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     OVERVIEW OF PROCEDURES FOR PROCESSING A

                                   TFMMS PACKET

Back to TOC
· The request for changes to billets come to 09M1 by fax, memorandum, formal letter, email, verbal request or telephone conversation.  The following is an overview of the steps needed to process a package through TMMCA and TFMMS.  Specific step by step processes are provided after this overview.  
· Obtain a TFMMS checklist (located in:
        G:\09M1\TFMMS\SOP\TFMMS Checklist)
· When a request is received, log it into the MS Access TFMMS Tracking System.
· Fill in all applicable fields.
· Subject field:  Add the UICs at end of subject line (for query purposes).
· Scan and create a PDF file for the request and attachments in the 09M1\TFMMS subdirectory on the G drive (i.e., G:\09M1\TFMMS\ PDF\2002) using the filing convention below:
· File name = 9 characters, i.e.:02-E035BB. PDF

· First & second characters = Last two numbers of calendar year in which packet is created:  i.e., 2002 = 02- _ _ _ _ _ _.PDF

· Third and fourth characters = hyphen; then prefix selected for packet in Tracking Log:  i.e., E (for enlisted manpower), 02-E _  _  _ _ _. pdf

· Fifth, sixth and seventh characters = Next available Serial Number as indicated in Serial Log:  i.e., 02-E035_ _. PDF

· Eighth and ninth characters = User ID (indicates initials of first & last name of analyst preparing packet):   i.e., 02-E035BB.PDF

· Read the correspondence and decide:
· What is the requested change, i.e., designator/grade swap, billet title, NOBC or NEC change?  Establishing an ADDU relationship?
· What UIC and BSCs are involved?  Print an AMD for each UIC.

      OVERVIEW OF PROCEDURES FOR PROCESSING A 

                             TFMMS PACKET (Cont’d)

Back to TOC
· What billets are affected?  Are any other changes phasing in to BINs that are included in the request?  Highlight billets on AMD with requested changes.

· Who needs to chop this request?  Who are the billet resource sponsors?  Note whether the billet RSPN is different from the UIC RSPN.  Is it an ED billet that OOP will need to chop on?  

· If Subspecialty sheets are needed, ensure the office requesting the changes sends you an electronic copy.

· Using the AMD, create your transaction sheet in TMMCA.

· Taking the Subspecialty Sheets provided to you by the requesting Code, make sure all the information matches the transaction sheet.

· Draft your Letter of Justification (LOJ) using MS Word and obtain 09M1 chop.

· Send email to BUPERS (N122E1C for officer matters; N122E1 for enlisted matters) to coordinate concurrence from the respective OCMs and/or ECMs.  Include in email your LOJ and the Excel spreadsheet BUPERS desires.  Maintain copy of your email and all correspondence in your packet folder.

· Subspecialty sheets:  If Subspecialty Code is under OOPZ  cognizance, obtain his/her concurrence.  Then email Subspecialty sheets to BUPERS (N131E2) for concurrence.
· Once concurrence is received from the BUPERS OCM/ECM coordinator(s) and Subspecialty Sheet Coordinator, obtain Packet # in TFMMS, then smooth letter for 09M1 signature.  Note: Packet numbers are good for 7 days.

· Organize packet folder and forward for 09M1 for signature.

· Once 09M1 signs LOJ, convert LOJ to a ‘text’ file and scan it to the PDF  file previously created in the G:\09M1\TFMMS subdirectory.  Also retain MS Word LOJ file in the G:\09M1\TFMMS subdirectory.

     OVERVIEW OF PROCEDURES FOR PROCESSING A 

                            TFMMS PACKET (Cont’d)

Back to TOC
· Upload LOJ into TMMCA Packet Manager/export packet to disk.

· Upload packet into TFMMS from disk. (Uploads occur every 2 hours).

· Release to Billet Summary.

·    Check for errors.

· Release to Chop Chain.

· Check for approval.  When approved, download packet and AMD.

· Import packet and AMD into TMMCA.

· Review AMD to ensure all changes were entered properly.

· Make a copy of the Packet text file and the AMD text file and copy them to the G: Drive:  G:\09M1\TMMCA\TRANSFER\DOWNLOAD
· Complete TFMMS checklist and update status of packet in TFMMS Tracking System.

· If Subspecialty sheets are included, put Packet # on each sheet and ensure an electronic copy is filed in the Subspecialty directory on the 09M1 drive, and a hard copy is placed in the Subspecialty sheet binder.

· Notify SEA-09MG and SEA-09M1A, via email, which approved packet is complete and ready for distribution.

· Unless otherwise directed, file original hard-copy in Serial binder.

Table of Contents

INCOMING LETTER

Back to TOC
· Ensure it comes to you FROM 09M1.
· Pull Serial Log and assign the next consecutive 09M1 serial number.  Serial numbers are broken down as follows:
· --1st letter of serial (O=officer only; E=enlisted only;

   X=both officer and enlisted; P=POM or PR).

· --2nd group of 3 numbers = next consecutive number.

