MG

i

ROBERT M. JOYCE

0\...9; INSTALLATION MANAGEMENT ACADEMY

(3’: SCHOOL FOR FAMILY AND MWER l!\r;‘.ﬁnfl
S

Contents
O ) I W oYV ol olo 18 o | AP P OPPTPPPPPN 1
ST oo [T oY= T 1o T Y PP UURURRRRt 8
AV AN A Lo 10 g N - [ T-Yol ] o) PP TP P UPPP PP 9
View your Certificate Of COMPIETION.......cccii et re e e e et e e te e s be e e sateesateeeasaeesnseeensaeeneeesnsaeennes 10

Help! My certificate Won't print ProPerly! .. ... oottt e e e s e e et e e e st e e st e e erae e sabeesnneeesreesnseeennnes 11

Password Helper

| fOrgot MYy lOZIN @NA/OF PASSWOIT .....c.veeivieiriiiieiiiiere ettt eete e et e eeeereeeteesteesteesteeeaeeeaseebeebeesteesteesaseenseebeenseenssessssesssenreensees

Create a new account

Go to www.imcomacademy.com and Click on
‘Login/Enter Academy’ from the left hand menu
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Academy
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Help Topics

About Us

Contact Us
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Find us on
Facebook
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AL o EEED

CHOOSE EXCELLENCE
in Serving the Family and MWR Customer
Cheerful greeting!

Use positive communication!
Show a positive image and attitude!
Teamwork!

' Own your job!
Make it up to the customer!
Extra mile!
Remember to thank each customer!

Operationalize your program and Choose Excellence!: Se=
what Service Excellence looks like! Think you may know? well
then -get ready to test your skills- Providing Service Excellence

to Soldiers and Families to match the quality of their servica
and sacrifice to our country is the course's foundation and the

standard for all Family and MWR employess. (more...)

Search

Browse by
Categories

Select a category |z|

Rate this Performance
Support Site!

' Very Helpful

© Alright

' Need more resources

Browse by Tags

m
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Connect with us by email at imcom.academy@us.army.mil or by phone at 210-466-1050.
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Read privacy statement and click ‘Il Accept’

YOU ARE ACCESSING A U.S. GOVERNMENT
(USE) INFORMATION SYSTEM (IS) THAT IS
PROVIDED FOR USG-AUTHORIZED USE ONLY.

By using this IS (which includes any device
attached to this I5), you consent to the
following conditions:

The USG routinely intercepts and monitars
communications on this IS for purposes
including, but not limited to, penetration
testing, COMSEC monitoring, network
operations and defense, personnel
misconduct (PM), law enforcement (LE), and
counterintelligence [CI) investigations.

At any time, the USG may inspect and seize
data stored on this IS.

Communications using, or data stored on,
this IS are not private, are subject to routine
monitoring, interception, and search, and
may be disclosed or used for any USG-
authorized purpose.

This 15 includes security measures (e.g.,
authentication and access controls) to protect
USG interasts--not for your personal benefit
or privacy.

Notwithstanding the above, using this IS
does not constitute consent to PM, LE or CI
investigative searching or monitoring of the
content of privileged communications, or
work product, related to personal
representation or services by attornays,
psychotherapists, or clergy, and their
assistants. Such communications and work
product are private and confidential. See
User Agreement for details.

one /' Trusted sites | Protected Mode: Off : <

Connect with us by email at imcom.academy@us.army.mil or by phone at 210-466-1050.
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At the bottom left, click ‘Create New Account’
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MG Robert M. Joyce
Installation Management
Academy School for Family

Recent Announcements * Login ID
YOUR ACCOUNT

IF YOU HAVE AN EXISTING ACCOUNT -PLEASE Login Help

]
and MWR DO NOT CREATE A NEW ONE! USE HELP

*
BUTTONS BELOW or CONNECT with us by email Password

imcom.academy@us.army.mil or by phone at
210-466-1050 for log in assistance.

Password Halp

THANK YOU!

* Create New Account  * Contact Administrator

Read consent form, check the box and click next

Create New Account Consent

Consent |

By checking the box and selecting "MNext", I've read & consent to terms in IS user agreement.

