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Cadet Access Unit Dashboard
Cadet System Users Guide
The purpose of this document is to give you a brief introduction to the Cadet Access Unit Dashboard
tool. This tool is designed to allow JROTC Cadets to perform necessary duties within their unit and give
the instructor(s) the ability to validate the data before posting these to WINGS.
In order to use this tool the Instructor must first give the JROTC Cadets access to the system. The
instructor will do this on WINGS which will generate an email to be sent to the cadet. When the cadet
receives this email he/she can then create their account on the portal and log into the system.
The Cadet Access Unit Dashboard currently gives the JROTC Cadet the ability to update the Unit Logistics
components. More components will be added soon.

Accessing the System
Access to the Cadet Access dashboard is controlled by the JROTC Unit Instructor through WINGS. Once
the instructor creates an account and gives the Cadet a pass code, he/she must register on the Portal
using a valid email address.

Registration
Cadet Access allows Jr ROTC cadets to enter data related to their schools unit. To use Cadet Access
the cadet’s instructor must first grant permission from with WINGS. The instructor will then give the
cadet a print out of how register with the Holm Center portal (Appendix A for a sample of Cadet
Access Registration print out). Once registered, the cadet will be able to access the Cadet Access
module.
What is required to create a portal account
To register for Cadet Access the cadet will need the following:



Cadet Access Registration



A valid email account you can access



Access to the internet

Open internet browser to the Holm Center Portal



The portal URL is https://wings.holmcenter.com
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To create the portal account use the main menu and select “JROTC” and then “Add New
JROTC Cadet Account”. (see A Below)

A
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Complete Jr ROTC Cadet Access Request Page






Answer the 3 prescreening questions
When all 3 have been answered the Submit button will appear
Click the Submit button
If the 3 questions were answered correctly you be transferred to the next page

Complete Cadet Information Page




In the first box enter your name and Token from the Cadet Access Registration letter
In the second box enter a valid email address that you have access to, and a password.
These will become your portal userid and password
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o Password must be at least 8 characters in length and contain at minimum 1
lower case letter and 1 number. Special characters and capital letter are
allowed.
Select a security question and give a response word or phrase
o Make the response something you can remember fore you will need it to reset
your password if you forget it
If the 3 questions were answered correctly you be transferred to the next page
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Next click submit. If you transferred to the Account Activation screen and the Activation
Code to the email address you entered on the previous page
The email also contain a link to the Account Activation page in the event the browser or
page that you are transferred to is closed
o NOTE: You must log into the Holm Center Portal (using your email and password
you just created) prior clicking the link in the email.
Below is an example of Account Code email

holmcenter@US.af.mil
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Activate the New Jr Cadet Portal Account
If you are no longer on the Activation page you need to log back in to the wings.holmcenter.com.




Enter your portal id (email address used in previous step (see B below)
Enter password you entered in previous step (see B below)



The "Activate JrCadet Account" link can be found in 2 places
o Under Quick Links" on the homepage after they login (PERFERED LINK)
o Main Menu > JROTC > Activate JrCadet Account

B
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After the Account Activation page opens (see Above), enter the activation code that was
emailed to you
Click Submit
If the Activation Code entered was correct you be logged out and transferred to the log
out page (see below). If you do not see the below then navigate back to the homepage
using the https://wings.holmcenter.com web address (URL).
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Logging in and Accessing the Cadet Access Application
Once the Cadet has been registered, the cadet will be able to log into the system using their new userid
and password. The same URL used for registering (https://wings.holmcenter.com) is where you go to
log into the system. Your userid is the email address used to register.

Figure 1 Log In

Once you have logged in you will see the Portal home page The “My Links” section gives you a place to
change your password. At the top of the screen you will see a menu item called “Main Menu”.
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Figure 2 Logged in

To access the Cadet Access system click on the Main Menu, JROTC, and select Cadet Access:

Figure 2 Select Menu Option
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Figure 2 You are logged in

After a brief redirection you should then see the CAUD home screen. There will be menus at the top for
the various components. The initial release will focus on the Logistics tasks. Future releases will include
tasks for cadet management, PFT’s, unit goals, and event management. As new components are added,
the instructor will have to grant you access to these components through the WINGS Cadet Access
management.

