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Developed August 2002

Overview

System summary – The Data Management & Work Monitoring System (DMWMS) is designed to provide a real-time view of work in progress, completed tasks and turn-around-times for jobs performed by the NAMTRAGRU Training Development and Support Business Unit (MEO).

Functional Description – The DMWMS program utilizes a Microsoft Access relational database which tracks all MEO tasks by employee, site, date received and data completed.

Minimum Computer Requirements:

· Pentium 166, with 32MB of RAM Running A Windows Based operating System and Microsoft Office 2000 (Including Microsoft Access 2000).

· Screen resolution must be set at a minimum of 800X600 

· Ensure entries in the grid type fields are saved prior to exiting the current screen by repositioning the cursor in any row other than the edited field/row.

Login Procedures
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Double-click on the “DMWMS Program” Icon and the following login screen will be displayed.
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Enter your username and password and click the “OK” button.

Note:  If you need access to the username and password, contact Renee` Bridges at NAMTRAGRU HQ at DSN:  922-9600 or Commercial:  850-452-9600 Ext. 147

Main menu
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Click on the “Add/Modify Work Orders” button to add new tasks or edit tasks.

Click on the “Reports Menu” button to access all available reports.

Click on the  “Tables Menu” button to add/edit command and employee information.

Click on the “Annual Activity Report Menu” button to modify activity information and preview the report.  (NOTE:  This module is not utilized at this time, therefore there is no more documentation on it.)

Click on the “Exit Database” button to exit the DMWMS Program.

Request for Services Screen
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Use this screen to add/edit work requests for tasks to be completed.  Below is a brief description of each field, followed by a walk-through for navigating through records,  editing records, deleting records, adding new records and searching for a record.

· Security Class – This field utilizes a list-box.  Click on the scroll buttons on the field to change the value.  The available choices are:  Unclassified, Confidential and Secret

· Job Number – This is a unique identifier that is created for you when you add a new record.  It is not an editable field.

· Requesting Activity – This field utilizes a drop-down combo-box  which is populated from the Command Activity screen referenced later.  Click on the scroll buttons on the field to change the value.

· UIC – This field is automatically populated when you click on a “Requesting Activity”

· Name of Requestor – Type in the name of the person requesting the task.

· Rate/Rank – Type in the Rank/Rank of the person requesting the task.

· Phone Number – Type in the Phone Number of the person requesting the task.

· Extension –  Type in the extension of the person requesting the task.

· Priority –This field utilizes a drop-down combo-box.  The available choices are:  Routine, Urgent and Priority.

· Due Date – Type in the Due Date of the  Request (use the format MM/DD/YY)

· Date – Type in the date the task was performed (use the format MM/DD/YY)

· Task No. - This field utilized a drop-down combo-box which is populated depending on what “Function Code” was selected when adding the Work Request Record.  Click on the scroll buttons on the field to change the value.  (See Appendix A for a list of Function Codes and corresponding Tasks.)

· Task Name – This field is automatically populated when you click on a “Task No”

· Units – Type in the number of units performed for this task

· Unit of Work – Type in the unit of work 

· Employee - This field utilized a drop-down combo-box which is populated from the Employee screen referenced later.  Click on the scroll buttons on the field to change the value.

· Hours – Type in the number of hours required to complete the task.

· Description/Detail/Subject – The detailed description of the task is populated when you click on a Task No.

· Date Received – Type in the Date Received of the  Request  (use the format MM/DD/YY)

· Date Completed – Type in the Date Completed of the  Request (use the format MM/DD/YY) 
· Recipient – Type in the name of the recipient or….

· Check if Same as Requestor – click this box to populate the “Recipient” text box with the “Requestor” text 

· Comments – Type in any applicable comments

To Navigate through the records, click on the navigation buttons on the left hand bottom of the screen (see below)
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To Edit a record, simple change the fields value by overwriting the text and/or click on the appropriate combo-boxes and navigate to the next or previous record.

To Delete a record, click the “Delete Record” button on the top of the screen.  You will be asked to confirm that you want to delete the record

To exit the Request for Services screen, click on the “Return to Main Menu” button.

.

Add Record Procedure
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To add a record, click on the “Add Record” button on the top of the screen.  The “SAVWRN Development” Screen displays, prompting you to type in the Fiscal Year, select a “Function Code”.   The next available Sequence Number is automatically calculated for the Job Number.

