and Readiness Manual; Flight Syllabus Guide, Online Grading System (OGS); Lessons; Remediation 
Tests; Learning Management System (LMS); Stage Briefs; and any other items specific to a project.  
 
This flowchart figure below depicts the Sustainment and Conversion process used to revise and maintain courseware 
and other products for the USG with the COI as the leading document. The process begins with some kind of change, like 
an updated reference manual, OFP update, or a new T&R. Depending on the change source, a SME and / or ISD will 
review the change and determine the impact on the training system. Once all CRs from a change are written, the CRs are 
taken to the Configuration Control Board (CCB) for approval. It's important that the USG grasps the full impacts of a 
change so that the TPOC can make an informed decision regarding acting on a change. The more information and 
context provided the more certain it is that a change impacting the entire curriculum really needs to be implemented. 
From this meeting, flow the approved CRs, ready for action. From the approved CRs, the ISD then generates the sub-CRs 
against the other components of the training system that are impacted by the change.  
 

 
 

Revision Process 

 
 
 
 

4.3.5.2 Skill Tab 

After a project is established in MELD, the first thing the project will need to do to start work within the COI editor is 
identify the training task list. This training task lists identifies all tasks required to accomplish a job or mission that are 
defined as trainable. In typical R&M projects, analysis should already be complete, but training tasks may be subject to 
periodic updates due to new requirements, equipment, missions, etc. 
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These trainable tasks are entered in the COI editor from the Skill form and are the building blocks for the entire training 
system. To add, edit, and delete skill records begin by selecting the “Skill” tab.  

 Add Skill 

To add a skill, enter the skill text within the New Skill text area and then select the “Add New Skill” button. 
 

 
Add Skill 

 

 Remove Skill 

Only skills that are unassigned are available for deletion. Select the “Delete Skill” button to delete a skill. If an assigned 
skill needs to be removed, all flight / SIM tasks containing the skill assignment as well as all lesson ELOs containing the 
skill assignment will be to be updated to reference a different skill. At this point, the skill would be marked an 
unassigned and enabled for deletion. 
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Remove Skill 

 

 ELO and Flight/SIM Data 

After lesson ELO and flight events are created within the subsequent tabs, this information will be displayed within the 
skill form as well. This allows you to always see a complete overview when editing any skill. 
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Skill Tab Containing ELO and Flight Data References 

4.3.5.3 TLO Tab 

After skills have been entered for the project, the project should determine the terminal learning objectives (TLO) for 
the curriculum. The TLO represents at the highest learning level appropriate to the performance requirement a student 
will accomplish when successfully completing instruction. Each TLO may be the parent of multiple skills. To add, edit, 
and delete TLO records begin by selecting the “TLO” tab. 

 Add TLO 

To add a TLO, enter the TLO text within the New TLO text area and then select the Add New TLO button. 
 

 
Add TLO 
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 Remove TLO 

Only TLOs that are unassigned are available for deletion. Select the “Delete TLO” button to delete a TLO. If an assigned 
TLO needs to be removed, all lessons containing the TLO assignment will be to be updated to reference a different TLO 
assignment. At this point, the TLO would be marked an unassigned and enabled for deletion. 
 

 

Remove TLO 

 

 Add TLO Prerequisite 

Assigning TLO prerequisites defines the order the skills need to be taught. This allows for a skill scaffolding 
representation, showing how skills build off of one another and establishes a sequence within the course to promote 
effective learning. For example, if a there is a request to delete a TLO taught at the very beginning of the training 
sequence, you will be able to see what other TLOs are supported by the TLO that will be deleted. This will allow you to 
prevent the deletion (if necessary) or relocate the supported skills to another area of the training. 
 
To add a TLO prerequisite, select the TLO prerequisite within the drop-down menu and then select the “Add TLO 
prerequisite” button.  
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Add TLO Prerequisite  

 Remove TLO Prerequisite 

To remove a TLO prerequisite, select the “Delete prerequisite” button for the desired TLO prerequisite.  
 

 
Remove TLO Prerequisite  

 Add TLO Skills 

A TLO is also a parent skill that may contain multiple skills that it supports. It is necessary to establish this TLO parent / 
child skill relationship to ensure skills are tracked throughout the training system.  

 
To add a skill for the TLO: 
 

1. Enter the numeric sequence for the skill 
2. Select the desired skill from the skill dropdown 
3. Select the “Add TLO Skill” button.  
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Add TLO Skill  

 Remove TLO Skills 

To remove a TLO skill, select the “Delete TLO Skill” button for the desired TLO skill.  
 
A TLO skill cannot be removed if it is assigned to an ELO that supports the TLO. If the skill reference needs to be 
removed, the skill will need to be removed from the ELO first before the delete button will display allowing for deletion. 
This does not delete the actual skill, just the TLO / skill relationship. 

 

 
Remove TLO Skill  
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4.3.5.4 Stages Tab 

After skills and TLOs have been entered for the project, the next thing the project will need to do is define the stages of 
training used within the project. Stages are blocks or high order modules of training that consist of groups of lessons and 
flight / SIM events. This level of training corresponds loosely with mission level tasks in a job. Stages are global to all 
curricula. For example, a new pilot could take lessons from an “Air To Ground” stage of training, and also receive lessons 
from the same “Air To Ground” stage of training when promoted to the Fleet. To add, edit, and delete stage records 
begin by selecting the “Stages” tab. 
 

 Add Stage 

To add a stage of training, select the “Add Stage” button. A new form will be available to enter the new stage 
abbreviation and full name. Select anywhere outside of the text area to update the abbreviation and full name values. 
 

 
Add Stage  

 Edit Stage Name 

Stage abbreviations and full names can be edited at any time, by simply changing the text within the stage row and 
selecting any clicking anywhere outside of the text area. 

 Move Stage 

To move a stage select the “Move Stage” button next to the sequence label. A drop-down menu will appear to the right 
of the button. Select the new location from the dropdown and the stage will then automatically move to the new 
location. 
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Move Stage 

 

 Remove Stage 

To remove a stage of training, select the “Delete Stage” button. The “Delete Stage” button is only available for stages 
that do not contain Flight / SIM or lesson assignments. If an assigned stage needs to be removed, the Flight / SIM and 
lessons assignments will need to be changed to a different stage first.  

 
Remove Stage  
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 Add Stage Prerequisites 

Stage prerequisites define the order in which stages should be taken. Identifying stage prerequisites also identifies what 
stages are supported by other stages. For example, if a request was submitted to delete or move a stage, you will be 
able to identify all the stages that the deleted / moved stage supports.  
 
To add a stage that is a prerequisite for the selected stage, select the prerequisite from the drop-down menu and then 
select the “Add Stage Prerequisite” button.  

 
Add Stage Prerequisite  

 Delete Stage Prerequisites 

To remove a stage prerequisite, select the “Delete prerequisite” button for the stage prerequisite row.  
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Delete Stage Prerequisite  

 Add Stage Modules 

If a further breakdown within the stage of training is desired, you can enter modules for the stage. To do this, enter the 
desired sequence the module will be taught within the selected stage, as well as the module name, then select the “Add 
Stage Module” button.  
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Add Stage Module  

 Edit Stage Modules 

Stage modules as well as stage module sequences can be edited at any time by simply changing the text within the 
module row and clicking anywhere outside of the text area. 

 Delete Stage Modules 

To remove a stage module, select the “Delete Module” button for the desired stage module row. Next, select the Save 
button. After Save is clicked, the stage module row will be removed. 
 
Stage modules cannot be removed if they are already assigned to a lesson. The lesson will need to be assigned to a new 
module or stage, and then the module will be available for deletion. 
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Delete Stage Module  

 
 

4.3.5.5 Curriculum Tab 

Curricula for the project will need to be established before lessons or flight events can be added to a stage. To create / 
modify curricula, select the “Curriculum” tab.  

 Add Curriculum 

To add a curriculum, select the “Add Curriculum” button. A new form will be available to enter the new curriculum 
abbreviation and full name. It is recommended to keep the abbreviation as short as possible to allow for space on the 
edit forms. Select anywhere outside of the text area to update the abbreviation and full name values. 
 
If the curriculum contains flight events, then select the “Contains Flight/SIM data” checkbox. This selection controls 
whether the curriculum will display from the Flight/SIM radio selection in the main header and from the reports that 
relate to flight SIM data. 
 
 If the curriculum is part of a larger curriculum, select the main curriculum that it is part of from the “Sub to Main 
Curriculum” selection. If the curriculum stands alone or is a main curriculum, then leave the selection “-Not a sub 
curriculum-“. An example of a sub to a main curriculum could be a refresher curriculum. A pilot could be required to re-
take training from the main curriculum, but not be required to re-take all lessons. 
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Add Curriculum 

 Edit Curriculum 

Curricula can be edited any time by simply change the curriculum text or selections. Clicking anywhere outside of the 
text areas will automatically save the changes. 
 

 Move Curriculum 

To move a curriculum, select the “Move Curriculum” button next to the sequence label. A drop-down menu will appear 
to the right of the button. Select the new location from the dropdown and the stage will then automatically move to the 
new location. 
 

 
Move Curriculum 
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 Delete Curriculum 

Curricula cannot be deleted if they are selected for a lesson or flight SIM event. If they are, you will need to assign these 
lessons or flight SIM events to a different curriculum selection first. A “Delete Curriculum” button will appear after a 
curriculum is selected from the dropdown if the curriculum is safe for deletion. 
 

 
Delete Curriculum  

 

4.3.5.6 Lesson Types Tab 

Lesson Types for the project will need to be established before lessons can be added to a stage. To create / modify 
Lesson Types, select the “Lessons Types” tab.  

 Add Lesson Type 

To add a lesson type, enter new lesson type text and then select the “Add New Lesson Type” button.  
 
Examples of lesson types are “ICW and CAI”. 
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Add Lesson Type 

 Edit Lesson Type 

Lesson types can be edited any time by simply change the lesson type text. Clicking anywhere outside of the text area 
will automatically save the changes. 

 Delete Lesson Type 

Lesson types cannot be deleted if they are selected for a lesson. If they are, you will need to assign these lessons to a 
different lesson type selection first. A “Delete Lesson Type” button will appear after a lesson type is selected from the 
dropdown if the lesson type is safe for deletion. 

 

 
Delete Lesson Type 

 

4.3.5.7 Lesson Tab 

After stages have been entered for the project, the next thing the project will need to do is define the lessons and flight 
events for each stage. To add, edit, and delete lesson records begin by selecting the “Lessons” tab and then the desired 
stage drop-down menu. 
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 Add Lesson 

To add a lesson, select the “Add Lesson” button.  
 
A new form will be available to enter the lesson number, lesson title, curriculum, lesson module (if applicable), lesson 
type, and TLO. Click anywhere outside of the text areas to save the changes. 
 

 
Add Lesson  

Next, enter ELOs for the lesson by entering the desired sequence the ELO will be taught within the lesson and the ELO 
text within the “Lesson ELOs” section of the form. Select the “Add Lesson ELO” button to add the ELO. 
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Add Lesson ELO Form 

If skills were added for the selected TLO then you will need to enter the skill relationships for the ELOs.  
 
After the ELO is added, a drop-down menu will appear with all child skills for the lesson TLO after selecting the "Add 
Skill" link. These skills are assigned to the TLO from the TLO tab. If desired skills do not appear in the drop-down menu, 
revisit the TLO tab to assign them to the TLO. 
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Add ELO Skill Form 

To add the skill for the ELO, select the skill from the dropdown menu and then select the “Add ELO Skill” button. 
 
 ELO skills can be removed at any time by selecting the “Delete Skill” button next to the skill record. This deletion does 
not delete the actual skill record and only deletes the ELO reference to the skill. To remove the actual skill record you 
will need to visit the TLO tab and remove the TLO reference for the TLO and then the Skills tab to remove the skill. 
 

 Edit Lesson 

Lessons can also be edited at any time from the Lesson tab. Simply change any of the fields on the form and select 
outside of the text area to update the values. 
 
There are several things to keep in mind when making lesson changes. First, if ELO text is changed, ensure the skill 
selected for the ELO still reflects the ELO. When deleting an ELO, first ensure the skill selected is covered in another ELO 
either in the same lesson or another lesson. An easy way to do this is to navigate to the skill overview section within the 
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COI report output. If these skills are not considered during ELO deletions or modifications then this could result in a 
flight event flying a task that was no longer taught. 
 
The figure below shows a page from the skill overview section of the COI report. If the ELO from this example was 
deleted or changed drastically, “Describe an ejection seat preflight”, this would then result in a task “Ejection seat 
preflight” flown without first being taught.  
 

 
Skill Overview Section in COI Report 

 
The final thing to consider is lesson and ELO movement to other stages. You will need to ensure that all skills still remain 
taught before the student performs the flight events for these skills. If you are moving the lesson or ELOs to a stage later 
taught in training, careful consideration will need to be taken to ensure these flight events are moved later in the 
training as well. The skill overview section will be helpful in these situations as well as the skill xls charts, both available 
from the Project Reports area. 

 Move Lesson 

To move a lesson select the “Move Lesson” button next to the sequence label. A drop-down menu will appear to the 
right of the button. Select the new location from the dropdown and the lesson will then automatically move to the new 
location. 
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Move Lesson 

 Copy Lesson 

An identical copy of the lesson record can be copied to use as a template in creating a new lesson record. To copy an 
existing lesson, select the lesson from the drop-down menu, and then select the “Copy Lesson” button. 
 

 
Copy Lesson 

 

 Delete Lesson 

Lessons can also be deleted from the Lesson tab. To delete a lesson, select the lesson from the drop-down menu and 
then select the “Delete Lesson” button. 

 
As listed above in the Edit Lesson section, you will need to ensure the skills that will be deleted as a result of the lesson 
deletion are evaluated and moved to other lessons to ensure the original tasks are still taught if still applicable. The skill 
overview section will be helpful in these situations as well as the skill xls charts, both available from the Project Reports 
area. 
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Delete Lesson 

 

4.3.5.8  Flight /SIM Form 

After stages have been entered for the project, the next thing the project will need to do is define the lessons and flight 
events for each stage. To add, edit, and delete Flight/SIM records, begin by selecting the “Flight / SIM” tab and then the 
desired stage drop-down menu. 
 

 Add Flight/SIM 

To add a flight / SIM, select the “Add Flight” button.  
 

 
Add Flight / SIM 

 
A new form will be available to enter the flight name, flight title, and curriculum. Click anywhere outside of the text 
areas to save the changes. 
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Add Flight / SIM 

 
Next, enter tasks for the event within the “Flight / SIM Tasks” section of the form. These tasks will fall under one of the 
following categories (Introduce, Review, Evaluate, or Not Graded).  
 
Enter the sequence the task will appear on the gradesheet, the task title displayed on the gradesheet, and the type of 
task (Introduce, Review, Evaluate, or Not Graded). If it is the first time a student will practice a task, it is designated as a 
Type I for Introduce. Subsequent practices are designated as a Type R for Review. Tasks that are tested are designated as 
a Type E for Evaluation. Select the “Add Flight Task” button to add the task. 
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Add Flight/SIM Task  

If skills have been added for the project, enter the skill reference for each of these tasks by selecting the "Add Skill" link. 
Select the skill from the skill drop-down menu and then select the “Add Task Skill” button. 
 
Skills can be removed at any time by selecting the “Delete Skill” button next to the skill record. This deletion does not 
delete the actual skill record and only deletes the task reference to the skill. To remove the actual skill record you will 
need to visit the Skills tab to remove the skill.  
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Add Flight/SIM Task Skill  

 

 Edit Flight / SIM 

Flight events can also be edited from the Flight/SIM tab. Simply select the desired flight / SIM from the drop-down 
menu, and then change any of the fields on the form. Click anywhere outside of the text areas to save the changes. 
 
For any flight event movements to other stages of training, you will need to ensure that all skills still remain taught 
before the student performs the flight events for these skills. If you are moving the flight event or tasks to an earlier 
stage in training, careful consideration will need to be taken concerning the lessons to ensure they are moved earlier in 
the training as well. The skill overview section will be helpful in these situations as well as the skill xls charts, both 
available from Project Reports area. 
 

 Move Flight / SIM 
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To move a flight / SIM select the “Move Flight” button next to the sequence label. A drop-down menu will appear to the 
right of the button. Select the new location from the dropdown and the flight / SIM will then automatically move to the 
new location. 
 

 
Move Flight / SIM 

 

 Copy Flight / SIM 

Certain flight events are very similar and instead of creating these from scratch you can copy an existing event to edit. To 
do this, locate the flight you would like to copy from the flight / SIM drop-down menu and then select the “Copy Flight” 
button. 
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Copy Flight / SIM 

 

 Delete Flight/SIM 

Flight events can also be deleted from the Flight/SIM tab. To delete a flight event, locate the event within the flight / SIM 
drop-down menu and then select the “Delete Flight” button. 
 
Before deleting a flight event, the referenced skills should be evaluated to ensure they exist in other flights if they are 
still applicable to the training program. 
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Delete Flight / SIM 

 

4.4 Platform  
The platform is the top most “tree” item for the project. This is typically a repeat of the project name, but could be used 
for more detailed grouping within the project.  
 

4.4.1 Add Platform 

Select the project node (top item) within the treeview, and then select the Add button. An Add Platform form will 
display to the right of the treeview. Enter the Platform Name and select the Insert Platform button. 
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Add Platform 

 

4.4.2 Remove Platform 
Select the platform node within the treeview, and then select the Delete button. A Delete Platform form will display to 
the right of the treeview. Select the Delete Platform button to delete the platform. Note: A Delete button will not be 
available for the platform if the platform contains outlines.  
 

 
Remove Platform 

 

4.5 Outlines 
The outline is the next “tree” item for a platform. The outline is the container for the curriculum. A platform can contain 
many outlines, such as an outline for “Courseware” and an outline for “Document Deliverables”. This allows more 
flexibility when grouping to separate other deliverables from the student curriculum. 
 

4.5.1 Add Outline 
Select the platform node within the treeview and then select the Add button. An Add Outline form will display to the 
right of the treeview. Enter the Outline Name and select the Insert Outline button. 
 

 
Add Outline 
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4.5.2 Remove Outline 
Select the outline node within the treeview and then select the Delete button. A Delete Outline form will display to the 
right of the treeview. Select the Delete Outline button to delete the outline. Note: A delete button will not be available 
for the outline if the outline contains curriculum items. 
 
 

 
Remove Outline 

 

4.6 Curriculum Item 
Curriculum items are added to an outline. The top most curriculum items would reflect the stages or courses in a 
curriculum and the bottom most items would reflect the actual Sharable Content Object (SCO). A SCO is typically a 
lesson.  

4.6.1 Add Top Curriculum Item 
Select the outline node within the treeview and then select the Add button. An Add Curriculum Item form will display to 
the right of the treeview. Enter the Curriculum Item Folder Name, select the location, and then select the Insert 
Curriculum Item button. Note: A curriculum item is added as a folder within the file system. Any invalid folder characters 
will be replaced with a dash (“-“). 
 
 

 
Add Curriculum Item 
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4.6.2 Add SCO Curriculum Item 
Select the top / parent curriculum node within the treeview, and then select the Add button. An Add Curriculum Item 
form will display to the right of the treeview. Enter the Curriculum Item Folder Name, select the location, select a SCO 
item from the Curriculum Item drop-down menu, and then select the Insert Curriculum Item button. Note: A curriculum 
item is added as a folder within the file system. Any invalid folder characters will be replaced with a dash (“-“). 
 
 

 
Add SCO 

 

4.6.3 Remove Curriculum Item 
Select the curriculum node within the treeview and then select the Delete button. A Delete form will display to the right 
of the treeview. Select the Delete Curriculum Item or Delete SCO button to delete the curriculum item. Note: A delete 
button will not be available for a top curriculum item if the item contains SCOs. 
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Remove Curriculum Item 

 

4.6.4 Restore Curriculum Item / SCO 
If the curriculum item removed is a SCO, an IME archive will automatically be created within the “sco_packages” folder 
within the IME folder structure in the following format: _archive_[date/timestamp]_[SCO 
name]_IME_import_package.zip. This file can then be imported using the IME import action later if desired. Refer to the 
“IME Folder Structure” section of the MELD Administrator Guide for more information concerning the folder structure. 
 

4.6.5 Copy Frames 
If a SCO is selected within the treeview, a Copy Frames action is available. Select the frames to copy and then the 
location to copy the frames to. A frame or SCO are the only selections allowed for the copy location.  
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Copy Frames 

 

4.6.6 Move Curriculum Item 

Select the curriculum node within the treeview and then select the Move button. A Move Curriculum Item form will 
appear. Select the location to move the item, and then select the Move Curriculum Item button. All available locations 
for movement will display in white. 
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Move Curriculum Item 

 
 

4.6.7 Export SCO Curriculum Item 

Select the SCO curriculum node within the treeview, and then select the Export button. The SCO is now available for 
review within Online Review and will contain all changes made to the SCO frames. All previously displayed blue nodes 
will appear white. The last exported date for the SCO, displayed in the IME footer, will update to reflect the new date. 
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Export SCO 

 
 

4.6.8 Export Multiple SCOs 
If a SCO parent is selected (this is typically a stage or course of training), an Export Multiple SCOs action is available that 
will list all children SCOs that can be selected for export at once.  
 
To check a range of SCOs at once, first check the box for the first SCO in the range, then select the SHIFT key, and finally 
check the box for the last SCO in the range. 
 
Select the Export SCOs button when all desired SCOs have been selected. This may take several minutes depending on 
how many SCOs have been selected for export. 
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Export Multiple SCOs 

The Status column will display errors found during the export. If no errors have returned, then a link to view the SCO is 
available.  
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Export Multiple SCOs – Status Column 

 

4.6.9 Package ADL for LMS Delivery 
Select the SCO curriculum node within the treeview and then select the Package ADL For LMS Delivery button. A 
“Download” link will be available when the package is finished.  
 
The data used to generate the ADL package is pulled from the Metadata tab for the SCO as well as the  
“ADL Version” value pulled from the SCO profile.  
 
This .zip file contains all the information needed to import the SCO into an ADL conformant LMS. 
 
Note: When packing in xAPI format, xAPI will be appended to the zip filename.  
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Package SCO for LMS Delivery 

 
 

4.6.10 Package Multiple ADL for LMS Delivery 

If a SCO parent is selected (this is typically a stage or course of training), a Package Multiple ADL Packages action is 
available that will list all children SCOs that can be selected for ADL packaging at once.  
 
To check a range of SCOs at once, first check the box for the first SCO in the range, then select the SHIFT key, and finally 
check the box for the last SCO in the range. 
 
Select the Package ADL button when all desired SCOs have been selected. This may take several minutes depending on 
how many SCOs have been selected for export. 
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Package Multiple SCOs for LMS Delivery 

 

The Status column will display errors found during the export and packaging. If no errors have returned then a Download 
link is available.  
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Package Multiple SCOs for LMS Delivery – Status Column 

 

4.6.11 Package SCO for IME Import 
Select the SCO curriculum node within the treeview, and then select the Package SCO for IME Import button. A 
“Download” link will be available when the package is finished.  
 
This .zip file contains all the information needed to import the SCO into another MELD project. 
 

 
Package SCO for IME Import 
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4.6.12 Package Multiple SCOs For IME Import 

If a SCO parent is selected (this is typically a stage or course of training), a Package Multiple SCOs For IME Import action 
is available that will list all children SCOs that can be selected for packaging at once.  
 
To check a range of SCOs at once, first check the box for the first SCO in the range, then select the SHIFT key, and finally 
check the box for the last SCO in the range. 
 
Select the Package IME Import button when all desired SCOs have been selected. This may take several minutes 
depending on how many SCOs have been selected. 
 
 
 

 
Package Multiple SCOs for IME Import 

 

The Status column will display errors found during the export and packaging. If no errors have returned then a Download 
link is available.  
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4.6.13 Import SCO  
SCOs that have been packaged for IME import can be imported into another IME project or even the same project if a 
copy of the SCO is desired. Projects using a custom import routine created by the MELD support team will also be able to 
use this import feature. 
 
Select a parent curriculum node within the treeview. This is typically a stage or course node and cannot be a SCO node. 
Next select the Import button. Select the location for upload and then browse for the zip file containing the SCO import 
package (Zip format). The import will begin as soon as a SCO import package is selected. The treeview will be refreshed 
with the new SCO as soon as the import completes. 
 

 
Import SCO 

 
 

4.6.14 Locked SCO 
SCOs that display a lock icon within the treeview are not editable. Content can be displayed within the tabs, but cannot 
be changed. A SCO is unlocked when it is placed into work from workflow and locked again during external review and 
acceptance.  
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Locked SCOs 

 

4.7 Metadata 
The Metadata tab contains the fields that describe the selected item. Platforms, outlines, and curriculum items all 
contain metadata fields.  
 

4.7.1 Update Platform, Outline and Top Curriculum Item Metadata 
The metadata for platform, outline, and top curriculum items can be updated by selecting the node within the treeview 
and then selecting the Metadata tab. 
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The metadata for these items consist of a title or folder name change.  
 

 
Platform, Outline, Top Curriculum Metadata 

 
 

4.7.2 Update SCO Metadata 
The Metadata for a SCO can be updated by selecting the SCO within the treeview and then selecting the Metadata tab. 
 

 
Sample SCO Title Metadata 

 

4.7.2.1 Folder Name 

The name of the folder created within the file system for the SCO.  

4.7.2.2 Title 

The title that is displayed within the SCO as well as the title listed within the learning management system for the SCO.  
 

4.7.2.3 SCORM Metadata Values 

When SCORM 1.2 or 2004 is selected for the assigned profile for the SCO, the below values are available on the 
Metadata form. 
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Sample SCORM Metadata  

 

 Description 

The value contains the description for the SCO that is read by the learning management system. If the “Auto-Fill” 
checkbox is selected, this field will automatically populate with the TLO listed in the COI editor for the SCO. 
 

 Keywords  

These values contain the keywords that describe the SCO that are read by the learning management system. If the 
“Auto-Fill” checkbox is selected, these values will automatically populate with the top ten unique frame titles for the 
SCO. 

 Manifest ID 

The ID listed within the manifest file that uniquely identifies the SCO package. Learning management systems use this 
ID to identify the packages during SCO package updates. If no value is listed, a default value of “M_” + Curriculum ID 
is used.  

 Organization ID 

The ID listed within the manifest file that uniquely identifies the organization. Learning management systems use this 
ID to identify the packages during SCO package updates. If no value is listed, a default value of “O_” + Curriculum ID is 
used. 

 SCO Launch Page 
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This value identifies the page the leaning management system should launch when a user selects the SCO from the 
learning management system. A work-around for MCALMS’ inability to launch a SCO in full screen mode is to use a 
start page that launches the “index.htm” file in full screen mode. If using a different LMS, the default value 
“index.htm” would typically be the value to use. 

 

4.7.2.4 xAPI Metadata Values 

When xAPI is selected for the assigned profile for the SCO, the below is available on the Metadata form. 
 

 
Sample xAPI Metadata  

 

 Activity URI 

The URI included within the xAPI package that uniquely identifies the SCO package. The MELD LMS uses this ID to 
identify the packages during SCO package updates. If no value is listed, a default value is added using the site, 
curriculum, and SCO database ids.  
 
Note: This value must be unique and cannot be assigned to another SCO. The MELD LMS will not allow new imports with 
duplicate activity URI values. 

4.7.2.5 ADL Package Title Format 

This value identifies the format for the title displayed on screen within the learning management. The following choices 
are available: 
 

1. SCO Title 
Produces: Emergency Locator Transmitter 

2. SCO Folder Name – SCO Title  
Produces: CC-03-09-L – Emergency Locator Transmitter 

3. COI Stage Name – SCO Title (Lesson Type) 
Produces - Unit 3. SYSTEM INTEGRATION AND DISPLAY AND RECORDING SYSTEMS - Emergency Locator 
Transmitter (Instructor-Led) 

4. Platform Name – SCO Title 
Produces: KC-130J Crewmaster Emergency Locator Transmitter 

 
 

4.7.2.6 Instructor Guide Metadata (For CAI SCOs) 

 Class Periods  

This value populates instructor guide with Class period data. 

 Lab Periods  

This value populates instructor guide with Lab period data. 
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 PA Periods  

This value populates instructor guide with PA period data. 
 
 

 
Sample Instructor Guide Metadata 
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Sample Exported Instructor Guide Metadata 

 

4.7.2.7 Deliverable Reporting 
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Sample Deliverable Reporting Metadata 

 
This value determines if the SCO should display in the following reports: 

1. CMATT QASP reports. 
2. CMATT Courseware Listing Report 

 

4.8 Settings 
The Settings tab contains the settings necessary for the SCO to export properly. Other settings are also available within 
this tab that controls the link to the COI editor as well as editing and online review settings. 
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SCO Settings Tab 
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4.8.1 Profile Settings 

4.8.1.1 Profile 

 The profile contains the templates and export settings used by the SCO. 

4.8.1.2 Interface 

The interface folder used for the SCO. This contains all the interface graphics, JavaScript files, and ADL utility files used to 
export the SCO. A “Sample_SCO_SCORM_2004” interface is included with the MELD install and can be modified as 
desired. Two additional interfaces to support the sample lessons are also available for modification 
“Sample_CAI_Cappuccino_Lesson” and “Sample_ICW_Cappuccino_Lesson”. 
 
For document SCOs, select the “Single_Document” interface. For merged guide SCOs, select the “Merged_Guide” 
interface. 

4.8.1.3 Glossary 

The glossary file linked to the SCO. The glossary file will copy to the exported interface file when the SCO is exported. 
Glossary files can be created from the Glossaries tab when a project is selected. Refer to the Glossaries section for more 
information on glossary creation and modification.  
 

4.8.1.4 Classification 

The classification value is used to identify the SCO throughout MELD. Values include “Unclassified, Confidential, and 
Secret” 

4.8.1.5 Type 

The type value is used to identify the SCO throughout MELD. This value will allow for Instructor Guide development 
within IME if CAI is selected and a Merge Guide tab if Merged Guides is selected.  
 

4.8.2 File Export Settings 
The prefix, suffix, and increment fields determine the filenames for the export pages. 
 
The following demonstrates how a filename is created for each HTML page when exported from IME. Understanding the 
html filename is important when using links to HTML pages within the courseware. 
 

1. Prefix: First the prefix is printed. If no prefix is available, then nothing is printed. The default value for this 
setting is blank. 

2. Filename: If a value exists within the Filename field for a frame within the Scripts tab, then this value is printed 
next. This value is typically blank. 
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If the Filename field is blank, one of the two options is used to print the next value.  
 

a. If the “Use Frame ID for HTML filenames” is selected for the SCO profile, then the Frame ID for the 
frame is printed next.  

b. If the “Use Frame ID for HTML filenames” is not selected for the SCO profile, then the frame title is 
printed next. 

5. Suffix: Next the Suffix is printed. If no suffix is available, then nothing is printed. The default value for this setting 
is blank. 

6. Increment: Finally the Increment is printed. Be careful when using an increment of 0. If you do not have a 
unique frame title or filename value, pages will get overwritten. It is recommended to use the “Use Frame ID for 
HTML filenames” profile setting when using an increment of 0. 

 
The filename preview for a selected page is displayed from the scripts tab. 
 
 

4.8.3 COI Editor 
The COI Lesson Link drop-down menu will attach a SCO to a COI Lesson. This allows generation of an objectives page as 
well as allows the question frames to link to specific enabling objectives within the COI. 
 

4.8.4 Editing and Online Review Settings 

4.8.4.1 Allow SCO Edits 

A user with IME – Lock / UnLock SCO permissions can enable / disable the SCO for editing purposes. This value is also set 
automatically to “No” after the SCO has passed the highest level of internal review (ready for customer review).  
 

4.8.4.2 Approval Level 

This value reflects the last approval level for the SCO. An approval level is reset to -1 when the SCO is placed into work. 
When the SCO passes the internal review, the approval level is automatically set to 0. When the SCO passes customer 
review, the level is reset to the customer review level (1 or higher depending on the number of customer reviews). This 
value can be manually set at any time from a user with IME – Lock / UnLock SCO permissions. 
 
Under normal circumstances, online review and workflow work together to make the approval level assignments a 
seamless process. This value is available for a manual override in case something needs to be modified out of process. 
For example, when notifying the customer that a lesson is ready for customer review you realize that a comment 
response needed to be updated. To allow commenting out of process , simply change the approval level to -1 to allow 
comment edits, then change the approval level back to 0 (or whatever the level previously was) once complete. If you 
notice that SCOs are displayed from the online review page that are not in work, you can manually override the approval 
level to 2 for single customer review setup, or 3 for multiple customer review setup.  

4.8.4.3 Available for Customer Review 

A SCO is automatically available for customer review when it passes internal review. The SCO is automatically 
unavailable for customer review when it is placed into work. This value can be manually set at any time from a user with 
IME – Lock / UnLock SCO permissions. 
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4.9 Merge Guides 
If the SCO Type “Merged Guides” was selected for the SCO, a Merge Guides tab will be available. A merged guide is a 
collection of instructor and student guides, containing headers, table of contents, and table of figures. The merged 
guides tab is used to combine these documents for delivery / printing purposes. 
 