· --5th character is the 1st initial of your first name.

· --6th character is the 1st initial of your last name.

· Log in incoming letter in TFMMS Tracking Database and, using the 09M1 file name convention, create a folder for the packet in the 09M1 PDF subdirectory on the G drive (G:\09M1\TFMMS\PDF/2002).

· Review incoming letter and summarize what letter is requesting:

· What changes are needed?

· Why is there a need for the billet change?

· What is critical about this request?

· How is the organization’s mission affected by this request?

· Have priorities changed?

· Is there an overlap or duplication?

· List discrepancies:

· Inconsistencies (NOBC/NECs; BINs, BSCs, Billet Title, ADDU relationships, etc.)?

· Compensation available?

· Subspecialty sheets missing?

         PRINT AND ANNOTATE  ACTIVITY MANPOWER

                                 DOCUMENT (AMD)
Back to TOC
· In TMMCA, select Reports/AMD.  Highlight desired UIC and click the ‘screen’ icon.

· You now have the option to narrow your selection to, say, specific BSCs.  This way you won’t have to print the full AMD.

· GAINING Command’s AMD:

· If it is a billet transfer, print gaining command’s AMD and write the billet information, in BSC order, on the gaining UIC’s AMD.

· If there is a duplicate BSC, inform SEA 09M1 for guidance on next step.

· CURRENT Command AMD:

· Print AMD and find BSC of billets to be changed.

· Mark any changes on AMD with a pen

· C = Change

· A = Add

· D = Delete

· Annotate the billet information with the changes that are being  requested.

· Check to see if any billets affected have subspecialty codes.  If so, be sure to include the new subspecialty sheets with the letter you write.  Note - all subspecs under cognizance of OOPZ need to be given to him/her for chop.

· Keep the AMDs with your packet file.

· Remember:  Subspecialty sheets only apply to officer billets, not to enlisted billets.

      HOW TO CREATE A PACKET AND TRANSACTIONS

Back to TOC
· In TMMCA, click on ‘Updates’ at the top left of screen, then ‘Packet’.

· Click  on icon with double folder w/spark to create new packet.

· Enter your serial number as the Pkt Name.  Example X055MS.

· Tab to Pkt Type and use drop down arrow, select CP packets.

· Tab to Pkt Title and enter subject of packet (keep brief, use acronyms).

· Tab to ‘serial’ field and delete first two characters, i.e. 1U, then click on green check mark to save.

· Back at the Packet Manager screen with your packet highlighted; click on lightening bolt icon.  Answer Yes to Modify transactions?.

· Now at the transaction screen.  Click the double folder icon (top left) to create a transaction.  Fill in the blocks using info from the AMD.  For the majority of the time, the Sub Type will be C (change). 

· After all applicable info is entered, click the green arrow to save.

· Note:  If transaction will not save, there may be an error in one of the fields.  Certain blocks of information have to match.  If you continue to experience problems, contact SEA 09M1 for guidance.

· Once you complete inputting all transactions, click the red X to close out.  This takes you back to the Transaction List screen.  Click the red X to close out.  This puts you at the Packet Manager screen.

· Select the packet and click the print icon.  Ensure the ‘transaction details’ block is checked, then click the print icon at the bottom.

· Check your transactions against the info you annotated on the respective AMD.

· Now you’re ready to prepare your Letter of Justification (LOJ).

        WRITING YOUR LETTER OF JUSTIFICATION (LOJ)

Back to TOC
NOTE:  When you save your LOJ, save it in the folder you created in the

             09M1 TFMMS\PDF directory

.

· In Microsoft Word, bring up a blank document and, if necessary, change your font to Courier New, 12 point.  Margins should be set to 1” all the way around.

· The SSIC # is 5310 and the Serial Number should be written as: Ser 09M1/(serial # from serial log).

· Next line should be the Packet Number written as PKT#_____.

· The From line is always: Commander, Naval Sea Systems Command.
· The To line is: Commanding Officer, Navy Manpower Analysis Center.
· The Subject line can be the same as the incoming request but should reflect the UICs of the Command’s being changed.

· If Subspecialty sheets are part of the packet, list them as enclosures to your LOJ.

· Paragraph 1 should contain a statement that gives the reader an overview of what the purpose of the letter is.

· Follow-on paragraphs should provide detailed information/justification supporting the overview statement in paragraph 1.

· Second to last paragraph should provide information on any concurrence received, i.e. from OCM/ECM coordinator.  Include name, phone #, email address, etc.

· Closing paragraph should list the 09M1 point of contact and telephone number where he/she can be reached in case there is a question concerning the contents of the letter.

· Signature is always 09M1, ‘By direction’.

   WRITING YOUR LETTER OF JUSTIFICATION (LOJ)(CONT’D)
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· Copy to’s should include all those outside the command who have a need to know.  Blind copy to’s are within the command.
BEFORE getting 09M1’s signature on letter, ensure that:

· All acronyms are correct and spell check has been run;

· Ensure letter is in proper Navy format;

· Ensure paragraphs, enclosures, etc. are listed/numbered correctly;

· Read your letter to ensure there are no missing/incorrect;

· Print letter on regular paper until you have received all required concurrences.