The Function Codes available are:


CA – Central Administration


CM – Curriculum Management


LR – Logs and Records


SC – Student Control


SU – Supply


TP – Technical Publications Library

The “Job Number” is built using the a 2 character Site Code (HQ for Headquarters), the 2 digit Fiscal Year, the 2 character Function Code and a 4 digit sequential number.

Click the “OK” button and you will be returned to the “Request for Services” screen and all fields will be blank except for the Job Number.  To save the record simply populate the required fields and go to the next record.  Click the “Cancel” button to cancel the record addition.  

Find a Record Procedure
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To find a particular record, click on the “Find Record” button on the top of the screen.  The Find and Replace Dialog box will be displayed, prompting you to enter the text to search for the current highlighted field.  

Hint:  If you want to search for records by “Name of Requestor”, click on the “Name of Requestor” field first, then click on the “Find Record” button.  The “Look In” value will reflect whatever field was highlighted when you click on the “Find Record” button.

Reports Menu
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The following reports are available:

· Completed Tasks Report

· Tasks In Progress

· Turn Around Time

· Overdue Tasks

· Completed Tasks by Quarter

· Completed Task by Fiscal Year

Type in the Period Beginning and Period Ending Date or the Quarter and/or Fiscal Year and click on the appropriate button to preview the report.

HINT:  If you are previewing the “Completed Tasks by Quarter” Report, enter both a Quarter and a 4 digit Fiscal Year.

To exit the Reports Menu, click on the “Return to Main Menu” button.

NOTE:  See the following 6 pages for a sample of each report.

Completed Tasks Report
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Tasks in Progress Report
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Turn Around Time Report
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Overdue Tasks Report
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Completed Tasks by Quarter Report
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Completed Tasks by Fiscal Year Report
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Tables Menu
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Click on the “Add/Modify Command/Activities Table” button to edit Command information 

Click on the “Add/Modify Employee Table” button to edit Employee information.

To exit the Tables Menu, click on the “Return to Main Menu” button.

Command Activity Screen
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To navigate through the Command/Activity records, utilize the “First Record”, “Previous Record”, “Next Record” and “Last Record” buttons.

To find a particular record, click on the “Find Record” button.  The Find and Replace Dialog box will be displayed, prompting you to enter the text to search for the current highlighted field.  

To edit a record, simply change the text value and click to the next or previous record.

To add a record, click the “Add Record” button and enter the Command/Activity’s Name, UIC and Phone Number.

To exit the Command/Activity screen, click the “Close Table” button.

Employee Screen
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To navigate through the employee records, utilize the “First Record”, “Previous Record”, “Next Record” and “Last Record” buttons.

To find a particular record, click on the “Find Record” button.  The Find and Replace Dialog box will be displayed, prompting you to enter the text to search for the current highlighted field.  

To edit a record, simply change the text value and click to the next or previous record.

To add a record, click the “Add Record” button and enter the employee’s Last Name, First Name, Middle Initial and click on one of the “Type of Employee” check-boxes.

To exit the employee screen, click the “Close Table” button.

Appendix A – Function Codes and Tasks

Function Code CA – Central Administration 
C5401
Create ad hoc report 
C54010
Prepare for/Participate in Audits and Inspections.  
C5402
Conduct training. 
C5403
Provide orientation to new employees outside the business unit (formal or informal training) 
C5404
Develop directives, instructions, or Standard Operating Procedure (SOP). 
C5405
Review and revise directives, instructions, or Standard Operating Procedure (SOP). 
C5406
Prepare presentation not specified in another task.   
C5407
Consultation (Simple) (15 minutes or less).
C5408
Consultation (Standard) (16-30 minutes).   
C5409
Consultation (Complex) (Greater than 30 minutes).   
C5411
Prepare local directives relative to administrative matters and update index of directives 
C54110
Receive and processing classified material (up to SECRET) 
C54111
Conduct inventory of classified correspondence 
C54112
Destroy classified material 
C54113
Process personnel security clearance 
C54114
Process incoming Naval messages 
C54115
Process outgoing Naval messages 
C54116
Prepare Plan of the Week and make distribution
C54117
Provide update to electronic personnel database 
C54118
Prepare and process awards and coordinate awards ceremony.
C54119
Type and finalize military personnel evaluations and fitness reports 
C5412
Perform annual review of local administrative directives and revise as necessary
C54120
Process overseas, operational, and special duty screenings for staff 
C54121
Process officer promotions and enlisted advancements paperwork 
C54122
Prepare sponsor packages in support of the Military Sponsor Program
C54123
Answer telephone calls for executive personnel during absence of secretary 
C54124
Update military staff and student service records by preparing a request 
C54125
Check-In staff personnel as required. 
C54126
Process staff transfers. 
C54127
Prepare packages for promotion and selection boards
C54128
Distribute monthly leave and earning statements
C54129
Distribute annual W-2 forms to command personnel 
C5413
Finalize command directives and prepare for approval 
C54130
Process Leave Papers upon receipt of official request, includes updating STASS database. 
C54131
Attend monthly meeting of PASS Liaison Representatives and prepare command-wide e-mail of 

