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1.
LEARNING OBJECTIVES

a.
TERMINAL LEARNING OBJECTIVE.  With the aid of references and given Unit Diary situations verify Unit Diary transactions.   (0193.04.01)


b.
ENABLING LEARNING OBJECTIVES 



(1)
With the aid of references and given unit diary situations, identify the relevant policies regarding reporting  unit diary entries, in accordance with the references.  (0193.04.01a)



(2)
With the aid of references and given unit diary situations, assign the type of unit diary entry for each  situation, in accordance with the references.  (0193.04.01b)



(3)
With the aid of references and given unit diary situations, assign the type of unit diary statement for each  situation, in accordance with the references.  (0193.041c)



(4)
With the aid of references and given unit diary transactions, arrange the transactions in proper processing order, in accordance with the references.  (0193.041d)



(5)
With the aid of references and given list of unit diary entries, select the entries that require a Historical Statements, in accordance with the references.  (0193.041e)



(6)
With the aid of references and given a list of unit diary entries, select the entries that require an action date, in accordance with the references.  (0193.041f)



(7)  With the aid of references and given a list of unit diary entries that require an action date, assign an action date to the entries, in accordance with the references.  (0193.041g)



(8)  With the aid of references and given scenarios related to assigning electronic signatures, identify the type of electronic signature that would be assigned for each scenario, in accordance with the references.  (0193.04.01h)

1.
MCTFS (pg 1-3)  MCTFS is an acronym used when referring to the Marine Corps Total Force System.  The MCTFS is the single, integrated, personnel and pay system supporting both Active, Reserve, and the Retired components of the Marine Corps.  The Marine Corps and the Defense Finance Accounting Service (DFAS-KS) jointly sponsor the MCTFS.  The MCTFS maintains more than 500,000 Active, Reserve, and Retiree records that are available to be processed for pay purposes or for the production of necessary management reports.  MCTFS uses a single, logical database which incorporates the records of all active, reserve and retired marines.  Additionally, MCTFS will provide limited functionality for training and security management matters that pertain to personnel and pay management.  The MCTFS is a basic input output model.  On-line terminals or stand-alone computers are used to input data at various administrative management levels.  The most common forms of input are from unit diaries.  There are two primary forms of unit diary input.  They are the on-line diary system (OLDS) and the (UDMIPS) (off-line diary system).  

2.
MCTFS PROCESSING (pg 1-9) Reporting Personnel Data.  The unit diary is the basic input medium of the MCTFS and is used to report personnel gains and losses, establish information and change, delete, or correct previously reported information based on day-to-day occurrences.   Another medium for reporting data into MCTFS is the diary used by MISSO's and HQMC.  In addition, Marine Corps disbursing officers and the DFAS-KC, using the disbursing diary, report MCTFS unique data elements.  As discussed previously the two primary methods of unit diary submission is utilizing the OLDS and off-line systems.


MCTFS Processing Cycles. (pg 1-10) MCTFS processing, or computer record update cycles, are run at least five times every week (normally Sunday through Thursday).  The OLDS welcome menu screen contains information regarding cycle numbers and cut-off and processing dates.  All unprocessed UD's certified prior to the cycle cut-off date are electronically transmitted to a collection or batch file at the DFAS-KCC.


MCTFS Processing. (pg 1-10) Transactions on collected UD's are edited to ensure they meet specified logical conditions, which will allow them to be processed against the Central Master File (CMF), which contains all individual computer records.  Transactions, which pass these edits, then update the CMF.  Some transactions may fail to update the CMF, or may create conditions of which the RU must be advised.  Information on these transactions are returned to units via the Diary Feedback Report (DFR).  Transactions, which do not create error conditions, update computer records.  The RU can assume that transactions not referenced on the rejected transactions were successfully processed.  Information on the status of UD's is also returned to the unit after each processing cycle and is contained on the Diary Statistics Report (DSR).  Numerous transactions are passed to the advisory file.  Units must check both the advisory and error files.  Chapter 8 of the MCTFSPRIM contains detailed instructions on the DFR.  Information on transactions processed during each cycle is contained on the MCTFS via MCTFS Retrieval.

