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You have just been issued an external hard drive that houses every resource you need for instruction in the Army JROTC program. That’s right – every resource for every lesson! The purpose of the Curriculum Manager (CM) application is to enable teacher’s easier access to all of the curriculum materials and to integrate all of the resources seamlessly into your presentations. 

	What You Will Learn to Do (Competency)

· Set up your Curriculum Manager for classroom use


Skills and Knowledge You Will Gain Along the Way (Learning Objectives)

· Demonstrate how to connect and disconnect the hard drive 

· Demonstrate how to check for updates

· Demonstrate how to setup your user information

· Determine where to find documentation and support to assist you in learning more about  the JROTC Curriculum 
· Demonstrate how to set up and manage class rosters and Cadet data
· Identify the different resources in the Curriculum Manager


Performance Standards

You will show that you have learned the target knowledge and skills by: 

· configuring and updating the Curriculum Manager 

Your performance will be successful when you: 

· connect the hard drive

· launch Curriculum Manager

· check for updates

· create a desktop shortcut and login profile for CM

· locate the training  and help resources in CM

· set up class roster information in CM

· take attendance 

· review resource materials 

· safely remove your hard drive

Learning Activities

	_______
	1.
	REVIEW the CM Installation Guide for how to set-up your computer.  The manual is located on the CM Start-up menu under References and in the ROOT of the CM hard drive.  

Note: You MUST verify that you have completed all the steps in the CM Installation Guide before you start CM Training.

	_______
	2.
	CONNECT the hard drive. FOLLOW the steps below.

a. Connect the mini-USB connector on the cable to the back of the drive.
b. Connect the main USB data connector to the computer's USB port (not the short secondary data connector).
c. Check the drive status light. If the status light is dim or blinking for several minutes, connect the USB supplemental power connector to another USB port on the computer.

d. The drive icon will appear in My Computer or Windows Explorer. 

	_______
	3.
	LAUNCH Curriculum Manager. FOLLOW the steps below.

a. If you have Auto play enabled on your computer then you will get a prompt to start Curriculum Manager.
b. If you do not have Auto play enabled then you need to double-click My Computer, find the JROTC Curriculum Manager Drive, and double-click it, or right click and choose “Explore”. 

c. Double-click CM_start.exe to start Curriculum Manager.


	_______
	4.
	MATCH the definitions to the buttons they describe on the Startup Menu located on the next pages of this workbook.



Startup Menu Activity

Directions: Match the definitions below with the button from the Startup menu by writing the correct definition letter in the box next to the button it describes.

Figure 1: Startup Menu
A. 
Verify that you have the latest version of your Curriculum Manager (CM) and get updates.

B. 
Find help if you are having problems or get remote assistance if necessary.

C.
Find additional resources online at www.usarmyjrotc.com.

D. 
Create a CM shortcut icon on your desktop to launch the program in the future.

E. 
Engage the Curriculum Manager for instruction and/or planning.

F. 
Run this fix to avoid or resolve any issues using Microsoft Office with the CM. (Example:  PowerPoint opens in a separate window, one slide at a time.) 
G.
Open a document in Word that outlines important tasks to complete.

H. 
Open a guide with step-by-step directions to learn about using the CM.

I. 
Find out what extra plug-ins you need on your computer to run the CM properly.

J. 
Use this if the CM (or other software used with the CM) appears to have locked up or is not working properly.

K. 
Find out what steps to follow to set up your computer to run the CM.

L.
Find answers to possible problems that might occur when using the CM.
M.   You need to run this fix when you get the #TextRTF error message when you start the CM.
N.   Use this program to create a list of the activities you will be teaching during the school year based on the POI.

	_______
	5.
	CREATE desktop shortcut. FOLLOW the steps below.

a. Click on Create Desktop Shortcut button under Setup.
b. Read the Windows message.
c. Click OK on the windows message prompt.

	_______
	6.
	REVIEW the CM Installation Guide and the CM Troubleshooting Guide.
a. Click the Installation Guide button under References. 
b. Scroll through each of the sections. 
Note: You need to complete any steps that have not been applied to your computer or some of the following training steps will not work on your computer or CM. 

c. When finished click on the Close window button.

d. Click on the Troubleshooting Guide.

e. Scroll through each of the sections.

f. When finished click on the Close window button.


	_______
	7.
	CHECK for Updates. FOLLOW the steps below.
a. Click the CM Updater button under Applications
b. When the CM Update window opens, click the Check for Updates button

c. If any updates are found, click on the Yes button to install them.
d. Follow the directions in the wizard.
e. Repeat steps a-d for any additional updates.
f. When finished click on the Exit Updater button.
g. Click Yes when it asks you if you are sure you want to quit.
h. Click No when it asks you if you want to launch the Curriculum Manager.