information 
C54132
Provide personnel support actions for military staff personnel (both officer and enlisted staff). 
C54133
Process TAD Orders and verify travel claims.  
C54134
Prepare daily muster report for staff and students 
C54135
Provide courier service for pickup and delivery of items to local commands 
C54136
Provide consultation services for staff and visitors (walk-in customers). 
C54137
Conduct annual review of command forms and revise as needed 
Function Code CA – Central Administration Cont’d
C54138
Enter appointments in Commanding Officer's calendar same day as appointment made.   
C54139
Process legal case for non-judicial punishment and preparation of legal forms 
C5414
Create and monitor action notifications to ensure all due dates are met.  
C54140
Process case for Administrative Board and prepare documents 
C54141
Prepare legal documents for court martial 
C54142
Process legal documents for administrative separations 
C54143
Submit government travel card applications 
C54144
Transfer government travel charge accounts from former command to local command 
C54145
Prepare Travel Card program reports 
C54146
Verify monthly usage report from government credit card bank and research and resolve noted 

discrepancies 
C54147
Close government credit card account and provide all supporting materials 
C54148
Plan and prepare paperwork for Change of Command ceremony 
C54149
Plan and prepare paperwork for retirement ceremonies. 
C5415
Collect and distribute official command and staff mail. 
C54150
Download and verify monthly EDVR and ODCR
C5416
Process daily incoming command correspondence 
C5417
Prepare outgoing unclassified correspondence in final format 
C5418
Working from a draft, type outgoing unclassified correspondence in final format, and send out per 

originator instructions and the Navy Correspondence Manual, ensuring proper format and 

editing.
C5419
Purge the correspondence file annually.  
Function Code CM - Curriculum Management
C5201
Provide logistics support for industry conferences. 
C52010
Consultation (Standard) (16-30 minutes).   
C52011
Consultation (Complex) (Greater than 30 minutes).   
C52012
Prepare for/Participate in Audits and Inspections.  
C5202
Create ad hoc report as requested. 
C5203
Conduct training. Prepare training materials, make presentation, document training
C5204
Provide orientation to new employees outside the business unit (formal or informal training) 
C5205
Develop directives, instructions, or Standard Operating Procedure (SOP). 
C5206
Review and revise directives, instructions, or Standard Operating Procedure (SOP). 
C5207
Prepare presentation not specified in another task.   
C5208
Deliver presentation not specified in another task.   
C5209
Consultation (Simple) (15 minutes or less).  
C5211
Provide consultation to customers relating to guidance documents 
C52110
Review Training System Support Document 
C52111
Process Formal Course Review (FCR) 
C52112
Submit course information quarterly to the American Council on Education (ACE) for 
C52113
Prepare point papers as required to document findings or recommendations
C52114
Attend training technology related conferences in both the DOD and industry sectors 
C52115
Attend training technology related demonstrations by both the DOD and industry organizations
C52116
Review CBT lessons for instructional design strategy 
Function Code CM - Curriculum Management Cont’d
C5212
Research and respond to conference action items including HPRR.  
C5213
Review Instructional Performance Requirements Document (IPRD) 
C5214
Review Instructional Media Requirements Document 
C5215
Review Instructional Media Design Package 
C5216
Review Training Program Structure Document 
C5217
Review Course Conduct Information Package 
C5218
Review Training Conduct Support Document 
C5219
Review Training Evaluation Document 
C5221 
Develop CDRL and tailor associated Data Item Descriptions
C5222
Provide MIL-PRF-29612 briefing to contractors.  
C5223
Provide NAVEDTRA 130/135 briefing to contractors.  
C5224
Develop training equipment detailed specifications.  
C5225
Revise computer based training Conventions and Standards Style Guide as new requirements 
C5231
Create and enter Planned Course Data Sheet (PCDS) information into NITRAS 
C52310
Provide course material to NETSAFA (FMS).
C52311
Conduct training related feasibility study. 
C52312
Provide college or university assistance relating to contracted research requirements.
C52313
Provide detachment or unit with data collection methodology
C52314
Prepare extension letter, indicating approval/disapproval, for preliminary, interim or final 