The merged guide document is created based on the information added to the following information added to the 
Merged Guides tab. 
 
Sequence – Defines the order of the guide within the main document. 
Guide- The SCO selected that contains the guide. 
Type – Determines what type of guide to use within the main document. Options are “Student Guide”, “Instructor 
Guide”, and “ELO Questions”. “ELO Questions” are only available for ICW SCOs and “Student Guide” and “Instructor 
Guide” selections are only available for CAI SCOs. 
Group – Defines the style used within the table of contents. The “Main” group displays with an italic / bold style within 
the table of contents. 
Guide Title- Defines the title of the guide within the table of contents within the main document. 
Insert Empty Page – Determines whether an empty page will display before the guide. The empty page will contain the 
text “This Page Intentionally Left Blank”. 
 

 
Merged Guide Tab 

 
Export the merged guide SCO to review the main document within Online Review. Ensure the “Sample_Merged_Guide” 
interface was selected for this merged guide SCO first. If this interface is not available at your site, contact site support 
and they will provide the interface. 
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Sample Merged Guide within Online Review 
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Sample Merged Guide Printout (1) 
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Sample Merged Guide Printout (2) 

 

4.10 Assets 
The Assets tab lists all assets found within the IME media directory for the SCO. All html objects attached to a frame 
object are searched for additional assets and are also added to this asset list. Any js file references within these html 
files are also searched for additional assets and added to this asset list. 
 

4.10.1 Asset Sorting 
Assets can be sorted by filename, asset type, date modified, file size, or frame sequence by clicking on the column 
headers. Clicking again will toggle between ascending and descending order. 
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Assets Tab 

 

4.10.2 Asset Preview 

To preview an asset, click the asset filename. A preview window will display to the right of the asset listing. Clicking on 
the filename link above the preview image will open the asset in a new window displaying the original asset size. 
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Assets Tab - Preview 

 

4.10.3 Multiple Asset Update 
When a project is using the closed file system (default file system), a Browse button is available to update multiple 
assets within the media folder. Only assets that already exist in the media folder can be updated. The initial asset upload 
will need to be performed from the Asset tab for the selected frame. 
 

 
Assets Tab – Update Multiple 

 
 

4.10.4 Remove Asset(s) 
When a frame is removed from IME, the asset is still available within the IME media folder. To permanently remove the 
asset from the IME location, select the asset(s) to remove and then select the “Remove Selected Assets” button. If an 
asset is assigned to a frame, then the checkbox will not be available. If a SCO is locked, the checkbox will also be 
unavailable. 
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Assets Tab – Remove Selected Assets 

4.10.5 Re-Link Assets 

If the project is not using the closed file system, a re-link feature will be available if there are assets within the IME 
media folder containing a matching asset tag that are not currently linked to other frames. 
 
If the above criteria is met and assets are available for relinking, a new tab bar will become available that toggles 
between Standard View and Relink Asset View.  
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Assets Tab – Standard View 

 

 
Assets Tab – Relink Asset View 

 
The frames column within the Relink Asset View will display in green font the frame that was detected for relinking. To 
relink the assets, select the desired asset checkboxes and then select the “Relink Selected Assets” button. 

4.11 Frame 
Frames are individual pages that make up the SCO. Each frame is generated from a template that contains any number 
of text and asset areas. These templates belong to the profile that was selected for the SCO. Refer to section “Profiles” 
in the MELD Administrator Guide for more information on profile templates.  
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4.11.1 Add Frame 
Select an existing frame within the SCO or the SCO node within the treeview, and then select the Add button. An Add 
Frame form will display to the right of the treeview. Enter the following information and then select the Insert Frame 
button: 
 
Frame Title: When viewing the SCO, the frame title will display in the title area for the frame.  
Location: The location for the frame within the SCO.  
Template: The template consisting of text and graphic areas that the frame will use. A thumbnail image will display 
when the template is selected that will assist in identifying the template. 
 

 
 

4.11.2 Change a Frame Template 
Select the desired frame and then select the Change Frame Template button. A change template form will appear to the 
right of the treeview. Select the new template desired. A thumbnail image will display when the template is selected 
that will assist in identifying the template. 
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4.11.3 Move a Frame 
Select the desired frame and then select the Move button. A Move Frame form will appear to the right of the treeview. 
Select the new location for the frame and then select the Move Frame button. 
 

 

4.11.4 Copy a Frame 

Select the desired frame and then select the Copy button. A Copy Frame form will appear to the right of the treeview. 
Select the copied location and then select the Copy Frame button. 
 

 

4.11.5 Delete a Frame 
Select the desired frame and then select the Delete button. A new Delete Frame form will appear to the right of the 
treeview. Select the Delete Frame button to delete the frame. 
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4.11.5.1 Deleting Multiple Frames 

Multiple frames can be deleted from the delete frame page by selecting the desired frames for deletion and then 
selecting the “Delete Multiple Frames” button. 
 
Notes: Frames delete cannot be restored. 
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4.11.6 Content Tab 
If no tabs have been selected, the Content tab is automatically selected when a frame node is selected. The Content tab 
allows editing for all text related fields for the frame. The fields on this tab are determined by the template used as well 
as the SCO type.  
 
To change text within this tab, simply change the text and click outside of the text area. 
 

4.11.6.1 Standard Frame 

 Frame Title 

The frame title field represents the frame title displayed in the frame title area. 

 Menu Title 

The menu title field represents the menu title displayed in the menu title area. Depending on the “Export All Menu 
Items” setting within the selected profile, the frame title will be used for the menu title if a menu title is not present. 
Refer to section “Profile Settings” within the MELD Administrator Guide for more information. 

 Menu Title Font 

This value represents the font color used for the menu item. Depending on the profile “Menu Font List” setting, either a 
menu font dropdown will be available or a text area is available. Refer to section “Profile Settings” within the MELD 
Administrator Guide for more information for more information.  

 Frame Text 

This value represents the text fields for the frame. The number of text areas defined within the selected frame template 
will display. This is typically one text area.  
 

 Instructor / Student Guide Text 

If the SCO Type selected is “CAI”, then an “Instructor / Student Guide Text” area is available for editing. 
 

 Sample Content 

Listed below are 5 different Content tabs with the resulting exported SCO using different templates and interfaces to 
customize the appearance. 
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Sample 1 - Content Tab 

 

  
Sample 1 - Exported Frame and Instructor Guide 
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Sample 2 – Content Tab 

 

  
Sample 2 - Exported Frame and Instructor Guide 
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Sample 3 - Content Tab 

 

  

Sample 3 - Exported Frame and Instructor Guide 
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Sample 4 - Content Tab 

 

  
Sample 4 - Exported Frame and Instructor Guide 
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Sample 5 - Content Tab 

 
 

  
Sample 5 - Exported Instructor Guide and Student Guide 
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4.11.6.2 Question Frame 

 Question Text 

This value represents the text that will display for the question. 

 Feedback Text 

This value represents the text that will display as feedback to the user. Depending on the interface setting used as well 
as question type, the feedback will either be immediately displayed to the user after the question is submitted or 
displayed in a test summary page after the test.  

 
Immediate Feedback Used for Self-Check / End of Topic Questions 

 
 
 

 
Feedback Displayed From a Test Summary Page 
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 Enabling Objective 

The enabling objective drop-down menu allows the project to select an enabling objective to ensure all enabling 
objectives are covered with test questions. Any enabling objective that is not selected will show an error on the error 
report check, if the project has selected that optional check. This value is only used for tracking purposes and nothing is 
exported within the SCO. 

 Remediation Frame 

The remediation frame represents the frame the user would navigate to review. Depending on the interface used as well 
as question type, the review button can occur immediately after a question or can be displayed on a test summary page.  
 

 
Sample Review Button after Submit 
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Sample Test Summary Page with Review Button  

 

 Topic Title 

The topic title reflects the question content. This topic title can be used on a test summary page to identify the question.  
 

 
Sample Test Summary Page with Topic Titles  

 

 Image Question 

The question image text area represents the image used for the question if applicable. The image text is entered in the 
following format:  

 image filename:width:height 
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 If the image is a full screen interactive image (ex: drag and drop), then use the format: image filename:full 

 If the image is an HTML object, an additional folder name can be included with the filename, for example: 
folder name/filename:width:height 

 The image used for the question will need to be uploaded as an additional asset from the Asset tab. 
 

 Shuffle Distractors 

The shuffle distractors value determines whether the distractors will appear shuffled or exactly as sequenced on the 
Content tab.  
 

 Points 

The points text area represents the total number of points the question is weighted when scored within the SCO. This 
value can also be used by an LMS to allow for student grade changes. 
 
If no value is present for the question points, the following will be used during export: 

 Multiple choice / True-False questions: 1 point 

 Full screen interactions: 2 points 

 Essay questions: 3 points (an essay question is a question containing no distractors) 

 Sample Content 

Listed below are 2 different Content tabs with the resulting exported SCO. 
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Example 1: Question Text with Image (Content Tab) 

 

Example 1: Question Text with Image (Exported Frame) 
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Example 2: Full Screen Interactive Image (Content Tab) 

 

 

Example 2: Full Screen Interactive Image (Exported Frame) 
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When using a full screen media file in place of an IME multiple choice question, a call will need to be made from the 
external media file to pass a correct or incorrect value to the SCO.  
 
The call that needs to be made from the external media is displayed below. 
 
For correct response to question: DisplayAlert(“Correct”); 
For Incorrect response to question: DisplayAlert(“Incorrect”); 

4.11.6.3 Document Frame 

For SCOs that contain a single document, ensure that the “Single_Document” interface is selected and the type value is 
set to “Document” from the Settings tab for the SCO. 
 

 
 

Next, to add a single document frame, select the Full Screen Asset template and browse for the document (.pdf is 
recommended) from the Asset tab.  
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Sample Document Frame 

 
Sample Exported Document SCO 
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4.11.7 Instruction Tab 
The first row within the Instruction tab is used to enter notes for the production team to assist in creating or 
modification of the frame. 
 
To change text within this tab, simply change the text and click outside of the text area. 
 

 
Instruction Tab 

4.11.7.1 Asset Search References 

 

 
Asset Search Reference Listing 
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Asset search references can be added to this section from the Asset Search. These can be used by team members to 
assist in the authoring and revision of the frame. Selecting the reference link will open the asset in a new window. To 
remove an asset search reference, select the Remove button to the right of the reference. Refer to section Add Asset As 
Frame Reference to add an asset reference to a frame. 

4.11.7.2 Saved Typical Prompt Text Listing 

The typical prompt text drop-down list contains a list of common prompt text phrases.  
 To add an item to the saved list, enter the prompt text within the text field directly under the dropdown, and select the 
Add button to the right of the text field.  

 

 

Add Item to Typical Prompt Text Listing 

 

To remove an item from the saved list, select the item within the drop-down list, then click the Remove button. 
 

 
Remove Item from Typical Prompt Text Listing 

 
To populate the Instructional / Prompt Text field with a typical prompt text selection, press the Add button next to the 
desired typical prompt text. The Instruction / Prompt Text field will automatically save with the new prompt text. 
 

 
Add Selected Prompt Text to Frame 
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4.11.7.3 Instructional / Prompt Text 

To add prompt text, either type the prompt text desired in the Instructional / Prompt Text box, or select the Add button 
after a typical prompt text selection was selected from the drop-down list. 
 

 
Prompt Text Display on Exported Frame 

 

4.11.8 E-Reference Tab 
The E-Reference tab is used to attach an e-reference menu link to a frame. In order for the E-Reference tab to appear for 
a frame, e-references will need to be added to the project. Refer to section E-Reference Configuration to setup the 
project to support e-references. 
 

 
E-Reference Tab 
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4.11.8.1 Reference Manual Link 

This column contains a link to the e-reference manual. 

4.11.8.2 Reference Manual Name 

This column displays the name of the e-reference. 

4.11.8.3 Reference Manual Menu Title 

This field contains the e-reference menu text that will display when a student selects the e-reference button within the 
SCO. To edit the menu title listing, change the text and then click anywhere outside of the text area. 

4.11.8.4 Action 

To remove an e-reference menu link from the frame, select the Remove button. 
 
To add a new e-reference menu link to the frame, select the e-reference from the drop-down menu. The text field to the 
right will automatically fill with the default reference menu title. Next select the Add button. The e-reference menu link 
will now be added to the frame listing for further editing. 
 
 
 
 
 

 
Reference Center Link within MCALMS 
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4.11.9 Asset Tab 

The Asset tab is used to attach assets to template objects as well as attach keywords to the assets to assist asset 
searches. 

4.11.9.1 Filename 

The filename represents the name of the file selected for the template object.  

4.11.9.2 Template Object 

The template object displays the name of the template object defined within the profile settings. 

4.11.9.3 Object Name 

If a specific object name value is desired within the html frame output, enter the desired text within the “Object Name” 
field. To prevent html scripting errors, only letters, numbers, hyphens, and underscore characters are allowed within this 
field.  

 

 
Sample Object Name Field 
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Sample Object Name HTML Export 

 

4.11.9.4 Div Name 

If the project setting “Allow Div Name Edits” is selected for the project, the “Div Name” field will become editable. 
 
If a specific div name value is desired within the html frame output, enter the desired text within the “Div Name” field. 
To prevent html scripting errors, only letters, numbers, hyphens, and underscore characters are allowed within this field.  
 
When in doubt, do not change this value as the interfaces may rely on a specific default value for styling purposes. 
 
If the project setting “Allow Div Name Edits” is unchecked, the div name entered for the template object during 
template setup is used. 
 

 
Div Name Field 

 

4.11.9.5 Action 

The following are the asset types supported by the project interfaces: 
1. MP4 
2. JPG 
3. PNG 
4. GIF 
5. OAM (Adobe Animate HTML5 package) 
6. HTM / HTML 
7. PDF 

 

 Closed File System 

If the project setting “Closed File System” is selected for the project (this is the default setting), a Browse button will be 
available under the Action column. Selecting Browse will allow the user to browse the file system to upload an asset to 
the selected template object. It is important to note that the selected asset is uploaded to the IME folder structure. 
When changes are made to the asset, it will need to be re-uploaded by selecting the Browse button. 
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Browse for Asset Location 

 
When the project setting “Force Asset Tag within Asset Filename” is checked, an error will display if a file is uploaded 
within the closed file system that does not contain the asset tag within the filename.  
 

 
 
Important: For Document SCOs, the closed file system is always used regardless of project setting. The “Force Asset 
Tag within Asset Filename” project setting is ignored for Document SCOs as well.  

 Open File System 

Unchecking the project setting “Closed File System”, enables the open file system. Under an open file system, the IME 
folder structure starting with the top most curriculum item would be shared by a server administrator. Users would then 
copy and replace assets into the media folder for the desired SCO. All media files that are available within the SCO’s 
media folder are shown in a drop-down menu in the Action column. The drop-down menu is used to link the desired 
asset to the template object.  
 
To update the template object with an asset from the drop-down menu, select the “Select New Asset for Template 
Object” button that is displayed to the right of the drop-down menu. 
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It is important to note that the asset selected is now linked to the template object. Any updates to the file system 
shared folder will be updated within the SCO. Only experienced and established projects should use this method of 
updating.  
 

 
Linked Drop down Asset Location 

 
When the project setting “Force Asset Tag within Asset Filename” is checked, the only files available within the drop-
down menu are the files that contain the asset tag within the filename. Most likely the drop-down menu will contain a 
single asset. 
 
 

 
Linked Drop down Asset Location with Force Asset Tag setting 

 

Important: For Document SCOs, the closed file system is always used regardless of project setting. The “Force Asset 
Tag within Asset Filename” project setting is ignored for Document SCOs as well.  

 

 Asset Keywords 
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When an asset is selected from the Asset tab, a keywords table is available to the right of the asset preview that displays 
the keywords selected for the Asset. Keywords are added to assets to populate the Asset Search feature. The Asset 
Search is available for each user within IME. Each discipline can have a different approach to formatting keywords if 
desired to assist with searching. For example, in the image below keywords starting with an asterisk are used by the 
graphic artist discipline. 
 

 
Asset Keyword List 

 

4.11.9.5.3.1 Add Keyword to Asset 

To add a keyword to an asset, select the project keyword from the project keyword drop-down list and then select the 
Add button to the right of the drop-down list.  

4.11.9.5.3.2 Remove Keyword from Asset 

To remove a keyword from an asset, select the Remove button that displays to the right of the keyword. 

4.11.9.5.3.3 Add Project Keyword 

To add a project keyword to the project keyword drop-down list, type a keyword within the keyword text area and then 
select the Add button. This will add the keyword to the project drop-down list.  
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Insert Project Keyword 

 
 

4.11.9.5.3.4 Remove Project Keyword 

If a project keyword has not yet been selected for an asset, it can be removed from the project keyword listing. A 
remove button will become available when the project keyword is selected from the drop-down menu. Select the 
remove button to remove the project keyword. 
 

 
Remove Project Keyword 

 

4.11.9.6 Additional Assets 

In cases where additional assets are referenced on the frame by either the interface (toggle graphics) or the primary 
asset (Adobe Flash), they will need to be added as an Additional Asset for the frame. To add an Additional Asset, select 
the Browse button (close file systems) or the drop-down menu (open file systems) at the very end of the asset list from 
the Asset tab. 
 
Note: It is not required to add additional assets for Adobe Animate HTML supporting files.  
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Additional Assets 

 

4.11.10 Scripts Tab 

The scripts tab is used to enter and revise frame scripts. The interface typically handles the majority, if not all of the 
scripting within the SCO. However, there may be instances where additional scripting is needed on a per frame basis.  
 

4.11.10.1 Filename 

If desired, a unique name can be entered in the field to assist in the filename generation of the selected frame’s .htm 
page. Refer to section File Export Settings for a detailed explanation on how HTML files are created. A filename preview 
is displayed to the right of this field. This value can be used as a point of reference when creating frame scripts that link 
to other pages.  
 

 
Sample Filename Preview 
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4.11.10.2 Event Handler 

Enter text in the event handler field to run a custom script when the frame loads or unloads.  
 
 

4.11.10.3 Script Definition 

Enter custom functions or variables within the script definition field to export with the frame. The text entered within 
this field will be exported before the ending </script> tag within the frame HTML page.  
 

4.11.10.4 Sample Script Content 

Listed below are three different script examples with the resulting exported SCO. These examples below were 
programmed to work with the interfaces developed for these specific SCOs and are displayed below for demonstration 
purposes only. The functionality may not be available in all project interfaces, but can be added by a programmer. 
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Example 1: The below example is calling two functions available within the interface, “DisableForward” and 
“EnableForward”. When the frame loads navigation will become disabled. When the frame unloads navigation is 
enabled.  

 

 
Example 1 – Calling Interface Functions From Event Handler Fields 

 

 

 

Example 1 – Exported Frame Preview 
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Example 2: The below example is calling a frame specific function “checkBox” when the frame loads. This frame specific 
function saves a value within the interface that marks a section as visited from the main menu screen. 

 

Example 2 – Calling Frame Specific Function From Frame Event Handler Fields 

 

 
Example 2 – Export Frame Preview 
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Example 3: The below example is calling two interface functions when the frame loads. This interface function displays a 
toggle graphic within the navigation bar that allows the student to toggle between two images.  

 

 

Example 3 – Calling Interface Functions From Event Handler Fields 

 

 

Example 3 – Export Frame Preview 
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4.11.10.5 Frame Text to Find 

For situations where the interface does not support desired functionality, frame text can be searched and replaced with 
desired html text. To perform the replacement, enter the frame text that will be replaced with html text within the 
“Frame Text To Find” field. 

4.11.10.6 Frame Text Script Replacement 

Enter the html text to replace in the “Frame Text Script Replacement” field, and then click the “Add” button. 
 

4.11.10.7 Sample Frame Replacement Script Content 

Listed below are two different find / replace script examples with the resulting exported SCO. 
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Example 1: In this example, two hyperlinks were added to the frame text area that displayed a new text area (text area 
with a black border) within text related to the selected hyperlink. The image on the right also changed when they 
hyperlink was selected. The JavaScript functions called when the hyperlink was selected are listed within the “Script 
Definition” field. 

 
Example 1 – Frame Text to Find and Frame Text Script Replacement 

 

 
Example 1 – Export Frame Preview 
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Example 2: In this example, a table was created within the frame text area. 
 

 
Example 2 – Frame Text to Find and Frame Text Script Replacement 

 
 

 
 

 
Example 2 – Export Frame Preview 
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4.11.11 Preview Tab 
The Preview tab will display a preview of the exported frame in a new browser window / tab. The preview is created 
within a temp folder and will not update Online Review.  
 

 
Sample SCO Preview 

4.11.12 Blue Frame Node 
A frame node will display as blue font within the treeview if the SCO has previously been exported and there are new 
changes to the frame that require an export. 
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Blue Frame Nodes 

 

4.11.13 Error Checks Tab 
The Error Checks tab is available at the frame and SCO level and contains the following sections. 
 

4.11.13.1 Spell Check 

The Spell Check section performs a spell check on all text areas for the frame, the glossary that is attached to the SCO, as 
well as TLOs and ELOs that are attached to the SCO within the COI Editor. For users with IME Curriculum Edit 
permissions, custom words can be added to or removed from the global dictionary by using the Add and Remove 
buttons.  
 

 
Error Check – Spell Check 

 
 



MELD User Guide 3.1 

June 1, 2021 

 

4.11.13.2 Search Words 

The Search Words section performs a search on all text areas of the frame. Custom search words can be added to or 
removed from the project search word list by using the Add or Remove buttons. 
 

 
Error Check – Search Words 

 

4.11.13.3 Question Checks 

The following are optional settings that can be selected for a project. Refer to the section “Optional Error Check 
Reporting Settings” within the IME Administration section of the MELD Administrator Guide. 
 

1. Missing Feedback 
2. Missing Correct Answer 
3. Missing Topic Title 
4. Missing Remediation Frames 
5. Missing ELO Selection 
6. Topic Title Does Not Match Existing Menu or Frame Title 

 

 
Error Check – Question Check 

 

4.11.13.4 COI Enabling Objectives Check 

The “COI Enabling Objectives Check” is an optional check that can be selected for a project. Refer to the section 
“Optional Error Check Reporting Settings” within the IME Administration section of the MELD Administrator Guide. 
 

 
Error Check – COI Enabling Objectives Check 

 



MELD User Guide 3.1 

June 1, 2021 

 

4.11.13.5 Smart Text Checks 

The “Smart Text Checks” section will display errors for any smart text that contains missing start or end tags and blocks. 
This section will also report errors for nested blocks. 
 

 
Error Check – Smart Text Checks 

 

4.11.13.6 Asset Checks 

If any assets are missing from the filesystem, they will report in this section of the error check. The SCO will also not be 
allowed to export or package if any assets are missing. For projects using a closed file system (default), although these 
checks are available, it is not recommended to alter the IME folder structure and files directly from the file system. 
 

 
Asset Checks – Missing Assets 

 
 

This section also includes an optional project setting to check to ensure the filename matches the Asset Tag. Refer to the 
section “Optional Error Check Reporting Settings” within the IME Administration section of the MELD Administrator 
Guide. 
 

 
Asset Checks – Asset Tag not found 

4.11.13.7 Refresh Error Check 

A link is available within the error check that will open the error check in a new window. This will allow the user to keep 
the form open while working through the corrections.  

 

 

Error Check New Window Link 
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After the error check is opened in a new window, it can be refreshed by selecting the” Refresh Error Check” button. 

 

Error Check Refresh Button 

 

 

4.12 Frame Logs 
The Frame Logs report (button is available to the right of the tab buttons) will display all changes made to the frame. The 
frame log is available for the frame and SCO level. The Differences column will show any new text changes with a green 
highlight and any removed changes with a red highlight. 
 
The log report will default to only show changes that were made after the signed in user’s last completed workflow 
activity. To see all changes made, uncheck the checkbox.  
 
If the signed in user has not completed an activity for the revision cycle at the time of running the report, the initial start 
date for the revision cycle is used to filter the logs. This is shown in the second image below. 
 
Any changes that do not have an Online Review comment associated with them for the current revision cycle will show 
with a pink background. Comments are required to ensure proper documentation is available for each requested 
change. 
 

 
Frame Log Report 
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Workflow History Window 

 

 
Frame Log Results 

 

4.13 Project Reports 
The Project Reports feature is available for each project. Select the desired project and then select the Report button. 
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Project Reports 

 

4.13.1 Curriculum Outline of Instruction Deliverable Report 
The COI document is available RTF or PDF format. The document includes five sections consisting of Learning Objectives, 
Flight/SIM events, Curriculum Maps, TLO Skill Overview, and an Instructional Check. This document provides a snapshot 
of the current training system and can be archived for future reference. It is recommended to archive the current copy 
of the COI document each COI release. This will allow the project to reference and compare older COI versions. 
 
To create the COI document, simply press the Adobe PDF button or the RTF button, and then save to your desired post 
location within MELD. 
 
You can also provide an image to customize the COI document cover page for your project. Simply browse for an image 
with the JPG format. The image logo should then display within the report section. 
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Sample COI Document Cover Page 

4.13.1.1 Learning Objectives Section 

The Learning Objectives section provides a list of the Terminal Learning Objectives (TLOs) and Enabling Learning 
Objectives (ELOs) covered in each lesson in the curriculum. Test questions for each enabling objective are also displayed 
with the IME frame reference. TLOs represent the missions or skills performed on the job that the lesson supports. ELOs 
are the knowledge, skills, and attitudes (KSAs) the student must learn before performing that skill. These learning 
objectives are grouped by curriculum, then stage of training. This is the most popular section of the COI, and is used by 
the authors of the lessons to ensure the learning objectives are aligned with the lesson.  
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COI Document Learning Objectives Section 
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4.13.1.2 Flight and SIM Data 

The Flight / SIM section of the document contains flight and simulator data. Following ground school training in which 
students make use of our courseware, they begin to apply the information they've learned in the performance of these 
skills in simulator and flight events. This section of the COI lists each simulator and flight in the curriculum, in order, by 
stage. Each event contains a list of tasks that a student will be graded on in the practice sortie. If it is the first time a 
student will practice a task, it is designated as a Type I for Introduce. Subsequent practices are designated as a Type R for 
Review. Tasks that are tested are designated as a Type E for Evaluation. This section is used by site support to ensure the 
online grading system reflects the most up to date gradesheets. 
 
This section is only available if Flight / SIM events are added for the project. 
 

 
COI Document Flight / SIM Section 

4.13.1.3 Curriculum Map 

The Curriculum Map section of the COI document outlines all curriculum events, including lessons, sims, and flights, in 
the order in which they are taken and / or performed. A map is provided for each curriculum. This section is used by site 
support and the programmer to ensure the learning management system contains the correct lessons, presented in the 
correct order. This is also used by site support to ensure the online grading system reflects the correct gradesheets and 
that they are presented in the correct order as well. 
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COI Document Curriculum Map Section 

 

4.13.1.4 TLO Skill Overview 

The TLO Skill Overview section provides the linkages between TLOs, the skills that are tied to those TLOs, and the lesson 
ELOs that teach the KSAs that support those skills. This section also provides a prerequisite structure, showing how each 
stage builds on the last. While this section is probably least used by most team members, it is very important. The skill 
overview helps the project team ensure that all of the skills that a student must perform on his job are taught 
somewhere in the curriculum. That instruction may come in the form of ICW lessons, CAI-based classes, or flight / sim 
events. It is critical to the safety of the student and his instructors that a solid foundation of knowledge and skill is 
provided before he enters the real-world environment. If teaching a critical skill is missed, and a student is asked to 
perform a skill without proper instruction, the results could be devastating. 
 
The TLO skill overview is grouped in the following order: curriculum, stage, TLO, and finally, skill. Under the stage 
header, all supported stages are listed. This listing comes from the prerequisite requirements set for each stage in the 
stage form within the editor. You will notice as you progress through the stages that the supported stage list becomes 
smaller and smaller; this is because all stages build upon each other, meaning that all skills used within the stage support 
the subsequent stages as well. 

 

This section is only available if skills are added for the project. 
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COI Document Skill Overview Section – Supported Stages 

 

After the supported stage listing, the report lists all TLOs assigned to the stage of training, along with the skills each TLO 
supports. This information comes directly from the skill assignments on the TLO form within the editor. Under each skill, 
a table listing is displayed for each lesson / ELO skill reference as well as Flight/SIM reference. This allows you to see an 
overview of where the skill is taught in the lesson(s) and where the skill is flown within the flight events. This will also 
show where the skill was introduced and reviewed for flights. This skill information is pulled directly from the skill 
references added to the ELO from the Lesson form and to the flight tasks within the Flight/SIM form. 
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COI Document TLO Skill Overview Section  

4.13.1.5 Instructional Error Check 

This section within the document will identify all COI lessons ELOs that currently do not have a question assignment, as 
well as all SCO questions that do not have an ELO assignment. This instructional check ensures that no testing is 
performed outside the ELOs and that all ELOs are being tested. 
 
The optional error checks selections “Missing ELO” and “ELOs Not Linked to Question Frames” need to be setup in order 
to use this section accurately. Please refer to the “Optional Error Checks Reporting Settings” section within the MELD 
Administrator Guide for more setup information. 
 

 
COI Document Instructional Error Check 

4.13.2 COI Skill Xls Charts 
The curriculum overview charts will export a Microsoft Excel output for each curriculum. This report will show all skills 
used within the entire curriculum, and chart where they are taught within the lesson and flown within a flight event. 
Each block is color coded to make it easier to identify where these records fall within the curriculum. 
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To create a curriculum overview chart, select a curriculum to export the chart and then select the spreadsheet button. 
This will take several minutes to load. 
 
 Once loaded, you will see all skills listed in the left column and all stages for the curriculum listed in the top row. A blue 
cell block will be filled for each lesson / ELO reference within the stage, a green block will be filled for each flight event 
that was introduced within the stage, a yellow cell block will be filled for each flight event that was reviewed within the 
stage, and finally a pink block will be filled for each flight event that was evaluated within the stage. Counts for 
introduce, review, and evaluate are also provided in the cell. The goal is to see the colors in the following order: blue, 
green, then yellow or pink. There may be cases where skills are only taught and not flown, so you will see a blue block 
without a following yellow, green, or pink block. However, there are not many cases that skills are flown without being 
taught first, so if you are missing a blue lesson block this is an indicator that additional research should be performed to 
determine if you need to include this skill in your lessons. You may also notice that you have skills that are reviewed 
before they are introduced (yellow before green), or skills that are taught and flown many stages later. Both of these 
scenarios would require further research, since, for example, we don’t want to review a skill before it was introduced 
and if we are covering a skill in a lesson we don’t want to wait too long before the skill is flown in the flight events. 
 
A skill flagged key is available at the end of the skill listing that explains the three different colors that skills may be 
displayed in. 
 

 
 
In the below figure, you will see the skill “Perform blindfold cockpit check” is missing a lesson blue block and contains a 
flight introduce block. This means this skill was not taught first in the lesson before it was introduced in the flight event. 
This skill is also listed in orange font which means it was introduced but never reviewed. If you see instances of these or 
anything else that stands out, it is recommended to place a change request against the COI document to ensure this 
occurrence is researched properly and corrected if necessary. 
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COI Skill Xls Chart 

4.13.3 SCO Size Tables 
The SCO Size Tables report is available in RTF and PDF format and contains three sections, “SCO Listing By Highest Frame 
Count”, “SCO Listing By Largest Directory Size”, and “SCO Listing By Largest Wasted Space”. 
 

 
SCO Size Tables 

4.13.3.2 SCO Listing By Highest Frame Count 

The SCO Listing By Highest Frame Count report will list all SCOs ordered by the highest frame count. This report is helpful 
to identify SCOs that are too large and could benefit by being broken into smaller SCOs.  
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SCO Listing By Highest Frame Count 

 

4.13.3.3 SCO Listing By Largest Directory Size 

The SCO Listing By Largest Directory Size report will list all SCOs ordered by the largest directory size. This report is 
helpful to identify SCOs that would cause upload issues into a learning management system as well as large DVD size 
issues.  
 

 
SCO Listing By Largest Directory Size 

4.13.3.4 SCO Listing By Largest Wasted Space 

The SCO Listing By Largest Wasted Space report will list all SCOs ordered by the largest wasted space. This report is 
helpful to identify SCOs that would benefit from file system cleanup. This will ensure the SCO is as small as it possibly can 
be for learning management system uploads and DVD burning. If a SCO is identified to have a large amount of wasted 
space, the Asset tab can be used to remove the assets that are no longer part of the SCO. 
 

 
SCO Listing By Largest Wasted Space 
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4.14 Reports 
The Reports feature is available for every SCO and SCO parent. Select the desired location to generate a custom report 
and then select the Report button.  

 
Custom Reports 

 
To generate a custom report, select any of the header fields and at least one field within the content, question, asset, 
instruction, or other field section. Next click the Create Report button. 

