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DETAILED LESSON OUTLINE 

COURSE: I-Suite 

UNIT: 2.3 – IRSS:  Working with the File menu. 

SUGGESTED TIME: 30 minutes 

TRAINING AIDS: Computer projector, screen, PowerPoint presentation, computer 
(one for instructor and one per trainee). 

OBJECTIVES: Upon completion of this unit, the trainee will be able to: 

 1. Open and close a database. 

2. Understand how to print T-card labels. 

3. Print a Checkout Form. 
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OUTLINE AIDS & CUES 

INTRODUCE THE UNIT. 

PRESENT UNIT OBJECTIVES. 

THE FILE MENU ALLOWS YOU TO PERFORM THE 
FOLLOWING FUNCTIONS: 

• OPEN AND CLOSE A SPECIFIC IRSS DATABASE 

• SELECT A PRINTER AND ASSOCIATED OPTIONS 

• PRINT A T-CARD LABEL 

• EXIT IRSS. 

 

I. INTRODUCTION: 

A. Open and close a database. 

B. Understand how to print T-card labels. 

C. Print a Checkout Form. 

 

II. EXERCISES 

A. To open another IRSS database and close it. 

EXPLAIN THAT YOU CAN ONLY HAVE ONE DATABASE 
OPEN AT A TIME. 

WHEN YOU OPEN ANOTHER DATABASE, THE 
PREVIOUS ONE IS AUTOMATICALLY CLOSED. 

IF THE DATABASE YOU WANT DOES NOT APPEAR ON 
THE IRSS SERVER AND DATABASE SELECTION 
DIALOG BOX, YOU MUST USE THE “ADMINTOOL” 
FIRST. 

1. To close a database, click Close Database on 
the File menu. 

2. To open another database, click Open 
Database on the File menu. 
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OUTLINE AIDS & CUES 

3. On the IRSS Server and Database 
Selection dialog box, click the Server drop-
down arrow, and then click to select the 
Server of your choice. 

4. Click the Database drop-down arrow, and 
then click to select the Database of your 
choice, and then click the OK button. 

 

B. To print T-Card labels. 

EXPLAIN THAT T-CARD LABELS IDENTIFY INVIDUAL 
RESOURCE INFORMATION. 

THESE LABELS ARE PUT ON T-CARDS, WHICH 
REPLACES THE HARD WRITTEN HEADER 
INFORMATION. 

SHOW THE LOCATION OF THE PRINT T-CARD LABELS 
ICON. 

1. On the IRSS task bar, click the Print T-
Card Labels icon. 

 

C. To print a Checkout Form. 

EXPLAIN THAT THE CHECKOUT FORM IS USED TO 
DEMOB AN INDIVIDUAL RESOURCE BEFORE DEMOB 
HAS STARTED FOR THE INCIDENT. 

THIS ALLOWS YOU TO PRINT OUT ONE CHECKOUT 
FORM, WITHOUT RUNNING THE CHECKOUT FORM 
REPORT. 

SHOW THE LOCATION OF THE PRINT CHECKOUT 
FORM ICON. 

1. On the IRSS task bar, click the Print 
Checkout Form icon. 
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