· Once concurrences are received, print on NAVSEA letterhead for 09M1 to sign.  Add packet number if not already listed.

         WRITING YOUR EXCEL SPREADSHEET FOR

                          BUPERS CONCURRENCE

Back to TOC
· The Officer Community Managers (OCMs) and the Enlisted Community Managers (ECMs) have a central POC who coordinate getting concurrences from the appropriate Community Manager(s). 

· For Officer Community Managers, it’s N122E1C, email:

N122E1C@bupers.navy.mil
· For Enlisted Community Managers, it’s N122E1, email:

N122E1@bupers.navy.mil
· After receiving 09M1’s chop, you will forward the draft LOJ and an Excel spreadsheet (indicating specific changes requested) to the respective email listed above.  See examples of the Excel spreadsheet in the Appendix section of this SOP.  The Excel spreadsheet can be exported from the TFMMS Tracking Log using the ‘Export Pkt Data’ feature on the main menu.

· Pull respective spreadsheet template (either officer or enlisted) and complete the appropriate blanks based on the changes needed.

· Forward the spreadsheet, along with the draft LOJ, to the appropriate code listed above.  That office will coordinate getting concurrence from the respective OCM(s) or ECM(s).

· Keep a copy of the email and spreadsheet with your file.

· Once concurrence is received back, print copy for your file. (If concurrence is not received, see 09M1 for guidance.)

· With the OCM/ECM concurrence, you can now smooth the LOJ for 09M1’s signature.

    ORGANIZE CORRESPONDENCE FOR 09M1 REVIEW

Back to TOC
· Route sheet (clip to outside front of folder):

· Located in ‘Forms Flow’ (icon on desktop).

· Select NAVSEA forms.

· Select Form #5216/30 - Route Sheet Office Memo.

· Chop chain should reflect:

·   - 09M1     3 (concur)

·   - OOPZ    3 (concur)   (if subspecialty under their cognizance).

·   - Your Code   1 (action)

·   - 09M1    10 (signature)

·   - Your Code   1 (action)

· Print and Save.

· On RIGHT inside of folder (top to bottom):

· Outgoing letter.

· Subspec Sheets, if applicable (place in order of TMMCA trans#).

· TMMCA transactions printout.

· On LEFT inside of folder (top to bottom):

· Checklist

· Incoming letter.

· AMDs (only pages affected by changes).

· All emails.

· Any other background information.

                         TO GET PACKET NUMBER

Back to TOC
· At Supersession Main menu, arrow down to TFMMS PROD line, type S, enter.

· Re-enter Logon ID & password, enter.

· Type TFMMS, enter.

· Go to 3 (Data set upload/download), enter.

· Go to 3 (Upload packet), enter.

· Hit tab until you are at packet title. Type a short subject. Tab.

· At LOJ classification field, type U, enter.

· Gives you packet number and “dataset name”.  PRINT it using the print button at bottom of screen.

· HIT ENTER KEY (this saves the dataset name and brings you to a blank TFMMS upload packet screen.

· ESC/period four times, then type LOGOFF.

· Type packet # on LOJ and, if there are subspecialty sheets, put the packet # on them also.  

            TO CONVERT LOJ FOR UPLOAD TO TFMMS 

Back to TOC
· Bring up your LOJ in Word.

· Type in Packet Number and type /s/ above 09M1’s name.  This shows that it has, in fact, been signed.  Space only, no tabs.

· To save as text file, click Save As, and change the file ‘type’ to ‘Text Only with Line Breaks (*.txt)’.  Hit Save.  Close.

            PLACING PACKET NUMBER INTO TMMCA
· Go into TMMCA/Packets, highlight appropriate packet.

· Click in packet number field, type in packet number.

· Click on lightening bolt icon.  Click Yes (to modify).  Click red X to exit.

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

            TO EXPORT LOJ INTO PACKET MANAGER

Back to TOC
· Put disk into floppy drive.

· In Packet Manager, highlight packet, then click the Export icon (up arrow).

· Click on ‘To TFMMS’.

· Type in Packet Number, if not already listed.

· For Pathname, click on icon on right (with folder/glasses), then change drive to A, press select.  Tab to next line.

· Click on left icon with glasses, find the LOJ file (on G drive?) and click select.

· Click on second icon with glasses and repeat process until you find the actual LOJ in TEXT format (*txt), click select.

· Click Export.  It will now be exported to your disk for use in uploading on the TFMMS terminal.

TO UPLOAD PACKET TO TFMMS

Back to TOC
· Put disk in floppy drive of TFMMS terminal.  Log on as usual and get to Supersession main memo, at TSO, type S, enter.

· Type in Logon ID/password, enter. Continue to enter until the word ‘ready’ appears.  (If you’re brought to a screen titled ‘Master Application Menu’, hit the F3 key and you’ll be brought to the ‘Ready’ screen).

· At ready screen, click on the upload icon (up arrow folder).