4.14.1 Frame Header Fields 

The frame header fields control the output that will display as the frame header per frame. If no values are selected, 
only the frame sequence is shown in the header for the frame. 

4.14.2 Report Actions 

The report actions fields control any action that would occur after the report has loaded.  

4.14.2.1 Parse Smart Text 

If this action is selected, the file “parse_smart_text.js” is included within the reports output page that produces 
printable, report style formatting for the Smart Text blocks and formatting codes. The “parse_smart_text.js” file is 
located in the root of the IME\Scripts folder on the web server and can be modified as desired. 

4.14.2.2 Restart Numbering 

If this action is selected, the report will begin numbering at 1 and ignoring the actual frame sequence. This is beneficial if 
the desired report is an end of lesson test. 



MELD User Guide 3.1 

June 1, 2021 

 

4.14.2.3 Shuffle Distractors 

If this action is selected, the report will shuffle question distractors before outputting to the report file. This action will 
only be executed if the “Shuffle Distractors” checkbox is selected for the question from the Content tab. This allows the 
report to only shuffle distractors that were intended to be shuffled. For example, True and False questions or questions 
that need to display in a specific order would not appear as intended when shuffled. 

4.14.3 Content Fields 
The content fields include all the on-screen text for a standard frame. 

4.14.4 Question Fields 
The question fields include all the on-screen text for a question frame as well as other selections such as the ELO 
selected for the question, remediation frame, and if the “Shuffle Distractor” checkbox was selected. 

4.14.5 Asset Fields 
The asset fields include all asset related data. Selecting “Include Image” will display the image in the report output. 

4.14.6 Instruction Fields 
The instruction fields include all data related to creating or modifying the frame.  

4.14.7 Other Fields 
The other fields include frame scripts, template name, and next and previous frame selection. 

4.14.8 Sample Reports 
Listed below are 3 sample report scenarios. 
 
 
Scenario 1- Create a report including all on-screen text fields to copy and paste into Microsoft Word to detect any 
grammatical errors. 
 



MELD User Guide 3.1 

June 1, 2021 

 

 
Report Form 

 
 

 
Report Output 

Scenario 2- Create a report including only test questions that could be used as a printed copy of a test. 
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Report Form 

 
Report Output 

 
Scenario 3- Create a guide including images and frame text. 
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Report Form 

 

 
Report Output 
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4.14.9 Report PDF Output 
Perform the following to output a report to PDF format.  

1. Right click within the report area and select Print Preview… 

2. Ensure all options match the following image exactly: 
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3. Select OK and your print preview settings should be saved, but it is best to check this every time before printing 

to PDF. 

4. Select the Print Document button. 

 

5. Make sure to select “Microsoft Print to PDF” option and NOT a printer.  

 

6. A windows prompt will appear to save the pdf. Select the desired destination to save the PDF. 
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4.15 Word Search 
The Word Search is available to search within every treeview node above the frame level. Select the desired location to 
search (project, platform, outline, curriculum parent, SCO), then select the Word Search button. Select the desired 
search fields, enter the search text, and next click the “Search” button.  
 
In the image below, an obsolete term “Loadmaster” was searched to identify any frames within the Crewmaster 
courseware that still reference the term. 

 
Word Search 

When a SCO is selected to perform the word search, an additional find and replace option is available. In the below 
example, a find and replace is used within a SCO to replace an obsolete term. 
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Word Search – Find and Replace 

 
 

4.16 Asset Search 
The Asset Search is available to search within every treeview node above the frame level. Select the desired location to 
search (project, platform, outline, curriculum parent, SCO), then select the Asset Search button. All available keywords 
are displayed within the keyword list. Select a keyword from the keyword list to perform the search. All results will be 
displayed to the right of the list. 
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Asset Search 

 

4.16.1 Open Asset in New Window 

To open a full size version of the selected asset in a new window, select the filename hyperlink. 
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Open Asset in New Window 

 

4.16.2 Open Change Request Form 
To open a change request form for a frame the asset is displayed on, select the frame number hyperlink within the 
Frames(s) list. 
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4.16.3 Add Asset as Frame Reference 
To add the selected asset to use as a reference on a selected frame, select the Add button next to the frame number. 
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Add Asset as Frame Reference (1) 

 
 
A new window will display over the asset search area that will allow a frame selection. Select the “Insert Asset 
Reference” button to insert the asset reference on the selected frame. You will be taken back to the Asset Search page. 
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Add Asset as Frame Reference (2) 

 

The new asset reference will appear on the Instruction tab for the selected frame as shown in the image below. 
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Add Asset as Frame Reference (3) 

 

4.17 Smart Text Reference Guide 
The concept behind Smart Text is to allow media objects to signal changes from frame text boxes. This gives content 
creators a method to input multiple frame texts and prompt texts for different stages of a media sequence.  
 
Using Smart Text, you can enter text bodies that will advance sequentially with the media object on the frame. So, the 
second frame text / prompt text you set will be triggered to show when the media object reaches the second frame. 
 
Smart Text is also used to display warning, caution, and note (WCaN) popups, text formatting, and bulleted lists. 
 
The Frame Text field within IME is a place to hold Smart Text. The frame text field can be used within any graphic / text 
layout. However to work with the provided interfaces, the div layer name must be labeled “TEXTBOX”. 

4.17.1 Smart Text Blocks 
Blocks are “containers” of text used for a particular purpose. A block’s “head” begins with a slash. The symbols that 
come next determine which field it is, i.e., /@C is the head of the Classification block. A block’s “tail” is just like the 
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“head” in reverse order, i.e. C@/ is the tail of the classification block. Anything between the “head” and “tail” is 
considered part of that block’s text. Blocks cannot contain other blocks. 
 
For multiple text interactions, the first /@F block on a frame will be the initial frame text; the second /@F block will be 
used on the second animation state, etc. 
 

4.17.1.1 Smart Text Block Order 

Smart Text blocks must appear in the following order or the frame will not function correctly when exported. Not all 
blocks will be used within every project.  
 

Classification Frame 
Marker 

 /@C UNCLASSIFIED C@/ 

Graphic Text  
/@G Place Name of Graphic Instance Here G@/  

Frame Text /@F Place Frame Text Here. F@/ 

Reply Text /@R Place Reply Text Here. R@/ 

Prompt Text /@ Place Prompt Text Here. P@/ 

Warning Text /%W Place Warning Text Here. W%/ 
 

Caution Text /%C Place Caution Text Here. C%/ 
 

Note Text /%N Place Note Text Here. N%/ 
 

Additional Info Text /%A Place Info Text Here. A%/ 
 

 
 

4.17.1.2 Classification Frame Marker 

Anything within the @C block will be considered the frame classification marker. Change the highlighted text to reflect 
the level of classification. The values are “UNCLASSIFIED, CONFIDENTIAL, or SECRET”. “UNCLASSIFIED” will display in 
green text, “CONFIDENTIAL” will display in blue text, and “SECRET” will display in red text. 
 
 Important: The classification frame marker must be the first block to appear within the frame text area. If no block is 
entered, the classification default value is displayed. This value is set within the interface configuration file. 
 
Example: /@C UNCLASSIFIED C@/ 
 
Produces:  
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4.17.1.3 Comment Block 

Anything within the @- block is disregarded entirely. Comment blocks are most likely present for frames that have 
converted from a previous format (i.e., Flash lessons). These comment blocks are only for reference purposes and can be 
removed at any time.  
 
Comment blocks can also be entered at any time without affecting the output of the frame. These blocks can be useful 
to document multiple interaction frames.  
 

4.17.1.4 Frame Text Block 

 Anything within the @F block will be considered “frame text.” 
 

4.17.1.5 Reply Text Block 

Anything within the @R block will be considered “reply text” and will be shown in in the far bottom / right portion of the 
frame text area. Important: The reply block must appear after the frame text block and before the prompt text block. 
 

4.17.1.6 Prompt Text Block 

Anything within the @P block will be considered “prompt text” or instruction text, and will be shown in yellow centered 
within the control bar. Important: The prompt block must appear after the reply block. 
 
Note: Prompt text may also be entered from the Instruction tab. 

4.17.1.7 Graphic Block 

Text within the @G block is used as the graphic identifier for hypertext interactions. If a @G block is not specified, then 
the _root timeline is used. 
 

4.17.1.8 Warning / Caution / Note Popup Blocks 

Anything within the %W, %C, or %N blocks will be shown in a Warning, Caution, or Note popup whenever a user enters 
the frame. 

4.17.1.8.1.1 WCAN Review List  

By default, WCANs that are launched from hypertext or external media do not appear in the WCAN review list until they 
have been launched from either hypertext, and inline WCAN button, or an external media hotspot. In certain situations, 
it is necessary for the WCAN to already appear in the review list without having to open the WCAN first. An example 
would be if there were many WCANs already on screen in the form of frame or graphic text while the hypertext simply 
launches the WCAN for reviewing. Since these WCANs are already present on-screen, we would want the WCAN review 
button to already include these WCANs.  
 
To allow the WCAN to be tagged for the initial review list, add the –R identifier, as shown in the below example. 
 
/%W-R:Step2 If the safety wire is broken or not installed, torque stripe is missing or not aligned at any location the 
aircraft shall be restricted from flight. W%/ 
 

4.17.1.8.1.2 WCAN Inline Button 
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By default, WCANs will automatically load when entering the frame. This may not be desired in some cases, where the 
WCAN would need to be read after the frame text. Adding the –B identifier will place the WCAN within a button under 
the frame text and the WCAN would no longer load when entering the frame. Once the button is selected, the warning, 
caution, or note will appear within the WCAN review list button located on the control bar. 
 
/%N-B The single-point cargo hatch may be used as an exit, should an emergency situation warrant. N%/ 
 
Produces: 
 

 
 
Note: You cannot combine –R and –B; however, you can –R with the interface setting IS_ShowInlineWcnButtons set to 
“true”. 
 

4.17.1.9 Info Popup Blocks 

 Anything within the %A block will be shown in an Additional Information popup. This popup will be shown whenever 

the student selects the  icon. 
 

4.17.2 Smart Text Formatting Codes 
Formatting codes can be added to text within all Smart Text blocks, except classification, comment, and graphic blocks. 
 

4.17.2.1 Classification / Frame 1 

The classification frame uses the CLS, H1, and box formatting codes. The color of the frame depends on the classification 
text highlighted below shown within the CLS code. Entering “U” for the CLS code, the entire frame will appear green. 
Entering “S” for the CLS code, the entire frame will appear red. Entering “C” for the CLS code, the entire frame will 
appear green. 
 
Insert the following within the Frame Text field to create the Classification frame. Change the highlighted text to reflect 
the level of classification. 
 

/@C UNCLASSIFIED C@/  
/@F {CLS:U}  
{H1}INTRODUCTION TO THE MK-103 SYSTEM{/H1}  
{H1}UNCLASSIFIED{/H1}  
{BOX}The technical data is controlled under the U.S. International Traffic in Arms Regulations (ITAR) and may not be exported to a 
Foreign Person, either in the U.S. or abroad, without a license or exemption from the U.S. Department of State. {/BOX}{/CLS} F@/ 
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Produces: 

 
 
 
 

4.17.2.2 Left Margin 

 {LM:x} Anything on the line this code appears will have a left margin of ‘x’ pixels. If there are multiple {LM} codes on the 
line, only the last one will be used. This code does not have an end tag. 
 

4.17.2.3 Text Alignment 

 {AL:x} Anything on the line this code appears will adopt the alignment of ‘x’, where ‘x’ is left, center, or right. If there 
are multiple {AL} codes on the line, only the last one will be used. This code does not have an end tag. 
 

4.17.2.4 Pad 

{PAD:x} Anything following this code will produce the number of padding of ‘x’ to the right. The padding will be 
produced on the same line and will not create a new line as the left margin and text alignment do. The PAD formatting 
code is helpful when a double column is needed on a single line.  
 
For example, the PAD code is used below to add a column to a bullet: 
 

What is the drag index? 
 
GIVEN: 
{BLT:2}ALQ-157 Infrared Countermeasures System {PAD:375}6{/BLT:2} 
{BLT:2} (2) External wing tanks and pylons {PAD:375}18{/BLT:2} 
{BLT:2} (2) Refueling pods and pylons (drogues stowed) {PAD:375}19 {/BLT:2} 
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Produces: 
 

 

 

4.17.2.5 Box 

{LBOX}..{/LBOX} For example: {LBOX}A{/LBOX} would produce a box around the character.  

 
 

4.17.2.6 Invert 

{INVERT}..{/INVERT} For example: {INVERT}T{/INVERT} {INVERT}LAIRCM{/INVERT} would produce blue text on a solid 
white box for the letter T and the abbreviation LAIRCM.  
 

 
 

 

4.17.2.7 Bold text 

{B}…{/B} For example: {B}CHALLENGE {/B}, the word CHALLENGE will appear as bold text. 
 

4.17.2.8 Italic Text 

{I}…{/I} For example: {I}CHALLENGE{/I}, the word CHALLENGE will appear as italic text. 
 

4.17.2.9 Underlined Text 

{U}…{/U} For example: {U}CHALLENGE{/U}, the word CHALLENGE will appear underlined. 
 

4.17.2.10 Superscript Text 

{SUP}…{/SUP} For example: 10{SUP}20{/SUP}, the number 20 will appear in superscript text, i.e. “1020.” 
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4.17.2.11 Subscript Text 

 {SUB}…{/SUB} For example: N{SUB}f{/SUB} , the letter f will appear in subscript text, i.e. “Nf.” 
 

4.17.2.12 Special Characters 

{SC}… {/SC} Special characters can be entered with their name or hexadecimal Unicode value.  
 
For example:  

1. Name Value: {SC}Omega{/SC}  
2. Hexadecimal Unicode Value: {SC}%u03A9{/SC}  

 
Either will display Ω within the lesson on-screen text output. 

 
Refer to chart at the end of this section for special character references. 
 

4.17.2.13 Color code 

{C:#rrggbb} .. {/C} Anything within this code will be given a particular color identified by the hex code rrggbb.  
 
Example: 
 

 

/@F {B} Instrument Checkflight Procedures {/B} 
 
The requirements for a STANDARD Instrument rating are: 
{LM:5} {C:#cccccc} - 50 hours instrument time {/C} 
{LM:5} {C:#cccccc} - NATOPS instrument evaluation {/C} 
{LM:5} - within 6 months prior to the  
{LM:15} date of the evaluation flight,  
{LM:15} obtain 12 final approaches  
{LM:15} (6 precision and 6 non-precision) 
F@/ 
 

 
 
Produces: 
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Other color codes can be used: 
 

1. Gray (text shown in the example): #cccccc 
2. White: #ffffff 
3. Red: #ff0000 
4. Yellow: #ffff00 
5. Green: #008000 
6. Purple: #800080 
7. Blue: #0000ff 

 
Example: 
 

 

/@F {B} Color examples: {/B} 
 
{C:#cccccc} - Grey text {/C} 
{C:#ffffff} - White text {/C} 
{C:#ff0000} - Red text {/C} 
{C:#ffff00} - Yellow text {/C} 
{C:#008000} - Green text {/C} 
{C:#800080} - Purple text {/C} 
{C:#0000ff} - Blue text {/C} 
F@/  
 

 
 
Produces: 
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Named colors can also be used instead of the hex code.  
 
For example, 
 

 

/@F {B} Color examples: {/B} 
 
{C:grey} - Grey text {/C} 
{C:white} - White text {/C} 
{C:red} - Red text {/C} 
{C:yellow} - Yellow text {/C} 
{C:green} - Green text {/C} 
{C:purple} - Purple text {/C} 
{C:blue} - Blue text {/C} 
F@/  

 
Also produces: 
 

 
 

4.17.2.14 Unordered Bullet Lists 

Bullet levels are identified by the codes {BLT:x}Bullet text goes here {/BLT:x} where x represents the desired bullet level. 
 
The {BLT:x} {/BLT:x} must not contain any line breaks. If a line break is desired the {BR} code may be used to force a line 
break. 
 



MELD User Guide 3.1 

June 1, 2021 

 
Bullet graphics may be modified as desired within the interface \ media folder within the IME interface folders. The 
graphic names are bltx.png (frame text bullets) and wcan_bltx.png (WCAN bullets), where x represents the bullet level.  
 
Example: 
 

 

/@F {B} Dimensions: {/B} 
 
{BLT:1} Folded: {/BLT:1} 
{BLT:2} Length 60 feet, 6 inches {/BLT:2} 
{BLT:2} Width 27 feet, 7 inches {/BLT:2} 
{BLT:2} Height 18 feet, 7 inches {/BLT:2} F@/ 
 

 
 
Produces: 
 

 
 
Currently four bullet layers are supported. 
 
Example: 
 

 

/@F {B}Bullet level examples: {/B} 
 
{BLT:1} First level bullet {/BLT:1} 
{BLT:2} Second level bullet {/BLT:2}  
{BLT:3} Third level bullet {/BLT:3}  
{BLT:4} Fourth level bullet {/BLT:4}  
F@/ 
 

 
Produces: 
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4.17.2.15 Ordered Bullet Lists 

Bullet levels are identified by the same codes as the unordered bullets lists above with the list item character / number 
text following a second colon.  
 
Example: 
 

/@F {B}Emergency Equipment: {/B} 
 
{BLT:1:5.} Flightcrew Emergencies {/BLT:1:5.} 
 
{BLT:2:a.} Forced landing/ditching {/BLT:2:a.} 
 
{BLT:3:(1)} Water landing {/BLT:3:(1)} 
 
{BLT:4:(a)} Controlled {/BLT:4:(a)} 
{BLT:4:(b)} Uncontrolled {/BLT:4:(b)} 
{BLT:4:(c)} Egress/regroup {/BLT:4:(c)} 
 
{BLT:3:(2)} Unprepared sites {/BLT:3:(2)} 
 
{BLT:4:(a)} Controlled {/BLT:4:(a)} 
{BLT:4:(b)} Uncontrolled {/BLT:4:(b)} 
{BLT:4:(c)} Obstacle avoidance {/BLT:4:(c)} 
{BLT:4:(d)} Egress/regroup {/BLT:4:(d)} 
F@/ 
 

 

 
Produces: 
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4.17.2.16 Columns 

The below example will create two columns each taking up 50% of the space. Up to 10 columns are supported and all 
column values should add up to 100%.  
 
 {COLUMNS:50:50} 
 {COL:1}First line of text on column1. 
  Second line of text on column 1.  
  {/COL:1} 
 {COL:2}First line of text on column 2. 
  Second line of text on column 2.  
  {/COL:2} 
 {/COLUMNS} 

4.17.2.17 Hypertext 

HyperText is marked with the HT tag. The color of HyperText is determined by the interface. Student interactions with 
HyperText can trigger different actions such as changing graphics, changing text, or launching warning / caution / note 
popups. The vertical line character (|) is used to separate a Trigger from its Action, and an Action from any other 
Triggers. Multiple Actions can be included for a given Trigger by using a plus symbol (+). 
 
All HyperText coding will need to be placed outside of any existing formatting codes such as bullet, alignment, color, 
bolding, and indention. 
 
If the media navigation is not referencing the _root timeline, then a graphic instance will need to be specified within the 
@G block. If the _root timeline is desired, a @G block will not be used. 
 
For example: 
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/@G chcs0002_mcInstance G@/  

 Roll-over and Roll-out Triggers 

When a HyperText element is moused over, it carries out the Action associated with the roll-over Trigger. The default 
Action will navigate to a subframe of a media object (Flash or Animate CC). When the mouse rolls away from the 
HyperText element, the roll-out Trigger’s Action is executed. 
 
{HT:rollOver|2|rollOut|1}{C:#ffff00}{B}ECCM{/B}{/C}{/HT} 
 

The {C:#ffff00} and {B} codes are optional and set the yellow color and boldface. When used with the @G tag example 
above, the HT code tells the media object to navigate the movie clip named chcs0002_mcInstance to subframe 2 when 
the text ECCM is rolled over (rollOver), and return to subframe 1 when rolled out (rollOut). 
 

 Release Triggers 

The other trigger for an HT is “release”, i.e., {HT:release|3}{C:#ffff00}{B}Click Here{/B}{/C}{/HT} 
 

The {C:#ffff00} and {B} codes are optional and set the yellow color and boldface. When used with the @G block example 
above, the HT code tells the media object to navigate the movie clip named “chcs0002_mcInstance” to subframe 3 when 
the text “Click Here” is clicked. 
 
 

To navigate to the NEXT SCO frame instead of a subframe within the movie instance, enter NEXT instead of the movie 
frame number: 
 
{HT:release|NEXT}{C:#ffff00}{B}Click Here{/B}{/C}{/HT} 
 

 Change Subframe Action (Flash / Animate) 

The roll-over, roll-out, and release trigger examples above demonstrate the default Action, which is a number between 1 
and the total number of subframes contained within the external media object (Flash or Animate). On execution of the 
trigger, the action will navigate the associated media object to the specified subframe. 

 Change Image Action 

This Action can be used for frames with static images (not Flash or Animate). To change an image, add the IMAGE code 
from a release, roll-over, or roll-out Trigger. The example below changes the image to A5_231_6867a.jpg on roll-over 
and back to A5_231_6867.jpg on roll-out. 
 
The pipe is {HT:rollOver|IMAGE:A5_231_6867a.jpg|rollOut|IMAGE:A5_231_6867.jpg} magnetized prior to sweeping 
{/HT} and potentially requires re-magnetization after each mine actuation. 

 Change Text Block Action 

To change a block of text from HyperText, first add the text block to the frame text area, using any of the blocks @F, @R, 
@P. 
 
Next add the BLOCK code to change the text block from a release, roll-over, or roll-out Trigger. The example below 
displays subframe 6 within the media object as well as changing the text block to the second block of text. Both actions 
are separated by the plus symbol (+). 
 
{HT:release|6+BLOCK:2}{BLT:2:n.} Utility Hydraulic Reservoir condition, fluid quantity, accumulator pressure, and 
reservoir drain valve closed.{/BLT:2:n.}{/HT} 
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 Launch WCAN Action 

To launch a WCAN from HyperText, first add the WCAN Smart Text to the frame text area and include a unique name to 
describe the WCAN. The unique name will follow the WCAN block text. For example, the name Step2 was given to this 
WCAN that needs to open when the second hypertext step is clicked. 

 
/%W:Step2 If the safety wire is broken or not installed, torque stripe is missing or not aligned at any location the aircraft 
shall be restricted from flight. W%/ 
 
Next add the WCAN code to open the WCAN from a release, roll-over, or roll-out Trigger. The example below displays 
subframe 5 within the media object as well as launching the WCAN identified as “Step2”.  
 
{HT:release|5+WCAN:Step2}{BLT:1:2.} Core bolts / critical attachment bolts - Checked {/BLT:1:2.}{/HT} 

 Default HyperText Values 

There are three default values located within the interface_config.js file that control HyperText.  

4.17.2.17.7.1 IS_HyperText_Default 

If this variable contains a value, the value will be used as the default color for each hyperlink. If another color is desired, 
the color code can be used within the hypertext coding to override this default value. 

4.17.2.17.7.2 IS_HyperText_Visited 

If this variable contains a value, the value will be used as the text color after the hypertext has been visited (clicked or 
rolled over).  

4.17.2.17.7.3  IS_EnableNextHyperlinks 

If this variable is set to true, a call to enable the next button will be sent after each hypertext on the frame has been 
visited (clicked or rolled over). This value can be overwritten on a per frame basis by entering: {Override:Next} within the 
frame text field.  

 

4.17.2.18 External Media 

There are two functions that allow an external media object to control the content area.  

 WCANopen 

Call WCANopen to allow a WCAN to open from an external media file (e.g., graphic hotspot). The id created for the 
WCAN within the frame text field will need to be passed with the call.  
 
For example: WCANopen('SafetyPins'); 
 
Where SafetyPins is included in the frame text field like this: 
 
/%W:SafetyPins Safety pins shall remain installed before and after combat entry / exit checklist. W%/  

 SwitchBlock 
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Call SwitchBlock to allow a new block of text to display from an external media file (e.g., graphic hotspot). The block 
number sequence within the frame text field will need to be passed with the call. For example, this call will change the 
frame text, reply text, and prompt text to the second block of text:  

 
SwitchBlock(2); 

4.17.3 Other Content Areas 
Smart Text was designed to work within the frame text field. However, other areas do allow Smart Text formatting 
codes. Below is a list of the formatting codes allowed within these other content areas.  
 
To enter formatting codes for these content areas, enter only the formatting code. Do not enter Smart Text block tags. 
Refer to the above section “Smart Text Formatting Codes” for more information concerning each formatting code.  
 

4.17.3.1 Question Text 

 

 Left Margin 

 Text Alignment 

 PAD 

 Bold Text 

 Italic Text 

 Underlined Text 

 Superscript Text 

 Subscript Text 

 Special Characters 

 Color Code 

 Unordered Bullet Lists 

 Ordered Bullet Lists 

 Classification Frame Marker: To add a classification frame marker to a question frame, use the following format 
and replace the highlighted area with the desired classification (“UNCLASSIFIED, CONFIDENTIAL, or SECRET”). 

[[C: UNCLASSIFIED]] 
 

 

4.17.3.2 Question Distractor, Question Feedback, Prompt text (Instructional Text), Menu 
Titles, and Frame Titles 

 

 Bold Text 

 Italic Text 

 Underlined Text 

 Superscript Text 

 Subscript Text 

 Special Characters 

 Color Code 
 

4.17.3.3 Instructor / Student Guide Text 
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 Bold Text 

 Italic Text 

 Underlined Text 

 Superscript Text 

 Subscript Text 

 Special Characters 

 Color Code 

 Unordered Bullet Lists 

 Ordered Bullet Lists 

 Column Text 

 Related Instructor Activity 
 

4.17.4 Instructor / Student Guide Only Smart Blocks and Codes 
The following blocks and code are only applicable to the instructor guides and student guides. These blocks and codes 
cannot be applied to other content areas such as frame and question text. 

4.17.4.1 Instructor Guide only  

Anything within the @IO block will display only within the instructor guide and not within the student guide. Anything 
outside of the @IO block or @SO block will display in both student and instructor guides. 

4.17.4.2 Student Guide only  

Anything within the @SO block will display only within the student guide and not within the instructor guide. 

4.17.4.3 Figure 

The figure smart code will insert a figure into the instructor or student guide. The text that appears after the colon will 
be used to create the table of figures. The figure will need to be added as an additional asset from within the Asset tab. 

{FIG: FigureFileName.jpg:Title of the Figure} 

4.17.4.4 Image 

The image smart code will insert an image into the instructor or student guide. An image is the same as a figure but does 
not contain a figure title and will not be part of the table of figures. The image will need to be added as an additional 
asset from within the Asset tab. 
 
{IMG:ImageFileName.jpg} 

4.17.4.5  Related Instructor Activity 

The Related Instructor Activity will display in blue font within the Instructor Guide. Since this is an instructor guide only 
code, the @IO blocks are not needed. 
 
{RIA}…{/RIA} 

4.17.4.6  BOX 

The {BOX}…{/BOX} code will display a border around a group of text. 
 
 For example:  
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Becomes: 
 

 

4.17.4.7 Page Break 

The page break code {PB} will insert a page break within the student or instructor guide. 
 

4.17.5 Frame Examples 

4.17.5.1 Frame Text, Prompt Text, and Multiple Warning Popups 

The following example includes frame text, prompt text, and two warning popups. Multiple warning, caution, and note 
popups can be entered and will be presented in the order they appear within the frame text area. 
 

/@F Apply 55 PSI refueling pressure. Ensure the LEFT and RIGHT FUEL CONTENTS (green) lights are on when the 
refueling pressure is applied. Fuel can be stopped from entering the external tanks by setting the EXT TANK LOCKOUT 
switch to the LOCKOUT position. Monitor the external fuel control panel assembly, if the tanks become 
overpressurized during refueling, the TANK OVER PRESS warning light will come on. If this occurs, stop refueling 
immediately and investigate the cause. F@/ 

 
/@P Select the PLAY button. P@/ 
/%W To prevent injury to personnel and damage to equipment, do not attempt to refuel aircraft if fuel enters tanks. 
W%/ 
/%W To prevent injury to personnel and damage to equipment, do not exceed 55 psi refueling pressure. W%/ 
 

 

Note: For single Smart Text blocks, the prompt text can be entered within the Instructional / Prompt Textbox on the 
Instruction Tab and will not be required within the frame text area.  

4.17.5.2 Multiple Interaction with Comment Blocks 

The following example includes 2 frame text and 2 prompt text blocks. Multiple frame and prompt text blocks are used 

when the media objects contain multiple interactions with the frame. As you can see, the first “frame” of Smart 

Text will contain the prompt “Select the NAME block.” Once the student selects the NAME block as indicated, the 

prompt text will change to “Select the STANDARD rating” and the frame text will change accordingly. 

Comment blocks are used to document where the frame originated from as well as document the type of frame.  
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The example also demonstrates using the left margin formatting code.  

 

 
/@- Frame 1/8 (4) -@/ 
/@- PORTRAIT -@/ 
/@F Instrument Checkflight Procedures 

 
The following screens will present a review of the data you need to complete the NATOPS INSTRUMENT RATING 
REQUEST. 

 
Fill in the top section of the OPNAV 3710/2 with your: 
{LM:5} - name  
{LM:5} - grade  
{LM:5} - EDIPI number  
{LM:5} - date  
{LM:5} - unit  
{LM:5} - and check either the 
{LM:5} standard or speciaL block. 
{LM:0} 

 
F@/ 
/@P Select the NAME block. P@/ 

 
/@- Frame 2/8 (5) -@/ 
/@- PORTRAIT -@/ 
/@F Instrument Checkflight Procedures 

 
There are two types of instrument ratings: 
{LM:5} - STANDARD 
{LM:5} - SPECIAL. 
{LM:0} 

 
F@/ 
/@P Select the STANDARD rating. P@/ 
 

 
 

4.17.5.3 Hyperlink Interaction (Changing the media frame) 

The following example contains four hyperlinks that navigate to a certain media frame when clicked. The first block 
contains the instance name of the movieclip object on the root timeline of the media object. When a student clicks on a 
hypertext link, the movieclip object named in the /@G block, chbm0005_mcInstance, is being advanced to its second / 
third / fourth / fifth frame. 

This example also demonstrates using prompt text and a note popup. 

/@G chbm0005_mcInstance G@/  

/@F {B}Bearing Monitor System - Bearing Conditions{/B}  
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There are four Bearing Conditions:  

{HT:release|2}{C:#ffff00} - Vibration Detect Condition {/C}{/HT}  

{HT:release|3}{C:#ffff00} - Temperature Detect Condition {/C}{/HT}  

{HT:release|4}{C:#ffff00 } - Vibration Limit Condition {/C}{/HT}  

{HT:release|5}{C:#ffff00} - Temperature Limit Condition {/C}{/HT}  

F@/  

/@P Select yellow text to learn more. P@/  

/%N Vibration limit levels are multi-sample averages and may not correspond to a one-time VATS reading. N%/ 

 

 

4.17.5.4 Hyperlink Interaction (Changing the media frame and launching WCANS) 

The following example contains four bullet hyperlinks that navigate to a certain media frame when clicked. The 
navigation uses the _root timeline instead of a G block. The last bullet labeled “G.” also loads two WCANs listed as G1 
and G2. There is also an initial WCAN that loads at the launch of the frame. The default values for the hypertext color 
and visited color are set within the interface_config.js and are not part of the coding in this example. 

/@F F@/ 

/@R {HT:release|3}{BLT:1:D.} SOFT PANEL, LDG GEAR....................Check {AL:right}DOWN (CP) {/BLT:1:D.} 

 

{LM:75} If UP is highlighted, turn on the soft panel and select DOWN{/HT} 

 

{HT:release|4}{BLT:1:E.} Communication .................................Establish{AL:right} (P, CC/LM/CM) {/BLT:1:E.}  

 

{LM:75} Establish communication between flight station and crewmember.{/HT} 

 

 {HT:release|5}{BLT:1:F.}Utility hydraulic panel cover..................Remove {AL:right}(CC/LM/CM){/BLT:1:F.}{/HT} 

 

 {HT:release|6+WCAN:G1+WCAN:G2}{BLT:1:G.}Landing Gear Selector valve DOWN button....{AL:right} Press 

(CC/LM/CM){/BLT:1:G.} 
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{LM:75} If the landing gear does not extend, depress and hold the DOWN button until the main and nose landing gear 

are extended. 

{/HT} 

R@/ 

/%C If the soft panel selected gear position does not indicate DOWN, normal brakes will be unavailable and no 

ACAWS will be provided. Emergency brakes must be selected. C%/ 

/%C:G1 If the button requires holding to lower the gear, the mechanical detent in the Landing Gear Selector valve has 

failed. If nose wheel steering is required, the button must be held in. C%/ 

/%C:G2 The landing gear position indicators should continue to work on the hard panel as well as the soft panel, 

unless there is a data bus failure or a down lock switch failure. Visually check gear down position. C%/ 

 

 

4.17.5.5 Hyperlink Interaction (Changing the media frame, frame text, and launching 
WCANS) 

The following example contains nine hyperlinks that switch frame text and navigate to a certain media frame when 
clicked. Step m also launches a WCAN listed as Safety Pins. The navigation uses the _root timeline instead of a G block. 
The default values for the hypertext color and visited color are set within the interface_config.js and are not part of the 
coding in this example. 