	_______
	8.
	CREATE your user profile after launching the Curriculum Manager from the startup screen. FOLLOW the steps below.

a. Click on the CM desktop icon.
b. Click on the Launch CM button.
c. Click OK when the message “could not find receiver” displays.
d. Click No when the message “Would you like to look for receiver again?” 

e. Create a User Name and Password and then click the Login button (create your own UN and PW – they are not assigned).

User Name: ________________________________________________

Password:  


f. Click on Yes when asked if you are a new user.
g. Enter your user information and click on the Save info button.
h. Click OK when the user created window appears.
Note: You only need to follow these steps the first time you log in. Later you will only need to enter your user name and password to begin.
If you forget your username and password  use the following login information to log in to the CM and then reset your password under Menu > User Info:

User Name: reset

Password: jrotc

	_______
	9.
	VIEW the list of Help Videos.

a. Click the Getting Started (Required) folder.
b. Click the Next button on bottom of the Help Video Window.
Note: After creating your user profile you are automatically taken to the Help Menu screen but in the future these videos can be accessed from the Menu > Help Videos.

	_______
	10.
	SET the School Year.  (NOTE: Only do this step when ready to start the new SY)
a. Choose the dates the school year starts and ends.
b. Click the Done button.

	_______
	11.
	Manually BUILD Class Rosters. FOLLOW the directions below. 

a. Click the Add Class button.
b. In the Please Enter New Class Name box type TRN for training class.
c. Click Add this Class button.
d. You can Rename or Delete the class using the appropriate button if a mistake was made.
Note: You are currently limited to three characters for class names. 

Note: You can delete the TRN class after you have completed the CM Training. 

	_______
	12.
	ADD four Cadets. FOLLOW the directions below. 

a. Choose the class name TRN.
b. Complete the Cadet Information fields for the first Cadet listed in the table below.
c. Click the Add Student button.
d. Repeat steps b and c for next three Cadets.
Note: First Name, Last Name and LET level are required fields. The CPS Pad number will automatically generate.

Last

Name

First

Name

M.I.

ID

LET

CPS Pad

Aniston

Jennifer

B.

1029

1

1

Goldberg

Whoopi

O.

1023

2

2

Hanks

Tom

P.

1008

3

3

Liu

Lucy

S.

1027

4

4



	_______
	13.
	MANAGE Cadets in a class by updating, transferring, and deleting them as necessary. FOLLOW the directions below to practice each feature with the example provided. 

a. Update Student: Select Cadet, enter or change information in fields, click Update Student button

· Update Tom Hanks to Thomas Hanks.
b. Transfer Student: Select Cadet, click Transfer Student button, choose the Period, and then either Move or Copy the Cadet.
· Transfer Jennifer Anniston to Class 01.

c. Delete Student: Select Cadet, click Delete Student button, and choose Just this Class or All Classes depending on preference.
· Delete Whoopi Goldberg.

	_______
	14.
	SELECT Period 02. FOLLOW the directions below. 
a. Click the Next button to advance to the next screen.
b. Choose Period 02 from the class list.
Note: After rosters are set up, you automatically start at the Pick a Period screen when you launch the CM the next time.



	_______
	15.
	TAKE ATTENDANCE in Curriculum Manager. FOLLOW the directions below.

a. Use the dropdown box under the Present column to choose each Cadet’s status. (Choices are: Present, Absent, Tardy, Excused, Unexcused, Holiday, In School Suspension, Out of School Suspension, and School Related) 
Note: Click on the Cadet’s name to display their information in the box at the bottom. 
Note: You can also take attendance using the CPS clickers by clicking on the CPS Attendance button.

b. Click Done.
c. You will now be at the Lesson List Screen.  

	_______
	16.
	COMPLETE the CM Discovery Activity on the next page.


CM Discovery Activity





	Program
	How does it work?

	
	

	
	

	
	

	
	

	
	

	
	


	_______
	17.
	REMOVE your hard drive and SHUT DOWN your computer. FOLLOW the steps below.
a. Click X to Close the CM window.

b. Click Yes when asked “Do You Really want to quit?”
c. Click the Safely Remove Hardware icon in the System Tray located on the bottom right corner of the Task Bar.
d. Choose the drive that the Curriculum Manager was assigned from the menu.
e. The Safe to Remove Hardware message will appear indicating it is safe to remove your device.
f. You may now disconnect the USB cable and shut down your computer.
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Explore the Curriculum Manager and see where you can find some additional resources that are available and discover how they work.





History of the JROTC Curriculum
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