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LEARNING OBJECTIVES

Terminal Learning Objective.  Given blank/established NAVMC 10974(s) (Directive Review), directives checklists, directives, changes, and access to the Publications Listing (PL), Marine Corps Publications Distributions System (MCPDS) and the Internet for access to Marine Corps Directive Electronic Library (MCDEL), maintain the Directives Control Point (DCP) per the references, maintaining the mission essential publications and directives, as required. (0151.02.02)

Enabling Learning Objectives.
1.  With the aid of references and given a list of directives required to have on hand, identify the option required to requisition needed directives per the references. (0151.02.02i)

2.  With the aid of references and given access to MCPDS, identify the option required to print a publication listing per the references. (0151.02.02j)

3.  With the aid of references and given access to MCPDS, identify the option required to enter changes to the publications listing per the references. (0151.02.02k)

OUTLINE

1.  RESPONSIBILITIES.  One of your responsibilities as an administrative clerk is to maintain the command's inventory of publications.  This includes manual and letter type directives, books, pamphlets, graphic training aid charts, and posters, etc.  You, with guidance from your admin chief, must ensure that your unit has all publications needed for mission accomplishment.  Additionally, a review of the command's publication listing is required upon receipt of the quarterly issuance of the NAVMC 2761, Catalog of Publications.

2.  SOURCE DOCUMENTS.  The two primary source documents used to maintain a unit's inventory of publications are the NAVMC 2761, Catalog of Publications, and the Publications Listing (PL).

    a.  NAVMC 2761.  This catalog lists stocked and non-stocked publications used by the Marine Corps.  It is the source document for identifying the most current publications available to the Marine Corps.  Each publication listed in this catalog has been assigned a publication control number (PCN).  By using the PCN, commanders may request to be put on distribution for a particular publication.  We will now look at the different chapters of the NAVMC 2761.

        (1) Chapter 1.  This chapter contains non-technical publications - less directives - i. e. pamphlets, magazines, posters, etc.  Annex I to Chapter 1 contains publications (less 102 prefix control numbers) canceled for current period.  Annex II to Chapter 1 contains Joint/Multi Service Publications.

        (2) Chapter 2.  This chapter contains Marine Corps directives issued as of the date of the NACMC 2761 except technical publications.

        (3) Annex 1 of Chapter 2.  This Annex contains a listing of publications canceled since the previous NAVMC 2761 was issued.

    b.  The PL is an electronic display of all publications in MCPDS.  Each PL is unique because the system shows a value in the quantity field of a PCN for which the activity is currently on distribution.  The PL is dynamic; it changes under the following conditions:

        (1) The sponsor adds a new publication for the specific Individual Activity Code (IAC) through initial distribution, or-

        (2) The activity chooses to make additions, changes, or deletions to their PL.

        (3) To provide support to supply, administration, and other personnel with functional responsibility, the PL is separated into two sections; non-technical and technical.  Non-technical publications are numbered per SECNAVINST 5210.11 Standard Subject Identification Codes (SSIC), and technical publications are categorized by item designator (ID), per the tables of equipment. 

    c.  Other documents used to maintain are SL 1-2/1-3 (Index of Authorized Publications for Equipment Support Stocked by the Marine Corps), and the MCBul 5600 series (contains and provides updated procedures for management of the PL) issued by Naval message.

3.  PUBLICATIONS INVENTORY MANAGEMENT  

    a.  Inventory Control.  Each command will maintain publications in sufficient quantity and variety to sustain its operation.  The Commanding Officer is responsible for determining what publications are required to be on hand, adhering to the "need to know" criterion.  If your unit does not rate a set of night vision goggles why do you need a manual? 

    b.  Internal Distribution and Retrieval.  Each command receiving publications will maintain a control system for internal distribution and retrieval of those publications.  The PL is utilized as a source document to identify the distribution of publications received thereby enhancing the command's ability to retrieve those publications when necessary.  This is accomplished by ensuring that your PL identifies the location of all copies of publications your command is on distribution for.

4.  AUDITS AND DISTRIBUTION  

    a.  All publications listed in the NAVMC 2761 are distributed from one stock point, Marine Corps Logistics Base, 814 Radford Boulevard, Albany, GA 31704-1128.  When a publication is changed or revised and your command is on distribution, you will be sent all changes or revisions to that publication automatically.

    b.  For a unit to receive publications, it must be on distribution for those publications.  This can be done through MCPDS, however, an audit must be conducted with the PL against the publications the unit currently has to identify those that are missing, damaged or missing changes.

    c.  As mentioned earlier, a review of your commands PL is required at least quarterly, or upon receipt of the most current edition of the NAVMC 2761, Catalog of Publications, the SL 1-2/1-3, (index of authorized publication for equipment support stocked by the Marine Corps.  These documents are the sources from which to determine new publications and those that have been canceled, superseded, or revised.  Review your PL to ensure that any new publications determined mission essential are added and those canceled or superseded are omitted.  More frequent reviews are possible utilizing the Inquiry Option within MCPDS to display new and canceled publications.

5.  MCPDS.  The MCPDS is an on-line system that automatically changes your PL as you input new information.  This system provides the organization with a tool to adjust the inventory of publications needed to accomplish their mission.  It also provides the capability to order publications stocked at MCLB Albany, GA, display PCN information, create backorders, and maintain internal distribution location(s).  Questions concerning MCPDS can be directed to CMC  (Code ARDE).  The directive to reference MCPDS is UM-MCPDS 5605.  The system also provides other information pertaining to the unit that must be verified each time you log on.  The following media walks you through MCPDS.

    a.  Accessing MCPDS.  Gain access to 3270.