 

/@F F@/ 

/@R 

 {HT:release|2+BLOCK:1}{BLT:1:2.} cont. {/BLT:1:2.}{/HT} 

 

 {HT:release|9+BLOCK:1}{BLT:2:i.} Tiedown devices - Stowed {/BLT:2:i.}{/HT} 

 

{HT:release|3+BLOCK:1}{BLT:2:j.} Escape ladder - Secured {/BLT:2:j.}{/HT} 

 

{HT:release|10+BLOCK:1}{BLT:2:k.} Forward seats and safety belts {/BLT:2:k.}{/HT} 

 



MELD User Guide 3.1 

June 1, 2021 

 

{HT:release|11+BLOCK:1}{BLT:2:l.} MLG emergency extension wrench {/BLT:2:l.}{/HT} 

 

{HT:release|4+WCAN:SafetyPins+BLOCK:1}{BLT:2:m.} CMDS safety pins - Installed {/BLT:2:m.}{/HT} 

 

{HT:release|6+BLOCK:2}{BLT:2:n.} Utility Hydraulic Reservoir condition, fluid quantity, accumulator pressure, and 

reservoir drain valve closed.{/BLT:2:n.}{/HT} 

 

{HT:release|7+BLOCK:3}{BLT:2:o.} Left MLG and flaps emergency engaging handles and hand crank {/BLT:2:o.}{/HT} 

 

{HT:release|8+BLOCK:4}{BLT:2:p.} Over head equipment rack {/BLT:2:p.}{/HT} 

 

R@/ 

 

/%W:SafetyPins Safety pins shall remain installed before and after combat entry / exit checklist. W%/ 

 

/@F The utility hydraulic accumulator is checked to ensure a preload of 1,500 +/- 100 psi is indicated. The engaging 

handles are pushed in; otherwise this will damage the flap or main landing gear mechanical linkage when the system 

is actuated. F@/ 

 

/@F Ensure handles are in the normal (stowed) position and the flap extension handle is pinned. F@/ 

/@F Check overhead equipment racks for defects, damage, and/or loose wires. F@/ 

 

4.17.5.6 Hyperlink Interaction (Override next and calling WCANS from external media) 

The following example contains three hyperlinks that navigate to a certain media frame when clicked. The navigation 
uses the _root timeline instead of a G block. When step F is clicked, the media object calls two WCANs listed as StepF1 
and StepF2. Override:Next is used that will allow the media object to control when the next button is enabled. The 
default values for the hypertext color and visited color are set within the interface_config.js and are not part of the 
coding in this example. 

/@F When safely airborne the landing gear is retracted and an initial angle of bank is established. F@/ 
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/@R {HT:release|2+WCAN:StepD}{BLT:1:D.}Bank angle........2-5 degrees into the operating {AL:right} engines 

(PF){/BLT:1:D} 

 

{LM:80} Establish 2-5 degrees angle of back away from the shutdown engines and then adjust angle of bank and 

rudder pedal force for zero side slip and apply rudder trim to reduce pedal force.  

{/HT} 

{BLT:1:E.} Airspeed.........Capture V {SUB}OBS{/SUB} (PF) {/BLT:1:E.} 

 

{I}When safely airborne with a positive rate of climb:{/I} 

 

{HT:release|4}{BLT:1:F.} GEAR.................................................. UP (PM) {/BLT:1:F.}{/HT} 

R@/ 

/%W:StepD Apply rudder trim, as required, after takeoff to reduce rudder forces and to increase margin above 

V{SUB}MCA{/SUB}. Operating with rudder out of trim may cause V{SUB}MCA{/SUB} to increase above en route climb 

speed and cause possible loss of control resulting in loss of aircraft. W%/ 

/%W:StepF1 Retracting gear and flaps simultaneously increases V{SUB}MCA{/SUB} because of the reduction in 

available hydraulic pressure to the rudder booster assembly. W%/ 

/%N:StepF2 Prior to reaching VOBS, the capability of the aircraft to climb is seriously reduced while the landing gear is 

retracting (18 seconds) and the propeller is being feathered. N%/ 

{Override:Next} 

4.17.5.7 Unordered Bullet List with Question Text 

 
The following example uses the formatting codes to produce an unordered bullet list within the question text area. Since 
this is the question text area, no smart text blocks are used.  
 

What is the drag index? 
 
GIVEN: 
{BLT:2}ALQ-157 Infrared Countermeasures System {PAD:375}6{/BLT:2} 
{BLT:2} (2) External wing tanks and pylons {PAD:375}18{/BLT:2} 
{BLT:2} (2) Refueling pods and pylons (drogues stowed) {PAD:375}19 {/BLT:2} 
{BLT:2} Defensive systems (loaded) {PAD:375}8{/BLT:2} 

 



MELD User Guide 3.1 

June 1, 2021 

 

4.17.6 Smart Text Special Character References 
 

Character Description 
Smart Text By 
Name 

Smart Text By 
Hex 

 
Display in 

SCO 

Latin small f with hook = function = florin {SC}fnof{/SC} {SC}%u192{/SC} ƒ 

Greek capital letter alpha {SC}Alpha{/SC} {SC}%u391{/SC} Α 

Greek capital letter beta {SC}Beta{/SC} {SC}%u392{/SC} Β 

Greek capital letter gamma {SC}Gamma{/SC} {SC}%u393{/SC} Γ 

Greek capital letter delta {SC}Delta{/SC} {SC}%u394{/SC} Δ 

Greek capital letter epsilon {SC}Epsilon{/SC} {SC}%u395{/SC} Ε 

Greek capital letter zeta {SC}Zeta{/SC} {SC}%u396{/SC} Ζ 

Greek capital letter eta {SC}Eta{/SC} {SC}%u397{/SC} Η 

Greek capital letter theta {SC}Theta{/SC} {SC}%u398{/SC} Θ 

Greek capital letter iota {SC}Iota{/SC} {SC}%u399{/SC} Ι 

Greek capital letter kappa {SC}Kappa{/SC} {SC}%u39A{/SC} Κ 

Greek capital letter lambda {SC}Lambda{/SC} {SC}%u39B{/SC} Λ 

Greek capital letter mu {SC}Mu{/SC} {SC}%u39C{/SC} Μ 

Greek capital letter nu {SC}Nu{/SC} {SC}%u39D{/SC} Ν 

Greek capital letter xi {SC}Xi{/SC} {SC}%u39E{/SC} Ξ 

Greek capital letter omicron {SC}Omicron{/SC} {SC}%u39F{/SC} Ο 

Greek capital letter pi {SC}Pi{/SC} {SC}%u3A0{/SC} Π 

Greek capital letter rho {SC}Rho{/SC} {SC}%u3A1{/SC} Ρ 

Greek capital letter sigma {SC}Sigma{/SC} {SC}%u3A3{/SC} Σ 

Greek capital letter tau {SC}Tau{/SC} {SC}%u3A4{/SC} Τ 

Greek capital letter upsilon {SC}Upsilon{/SC} {SC}%u3A5{/SC} Υ 

Greek capital letter phi {SC}Phi{/SC} {SC}%u3A6{/SC} Φ 

Greek capital letter chi {SC}Chi{/SC} {SC}%u3A7{/SC} Χ 

Greek capital letter psi {SC}Psi{/SC} {SC}%u3A8{/SC} Ψ 

Greek capital letter omega {SC}Omega{/SC} {SC}%u3A9{/SC} Ω 

Greek small letter alpha {SC}alpha{/SC} {SC}%u3B1{/SC} α 

Greek small letter beta {SC}beta{/SC} {SC}%u3B2{/SC} β 

Greek small letter gamma {SC}gamma{/SC} {SC}%u3B3{/SC} γ 

Greek small letter delta {SC}delta{/SC} {SC}%u3B4{/SC} δ 

Greek small letter epsilon {SC}epsilon{/SC} {SC}%u3B5{/SC} ε 
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Character Description 
Smart Text By 
Name 

Smart Text By 
Hex 

 
Display in 

SCO 

Greek small letter zeta {SC}zeta{/SC} {SC}%u3B6{/SC} ζ 

Greek small letter eta {SC}eta{/SC} {SC}%u3B7{/SC} η 

Greek small letter theta {SC}theta{/SC} {SC}%u3B8{/SC} θ 

Greek small letter iota {SC}iota{/SC} {SC}%u3B9{/SC} ι 

Greek small letter kappa {SC}kappa{/SC} {SC}%u3BA{/SC} κ 

Greek small letter lambda {SC}lambda{/SC} {SC}%u3BB{/SC} λ 

Greek small letter mu {SC}mu{/SC} {SC}%u3BC{/SC} μ 

Greek small letter nu {SC}nu{/SC} {SC}%u3BD{/SC} ν 

Greek small letter xi {SC}xi{/SC} {SC}%u3BE{/SC} ξ 

Greek small letter omicron {SC}omicron{/SC} {SC}%u3BF{/SC} ο 

Greek small letter pi {SC}pi{/SC} {SC}%u3C0{/SC} π 

Greek small letter rho {SC}rho{/SC} {SC}%u3C1{/SC} ρ 

Greek small letter final sigma {SC}sigmaf{/SC} {SC}%u3C2{/SC} ς 

Greek small letter sigma {SC}sigma{/SC} {SC}%u3C3{/SC} σ 

Greek small letter tau {SC}tau{/SC} {SC}%u3C4{/SC} τ 

Greek small letter upsilon {SC}upsilon{/SC} {SC}%u3C5{/SC} υ 

Greek small letter phi {SC}phi{/SC} {SC}%u3C6{/SC} φ 

Greek small letter chi {SC}chi{/SC} {SC}%u3C7{/SC} χ 

Greek small letter psi {SC}psi{/SC} {SC}%u3C8{/SC} ψ 

Greek small letter omega {SC}omega{/SC} {SC}%u3C9{/SC} ω 

Greek small letter theta symbol {SC}thetasym{/SC} {SC}%u3D1{/SC} ϑ 

Greek upsilon with hook symbol {SC}upsih{/SC} {SC}%u3D2{/SC} ϒ 

Greek pi symbol {SC}piv{/SC} {SC}%u3D6{/SC} ϖ 

bullet = black small circle {SC}bull{/SC} {SC}%u2022{/SC} • 

horizontal ellipsis = three dot leader {SC}hellip{/SC} {SC}%u2026{/SC} … 

prime = minutes = feet {SC}prime{/SC} {SC}%u2032{/SC} ′ 

double prime = seconds = inches {SC}Prime{/SC} {SC}%u2033{/SC} ″ 

overline = spacing overscore {SC}oline{/SC} {SC}%u203E{/SC} ‾ 

fraction slash {SC}frasl{/SC} {SC}%u2044{/SC} ⁄ 

script capital P = power set = Weierstrass p {SC}weierp{/SC} {SC}%u2118{/SC} ℘ 

blackletter capital I = imaginary part {SC}image{/SC} {SC}%u2111{/SC} ℑ 

blackletter capital R = real part symbol {SC}real{/SC} {SC}%u211C{/SC} ℜ 
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Character Description 
Smart Text By 
Name 

Smart Text By 
Hex 

 
Display in 

SCO 

trade mark sign {SC}trade{/SC} {SC}%u2122{/SC} ™ 

alef symbol = first transfinite cardinal {SC}alefsym{/SC} {SC}%u2135{/SC} ℵ 

leftwards arrow {SC}larr{/SC} {SC}%u2190{/SC} ← 

upwards arrow {SC}uarr{/SC} {SC}%u2191{/SC} ↑ 

rightwards arrow {SC}rarr{/SC} {SC}%u2192{/SC} → 

downwards arrow {SC}darr{/SC} {SC}%u2193{/SC} ↓ 

left right arrow {SC}harr{/SC} {SC}%u2194{/SC} ↔ 

downwards arrow with corner leftwards = 
carriage return 

{SC}crarr{/SC} {SC}%u21B5{/SC} ↵ 

leftwards double arrow {SC}lArr{/SC} {SC}%u21D0{/SC} ⇐ 

upwards double arrow {SC}uArr{/SC} {SC}%u21D1{/SC} ⇑ 

rightwards double arrow {SC}rArr{/SC} {SC}%u21D2{/SC} ⇒ 

downwards double arrow {SC}dArr{/SC} {SC}%u21D3{/SC} ⇓ 

left right double arrow {SC}hArr{/SC} {SC}%u21D4{/SC} ⇔ 

for all {SC}forall{/SC} {SC}%u2200{/SC} ∀ 

partial differential {SC}part{/SC} {SC}%u2202{/SC} ∂ 

there exists {SC}exist{/SC} {SC}%u2203{/SC} ∃ 

empty set = null set = diameter {SC}empty{/SC} {SC}%u2205{/SC} ∅ 

nabla = backward difference {SC}nabla{/SC} {SC}%u2207{/SC} ∇ 

element of {SC}isin{/SC} {SC}%u2208{/SC} ∈ 

not an element of {SC}notin{/SC} {SC}%u2209{/SC} ∉ 

contains as member {SC}ni{/SC} {SC}%u220B{/SC} ∋ 

n-ary product = product sign {SC}prod{/SC} {SC}%u220F{/SC} ∏ 

n-ary sumation {SC}sum{/SC} {SC}%u2211{/SC} ∑ 

minus sign {SC}minus{/SC} {SC}%u2212{/SC} − 

asterisk operator {SC}lowast{/SC} {SC}%u2217{/SC} ∗ 

square root = radical sign {SC}radic{/SC} {SC}%u221A{/SC} √ 

proportional to {SC}prop{/SC} {SC}%u221D{/SC} ∝ 

infinity {SC}infin{/SC} {SC}%u221E{/SC} ∞ 

angle {SC}ang{/SC} {SC}%u2220{/SC} ∠ 

logical and = wedge {SC}and{/SC} {SC}%u2227{/SC} ∧ 

logical or = vee {SC}or{/SC} {SC}%u2228{/SC} ∨ 
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Character Description 
Smart Text By 
Name 

Smart Text By 
Hex 

 
Display in 

SCO 

intersection = cap {SC}cap{/SC} {SC}%u2229{/SC} ∩ 

union = cup {SC}cup{/SC} {SC}%u222A{/SC} ∪ 

integral {SC}int{/SC} {SC}%u222B{/SC} ∫ 

therefore {SC}there4{/SC} {SC}%u2234{/SC} ∴ 

tilde operator = varies with = similar to {SC}sim{/SC} {SC}%u223C{/SC} ∼ 

approximately equal to {SC}cong{/SC} {SC}%u2245{/SC} ≅ 

almost equal to = asymptotic to {SC}asymp{/SC} {SC}%u2248{/SC} ≈ 

not equal to {SC}ne{/SC} {SC}%u2260{/SC} ≠ 

identical to {SC}equiv{/SC} {SC}%u2261{/SC} ≡ 

less-than or equal to {SC}le{/SC} {SC}%u2264{/SC} ≤ 

greater-than or equal to {SC}ge{/SC} {SC}%u2265{/SC} ≥ 

subset of {SC}sub{/SC} {SC}%u2282{/SC} ⊂ 

superset of {SC}sup{/SC} {SC}%u2283{/SC} ⊃ 

not a subset of {SC}nsub{/SC} {SC}%u2284{/SC} ⊄ 

subset of or equal to {SC}sube{/SC} {SC}%u2286{/SC} ⊆ 

superset of or equal to {SC}supe{/SC} {SC}%u2287{/SC} ⊇ 

circled plus = direct sum {SC}oplus{/SC} {SC}%u2295{/SC} ⊕ 

circled times = vector product {SC}otimes{/SC} {SC}%u2297{/SC} ⊗ 

up tack = orthogonal to = perpendicular {SC}perp{/SC} {SC}%u22A5{/SC} ⊥ 

dot operator {SC}sdot{/SC} {SC}%u22C5{/SC} ⋅ 

left ceiling = APL upstile {SC}lceil{/SC} {SC}%u2308{/SC} ⌈ 

right ceiling {SC}rceil{/SC} {SC}%u2309{/SC} ⌉ 

left floor = APL downstile {SC}lfloor{/SC} {SC}%u230A{/SC} ⌊ 

right floor {SC}rfloor{/SC} {SC}%u230B{/SC} ⌋ 

left-pointing angle bracket = bra {SC}lang{/SC} {SC}%u2329{/SC} 〈 

right-pointing angle bracket = ket {SC}rang{/SC} {SC}%u232A{/SC} 〉 

lozenge {SC}loz{/SC} {SC}%u25CA{/SC} ◊ 

black spade suit {SC}spades{/SC} {SC}%u2660{/SC} ♠ 

black club suit = shamrock {SC}clubs{/SC} {SC}%u2663{/SC} ♣ 

black heart suit = valentine {SC}hearts{/SC} {SC}%u2665{/SC} ♥ 

black diamond suit {SC}diams{/SC} {SC}%u2666{/SC} ♦ 

Copyright {SC}copy{/SC} {SC}%uA9{/SC} © 
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Character Description 
Smart Text By 
Name 

Smart Text By 
Hex 

 
Display in 

SCO 

Degree {SC}deg{/SC} {SC}%uB0{/SC} ° 

Plus / Minus {SC}plusmn{/SC} {SC}%uB1{/SC} ± 

Double Dagger {SC}Dagger{/SC} {SC}%u2021{/SC} ‡ 

Dagger {SC}dagger{/SC} {SC}%u2020{/SC} † 

Heavy Check Mark  {SC}%u2714{/SC} ✔ 

Check Mark  {SC}%u2713{/SC} ✓ 

Right Pointing Pointer  {SC}%u25BA {/SC} ► 

 
 

5 CMATT  
The Configuration Management Tracking Tool, or CMATT, is used to track SCO changes within the project. All SCOs 
created within IME will be presented as configuration items (CI)s within CMATT. Before team members can use CMATT, 
management will need to setup the project and dropdown values from Project Administration>Configure CMATT.  

5.1 CI Summary 
The CI summary gives you an overview of the configuration items that are in CMATT. 

 
CI Summary 

The following columns are available: 
 

 CI# - the curriculum id displayed for the SCO within IME 

 Platform – the platform for the SCO created within IME 

 Outline– the outline for the SCO created within IME 

 Parent – the parent curriculum item created for the SCO within IME 

 CI Description – the folder name and SCO title for the SCO created within IME 

 Product Type – The SCO type selected within IME 

 Classification – The classification selected within IME 
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5.2 CR Input 
To create a new change request record, click on the CR Input menu option on the main CMATT screen. To create a 
change request for a SCO, select a platform, outline, and CI. 
 

 
CR Input 

 
Fill in the following fields: 
 

 CR # - If Auto Id is set to false during CMATT project setup, the user will need to enter a CR number manually. If 
Auto Id is set to true the value is automatically created based on the fiscal year and unique id. 

 Originator Date - the originator is the person who originally created the CR, not the person who is entering it 
into the system 

 Originator Name - the name of the person who originated the CR 

 Originator E-Mail - the email of the person who originated the CR 

 Originator Company / Command - the company / command of the person from which the CR originated 

 Originator Phone # - the phone number of the person from which the CR originated 

 Method of Courseware Delivery - the method with which the courseware is delivered 

 Comment/Recommendations - the description of the CR 

 Frame(s) - the frame in a SCO the CR pertains to. If Auto Id is set to true, this is a multiple selection allowing the 
user to add a comment to more than one frame at a time.  

 Pri 1 - if the CR is a priority 1 CR, check the checkbox (only available if not a MELD or Project Administrator) 
 

The following fields are available if you are a MELD or Project Administrator: 
 

 Valid - indicates if the CR is valid or not, blank indicates it has not yet been validated or invalidated  

 Priority - the priority level for the CR  

 Complexity - the level of complexity for the CR 
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Click the Add CR button to save the record when finished.  
 

5.2.1 View CRs 
To view CRs for the selected SCO, select the find button next to the SCO title. To filter the results per frame, a frame or 
multiple frames can be selected from the frames dropdown on the CR input form. 
 

 

5.3 CR Global Input 
If you click on a folder level above the SCO, a global CR entry form will appear which will allow a CR to be entered for all 
SCOs within the folder. This can be particularly helpful for new style changes that have been approved by the customer 
and ready to implement. You also have the capability to enter the valid, priority, and complexity directly from the entry 
form for these global CRs.  
 
This new entry form initially calls a separate page “CR_inputForm_All.asp” to allow the security module to only allow 
certain permissions access to this feature, if desired. For example, you may want all users to be able to enter CRs, but 
only the PM to have the global CR feature.  
 
The Auto Id value during CMATT Project Setup should be set to True for global CRs to be accessible. 
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CR Global Input 

 

5.4 CR Summary 
The CR Summary screen displays a summary listing of all CRs not yet delivered sorted by the change request id in 
descending order.  
 
Items in dark grey have been placed into work.  

 
CR Summary 

5.4.1 Columns 

The following columns are available: 
 

 CR# - If Auto Id is set for the project, a unique number assigned to the CR, consists of the year and a unique id. If 
Auto Id is not set, this value is the user entered value when the CR was created. 

 Commentor - the originator of the CR 

 Platform – the platform for the SCO created within IME 

 Outline– the outline for the SCO created within IME 
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 Parent – the parent curriculum item created for the SCO within IME 

 CI Description – the folder name and SCO title for the SCO created within IME 

 Frame / View –.The Frame column displays the IME frame number and the View column will bring up a preview 
of the IME frame.  

 Comment - the CR comment 

 Valid? - indicates if the CR is valid or not, blank indicates it has not yet been validated or invalidated 

 Priority - the priority for the CR 

 Complexity - the level of complexity for the CR 

 Info - Click the Info button to bring up the CR Information Screen. The Info button will display in yellow if notes 
exist for the CR 

 Edit – Click the Edit button to edit the CR. This button will be unavailable after the CR has been placed into work. 
 

5.4.2 CR Information Screen 
Selecting the Info button for a change request, will open a screen containing more information about the change 
request. 
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CR Summary – Info 

 
The following fields are available: 
 

 CR# - If Auto Id is set for the project, a unique number assigned to the CR, consists of the year and a unique id. If 
Auto Id is not set, this value is the user entered value when the CR was created. 

 SCO – this field is not labeled, but appears at the top of the screen and is the name of the SCO the CR was 
entered for 

 Commentor Name - the name of the person who originated the CR 

 Commentor Company / Command - the company / command of the person from which the CR originated 

 Commentor Email - the email of the person who originated the CR 

 Commentor Phone # - the phone number of the person from which the CR originated 

 Date Originated - the originator is the person who originally created the CR, not the person who is entering it 
into the system 

 Received By – The user name of the person who entered the CR into the system and the date/time stamp it was 
entered 

 Method of Courseware Delivery - the method with which the courseware is delivered 

 Frame Information - the frame in a SCO the CR pertains to 

 Comment/Recommendations - the description of the CR 

 Is Valid - indicates if the CR is valid or not, blank indicates it has not yet been validated or invalidated 

 Validated By - The MELD user name of the person who validated the CR 

 Validated Date - The date and time stamp the CR was validated 

 Priority - the priority for the CR 

 Complexity - the level of complexity for the CR 

 Notes – Notes that were added to the CR via the Add Note function 
 

5.4.2.1 Add a Note 

To add a Note to the CR, click the Add Note button. 
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CR Information – Add a Note 

Enter the note. Notes are appended to the end of any pre-existing notes. To save the changes click Submit Note. To 
abort any changes click Cancel. 
 

5.4.3 Edit CR Screen 
Selecting the Edit button for a change request, will open a screen containing editable fields. Change any of the desired 
fields and then select the Submit Changes button. The CR Summary page will refresh displaying the changed 
information. 
 
The following fields are available: 
 

 CI: This selection displays the SCO the change request was entered for. If the change request was entered 
against the wrong SCO, the correct SCO can be selected. 

 Comment/Recommendation: The comment can be modified by entering the new comment in the text area. 

 Frame #: This selection displays the IME frame the change request was entered for. If the change request was 
entered against the wrong frame, the correct frame can be selected. 

 Notes: Additional notes can be added and will append to existing notes.  
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 Assign: Change requests can be assigned to a discipline before they are placed in work by selecting a value 
within this dropdown. When the change requests are placed into work, the discipline assignment will carry over 
into the online review comments.  

 

 
Edit CR Screen 

 

5.4.4 Filter 

The left side of the screen contains selection boxes that allow you to limit and/or organize the change request output. 
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CR Summary Left Screen 

Filtering permits the user to display only those records that meet selected criteria. Multiple criteria can be selected. The 
following filter options are available: 
 
Filter CRs By 

 In Work - display only those change requests that have been placed into work  

 Pending Work - display only valid change requests that have not been placed into work 

 TBD - display only change requests that have not been validated  

 None - display all records 
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Company / Command 
Display only those change requests that belong to the selected Company / Command.  
 
Outline 
Display only those change requests that belong to the selected Outline  
 
Lists 
Display only those change requests that belong to the selected List. 

5.4.5 Bulk Update Selected CRs 
The left side of the screen also allows a user to update the valid, priority, and complexity selections for the selected CRs. 
To select a CR, check the checkbox in the first column for the CR row. To select all CRs, check the checkbox in the left 
column within the header row. Use the Shift key to select a range of CRs. After all selections have been made, click 
Update Selected CRs. 

5.4.6 Create New List 

The left side of the screen also allows a user to create a saved list of selected CRs. To select the CRs for the list, check the 
checkbox in the first column of the CR row or check the checkbox in the left column within the header row to select all 
CRs. After the CRs have been selected, enter a name for the saved list, e.g., “CCB March 2013”, and then select the 
Create New List button.  
 
The list will display on screen and also added to the Lists section of the filter. 
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To edit the list, select the Edit button. CRs can be added or removed from the list using the Remove From List and Add 
to List buttons. 
 

 
CR Summary List – Edit 

To print the list, select the Print button. The list will open in a new printer friendly report window. 
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CR Summary List – Print 

To remove the list, select the Remove button. 

5.5 Errata Summary 
The Errata Summary screen lists summary information for each SCO that has CRs attached to it. The results are initially 
sorted by the value for priority first and then by the products with the oldest CRs. 
 
 This screen also provides the user with buttons allowing them to place CRs into workflow, view more detailed 
information on the CRs, and edit any CRs that have not yet been put into workflow. 
 
When an Errata is placed in workflow, CMATT automatically turns CRs into comments. These comments appear in Online 
Review with an external user's id attached as the creator. The External User Account MUST be setup from Project 
Administration>Configure CMATT>Project Setup before CRs can be placed into work. If an external user has not yet been 
set up, a message will appear and the Errata Summary page will not be enabled until an external user account is 
assigned. 
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Errata Summary 

 

5.5.1 Columns 
The following columns are shown within the Errata Summary results. 
 

 Platform – the platform for the SCO created within IME 

 Outline– the outline for the SCO created within IME 

 Parent – the parent curriculum item created for the SCO within IME 

 CI Description – the folder name and SCO title for the SCO created within IME 

 CR Count 
o Valid - the number of CRs that have been validated 
o Not Valid - the number of CRs that have been marked as invalid 
o Pri 1 - if there is a priority 1 CR for the product, this information will appear in red on the screen. 
o TBD - the number of CRs with an undetermined status 
o Total Count - the total number of CRs 
o Sub – CRs – if the product is defined as a leading parent, it will contain a Valid, Not Valid, Pri 1, TBD, and 

Total Count numbers for all subordinate CRs 

 Priority - the highest priority of the active CRs; if there is a priority 1 CR this will be red.  

 Submit - Indicates the current status of the Errata, if there are CRs to place into work a Place in Work button will 
be available. A button with two green arrows indicates the item is already in work but has new CRs that can be 
added to the workflow process if desired. A Retire button is available for Errata with only Not Valid CRs. 

 Errata - clicking on the notepad icon brings up the Errata screen 
 

5.5.2 Filter 
The left side of the screen contains selection boxes that allow you to limit and/or organize the Errata output.  
 
Filtering permits the user to display only those records that meet selected criteria. Multiple criteria can be selected. The 
following filter options are available: 
 

 All CR - display all records 

 TBD CR – displays all products that contain at least one CR that has been validated but not yet placed into work 
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 Place in Work Errata – displays all products that contain at least one valid CR and currently do not have any 
existing CRs in work 

 Delivered Parent CR – if the product is a leading parent, displays each delivered CR with all products that have 
subordinate CRs. This allows the production lead to start work on the subordinate CRs as soon as the leading CRs 
are delivered. 

 

 
Errata Summary – Delivered Parent CR 

5.5.3 Errata 

The Errata screen displays all CRs that belong to the selected SCO that have not been delivered, sorted by the change 
request id in descending order.  
 
The Errata screen allows the user to assign a Valid status, Priority, and Complexity. Items which have a dark grey 
background are already in work and can only allow priority, complexity, and frame number edits by a user with Project 
Admin or MELD Admin permissions. 
 
 Items in yellow are subordinate CRs that should not be validated and placed in work until the master CR is delivered.  
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Errata – Generate Errata Popup 

 

5.5.3.1 Columns 

The following columns are shown within the Errata results. 
 

 CR# - If Auto Id is set for the project, a unique number assigned to the CR, that consists of the year and a unique 
id. If Auto Id is not set, this value is the user entered value when the CR was created. 

 Commentor - the name of the person who originated the CR 

 Frame # - the frame in a SCO the CR pertains to 

 View – allow a preview of the IME frame  

 Comment - the description of the CR 

 Valid? - indicates if the CR is valid or not; blank indicates it has not yet been validated or invalidated 

 Priority - the priority for the CR 

 Complexity - the level of complexity for the CR 

 Info - brings up the CR Information screen 

 Edit – brings up the Edit CR screen. CRs which are already in work will only allow a frame number edit by a user 
with Project Admin or MELD Admin permissions. Only users with Project Admin or MELD Admin permissions or 
the user that initially created the CR can edit the CR when the CR is not already in work. Refer to the above CR 
Summary>Edit CR Screen section for more information on the Edit CR fields. 

 Delete – allows the user to delete the CR. This button is only available after a CR has been invalidated. The user 
will be prompted with a confirmation popup before the deletion occurs. CRs which are already in work cannot 
be deleted. Only users with Project Admin or MELD Admin permissions or the user that initially created the CR 
can delete the CR. 
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5.5.3.2 Bulk Update Selected CRs 

The left side of the screen also allows a user to update the valid, priority, and complexity selections for the selected CRs. 
To select a CR, check the checkbox in the first column for the CR row. To select all CRs, check the checkbox in the left 
column within the header row. Use the Shift key to select a range of CRs. After all selections have been made, click 
Update Selected CRs. This bulk update is only available for CRs that have not been placed into work. 
 
Once the Validation information is updated, if the CR is valid, the status on the main Errata Summary page will change 
for the SCO involved. If the SCO was already in work, the user will have the option to add the new CR to the workflow. If 
the SCO was not in work, the user will have the option of placing it in work.  

5.5.3.3 Update Changed CRs 

Priority and complexity assignments are editable for items that are currently in work by selecting the new value within 
the drop-down menus and then selecting Update Changed CRs. These drop-down selections can also be updated for 
small individual CR update that a bulk update would not apply. 

5.5.3.4 Leading Product Errata 

When the Errata screen is generated for a leading product, a Checklist column is added to the CR row before the Edit 
column. Before sub-CRs can be entered against a leading product CR, CMATT will need to be configured with leading 
products, checklist types, and checklists. These are configured within the Project Administration>Configure CMATT 
section.  
 

 
Errata – Generate Errata – Leading Product Popup 

 Checklist 

Sub-CRs are entered via the checklist Open button. First select the checklist type in the drop-down listing for the parent 
CR to bring up the checklist form. Checklist items assigned to the selected checklist type will display in red font. The red 
font is only a reminder to ensure those items are not overlooked. The form does not force the user to enter the red 
highlighted items and does not prevent the user from entering a different item. A sub-CR will be entered for each item 
entered within the checklist form and will display under the checklist.  
The checklist can be submitted multiple times. 
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Sample Leading Product Checklist Form 
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 Sub-CR listing within Checklist 

After the checklist has been submitted, a sub-CR will be entered for each item entered within the checklist form and will 
display under the checklist. These sub-CRs will be entered initially against the first IME frame for the SCO. If a more 
specific frame is needed, the CR can be edited by selecting the Edit button. The same features on the Errata page apply 
to the Sub-CRs table. 

 

 

 

 Sub-CRs within Errata 

If the change request is a sub-CR, these sub-CRs will also display on the Errata page for the SCO assigned to the sub-CR. 
Within the comment column, it will show the Master CI and Master CR #. Any sub-CR can be validated from the Errata 
page or the leading product Errata page. 
 