Dashboard
The dashboard is a work in progress. Currently, the dashboard shows you issued items and returned
items that have been rejected by your instructor. For rejected issued items, the cadet must make sure
these items are retrieved and placed back into the unit inventory. Once this is done, they can select the
“Complete task” to clear the issue.
Returns that have been rejected will show up on this screen as well. To clear returns, simply go back and
return the item again in the Manage Issued Items screen.
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Future releases of this system will include other messages and actions for the Cadet. To get back to this
screen, simply click the Dashboard menu at the top of the screen.

Cadet Management
The Cadet Management menu provides JROTC Cadets with the functionality to manage Cadets within
their JROTC Unit. This menu contains several key components such as Unit Management, Rosters, PFT
management, and several others.
The PFT component gives the JROTC Cadets the ability to manage PFT Consent forms, PFT Events, and
PFT Assessments for their unit, Manage Issued Items, and receive orders.
When the Cadet Logs on to the application from the portal if they have the appropriate permissions they
will see the Cadet Management options under the Cadet Data menu of the screen:

Figure 3 - Cadet Management
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Cadets
The Cadets management page will allow you to view information with regards to a specific cadet, as well
as view some information about the cadet such as enrollment history, course history, events, etc. To get
to this section, from the “Cadet Management” menu, select “Cadets”.

Figure 4 - Manage Cadets

From this screen you will see a list of cadets currently in the unit roster. To display the information,
select the “View/Edit” action next to the cadet you wish to access.
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Figure 5 - View/Edit Cadet

The JROTC Cadet tab lets you view information with regards to the selected Cadet.

Figure 6 - Cadet Information
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The Enrollment tab will show you the cadet’s enrollment history and what course(s) they are enrolled in.

Figure 7 - Enrollment / Courses

“Awards & Decs” and “Other Recognitions” will show you awards assigned to this Cadet

Figure 8 - Awards & Decs

Other Recognitions will show you other awards and recognitions the selected cadet has received
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Figure 9 - Other Recognitions

Event Participation will show you events that the cadet has participated in:

Figure 10 - Event Participation
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Unit Lists

Figure 11 - Unit Lists menu

The cadets can now add/remove cadets from Unit Lists. Click on the “Cadet Management” -> “Unit Lists”
menu option to get to this section.

Figure 12 - Unit Lists
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To manage the list select the “View/Edit” action next to the list you wish to manage. (Note: Cadets are
not able to create lists at this time)

Figure 13 - Manage List

This list works the same way as the Class and Unit Rosters. Note that on the screen print above there is
only one list. In this particular scenario there are no cadets in the selected List. This may also occur in
the Unit Roster and Class roster pages the first time you go to manage a course or the unit roster.
To add cadets to the list, click on the cadets on the left and click on the arrow to add them to the list:
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Figure 14 - Adding cadets to list

Figure 15 - Cadets have been added.
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Cadets can also be removed from Unit Lists. To do this, on the right side select the cadet(s) to remove
and then click the left arrow to remove them.

Figure 16 - Select cadet(s) to remove

Figure 17 - Cadet has been removed
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Class Roster

Figure 18 - Class Roster menu

JROTC Cadets can now mange Class Rosters as well. From the Cadet Management menu option, select
Class Roster.

Page - 20 - of 114

Figure 19 - Class Roster

From the Class Roster page, you will need to select “View Roster” next to the course you wish to
manage.

Figure 20 - Class Roster
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The list on the left contains a list of cadets in your unit roster. The list on the right is a list of cadet in the
selected class. To add cadets, simply select them on the left and click on the arrow to add them.