PRIVACY ACT STATEMENT GENERAL: This information is pursuant to Public Law 33570 (Privacy Act of 1974), for individuals
completing Federal nominations for training. AUTHORITY: The Government Employees Training Act of 1958 (U.5.Code,
Title 3, Sections 4101 to 4118, PURPOSES AND USES: Information on this form is used in the administration of the
FMWRC Master Training Program. The purpose of this form is to document the nomination and selection of trainees.
EFFECTS OF NOMDISCLOSURE: Personal information in this form is given on a veluntary basis. Failure to provide this
information, however, may result in ineligibility for participation in training programs. INFORMATION REGARDING
DISCLOSURE OF YOUR SOCIALSECURITY NUM UNDER PUBLIC LAW 92679, SEC 7b: Disclosura by you or your social
security number (SSN) is NOT mandatory or ed to obtain the training you are seeking. Solicitation of the S5N is
authorized under the provisions of Executi rder 9397, dated Nov 22, 1943. The perscnally identifiable information
gathered by this site includes your first ast name, work email, work address, work phone/fax, job functional area, job
program area, job grade, job title and 2 used only as necessary in training administration processes carried out in
accordance with established regulgl

I:l I've read & consent to terms in IS user agreement.

= ==

Connect with us by email at imcom.academy@us.army.mil or by phone at 210-466-1050.
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Complete your user information.

User Information |

Password must be 14 or more characters, contain at least two numbers, two uppercase characters, two lowercase
characters, and two of the following special characters: $ _ =~ #* (), -1 .<2="[

® .
Legin ID Fill in your password last. If you can’t come

* Password _ up with an acceptable password, use the

* Confirm Password password helper at the end of this guide.

* Cou rtesy Title -

* First Name

Middle Name Attention military

spouses: These

* Last Name
Suffix qguestions apply to your

” status, not that of your
Email Address

sponsor. What is your

* Commercial Phone

with (EXT) pay plan and grade?
Commercial Fax E.g. NAF, NA, APF? If
Employment Status - you’re not sure, ask
Civilian Pay Grade - your manager or look
* Branch of Service - at your LES (pay stub).
* Installation -

o Building Street

Address
P.0. Box
* city You must click ‘go’ before anything will
* zip appear in the installation field. Scroll
* Gtate/APO - down until you find your installation.
DSN Phone They are not all in alphabetical order. If
DSN Fax you filled out your password above,
= ) ) clicking ‘go’ will unfortunately erase it
ArE\{uua ) Yas @) No - - -
Supervisor? and you will have to enter it again.
* Education Level -
* Len gth of Service in hd
MWR
* Len gth of Service in hd

Current Position

Connect with us by email at imcom.academy@us.army.mil or by phone at 210-466-1050.
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Enter your supervisor’s name and click search.
Once you’ve found your supervisor®, click next.

*Follow the instructions on the screen if your supervisor cannot be
determined in the search.

Create New Account @

Create an account for 2 new user.

Supervisor{ Training POC

Type 2 last name, first name or both and then click Search. If you are creating a new account, click Next. If you are
aditing your existing account, click Select Manager.

SUPERVISOR,/TRAINING Last Name
POC
First Name

Connect with us by email at imcom.academy@us.army.mil or by phone at 210-466-1050.
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Select your organization and division.

Home >> My Workspace > > My Account > > Edit Profile > > Edit Contact Information >> Select Organization

Select Organization

Edit Profile is where you enter information about you and your preferences when using the site. Click the workflow steps to enter informa

Select Organization |

Eelect vour Program Activity by E:x:pandlng the appropriate Organization, Directorate and Functional A
a [or click Next if creating a new account).

| Family and MWR (Garrison Leve

ACS Programs
Business Programs/Initiatives
Job Title Community Recreation Programs
Elcvss Programs

e [ c¥ss - Direct Staff

T

-]
[w]
m
n
u
[w]

)
w

D CY55 - Management Base
[[]c¥ss - Specialist

D C¥55 - Support Positions Most Family and MWR

employees work at the garrison

level. Click the + symbol by
Family and MWR (Garrison
Level) to drill down to your
division. Once you’ve identified
your division, drill down again
(click + symbol) to select the
program that most closely
matches what you do. If you are
unsure of your organization or
division, check with your
supervisor.

Connect with us by email at imcom.academy@us.army.mil or by phone at 210-466-1050.
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Finally, select your job title.