        (1) DCDN.  Select option "B" and press "enter".

        (2) DISA.  Read disclaimer for consent to monitoring of system for security then press "enter".

        (3) Entry Validation.  Type in your user ID and password.  This screen also allows you to change your password.

        (4) CL/SUPERSESSION Main Menu.  Use your arrow down key and select "CICSD" CICS USMC DEVELOPMENT by typing in a slash "/" and press "enter".

        (5) CICS SELECTION MENU.  Type in option "02" for NATURAL DEVELOPMENT (GGD5) in the SELECTION=> prompt then press "enter".  Leave the DEFAULT PRINTER=> blank.

        (6) WELCOME.  This is an information screen from MCPDS.  Press "enter" when finished reading.

        (7) Publications System Inventory Change Security.  Enter your IAC number then press "enter" to continue.

    b.  Making Unit Information Changes in MCPDS.   The address screen allows you to do a number of procedures.  

        (1) Change the mailing address associated with the organization by simply typing over the incorrect address.

        (2) Change the status of whether or not the organization is authorized Navy personnel listed on their table or organization (T/O).  Simply type "N" or "Y".

        (3) Change the user ID's designated to a particular organization.  This option is to be used to allow an alternate clerk or your admin chief to have access to the same IAC account.  When completed press "enter" to continue.  

    c.  Publication System Inventory Change Main Menu.  This is the main menu for ordering, adjusting of required on-hand publications, review of transactions, inquiry of publications and selection for printing your PL.  Make your selection press "enter".  The following options allow for review, update (add/change/ delete) continuing distribution of changes and revisions for basic publications.

        (1) Option 1.  This allows direct entry of any PCN number pertaining to a publication.  After entering a PCN and pressing "enter" the PCN, quantity of issue and the short title is displayed.  With this information you may change or adjust the number of publications your unit requires by changing the quantity on the screen.  For other action such as ordering, displaying publication information, or simply changing the record of how the publications are distributed throughout your command, choose one of the three following options. 

            (a) Order PCN.  If you are missing publications, this will allow you to order however many are needed.  PFK1 - is the help screen.

            (b) Display PCN.  Select this option to find detailed information such as:

                (1) Short title



           (2) Long title



           (3) Sponsor



           (4) Publication date and classification



           (5) Cancellation date, if any.

            (c) Update Locations.  This is used for your local tracking of publications in your unit.  For example, your S-1 section rates a Leave and Liberty Manual and your CO also rates a Leave and Liberty Manual.  These locations may be typed into the MCPDS for review purposes.

        (2) Option 2.  Allows adjustments of the non-technical publication’s inventory.  If the PCN number is unknown, select this option and find the publication using the SSIC.  The same options of ordering, display, and location may be accessed for each pub as in Option 1.

        (3) Option 3.  Allows adjustments of the technical publication’s inventory. List all PCN's within a primary SSIC or Equipment Identification Number (ID-NO)/Table of Authorized Material Control Number (TAMCN).

        (4) Option 4.  Allows adjustments by input of PCN prefix.  By typing in the first three digits of a PCN, a list of all PCN's with these digits will appear and allow you to scroll up or down and find the particular publication to be adjusted.  

        (5) Option 5.  Allows user to review adjustments made during that day.  Any changes to the units’ on-hand publications can be reviewed for verification.

        (6) Option 6.  Allows user to review orders of that day.  Any orders placed for the day through option 1, 2, or 3 will be listed here.  At this time, the order may be canceled, increased, or decreased.

        (7) Option 7.  Allows review of all outstanding orders.  This feature is for keeping track of publications placed on order.  Action to be taken is:

            (a) Acknowledgement.  Mark the transaction with an "X" to acknowledge publication when it is received.

            (b) Cancel Backorders.  Mark a transaction with a "D" to cancel any order no longer needed when it is in a backorder status.

        (8) Option 8.  Allows user to find information concerning publications or addresses of other commands who use MCPDS.

        (9) Option 9.  Selecting this option will print out the publication listing (PL) for your unit.  Ensure printer identification is properly identified.  MCPDS will ask for the printer identification.  The PL is approximately 28 pages long.  Double check the printer ID prior to printing.  When this option is selected, but a PL is not to be printed, type the appropriate PFK key on the menu "PFK2."    

    d.  Steps for Ordering and Tracking Publications.




        (1) Place an Order.  Using either option 1, 2, 3 or 4 place as many orders as desired. 

        (2) Review Order Placed.  Select option 6 and review all orders placed.  This is the time you may also cancel or change the order placed for the day.  

        (3) Exit MCPDS.  When completed, exit MCPDS using the appropriate PFK keys.  Never close the session before exiting MCPDS.  When in the MCPDS and the session is interrupted prior to exiting, the system will lockup and phone calls to the Information Systems Management Officer (ISMO) will be required.

        (4) Check Status of Order.  On a regular basis, at minimum once a week, go into option 7, "Review (track/change) outstanding orders", to track the order. 

    e.  Procedure upon Receiving Publication.  Access MCPDS to option 7 "Review (track/change) outstanding orders" and mark the order with an "X" to acknowledge receipt of publication.  Logoff when completed.

6.  Other Sources for Publications.  With modern warfare it is necessary to have access to more and more publications.  Joint publications are available on Compact Disc (CD) and on the Internet.  

    a.  Joint Electronic Library.  Contains approved joint publications and select service publications.  This also contains a direct link to the joint doctrine web site.

    b.  SECNAV and OPNAV Directives.  Contains the Navy publications.   

    c.  Marine Corps Directives Electronic Library (MCDEL).  Contains Marine Corps publications.  

----------------------------------------------------------------
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