Initially, these sub-CRs will display as a yellow row indicating that the parent CR has not yet been delivered. The yellow 
row is a reminder for the production lead to not validate and induct the CR before the parent CR has been delivered. 
Once the parent CR is delivered, the yellow row will turn white. 

 
 

 

Errata containing sub-CRs 
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5.5.4 Place in Work 
When an Errata that is currently not in workflow has validated CR(s), it will display a Place in Work button in the Submit 
column of the Errata Summary screen. To place the CR(s) in work, click Place in Work. For more information on creating 
and editing a production cycle, go to sections “Edit / Create Production Cycle” within the Workflow module.  

5.5.5 Retire 

When an Errata only contains Not Valid CRs, a Retire button will be available. Selecting the Retire button will remove the 
Errata from the Errata Summary page. The Retire functionality enters the current date as the induction date as well as 
the delivered date. The CRs are viewable in Errata history with a red note “Comment is Not Valid and was not placed in 
work.”  

 
Errata – Retire Button  

 

 

5.5.6 Restart Production Cycle 
Errata records can be added to a product when it's already in a workflow process. When this happens, and the Errata 
record(s) is validated, the user will have the option to alter the current workflow process so the new Errata can be added 
into it.  
When new Errata are added, a button with two green arrows will appear on the Errata Summary screen where "place in 
work" usually appears. 

 
Restart Production Cycle Button 

Click the Restart Production Cycle button to add the Errata to the workflow process. 
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Restart Production Cycle 

Select one of the 3 options presented: 
1. Restart the production cycle from the first activity – this will restart the item at the first activity in the 

current workflow process and add the new errata to the cycle as new online review comments 
2. Leave the production cycle at the current activity – the item is left at its current activity in the workflow 

process, but the new errata are added as comments in Online Review so they can be added into the 
process 

3. Restart the production cycle with the selected process – allows the user to put the item back at the 
beginning of any of the workflow processes available to the project; the new errata will be added to the 
cycle as Online Review comments 
 

Click Restart Production Cycle to start a new production cycle. To abort, close the window using the X in the upper right 
corner. 

5.6 CR Search 
The CR Search Report displays a sortable list of CRs, based on the criteria entered. 
 
Date Range 

 Date Received - date the CR was received 

 Induction Date - date the CR was inducted into work  

 Customer Acceptance Date - date the CR was accepted by the customer 

 Final Delivery Date - date the CR was delivered to the learning systems 
 

Note: A start date is required to perform the search. 
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CR# - enter a specific CR number to search for (optional). This value can include part of the CR number. For example 
“123” will return results for CR#’s: 18-1123, 18-1230, etc. 
 
Text - search for specific text in the CR comment (optional) 
 
The columns returned will match the columns within the CR Summary view. 
 

 
CR Search Results 

 
 

5.7 Errata History 
The Errata History screen allows you to see the history for each Errata based on induction date.  

 
Errata History 

Upon entry to the screen, the user will be presented with the following fields: 
 

 Platform – a dropdown that allows the user to select the platform they wish to view Errata History for.  

 Outline– this dropdown is not available until the platform has been selected. It allows the user to select the 
specific outline to view the Errata History for. 
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 SCO listing – After the platform and outline type have been selected, a list of SCOs in a tree view will appear on 
the left hand side of the screen. Records can be expanded by clicking the + sign. To select an individual SCO, click 
on the description. The currently selected record will be blue. 

 Errata History – After a SCO has been selected, a summary of the Errata History will be displayed on the right 
hand side of the screen. Each report will be listed as a link showing the induction date / time. To view the report, 
click the link. To minimize the report, click the link again. If no history is available, the screen will say “Errata 
History is Not Available for Selected CI." 

 
At any time the Platform or Outline Type can be changed by selecting a new one from the dropdown. To change SCOs 
within the same Platform and Outline Type, click on the new SCO and the Errata History window will be updated. 

5.8 Delivery Record 
The Delivery Record folder is a storage location on the MELD server for each projects delivery records. If no documents 
exist for the project, the user will be shown the following message upon entry to the screen: 

Delivery Record 
 
To display delivery documents, place the delivery files within this folder on the web server: 
 c:\inetpub\wwwroot\MELD\CMATT_SNC\deliveryRecord\UH-1N Conversion  
 

Delivery Record – Empty Folder 

The path is specific for each project; in this example the project is the UH-1N Conversion. To use this CMATT function, 
create the project sub folder on the server, share the folder, and verify it has write permissions for the correct people. 
 
After documents have been added to the directory, the user will receive a screen similar to the following: 
 

Delivery Record 060430.pdf- 63042 bytes, last modified on 06/08/2009 10:42:52 AM.  

Delivery Record 060815.pdf- 58779 bytes, last modified on 09/21/2009 11:31:08 AM.  

Delivery Record 061115.pdf- 70519 bytes, last modified on 12/17/2009 08:23:37 AM.  

DeliveryRecord.doc- 1641 bytes, last modified on 4/30/2010 8:51:53 AM.  

DeliveryRecord.htm- 30636 bytes, last modified on 4/30/2010 8:49:33 AM.  

Delivery Record – Record List 

The name of each file is a hotlink to the actual file. The files are sorted by the date they were created. NOTE: Depending 
on how the file is placed on the server, the creation date may be the date it was put on the server and not the actual 
date the file was initially created. 
 
To remove a file from the list, delete it from the corresponding directory on the MELD server. To add a new file to the 
list, place it into the corresponding directory or use click New Record to create a new Delivery Record document.  

5.8.1 Create New Delivery Record 
Create New Delivery Record allows you to create then save a new delivery record document. To create a new document, 
click on New Record on the Delivery Record screen. 
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Create New Delivery Record 

The following information will be saved in the document in the order it is presented / entered on the screen: 
 
Release Date – The date the product was released 
 
Release Description – A description for the release 
 
Affected Lessons – Lessons that were affected by the release. All lessons in workflow that have been accepted by the 
customer will display in this listing. 
 
Bottom of the Screen – If an append.htm file exists, the bottom of the screen will display the contents of that file. If one 
does not exist, a Note will be displayed indicating the file does not exist. The append.htm file is discussed in detail in the 
next section. If the project does not wish to append data to the end of the delivery record, the note stating that one 
does not exist can be ignored. 
 
Word Document Icon – Clicking this icon will allow the user to open the delivery report in Word or save it as a new 
document. Be sure to save it in the correct directory on the MELD server. In the following example, the “Courseware 
DVD Sets Delivered to” table comes from the append.htm. 
 



MELD User Guide 3.1 

June 1, 2021 

 

 
 

Sample Courseware Delivery Record Document 

5.8.1.1 Append File 

Each Delivery Record document can have a standard footer applied to it when it is created. This information comes from 
an HTML file named append.htm in the CMATT_SNC/deliveryRecord/newDeliveryRecord/projects/<project name> 
directory on the MELD server.  
 
NOTE: This file can NOT be blank; it must contain at least a space or carriage return when created.  
If this file does not exist, the user will be given a warning note at the bottom of the New Delivery Record screen and the 
location where the file should be created if they choose to use one. The file is a basic html file, without the <html> and 
<body> header and footer tags.  



MELD User Guide 3.1 

June 1, 2021 

 
 
The following is an example of an append.htm file: 
 
<p align="center"><strong>DVD and Standalone Distribution Record:</strong></p> 
<table width="49%" border="1" align="center" cellpadding="0" cellspacing="0" bordercolor="#000000"> 
 <tr bgcolor="#99FF99">  
 <td colspan="2"><div align="center"><strong>Courseware DVD Sets Delivered to</strong></div></td> 
 </tr> 
 <tr>  
 <td width="30%"><div align="center">MAG 14 </div></td> 
 <td width="70%">&nbsp;</td> 
 </tr> 
 <tr>  
 <td><div align="center">MAG 13 </div></td> 
 <td>&nbsp;</td> 
 </tr> 
 <tr>  
 <td><div align="center">San Diego - AV8B.com</div></td> 
 <td>&nbsp;</td> 
 </tr> 
</table> 
</p> 
 

5.9 Reports 

5.9.1 CR Completions 
The CR Completions report gives a total of the CRs that have been completed, indicated as being accepted by the 
customer, based on their product type, complexity, and priority. 
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CR Completions Report 

 
Complexity - the complexity that was assigned to the CR in the Errata screen  
 
Product Type – the product type for the SCO. Values include “ICW, CAI, and Document”. 
 
Priority – the priority for the CR assigned in the Errata screen 
 
CR Completions - the total number of CRs completed (indicated by acceptance by the customer) during the given date 
range for the Product Type, Complexity, or Priority.  
 
Note: These total values may not be the same between all three categories. For example, some products may not have a 
product type assignment and some CRs may have been placed into work without a complexity or priority assignment. 
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5.9.2 CR Fiscal Year Summary Report 
The CR Summary Report shows the total number of CRs for each fiscal year broken down by Valid, Invalid, Priority, and 
Company / Command. The total number of SCOs affected is displayed in the SCOs Effected column.  
 

 
CR Fiscal Year Summary Report 

5.9.3 CR Summary by Date and Project 

The Summary by Date report displays the total CRs during a given date range for one or more projects.  
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CR Summary by Date and Project Report 

All totals output is based on the date range given. 
 
The following data is returned: 
 

 Title – Displays the platform and outline titles created within IME 

 CRs Received – the total number of CRs received  

 CRs Invalid – the total number of invalid CRs received  

 CRs Not Defined – the total number of CRs received not marked as valid or invalid 
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 Comments Generated – the total number of comments created 

 External Comments Addr – the total number of externally generated comments marked as verified  

 Internal Comments Addr – the total number of internally generated comments marked as verified  

 Comments Completed – the total number of comments marked as verified 

 Frames Affected – the total number of frames with one or more comment(s) marked as verified 
 

5.9.4 CR Program Progress Report 

 
 

 
Program Progress Report 

The Program Progress Report displays the current status of each change request grouped by the parent curriculum that 
meets one of the following criteria: 
 

 Date Originated is between the date range given 

 Date Inducted is between the date range given 

 Customer Acceptance Date is between the date range given 
 
The following data is returned: 
 

 CR ID - the id of the change request 



MELD User Guide 3.1 

June 1, 2021 

 

 Status - Complete, In Work, Not in Workflow, or Invalid 
 

 Complexity - the complexity selected for the change request 

 Date Originated - the date the change request was initially entered into the system 

 Date Inducted - the date the change request was inducted into workflow 

 Customer Acceptance Date - the date the change request was accepted by the customer via the 
workflow process 

 Invalid – total number of invalid CRs 

 Not in Workflow - total number of CRs Not in Workflow 

 In Work - total number of CRs in work that have not been accepted by the customer 

 Completed – total number of CRs that have been completed and accepted by the customer 
 

5.9.5 Courseware Listing (TSSR Lesson Information) 
The courseware listing report is grouped in three sections. All Cis for the current project will display within this report. If 
any Cis should not display in the report, such as sample items, these items can be marked a value of “no” within the 
Deliverable dropdown on the Metadata tab for the desired SCO. 

5.9.5.1 In-Service Courseware Listing 

The In-Service Courseware Listing section displays a list of all Cis for the current project. These CIs are sorted by the 
curriculum parent (shown as Stage), and then by SCO sequence within IME. This listing only contains CIs that have been 
through workflow at least once and have at least one customer acceptance date.  
 

 
 
The following columns are available: 
 

 Stage – The parent curriculum item within IME for the SCO 

 Lesson#: The folder name within IME for the SCO 

 Lesson Title: The title within IME for the SCO 

 Type: The outline within IME for the SCO 

 Media: The type selection within IME for the SCO 
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 Classification: The classification selection within IME for the SCO 

 Web: Yes for Unclassified and No for Secret. 

 Last Accepted Date: The last time the SCO was accepted by the customer within workflow 
 

5.9.5.2 In-Development Courseware Listing 

The In-Development Courseware Listing contains the same fields as the In-Service Courseware Listing, but contains CIs 
that have not been placed into work yet and do not contain at least one customer acceptance date. 
 

 

5.9.5.3 Courseware Summary Statistics 

The courseware summary statistics contain the following totals: 
 

 Media: The total number of SCOs listed within the report assigned to the different media types (ICW, CAI, and 
Documents). 

 Hrs: The hours total is calculated by multiplying every frame by 1.1 minutes for all SCOs listed within the report. 

 Frames: The total number of frames for every SCO listed within the report. 

 Image Files: The total number of frame assets matching the following file types: jpg, png, bmp, gif, svg for all 
SCOs listed within the report. 

 Animation / Movie Files: The total number of frame assets matching the following file types: htm, mp4, mov, 
avi,wmv for all SCOs listed within the report. 

 

 

5.9.6 QASP Reports 
Selection of the QASP (Quality Assurance Surveillance Plan) Reports module allows managers to retrieve performance 
data as specified by the contract’s Performance Work Statement (PWS). As such, this report is programed to meet the 
needs of the user’s specific contract and the performance metrics desired by contracting agencies. Currently the report 
is programmed to track Change Request Timeliness Factor (CRTF) as stipulated by contract PWS which tracks the 
timeline to complete a Change Request (CR) based upon Category and Type. This report is not user defined and requires 
programming input to affect change. “CPMSR Code” defines a CR’s Category and Type and “CPSMR Due” reflects the 
date a CR is due based upon Category and Type and date of validation. Current QASP supports two different Navy PWS 
requirements, which are defined within the tables below.  
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 If your project is producing the report for the wrong requirements, please have your site Administrator refer to the 
MELD Setup and Maintenance Guide section “Update Configuration Files within MELD (File System)”.  
 
Follow the Configure CMATT>Priorities Administration and Configure CMATT>Complexities Administration to ensure 
these values are setup to match the desired QASP report option.  
 
QASP Option 1 
 

Time to 
complete 

Category / Type 

7 Days 

URGENT - Safety of Flight changes. Urgent interim change notices to technical publications or 
instructions, issued by message or evaluation data indicating in-service curriculum materials contain 
defective instructions that, if followed, may result in injury or death as defined by OPNAV 3710 
series. 

14 Days 

PRIORITY - Priority interim change notices to technical publications or instructions issued by message 
or evaluation data indicating that in-service curriculum materials contain defective instructions that, 
if followed, may result in damage to equipment as defined by OPNAV 3710 series. 

 

Time to 
complete 

Category / Type 

25 Days 

1A - Simple (spelling, punctuation, basic grammar) 

1B - Basic (changing word choice, clarity, phrasing, grammar and syntax, references) 

1C - Medium (restructuring in a logical sequence, rewriting, checking content against external 
references, adding information that was omitted 

2A - Simple (includes changes to graphics or the text on the graphic, to improve learning. This level of 
change is due to problems or gaps detected in learning or transfer of training and can be traced back 
to the need for improved graphics and instructional text associated with graphics.) 

2B - Basic (includes the restructuring of text and graphics driven by a Rapid Action Maintenance 
Engineering Change [RAMEC] or an Engineering change Proposal [ECP]. Lesson requires extensive 
changes to a block of screens within a lesson.) 

2C - Medium (includes the restructuring of text and graphics driven by a Service Life Extension 
Program [SLEP]. Lesson requires extensive changes to a block of screens within a lesson.  



MELD User Guide 3.1 

June 1, 2021 

 

3A - Simple (includes the modification of source digital photographs through the use of Photoshop or 
similar software.) 

3B - Basic (includes the editing, filtering and modifying or existing sounds and video files through the 
use of specialized software.) 

3C - Medium (includes creating and editing of new photographs, audio, video files to replace existing 
media.) 

 

Time to 

complete 
Category / Type 

45 Days 

1D - High (rewriting and reworking of text for accuracy, readability, and style 

2D - High (includes the restructuring of text and graphics within one lesson for the purpose providing 
more in depth content. This level of modification will address student performance problems or lack 
of detail in the original content to support performance in the lesson. This level will require re-
sequencing of content and graphics within the lesson or a major modification to the graphics to 
support knowledge or performance attainment.) 

4A - Simple (includes a modification to the standards and conventions of the approved design/style 
guide. This level of change will require modification to standards and conventions used to include: 
font style, size, and color; background colors; button bar colors; layout and functions; and 
changes/additions to the templates.) 

4B - Basic (Includes modification to branching, feedback, and remediation strategies within a lesson.) 

4C - Medium (includes modification to branching, feedback, and remediation strategies across 
multiple lessons.) 

5A - Simple (includes inserting, publishing or activating a revised lesson containing changes to 
templates, layout, text, colors, graphics, video, audio, text, graphics and animation changes) 

5B - Basic (includes inserting, publishing, or activating a revised lesson containing functionality, 
branching, remediation, and/or feedback changes) 
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5C - Medium (includes inserting, publishing, or activating revisions to the SCORM manifest. Includes 
also scheduling of events, as well as revisions to management, staff, instructors, Contractor support, 
and other user permission levels) 

6A - Simple (includes changes required as a result of upgrading versions of same application.) 

6B - Basic (includes the conversion of content from executable files to Hyper Text Markup Language 
(HTML) or XML using conversion routines or specialized software.) 

 
 

Time to 

complete 
Category / Type 

60 Days 

4D - High (includes the conversion from one interface and set of design conventions, to a completely 
different set. This level of change may occur when repurposing training from another source or a 
situation where training has been procured as a common system and uses a different interface than 
your training system. Another example may be a requirement to standardize all courses across a 
training continuum so they use the same interface.) 

5D - High (Includes inserting, publishing, or activating a revised phase or module, due to substantial 
changes to sequence, structure, and flow. It may also require changes to the manifest and/or 
scheduling of events) 

6C - Medium (includes the conversion to a new configuration management system and suite of 
tools.) 

90 Days 

Other - To be issues for SME tasking support under this PWS, that does not fall within the above CR 
types 

2E - Very High (includes the restructuring of learning content (text and graphics). This level of change 
is driven by a modernization program and requires a new lesson or extensive changes to the entire 
lesson (example change from analog to digital cockpit). 

5E - Very High (includes inserting, publishing, or activating an entire curriculum due to substantial 
changes to the architecture, standards, and software applications, as well as the sequence, structure, 
flow of the curriculum) 

6D - High (includes the rework of content to play in a new learning, training, or content management 
system.) 
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QASP Option 2 

Level Category Description 

1 

Urgent 

Safety of Flight and/or Urgent interim change notices to technical publications or 
instructions, issued by message or evaluation data indicating in-service curriculum materials 
contain defective instructions that, if followed, may result in injury or death as defined by 
OPNAV 3710 series. 

Priority Priority interim change notices to technical publications or instructions issued by message or 
evaluation data indicating that in-service curriculum materials contain defective instructions 
that, if followed, may result in damage to equipment as defined by OPNAV 3710 series. 

2 

Content Review Up to 30 pages or 20 frames. 

Content Update 
For both PB and CAI: perform basic text updates 

Substitution of pre-existing properly formatted graphic files, regardless of numbers. 

Content 
Insertion 

Activating, inserting, publishing, or transferring lesson files from a single source to a single 
destination, such as a CD or another file folder, not requiring individual linking or 
annotation. 

Administrative 

Content screening of up to 10 files for transfer to the releasable share drive, SHARP or other 
media; 

Make text changes to a single survey for accuracy, or clarity; 

Conduct trend analysis of one administered test up to 20 questions. 

Minor updates to a data-sharing tool, such as a website.  

S/W Arch None 

3 

Content Review Between 31 and 100 pages or 21 and 60 frames. 

Content Update 
 For PB: perform updates that require insertion of tables or properly formatted, pre-existing 
graphics; up to two static graphics changes. 

 For CAI, up to two static graphics changes. 

Content 
Insertion 

 Activating, inserting, linking, publishing, or transferring revised lesson files from multiple 
sources to single destination or single source to multiple destinations. 

 Transfer of up to 10 files from any source to a destination that requires individual linking, 
such as hanging on a website. 

Administrative 

 Content screening of 10 to 50 files for transfer to the releasable share drive, SHARP or other 
media. 

 Transfer a survey from one host to another host. 

 Conduct trend analysis of one administered test from 21 to 40 questions.  

 Updates to a data-sharing tool, such as a website, which requires restructuring of the 
tool/site, less than 25% of the whole.  

S/W Arch 
 Includes changes required because of upgrading versions of same application. 

 Includes the conversion of content from executable files to Hyper Text Markup Language 
(HTML) or XML using conversion routines or specialized software. 
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Level Category Description 

4 

Content Review Between 101 and 250 pages or 61 and 100 frames. 

Content Update 

For PB: update includes three or more static graphics changes or conduct a moderate 
rewrite up 25% of the document. 

For CAI: update includes three or more static graphics changes; or updates/changes to 
video/animation files; or moderate rewrites of up to 25% of the lesson 

Content 
Insertion 

Inserting, linking, publishing, or activating a revised phase or module, due to substantial 
changes to sequence, structure, and flow. It may also require changes to the manifest 
and/or scheduling of events.  

Transfer of 11 to 50 files from any source to a destination that requires individual linking, 
such as hanging on a website. 

Administrative 

Content screening of greater than 50 files for transfer to the releasable share drive, SHARP 
or other media. 

Conduct evaluation of survey results to identify potential problem areas in the syllabi that 
may require further action. 

Conduct trend analysis of one administered test greater than 40 questions. 

Updates to a data-sharing tool, such as a website, which requires significant restructuring of 
the tool/site, greater than 25% of the whole.  

S/W Arch 
Includes the conversion to a new configuration management system and suite of tools.  

Includes the transfer of up to 50 files of data between single or multiple sources. 

5 

Content Review Over 251 pages or over 101 frames. 

Content Update 

For PB & CAI: rewrite of over 25% of document or lesson. 

For CAI only, conversion of a lesson from one format to another (CBT to ILT; ILT to CBT; 
different courseware development tools)  

Content 
Insertion 

Activating, inserting, publishing, or transferring an entire curriculum (and/or over 50 files) 
due to substantial changes to the architecture, standards, and software applications, as well 
as the sequence, structure, and flow of the curriculum. 

Administrative 
Conduct full review and rewrite of an entire survey.  

Creation of a new data-sharing tool, such as the creation of a website. 

S/W Arch 
Rework of content to play in a new learning, training, or content management system.  

Transfer of over 50 files of data between single or multiple sources. 

 

CR Level Completion Times Table 
Level Completion Days 

1 
Urgent - 7 

Priority - 14 

2 21 

3 35 

4 56 

5 84 
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5.9.6.1 CR Listing 

The CR Listing Report displays a sortable list of CRs based on the criteria entered. This report is helpful when 
investigating questionable counts listed within the QASP reports. 
 
Date Range 

 Date Received - date the CR was received 

 Induction Date - date the CR was inducted into work 

 Validated Date - date the CR was validated or invalidated 

 Customer Acceptance Date - date the CR was accepted by the customer 

 Final Delivery Date - date the CR was delivered to the learning systems 
 
Valid 

 All Records - select all records, regardless of their validated state 

 True - select only those CRs that have been marked as valid 

 False - select only those CRs that have been marked as invalid 
 

Select whether to ignore items marked as non-deliverable from IME settings or that were inducted in a process that 
does not contain customer review. 
 
 

 
Sample CR Listing Report 

 
The following columns are available: 
 

 CR Number - the CR number is the year it was entered followed by a unique identifier 

 CR Received - date the CR was entered into the system 

 Originated - the date the CR originated 

 Is Valid - true, false, or blank for CRs not yet marked as valid or invalid 

 Validated - date the CR was validated or invalidated 

 Induction - date the CR was inducted into work 

 Sent Customer - the date the CR was sent to the customer 

 Customer Accept - date the CR was accepted by the customer 
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 Final Delivery - date the CR was delivered to the learning centers 

 Priority - the CR priority 

 Complexity - the CR complexity 

 Workflow - a clickable link that shows the workflow history for the cycle or SCO the CR is attached to 

 Title (ID) - the SCO title and the curriculum id found for the SCO within IME 

 Project ID - a numeric value indicating which project the CR is associated with. This value is also listed within the 
project name within the project checklist. 

 Frame ID/Sequence - the frame id and sequence in the SCO the CR is attached to. 

5.9.6.2 QASP Report 

The QASP report outputs data for CPSMR report which is compiled between sites and submitted to the government.  
 

 
QASP Report Filter 

Project List: Select the project(s) to run the report for 
 
Fiscal Year: Select the fiscal year within the drop-down menu 
 
CLIN - Type in the CLIN 
 
Detail Version -  

 Off generates no analysis hyperlinks 

 Current Month shows analysis hyperlinks for the current month only (default selection) 

 All shows analysis hyperlinks for all months 
  

NOTE: the more detailed the report, the longer it will take to generate. The report can take up to 20 minutes if you 
select All as your option. 
 
Select Submit.  
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QASP Report - Option 1 
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QASP Report - Option 2 

 

 CRs Validated this Month 

For each category, return all CRs with a validation date within the selected month.  
 
The validation date is entered within CMATT by the project manager. Only valid CRs are returned. All TBD or invalid CRs 
are not counted. 
 

 CRs Due this month 

For each category, return all CRs with a due date that falls within the selected month. 
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The due date is determined by taking the validation date and adding the required amount of days based on category 
type.  
 
CRD: Total CRs due (this month) 

 CRs Completed on time (that were due this month)  

For each category, return all CRs matching the following criteria: 
 

1. Belongs to the CR due dataset (2nd section / selected month) 
2. The CR was completed on time, e.g., a gov release date has been found between the CR validation date and the 

CR due date 
 

CCRD: Total CRs completed on time (that were due the selected month)  
Gov Release Date: The date the customer first started their review. This is automatically set when the project manager 
completes the customer notification activity in workflow. 

 Late CRs (from previous and current month) 

5.9.6.2.4.1 Total Late Uncompleted CRs (from previous months) (LCRD) 

For all categories, return all CRs matching the following criteria: 
 

1. Belongs to the CR due database (for prior months) 
2. A gov release date has not been found between the CR validation date and the start date of the selected month 

Late CRs (from previous months) completed this month (LCCRD) 
For all categories, return all CRs matching the following criteria: 
 

1. Belongs to the CR due dataset (for prior months) 
2. A gov release date has been found within the selected month 

5.9.6.2.4.2 Late CRs (from previous months) that remain uncompleted 

LCRD Value - LCCRD Value 

5.9.6.2.4.3 New Late CRs (that were due this month) 

CRD Value - CCRD Value 

5.9.6.2.4.4 New Late CRs (that were due this month) that were completed during the month but after their due 

date. (NLCCRD) 

All CRs from the above month column where a gov release date has been found within the selected month; however, 
the gov release date was past the due date for the CR. 

5.9.6.2.4.5 Total Remaining Uncompleted CRs (new carryover) 

Month value for:  
 
LCRD - LCCRD + CRD - CCRD - NLCCRD 

5.9.6.2.4.6 Contractor CR Timeliness Factor (CRTF) 

Month value for:  
 
CCRD + LCCRD / CRD + LCRD 
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NLCCRD is not added to the LCCRD value because the CRs should still be reflected as late even if completed within the 
same month they were due. 

5.9.6.2.4.7 CRs Accepted (this month) 

For each category, return all CRs matching the following criteria: 
 

1. Belongs to the CCRD dataset for the selected month. 
2. The gov acceptance date was completed by the end of the selected month. 

 
CRA: Total CRs accepted (that were completed on time and due the selected month) 

5.9.6.2.4.8 Late CRs (from previous months and current) completed and accepted this month (LCARPM)  

For all categories, return all CRs matching the following criteria: 
 

1. Belongs to the LCCRD or NCCRD dataset for the selected month  
2. The gov acceptance date was completed by the end of the selected month 

5.9.6.2.4.9 CRs accepted (that were awaiting USG acceptance from previous months) 

For all categories, return all CRs matching the following criteria: 
 

1. Belongs to the CCRD, NLCCRD, or the LCCRD (prior months) dataset 
2. The gov acceptance date was completed within the selected month 

5.9.6.2.4.10 CRs (that were completed this month) awaiting USG acceptance 

For all categories, return all CRs matching the following criteria: 
 

1. Belongs to the CCRD, LCCRD, or NLCCRD dataset for the selected month. 
2. A gov acceptance date was not found within the selected month. 
3.  There were >= 14 days remaining within the selected month from the gov release date. 

5.9.6.2.4.11 Total Remaining Unaccepted CRs (new carryover) 

Includes the following: 
 

1. Previous month's carry over values that have not been accepted. 
2. CRs (that were completed this month) awaiting USG acceptance (above row value). 
3. CRs awaiting USG acceptance with < 14 days. 

5.9.6.2.4.12 USG CR Review Performance (CRRP) 

(CRA 
+ 
LCARPM 
+  
CRs accepted that were awaiting <14 days for USG acceptance from previous month) 
 

 /  
 
(CCRD -  
+ 
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LCCRD + NLCCRD 
+ 
CRs awaiting <14 days USG acceptance from previous month) 
CRs awaiting USG acceptance <14 days (current month) 

5.9.6.2.4.13 Hyperlinks 

Some cells in the report will display a hyperlink that brings up a CR listing for further analysis. 
 

 
 

 

5.9.6.3 QASP - Outline or Parent 

The QASP – Outline or Parent report allows the user to run the QASP report for a more limited data set.  
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Outline - the “sub-tree” item for a platform, the outline is the container for the curriculum. To list Outlines from multiple 
projects, select the projects on the left side of the screen and click the Update Outlines button. 
 
Select the fiscal year, then the Outline(s). To select multiple outlines, use the shift or ctrl button.  
 
CLIN - type in the CLIN 
 
Detail Version -  

 Off generates no analysis hyperlinks 

 Current Month shows analysis hyperlinks for the current month only 

 All shows analysis hyperlinks for all months 
 

NOTE: the more detailed the report, the longer it will take to generate; up to 20 minutes if you select All as your option. 
 
To run the report for the entire Outline, click the Submit button. The QASP report will be run, limited to the selected 
Outline(s). To refine the data more, click Select a Parent. 
 

 
 

SCO Parent – the SCO Parent is the parent container for a single or multiple folders. IE the node on the “tree” that 
appears one level above a SCO. 
 
Select the SCO parent for the report and click Submit. The QASP report will be run limited to the child SCOs of the 
selected SCO Parent. Multiple "parents" can be selected using the shift or ctrl buttons. 
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5.10 Import 
The CMATT Import will allow a user to import an MELD LMS XML change request export file. Any change request that 
currently does not already exist within CMATT will get imported as a CMATT CR. Any change requests that could not 
match up with an existing curriculum will display in a Word document. This document can be analyzed and the CRs 
would need to be manually inserted if they are still applicable. 
 

 
CR Successful Import 

 

 

 

CR Import with CR failures 
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6 Workflow  
Workflow is a work authorization and production control system that supports multiple project, multiple site 
development efforts. Workflow has the ability to receive inputs from and provide outputs that can affect the actions of 
other modules such as Online Review and CMATT.  
 
The Workflow module is configured by using a set of Workflow Administration screens. These screens allow users to 
define the processes, terminology, and charging system that will support their unique project. The administrative 
screens also permit project / production managers to input job details and induct jobs into specific production 
processes.  
 
From the point of induction until job completion, Workflow controls the progression of the job through the 
development process -- automatically routing the job in accordance with the provided process definition, rules, job data, 
and user interactions.  
 
Users access Workflow data and interact with the database by using a set of Workflow User views. These views can 
provide a real-time overview of the status of each in-progress job, a “by discipline” view of work awaiting action / in 
process and summary statistics. In addition, users indicate when they start and stop work, the results of quality 
assurance reviews, as well as inserting production notes in these views. 
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6.1 Project Overview  
Project Overview is designed primarily for use by project / production management. It provides an overview of the 
project’s production effort in real-time.  
 
A typical Project Overview screen is presented below. Upon initial selection, default filter values are applied and the 
data is initially sorted by the CPSMR due date in ascending order. The resulting records are displayed in the right-hand 
portion of the screen.  
 

 
Project Overview 

6.1.1 Columns 
The following columns are available: 
 

 Priority - a numeric value representing the priority scale. A number with a smaller scale indicates a higher 
priority level. 

 SCO Name – SCO folder name within IME  

 SCO Title – SCO title within IME 

 Parent Name - Name of the SCO’s parent within IME  

 Induction Date – The minimum date the revision cycle was inducted within CMATT. If the revision cycle was 
refreshed, the original induction date will still remain. 

 CPSMR Code – defines a revision cycle code based on the lowest priority scale and complexity value for the 
revision cycle. Because a single code must be represented for a revision cycle, it is recommended to code all CRs 
for a revision cycle using the same complexity / priority coding. This value is used to assist the CMATT QASP 
reporting. 

 CPSMR Due - reflects the date the revision cycle is due based on the minimum induction date for the revision 
cycle and the lowest priority scale for the revision cycle. Because a single date must be represented for a 
revision cycle it is recommended to code all CRs for a revision cycle using the same complexity / priority coding. 
This value is used to assist the CMATT QASP reporting. 

