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UNIT DIARY 

STUDENT OUTLINE

1.  LEARNING OBJECTIVES
    a.  TERMINAL LEARNING OBJECTIVES
       (1) Given unit diary reports and the references, certify unit diary reports, per MCO P1070.12, MCO P1080.20, and MCO P1080.40.  (0170.03.02) 

       (2) Given a prepared unit diary, source documents and the references, certify unit diary, per MCO P1080.20, and MCO P1080.40. (0170.03.05)

    b.  ENABLING LEARNING OBJECTIVES
       (1) With the aid of references, define the purpose of the Cycle Feedback Reports, in accordance with the references. (0170.03.02a) 

       (2) With the aid of references, list the five parts of the Diary Feedback Report (DFR), in accordance with the references. 

(0170.03.02b) 

       (3) With the aid of references, identify the units that are authorized to print a hardcopy DFR, in accordance with the references.  (0170.03.02c)

        (4) With the aid of references, and given a hardcopy DFR with programmed errors/omissions, annotate the DFR with the correct entry, in accordance with the references.  (0170.03.02d) 

                 (5) With the aid of references, identify the system(s) used to acquire an Electronic Diary Feedback Report (EDFR), in accordance with the references.  (0170.03.02e)

       (6) With the aid of references, identify the steps required to reconcile the EDFR module in UDMIPS, in accordance with the references.  (0170.03.02f) 

       (7) With the aid of references, and given an EDFR with programmed errors/omissions, annotate the EDFR with the correct entry, in accordance with the references.  (0170.03.02g)

       (8) With the aid of references and given a corrected EDFR, print the action report, in accordance with the references.  (0170.03.02h) 

       (9) With the aid of references, determine an identifier for system generated advisories/purification routines, in accordance with the references.  (0170.03.02i)  

       (10) With the aid of references, define the purpose of the Inconsistent Condition Report (ICR), in accordance with the references.  (0170.03.02j) 
       (11) With the aid of references, identify the requirements to generate an ICR, in accordance with the references. (0170.03.02k) 

       (12) With the aid of references, determine the timeframe DFRs/EDFRs are available in MCTFS, in accordance with the references.  (0170.03.02l)
       (13) With the aid of references, define the purpose of “Flow Through History Statements”, in accordance with the references.  (0170.03.02m)
       (14) With the aid of references, list three sources that will generate entries on Part III of a DFR/EDFR, in accordance with the references.  (0170.03.02n)

       (15) With the aid of references, determine who has the authority to certify a UD/DFR/EDFR, in accordance with references.  (0170.03.02o)

       (16) With the aid of references, identify the filing requirements of a certified UD/DFR/EDFR, in accordance with the references.  (0170.03.02p)

       (17) With the aid of references, list the steps required to reconcile a TRECON, in accordance with the references.  (0170.03.02q)

       (18) With the aid of references, list the steps required to reconcile a TRECON, in accordance with the references.   (0170.03.02r) 

       (19) With the aid of references, given source documents and a unit diary with programmed errors/omissions, annotate the reason the entry would fail if certified, in accordance with the references.  (0170.03.05a)


   (20) With the aid of references, given a unit diary, and source documents, edit the unit diary, in accordance with the references.  (0170.03.05b)

        (21) With the aid of references and given a unit diary ready for certification, certify the unit diary, in accordance with the references.  (0170.03.05c) 

        (22) With the aid of references and given a certified unit diary, print a certified unit diary, in accordance with the references.  (0170.03.05d)
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1.
Types of Unit Diary Entries (MCTFS PRIM Pg 2-7)             

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.

     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 transactions common to the selection made.

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

2.  Cycle Feedback Report  (MCTFS PRIM PG 12-46)  The cycle feedback reports provide the RU commanders with the means to monitor the status of information that has been reported on the UD, entered by the CMC, or computer generated.  By taking action on these reports the unit commander can ensure the accurate and timely update of the MCTFS. 