3.
DEFINITION OF MANPOWER INFORMATION SYSTEM (MIS) TERMS


a.
Reporting Unit (RU).  Is an administrative activity, which is required to maintain a MIS through unit diary submission, and reports verification for all personnel assigned to an activity.  A unit MIS is normally performed at the lowest administrative echelon capable of self-administration, such as battalion, squadron, separate company, Marine Security Force Units, Marine detachments, and Inspector-Instructor staff levels.


b.
Reporting Unit Code (RUC).  Is a five (5) digit numeric code assigned to identify a unit, activity, or SU.  RUC's are also assigned to identify echelons of commands which may not submit UD's; e.g., division, brigade, regiment, aircraft wing, and aircraft group.


c.
Monitored Command Code (MCC).  Is a three (3) digit alphanumeric code assigned for identification and control purposes to a command, unit, activity, or an individual billet to which assignment of personnel is controlled by the CMC.


d.
Administrative Reporting Unit Code (AdminRUC).  One Admin RUC is used to prepare and submit UDs for the entire command/organization.  Subordinate units of the organization do not submit UDs.  The MIS encompasses the tasks and functions required to maintain and utilize accurate records in the MCTFS databases.  An example of this is, 2d FSSG has a consolidated administrative center with an Admin RUC.  The individual units within 2d FSSG do not submit their Uds, all unit diaries are prepared at the consolidated administrative center under the administrative RUC. 

4. COMMANDERS RESPONSIBILITES. (pg 1-14)  The commander is responsible for the accurate, timely and complete reporting of personnel manpower and pay information on every marine within the unit, as well as unit activities, events or occurrences that require reporting, accurate preparation and timely submission of the unit diary and verification and reconciliation of the diary feedback report. 

5. UNIT DIARY. (pg 1-27)

   a. The document most commonly used to enter information into the MCTFS is the unit diary. It is an input document prepared at the reporting unit level.  As previously discussed, it can be input via the On-Line Diary System (OLDS) or Unit Diary/Marine Integrated Personnel System (UD/MIPS).

6. DIARY FEEDBACK REPORT. (pg 1-28) The Diary Feedback Report is just what the title implies.  It is feedback from the diary or that nights cycle.  It is broken down into 5 parts: Cover Page, Diary Statistics Report, Rejected Transactions, Advisories/Purex, and General Information.  

7.
PURPOSE OF THE UD. (pg 2-3)                          

Purposes for UD submissions are to:


a.
Provide the means to report information pertaining to Marines and units into the MCTFS.


b.
Serve as a permanent historical record of the unit in the Archives of the United States.


c.
Serve as the principal document to substantiate pay status changes.

8.
REQUIREMENTS FOR SUBMISSION OF UD'S. (pg1-28 / 2-7)       

A unit diary must be prepared and submitted for processing for each workday that a known reportable item occurs.  A separate unit diary will not be required for non-working days, e.g., Saturday, Sunday, or holidays.  Instead, the reportable information will be prepared on the unit diary for the next workday.  For personnel reporting purposes, nothing will be reported on the unit diary occurring at 2400.   All reportable occurrences for the 24-hour period will begin at 0001 and end at 2359.

9.
UD TIMELINESS. (pg 2-3)                              

Timely reporting of MCTFS is considered to be 5 days from the date of occurrence to the date of UD certification.  However, accuracy and completeness should not be sacrificed to meet the 5-day goal.  Because of the influence of the UD process on the Marine's pay, it is imperative that certain UD transactions receive special attention to ensure their timely submission.  Those transactions measured for timeliness are listed in chapter 8, section 4 of the MCTFSPRIM.  RU commanders are encouraged to become more familiar with them and strive to attain their expeditious input.