 Current Activity Status - the current task and activity start / due date. The estimated due date for the activity is 
based on the workflow settings for the activity. This column is marked with a red arrow if overdue.  
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 History - generates a job’s to-date, production history including the following data: 
o Activity - the activity that was performed 
o Assigned To - the person who commenced the activity 
o Signed Off By - the person who marked the activity complete 
o Total Time - the elapsed duration from activity commencement to activity completion 
o Notes - lists reviewer pass / fail results, hold and resume data, and any inserted production notes 
o Add a Note - This button can be used to add production related comments to any activity record 

displayed within the history window.  
 
 

 
Workflow History 

 Note: The History button is only available for internal reviewers.  
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Adding a Production Note 

 POC - when clicked, provides information on a job’s internal and external points of contact 
 

 
Points of Contact 

 

 Comments - when clicked, presents the standard Comment Reports filter from Online Review 
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Comment Reports 

Note: The comments button is only available for internal reviewers. 
 

6.1.2 Filter 

On the Project Overview screen, custom filtering options can be selected using the controls on the left. After the desired 
options are selected, the Filter button must be pressed before the filter will be applied and the new record set 
displayed. Multiple criteria can be selected. The following filter options are available: 
 

 For Project Tag - display only those records with the specified Project Tag 

 For Charge Code - display only those records assigned to a specific charge code 

 For Process - display only those records assigned to a specific process definition 

 For Activity - display only those records that are at the specific activity or process step. Since activities vary 
across process definitions, this option will only be presented when the “For Process” filter is set to something 
other than “All Processes” 

 Group By – displays the results grouped by a selected internal point of contact. An example could be to group all 
products by the SME discipline assignment. The discipline group by row will display as a blue header. 
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Group By Internal POC 

6.2 By Discipline View  
The By Discipline view is designed to be used by production personnel to receive work assignments and to note that 
work has been commenced / completed. Quality assurance personnel use the Discipline View in a similar manner to 
receive notification of a requirement to conduct a quality review, note that work has commenced, and, upon 
completion, to indicate if the product passed or failed the quality review.  
 
A typical By Discipline screen is presented below. Upon initial selection, default filter values are applied and the results 
are initially sorted by the CPSMR due date in ascending order. The resulting records are displayed in the right-hand 
portion of the screen. The filter settings are saved when returning back to the screen while the current MELD session is 
open.  
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Workflow - By Discipline View 

6.2.1 Columns 
The following columns are available: 
 

 Priority - a numeric value representing the priority scale. A number with a smaller scale indicates a higher 
priority level. 

 SCO– SCO folder name and title within IME  

 Parent Name - Name of the SCO’s parent within IME  

 Media – The SCO type identified within IME 

 Assigned To - the name of the individual to whom the job is currently assigned. Management can assign a 
specific user as the internal POC for a production cycle when the product was placed into work, which would 
automatically assign the activities to the selected internal POC as the product moves through workflow. To 
provide a one-time assignment for an activity, any user can click the Assign/Reassign button. A list of users will 
appear, from which you can select the user to assign the job to.  

 Activity - the activity of the process that is pending or currently in work 

 Activity Due – the estimated due date for the activity based on the workflow settings for the activity. This 
column is marked with a red arrow if overdue.  

 LSO- displayed as the number of days since the previous activity was last signed off / completed. 

 CPSMR Code – defines a revision cycle code based on the lowest priority scale and complexity value for the 
revision cycle. Because a single code must be represented for a revision cycle, it is recommended to code all CRs 
for a revision cycle using the same complexity / priority coding. This value is used to assist the CMATT QASP 
reporting. 

 CPSMR Due - reflects the date the revision cycle is due based on the minimum induction date for the revision 
cycle and the lowest priority scale for the revision cycle. Because a single date must be represented for a 
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revision cycle, it is recommended to code all CRs for a revision cycle using the same complexity / priority coding. 
This value is used to assist the CMATT QASP reporting. This column is marked with a red flag if overdue and a 
yellow flag if within 2 days of being due. 

 Sign Off - buttons used to indicate that the activity is in work, has been completed, has been put on hold or has 
either passed / failed a review. The Fail button will display a pull down window. If several options are available, 
the user can select the most appropriate option then click Fail to return the job to that stage of the process for 
further work. If this item is in rework, defined as having been at this activity in workflow before, the background 
of this column will be red. Sign off will not be completed if unaddressed comments exist for the discipline 
assigned to the activity or if unverified comments exist for the intelligent router discipline being reviewed. A 
notification will be displayed informing the user of the unaddressed or unverified comments. 

 History - when clicked, generates a report of a job’s production history to date. If there is a note for the current 
activity, the button will be yellow. Note: The history button is only available for internal reviewers. 

 POC - when clicked, provides information on a job’s internal and external points of contact 

 Comments - when clicked, it will run a comments report based on the selections in the Comment Report Filters 
portion of the screen. A yellow notepad graphic indicates there are unaddressed comments for the discipline the 
activity is assigned to. Note: The comments button is only available for internal reviewers. 

 OLR – when clicked, the OLR button takes the user to the Online Review Screen and the CRR button takes the 
user to the CR Review screen. Filter selections are saved on return. 

 
The background color of the jobs is based on the workflow settings for the activity and can be used to identify different 
steps in the workflow process.  
 

6.2.2 Hold / Resume 
A hold button is also available after the start button has been selected. Selecting hold suspends production in cases 
where for reasons outside your control (pending additional GFI), you can't progress an item through workflow. It's 
important to note "hold" does not stop or suspend any clocks, it just earmarks the time so you can see why something 
may have sat in someone's queue longer than normal. It will have no impact on the activity and CPSMR due dates. Hold 
is not recommended for normal work day starts and stops to include weekends and holidays. It should be reserved for 
times when you cannot do the work due to missing resources that preclude being able to continue production. As such 
and if the CCBs are being run well where you don't bring work into production unless you know you have all the 
resources needed to complete it, it should be rarely used. 
 

 
Workflow - By Discipline View – Hold 

 

6.2.3 Activity Links 
If links, such as work instructions, job aids, and checklists have been attached to the activity, they will display after the 
start button has been selected. If the link was set to automatically load, it will open the document as soon as the user 
selects the start button. 
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Workflow - By Discipline View – Activity links 

 

6.2.4 Unaddressed / Unverified Comments 
If unaddressed comments are assigned to the activity’s discipline in Online Review or unverified comments exist for an 
intelligent router discipline review activity, the notepad icon will appear yellow and the Complete / Pass button will be in 
an inactive state. 
 

 
Workflow - By Discipline View – Unaddressed Comments 

 

6.2.5 Multiple SCO Sign Off 
If the current activity supports the start / pass of multiple SCOs at a time, there will be a checkbox right before the Sign 
Off column that will allow a user within the discipline view to check multiple SCOs and start / pass them all at once. This 
option cannot be used for failing SCOs. 
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To perform a multiple SCO sign off, simply check all the SCOs that need to either be started or completed. A Sign Off All 
Selected button will display under the results table. Clicking this button will either start or complete all activities 
selected. The shift key can be used to check a range of SCOs. 
 

 
Workflow - By Discipline View – Multiple SCO Sign Off 

 

6.2.6 Filter 
Custom filtering and sort options can be selected using the controls on the left. After the desired options are selected, 
the Filter button must be pressed before the filter will be applied and the new record set displayed. Multiple criteria can 
be selected. The following filter options are available in the By Discipline view: 
 

 For Project Tag - display only those records with the specified Project Tag 

 For Charge Code - display only those records assigned to a specific charge code 

 For Discipline - display only those records assigned to a specific discipline, ”All Disciplines for User” displays all 
records assigned to a discipline the current user is assigned to. 

 Assigned - only those records assigned to or in work by an individual 

 Unassigned - only those records not assigned to or in work by an individual  

 Both - all records for that discipline regardless of assignment 

 For User - display only those records for a specific user within a selected discipline 
 

6.3 By Discipline (All Projects) View  
The By Discipline (All Projects) view provides an ability to display job tasks from multiple projects. This is an important 
capability for sites that use shared personnel resources on multiple projects. The “All Projects” view eliminates any need 
for production personnel to navigate back and forth between the Workflow modules of several projects in order to 
accomplish their daily work routine.  
 
The By Discipline All Projects screen is the same as the By Discipline screen, except it shows the information for all 
projects. For more information see the previous section on By Discipline. 
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6.4 Discipline Workload 
The Discipline Workload screen provides the ability to display each individual’s workload for the Project by discipline. 
The default is for all disciplines, the data can be narrowed down by filtering by a specific discipline.  
 

 
Discipline Workload 

6.4.1 Columns 
The following columns are available: 
 

 Priority - a numeric value representing the priority scale. A number with a smaller scale indicates a higher 
priority level. 

 Project Tag - an optional descriptive tag that provides additional information about a job 

 Charge Code - indicates which project code should be charged for hours spent on a job 

 SCO Name - SCO folder name within IME 

 SCO Title – SCO title within IME 

 Parent Name - Name of the SCO’s parent within IME 

 Activity - the activity of the process that is pending or currently in work 

 Start Date – the date the activity was started 

 Is Due - the estimated due date for the activity based on the workflow settings for the activity. This column is 
marked with a red arrow if overdue.  

 History - when clicked, generates a report of a job’s production history to date. If there is a note for the current 
activity, the button will be yellow. 

 POC - when clicked, provides information on a job’s internal and external points of contact 

 Comments - when clicked, presents the standard Comment Reports filter from Online Review so the discipline 
member can determine what comments need to be addressed. 

 Discipline - The discipline the job is currently assigned to is displayed in a blue bar across the screen 

 Assigned To - the name of the individual to whom the job is currently assigned is displayed in a yellow bar across 
the screen 

6.4.2 Filter 
Custom filtering can be selected using the controls on the left. After the desired options are selected, the Filter button 
must be pressed before the filter will be applied and the new record set displayed. On this page you will find the 
following filter and sorting options: 
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 All Disciplines - display all records regardless of discipline, this is the default 

 For Discipline - display only those records in work in a specific discipline. The disciplines contained in this 
dropdown will vary from site to site. 

6.5 Discipline Workload All Projects 
The Discipline Workload All Projects screen is the same as the Discipline Workload screen, except it shows the 
information for all projects. For more information see the previous section on Discipline Workload. 

6.6 Reports 
The reports screen provides historical reports such as month summary, workflow history, and fiscal year reports, as well 
as record reports that capture date required for audits. 
 

 
Workflow - Reports 
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6.6.1.1 Monthly Summary Report 

 
Monthly Summary Report 

 
A. A list and count of SCOs that meet the following criteria: 

The first event in the workflow process was started during the date range given 
The project tag for the project contains the letters "prod" (not case sensitive) 

B. A list and count of SCOs that meet the following criteria: 
The first event in the workflow process was started during the date range given 
The project tag for the project does NOT contain the letters "prod" (not case sensitive) 

C. A list and count of SCOs that meet the following criteria: 
The workflow process event was started during the date range given 
The workflow process event is an External Customer Review event 

D. A list and count of SCOs that meet the following criteria:  
The workflow cycle accepted date is within the date range given 
The workflow cycle contains an External Customer Review event 

E. A list and count of SCOs that were rejected by the external customer.  
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6.6.1.2 Fiscal Year Report 

The Fiscal Year report can be run for each fiscal year going back to the start of the MELD setup. To run the report, click 
on the notepad button for the date range desired. 

 
 

Fiscal Year Report 

The Fiscal Year Report contains the following information: 
 

 Month and Year - the month and year for the following data, this line has a grey background 

 Project Description – the project tag selected for the production cycle 

 SCO Name – folder name of the SCO within IME  

 SCO Title – title of the SCO within IME 

 CR Inducted Date -The date the revision cycle was inducted, if the SCO was placed into work within CMATT. If 
the SCO was not placed into work from CMATT, N/A will display. 

 Start Work Date - The date work was started on the production cycle 

 Accepted Date - The date the changes were accepted 

 Delivered Date - The date the changes were delivered to the customer 

 # External Comments Addressed - The number of external comments that were entered during the cycle 
between the revision cycle start date and revision cycle acceptance date. 

 # Affected Frames - The number of frames with comments (internal and external) that were entered during the 
cycle between the revision cycle start date and revision cycle acceptance date. 

 Total (for Month and Year) - The total for each month is in yellow 

 Total (for entire report) - The total for the entire report is at the bottom in a line with a turquoise background 
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6.6.1.3 SCO List by Accepted Date 

 
SCO List by Accepted Date 

This report displays a list of all SCOs accepted by the customer initially sorted by the date of acceptance in descending 
order. 

6.6.1.4 Records Report 

The Records Report contains a list of SCOs that were in work or accepted for the date range entered. These reports are 
sorted by the last signed off date in descending order. 
 
To run the report, enter a start date and end date, and click on the notepad button.  

 SCO accepted date range 

This filter will produce two tables, External Customer Deliverables and Internal Deliverables.  
 

 External Customer Deliverables: Returns all SCOs that have been accepted by the customer within the selected 
date range.  
 

Criteria:  

 An activity was found that contained an “External Customer Review” activity.  

 The signed off date for this activity must be between the selected date range.  
 

 Internal Deliverables: Returns all SCOs that have been delivered but do not have a customer accepted date 
within the selected date range. Examples are internal project documents that are in the system as SCOs.  

 
Criteria:  

 A signed off date was found for the SCO with the activity marked with the workflow option 
“Delivery”.  

 An activity was not found that contained an “External Customer Review” activity. 
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SCO Acceptance Date Range 

 

 SCO activity date range 

Returns all SCOs that have been in work during the selected date range.  
 
Criteria: A signed off date for an activity in workflow between the selected date range. The records are sorted by the 
recent activity. 
 

 
Activity Date Range 

 

 Columns 

The following columns are listed within the record report results: 
 

 SCO Name – folder name of the SCO within IME 

 SCO Title – title of the SCO within IME 

 Workflow History – a shortcut link that brings up the workflow history report for the revision cycle 

 Quality Control - The name of the person who did the Quality Control, and the date it was completed. Criteria: 
An activity was found matching the “Quality Control” option in workflow. The completed date for Quality 
Control column is the last signed off date for this activity with the “Quality Control” option. 
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 Release to Customer - The name of the person who released the deliverable to the customer and the date it 
happened. Criteria: An activity was found matching the “External Customer Notification / Release” option in 
workflow. The completed date for the Release to Customer column is the signed off date for this activity with 
the “External Customer Notification / Release” option. 

 Customer Acceptance - The name of the customer who accepted the deliverable and the date it was accepted. 
Criteria: An activity was found matching the “External Customer Review” option in workflow. The customer must 
have accepted the deliverable within Online Review between the selected date range. 

 SCORM Conformance – The name of the person who completed the SCORM testing and the date the testing 
was completed. Criteria: An activity was found matching the “SCORM Conformance” option in workflow. 

 Delivery/Launch - The name of the person who made delivery, and the date. Criteria: An activity was found 
matching the “Delivery” option in workflow. The completed date for the Delivery / Launch column is the signed 
off date for this activity with the “Delivery” option. 

 
If any of the above column criteria are not met, you will receive the text “Not supported by workflow process” in the 
column. If the criteria were met but the activity has not been completed, you will receive the text “Not complete” in the 
column. 
 

6.6.1.5 Workflow History Report 

The Workflow History Report shows the history data for an individual SCO based on revision date. To run the report, 
select a SCO from the drop-down menu then click the notepad button. 
 
A Revision Cycle List will be displayed with the date and time of each revision cycle for the SCO.  
 

 
Revision Cycle List 

 
Click a link to expand the data, and then click again to minimize it. 
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Revision Cycle List - Expanded View 

 

The Revision Cycle List in the expanded view contains two windows. These windows will scroll if needed to display all the 
information on the report.  
 
The report contains the following: 
 

 Left Window – workflow revision cycle history 
o Activity - The workflow activity 
o Assigned To - The person the activity was assigned to 
o Signed Off By - Who signed off the activity 
o Total Time (Days) - the total time, in days, the SCO spent in that activity.  
o Notes - Any notes that were entered for the workflow activity 
o Queue Time (Days) - How many days the SCO was in the activities queue before being worked on 

 Right Window - Comment level data 
o Frame/Id - For SCOs the id of the frame the comment was made for, for Documents 0 and the location 

identifier for the comment 
o Originator - The person who made the original comment 
o Comment - The comment 
o Addressed By - The person who addressed the comment 
o Date Addressed - The date the comment was addressed 
o Verified By - The name of the person who verified the comment was addressed properly 

 
 

6.7 Edit / Create Production Cycle  
Having created and defined the production process identified within the MELD Administrator Guide, as well as defining 
certain job related parameters (charge codes, project tags and external types), we can now begin creating jobs and 
inducting them into work. These activities are performed using the Edit / Create Production Cycle screen, an example of 
which is shown below. 
 
It is important to note that Workflow only recognizes SCOs that are defined within IME. For example, even though it is 
possible to define a project process (Redecorate room) and charge code (OVRHD) for renovating the site’s break room, it 
will not be possible to create a production cycle / induct the work within Workflow since this “product” does not exist in 
IME. The work around would be to establish a placeholder document within IME for this activity. This work around 
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approach can be useful when the project has non-product producing efforts that need to be closely tracked (e.g., 
modification of GFI, changes to internal work instructions, etc.)  
 

 
Edit / Create Production Cycle 

6.7.1 Columns 
The following columns are available: 
 

 Priority - a numeric value representing the priority scale. A number with a smaller scale indicates a higher 
priority level. 

 Project Tag – a descriptive tag that provides additional information about a job. Products following a new 
production process MUST induct work using a project tag including the text “Prod”, e.g. “Production” 

 Charge Code - indicates which project code should be charged for hours spent on a job 

 SCO Name - name of the SCO within IME 

 SCO Title – the title of the SCO within IME 

 Parent Name - the name of the SCO parent within IME 

 Current Process - this SCO is currently in work and assigned to this process 
 
The initial sort for the table is by the parent name column in ascending order. A filter is available to the left of the results 
to filter by project tag or charge code.  
 

6.7.2 Create Production Cycle 
Selecting Create Production Cycles will display a screen similar to the one below. Before a job can be inducted, you must 
specify which production process will be followed. The appropriate process is selected from the pull down menu and 
then the Create Production Cycle button is pressed. When this is done, a confirmation dialog box will appear. If OK is 
selected, the Edit Production Cycle screen will be displayed next. Once the Edit Production Cycle information has been 
provided, the job will be inducted for work at the first activity in the process. 
 
 
The Create Production Cycle button is used to induct a SCO into a production process. If a SCO is currently in work from 
a CMATT induction, then the Create Production Cycle button will not be available. The project manager would need to 
restart the cycle from CMATT to create a new cycle. The Edit Production Cycle button only appears for SCOs that are 
already in production. This function permits the user to change the job data at any time in the production process. The 
details of both of these functions are covered in the following paragraphs. 
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Create Production Cycle 

 
 

6.7.3 Edit Production Cycle 

Selecting Edit Production Cycle will result in display of a screen similar to the one below. In addition to providing a 
means to enter job related data during the creation of a new production cycle, this screen permits the user to change 
the job data at any time in the production process.  
 
The following fields are available: 
 

 Priority - a value assigned by management to guide the actions of the production team 

 Project Tag – a descriptive tag that provides additional information about a job. Products following a new 
production process MUST induct work using a project tag including the text “Prod”, e.g. “Production” 

 Charge Code - indicates which project code should be charged for hours spent on a job 

 Accepted Date - indicates when the product was accepted by the external customer. This value is automatically 
populated, but can be manually edited as required. 

 Internal Points of Contact - specific internal personnel who will perform work for the given disciplines. Selection 
of a name assigns the job specifically to that person vice the discipline. Each time the job is routed to the 
selected discipline, the “Assigned To” column within the discipline view page is updated with the selected 
internal POC for that discipline. Internal points of contact are also available from the POC button within the 
workflow pages. 

o The internal points of contact listing will initially display the last saved points of contact for the process 
when new production cycles are created. When production cycles are edited, the points of contact for 
the cycle are displayed. 

 External Points of Contact - customer points of contact. This information is not used in routing the SCO but 
serves to provide contact information for resolution of issues. External points of contact are available from the 
POC button within the workflow pages. 

 Update Production Cycle button - update the job data for the current or last cycle 
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Edit Production Cycle 



 

7 Online Review 
The Online Review module allows internal and external reviewers access to view and comment on SCOs. 

7.1 Internal Reviewer  
Internal reviewers are personnel involved in production, correction, and quality control of courseware materials. They 
have the ability to view any and all comments held in the system, to include assignment, status information, and notes / 
responses. They are only able to modify comments that they have made. Each internal reviewer is assigned to a 
discipline on the User Administration Screen. This assignment sets the filtering defaults for viewing comments, which 
can then be modified. Discipline assignment enables the individual to mark as complete comments that have been 
assigned to that discipline.  
 

 
Online Review – Main Screen (Sample Internal Reviewer) 

 

7.2 External Reviewer  
External reviewers are customer personnel involved in the review and acceptance of courseware materials. They have 
the ability to view comments made by external reviewers with their associated notes / responses, correction / verified 
marks. External reviewers are able to modify comments that they have made.  
 

 
Online Review – Main Screen (Sample External Reviewer) 

 



 

7.3 Review Pages  
The Review Page selection is the starting point of the online review process. The Review Pages selection allows the user 
to view the SCO and make comments on it frame by frame. It also allows the user to view comments made by other 
users along with the corresponding frame and filter those comments based on the commenter, whether or not the 
comment has been addressed, and the status of the comment in the review process (addressed, verified, etc.). 

 
The Review Pages first page is an informational "pass through" page. On this page you will find the following: 
 

 Your Acceptance Rating - is the review level of the user, based on their user login. A user can review SCOs that 
are below their current acceptance rating, but cannot review SCOs that are at or above their review level. 

 Current Acceptance Level of this SCO - is the current acceptance level of the SCO 

 SCO Link/Message – If the SCO is currently below your review level, the link message states “Start Commenting 
on SCO”.  

 

 

Online Review - Entry Screen 

 
 If the SCO is at or above your review level, then the link message states “Review SCO” and commenting is no longer 
enabled. 
 

 
Online Review – Review SCO Entry Screen 

 
 
To begin reviewing the SCO, click on the link to open up the Review SCO screen.  
 
This Online Review screen is divided into the following sections: 
 

 Comment Entry - The Comment Entry section is where the user will create and assign comments and rework 
information associated with the frame in the SCO Review Area. 

 Comment Filter - Comment filters control the comments that are displayed in the Comment Display area 

 Additional Functions – The Comments Reports button allows the user quick access to the comment reports for 
the SCO. The Edit Frame Contents button allows an internal user to access / edit the content and instruction 
information for the current frame being reviewed. Note: These are only available for internal reviewers. 



 

 Navigation Buttons - The Project Menu, Online Review Menu, and Workflow Menu buttons located at the 
bottom of the Comment Filter section allow the user to quickly jump back to those modules.  

 SCO Review Area - The largest section of the Online Review screen, this is the portion of the screen the SCO is 
played in. 

 Comment Display - The Comment Display section of the screen is where the user can view previously created 
comments, edit comments they have made, delete a comment they made if it has not been addressed or 
verified, indicated comments that are Addressed or Verified, and link to other screens that will display more 
information about the comment. 

 

 
External Reviewer Screen 

 

 



 

 
Internal Reviewer Screen 

 

7.3.1 Comment Entry 
To create a comment for a frame, the user first scrolls to the correct frame within the SCO using the navigation tools 
(buttons, menus etc.) provided by the SCO.  
 
Comments can be added by selecting one from the comment queue or entering a new comment. 
 
Open Comment Queue – opens the comment queue 
 
New Comment - To create a comment the user enters the following information: 

Comment – the comment text 
Location identifier – a free form box that can be used to enter a page number, section of the screen, or any 
other information that identifies the location the comment pertains to. This is mostly used for document SCOs 
that consist of a single frame. 
Rework – the rework codes for the comment, if authorized for the user's Comments Rights Type. Note: This only 
applies to internal reviewers. 
Assigns – assign the comment to a discipline. Note: This only applies to internal reviewers. 
Add to Queue – adds the comment to a queue of comments which can be applied to other frames 

 



 
Click the Add Comment button. If an internal user chooses to not assign a discipline, a warning box is triggered asking if 
the user wishes to proceed without a discipline assignment.  

 
Online Review - Comment Creation without Assignment 

OK - the comment is saved 
Cancel - the save is aborted and the user is taken back to the main screen so they can choose a discipline for the 
comment.  
 
The Assign - dropdown contains the following choices. Note: This only applies to internal reviewers. 
 
Unassigned - the default, do not assign the comment to a discipline. 
A list of Disciplines from the database, For Example: 
Subject Matter Expert (SME) 
Instructional Design (ID) 
Graphic Department (ART) 
Project Manager (PM) 
Programming Department (PGM) 
 
If the inserted comment fits the current filtering criteria, then it will appear in the list at the bottom. If the criteria are 
not met, the comment will not appear below (e.g., SME has elected to view only SME comments, but assigns a new 
comment to GA).  
 
Rework Information 
The Rework Information section allows users to enter Rework Type, Category, and Code information for a SCO 
comment. This section only appears for users who have rework permissions. Rework information is global to all MELD 
systems and is not project specific.  
 
To enter rework information, select a Rework Type from the dropdown. The Rework Category dropdown will appear, 
and be populated with the categories specific to that type. Select a Rework Category from the dropdown. The Rework 
Codes dropdown will appear and be populated with the codes specific to that category. Select a Rework Code to finish 
the rework information selection. 
 
To change the rework information entered, select the Select a Type or Select a Category option from the dropdowns. 
This will remove all child information and reset the dropdown based on the selection made in any parent dropdown. 
 
A user can choose to enter all, partial, or none of the rework information. If the user enters only partial rework 
information, when they click on Add Comment they will be prompted with the following informational box. 

 
To continue on and save the comment with partial rework information, click the OK button. To abort the save and enter 
the remaining rework information or remove the information selected, click cancel. 



 
 
Note: This only applies to internal reviewers. 
 

7.3.2 Comment Filter 
The Comment Filter section of the screen allows the user to filter the comments that appear along the bottom of the 
screen in the Comment Display. The fields available for filtering and the default state of the filter are based on the type 
of reviewer, internal or external. The user is able to alter this default filter to display a subset of the data if desired. After 
altering the filter as needed, the user must click on the Filter Comments button to update the display at the bottom of 
the screen.  
 
Internal Reviewer - By default, the filter is set to view all comments (internal and external), by all disciplines, Addressed 
or not Addressed, and verified or not verified. The user can change any and all of the filter criteria at any time.  
 
External Reviewer - By default, the filter is set to view external comments only, Addressed and not Addressed, and 
Verified or not Verified. The user is permitted to filter by Addressed and Verified as desired.  
 
The Filter dropdowns contain the following choices: 
 
Create By - (not available to external reviewers) 
Internal  
External 
Both (default) 
 
Assignment - (not available to external reviewers) 
All Disciplines (default) 
Unassigned 
Disciplines from the database, for example 
Subject Matter Expert (SME) 
Instructional Design (ID) 
Graphic Department (ART) 
Project Manager (PM) 
Programming Department (PGM) 
 
Addressed: 
Addressed 
Not Addressed 
Both (default) 
 
Verified: 
Complete 
Not Complete 
Both (default) 
 
Override: 
Not Overridden (default) 
Overridden  
Both  
 



 

7.3.3 Comment Queue 
The comment queue allows a user to indicate a comment is one typically used on multiple frames and insert it into a 
queue. These comments are available via the Open Comment Queue button. 
 

 
Comment Queue 

 
Selection – to add comment(s) to the frame in the SCO, put a checkmark by each comment in the Sel. Column. 
 
View All SCOs – when the queue is first opened it only contains comments for the current SCO. To see all queue'd 
comments for every SCO in the project, click the View All SCOs comment. To view only the current SCO, uncheck the 
box. 
 
Add to Frame – Add to Frame adds the comment(s) selected to the current frame in the lesson.  
 

7.3.4 Edit Frame Contents 
The Edit Frame Contents popup allows users to edit any frame information on the fly while in Online Review. All content 
tabs are available for the frame as well as an export and the frame logs. Once exported, the current frame within online 
review is refreshed showing the newest exported content. 
 

 



 

Online Review – Edit Frame Contents 

To open the Frame Information screen, click the Edit Frame Contents button in online review.  
 
Note: Only available for internal reviewers. 

7.3.5 SCO Review Area 
This is the portion of the screen the SCO will play in. If instead of the SCO, the following message appears in the screen, 
the SCO has not been exported from IME. 
 

 
 
The SCO is fully functional while being played in the Online Review screen, including menus, hot spots, and navigation 
buttons.  

7.3.6 Comment Display 
The Comment Display is the window that runs along the bottom of the screen. From this window the user is able to view 
comments. If they have the correct permissions, the user is also able to edit comments, mark a comment as addressed, 
mark a comment as verified, and view more detailed information attached to the comment such as notes and 
responses.  
 
Comments in the display section are either displayed with a white or grey background. A grey background indicates the 
comment has been "retired". Retired means the comment has been both Addressed and Verified. A white background 
indicates the comment is still active. Retired comments cannot have new notes or responses attached to them, unless 
they are changed from the retired state back to an open state by removing the Addressed state and/or the Verified 
state. 

7.3.6.1 Comment 

This column contains the text of the comment. If the comment has not been addressed or verified and the current user 
is the creator of the comment, the comment is editable. To change the comment, edit it and then exit the textbox using 
the mouse / arrow, tab key, or any other means. The user is prompted that the text has changed and asked to verify if 
they wish to save the changes. 

 
Online Review - Edit a Comment 

OK - save the changes made 
Cancel - abort the changes 

7.3.6.2 Assigned To 

The discipline the comment has been assigned to. Display only. 

7.3.6.3 Comment Date 

The date the comment was created. Display only. 



 

7.3.6.4 Comment By 

The user who created the comment. Display only. 

7.3.6.5 Addressed 

The Addressed column contains a checkbox showing the status of the comment. Addressed means the comment has 
been addressed; i.e., either it was a problem that has been corrected, or the "problem" was deemed to be a non-issue, 
or the decision has been made to table the issue at this time. This column is not visible to external users. Internal users 
can check a comment as addressed if the comment is not assigned to a discipline, or it is assigned to a discipline the user 
is assigned to. Checking the box will toggle the entry between addressed and not addressed. If the user un-checks an 
item marked as Addressed, the Comments Note screen is displayed and the user is prompted to enter a note explaining 
why they have change the comment to a not addressed status. Only the user that addressed the comment can un-check 
this box. 

7.3.6.6 Addressed By 

The user who addressed the comment. Display only. 

7.3.6.7 Date Addressed 

The date the comment was addressed. Display only. 

7.3.6.8 Verified 

The Verified column contains a checkbox showing the status of the comment. Checking the box will toggle the entry 
between verified and not verified. If the user un-checks an item marked as Verified, the Comments Note screen is 
displayed and the user is prompted to enter a note explaining why they have change the comment to a not verified 
status. External users cannot mark comments as Verified.  

7.3.6.9 More Info  

The More Info button allows the user to view / edit all the information attached to a comment, depending up their 
permissions. The title on this button will appear in 1 of 4 different states. 
More Info - There is not a Notes or Response attached to the comment 
More Info - N - There is a Note attached to the comment 
More Info - R - There is a Response attached to the comment 
More Info - RN - There is a Response and a Note attached to the comment 
 
Clicking on the More Info button takes the user to the Edit Comment screen described below. 
 
Delete - The Delete button allows a user to delete a comment they made if it has not been addressed or verified. 

 Edit Comment 



 

 
Online Review - Edit Comment 

 
The Edit Comment screen allows the user to edit all the various pieces of a comment in one central location based upon 
the users ID, discipline, current review level of the SCO, and the comments status. If the SCO is being viewed in a view 
only status, all information on this screen is display only. 
 

 Curriculum - The folder name of the SCO within IME being reviewed (display only) 

 Frame - The name of the frame the comment is attached to (display only) 

 Comment - The comment being edited (display only) 

 CR Entered By: If the comment originated from a CR, the user that submitted the comment will display. 

 Originator: If the comment originated from a CR, the originator field for the CR will display. 

 
The values listed within the Comment Display window are also available on this Edit Comment form. The following fields 
are available in addition to the Comment Display window fields: 
 

 Location Identifier – Used with document SCOs to give specific information on where the issue / change resides. 
Editable if the comment is not addressed or verified. 

 Assigned To - The discipline the comment has been assigned to (display only for external, editable for internal if 
the comment is unaddressed) 

 Addressed By - The current status of the comment. To check a comment as having been addressed, choose a 
user from the dropdown. To indicate a comment has not been addressed, choose Not Addressed from the 



 
dropdown. (Initially editable if the comment is assigned to one of the current users’ discipline(s), otherwise 
display only. Only the user that addressed the comment can use this drop-down menu.) 

 Notes - Any existing note is displayed here. It can be created, edited, or deleted if the comment has not been 
retired.  