3.  System(s) used to acquire a EDFR (MCTFS PRIM PG 12-52) Once a MCTFS Cycle completes, the user must utilize CICS SELECTION MENU ITEM, ‘TCV RUC QUALIFIED DOWNLOAD’ OPTION ‘E’ DIARY FEEDBACK REPORT (ORACLE FORMAT) the user must input both the 5 digit RUC and 3 digit requested cycle number, i.e., RUC XXXXX CYC XXX.  Once submitted, a data set will be created that contains the Electronic Diary Feedback Report (EDFR) cycle information.  Contact your local MISSO to obtain the correct dataset name.
4.  5 Parts of the Diary Feedback Report(DFR) (MCTFS PRIM 
PG 12-48) The DFR is a single report consisting of five parts:

    a.  The DFR cover page.

    b.  Part I-Diary Statistics Report (DSR).

    c.  Part II-Rejected Transactions.

    d.  Part III-Advisories/Purex/Messages, and

    e.  Part IV-Transactions of general information (no administrative action.
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5.  DFR Correction Procedures (MCTFS PRIM PG 12-51)  The DFR will be audited and corrective action taken within 5 working days from the date the report is generated.
    a.  Each advisory message will be annotated with the corrective or appropriate action taken.  Those messages requiring UD action will also be annotated with the UD number and date of the UD reporting the corrective action.  Only those advisory messages not requiring any type of action will be annotated with NAR (No Action Required).  In those cases where UD action is required, annotate corrective action; for example, letter sent to the CMC, DO, etc.
    b.  Caution must be taken to ensure that each advisory message is analyzed on its own merit.  Information regarding composite score data elements, composite scores, PUREX

routines and messages from HQMC or from the Department of the Navy Central Adjudication Facility (security clearance action) is oftentimes looked upon as routine in nature.  

The action doesn't stop at the UD section, action may not be complete until the advisory message is passed to the Service Record Section, the S2, S3 Training Section or the Marine's individual company commander, or even a personal interview with the Marine.  

    c.  Request assistance from your regional MISSO when unit efforts to resolve advisory messages fail or when the unit has questions concerning advisory messages.

    d.  Part IV gives a ‘heads up’ to the unit that something has occurred that may affect that unit. It will also contain all self-reported RED transactions that may require further action.  
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6.  3 Sources that Generate Entries on DFR Part III (MCTFS PRIM PG 12-49)  Part III will reflect the rejected transactions/advisories occurring not as a result of the RU's input, but as a result of; i.e., PUREX, COM GENERATED, HQMC RUC, etc., in the cycle requested.  If no cycle is requested, Part III will contain all ADVISORIES/PUREX messages for all UD's processed as reflected on the DSR. 

7.  System generated advisories or purification routines  (ADVISORIES/PUREX)(MCTFS PRIM PG 12-49)  Part III will reflect the rejected transactions/advisories occurring not as a result of the RU's input; i.e., PUREX, COM GENERATED, HQMC RUC, etc., in the cycle requested.  If no cycle is requested, Part III will contain all ADVISORIES/PUREX messages for all UD's processed as reflected on the DSR.  Computer-generated and purification routines are shown as 00888 followed by the year, for example 008898.
8.  Inconsistent Condition Report (ICR) (MCTFS PRIM PG 12-3) 

Is generated monthly to verify the accuracy of information contained in MCTFS.  This report lists those Marines in the RU whose computer record may contain one or more data elements that are incorrect/inconsistent with the Marine's master record.  

The ICR is produced monthly in conjunction with the end of the month "Update and Extract" and will appear in the RU's DFR. 

The DFR containing Inconsistent Conditions will be completely audited within 7 working days upon receipt of the ICR advisory.

9.  Flow through history statements (MCTFS PRIM PG 12-56) 

    a.  HIST:  statements may be reported by any RUC at HQMC for the purpose of sending information to a Marine’s present RUC via the DFR.  A regular HIST: statement format is used to forward information to the RUC.

    b.  HIST:  statements may also be used to forward a message to a Marine’s CRUC by inserting an action statement before the regular history statement in the format shown below:

TTC 436 001 FOR HIST TO CRUC________|HIST:___________|

    c.  The use of this statement will forward the message to a senior reporting command, for example, a message concerning PCS orders for a Marine joined to MAG 14, 2d MAW (RUC 00014) may be forwarded to 2d MAW (CRUC 00201) by inserting 00201 in the CRUC field of the statement.  Input of messages to the CRUC vice the RUC to which the Marine is joined is restricted to HQMC 548XX RUC’s.

10.  Authorization to certify a UD/DFR (MCTFS PRIM PG 12-53)
The CO/OIC or certifying officer will verify the completion of the DFR by electronic signature and date.  This will certify that all corrective action has been completed.  

