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DETAILED LESSON OUTLINE 

COURSE: I-Suite 

UNIT: 4.10 – ITS: Working with personnel and equipment searches. 

SUGGESTED TIME: 15 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. Perform personnel and equipment searches. 

2. Sort data elements by column heading. 
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OUTLINE AIDS & CUES 

INTRODUCE THE UNIT. 

PRESENT UNIT OBJECTIVES. 

 

I. INTRODUCTION: 

A. Perform personnel and equipment searches. 

B. Sort data elements by column heading. 

 

INSTRUCTOR AND STUDENTS LOG ON TO ITS. 

SHOW THE LOCATION OF THE PERSONNEL SEARCH 
BUTTON. 

SHOW THE LOCATION OF THE EQUIPMENT SEARCH 
BUTTON. 

EXPLAIN THAT PERSONNEL AND EQUIPMENT 
SEARCHES ARE PERFORMED IN THE SAME MANNER. 

PERFORMING A SEARCH ALLOWS YOU TO QUERY ON 
ONE OR MORE DATA ELEMENTS. 

EXPLAIN THAT YOU CAN USE A SEARCH TO FIND A 
RESOURCE OR DETERMINE WHETHER A NAME IS 
CONNECTED TO THE WRONG RESOURCE. 

 

A. To perform personnel and equipment searches. 

1. Click the Personnel Search button or the 
Equipment Search button. 

SHOW THE TOP, BLANK ROW JUST ABOVE THE 
COLUMN HEADING TITLES. 

EXPLAIN THAT EACH BLANK CELL ABOVE THE 
COLUMN HEADING TITLE IS WHERE YOU CAN QUERY 
FOR SPECIFIC DATA ELEMENTS. 
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OUTLINE AIDS & CUES 

SHOW THE LOCATION OF THE TRASH CAN, WHICH 
ALLOWS YOU TO CLEAR YOUR SEARCH CRITERIA. 

 

2. Locate the column heading that identifies 
the data element for your search. 

3. To narrow your search, click in the blank 
cell above the column heading of your 
choice, type the first several characters of 
that data element, and then press TAB. 

B. To clear your search criteria. 

1. Click the Trash Can. 

EXPLAIN THAT YOU CAN USE THE SORT FEATURE TO 
ORGANIZE THE DATA ELEMENTS TO SUIT YOUR 
NEEDS. 

C. To sort data elements by column heading. 

1. Click the Personnel Search button or the 
Equipment Search button. 

2. Locate the column heading that identifies 
the data element you want to sort, and then 
double-click that column heading title. 

HAVE THE STUDENTS SORT DIFFERENT COLUMNS. 

HAVE THE STUDENTS COMBINE THE SEARCH AND 
SORT FEATURES. 
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