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1. International Training Management (ITM) Website
· Use for reference information.

· www.disam.dsca.mil/itm 
· Note: Hover over Automation, select IMSOweb FAQs
· Also take note of other information that is available.
2. Access IMSO Web
· Go to SAN: https://san.osd.mil/SAN/LOGIN 

· Enter Username and Password, click Submit
· Hover over Training, select IMSOweb
· IMSO Web Homepage will appear
· IMSO Web “Navigation Bar” is at the top of the page.
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3. View STL / Students
   ► On IMSO Web “Navigation Bar”:
· Hover Over, My Options
· Select, Training Activity(s)
· Activity Page will appear.

· (To change the criteria for which students to display, click the 
“View by student training status” dropdown box.  The default is to show students who are Active.)
· Click GO.  
· STL/Students list page will appear
· From this page you can locate a specific student and click the appropriate icon to do an:
· Arrival/Enroll Report, [image: image1.bmp]
· Completion/Depart Report, [image: image2.bmp]
· View/Edit Student information, [image: image3.bmp]
· Click on Student’s Name to see detailed information on student and upload a photo.
4. View, Edit or Add IMSO POC Information
   ► On IMSO Web “Navigation Bar”:
· Hover Over, My Options
· Select, Training Activity(s)
· Click, Edit Contact Info
· Select appropriate entry from the dropdown box

· “Edit” – edit existing POC

· “Add” – create a new or additional POCs

· Click, Go
· Enter appropriate information

· Click, Save
5. View/Edit Remarks for Your Location / Activity
   ► On IMSO Web “Navigation Bar”:
· Hover Over, My Options
· Select, Training Activity(s)
· Click, Edit Contact Info
· Locate the “Location Remark” to edit and click its Title.

· Enter appropriate remarks
· Click, Save
6. View/Edit/Add International Notes for a specific MASL
   ► On IMSO Web “Navigation Bar”:
· Hover Over, My Options
· Select, Training Activity(s)
· Click, View Active Courses
· Locate appropriate MASL ID
· Click the, Edit Note icon, [image: image4.bmp] (next to “Int’l Notes”)
· Enter appropriate “Course International Note(s)”
· Click, Update
7. Enter a Progress Message for a Student
   ► On IMSO Web “Navigation Bar”:
· Hover Over, My Options
· Select, Training Activity(s)
· Activity Page will appear.

· (To change the criteria for which students to display, click the 
“View by student training status” dropdown box.)

· Click on, GO  

· STL/Students list page will appear

· Locate appropriate Student
· Click, Edit Student icon, [image: image5.bmp]
· Select, “Progress Msgs” tab

· Select, appropriate Progress Message from “Choose progress message” dropdown box.

· Enter, Brief Remark and Dates if needed.
· Click, Add Progress Message button at bottom of page
8. View Progress Message Definitions and Requirements
   ► On IMSO Web “Navigation Bar”:
· Hover Over, Site
· Select, Progress Message notes
9. View ITO in ITO Repository

   ► On IMSO Web “Navigation Bar”:

· Hover Over, My Options
· Select, ITO Repository
· Locate ITO you wish to view

· Click on the ITO Number (The ITO along with any ITO Amendment(s) will be displayed)
Another way to view an ITO is:
   ► On IMSO Web “Navigation Bar”:

· Hover Over, My Options
· Select, Training Activity(s)
· Activity Page will appear.

· (To change the criteria for which students to display, click the 
“View by student training status dropdown” box.)

· Click on, GO  

· STL/Students list page will appear

· Locate the appropriate Student
· Click the “ITO Online” folder icon, [image: image6.bmp].
10. View Exception Report (actions left to do)
   ► On IMSO Web “Navigation Bar”:

· Hover Over, My Options
· Select, Exception Report
· (Listed will be Arrival/Enrollment Reports as well as Completion Reports waiting for the IMSO to submit.)
11. Group Arrival/Enrollment Reports


Use for multiple Arrival/Enrollment Reports where each student’s Arrival and Enrollment correspond correctly with the STL.
   ► On IMSO Web “Navigation Bar”:

· Hover Over, My Options
· Select, Training Activity(s)
· Activity Page will appear.

· (To change the criteria for which students to display, click the 
“View by student training status dropdown” box.)

· Click on, Go  

· Click, Group Enroll button at the top.
· Check the box for each student that correctly Arrived and Enrolled on time (i.e. in accordance with the STL).

· Click, Save/Submit
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