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Step 1 - Go the website http://www.gowifilive.com 

*Please note this webpage is already pre-loaded on your netbooks. Above is the current webpage design 
as of 10/29/2014 for gowifilive.com 
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Step 2 - Go to the far right middle tab with the Scanner Icon titled  TGPS 
Instructor Tools 

Click on this tab 
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Step 3 – Now click on the left tab labelled Scanner Calibration. 

You’ll want to 
click on this 
Tab. 

*Please note that the right tab, TACL opens the DMDC website 
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Step 4 – You should now see two barcodes. With the barcode scanner  scan 
the top barcode first and then the bottom barcode. 

You’ll want to 
click on this 
Tab. 

* Once this is complete close this window and return to the main menu 

This barcode resets the scanner.  
Scan this code first. 

This barcode sets the scanner for 
the TACL application. Scan this 
code after scanning the top 
barcode. 
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Step 5 – Back at the main menu, click on the Training Documents tab. 

You’ll want to 
click on this 
Tab. 

Now you’ll want to 
click on this Tab. 
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Step 6 – On the Training Documents subpage,  select GPS Software. 

You’ll want to 
click on this 
Tab. 

Now you’ll want to 
click on this Tab. 

Click on this tab 
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Step 7 – You are now on the CNIC Unofficial Training YouTube page. You 
want to select the TGPS VEI Registration Software Version 2 

You’ll want to 
click on this 
Tab. 

Now you’ll want to 
click on this Tab. 

Click on this tab Select this Podcast Video 

*Please note this podcast video will demonstrate how to use the barcode scanner, calibration through data input.  

   The Steps 8 -29 from the video are detailed in the next slides and are applicable to a netbook interface only. 
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Step 8 – After calibration return to the main page and click on the Program 
tab on the top right of the page on your netbook.  

You’ll want to 
click on this 
Tab. 

Now you’ll want to 
click on this Tab. 

Click on this tab 

*Note that the interface  used in the podcast video is slightly different but the essential tabs are still available.  
  The Program tab is available on your netbook interface. 

Click here on the 
Program tab. 
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Step 9 – You should see the following list of available applications. Click on 
the toggle arrow on your right.  

You’ll want to 
click on this 
Tab. 

Now you’ll want to 
click on this Tab. 

Click on this tab 

Click here on the 
Program tab. 

Click here 
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Step 10 – Now click on VEI TAP Registration. The caption underneath should  
say “start application”  

You’ll want to 
click on this 
Tab. 

Now you’ll want to 
click on this Tab. 

Click on this tab 

Click here on the 
Program tab. Click on the VEI TAP 

Registration tab to  
the start application 
feature. 
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Step 11 – From here a dark submenu appears. Click on Create Session.   

You’ll want to 
click on this 
Tab. 

Now you’ll want to 
click on this Tab. 

Click on this tab 

Click here on the 
Program tab. 

Click on Create Session 



Pre-Separation 
Counseling 

2-Days 
Career Tracks 

How to Use the Barcode Scanner 

 

 

10/30/2014 12 

Step 12 – Type in the information requested to create a session then hit the 
Save button. Make sure you save to your TAP folder.   

You’ll want to 
click on this 
Tab. 

Now you’ll want to 
click on this Tab. 

Click on this tab 

Click here on the 
Program tab. 

Type in the 
information 
requested. 

Then hit Save! 
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Step 12 (cont.) –  Save the data in either a designated TAP folder or easily 
recognized data folder. 
.   

You’ll want to 
click on this 
Tab. 

Now you’ll want to 
click on this Tab. 

Click on this tab 

Click here on the 
Program tab. 

Save the data in easily  
recognized folder. 

Save once you have 
a folder. 
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Step 13 – The session has been saved. Notice that in the example it is 
labelled TEST. You start adding Attendees to the session. 

You’ll want to 
click on this 
Tab. 

Now you’ll want to 
click on this Tab. 

Click on this tab 

Click here on the 
Program tab. 

Session information has been saved. 

 

Click on the Add Attendees tab here. 
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Step 14 – Now click on the Add Attendees tab. The grey submenu will display the 
Current Session Information along with a note below indicating Scan attendees 
to be added. This means that the CAC cards of the participants in this Session are 
to be scanned in with the Barcode Scanner device. 

You’ll want to 
click on this 
Tab. 

Now you’ll want to 
click on this Tab. 

Click on this tab 

Click here on the 
Program tab. 

Under the Current Session 
information, there is the note to 
add the Scan Attendees. A 
number will appear above this 
note as you scan participant CAC 
cards. 
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Step 14 (cont.) – Notice as you scan CAC cards you will hear a “beep” sound. 
Also the Attendee number for the session will increase.  

You’ll want to 
click on this 
Tab. 

Now you’ll want to 
click on this Tab. 

Click on this tab 

Click here on the 
Program tab. 

This number 
goes up as you 
scan 

*If you notice that a participant’s CAC card did not scan for some reason, be sure to keep track of the participant’s  

   name to circumvent having to re-scan all participants. 
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Step 15 – Once all the participants have been scanned (for this example just 1) 
click on Done at the lower part of the grey submenu. 

You’ll want to 
click on this 
Tab. 

Now you’ll want to 
click on this Tab. 

Click on this tab 

Click here on the 
Program tab. 

Click on DONE once you have 
finished scanning all the CACs. 
In this example, only 1 participant  
will be captured. 
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Step 16 – After clicking Done, you will notice the grey submenu now shows 
your already Saved Session. You can go ahead and click on the Exit tab. 

You’ll want to 
click on this 
Tab. 

Now you’ll want to 
click on this Tab. 