· Go to desired file on disk, highlight, and click open.

· Mainframe file name:  Type in the dataset name (found on sheet printed when you got packet number).  Add parentheses ().  Also, type an apostrophe at the end.

· On next line, take out the space after P1 and before the open parenthesis.  Click OK.

· Wait for it to upload.  (At bottom of screen, host message will say ‘File Transfer Complete’).  

· Type Logoff.   Upload process can take anywhere from 10 minutes to two hours.  Check periodically to verify that upload was successful.

Back to TOC
  CHECK TO SEE IF PACKET HAS UPLOADED TO TFMMS

· Cursor down to TFMMS PROD line, type S, enter.

· Enter User Logon/password, enter.  

· Type TFMMS, enter, then select 4 (TFMMS Action Item Mgmt)

· Select 1 (Submitter Functions)

· Select 6 (Modify/Browse Packet Information), then enter packet #.

· If upload was successful, it’ll say ‘Input in progress’.

          ADD ADDITIONAL CHOP CHAIN, IF NEEDED 

Back to TOC
· When you create a TFMMS packet, a standard chop chain is created that reflects you as the originator (submitter) and AC0 (NAVMAC).  This chop chain is sufficient to process the packet.

· However, when your TFMMS packet is to go “Via” another claimant, follow these procedures:

· First you must call the claimancy in which TFMMS packet is to go Via –inform them of the reason why it is being sent via them and get their TAO #
· From TFMMS Main Menu,

· Select option 4, TFMMS Action Item Management. 

· Select option 1, Submitter Functions.

· Select option 3, Chop Chain, and Enter Packet Number

· Once on the Chop Chain screen, place the cursor on the TAO after which the new TAO should be added and type ‘A’ ; Return

-Or- 

· Place the cursor on the TAO and type ‘B’ to add the new TAO before it; Return

· A data entry box will appear requesting the TAO and Update Approval of the new organization.  Enter the new TAO and a ‘U’ if the added TAO is to have authority to update the packet or an ‘R’ if the added TAO is to have only review authority.  

· Press <Enter> to complete the addition.

· Each member of the chop chain is an authorized TFMMS user and is designated by a TFMMS Action Office (TAO) code.  The first 3 positions of a TAO code represent an organization (C24). The fourth position designates an individual user within an organization (C24F).

· You may view organizational and individual TAOs by accessing the TFMMS Query from the TFMMS User Access Menu.  Then Select 3, TFMMS Tables.  Several Table options will appear – select either USEN (Users Name) or USET (Users by TAO).

                       RELEASE TO BILLET SUMMARY

Back to TOC
· Cursor down to TFMMS PROD line, type S, enter.

· At blank screen, type TFMMS, enter.

· At User Access Menu, select 4 (TFMMS Action Item Mgmt).

· Select 1 (Submitter functions).

· Select 5 (Release/cancel packet).

· Select 7 (Release packet for billet summary).

· --Will say ‘Packet Status: 5 - Released to Create Billet Summary.’  It

       could take less than a minute, or up to an hour, while it checks for

       errors.  Hit ESC/period  to close out.  

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

        CHECK TO SEE IF PACKET RELEASED TO BILLET

                 SUMMARY AND CHECK FOR ERRORS

Back to TOC
· At Supersession Main Menu, cursor down to TFMMS PROD line, enter.

· At blank screen, type TFMMS, and enter.

· At User Access Menu, select 4 (TFMMS Action Item Mgmt).

· Select 1 (Submitter functions).

· Select 6 (Modify/Browse packet info).

· Cursor to desired packet, type ‘S’, and enter.

· Packet status should say ‘Billet Summary Generated’.

· Once Billet Summary is generated, check to see if there were errors:

· Go back to Submitter Functions option; select 2 (Modify/Browse Packet Transactions).  A list of transactions will appear.

· Any errors will be indicated with an ‘L’ by the transaction.  To correct errors, see separate instructions.

· If no errors, it can be released to Chop Chain (see separate instructions).

                        TO FIX CORRECTABLE ERRORS

Back to TOC
· If not already logged on, follow normal log on routine and get to the Supersession Main Menu and select TFMMS PROD.

· Select 4 (TFMMS Action Management).

· Select 1 (Submitter Functions).

· Select 2 (Modify/Browse Packet Transactions).  A list of packets will appear, select packet number and enter.

· You now have a list of transactions for that packet.

· Correctable errors are indicated with an ‘L’.  Beside transaction with ‘L’, type E (for Error), enter.  PRINT it.

· Hit Esc/period.  If any other errors, repeat the process.

· Figure out what changes are necessary to correct errors.

· Once determined what needs to be corrected, go back to the transaction with ‘L’.

· Type ‘C’ (Change), enter.

· Tab to field that needs to be changed.  Type in change, enter.

· F2 to save.  Esc/period.

· Re-release to Billet Summary (see earlier instructions).

· If no further errors, it can be released to chop chain (see separate instructions).

Back to TOC

TO RELEASE TO CHOP CHAIN

Back to TOC
· Normal logon process, get to Supersession Main Menu.