Figure 21 - Select Cadets to add
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Figure 22 - Cadets have been added

Consent Forms
This menu is where the cadet will be able to manage Consent forms for cadets. As consent forms are
received, the cadet will update the status of the forms from this screen:
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Figure 23 - Consent form Status

When the Consent Form Status screen is loaded, the cadet will see a list of cadets in their assigned unit.
The cadet will see three different consent form statuses, one for Photo consent, one for WINGS consent,
and one for Fitness (PFT) consent. These statuses can be changed simply by selecting the arrow next to
each status and changing it to the appropriate value according to which one was specified in the parent
consent form which was returned for the cadet.

Figure 24 - Selected a consent form status update
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When an update form has been submitted, it will show up on the screen in red until the instructor has
approved the change(s).

PFT Events
The PFT Events screen will allow cadets to create and manage PFT Events, as well as update cadet
scores.

Figure 25 - PFT Events menu

View/Edit Events
When you click on the PFT Events menu option you will see the PFT Events list page. From this screen,
you can select events to manage or create a new event. To select an event, simply click on the
View/Edit button next to the event.
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Figure 26 - PFT Events List

View/Edit Event
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Figure 27 - View/Edit PFT Event

If an event has been used in an assessment, the event date will not be able to be changed. Otherwise,
the event date can be modified for an event by clicking on the event date and then clicking the Save
Changes button.
Cadet scores can be modified by clicking on the Measure and changing the value.
To add cadets to an event, click on the “Add Cadets” menu at the bottom:
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Figure 28 - Adding cadets to an event

When you click on the “Add Cadets” menu you will see a list of cadets in your unit. Simply click the
checkbox next to the cadet(s) you wish to add and click the “Select Cadet” button to add them to the
event participants list.
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Figure 29 - Added new cadets to an event

Create Events
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From the Events list page click on “New Event” to create a new PFT Event.

You will then have to select an event type from the list, and enter an event date.

Once you have entered the information, click “Save”.
Page - 30 - of 114

At this point, you can add cadets to the event using the “Add Cadets” option as described above.

PFT Assessments
The PFT Assessments screen allows cadets the ability to create assessments for cadets. These can be
created for one or more individuals in the unit.
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Figure 30 - PFT Assessments menu

Viewing assessments can be done via individual or unit. When viewing unit assessments, multiple
assessments can be applied to multiple cadets.

Figure 31 - PFT Unit Assessments

Page - 32 - of 114

In order to view individual assessments, you must select a cadet to work with:

Figure 32 - Individual Assessments

Figure 33 - Select Cadet
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Once a cadet has been selected, you will see the current assessments for the specified cadet. You can
view/edit assessments by clicking the View/Edit Assessment beside the assessment you wish to work
with.

Figure 34 - Assessments for selected cadet

When viewing assessments, you will see a list of available events at the top that are eligible for the
specified assessment. If you wish to apply these you can click on the one(s) you want to apply and click
on “Apply Event(s). The system will evaluate each of the selected events and see if any of the items are
eligible to be updated in the assessment. When completed, you will see the updated assessment.
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Figure 35 - Viewing individual assessment
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Figure 36 - Unit Assessments
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Figure 37 - Viewing Unit Assessments for a selected date
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Viewing assessments (continued)
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Figure 38 - Applying Event(s) to cadet(s)

Orders Awards and Rank
The cadet will be able to manage Awards and Rank for their unit for the current academic year.
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When the cadet selects the menu option “Orders Awards and Rank” from the Cadet Management menu,
they will see a list of orders for the current academic year.

The cadet will be able to select an award or rank by clicking the “View/Edit” button to see the details.
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Figure 39 – Award

Figure 40 - Rank

Cadets will be able to create awards by clicking on the New button at the bottom of the Orders Awards
& Rank screen.
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The system will generate an Order Number, but this number can be changed. The order Type can be
selected (RANK or AWRD). “Other” will be available later. Finally, the Effective Date of the order can be
entered or selected. Once you are done, click “Save”
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Awards/Rank can be added to this order once it is created by clicking on the “Add Award” (or “Add
Rank” depending on which type of order you created). You will be presented with a list of available
Awards (or ranks):

Select the Item you want to add.