submission dates 
C52315
Prepare Discontinuance approval letter 
C52316
Prepare deletion approval letter 
C52317
Prepare establishment of new training site letter.  
C52318
Provide Master Schedules and Master Schedule Summary Sheets to ISERA Group, 
C5232
Inventory Preliminary Package and coordinate approval process
C5233
Review Interim Package
C5234
Review Final Package
C5235
Review Change Package 
C5236
Review Training Project Plan (TPP)
C5237
Review stand-alone Instructional Media package
C5238
Archive deleted course
C5239
Prepare for Human Performance Requirement Review (HPRR).
C5241
Evaluate Contractor or Schoolhouse developed IMI material 
C52410
Select feedback methodology, determine content requirements, and construct feedback mechanism 

forms 
C52411
Evaluate feedback related to technology and curriculum, develop recommendations
C52412
Research, Evaluate, Analyze and recommend infusion of new technology into Navy and Marine 

Corps maintenance training 
C52413
Identify and analyze training requirements for ADL. 
C5242
Develop standard format designs and prepare templates utilizing approved application software 

packages, 
C5243
Test and evaluate COTS software applications 
C5244
Test and evaluate COTS hardware in current and future system configurations 
Function Code CM - Curriculum Management Cont’d
C5245
Design prototype lesson topic model using existing software applications 
C5246
Provide SME guidance  for development of IMI (simple response) 
C5247
Provide SME guidance for development of IMI (standard response)  
C5248
Provide SME guidance  for development of IMI (complex response) 
C5249
Prepare estimate for time and resources (labor and materials) needed to develop IMI 
C5251
Prepare revision to NAMTRAGRU Training Specifications Manual 1540.  
C5252
Prepare change to NAMTRAGRU Training Specifications Manual 1540 
C5253
Develop Standard Operating Procedure relating to curriculum development and training 
C5254
Revise Standard Operating Procedure relating to curriculum development and training 
C5255
Provide logistic support for annual Field Training Specialist Conference 
C5256
Gather information for schoolhouse accreditation with regional accreditation authority
Function Code LR – Logs and Records
C5811
Maintain logbook for Unmanned Aerial Vehicle (UAV) airframe
C5812
Maintain logbook for Unmanned Aerial Vehicle (UAV) power plant 
C5813
Maintain logbooks for ground control systems 
C5814
Prepare Weekly Pioneer Material Readiness Report, submit to the detachment OIC
C5815
Prepare monthly engine report and submit to the detachment OIC.
C5816
Screen NALCOMIS logs, record entries daily for items requiring logbook entries.
C5817
Maintain weight and balance logbooks for UAV airframe. 

Function Code SC - Student Control
C5301
Provide logistics support for industry conferences. 
C53010
Prepare for/Participate in Audits and Inspections. 
C5302
Create ad hoc report as requested. 
C5303
Conduct training. Prepare training materials, make presentation, document training 
C5304
Provide orientation to new employees outside the business unit (formal or informal training) 
C5305
Develop directives, instructions, or Standard Operating Procedure (SOP). 
C5306
Review and revise directives, instructions, or Standard Operating Procedure (SOP). 
C5307
Consultation (Simple) (15 minutes or less). 
C5308
Consultation (Standard) (16-30 minutes).   
C5309
Consultation (Complex) (Greater than 30 minutes).   
C5311
Develop annual training schedule and submit to TOURS scheduler
C53110
Prepare Course Utilization Report 
C53111
Prepare and distribute projected student report.  
C53112
Create ad hoc report from NITRAS or STASS 
C53113
Run, analyze, and distribute special report from NITRAS or STASS 
C53114
Submit change requests to headquarters for Volume 1 and Volume 2 of Catalog of Navy Training 