· Select 4 (TFMMS Action Item Management).

· Select 1 (Submitter Functions).

· Select 5 (Release/Cancel Packet) and enter.

· Select 2 and enter.  If sent successfully, it’ll say ‘Awaiting approvals’.  Print the page.  It might take you to another screen to verify.  Enter.

· Escape all the way out.  Check a couple times a day to see if packet has been approved.

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

      CHECK TO SEE IF PACKET HAS BEEN APPROVED

Back to TOC
· Go to TFMMS PROD, type S, enter.

· Type TFMMS, enter.

· Select 4, to look at status of packets.

· Select 2, Chop Chain.

· Select 6, Review packet info, type in packet number, enter.

· If packet was approved, it will say G - UPDATE SUCCESSFUL.

· Get copy of approval page (last page of LOJ) by:

· Hit Esc/period to get back to Chop Chain Functions menu.

· Select 2 to review LOJ.  Hit Esc9 to get to approval page.

· Print it.

                TO DOWNLOAD A PACKET FROM TFMMS

Back to TOC
· Go to TFMMS PROD, enter.  Type log on ID and password.

· Type TFMMS, enter.

· Select #3 (DATA UPLOAD/DOWNLOAD), enter.

· Select #4 (DOWNLOAD PACKET), enter.

· Enter PACKET number, enter.

· Print screen for download mainframe dataset info.  Enter.  Exit.

· Put disk in drive and go back to the Supersession Main Menu and select TSO, enter.

· Click on the download file (folder icon w/down arrow), enter.

· Click OK (for ‘Text’), enter.

· Change to ‘A’ drive; type in your packet #, then save.

· Type in data set name, i.e.  .BIDLC24M…’    Make sure you put an apostrophe at the end.  On second line, delete the space after @.  Click OK.

· File will now download to disk.  When complete, remove disk for import into TMMCA.

         TO IMPORT A PACKET FROM TFMMS TO TMMCA

Back to TOC
· Take disk with packet downloaded from TFMMS and put in your computer.
· Go to TMMCA and select Packet Manager.  Select packet, then click on the IMPORT icon (w/down arrow).

· Click on icon with glasses and change path to ‘A’ drive.  Click on second icon with glasses, go to your ‘A’ drive and select the file (the one with the packet number).

· Click Import.  Packet will now download to Packet Manager and the download date (today’s date) will appear.

                 TO DOWNLOAD AN AMD FROM TFMMS

Back to TOC
· Go to TFMMS PROD, enter.  Type log on ID and password.

· Type TFMMS, enter.

·  Select #3 (DATA UPLOAD/DOWNLOAD), enter.

· Select #1 (DOWNLOAD BILLET/END STRENGTH DATA), enter.

· Click Y for Yes to DOWNLOAD END STRENGTH DATA and N for No to compress data.

· Tab to “ACTY’ and enter the UIC, enter.  (You can add additional UIC’s at this point.  Just tab to ACTY and enter the new one under the previous one).

· Print screen for download mainframe dataset info.  Enter.  Exit.

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

· Now go back to the Supersession Main Menu and select TSO, enter.

· Click on the download file (folder icon w/down arrow), enter.

· Click OK (for ‘Text’), enter.

· Change to ‘A’ drive; type in the UIC.txt, then save.

· Type in data set name, i.e.    .BIDLC24M…….’    Make sure you put an apostrophe at the end.  On second line, delete the space after @ sign.  Click OK.

· AMD will now download to disk.  When complete, remove disk for import into TMMCA.

Back to TOC

TO IMPORT AN AMD FROM TFMMS TO TMMCA

Back to TOC
· Take disk with AMD downloaded from TFMMS and put in your PC.

· Go to TMMCA and select Transfer/Import/Billet.

· Click on icon with glasses and change path to ‘A’ drive.  Click on second icon with glasses, go to your ‘A’ drive and select the file (the one with the UIC.txt).

· Click Import.  AMD will now import into your TMMCA.
         TO REVIEW NEW UPDATED AMD IN TMMCA

· After new AMD is imported in TMMCA, click ‘Reports’.  Select UIC.

· Review on screen the billets that were modified.  Compare against your marked up AMD and transaction sheet to ensure that NAVMAC entered the correct changes.

· If changes were not entered properly, contact SEA-09M1 for guidance on corrective steps to take.

· Make a copy of the Packet text file and the AMD text file and copy them to the G: Drive:  G:\09M1\TMMCA\TRANSFER\DOWNLOAD
Back to TOC

DISTRIBUTION OF APPROVED PACKET
Back to TOC
· When the packet has been approved, downloaded, and the new AMD has been verified to be correct, it is ready for distribution.

· Ensure you scan and PDF the approved/disapproved Letter Of Justification into the serial folder you created in the 09M1 TFMMS PDF directory. 

·  Also, ensure you have the original MS Word version of the LOJ and all other associated packet documents scanned in.  However, retain the original MS Word LOJ as a separate file in the PDF folder.