Enter your job title in the search box.

Note that only 10 jobs at a time appear on the screen. If you don’t see your job
title, click the next page number or enter a more specific search term.

Only select a job title with three asterisks (***) next to it. This will be important
later when you are completing your individual development plan (IDP)

Create New Account )

Create an account for a new user.

Select Job Title |

Parform a search to find job titles. Click the
account). If you cannot find your job ftle
page.

Search Text
m Search Type

Records found: 100

T e

@ @ Acquatics Facility Maintenance Worker (Laborer) - ODR - NAOZ

on to the left of a job title and click save {or dlick Create if creating a new
ease contact the Academy by using the Contact Administartor link on the login

¢ laborer

@ Bowling Facility Maint Worker/Laborer - Bowling - NADS ** (FLW)
@ Bowling Facility Maint Worker/Laborer) - Bowling - NAQL ***

@ Bowling Facility Maintenance Worker - Bowling - NAQZ *** (K]

\ @ Bowling Facility Maintenance Worker/Laborer - Bowd - NAODS
ke ) <@iL_CYSS Laborer - NAQL **=*

@ @ CYSS Laborer - NAD3 *** (KC)

@ CYSS Laborer - NAD4 *+*
= @ Laborer - Recycling - Fencing - NAD2***

Laborer - Bowling - NADZ *** (K]

Click create. Now you will be led to the Welcome
Screen.

Connect with us by email at imcom.academy@us.army.mil or by phone at 210-466-1050.
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Finding a Course

Hover the mouse over Course Catalog and click
the second Course Catalog heading that appears
below it.

Type in the name* and click search.

*Type these names in as shown to access the most commonly-required courses:

Family & MWR Orientation Course

Family & MWR Orientation Course (Mobile) — a faster loading version of the above for Smart
Phones and slow connections.

Operation Excellence — Customer Service Training, Part 1 — Foundation (online)

Click on the course name to access it — not the green or red check marks.

é MG ROBERT M. JOYCE
INSTALLATION MANAGE? (ENT ACADEMY

SCHOOL FOR FAMILY AND MWR m— e
y Worpoce

tams > Gomsn s> oo <
Course Catalog

Search for courses and curriculums and enroll in themn. Depending on the system’s configuration, enrollment may be au

To parform a search, enter keywords in the Search Text field. Select items from other search criteria options to refine
Advanced Search link to select criteria to further refine the results,

Search Text mobile orientation All wards - I | Advanced Search | Calendar View | Print Vers

Records fownd: 1

.@ d Fzrmiil MWR Origntation [(Mobilg] W

Family & MWR Orientation Course (Mobile) VI

Connect with us by email at imcom.academy@us.army.mil or by phone at 210-466-1050.
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Click Access ltem to begin your course.

The ‘View Certificate’ button will be available upon completion.

@ Operation Excellence - Customer Service Training, Part 1 - Foundation
(Online)

Type : SCORM 1..2.
Course Provider : FMWR Academy
Duration {Hours) : Mone
Credit(s) : None

**NOTICE** This course contains streaming video in all modules. We have received reports that that video is being blocked at some installations. If you are
unable to load the videos contained in the course, please contact imcom.academy@us.army.mil Course Description: Operation Excellence is Family and MWR's
standardized customer service training. Family and MWR is committed to providing to pr... More

View Certificate

What's this?

This item is a prerequisé e or more items.

View your Transcript

You don’t need to complete a course all at once. The system will save your
work. To pick up where you left off at another time, go to My Workspace > My
Transcript.

Click on the course title you wish to resume.

HE ROBERT H | OY¥Y EE
@ INSTALLATION MANAGEMENT ACADEMY

SCHOOL FOR FAMILY AND HMWA

I
Home - IMCOMacademy.com

My Learning Plan peration Excellence - Cust...

ustomer Service Training, ...
& diment Requests
H_j'ghurtm
My Account
Professional Development Program (POP

1 Excellence - Customer Service Training,

My Messages

Connect with us by email at imcom.academy@us.army.mil or by phone at 210-466-1050.
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View your Certificate of Completion

Go to ‘Transcripts’ or Course Catalog™ to locate
your desired course.

*See previous page for instructions on how to do so.

Click view certificate.