Courses (CANTRAC) 
C53115
Input changes for Volume 1 and Volume 2 of Catalog of Navy Training Courses (CANTRAC). 
C53116
Input students into the AMTCS program within three (3) working days of receiving STASS roster
C53117
Enroll students into classes established in the AMTCS module
C53118
Export EQCR's for graduated classes onto 3 1/2 inch floppy disks for each student 
C53119
Adjust class schedules in NITRAS for non-pipeline courses
Function Code SC - Student Control Cont’d
C5312
Generate and distribute class calendars/schedules as required by schoolhouse management.
C5313
Prepare Deviation Letters and submit to Student Control Officer (SCO) 
C5314
Request and schedule additional class
C5315
Request adjustment to class schedules in STASS from type commander or headquarters
C5316
Conduct command student indoctrination as directed by published schedule.
C5317
Conduct urinalysis (drug testing)
C5318
Print Course Data from NITRAS
C5319
Prepare change request for course data in NITRAS 
C5321
Grant reservation or stand-by in STASS 
C53210
Grant quotas based on fair share criteria info in STASS. 
C53211
Exhaust efforts to locate no shows prior to submitting a failure to report message 
C5322
Cancel student reservation 
C5323
Deny reservations in STASS and notify requester 
C5324
Update class rosters with BUPERS information 
C5325
Prepare Course Overload Letters 
C5326
Change reservation to substitute seat assignments in STASS 
C5327
Prepare reservation availability notification to potential sources of students. 
C5328
Prepare "No Show" message to inform headquarters, Type Commander, previous command
C5329
Process quota request from area and deployable commands for stand-alone courses. 
C5331
Assign, modify, or remove user identification, passwords, and permissions in STASS 
C53310
Notify NETPDTC by phone for immediate problems with STASS or NITRAS 
C53311
Provide feedback to NETPDTC regarding problems with STASS or NITRAS
C53312
Conduct STASS and NITRAS in-service training. 
C53313
Schedule STASS and NITRAS training provided by NETPDTC 
C53314
Provide customer consultation for STASS or NITRAS problems 
C53315
Provide ad hoc information to various government agencies 
C53316
Attend STASS user group meetings. 
C53317
Perform annual inventory of STASS hardware within ADP directed timelines.
C53318
Perform annual inventory of software licenses. 
C5332
Request user identification, passwords, and permissions in STASS or NITRAS from NETPDTC
C5333
Create STASS data entry error reports and correct discrepancies.
C5334
Print STU 1017 Report from NITRAS with CNET potential problems 
C5335
Print STU 1018 Report from NITRAS with multiple course data processing code entries and 

correct discrepancies
C5336
Print STU 1020 Report from  NITRAS with schoolhouse statistics, compare with statistics in 

STASS, and correct discrepancies 
C5337
Provide surface, submarine, aviation, or reserve Navy Training Master Planning System reports 

(NTMPS) 
C5338
Request ad hoc NITRAS reports from NETPDTC 
C5339
Extract STASS data, identify problems, and report trends to higher authority.   
C5341
Prepare advance Class Roster for convening classes 
C53410
Create Transfer Lists. 
Function Code SC - Student Control Cont’d
C53411
Locate students who miss class convening and update student diary within one (1) day of missed

 convene date.
C53412
Review daily muster sheets, and prepare consolidated daily Command Muster Report.
C53413
Prepare and distribute student locator roster 
C53414
Locate students per special request immediately upon taking request.
C53415
Receive and sort orders and distribute to career counselor or Military Training Instructor
C53416
Update student diary entry in STASS for student on Unauthorized Absence (10-day or 30-day 
C53417
Process non-graduate including disenrollment, academic, and non-academic and produce 