10.
ACTION DATES. (pg 2-6)                             

When more than one statement for a Marine is reported on one (1) UD, the action date determines the sequence in which the statements are processed.  For example a statement with an action date of 200102261 will processed before an entry with an action date of 20010227.  Statements with the same action dates, are processed sequence by Type Transaction Code (TTC), lowest number first.  By referring to the TTC sequence listing, the RU can determine the order of processing of transactions with the same action date.


a.
Statements with no action date are automatically assigned the date of the UD as the action date.  Units are cautioned that when reporting an entry that has an action date other than the date of the UD, the correct action date must precede the statement.

b.
Statements reporting an occurrence affecting pay/allowance normally contain an effective date (ED) as part of the statement format.  For statements, which contain an ED, the action date is used to determine the sequence of processing.

20020513 PROM SGT MERIT DOR 20020502 ED 20020502

     Action Date (DOA)                                                Effective Date (ED)


c.
RU's will apply the use of action dates as necessary to ensure that related statements are processed in the proper sequence.  It is noted that each action statement has or is automatically assigned an action date.  As an example consider the case of transfer.  Earliest dated transactions are processed first; therefore, the use of action dates will affect the statements order of process.   When more statements than just the transfer entry are reported, the statements must contain an action date of at least one day prior to the date of transfer OR have a TTC lower than the transfer TTC in order for these statements to post to the MR prior to the computer record being transferred out of the RUC.  Once the transfer entry is processed, the RU can no longer report any entries on this Marine.


d.
Other than for the purpose of proper sequential processing of transactions, an action date is required under the certain conditions.  The paragraph relating to the entry will always give the requirement and for ALL deletion statements.

11.
TYPES OF UNIT DIARY STATEMENTS. (pg 2-5)            

The types of UD statements are:


(a)
Normal Statement.  Is a statement of specific format and content that is used for computer processing to update the computer record.


(b)
Historical Statement.  Historical statements always begin with HIST: and are normally used to report information required for historical or research purposes and information such as authority or length of confinement.  Use of historical statements other than described in specific paragraphs of the MCTFSPRIM are at the discretion of the unit commander.  The mainframe computer reads the historical statement, however, it is not used in the computer processes or posted to the computer record.  For example, nonjudicial punishment, which does not affect pay, allowances, or personnel data items, are reported with a historical statement.


(c)
Deletion Statement.  Is a statement of specific format and content that is used to delete information from the computer record.  A deletion statement can be used of certain types of transactions and can be used in two (2) different ways.  The two (2) different types of deletion statements are delete/add and delete as erroneous.  




(1)
Del/Add Statement. (pg 2-13)  The delete statement will remove the incorrect information from the computer record.  The add statement will add the correct information into the computer record.  The delete/add statement is used when a statement was reported with incorrect data.  Do not use a delete/add statement when the wrong statement has been reported.  For instance, if the unit reports a Marine TO UA but had intended to report TO SK, the unit cannot use a delete/add statement to delete the TO UA and add the TO SK.  The proper action would be to report a delete as erroneous for the TO UA statement and then report a TO SK with an action statement.  The following rules must be observed when utilizing the del/add concept:


a. Both the delete statement and the add statement must be the same type of transaction.  That is, you cannot delete a promotion and add a reduction, or delete a start of flying duty pay and add a start of diving duty pay.


b. The delete statement and the add statement are processed together all through the system.  If either one fails, both will fail.


c. If a history statement is used with a del/add entry, it can only be used with the add portion of the entry; it cannot appear between the del and the add statement.


d. The action date for the add statement cannot be prior to the action date for the delete statement.

**Remember this when reporting Del/Add on leave entries**


e. When reporting a del/add statement, the statement being deleted must be reported as it appeared on the UD.  In other words, if the statement was action dated on the original UD, that same action date has to be your action date on the del statement.  If no action date was on the original UD, then the action date would be the UD date of the original entry.