11.  Steps required to retrieve (download) a Transaction Reconciliation File (TRECON) MCTFS PRIM 12-11
     A.  The TRECON process is a mainframe application that takes processed information from the VEF1200 A & B and loads the information into a data set for download into the CUDDB.  Upon completion of this job a TRECON may be downloaded for the unit to perform their reconciliation.  A unit may obtain a TRECON by two means:

         (1) The first method should only be used when the unit is experiencing technical difficulties.  At that time the unit may request a diskette containing their TRECON from MISSO itself. Once the unit receives the TRECON diskette, they can perform their reconciliation of the CUDDB.

     B.  The second way in which a unit may obtain their TRECON is by File Transfer.  This is a procedure that requires some type of Emulation File Transfer (3270) software, such as attachment/EXTRA, CXI, TC Link or Banyan Vines.  The concept of File Transfer involves taking a file resident on the computer and uploading (making courier) to or downloading TRECONs from a host mainframe through a data set.
12.  Steps required to reconcile the EDFR module in UDMIPS (MCTFS PRIM PG 12-52)  Loading the EDFR is accomplished by selecting the "Load DFR" option on the "Tools" dropdown list located on the Toolbar.  The "Load DFR" option will load the DFR file to the user's database.
13.  100% worked EDFR (MCTFS PRIM PG 12-52)  “Archive DFR” archives a Certified DFR when it is complete.  When the DFR is

archived, it is stored electronically to a diskette, hard drive or server.  The cycle is no longer stored in the database and can no longer be viewed through the electronic DFR module, unless it is not archived.  A DFR that has not been archived is recovered into the UD/MIPS database.  Its' status appears as "Closed" on the Diary Feedback Report Summary window.

14.  DFRs availability (MCTFS PRIM PG 12-50)  The DFR will be viewed on the date the cycle becomes available except for cycles becoming available over a weekend or holiday.  In these cases, the DFR will be viewed on the first working day after the weekend or holiday.  The DFR will be generated electronically each time a cycle completes processing.  DFR's that are either lost or destroyed can be reprinted up to 20 days after the cycle date.

15.  Electronic Signature (ELSIG) (MCTFS PRIM PG 2-11).
Detailed instructions for using personal and M-ELSIGs are provided in the OLDS User's Manual and/or the UD/MIPS Users Manual.  

     a. Master ELSIG (M-ELSIG).   The M-ELSIG is an electronic signature that identifies the CO of each RU.  It is assigned to the commander by the ELSIG Control Officer (OIC MISSO) or a designated deputy.  Upon post/relief of the RU commander, a new M-ELSIG will be requested from the MISSO seven days prior to the change of command, per Figure 2-2.  The M-ELSIG is used exclusively to assign a personal electronic signature to the RU commander.  The M-ELSIG will not/cannot be used for any other purpose.

     b. Personal ELSIG Maintenance.  The personal ELSIG is an electronic signature that identifies authorized personnel

and contains each authorized person's level of authority.  The five types of Personal ELSIG's include:  the RU Commander, ECO, Certifier, Reviewer, Preparer, Viewer, Super Viewer, and Admin

Viewer.  

        (1) The Diary Feedback Report (DFR) module within UD/MIPS can be electronically distributed, worked, tracked, certified and archived.

        (2) The Electronic Signature (ELSIG) Management system is linked to the EDFR Module for security and work authority.  By ELSIG type, the following explains the access and authority

for each ELSIG:

            (a) Preparer:

                1 Create and apply comments/notes to EDFR transactions.

                2 Create EDFR corrective diary transactions.

                3 Change individual EDFR transaction status to "Open" or "Worked".

                4 Create and apply a note to a Diary.

            (b) CO, ECO, and Certifier:

                1 Create and apply comments to DFR transactions.

                2 Change individual EDFR transaction status to "Open", "Worked", 'Rejected", or "Certified".

                3 Change the EDFR Cycle status to "Open", "Finalized", or "Certified".

                4 Create and apply a note to a Diary.

            (c) Reviewer:

                1 Create and apply comments to EDFR transactions.

                2 Create and apply a note to a Diary.

            (d) Viewer:

                1 Create and apply comments to EDFR transactions.

                2 Create and apply a note to a Diary.

            (e) Super Viewer, Admin Viewer:

                1 View the EDFR.

                2 Create and apply a note to a Diary.

References:  MCO P10709.12, MCO P1080.20, MCO P1080.40, UD/MIPS  

             User’s Guide
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