non-graduate report 
C53418
Process student interruptions in STASS 
C53419
Reinstate interrupted student back into class 
C5342
Prepare and distribute "class up" roster 
C53420
Process setback (academic and non-academic) in STASS a
C53421
Process Attrites (drop from the Navy) 
C53422
Process student on medical hold awaiting transfer status in STASS
C53423
Process student on legal hold awaiting transfer status in STASS 
C53424
Process student on administrative hold awaiting transfer status in STASS 
C53425
Prepare and distribute hold reports from STASS.
C53426
Update hold report based on feedback from staff 
C53427
Schedule special student screening, notify instructor of screening appointments, and report 
C53428
Accelerate student in STASS 
C53429
Prepare National Agency Check or Single Scope Background Investigation status report.
C5343
Check in students in STASS within one (1) working day of arrival.  
C53430
Process leave requests within same day as receipt.  
C53431
Process requests for Temporary Additional Duty 
C53432
Assign student to Navy Hometown Area Recruiting Program (HARP) or Blue jacket HARP duty
C53433
Process personnel on Limited Duty (LIMDU) or Physical Evaluation Board (PEB) 
C53434
Enter grades in STASS same day as provided. 
C53435
Make a student diary entry in STASS to suspend training man-hours or reinstate training 
C53436
Complete STASS entry for student completing less than complete pipeline 
C53437
Process pipeline skips in STASS 
C53438
Build student schedule within pipeline segments 
C53439
Resolve pipeline discrepancies in STASS immediately upon notification (same day).
C5344
Make student diary entry in STASS to place, update, or remove student on medical hold 
C53440
Verify receipt of student orders and make an entry into STASS 
C53441
Process Student Transfer
C53442
Graduate students in STASS immediately as occurs 
C53443
Check-out Students.  
C53444
Verify orders accuracy in Enlisted Assignment Identification System (EAIS)/STASS and notify 

BUPERS weekly of inaccurate or missing orders.
C53445
Extract SMART Transcript for Navy College credits and distribute to students
C53446
Process student transfer orders for students without orders or for students with orders containing

 mistakes 
Function Code SC - Student Control Cont’d
C53447
Prepare Periodic Information Memorandums (PIMs) for graduating students 
C53448
Prepare Delay in Reporting Messages for gaining command 
C53449
Print, screen, and distribute daily message traffic to student coordinators as applicable.
C5345
Make student diary entry in STASS to place, update, or remove student on legal hold
C53450
Process graduation package.  
C53451
Process Student Requests for Officer programs as required.
C53452
Research negative comments from student critique sheets
C53453
Resolve student billeting problems immediately upon notification.
C53454
Coordinate annual year-end stand down.  
C53455
Enter or modify data into local stand-alone database 
C53456
Process Discharges (Attrites) same day as notified.
C5346
Make student diary entry in STASS to place, update, or remove student on administrative hold 
C5347
Prepare first-day roster for convening class within one (1) day prior to class convene date. 
C5348
Validate indoctrination roster against STASS class roster and update STASS 
C5349
Receive corrected class roster of on-board students, update STASS to enroll students 
C5351 
Arrange civilian sector lodging and related accommodations 
C53510
Arrange ceremony for student awards and promotion.
C53511
Prepare student promotion, advancement, or frocking letters 
C53512
Prepare transfer information package for PSD 
C53513
Process student for fleet availability and transfer to fleet command 
C53514
Destroy files more than 2 years old.
C53515
Attend PASS Liaison Representative meeting 
C53516
Attend Student Control Officers conference. 
C53517
Compile inputs to annual Training Feasibility Study, consolidate information, and prepare report 

for CNET.
C53518
Compile inputs to ad hoc Training Feasibility Study, consolidate information, and prepare report 

for CNET.
C53519
Distribute Student Mail
C5352
Prepare or forward service record page 13 to Personnel Support Detachment
C5353
Verify student eligibility to take semiannual advancement examination and request examination 

from PSD or Customer Service Desk for student 
C5354
Prepare student evaluation recommending advancement.
C5355
Prepare adverse student evaluation 
C5356
Sort and distribute student W-2's to students 
C5357
Sort and distribute student Leave and Earning Statements 
C5358
Process Student Request Chits 
C5359
Prepare student award input for approval by command authority 
C5361
Enter Planned Course Data Sheet information into NITRAS
C5362
Process Authorization to Teach letter
C5363
Enter course change data into NITRAS
C5364
Deactivate course (CIN) in NITRAS
C5365
Deactivate CDP in NITRAS
Function Code SU -  Supply
C5101
Provide logistics support for industry conferences. 
C5102
Consultation (Simple) (15 minutes or less).  
C5103
Consultation (Standard) (16-30 minutes).   
C5104
Consultation (Complex) (Greater than 30 minutes).   
C5111 
Perform Technical Research for purchase request, verify signature and acquire Department Head 