· Organize your master PDF file in this order (top to bottom):

· Approved LOJ printed from TFMMS;
· Letter signed by 09M1, including enclosures such as applicable Subspecialty Sheets;
· Transactions page;
· All other background material, i.e. incoming request, OCM/ECM concurrence emails, subspecialty sponsor emails, marked-up AMDs, route sheet, checklist, etc.
· Subspecialty Sheets:  Save an electronic copy in the folder on the G-drive (G:\09M1 Working Folder (Non PDF)\Subspecs).  Also file a hard copy in the Subspecialty Sheet binder.

· Send an email to the Distribution Control Point (SEA-09MG and SEA-09M1A) identifying which Packet Serial # has been approved for distribution and filing.

· File the hard copy in the Serial binder. 

· Update the MS Access TFMMS Tracking System completely.  Also, in the Comments section of the tracking log, indicate who should receive copies of the distributed electronic version of the packet.  The Distribution Control Point shall check this prior to making any distribution.

Back to TOC
.          DISTRIBUTION OF APPROVED PACKET (Cont’d)

Back to TOC
· Using the military manpower points of contact listing, the Distribution Control Point is responsible for ensuring each applicable office, directorate, PEO, organization and primary contractor associated with the manpower change request is notified via email of the packet’s final status and is provided an electronic copy.  

· The Distribution Control Point will also ensure the applicable scanned packet files are hyper-linked to the TFMMS Tracking Database and on Livelink.

· Furthermore, the Distribution Control Point will capture and PDF the 09M1-approved MS Word LOJ and include it with the packet file to facilitate retrieval via the Adobe software and the Livelink enterprise.

Back to TOC
                              HOW TO DO A BIN QUERY

Back to TOC
To find a bin, i.e. 0124026, and what activity the bin was at before the present activity, follow these steps:

· Select #6 (TFMMS Queries) from TFMMS User Access Menu.

· Select #2 (Billet Queries).

· Type 4 (Single Billet Query By Bin).  On the next line type the bin.

· Print screen using print icon located at bottom of screen.

· To do multiple queries, type in the next bin and enter.

                      HOW TO DO AN ACTIVITY QUERY

Back to TOC
· Select #6 (TFMMS Queries) from TFMMS User Access Menu.
· Select #1 (Activity/FYDP Queries).
· Select PF1 ACTYQ.
· Type Activity Number or UIC.
· Print screen using print icon located at bottom of screen.
· To do multiple queries, type in the next UIC and enter.
Back to TOC

HOW TO LOG ON TO TFMMS
Back to TOC
· Place key in STU III.

· Turn on hard drive and screen display.

· Press F1 key.  (This step is unique to only one computer in our office).

· Activate PROCOM PLUS.

· Click on CMD MOD (at bottom of screen).

· Click on 5978 (at bottom of screen), enter (wait for connection to be received); enter.

· At Terminal type prompt:  type vt100 and enter.

· Type TFMMSP and enter.

· Disa screen – enter.

· Type User ID, enter; type password, enter.

· Type TFMMS, enter.

· You should now be at the Supersession Main Menu.

Back to TOC

HOW TO LOG IN MONTHLY TFMMS DISK
Back to TOC
· Every month our office receives a classified CD Rom from SEA 00R3.  The disk is hand carried to our office.  This disk will be logged in immediately into our Classified Record Log (located on shelf).

· In the front of the Classified Record Log is the log sheet with five columns.  The first column is the Serial Number, followed by Description, Dated, # of Copies and Class (classification).  The Serial number is already typed in, in sequential order, i.e. SR0078-09M1-.  Beside the type, write in the year.  The Description block should read TMMCA CD ROM 5.1 (or latest version listed) followed by the current date in the Date column.  The # of Copies is usually 1 of 1 and the Class or classification is SECRET.

· Once the disk has been logged in, the yellow sheet, NAVSEA form 5216/7, must be completed.  This form is for record keeping purposes and to trace where the disk is.  THIS IS A CLASSIFIED DISK AND ANYONE REMOVING THE DISK FROM THIS OFFICE MUST SIGN FOR IT.  IF THE DISK IS LEAVING THE BUILDING IT MUST BE DOUBLE WRAPPED, FOLLOWING PROPER CLASSIFIED HANDLING PROCEDURES.  The Incoming Serial Block should have your serial number from the log sheet typed in it, i.e. SR0078-09M1-XX.  The From address should read:

NAVRESINFOSYSOFF DET WASH

FED BLDG #2

NAVY ANNEX RM 1527, NW-61

WASHINGTON DC 20370-5803

· The Document Date is the date on the disk.  The Date Received is the day you get the disk.  The Registered Mail Number is on the envelope and is similar to U-00024-R.  Then the Description and Quantity of Documents must have TMMCA 5.1 (or the latest version listed) and the date and quantity (1 of 1).  After all the information is typed on the sheet file it in the logbook and store it in on overhead shelf.

· The disk must be locked up at all times when not in use.  Also, do not leave your PC unattended while the disk is in it.

