B E S T  B U S I N E S S  P R A C T I C E S

F o r

O – T O O L S


O-Tools Data Fields Management:

It is recommended that all O-Tools users have identified areas of responsibility in regard to the management of the O-Tools data fields. The breakout below is intended as a guide for the districts in developing an understanding as to who maintains what within the O-Tools record. 

OPO: (at a minimum)

· Under the “Rec Type” pulldown menu, the OPO controls the “Dead File” label and should insure no one else has the label in their pulldown menu.

· On the “LEAD” tab, the OPO should enter a Lead delivery date (Lead del dt) and insure a “Lead Number” is provided prior to sending the lead out.

Officer Recruiters: (at a minimum)

· All data fields located in the top four blocks of the applicant record should be filled in by the OR as soon as possible.

· All data fields located on the LEADS tab, with the exception of the lead delivery date and Lead number fields should be addressed within 30 days of receipt of the lead.

· All data fields located on the BLUE PRINT tab are to be filled in by the OR.

Processors: (at a minimum)

· All checklist data fields under the applicants specific program of interest, i.e., the “AVIATION” tab for an OCS pilot/NFO applicant.

Should you have any questions or comments, please call:

(850)452-5316

Thank you.