approval 
C5112
Complete/ assemble documentation and execute requisition 
C5113
Execute requisition via DAMES (DAASC Automated Message Exchange Systems) 
C5114
Deliver Requisition to appropriate supply source for all non-NSN requisitions and all DOD print 



requisitions 
C5115
Prepare Monthly Material Obligation Validation (MOV).
C5116
Prepare Weekly Requisition Status Report and submit to Material Control Officer 
C5117
Receive delivered items and update all logs and FASTDATA.  
C5118
Prepare Report of Discrepancy (ROD) (STD Form 364) 
C5119
Issue requisitioned items of supply to the requesting customer 
C5121
Reconcile Operational Target (OPTAR) discrepancy items with comptroller.
C5122
Compile supply requests and obtain supplies from Servmart 
C5123
Prepare Missing/Lost/Stolen Report (MLSR) for all sensitive items 
C5124
Process Defense Reutilization Management Office (DRMO) Turn-Ins and deliver items to NASP 

DRMO 
C5125
Process Defense Reutilization Management Office (DRMO) Pick-Ups.  
C5126
Pack and ship items in accordance with NAVSUP 484 
C5131
Complete documentation for HAZMAT purchase request and forward for approval.
C5132
Obtain HAZMAT from NAS Hazmart 
C5133
Issue HAZMAT to customer 
C5134
Conduct quarterly inventory of HAZMAT 
C5135
Assist with annual site HAZMAT inspection.  
C5136
Attend monthly NAS HAZMAT managers meeting.
C5141
Arrange vehicle loans from Public Works for special command events 
C5142
Prepare Mileage Report 
C5143
Respond to vehicle trouble calls as soon as notified.  
C5144
Conduct Weekly Spot Checks. 
C5145
Perform Quarterly Maintenance. 
C5151
Conduct monthly storeroom inventory 
C5152
Issue items from ready supply storeroom.  
Function Code TP - Technical Publications Library
C5501
Develop directives, instructions, or Standard Operating Procedure (SOP). 
C5502
Review and revise directives, instructions, or Standard Operating Procedure (SOP). 
C5503
Consultation (Simple) (15 minutes or less).  
C5504
Consultation (Standard) (16-30 minutes).   
C5505
Prepare for/Participate in Audits and Inspections.  
C5511
Verify current publication inventory requirements per course.  
Function Code TP - Technical Publications Library Cont’d
C55110
Receive monthly message of Interim Rapid Action Change ( IRAC) distribution 
C55111
Receive Technical Directive Weekly Summary message from NATEC and verify Technical 

Directives have been received and distributed.
C55112
Page check classified publications
C55113
Perform quarterly audits of Dispersed Technical Publication Library(DTPL) 
C55114
Perform audit of central technical library
C55115
Generate Technical Publications Deficiency Report (TPDR) and forward CFA or NATEC
C55116
Generate Automatic Distribution Requirement Listing (ADRL) from the TPL database and 

forward to NATEC 
C55117
Update TPL Program Transaction File.
C55118
Provide training for dispersed Technical Librarians plus additional training of new personnel 
C55119
Check out and check in technical publications to customers immediately, enter action into 
C5512
Conduct annual or special publication inventory of the central library 
C55120
Perform daily backup of TPL database.
C55121
Load TPL software change onto library computer's hard drive 
C55122
Reproduce IRACs and publications 
C5513
Compare NAVSUP 2003/NLL600 on the internet with database of TPL, update database, and 

identify pubs that have been added, superseded, canceled, or have changes.
C5514
Order, Track and Reorder Publications by logging into Naval Logistics Library website 
C5515
Order, Track and Reorder Publications by utilizing the MILSTRIP function of the TPL.
C5516
Receive Delivered Publication. 
C5517
Distribute new publications, publication revisions, and publication changes; 
C5518
Incorporate tech publication changes into publications held by the central library.
C5519
Notify dispersed publication library of canceled publication and enter actions in database.
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