 Date Verified - The date / time the comment was last verified (display only) 

 Response - Any existing response is displayed here. It can be created or edited if the comment has not been 
retired. (editable only by internal users) 

 Rework Type - The rework type is displayed, if it has been previously selected. To select a new type, or change 
the current type, make a selection from the dropdown. The Rework Category field will be populated with the 
related categories. To remove a type, select "Select a Type" from the dropdown. (visible for internal users with 
rework commenting permissions) 

 Rework Category - The rework category is displayed, if it has been previously selected. If no rework type has 
been selected, this field is blank. To select a new category, or change the current category, make a selection 
from the dropdown. The Rework Code field will be populated with the related codes. To remove a category, 
select "Select a Category" from the dropdown. (visible for internal users with rework commenting permissions) 

 Rework Code - The rework code is displayed, if it has been previously selected. If no rework category or type has 
been selected, this field is blank. To select a new code or change the current code, make a selection from the 
dropdown. To remove a code, select "Select a Code" from the dropdown. (visible for internal users with rework 
commenting permissions) 

 
To save the changes made, click the Submit button, to abort any changes click Cancel / Close. 

7.3.6.10 Override 

This checkbox allows external users to override comments that they do not want the contractor to consider as valid. The 
checkbox is only enabled on comments made by an external reviewer at a review level lower than the current external 
reviewer. Internal users with Project Administration permissions also have access to this checkbox to prevent an 
external comment from being marked as a defect. 

7.3.7 Online Review - Review Only 
When an internal user accesses Online Review after it has passes their review level (typically after QC review), the SCO 
will display in review only mode, the Comment Creation section has been removed, along with the ability to edit 
comments in the Comment Display section, or mark comments as addressed or verified. The user is still able to filter 
comments for display and access the More Info button.  
 



 

 
Internal Reviewer Review Only Screen 

 

7.4 Accept/Reject 
The Accept/Reject selection allows a user to accept or reject the SCO review for their level. If the SCO review is 
accepted, then it is moved up to the next level in the review process. If a SCO is rejected, then it is returned to the 
previous level to be reviewed again. This screen is only available to users who are attached to a comment rights type 
with SCO Approval permissions. Typically projects only allow SCO approval permissions for external users since workflow 
will handle the SCO approval automatically for internal users. 
 

 
Online Review - Accept/Reject 

 
 
When first entering the screen the user will see the following information: 
 

 Your Acceptance Rating Is - This is the user's acceptance level. A user can only accept or reject the review of a 
SCO below their current level. 

 Current Acceptance Level of this SCO is - The SCO's current acceptance level.  

 SCO is (not) open for editing - Indicates if the SCO is currently editable in IME or has been locked. 



 

7.4.1 Accept 
Accept sets the SCO’s acceptance level to the level of the current user. Users can review SCOs below their current level, 
so this passes the SCO up to the next level of review. 
 
If the SCO is at or past the highest level of review possible, then the External Review flag is set to false and the SCO is no 
longer available for external review. 
 
If the SCO is at the highest level of internal review, then the External Review flag is set to true. 

7.4.2 Reject 

If the SCO is at the highest acceptance level possible, then it will be returned to acceptance level -1, the initial / default 
state. 
 
If the user is an internal user and the SCO is not at the highest state possible, then clicking this button will decrease the 
acceptance level by 1, moving the SCO back down a level for review. 
 
This button is only viewable for external users if they have the highest level of acceptance for a SCO. 
 
This button is viewable at any internal acceptance level. 
 

7.5 View Comments  
The View Comments selection allows the users to view the comments that have been made for a SCO, separate from the 
SCO itself. This view process can be interactive, allowing the user to filter the comments they wish to see based on 
status, the user who made the comment, the discipline the comment was assigned to, and the verified status of the 
comment, or it can be view only. The user is also able to respond to comments from this screen. 
 

 
View Comments (Internal Reviewer Screen) 

 



 

 

View Comments (External Reviewer Screen) 

 

Comments with a gray background have been retired, i.e., they have already been both addressed and verified. 
Comments with a white back ground are either waiting to be addressed, verified, or both.  
 
Depending upon the user type (internal / external) comments can be filtered by the following criteria: 
 

 Created By - Internal, Internal Resulting from Rework, External, or All (Only available for internal reviewers) 
o Internal - Comments made only by internal users 
o Internal Resulting from Rework – Comments made after the activity marked as the “Quality Control” 

activity for the process. 
o External – Comments made only by external users 

 Assignment - Discipline Assignment, the choices are project specific (Only available for internal reviewers) 

 Addressed - Addressed, Not Addressed, or Both  

 Verified - Complete, Not Complete, or Both  

 Override – Not Overridden, Overridden, or Both 

 Only comments without rework – Select to show only comments that have not been assigned rework codes 
(Only available for internal reviewers with rework permissions) 

 
After selecting the desired filter, click on the Filter Comments button. 
 

7.5.1 View Rework Info 

Rework information can be added and edited on the View Comments screen if the user has the correct Comment Rights 
Type permissions. To view the rework information, click the View Rework Info button on the View Comments screen. 
The comments display section changes to view the rework info. 



 

 
View Comments - View Rework Info 

To hide the rework information, click the Hide Rework Info button. To add / edit the rework information, make the 
correct selections from the drop-down fields. After making the selections, click the save button for that record.  
 

7.5.2 Apply Rework Codes 
The Apply Rework Codes button will update all comments with the Rework checkbox checked with the rework code 
selected in the drop-down menu above the button.  
 

 
 



 

7.5.3 Response 
The Response column allows the user to attach a response to the comment if the comment has not yet been addressed, 
and the approval level for the SCO is less than the user’s approval level. This screen is accessed by clicking the Respond 
button within the comments listing. The screen contains the following information: 
 

 Curriculum - The folder name of the SCO within IME 

 Frame - the name of the frame the response will be attached to 

 Comment - the comment the response will be attached to. 
 

To enter a Response type the response in the text box on the screen and click the Submit Response button. To abort any 
changes, click the Cancel button.  
 

7.5.4 Notes 

The Notes allows the user to attach a note to the comment. The screen contains the following information: 
 

 Curriculum - The folder name of the SCO within IME 

 Frame - the name of the frame the note will be attached to 

 Comment - the comment the note will be attached to. 
 

To enter a Note, type the note in the text box on the screen and click the Submit Note button. To abort any changes, 
click the Cancel button. 
 

7.6 Reports  
The Report selection allows the user to create customized reports and output the data in several formats.  

7.7 Accept on Behalf Of SCO Review 
Allows a user with project administration permission to accept a SCO on behalf of the customer. This feature can be 
used for SCO changes that are pre-approved by the customer. 
 
Before a SCO becomes available for acceptance on behalf of the customer, several criteria have to be met: 
 

 The SCO must be at least at the highest internal review level of acceptance 

 The user accepting on behalf must have project administration rights 

 The external commenting right selection must be at a level higher than the current acceptance level for 
the SCO 

 
To accept a SCO on behalf of the customer, the project will first need to create an external account with the appropriate 
external commenting permission used for this purpose. If multiple external commenting levels exists (e.g., USG SME, and 
TPOC) , then an external account needs to be created for each commenting level if the project wishes to accept on 
behalf of the customer for each commenting level. The project can always accept on behalf at the highest commenting 
level (e.g., TPOC) if multiple levels exist. The account created does not need to be used for login purposes. 
 
When the SCO reaches its highest level of internal acceptance, the Accept on Behalf selection will become available from 
the “Review Pages” button. To accept the SCO on behalf of the customer, select the appropriate external account 
created for this purpose and select the Accept button. If multiple acceptance levels exist and the project wishes to 
accept on behalf of each level, the Accept button will have to be selected for each level. 
 



 

 
Online Review – Accept on Behalf 

After Accept is selected, the main online review screen will become updated with the selected approval level. 
 

 
Online Review – Accept on Behalf Screen 2 

After the external customer review activity in marked complete in workflow, the workflow records report will reflect the 
last external account used for the accept on behalf selection. 
 

 
Online Review – Accept on Behalf Screen 3 

7.8 Reports 
The Reports module allows the user to customize the output of the report, both in content and layout. Internal users can 
filter the data by all criteria. External users can only view external comments and CRs. External reviewers also do not 
have an Assignment or Created By filter. The default value for each filter is "Not Selected" which means that filter will 
not be applied to the output. The filters for assignment, created by, addressed, addressed by, verified, override, and 
report format are saved and will be displayed when returning to the reports screen during the current MELD session. 
 



 

 
Comment Reports – Internal Reviewer Selection Screen 

 

  
Comment Reports – External Reviewer Selection Screen 

 
 
 
 

8 CR Review 
The CR Review screen allows all internal and external users the ability to comment on every SCO regardless of 
production state. Upon entry to this screen, a user will see a screen similar to the following. 



 

 
CR Review Screen 

8.1 Create CR 
To create a new CR, select the Company / Command, the Method of Delivery, and enter the CR in the 
Comment/Recommendation field. Select “Is this is a Pri 1 CR, please check here” if you want the CR to be entered at the 
highest priority level, generally used to document safety of flight concerns.  
 
Click Add CR to save the entry. If any of the fields are not filled in, you will be prompted to enter a value. If all required 
fields are filled in, the CR will be saved and will appear at the bottom of the screen. The Date Created and Comment By 
fields are filled in automatically. 
 

8.2 Filter / Sorting 
To filter the below CR listing for only CRs that have not yet been validated, check the checkbox “Show only items that 
have not been validated”. 
 
There are four available sort options for the below CR listing as well. 1 - CR #, 2 - Commentor, 3 - Priority, 4 - Priority, 
Date Created. The option is also available to sort these by ASC or DESC. The default sort for the CR listing is option 4 
“Priority, Date Created” in ASC order. 
 
The CR listing will display valid items that are currently in work with a gray background, items that have previously been 
placed into work and accepted by the customer in black, and items that have not yet been placed into work white. 
 
To return to the main Project Menu screen or CR Review menu, click the corresponding navigation button. 



 
 

8.3 View CRs 
The CR Summary screen is accessed via the View CRs button on the product selection screen of CR Review. This screen is 
similar to the CMATT CR Summary screen. The View CR screen only shows CRs for the current SCO, not all SCOs within 
the project. 
 

9  RIMM 
The Risk Identification and Mitigation Matrix, or RIMM, is the identification, assessment and tracking of Risk as it relates 
to a project. Risks are events that if they occur can jeopardize the successful completion of a project. A Risk Item is no 
longer a risk when it has been retired.  
 

 
RIMM Initial Screen 

 

9.1 Add Risk Item 
To add a Risk Item, click on the Add Risk Item menu link on the left side of the main RIMM screen. 
 
 Enter the following data: 
 

 Date - The date the RIMM item was reported. This calendar button opens up a pop up window containing a 
calendar, which allows the user to select a date using a graphical interface.  

 Title - A brief description of the RIMM 

 Owner - Who is responsible for the RIMM 

 Description - A detailed description of the RIMM 

 Control Type - The controller, i.e., Contractor or US Government 

 Probability - The probability of the RIMM occurring 

 Severity - The impact the RIMM will have on the project if it does occur 

 Note: Depending on how the RIMM module was configured, the probably and severity could be in separate or a 
single drop-down menu. 

 Risk Areas - Depending on how the RIMM module was configured there may or may not be risk areas available. 
In the below example, the available risk areas for selection are “Schedule, Performance, and Cost”.  

 
Enter Risk Data Button - Click on this button to save the data after it has been entered. 



 

 
Add Risk Item 

 

9.2 Edit Risk Item 
To edit a Risk Item, click on the Edit button that corresponds with the desired RIMM on the main RIMM screen. All fields 
are editable. In addition, action items can be added to a Risk.  
 
The action item consists of the following fields: 
 

 Date of Action - the date the action was taken 
Description - a detailed description of the action taken 

 Probability - the probability of the action 

 Severity - the severity level of the action  

 Result - the results of the action, such as avoided, controlled, retired, etc. 

 Modify - this column can contain three different buttons.  
o Add Action - Adds an action to the risk item. If the user has not filled in all required fields (Date of 

Action, Description), they will be prompted to enter this information before being allowed to save a new 
action record. After being saved, the action will appear in the table with an Edit Risk Item button in the 
modify column.  

o Update Action - Updates an action with any changes the user has made. This button is only available 
when a risk action is being edited. 

o Edit Risk Item - allows the user to edit a risk action. When this button is pressed, the background of the 
corresponding risk action turns pink and all the fields are editable. The Modify column then contains an 
Update Action button. After making any changes necessary, press the Update Action button to save the 
changes. 

 



 

 
Edit Risk Item 

 
 

9.3 Delete Risk Item 
Risk Items cannot be deleted. Instead, they are "retired" when no longer a risk. To retire a Risk Item, edit the Risk Item 
and create an Action record with a Result of "retired". Risk Item details can still be viewed after a Risk has been retired 
by clicking on the View Details Button on the main RIMM screen.  
 
Note: A new Action record must be created to retire the risk item. Simply changing the result of a current risk action will 
not retire the risk item. 

9.4 View Details 
View Details is a view only mode for a RIMM item. To view the details of a RIMM that has been retired, click on the View 
Details button for that record.  
 
The View Details screen displays the following information: 
 

 Date - The date the RIMM item was reported 

 Description - A detailed description of the RIMM 

 Probability - The probability of the RIMM occurring 

 Severity - The impact the RIMM will have on the project if it does occur 

 Actions Taken (shown for every action attached to the RIMM) 

 Date of Action - the date the action was taken 
Description - a detailed description of the action taken 

 Probability - the probability of the action 

 Severity - the severity level of the action  

 Result - the results of the action, such as avoided, controlled, retired, etc. 
 



 

10  QUANTM 
The Quality Analysis and Tracking Matrix, or QUANTM, is used to track quality issues, recommendations, and resolutions 
within the project.  
 

10.1 Six Sigma Metrics 
The Six Sigma Metrics report provides rolled throughput yield (RTY) calculations, cycle time for poor quality (CTPQ) in 
days, as well as cycle time metrics, and rework count. These metric features enable management to provide data to 
indicate areas for specific process improvement activities and improve project-level process efficiency and effectiveness.  
 

 
Six Sigma Metrics 

To run a Six Sigma Metrics report, enter the following data. NOTE: leaving a date field blank in the data range will result 
in no data being report. 
 
Group by selection - This selection groups all products by the selected group by assignment. The selected discipline 
must be assigned to the product as an internal POC when the production cycle was created. 
 
Product Date Range - The product date range option will return all products that have been inducted and accepted 
within the selected date range. This option is used for determining process improvement over a specified period of time. 
The "External Customer Review" option must be selected for the external customer review activity setup in workflow 
administration.  
 
Product Acceptance Date Range - The product acceptance date range option will return all products that have been 
accepted within the selected date range. This option is used for producing quality reports for the quality plan. The 
"External Customer Review" option must be selected for the external customer review activity setup in workflow 
administration.  
 
Filters 

 Project Tag: The project tag filter will list all project tags assigned to the project from MELD>Project 
Administration>Configure Workflow>Create Project Tags. It is not recommended to delete any project tags 
because you will lose the link between the project tag and the production cycle for any products that were 
placed in work with the deleted project tag. 

 Priority: The priority filter will list all priorities assigned to the project from the Configure CMATT screen within 
Project Administration.  

 Product Type: Allows the user to filter the output based on the product type. Values include “ICW, CAI, and 
Document”. This filter allows a multiple selection. To select multiple values, hold down the Ctrl key and mouse 
click each product type you want to include in the report. 
 

After entering the required information click Submit to generate the report. 



 

 
Six Sigma Metrics Report 

The report is broken into two sections. The first section is broken down by workflow process and contains the following 
information: 
 

Accepted Date Column: The external customer acceptance date for a product during a production cycle.  
 
Product Column: The product is the SCO name assigned within IME. It acts as a link to the Product Information 
report, described later in this section. 
 
Decision Point Columns: The decision point columns contain all activities per process that result in a pass / fail 
decision up to and including the external customer review activity.  
 
Rework Count: The total number of times the user failed the activity. To the right of the rework count is a report 
link that will open a summary report of comments made per rework. 
 
CTPQ (Days): The Cycle Time for Poor Quality is the total number of days from the time the user failed the 
activity until the next pass / fail interaction for the activity. This is the total for all rework counts for the activity. 
 
% Defective: If the activity is the "External Customer Review" activity you will see an additional column "% Def". 
This value equals the total number of frames defective divided by the total number of frames delivered for the 
product production cycle. If rework was required for this activity, the summary report will list additional 
information such as frames delivered, frames defective, defect count, opportunities for defect and change 
request count. 
 

Frames Defective 
 

The total number of defective frames equals the total number of delivered frames with 
external comments within the first external review cycle. Any comment with a 7 rework 
code, that is overridden, or blank will be ignored.  



 
 

For document SCOs, the total number of defective frames equals the total number of 
external comments created within the first external review cycle. Any comment with a 7 
rework code, that is overridden, or blank will be ignored.  

 
Frames Delivered  

 
Revision - A delivered frame is any frame with a comment created between the CMATT 
induction date and the external customer review start date.  
 
Production - The total number of delivered frames equals the total number of frames 
developed in IME. QUANTM looks for a project tag of "Prod" for the product revision 
cycle in Workflow to determine if the lesson is a new production lesson. 

 
For document SCOs: 

 
Revision - The total number of delivered frames equals the total number of unique 
location identifiers for all comments created between the CMATT induction date and 
the external customer review start date. If location identifiers do not exist, the total 
number of delivered frames equals the total number of change requests placed into 
work from CMATT.  

 
Production - (QUANTM looks for a project tag of "Prod" for the product revision cycle in 
Workflow). The total number of delivered frames equals the total number of unique 
location identifiers for all comments made before the external customer review start 
date. If location identifiers do not exist, the default value is 1. 

 
Total Column 

 
Rework Count: The sum of all decision point rework count columns for the product row. 
 
CTPQ (Days): The total number of days the product was in rework due to an activity failure. Note: This 
number is not the sum of all decision point CTPQ columns. The decision point CTPQ column could 
contain nested rework loops which is not included in the overall total. 
 
Cycle Time: The total time in days from the first product start date in workflow to the external customer 
acceptance date in workflow. 
 
Total Row: The total row lists the total number of products, the sum of each product rework count 
column, and CTPQ column for each decision point column. To the right of the total rework count is a 
link, named Freq, to the MELD > QUANTM > Rework Frequency Report that will pass the selected date 
range, filters, and decision point. In addition to the decision point totals, there are process averages for 
total rework count, CTPQ, and Cycle Time. % defective is also determined for the process. 
 
Yield Row: A yield value is determined for each decision point column. This value equals the total 
number of products divided by the sum of the total number of products and the total rework count for 
the decision point. 
 
RTY Row: A Rolled Throughput Yield value is determined for each process table. This is the probability 
the product will pass through the entire process defect-free. This value equals the accumulated 
multiplication of each decision point yield. 
 



 
First Pass Yield Row: A First Pass Yield value is determined for each process table. This value equals the 
total number of products that have a 0 rework count for the "External Customer Review" decision point 
divided by the total number of products. 

 
The second section in the report is the Overall Totals and contains the following information: 
 

DPMO: Defects per million opportunities is determined for the entire result set.  
 
The below formula is used to calculate the DPMO: 
(Total number of defects / Total number of defect opportunities) * 1000000 
 

Defects 
 

The total number of defects equals the total number of external comments created on delivered 
frames within the first customer review cycle. Any comment with a 7 rework code, that is 
overridden, or blank will be ignored.  

 
 For document SCOs: 
 

The total number of defects equals the total number of external comments created within the 
first customer review cycle. Any comment with a 7 rework code, that is overridden, or blank will 
be ignored.  

 
Defect Opportunities  
 
The defect opportunities equals the total number of frames delivered multiplied by the total number of 
opportunities for failure. The opportunities for failure are set at 20. 

 
% Defective: This value equals the total number of frames defective divided by the total number of frames 
delivered for the entire result set. 
 
First Pass Yield: This value equals the total number of products that have a 0 rework count for the "External 
Customer Review” decision point divided by the total number of products for the entire result set.  
 
Cycle Time: The average of all cycle times for the entire result set. 

10.1.1 Product Information Report 

The product information report is available by clicking the product name on the Sigma Six Metrics Report.  



 

 
Rework Count – Notepad 

The report contains the following information: 
 

 Product Name: The SCO folder name and SCO title listed within IME 

 Project Tag: The project tag selected for the workflow cycle 

 Priority: The priority for the workflow cycle 

 Product Type: The SCO type that is assigned within IME 

 Frames Delivered: Refer to main report for frames delivered description. 

 Frames Defective: Refer to main report for frames defective description. 

 Defect Count: Refer to main report for defect count description. 

 Opportunities for Defect: Refer to main report for opportunities for defect description. 

 CR Count: The number of change requests in the workflow cycle 

 Workflow History: A link to the Workflow History Report for the workflow cycle 

 Errata History: A link to the Errata History report for the workflow cycle 

10.1.2 Rework Count Summary Report 
The Rework Count Summary Report is accessed by clicking on the notepad icon in the reword count column(s) of the 
metrics report.  



 

 
Rework Count – Notepad Report 

The report contains a summary of comments made per rework organized by rework loop.  
 

 Product Name: The product name and product title 

 Project Tag: The project tag 

 Priority: The priority for the workflow cycle 

 Product Type: The product type that is assigned within IME 

 Decision Point: The point in the process where the decision to send the product back for rework was made 

 Rework Loops: the rework loops contain a list of comments and rework codes for each comment in that loop. 

 Workflow History: A link to the Workflow History Report for the production cycle 

 Errata History: A link to the Errata History report for the production cycle 

10.1.3 Work Summary Report 

To create a Work Summary Report, click on the notepad icon at the bottom of the Six Sigma Metrics report. The Work 
Summary Report is the same as the Monthly Summary Report within Workflow>Reports except the Work Summary 
Report is created for the date range entered for the Six Sigma Metrics, and the Monthly Summary Report is run for a one 
month period. 

10.1.4 Rework Frequency 
The Rework Frequency report is described in more detail in the “Rework Frequency Report” section of this document. 
 



 

10.1.5 Frequently Asked Questions 
Why are my delivered frames totals so low? For revision efforts, QUANTM looks for the total number of comments 
created between the product induction date and the external customer review start date. It is important to leave a 
comment for any frame changes. For example if the product author changed "can not" to "cannot" on 5 frames, EACH of 
those 5 frames should have a comment inserted that represents what change was made on the frame. This allows 
QUANTM to capture the true frames delivered, informs the QC that changes have been made on the frame, and 
contributes to process analysis efforts. Team members should take advantage of the "Add to Multiple Frames" selection 
available in the comment area when inserting comments in Online Review. For document SCOs, QUANTM uses the total 
count of Location Identifiers entered in Online Review. The Location Identifier field is located right below the comment 
text box in Online Review. Again, it is important to enter comments for all sections that have been touched. If Location 
Identifiers are not used, then the total count of change requests submitted from CMATT are used. For New production 
efforts, QUANTM looks for the total number of frames developed in IME for the product. For document SCOs, the total 
number of location identifiers are used on comments made before the first external review date. If location identifiers 
do not exist, the default value would be 1. 
 
Why am I returning defects too early in the process? You will need to review your workflow process and ensure that 
the "External Customer Review" option is only checked once and only for the final external customer review of the 
product.  
 
Why do my new production products now show on the Six Sigma Metrics report? In order for new production efforts 
to display in the Six Sigma report, they must have a project tag with "Prod" included in the tag. This allows QUANTM to 
filter only for new production efforts. Project Tags can be revised / created from the MELD>Project 
Administration>Configure Workflow>Create Project Tags location. 
 
How can I tell what comments are the reported defects? Defects can be analyzed by clicking on the Notepad icon 
located next to the rework count number for the "External Customer Review" activity from the Six Sigma Metrics report. 
Defects will display under the rework loop section. Additional information concerning the workflow cycle can be 
returned from the report links "Workflow History" and "Errata History." 
 
Why does it appear that valid defects are not returning on the Six Sigma Metrics report? This can have two possible 
outcomes. (1) The external comment was entered in a rework cycle after the first customer review cycle. If meaning the 
external customer entered a comment during the 2nd review cycle; this comment would not count against us as a 
defect. (2) The external comment was entered on a frame that was not counted as a "delivered frame." In other words, 
internal comments were not made on the frame between the product induction date and the first external customer 
review date. You should also check and ensure that the external customers have received an external commenting 
account. 
 
My external customer entered comments that are not true defects. How can I get the Six Sigma Metrics report to 
ignore these types of comments? There are two ways to remove these comments from the report. (1) Enter a 7 series 
rework code for this comment. Only trained personnel are authorized to enter rework codes. (2) The PM can mark the 
comment as overridden from Online Review. 
 

10.2 Rework Frequency Report 
The Rework Frequency Report displays a list of rework codes and the number of Online Review comments associated 
with each code for the given date range and filter.  
 



 

 
Rework Frequency Report 

The comments and their rework codes that are counted for the report are based on the data input in the Date Range 
and Filter fields on the screen.  
 
Product Date Range: 
 
The product date range option will return all products that have been inducted and accepted within the selected date 
range. This option is used for determining process improvement over a specified period of time. The "External Customer 
Review" option must be selected for the external customer review activity setup in workflow administration.  
 
Product Acceptance Date Range: 
 
The product acceptance date range option will return all products that have been accepted within the selected date 
range. This option is used for producing quality reports for the quality plan. The "External Customer Review" option 
must be selected for the external customer review activity setup in workflow administration. 
 
NOTE: The date range used for the report is based on the Submit button pressed 
 
Filters: 



 
Change Requests – reports rework codes for the CRs only 
External Comments – reports rework codes for all External comments 
Internal Comments – reports rework codes for all Internal comments 
 

Decision Point – Only available for internally created comments, this dropdown includes all the decision points from the 
workflow process 
 
Project Tag: Allows the user to filter the output based on the project tag attached to the workflow process. The project 
tag filter will list all project tags assigned to the project from MELD>Project Administration>Configure Workflow>Create 
Project Tags. It is not recommended to delete any project tags because you will lose the link between the project tag 
and the production cycle for any products that were placed in work with the deleted project tag. 
 
Priority: Allows the user to filter the output based on the priority attached to the workflow process. The priority filter 
will list all priorities assigned to the project from the Configure CMATT screen within Project Administration. 
 
Product Type: Allows the user to filter the output based on the product type. Values include “ICW, CAI, and Document”. 
This filter allows a multiple selection. To select multiple values, hold down the Ctrl key and mouse click each product 
type you want to include in the report. 
 
After running the report, if another report is necessary, use the refresh button or F5 to refresh the screen, then enter 
the necessary Date Range and Filter information for the new report. 

10.2.1 View Details for Rework Type 
The Rework Frequency Report displays the total numbers for each of the rework types, categories, and codes. To view 
the details for a rework type, category, or code, click on the total number on the report. 

 
Rework Types Total Field 

The Detail view for the Rework Frequency report displays the rework codes, product name, Frame #, Frame ID, 
comment and a link to view all the comments. To view all the comments for the Frame #, regardless of which rework 
type they fall under, click the View All Comments button. 
 



 

 
Rework Frequency Report – Detailed Information 

10.2.1.1 View All Comments 

View All Comments is available from the Rework Frequency – View Details report and shows all the comments for the 
current frame regardless of rework type.  
 

 
Detailed Information – View All Comments 



 
The View All Comments report includes the following fields: 

 Comment – the comment entered in online review 

 Date Created – the date the comment was created 

 Created By – the name of the person who created the comment 

 Corrected By – the name of the person who corrected the issue 

 Verified By – the name of the person who verified the correction 

 Response – a response by anyone involved in the process 

 Notes – any notes entered by anyone involved in the process 

 Original Artists Instructions 
o General Instructions – the Graphic Instructions entered in IME 
o On Screen Text – the Graphic On Screen Text entered in IME 

 

10.3 Rework Missing Data 
The Rework Missing Data report displays all SCOs with comments created between the date range given, which are 
missing rework information. To run the report, enter the date range and click on Submit. 
 

 
Rework Missing Data Report 

 

 

 

11  Issue Tracker 
Issue Tracker allows the establishment of traceable items (milestones, significant project tasks, events, etc.). Using 
permission levels set up in the Project Administration, it allows authorized users to identify and record issues that arise 
against traceable items; assignment of tasks to resolve issues; record actions taken to accomplish tasks. Issue Tracker 
generates real-time reports for outstanding and overdue tasks by project and across project levels. Issue Tracker is also 
able to integrate with the RIMM component allowing issues to be flagged and recorded as program risk items.  



 

11.1 Issue Tracker Main Page 
To begin working with Issues, open the Issue Tracker module via the projects menu buttons. The following screen will 
appear.  

 
Issue Tracker - Main Screen 

This main screen allows the user to view existing issues, add new items, edit existing items, and generate reports. To 
view the child records for an issue, click on the Identifier. Click the Identifier again to hide the child records. To edit an 
entry or add a new child entry for an existing entry, expand the screen down to the desired entry, and click the entries 
title / description. 

11.2 Add Tracked Item Page 
To create a new Tracked Item, click on the Add Tracked Item menu selection on the main Issue Tracker page.  



 

 
Add Tracked Item 

The screen has two parts. The Add a Tracked Item section on the top and a list of existing Items on the bottom.  
 
To Add a new Tracked Item, enter the following information: 
 

 Item Title - A description of the item 

 Due Date - The date the issue must be addressed by.  
 
To create a new record, click the Add button. To abort any changes, use the navigation menu to navigate off the page.  
 
To Edit an existing tracked item, click the Identifier for the tracked item in the Tracked Item list. 

11.3 Edit Tracked Item/Add an Issue 
The Edit Tracked Item screen can be accessed two ways. First, by clicking on the identifier of a Tracked Item on the Add 
Tracked Item page. Second, by clicking on the Tracked Item description on the Issue Tracker main screen. 

 

The Edit Tracked Item screen is broken into three sections: Edit a Tracked Item, Add a new Issue, and a list of Existing 
Issues. 

11.3.1 Edit a Tracked Item 
Upon entry to the screen, the Item Title and Due Date will be filled in for the selected Tracked Item. Edit this information 
as needed, add a Complete Date if applicable, and click the Update button to save the changes. Item Title and Due Date 
are required fields. To use the Calendar function to select a Due Date or Complete Date, click the Calendar button.  

11.3.2 Delete a Tracked Item 

Upon entry to the screen, the Item Title and Due Date will be filled in for the selected Tracked Item. To delete this item 
and all associated child records, click the Delete button. The system will prompt for confirmation of the delete, then 
delete the record(s). 

11.3.3 Add an Issue to a Tracked Item 
To add a new issue to the selected tracked item, enter the following information: 
 

 Issue - A detailed description of the issue (Required Field) 

 Impact - A description of the impact this Issue might have 

 Effect Type - A dropdown list containing the possible effect types for each issue (Required Field) 

 Is the Issue a Risk Item - checkmark to indicate the issue is a RIMM item. If this box is checked, a dropdown will 
appear that allows the user to select a pre-existing RIMM item or select the option to create a new RIMM item. 



 
If the user chooses to create a new RIMM item, upon saving the new Issue record they will receive the Add Risk 
Item screen. After creating a new RIMM item, the RIMM item will be attached to the newly created Issue. 

 Date Identified - The date the issue was first identified. (Required Field) 

 Recommended Action - The recommended action to resolve the issue 
 

After entering all required information, click on the Add Issue button to save the new issue record. 
 

 
Add New Issue to Tracked Item 

 

11.3.4 List Existing Issues for the Tracked Item 

The bottom portion of the screen lists all existing issues for the currently selected tracked item. To edit an issue on this 
list or add a new task to an issue, click on the identifier to be taken to the Edit Issue Page. 

11.4 Edit an Issue/Add a Task 
The Edit Issue screen can be reached by clicking on the description of the corresponding record in the Issue Tracker main 
screen or by clicking on the identifier of the record in the Edit Tracked Item screen. The Edit Issue page allows the user 
to edit existing issues, add a new task to an issue, and view all existing tasks for the issue. 

 

11.4.1 Edit an Issue 
To edit an issue, alter the following information as needed: 
 



 

 Issue - A detailed description of the issue (Required Field)  

 Impact - A description of the impact this Issue might have 

 Effect Type - A drop-down list containing the possible effect types for each issue (Required Field) 

 Is the Issue a Risk Item? - checkmark to indicate the issue is a RIMM item. If this box is checked, a dropdown will 
appear that allows the user to select a pre-existing RIMM item, or select the option to create a new RIMM item. 
If the user chooses to create a new RIMM item, upon saving the new Issue record they will receive the Add Risk 
Item screen outlined. After creating a new RIMM item, the RIMM item will be attached to the newly created 
Issue. 

 Date Identified - The date the issue was first identified. The Calendar button can be used to select a date from a 
graphical calendar. (Required Field) 

 Date Resolved - The date the issue was resolved. The Calendar button can be used to select a date from a 
graphical calendar. 

 Recommended Action - The recommended action to resolve the issue 
 

After entering all required information, click on the Update Issue button to save the new issue record. 