Back to TOC

HOW TO UPLOAD MONTHLY TFMMS DISK
Back to TOC
· Close down all applications and disable any screen saver you have active.

· Place CD ROM in drive.

· Bring up TMMCA.

· Click on Transfer/Import/Billets.

· Click on icon with glasses and change the drive to whichever drive your CD is in.

· Tab 3 times and click on ‘Claimant” and type 24.

· Click Import.  Upload will take several minutes.

· When complete, repeat process for Personnel, i.e. Transfer/Import/Personnel.

· When complete, pass CD to any other individual needing to upload the monthly information but ENSURE you maintain accountability since it’s CLASSIFIED!

Back to TOC

HOW TO DELETE A PACKET IN TMMCA

Back to TOC
· In TMMCA select Update/Packet.
· In Packet Manager highlight packet number.
· Click icon with trash can (Delete/Restore) and enter.
· A screen will appear asking you “Are you sure you want to delete this packet?”  Select yes/no and enter.

Back to TOC

HOW TO PROCESS PACKETS SENT FROM ANOTHER

            ACTIVITY, THROUGH TMMCA (DISKS OR EMAIL)

Back to TOC
· To download packet into your TMMCA, follow these procedures:

· In TMMCA, select Updates/Packet.

· Click on any packet (it will not be effected), and then click on the Import icon (with down arrow).

· Click on icon with glasses/yellow folder and change directory to A, and then click Select.

· Click on second icon with glasses, and locate the P_xxx.dbf file on drive A.  (You will, most likely, need to change the Type of Files to “All Files”).  

· Click Import.  The transactions are now imported into your newly created packet with the name provided by the originator.

· Now to get it retitled with your serial number, follow these steps:

· Click on the icon with double pages (copy to New Packet).

· Change packet name to your serial and change title, if desired.

· Click on green arrow to save.

· You can now delete the originator’s packet out of Packet Manager.

· Follow earlier step-by-step procedures for reviewing requested changes and creating the LOJ.

· If clarification or changes are needed, get appropriate Directorate/ Activity Field Manager’s chop on changes.

Back to TOC

PROCESSING PACKETS SENT VIA TFMMS FROM

                               ANOTHER CLAIMANCY

Back to TOC
Two Options:

1)  Make changes on-line (if you’ve already uploaded packet, or if it was sent from another TFMMS user):

· To add or change transactions (Note: You cannot make changes to transactions initiated by another claimant.)

· At User Access Menu, select 4 (TFMMS Action Item Mgmt).

· Select 1 (Submitter functions).

· Select 2 (Modify/Browse Packet Transactions); enter Packet #.

· If making a change to one of YOUR transactions, cursor down to desired one, type a C, enter.  Go to the applicable field(s) and enter change(s).

· If you are deleting one of YOUR transactions, cursor down to the desired one, type a D, enter.

· If adding a transaction, under ‘Select’, type A, enter.  Go to the applicable field(s) and enter change(s).

· Click F2 to save and exit.  You are now at the ‘Review Transactions’ screen, check to ensure the transactions reflect the appropriate code, i.e. C for change; A for Add; D for delete.

· To add an endorsement (amendment) to the LOJ:

· At User Access Menu, select 4 (TFMMS Action Item Mgmt).

· Select 1 (Submitter Functions).

· Select 5 (Release to Chop Chain).

· Select 2 (Release Packet to Chop Chain).

· Enter.  You should now be at the LOJ.

Back to TOC
          PROCESSING PACKETS SENT VIA TFMMS FROM

                        ANOTHER CLAIMANCY (Cont’d)

Back to TOC
· Make applicable changes to letter, keeping in mind the following:

· No save capability until it is released.  Will not save even if you leave the LOJ screen.

· If you’re modifying text, you cannot add spaces or lines, or backspace; it’ll type over current text.

· Text defaults to Upper case.

· If text reaches bottom of screen, you must hit PF8 to get to next blank screen in order to continue typing.  Otherwise, it jumps to top of screen and types over current text.

· When you’re finished updating, click F2 to transmit; HOWEVER, it will release to Chop Chain at this point.  Make sure you want it to actually be released!

2)  Download from TFMMS for update (used in order to upload to your TMMCA).

· User Access Menu, Select 3 (Data Set Upload/Download).
· Select 4 (Download Packet)
· Type in Packet #, type ‘A’ for All transactions, Type ‘Y’ for Download to Modify’.
· You will be given a Data Set name.  Use it to download the packet and follow normal procedures to import to your TMMCA).
· You can now create new transactions and ‘append’ your LOJ to the one submitted by the originator.

· You will NOT be able to modify transactions submitted by the originator.

Back to TOC
           HOW TO FIND PENDING OR PROCESSED PACKETS

Back to TOC
This will help you keep track of your packets and where they are in the system.  At the Supersession Main Menu, 

· Select #4 (TFMMS Action Item Management).
· Select #2 (Chop Chain Functions).
· Select #1 (Select Packet).
· Select #2 (Those You Submitted (TAO)) or #3 (Those In Your Major Realm).
· Select #2 (Pending Packets Only) or #3 (Processed Packets Only).