(2)
Delete as Erroneous. (pg 2-14)  When a normal statement, which should not have been reported, has been accepted and entered into the computer record, sometimes the computer record will be corrected with a  delete as erroneous entry and then simply reporting the correct entry.
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12.
TYPES OF UNIT DIARY ENTRIES. (pg 2-6/7) Within the UD/MIPS, there are a few different types of unit diary entries.  There are two ways to get to the different types.  From the ‘Create New Diary’ window, you will choose what type of diary you would like.  A regular diary or and Record of Event diary.   The software defaults to regular diary, but lets talk about an event diary first.            
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13.
ELECTRONIC SIGNATURE (ELSIG) (pg 2-11)              


a.
Master ELSIG (M-ELSIG).  The M-ELSIG is an electronic signature, which identifies the CO of each RU.  The ELSIG Control Officer (ECO) of the MISSO or the OIC of the MISSO, (which are normally one in the same), or a designated deputy assigns it to the commander.  Upon relief or transfer of the RU commander, a new M-ELSIG will be requested from the MISSO for the new commander.



(a)
The M-ELSIG is used exclusively to assign a personal electronic signature for the RU commander.  The M-ELSIG will not/cannot be used for any other purpose.



(b)
For On-Line Diary System (OLDS) users the M-Elsig will be destroyed within 30 days after the creation of the CO’s Elsig and for UD/MIPS users, the M-ELSIG will be maintained and used only by the RU commander.  It will be kept in a safe with limited access in a sealed envelope with the RU commander's signature over the flap.  Sites with multiple RUC's will keep each M-ELSIG in a separate envelope.  The envelope must be locked in a separate container if it is to be placed in a safe to which persons other than the CO have access.  The RU commander should view the envelope at a minimum of once a month to ensure that the M-ELSIG has not been compromised or suspected of compromise.  If so immediately contact the MISSO.



(c)
Detailed instructions for using the M-ELSIG to assign the RU commander's ELSIG are provided in the OLDS User's Manual and/or the UD/MIPS User's Manual.


b.
Personal ELSIG.  The personal ELSIG is an electronic signature, which identifies authorized personnel and contains each authorized person's level of authority.  The five types of personal ELSIG's include:  the RU commander, ELSIG Control Officer (ECO) within the RU, UD Certifier, UD Reviewer, and the UD Preparer.



(1)
Civilian personnel must be joined in MCTFS prior to assignment of an ELSIG.



(2)
Each individual assigned a personal ELSIG will safeguard it by not revealing the ELSIG or SEED to anyone and by changing the SEED every 60 days or when the ELSIG could have been compromised.  When an individual holding a personal ELSIG is transferred, detached, or discharged, the RU commander, CEO will delete that person from the active ELSIG file for that unit.

         (3) Detailed instructions for using personal ELSIG’s are provided in the UDMIPS User's Manual.

REFERENCES:  

(MCO 1080.40C) Marine Corps Total Force System Personnel Reporting Instruction Manual 

(MCO 1080.20) Marine Corps Total Force System Codes Manual    
c.	Individual Entry.  An individual entry is an entry pertaining to one person.  Individual entries consist of last name, initials, ssn, and information to be updated.





d.	Group Entry.  A group entry is an entry, which reports the same information for more than one person.  This entry is used to avoid the repetition of the TTC on the same UD.





e.	Situational Reporting.  In UD/MIPS this option will bring up a drop down box of available situational reporting selection of pre-formatted list of transaction common to the selection made.





f.	Volume Transactions.  In UD/MIPS similar to the Group Transaction, but differs in that not all members need to have the same information.














a.	Record of Event Entry.  A record of event entry is used to report information concerning unit activities, or to report occurrences, which equally affect all or most members of the unit.  Instructions for preparation of Record of Event entries are contained in chapter 6 of the MCTFSPRIM.











b.	Exclusive Entry.  An exclusive entry is used to exclude certain unit members from an occurrence, which has been reported by an event entry.  Instructions for preparation of exclusive entries are contained in chapter 6 of the MCTFSPRIM.
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