Once the Award/Rank has been added, you can add Cadets to this by clicking on the “Add Cadets”
button.
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To add cadets, select the checkbox next to the cadet(s) in the Actions column and press the “Select
Cadet” button.

Page - 44 - of 114

Logistics
The Logistics component gives the JROTC Cadets the ability to manage Inventory items for their unit,
Manage Issued Items, and receive orders. When the Cadet Logs on to the application from the portal if
they have the appropriate permissions they will see the Logistics menu option at the top of the screen.

Figure 41 Logistics Menu

Inventory
When the cadet selects the Inventory screen they will see a list of Inventory items that are currently
assigned to their JROTC Unit. This inventory consists of both Accountable and Non-Accountable items.
Accountable items can only be adjusted by issuing Write-offs to the inventory. Non-Accountable items
can be adjusted by simply changing the value on the screen. Cadets can also filter and search for records
on this screen, and also export the table to a PDF document, an Excel Spreadsheet, a Comma Separated
document (CSV), or even a XML document.
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Figure 42 Select Inventory
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Figure 43 Inventory List

Once you are in the inventory screen you will see a current list of the unit’s inventory. This list can be
sorted by using the arrows at the top of each column. It can also be filtered using the boxes and
dropdowns above each column. You can also use the checkboxes at the bottom of the table to only
display Accountable or Non-Accountable items in the list.
When there are pending updates to the inventory total, you will see the pending total in red beside the
current total. When there are pending updates to the quantity issued, you will see the number of
pending issued items in red beside the Qty Issued. (e.g. “(+1)” means that there is one item issued
awaiting the instructor’s approval).
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Figure 44 Sorting by Item Name
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Figure 45 Filtering a Category on the Inventory screen
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Figure 46 Filtering subcategories

Page - 50 - of 114

Figure 47 Display only Non-Accountable items
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Figure 48 Display only Accountable items

Write-off Items
When an inventory item needs to be written off, the cadet can locate the item in the Unit inventory. If
the item is an accountable item there will be a link on the right of the item to Write-off an item. Simply
select the Write-off button and enter the information on the screen. Once the information has been
entered, select the Write off Item button. See the screens below for details. Once an item has been
written off, the instructor then has to log on to WINGS and approve the write-off.
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Figure 49 Write-off Item
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Figure 50 Enter information about the write-off
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Figure 51 When finished, click "Write-off Item"
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Figure 52 Write-off has been submitted
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Figure 53 Note the supervisor has not yet approved the previous write-off on this item

Update Non-Accountable items
When a non-accountable item’s quantity needs to be updated, you will see the item’s total inventory
value on the screen with a grey background. Simply click on this value, change it, and press enter.
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Figure 54 Select non-accountable item and change quantity
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Figure 55 Quantity has been changed

Manage Issued Items
The Manage Issued Items screen allows the cadet to manage items issued to other cadets within their
unit. They access this by going to the “Manage Issued Items” submenu under the Logistics menu.
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Figure 56 Manage Issued Items

Select a Cadet
Once on this screen, the cadet must select a cadet in which they wish to issue/return items to. To do this
the cadet clicks the Select Cadet button. This will give you a unit personnel list where you can search for
and select a Cadet.
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Figure 57 Click the Select Cadet button
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Figure 58 List of Cadets in the unit. Select a Cadet to continue

Once a cadet as been selected, the page will load a list of items at the bottom which are assigned to the
selected cadet.
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Figure 59 After a cadet has been selected
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Figure 60 List of items issued to the cadet (at the bottom of the page)

Issuing items from the Picklist
The top of the page will show you the unit’s Picklist. These are clothing items which can be assigned to
cadets. At this point you can select the sizes for any of them items you wish to issue items to. When you
are done, select the “Issue” button below the pick list. Items in the picklist will show the quantity in
parenthesis. If the quantity is zero it cannot be issued.
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Figure 61 Select a size(s) to issue
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Figure 62 Click the Issue button
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Figure 63 Simply fill in the issue information and select Issue