11.4.2 Delete an Issue 
Upon entry to the screen, all information will be filled in for the selected Issue. To delete this issue and all associated 
child records, click the Delete button. The system will prompt for confirmation of the delete, then delete the record(s). 

11.4.3 Add a New Task to an Issue 
Enter the following information to add a new task to an issue: 
 

 Task - A description of the task (Required Item) 

 Responsibility - The company or command that is responsible for this item (Required Item) 

 Notes - Any additional notes that pertain to the task. 

 Date Assigned - the date the task was first assigned (Required Item) 

 Date Due - the date the task is due (Required Item) 

 Status - The current status of the task, selected from a dropdown of predefined status. Contractor 
 
After entering all required information, click on the Add button to save the new task record. 
 



 

 
Add New Task to Issue 

 

11.4.4 Task List 
The bottom portion of the screen contains a list of existing tasks for the current issue. To edit a task or add an action to 
an existing task, click on the identifier for that task. 

11.5  Edit a Task/Add an Action 
The Edit Task screen can be reached by clicking on the description of the corresponding record in the Issue Tracker main 
screen or by clicking on the identifier of the record in the Edit Issue screen. The Edit Task page allows the user to edit 
existing tasks, add a new action to a task, and view all existing actions for the task. 



 

11.5.1 Edit a Task 
To edit a task, update the following information as needed: 
 

 Task - A description of the task (Required Item) 

 Responsibility - The company or command that is responsible for this item (Required Item) 

 Notes - Any additional notes that pertain to the task. 

 Date Assigned - the date the task was first assigned (Required Item) 

 Date Due - the date the task is due (Required Item) 

 Date Complete - the date the task was completed 

 Status - The current status of the task, selected from a dropdown of predefined status. 
 
After entering all required information, click on the Update button to save the new issue record. 

11.5.2 Delete a Task 

Upon entry to the screen, all information will be filled in for the selected Task. To delete this task and all associated child 
records, click the Delete button. The system will prompt for confirmation of the delete, and then delete the record(s). 

11.5.3 Add an Action to a Task 
Enter the following information to add a new action to a task: 
 

 Action Taken - Describe the action taken to address the task. 

 Action Date - The date the action was taken. 

 Recommended Task Status - The status change recommended for the task based on the new action 
 
After entering all required information, click on the Add button to save the new action record. 
 



 

 
Add New Action to Task 

 

11.5.4 Action List 
The bottom portion of the screen contains a list of existing actions for the current task. To edit an action, click on the 
identifier for that action. 

11.6 Edit Action 
The Edit Action screen can be reached by clicking on the description of the corresponding record in the Issue Tracker 
main screen or by clicking on the identifier of the record in the Edit Task screen. 

11.6.1 Edit an Action 
To edit an action, update the following information as needed: 
 

 Action Taken - A description of the action (Required Item) 

 Action Date - the date the action was taken (Required Item) 

 Recommended Task Status - The status change recommended for the task based on the new action 
 
After entering all required information, click on the Update button to save the new issue record. 



 

11.6.2 Delete an Action 
Upon entry to the screen, all information will be filled in for the selected Action. To delete this action, click the Delete 
button. The system will prompt for confirmation of the delete, then delete the record(s). 

11.7  Generate Reports Page 
The Generate Reports screen allows the user to select from five different task reports for the current project and any 
descendants. Reports can be selected to show all tasks or only overdue tasks.  
 
To generate a report, select the desired report(s), the project(s) and click on the Generate Reports button. 

 

11.7.1 Tasks by Tracked Item 
This report is generated for each project that is selected if, additionally, this Report Type is selected on the Generate 
Reports page. If a query (including required filter and order criteria) for a given project’s data does not return any Task 
records, the project is listed like the first “Project:” entry in the layout example below. Additionally, all non-completed 
tasks are displayed if the report generation date is greater than the parent Tracked Item Due Date. Projects are 
processed and listed in the report linearly as extracted from a hierarchical dataset. This list structure is illustrated in the 
following table: 
 

List Order Project Structure 

1 Project 1.0 

2  Project 1.1 

3  Project 1.2 

4  Project 1.3 

5   Project 1.3.1 

6   Project 1.3.2 

7  Project 1.4 

8   Project 1.4.1 

9 Project 2.0 

10  Project 2.1 

11   Project 2.1.1 

12  Project 2.2 

13   Project 2.2.1 

14    Project 2.2.1.1 

15 Project 3.0 

 
Filtering and Ordering  
 
Tracked Items are filtered to exclude those records for which there are zero Task records returned. Tracked Item listings 
are ordered by Identifier number. If the “Show only overdue tasks” checkbox is true, Tasks are filtered to: 
 

 exclude those records where there is a valid Completed Date given for the Task  

 include records only if the Due Date is less than the current date  

 include all records for incomplete tasks if the parent Tracked Item’s Due Date is greater than or equal to date 
the report is generated. 
 

Task listings are ordered by Identifier number. Additionally, the task name should be displayed in red if a Task is listed 
due to a Tracked Item Due Date overrun. 
 



 
 
 

 
Sample Tasks by Tracked Item Report 

 

11.7.2 Tasks by Due Date, Status, Responsibility, or Task Date 
These reports are generated for all projects selected if, additionally, the Report Type is selected on the Generate Reports 
page. All tasks are displayed in a single listing. The list is ordered by the type of report selected. (Order by Due Date is 
used as an example). 
 
Filtering and Ordering  
 
Tracked Items are not included in the report. 
 
 If the “Show only overdue tasks” checkbox is true, Tasks are filtered to: 

 exclude those records where there is a valid Completed Date given for the Task  

 include records only if the Due Date is less than the current date and the Completed Date is not greater than 
zero and 

 include all records for incomplete tasks if the parent Tracked Item’s Due Date is greater than or equal to date 
the report is generated.  
 

Task listings are displayed in red if a Task is listed due to a Tracked Item Due Date overrun. 
 



 

 
Sample Tasks by Date Report 

 



 

 

12  TSSR Module 
The TSSR Module is designed to capture and report services performed at the Site Support level. All project customer 
account services, equipment / inventory services, and print services are integrated and maintained here. 
 

12.1 GFP Inventory 
Government Funded Property (GFP) and/or Government Funded Equipment (GFE) is tracked through this venue. To 
display information, enter data into any of the search fields that are displayed in the left column. Select the Show Assets 
button to return a list of results that match the search criteria. The table is initially sorted by the Govt Asset ID in 
ascending order.  
 

  
GFP Inventory 

 

12.1.1 Add New Asset 
In order to add a new asset to the module, select Add New Asset. A pop-up box will appear as shown below. Enter all 
pertinent information then select the Add Asset button.  



 

 
Add New Asset 

12.1.2 Modify Assets 
To Modify an existing asset record, first locate the asset using one or more of the search criteria available in the left 
column (Govt Asset ID#, Serial #, Asset Type, Location.) Enter the criteria then select the Show Assets button. 

12.1.2.1 Edit 

With the asset record displayed under the Options column, select the Edit button to generate the Edit box as illustrated 
below. Make any necessary changes then select the Update button. 
 



 

 
View / Edit GFP/GFE Asset 

12.1.2.2 Archive 

The Archive Record option allows the record to be stored in another location and removed from reporting. Simply select 
the Archive button. To view archived items, set the Archived dropdown to Yes in the left Show Assets column; select any 
other search criteria; select Show Assets. To restore any archived item to a not archived status, select the Restore 
button. When an item is restored, it is recommended to edit the item to ensure the location, asset type, site, 
manufacturer, model are accurate. If any of these selections have been archived, then you will need to un-archive them 
from the project administration page in order to place the equipment item back into un-archived status. 
 

12.2  Service Actions 
Service Actions are categorized as Account, Print / Assemble, or Equipment.  
 

 
Services Main Menu 



 

12.2.1 Account Services 

12.2.1.1 User 

This category is used for individual user accounts. Each type of service action performed is recorded and captured here. 
The services in the brown column are grouped to correspond with actions taken for the typical customer account. For an 
example, the AV-8B project lists actions for the pilot – from check-in, throughout training, then graduation. Begin by 
selecting Account in the Services drop-down menu. 
 

 
User Account Service Example 

 

To add a new user, select User from the drop-down menu; type in the Last Name, First Name in the boxes beside Add 

New; select Add. Users can be edited at any time by selecting the  button to the left of the user’s name. 
 
To enter services performed, select the User Name; select the Action from the list in the brown column; click OK to start 
the action. Enter any notes and select Add Note; when the activity is finished, select Complete then OK. Notice that 
when a User is selected, all previous activities are displayed in the right column. Activities can be deleted prior to 
selecting the Complete button by any user and can be deleted at any time by a user with Project Admin or MELD admin 

permissions, by selecting the red  icon. 
 

If the user account is no longer available, you can archive the user account by selecting the  displayed in the top 
black bar next to the user account name. Archive does not remove the account from the service records reports; it 
simply removes it from the user account list. Please be very careful when archiving since the user account cannot be 
restored to the user account list after an archive. 
 



 

12.2.1.2 Group 

In the drop-down menu for Select Type, there is also a Group option. This item is selected when service is performed for 
a group rather than an individual account. For example, when printed items are issued for the DET, this option is 
selected. 
 
To add a new Group, select Group from the drop-down menu; beside Add New, type in the Group name in the box; 

select Add. Groups can be edited at any time by selecting the  button to the left of the group’s name. 
 
To enter services performed, select the Group Name; select the Action from the list in the brown column; click OK to 
start the activity. Answer any pop-up box questions; enter any notes and select Add Note; when the activity is finished, 
select Complete, then OK. Notice that when a Group is selected, all previous activities are displayed. Activities can be 
deleted prior to selecting the Complete button by any user and can be deleted at any time by a user with Project Admin 

or MELD admin permissions, by selecting the red  icon. 
 

If the group account is no longer available, you can archive the group account by selecting the  displayed in the top 
black bar next to the group account name. Archive does not remove the account from the service records reports; it 
simply removes it from the group account list. Please be very careful when archiving since the group account cannot be 
restored to the group account list after an archive. 
 

  

Group Account Service  

 
 

12.2.2 Print / Assemble Services 

All training documents that Site Support prints can be logged using this selection. Navigate to TSSR > Service Actions > 
select the Print / Assemble option from the Services: drop-down menu. 
 
To add a new document, simply enter the name of the document into the box beside Add New and select Add. The 

document name can be edited at any time by selecting the  button to the left of the document name. 
 
Select from the list the document / binder / stage handout to print / assemble. Select the appropriate activity from the 
Action list in the brown column. Enter the number to be printed / assembled; select OK; enter any Notes; when the 
activity is finished, select Complete then OK. Activities can be deleted prior to selecting the Complete button by 

selecting the red  icon. 
 



 
 

 

Print Activity Selected 

 

If a document is no longer printed or assembled, you can archive the document by selecting the  displayed in the top 
black bar next to the document name. Archive does not remove the document from the service records reports; it 
simply removes it from the document list. Please be very careful when archiving since the document cannot be restored 
to the document list after an archive 
 
If an action requires inspection after completion (an example would be an assembly action), a user with rework 
commenting permissions will have the option to Pass or Fail the inspection. The activity is also populated into the 
Actions Pending Inspection report. Details for Inspection are below under Reports > Action Reports > Actions Pending 
Inspection.  
 

 
Assemble Activity Pending Inspection 

12.2.3 Equipment Services 
All service activities for equipment are recorded in this section. Navigate to TSSR > Service Actions and select Equipment 
in the Services: drop-down menu. Equipment can be searched by Site, and/or filtered by Location, Type, Manufacturer, 
or Asset Number. New assets are added via the GFP Inventory option as described above under GFP Inventory > Add 
New Asset. 



 
 
When filtering for equipment type, the software type will be excluded. Any software actions will need to be recorded on 
the equipment the software is installed. 
 

Equipment Services Menu 

 
To enter equipment service activities, select the specific equipment; select the Action from the menu in the brown 
column; enter any notes; when finished, select Complete then OK.  
 
If an action requires inspection after completion, a user with rework commenting permissions will have the option to 
Pass or Fail the inspection. The activity is also populated into the Actions Pending Inspection report. Details for 
Inspection are below under Reports > Action Reports > Actions Pending Inspection.  

If the equipment is no longer in service, you can archive the equipment by selecting the  displayed in the top black 
bar next to the equipment name. Archive does not remove the equipment from the service records reports, but does 
remove the equipment from the asset reports. Equipment can be restored / edited from the GFP Inventory screen. Refer 
to the GFP Inventory>Modify Assets>Archive section above. 
 

 
 

Equipment Check Activity 

 
An additional header “Account Issuance History” is displayed in the right column for equipment only services. This 
section will list all the account issuance / return activities for the equipment item selected.  



 
 
 

 

12.3 Trouble Ticket Input  
Trouble tickets are primarily used to report any problems that are discovered during routine equipment checks or are 
reported by users. This form is also used to report any account issues or print / assemble failures. Navigate to TSSR > 
Trouble Ticket Input > and then select the appropriate category. 

 
Trouble Ticket Input Menu 

12.3.1 Account 
Trouble tickets are used for Accounts when they are set up incorrectly by Site Support. Select Account from the drop-
down menu; select the User Name, or the Group Name; complete the New Trouble Ticket form; select Add Trouble 
Ticket. 
 

12.3.2 Print / Assemble 
Trouble Tickets are used for Print / Assemble activities when there is an error in printing or assembly that is discovered 
after the print item is delivered. Select Print / Assemble from the drop-down menu; select the affected document; 
complete the New Trouble Ticket form; select Add Trouble Ticket. 
 

12.3.3 Equipment 
Equipment Trouble Tickets are entered when equipment is not performing as it should. Select Equipment from the drop-
down menu; locate the affected equipment by Asset# or filter using any of the available search criteria; complete the 
New Trouble Ticket form; select Add Trouble Ticket. 
 

 
New Trouble Ticket Input Form 



 

12.4 Trouble Ticket Summary 
To view the Trouble Ticket Summary, navigate to TSSR > Trouble Ticket Summary. The initial display defaults to all open 
tickets sorted by trouble ticket id in descending order. The Edit button is available to make changes to Comments or 
Rework Codes.  
 

 
 

Trouble Ticket Summary  

 
The [Open Service Actions] link opens the Service Action screen for that item. 
 
In the column under “Select a Trouble Ticket Action from the list to START” a drop-down box will open with specific 
trouble tickets. Select the trouble ticket. 



 

 
Access Trouble Ticket  

 

The activity on the right screen will now be updated with a start date and the user that started. When the trouble ticket 
has been addressed, enter a response and select Complete and then OK.  
 

 
 

12.5 Reports 
To access the TSSR reports, navigate to TSSR > TSSR Reports. Only assets that have not been archived are available for 
reporting. 
 



 

 
TSSR Reports Menu 

 

12.5.1 Asset Reports 

12.5.1.1 TSSR Asset Report  

This report list all equipment maintained by the project that is not in archived status. The equipment list is initially 
sorted in the following order: site, equipment type, equipment manufacturer, and equipment model.  
 
Selecting the “Show only equipment with an expired warranty” radio box and then selecting Generate Report will filter 
the results for all items with an expired warranty. Selecting the third option “Show equipment with an expired warranty 
between dates:” will return all equipment with a warranty expiration between the dates entered. 
 
 
 

 



 

TSSR Asset Report 

 

12.5.1.2 System Specification Tables 

This report groups hardware by the purchase date, warranty expiration date, model name, and asset type and groups 

software by the model name. Specification field data entry can be added from Project Administration>TSSR 

Administration>Model Administration form.  

 To identify hardware, the report returns all equipment records with an asset type matching “Computer”, “Server”, or 

“Workstation”. To identify software, the report returns all equipment records with an asset type matching “Software”. 

In the summary view, the report is initially sorted in the following order: asset type, equipment manufacturer, and 
equipment model.  
 
 

 
System Specification Tables 

 

A detailed view of the report is available by checking the “Show detailed view” checkbox.  
 



 

 
System Specification Tables – Detailed View 

 
 

12.5.1.3 Site Inventory Report 

This report shows all equipment that is not archived for a selected Site and/or Status. It can be printed to facilitate the 
inventory process for each site. The initial sort for this report is by the Govt Asset # in ascending order. 
 

 
Site Inventory Report 



 
 
 

12.5.2 Service Record Reports 

12.5.2.1 Records Report 

The Records Report shows categorized, detailed line entries for each activity performed within the requested date 
range. A shortcut link is also available from the report that will take you directly to the actions form for the item 
(account, print / assemble, or equipment) that will allow you to see current and previous activity. 
 

 
Service Records Report 

  



 

12.5.2.2 Work Summary Report 

This report summarizes all services performed within the requested date range. Each service activity is categorized and 
tallied. 
 

 
Work Summary Report 

12.5.3 Action Reports 

12.5.3.1 Actions Pending Completion 

This report details all activities that have been initiated and are in process but not yet complete. Also, Complete items 
that failed inspection will populate this report. The report is sorted in the following ascending order: service, action, and 
started date.  
 
The report contains a link to the Service Action page so that the activity can be easily accessed and Completed as 
outlined under Service Actions, above.  
 

 
Actions Pending Completion Report 



 

12.5.3.2 Actions Pending Inspection 

Any Complete activity that requires inspection will populate this report. The Quality Control Representative (QCR) 
selects this report to view activities that require inspection. QCRs that have rework commenting permissions will only be 
allowed to inspect items within TSSR. The report is sorted in the following ascending order: service, action, and 
completed date.  
 
The report contains a link to the Service Action page so that the activity can be easily accessed to inspect the item and 
complete the activity. If the item passes inspection, the QCR selects Pass and OK. If the item fails inspection, the QCR 
selects Fail and the item populates the Actions Pending Completion report. 
 

 
Actions Pending Inspection Report 

 

12.5.3.3 Trouble Tickets Rework Coding 

This report is used by the QCR to enter rework codes for open trouble tickets. QCRs that have rework commenting 
permissions will only be allowed to assign rework codes within TSSR. For each item, select the appropriate Rework Code 
from the drop-down list; select Submit. If no trouble tickets are found that are missing rework codes, the report will 
display “No items found requiring rework coding”. 
 

 
Trouble Tickets Rework Coding Report 

 
 

12.6 QUANTM Rework Frequency Report (Services) 
Rework coding for services can be analyzed based on a date range criteria. Internal comments as well as trouble tickets 
are returned. 
 
For the desired project, select QUANTM>Rework Frequency (Services). Entered the desired date range and filter for the 
type of information you would like returned (Trouble Tickets or Internal Comments). Select the Submit button. 
 



 

 
 
The number to the right of the rework code displays how many comments match that rework code. Clicking the number 
will display the comments in the right window. There is an additional report link in the View Actions column that will 
provide a shortcut to the actions form listing current and previous history for the selected item.  

13  Change Password 
The Change Password module, located as a menu button in all projects, allows the user to change their password. Please 
note that changes to the password information will affect the users listing in all MELD projects, not just the current 
project. User passwords must meet the following requirements: 
 

 a minimum of 15 characters  

 at least 8 of the characters in the original password must be changed  

 contain at least 1 character from each of the 4 categories:  
o a-z 
o A-Z 
o 0-9 
o special characters - ()`~!@#$%^&*-+=|\{}[]:;<>,.?  

 
In addition, a password must be at least 1 days old before it can be changed again, must be changed at least once every 
60 days, and the most recent 5 passwords used are stored and cannot be reused. Passwords over 20 characters are not 
recommended. 
 
Upon entering the Change Password module, the user receives a screen with the following fields:  
 
Type Old Password - Enter the existing password 
Type New Password - Enter a new password, it is recommended that passwords be at least 8 characters, and contain 
both alpha and numeric characters. 
Confirm New Password - Enter the new password again. 
 
To save the changes, click the Update my Password button. 
 

14  My Profile 
The My Profile module, located as a menu button in all projects, allows the user to set their workflow email notifications 
setting. If email notifications are turned on, then the user will receive email notifications when items come to them in 
workflow, either by being a POC for the assigned discipline or someone clicking the Assign button in workflow to assign 
them to an activity. The email address used for the notification is the one assigned to the user’s MELD account. This 
notification setting applies to all projects. 
 



 

 
 
The emails will most likely first come into outlook as junk email and you will need to mark them as “Not Junk” as shown 
below so Outlook will put them in your inbox. Once you do that, the next ones coming in will automatically go to your 
Inbox.  
 

 
 
 

 

15  Glossary 
 

Activity An activity is any element of work that is required by a project, uses resources, 
and takes time to complete. Activities have expected durations, cost, and 
resource requirements and may then be subdivided into tasks. In MELD, an 
activity is a “job” created for a process within Workflow Administration. From 
the point of induction until job completion, Workflow controls the progression of 
the job through the development process -- automatically routing the job in 
accordance with the provided process definition, rules, job data, and user 
interactions. An example activity is “Graphic Artist Revisions”. 

Action An action is a term used within the Training System Status Report (TSSR) to 
record work performed on equipment, print items, or customer accounts. An 
action is also used within Issue Tracker to describe the action taken to address a 
task.  

ADL The Advanced Distributed Learning Initiative bridges across Defense and other 
Federal agencies to encourage collaboration, facilitate interoperability, and 
promote best practices for using distributed learning to provide the highest-
quality education, training, informal learning, and just-in-time support; tailored 
to individual needs and delivered cost-effectively, anytime and anywhere, to 
increase readiness, save resources, and facilitate interorganizational 
collaboration. 

Asset The term asset is used within the IME module to attach media objects to a frame 
template and it is used within the TSSR module to identify equipment and 
software for a specific site / location. 

Asset Tag An Asset Tag is used within IME to define a unique name for an asset. 



 

CAI Computer Aided Instruction (CAI) is a lesson format that is instructor-led and has 
an instructor guide to supplement the onscreen material. A SCO can be assigned 
this type of instruction from the Settings tab within IME. 

CI All SCOs created within IME will be presented as configuration items (CIs) within 
CMATT. 

CMATT The MELD module, Configuration Management And Tracking Tool, provides 
those capabilities needed to perform Configuration Management (CM) of work 
products using configuration identification, configuration control and 
configuration status accounting. CMATT interfaces with OLR and Workflow. 

COI Editor The Curriculum Outline of Instruction Editor, allows for easy update, efficient 
identification of skill gaps and other curriculum anomalies, and generates the COI 
document, representing a project’s most current training program data. 

Comment A comment is entered within the Online Review module and contains either a 
request for change or documentation of work performed on specific frames. 
Comments are entered while the SCO is in work and are not to be confused with 
change requests, which are entered outside of the revision cycle for work to be 
performed at a later time. When SCOs are placed into work from CMATT, change 
requests are transferred to actionable comments within Online Review. 

CR A CR (Change Request) is comment entered by an external or internal user to 
request a change to an existing CI. 

CR Review The MELD module, CR Review, allows customers to view and enter change 
requests on production deliverables using a web interface that connects to the 
production management system. 

CPSMR CPSMR is a deliverable report produced from the QASP reporting section within 
CMATT. The “CPSMR Code” defines a CR’s Category and Type and “CPSMR Due” 
reflects the date a CR is due based upon Category and Type and date of 
validation. These values are also shown within the Workflow Project Overview 
and Discipline View screens to inform the production team. 

CTPQ  The Cycle Time for Poor Quality is used within QUANTM reporting and is the total 
number of days the product was in rework due to an activity failure. 

Curriculum Item Within IME, curriculum items are added to an outline. The top most curriculum 
items would reflect the stages or courses in a curriculum and the bottom most 
items would reflect the actual Sharable Content Object (SCO). A SCO is typically a 
lesson.  
 

Cycle Time The cycle time is used within QUANTM reporting and is the total time in days 
from the first product start date in workflow to the external customer 
acceptance date in workflow. 
 

Discipline Discipline is a group of users that perform common tasks. These groups are used 
throughout MELD to assign to comments and workflow activities. Graphic Artist, 
Programmers, Instructional Developers, and Project Managers are all examples 
of disciplines used within MELD. 

Decision Point Decision Point is a term used to define areas within a workflow process that 
require a pass or fail decision. QUANTM produces detailed analysis on each of 
these decision points. 

Defect A defect is used within QUANTM reporting and equals the total number of 
external comments created on delivered frames within the first customer review 
cycle. 



 

Defect Opportunities The defect opportunities equals the total number of frames delivered multiplied 
by the total number of opportunities for failure. The opportunities for failure are 
set at 20. 

Delivered Frame A delivered frame is defined within QUANTM and represents a frame containing 
an internal comment made during the revision cycle. For new production the 
total number of delivered frames equals the total number of frames. 

Delivery Method Delivery methods are used within CMATT to identify the method of delivery a 
change request originated from. Examples of delivery methods include, MELD, 
Learning management Systems (LMSs), as well as squadrons. 

Distractors Distractors are part of a question template within IME, and are listed as possible 
answers to the question.  

DPMO DPMO (defects per million opportunities) is calculated within the QUANTM 
module and uses the following formula: (Total number of defects / Total number 
of defect opportunities) * 1000000. This is a Six Sigma term. 
 

Effect Types Effect types are used within the Issue Tracker module and describe the type of 
effect an issue may have on the project. Examples are “Schedule, Performance, 
and Cost”. 

Enabling Objective Enabling objectives (EOs) are specific to each lesson and identify the knowledge, 
skill, or attitude required to support the terminal objective (TO). Verbs for the 
EOs are crucial in determining the lesson content and type of evaluation 
necessary. MIL-HNBK 29612 is used as the standard for EO development. 

EPSS The Electronic Performance Support System is a component of MELD that 
provides links to references, job aids, and control documents. This module is 
supportive in nature and provides electronic material to aid the developers in 
performing their activities and tasks in a consistent and correct manner. A 
project can customize this module by adding sub menu items as desired.  
 

Export Export is a process used within IME, to update the SCO content. After export, 
Online Review will become updated with all the new content. Any frames that 
appear with a blue font within IME were revised after the last export date.  

Feedback Feedback is a term used within IME that provides on-screen information after a 
question is selected. The feedback may appear immediately for self-check 
questions or on a test result page for exam questions. 

First Pass Yield First Pass Yield is calculation used within QUANTM to display the percentage of 
SCOs that passed customer acceptance on the first review. 

Frame A frame is used within IME and represents an individual page that makes up the 
SCO. Each frame is generated from a template that contains any number of text 
and asset areas. These templates belong to the profile that was selected for the 
SCO. 

Frame Title The frame title is entered within the content tab within IME and represents the 
title that will appear in the title bar for the exported SCO. 

GA A GA is a type of discipline titled the Graphic Artist discipline. 

GFP Government Funded Property listed within theTSSR module. 

GFE Government Funded Equipment listed within the TSSR module. 

ICW Interactive Courseware (ICW) is a lesson that is designed for the learner to use 
independently at their desired pace. A SCO can be assigned this type of 
instruction from the Settings tab within IME. 

Intelligent Router An Intelligent Router is a setting used within workflow that will automatically 
route a SCO to the next step in the process if no unaddressed comments exist for 
the discipline assigned to the current activity. 



 

IME The MELD module, Instructional Media Editor, provides an integrated, 
collaborative authoring environment for courseware development. Courseware 
is organized into SCOs which interface with other MELD modules to facilitate 
both internal and external review functions. 

ISD An ISD is a type of discipline titled the Instructional Systems Designer discipline. 

Issue Issue is used within the Issue Tracker module to identify an area of concern. 
These can be minor issues that need a quick answer, or major issues with the 
potential to affect the deadline of the project or the ability to even finish work on 
the project. Issues are assigned to tracked items. 

Issue Tracker The MELD module, Issue Tracker, integrates with Risk Identification and 
Mitigation Matrix (RIMM) and allows authorized users to identify and record 
issues that arise against traceable items, assignment of tasks to resolve issues, 
and record actions taken to accomplish tasks. 

Leading Product Leading Product is a term used within CMATT to identify a SCO that will allow sub 
change request input. An example of a leading product is the Curriculum Outline 
of Instruction document. 

Manifest Manifest is a term using within the IME, which is a file that is included with the 
ADL package and contains all the information a SCORM LMS will need to import 
the ADL package. 

Metadata Metadata is a term used within the IME, which contains fields to describe the 
platforms, outlines, and curriculum items. A SCORM LMS reads this metadata to 
populate title, description, and keyword fields. 

Menu Title The menu title is entered within the content tab within IME and represents the 
title that will appear in the menu for the exported SCO.  

Menu Title Font Color The menu title font color is entered within the content tab within IME and 
represents the color that will appear for the menu item for the exported SCO.  

OLR The MELD module, On-Line Review allows customers to view and comment on 
production deliverables using a web interface that connects to the production 
management system. This provides seamless tracking, accountability, and 
archiving of customer comments and contractor responses/actions. 

Outline Within IME, the outline is listed within the platform. Outlines are typically used 
to separate the courseware and the courseware supporting documents. Multiple 
outlines can exist for a platform. 

PC A PC is a type of discipline titled the Production Controller discipline. 

PM A PM is a type of discipline titled the Project Manager discipline. 

Platform Within IME, the platform is the top most “tree” item for the project. This is 
typically a repeat of the project name, but could be used for more detailed 
grouping within the project. Multiple platforms can exist for a project. 
 

Process Process is a set of interrelated work activities involving people and methods that 
are characterized by a set of specific inputs and value-added tasks that make up 
a procedure for a specific output. Process is defined within Workflow 
Administration and corresponds with a flowchart used to depict a specific 
outcome (for example, Lesson Revision). 

Profile A Profile is created within IME and contains a list of templates and export 
settings. A SCO can then select a profile to use from the IME settings page. 

Project A project is created within MELD and defines the top access level. Careful 
consideration should be used when creating projects since all reports are 
typically filtered by project. If reporting is desired to span multiple “projects”, it 
would be recommended to organize these multiple “projects” into platforms.  



 

QASP QASP (Quality Assurance Surveillance Plan) Reports allows managers to retrieve 
performance data as specified by the contract’s Performance Work Statement 
(PWS). 

Quality Control Quality Control is a term used within MELD to identify an activity as the activity 
that passes internal inspection. This value is used throughout reporting in MELD 
and is important to setup when establishing a workflow process. 

QUANTM The MELD module, Quality Analysis and Tracking Matrix tracks comments and 
rework reason codes from internal and external reviews, calculates defect rates 
and provides support for analysis. 

Remediation Frame A Remediation Frame is used within IME to define a frame the student can return 
to when selecting an incorrect answer to a question. 

Revision Cycle A Revision Cycle is a term used to establish the point in time when a CI was 
placed into Workflow from CMATT.  

Rework Rework is a term used throughout MELD to identify comments or change 
requests that were not initially addressed properly.  

Rework Codes Any comment that required rework can be issued a rework code by authorized 
users. The QUANTM module provides analysis for the rework codes to assist with 
process improvement. Rework codes can also be entered for change requests 
and trouble tickets. 

RIMM The MELD module, Risk Identification and Mitigation Matrix, is the identification, 
assessment, and tracking of Risk as it relates to a project.  

RTY Rolled Throughput Yield (RTY) calculations are used within QUANTM to 
demonstrate the percentage of rework for a given process.  

SCO An ADL term that represents a Sharable Content Object. These are typically 
lessons. 

SCORM A term used by ADL : Shareable Content Object Reference Model 

Skill  Skills are entered within the COI module and identify trainable tasks. 

Smart Text Within IME, Smart Text is special coding inserted into the text area, used to 
display warning, caution, and note (WCaN) popups, text formatting, and bulleted 
lists. 

SME A SME is a type of discipline titled the Subject Matter Expert discipline. 

Stages Stages are used within the COI module. They represent blocks of high order 
modules of training that consist of groups of lessons and flight / SIM events. 

Status Categories Status categories are used within the Issue Tracker module and reflect the 
current status of a task assigned to an issue. 

Task A task is used within the Issue Tracker and is assigned to an issue. 

Template A template is used within IME to define how many text and media areas will 
appear on a frame. These templates make up a profile. 

Template Objects A template object is used within IME and is the text or media area of a template. 

TLO Terminal Learning Objectives are used within the COI module and represent the 
highest learning level appropriate to the performance requirement a student will 
accomplish when successfully completing instruction. 

Topic Title A topic title is used within IME and provides a short description of the selected 
question topic that can be shown on a test results page. 

Tracked Items Tracked Items are used within Issue Tracker and identifies items established for 
tracking. 

Trouble Ticket A Trouble Ticket is entered within the TSSR module and identifies issues that 
have occurred with equipment, print items, or customer accounts. 

TSSR The MELD module, Training System Status Report, is designed to capture and 
report site support services. Customer equipment, account, inventory, and print 
services, are integrated and maintained here. 



 

User A user is any individual that requires access to MELD. Users can be internal users 
that are part of a production team assigned to revising courseware, or external 
users assigned to reviewing courseware. Any user requiring access to MELD will 
need an account created by a MELD admin. 

Workflow The MELD module, Workflow, is a production management tool that routes 
products through a defined process. Robust rule support (predecessors, 
successors, and conditions) enables automatic routing, while user interactions 
(start, complete, pass, fail, and reroute) permit flexibility. 

 