Click on this tab 

Click here on the 
Program tab. 

Click on the Exit tab once 
you have Saved. 
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Step 17 – Once clicking Exit, you will be returned to the list of applications 
page. From here we can be go back to the main page. 

You’ll want to 
click on this 
Tab. 

Now you’ll want to 
click on this Tab. 

Click on this tab 

Click here on the 
Program tab. 

Click on the  Home 
Page tab to return 
to main gowifilive.com 
page. 
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Step 18 – Back on the main page, click on the TGPS Instructor Tools tab. 

You’ll want to 
click on this 
Tab. 

Now you’ll want to 
click on this Tab. 

Click on this tab 

Click here on the 
Program tab. 

Click on this tab 
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Step 19 – Under Instructor Tools, click on the TACL tab to go to the DMDC 
website. 
. 

You’ll want to 
click on this 
Tab. 

Now you’ll want to 
click on this Tab. 

Click on this tab 

Click here on the 
Program tab. 

Click here  
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Step 20 – After clicking on the TACL tab, login to the TAP / DMDC website. 
 

You’ll want to 
click on this 
Tab. 

Now you’ll want to 
click on this Tab. 

Click on this tab 

Click here on the 
Program tab. 

Click here  

*Keep your CAC card in your netbook since you will need it to login. 
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Step 21 – Press Ok at the bottom of the screen. 
 

You’ll want to 
click on this 
Tab. 

Now you’ll want to 
click on this Tab. 

Click on this tab 

Click here on the 
Program tab. 

Click here  

Press “Ok” here. 
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Step 22 – Press continue to finish the login. 
 

You’ll want to 
click on this 
Tab. 

Now you’ll want to 
click on this Tab. 

Click on this tab 

Click here on the 
Program tab. 

Click here  

Press continue to complete login procedure 
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Step 23 – Here you will enter your PIN #. 
 

You’ll want to 
click on this 
Tab. 

Now you’ll want to 
click on this Tab. 

Click on this tab 

Click here on the 
Program tab. 

Click here  
Go ahead and put 
in your PIN when 
prompted to 
complete the login. 
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Step 24 – Once your login is complete, go to Sessions on the upper left hand tab. 
A submenu will appear, on the submenu click on Manage Sessions. 
 

You’ll want to 
click on this 
Tab. 

Now you’ll want to 
click on this Tab. 

Click on this tab 

Click here on the 
Program tab. 

Click here  

Under Sessions, 
click “Manage 
Sessions” 
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Step 25 – Click on the green arrow under Manage Roster to start uploading 
participant information. 

You’ll want to 
click on this 
Tab. 

Now you’ll want to 
click on this Tab. 

Click on this tab 

Click here on the 
Program tab. 

Click here  

Under Sessions, 
click “Manage 
Sessions” 

 

The session 
information already 
present is only an 
example and not 
reflective of what 
will be uploaded. 

Notice the green arrow. Clicking on this will allow 
you to upload the participant and session data you 
saved under your TAP folder. 
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Step 26 – Clicking on the green arrow, opens a submenu where you will see the 
Add tab. Click on this tab 

You’ll want to 
click on this 
Tab. 

Now you’ll want to 
click on this Tab. 

Click on this tab 

Click here on the 
Program tab. 

Click here  

Under Sessions, 
click “Manage 
Sessions” 

 

Click on the Add tab 
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Step 27 – Once you click on the Add tab, search for the session data you saved 
previously in your TAP folder.  

You’ll want to 
click on this 
Tab. 

Now you’ll want to 
click on this Tab. 

Click on this tab 

Click here on the 
Program tab. 

Click here  

Under Sessions, 
click “Manage 
Sessions” 

 

Find the TAP folder you saved the Session data 
along with your scanned participant data and open 
to upload. 
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Step 28 – Now click on the Upload tab.  

You’ll want to 
click on this 
Tab. 

Now you’ll want to 
click on this Tab. 

Click on this tab 

Click here on the 
Program tab. 

Click here  

Under Sessions, 
click “Manage 
Sessions” 

 

Once you open the save 
data, the option to 
Upload appears. 
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Step 29 – Verify the session information then close the window.  

You’ll want to 
click on this 
Tab. 

Now you’ll want to 
click on this Tab. 

Click on this tab 

Click here on the 
Program tab. 

Click here  

Under Sessions, 
click “Manage 
Sessions” 

 

The session information.  

The verified number of 
participants saved for 
the example provided 
it’s 1. 

*Please note the there is an additional way to manually input this information or edit uploaded 
  information if it is incorrect. 
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If the uploaded data is incorrect  for some reason you can manually change it.  

You’ll want to 
click on this 
Tab. 

Now you’ll want to 
click on this Tab. 

Click on this tab 

Click here on the 
Program tab. 

Click here  

Under Sessions, 
click “Manage 
Sessions” 

 

Notice that instead of 1 there are 11 
participants shown. 

*This is incorrect information but it can be easily changed to fit the actual data collected. 
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Pressing the green button will take you to this submenu. You can Delete Attendees 
as well as Add Attendees by providing the information and manually typing them in.  

You’ll want to 
click on this 
Tab. 

Now you’ll want to 
click on this Tab. 

Click on this tab 

Click here on the 
Program tab. 

Click here  

Under Sessions, 
click “Manage 
Sessions” 

 

Delete erroneous 
 information by  
clicking this icon. 

Fill in the participant information  
manually in the spaces provided for 
EDIPIN or SSN, LAST NAME. If the 
participant’s SSN is in DEERs he or she 
can be verified. 

*Note the Service member’s information should already be captured in DEERs. 