Page - 67 - of 114

Figure 64 Items have been issued

Issue any items in the unit inventory
Other items in the inventory can be issued to cadets by selecting the “All Items” tab just below the cadet
information. This will show you the entire unit inventory. To issue items here simply select the Issue
button.
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Figure 65 Inventory tab has been selected
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Figure 66 Locate an item and click on the Issue button
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Figure 67 Fill in the information as needed

Page - 71 - of 114

Figure 68 Item has been issued

Returning Items
In order to return an accountable item in the Cadet’s issued items list, locate the item and click the
“Return” button.
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Figure 69 Select Item to return
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Figure 70 Enter Return information
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Figure 71 Click the Return button
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Figure 72 Item has been returned

Receive Items
Items can be added into the Unit Inventory by receiving orders. To do this the Cadet selects the Receive
Items submenu option under the Logistics Menu.
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Figure 73 Receive Items

Orders List
From this screen the Cadet will see a list of pending Orders. They can select an order in which they wish
to Receive Items from by selecting the View Order button beside the order.
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Figure 74 Select and Order to Receive

Working with an Order
The Cadet will then see a list of order items on the screen. To receive items, simply enter the quantity of
each item received under the Qty Received column.
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Figure 75 Items in the selected order
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Figure 76 Enter quantity received
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Figure 77 Item has been received

Receive any item
If any item needs to be added into the unit’s inventory, the Cadet can select the “Receive Any Item”
button at the bottom of the orders received screen.
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This screen will show you a master list of inventory items. From this list, you can search and select an
item you wish to receive.

Once you select an item to receive, you will be able to specify the quantity, and a description/comment
for this receipt.
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Once the information is filled out, simply click the Receive Any Item button to complete the request.
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Unit Management – Unit Goals

Figure 78 - Unit Management

The Unit Management folder will provide the JROTC cadet with components that can be managed within
their unit. The Unit Goals menu will allow the cadets to view the goals for their organization. Future
development will provide the ability to manage and expand these goals. Currently they can only be
viewed.
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Figure 79 - Unit Goals

Figure 80 - Unit Goals (continued)
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Figure 81 - Unit Goals (continued)

The cadets will be able to view goals for Cadet Impact, School Impact, and Community Impact. They will
see if the goals are accomplished and see the comments.

JROTC Events
The JROTC Events section will provide the cadets with the ability to add new events as well as view and
manage events for their unit.

From the Events -> JROTC Events menu, the cadet will be able to view events which their unit is
participating in for the current academic year. They will be able to click on the View Event button for
each event to view the event details.
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Viewing Events
Cadets can view these events by clicking on the View Event button for the event they wish to view.
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When viewing events, there are tabs for “Event” and for “Event Roster”. Event will display the
information about the event.

Event Roster will display the cadets participating in the event.
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If the Event is being hosted by your unit and other units have been invited to the event, there will also
be a Guest Units tab.
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Cadets will be able to create and update these events. Once the event has been approved by the
instructor the event details (Event Title, Date, Time, and Event Type) cannot be updated by the cadets.
The event roster and guest units are still able to be updated by the cadet.

Creating Events
From the JROTC Events screen an event can be created by clicking the “New Event” button. The Event
details can then be entered on the screen:
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Event Details
When creating an event, the Event Title and Event Description are required. They should be descriptive
enough to explain what the event is. Point of Contact and URL are not required; however, if you are
inviting other units to this event this may be helpful to the guest units’ to know more about this event.

Page - 92 - of 114

Event Date and Time
Event Dates and Times can be entered or selected. You must enter an event date. The Event time,
however, is not required.