© Operation Excellence - Customer Service Training, Part 1 - Foundation
(Online)

Type : SCORM 1..2.
Course Provider : FMWR Academy
Duration (Hours) : None
Credit{s) : None

FENOTICE** This course contains streaming video in all modules. We have received reports that that video is being blocked at some installations. If you are
unable to load the videos contained in the course, please contact imcom.academy@us.army.mil Course Description: Operation Excellence is Family and MWR's
standardized customer service training. Family and MWR is committed to providing to pr... Mare

B CEie—

What's this?

This item is a prerequisite for one or more items.

Connect with us by email at imcom.academy@us.army.mil or by phone at 210-466-1050.
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LATION MANAGEMENT COMMUNITY Right-Click on the white
area on the right side of
your certificate and select

“Print Preview”

Certificate of Completion

This is to certify that
JOHN DOE

Go to copied address Ceri+ ShiftsL

Has successfully completed the following: setectal

Family & MWR Orientation Course o

OI'I Create shortcut

6,"9,’2008 Add 1o favontis-

Wiew source

Encoing

i 7 Lo P

Pakias T Tuther, EAD Prink peeview..
Refesh

Append 1o Existing POF
Convert 10 Adobe PDF

Expart 1o Microsol Excel

Send page 10 Bluetaoth Device_

5 Print Prevs
& [ @9 | B B E) 1Pugeview ~| Asmdoonscroen = | StikToFa v |
Landscape (Al1+1.

Certificate of Comple
This is to certify that

JOHN DOE

Has successfully completed the fo
Family & MWR Orientation

Oon
6/9/2008

Connect with us by email at imcom.academy@us.army.mil or by phone at 210-466-1050.
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Certificate of Completion

This is to certify that
JOHN DOE

Has successfully completed the following:

Family & MWR Orientation Course

This is to certify that
JOHN DOE
Has successfully completed the following:
Family & MWR Orientation Course

On
6/0/2008

Connect with us by email at imcom.academy@us.army.mil or by phone at 210-466-1050.
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Password Helper

Your password must have EXACTLY 14 characters
comprised of at least 2 uppercase letters, 2
lowercase letters, 2 numbers and 2 special
characters from this list:

$ NH#HEF(O),-1;.<>="1].

DO NOT USE:
1@ 72+ "= / % &—\|

Tip: On a sheet of paper write 14 dashes and label them from 1 to 14 as shown.
Enter your characters above the dashes. Secure or destroy your notes once
you’ve created your unique password.

1234567 891011121314

Connect with us by email at imcom.academy@us.army.mil or by phone at 210-466-1050.
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I forgot my login and/or password

Go to the login page, and then click the Login Help
or Password Help links. Follow the prompts.

If you do not receive an e-mail within 30 minutes regarding your login or
temporary password, contact the Academy at the number below.

@ - Performance Supparnt Repasitary - Windaws Internet Explorer =] :
(< 1@ LA o rBCI ey GO ME A Taprrp. swicher= detky = - [ @[] | [ sing B -
| i Faverites | & @ - Pedformance Support Re...
B - Performance Support [r— S B v L0 dm o Pagew Safetyw Tookv i i
nG mGBERT AL jevEE
ALLATION MANAGEMENT ACADEMY P 2%
JEMOOL FOR FPARILY AND AWA I\ R
homs Welcome!
kmiilelltcr — T
il . CHOOSE EXCELLENCE
Transcript/Catalogs In Serving the Family and MWR Customer Browse by
| Categories
Help Topics | | V- SOl | | Solect 2 cate gory B
About Us
L Rate this Performance
Contact Us Suppoce Sieel
— inta PR
1L F Customar ary Helpful
- Eval Iright
Find us on eed r
Facebook
i 1 Veta
Browse by Tag:
L 100%

é MG ROBERT M JOYCE
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Installation Management

Recent Announcements

YOUR ACCOUNT

Academy School for Family IF YOU HAVE AN EXISTING ACCOUNT -PLEASE
DO NOT CREATE A NEW ONE! USE HELP

and MWR BUTTONS BELOW or CON with

imcom.acad: ry

emy@us.a
210-466-1050 for log in assistance

THANK YOU!

P Create New Account b Contact Administrator

Connect with us by email at imcom.academy@us.army.mil or by phone at 210-466-1050.
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