Event times should be entered in military time format
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Event Types
There are several different types of events to choose from. It is important that you choose the correct
type for this event when you are setting it up.
Summer Lab Activity
When selecting Summer Lab activity, the funding status should be entered. Cadets can select Requested
or Not Funded:
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Curriculum In Action

Fund Raiser

Competition
When selecting Competition, the competition type should be selected as well:
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Co-Curricular
When selecting a Co-Curricular event, both Co-Curricular Hours and Community Service Hours for the
event should be entered:



Co-Curricular hours Associated with Event would be the estimated time spent in doing
leadership development activities, such as organizing, practicing or training. These hours
would be hours that are not considered as community service. Load those hours in the
Co-Curricular Hours Associated with Event box.
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A Co-Curricular event may include co-curricular community service activities; enter the
community service hours in the Community Service Hours Associated with Activity box.
If your event is not going to have co-curricular activities hours associated with it; you
should consider it a community service event.
Community Service hours would be the estimated time spent during this event
performing community service activities.

Community Service
When selecting a Community Service event, the Community Service Hours for the event should be
entered:



Community Service hours would be the estimated time spent during this event
performing community service activities.

Show
The dropdown labeled “Show” allows you to choose whether this event is for just your unit, or if you
want to invite other units to the event. By default, “Unit Only” is selected, but you can change this to
Selected Units. If you do this, once you click the “Create new Event” button a Guest Units tab will
appear at the top, which is where you will go to invite units.
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Saving Event
Once you have entered all of your information, click on the “Create new Event” button to save your
changes:
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Adding Participants
Adding cadets to an event is simple. Once the event has been created, go to the Event Roster tab:
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From the Event Roster tab, you can click on the Add Cadets button to view cadets and add them to the
event. You will also be able to filter and sort the cadets to help find the specific cadet(s) you want to add
to the event:

Select the cadet(s) you want to add by clicking the checkbox under Actions next to the cadet(s). When
you are done, click “Select Cadet”.
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Adding Guest Units
When an event is created with the Show type of Selected Units, a Guest Units tab will be on the event
page. Click on this tab and you will be able to add units in the same manner as the participants were
added.
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To add units, simply click on the Add Units button and find the units you want to add.
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By default, units are displayed by distance (closest units first). This is “as the crow flies” distance and
time does not take into account roads or highways. You can also change the sort order by clicking on
the tabs at the top of each column; or filter your view by entering information in the columns to refine
your search:

When you find the unit(s) you want to add, simply click the checkbox in the Action column. When you
are done, click the Select Unit button at the bottom to add the selected unit(s) to the event.
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RSVP to Events
When your unit is invited to an event, the event will show up on the JROTC Events page. To manage the
event, click on the View Event button.

At the top of the event will be a RSVP button. You can use this button to respond to the event.
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When responding to an event, you can also enter the number of male and female chaperones. This will
assist event coordinators in making arrangements for their guests. When finished adding your
information click on RSVP to Event.
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If you need to change your RSVP status, simply click on the RSVP button at the top again to change the
RSVP or chaperones for the event.
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Once you have selected to attend the event, you can add cadets from the Event Roster tab. This process
is the same as previously described.

Updating Participant Hours
If an event is a Co-Curricular or a Community Service event, the participant hours (both Community
Service hours and Co-Curricular hours) should be updated after the event. This is done by going to the
event and selecting the Event Roster.
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To update the hours, enter the hours in the text box for each cadet.
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Completing Events
Once an event has been completed, and cadet hours (for Co-Curricular or Community Service events)
have been updated, an event should be marked as Completed. This can be done by clicking the
Complete Event button on the event page.
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Events should be marked complete by both the host unit and the attending units.

Reports
The Reports menu will provide reports for JROTC Cadets to be able to view and print.

Consent Form
The cadet screen also has the ability to print consent forms to be handed to the cadets. This option is
located under the Reports menu:
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Figure 82 - Consent Form

To print this form, simply click on the Consent Form menu under the Reports section. You will then be
prompted to open or save the file (depending on what browser you are using):

Figure 83 - Google Chrome shows the consent form at the bottom

Figure 84 - Internet Explorer prompts you to open or save

When you open the consent form in Adobe, you will be able to print it:

Page - 112 - of 114

Figure 85 - Consent Form

Spanish Consent Form
The consent form is also available in Spanish as well:
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