Back to TOC

  HOW TO FIND STATUS OF PACKETS WAITING

                            ‘GREEN SHEET APPROVAL’
Back to TOC
· Select 4 (TFMMS Action Item Mgmt).
· Select 2 (Chop Chain Functions).

· Select 6 (Review Packet Info), type in your packet #.
· Take note the ‘Associated Green Sheet packet #’ or ‘EU packet #’.
· Return to Chop Chain Functions menu.
· Select Chop Chain Status and enter the ‘Associated Green Sheet packet #’ or ‘EU packet number’.
· The Chop line that has the name without the date and time received will indicate the person who has your EU packet for chop and would be the person you need to call for the status of your packet.
· Back to TOC
HOW TO DETERMINE ‘ADDU FM’ AND ‘ADDU TO’

                                BILLET RELATIONSHIPS

Back to TOC
Reference: Chapter 6 of OPNAVINST 1000.16J

· Officer and enlisted manpower authorizations assigned ADDU relationships shall be identified on the AMD of both activities.

· The ‘Primary’ activity billet is the activity that has ADDU TO in the billet title.

· The ‘Receiving’ activity will reflect ADDU FM in the billet title.

· Both ADDU authorizations shall be in the same geographical area unless approved by NAVMAC.

· Manpower authorizations not within the same claimancy require concurrence of both claimancies.

· Identification of ADDU TO billets/transactions:

· Immediately following the NOBC short title or enlisted billet title, add the following as part of the title:  “ADDU TO”, the 5-digit BSC of the primary activity, followed by a “/”, then the UIC of the primary activity (e.g., Chaplain/ADDU TO 00150/00039).  

· Assign AC code ‘S’.

· Type the ADDU FM activity BIN in the ADDU BIN field.

Back to TOC

HOW TO DETERMINE ‘ADDU FM’ AND ‘ADDU TO’

                         BILLET RELATIONSHIPS (Cont’d.)

Back to TOC
· Idenitification of ADDU FM billets/transactions:

· Immediately following the NOBC short title or enlisted billet title, add the following as part of the title:  “ADDU FM”, the 5-digit BSC of the primary activity, followed by a “/”, then the UIC of the primary activity (e.g., Chaplain/ADDU FM 00600/47612).

· Assign AC code ‘N’.

· Fitrep field:  Assign appropriate ADDU Fitrep code: (0=No Fitrep required; 1=Yes, Fitrep is required).

·  FAC:  (If Fitrep is 1, FAC field will be 9; If Fitrep is 0, FAC field will be blank).

· The ADDU FM billet (receiving activity) reflects all manpower requirement and authorization information of the Primary activity’s billet, with the following exceptions:

· BSC and AC code.

· Subspecialty and/or AQD codes.  (Only the Primary activity has these codes assigned.)

· Mobilization begin and end dates.  (Only the Primary activity has these codes assigned.)

Back to TOC

HOW TO SAVE AN ACTIVITY MANPOWER DOCUMENT

   AS A PDF FILE
Back to TOC
· In TMMCA, select Reports/AMD, then highlight the UIC, click the Print icon.

· Select ‘No’ (‘No’ allows the file to be ‘printed,’ but not to the default printer).  

· Select desired Report Options, i.e. ‘Billet Detail’’, and then click the green check mark.

· Now at Print menu, click the drop-down arrow and change the printer to ‘Acrobat PDFWriter’, instead of your default printer.  Click OK.

· Enter location and file name that you want file called, i.e. 00024.AMD.pdf.  Enter.

· File is now ready to be distributed.

Back to TOC

DELETE ALL BINS IN A UIC USING TMMCA BIN ADD

 AND GLOBAL EDIT FUNCTIONS
Back to TOC
Open TMMCA Packet Manager and create new packet.
Select new packet and open Transaction List.  Click BIN ADD (“desk”) button:
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This will open the BIN ADD Query Manager.  Click Create New Query (“spark”) button to open new query: 
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Enter name and author for new query.  Example: “DELETE ALL BINS”.  For author use initials.  The BIN ADD Display Fields window will open.  For this case, select following fields:  AUIC; BSC; RECORD_TYP.  Next, in the BIN ADD Scope window enter “?” in the AUIC and RECORD_TYP fields to prompt for value when query runs.  Finally for BIN ADD Sort Order select AUIC and BSC, in ascending order. Save query.  
To run query, select query from list, then click the Run Query (“!”) button:
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When prompted, enter UIC. For RECORD_TYP enter “B”.  This will select all BINs in UIC except notes and headers. The query results will be displayed:
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This example uses UIC 39808, AMMO NAVORDCEN LANTDIV, a now-obsolete UIC.  The AMD for this UIC includes unfunded military and civilian billets, as well as AMD headers and notes. As illustrated, the query selected 9 billets.  Next, click the Global Changes (globe and letter “C”) button:
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This will open the BIN Add Global Changes window:
[image: image6.png]IN Add Global Changes

Sub Type [P~ v | ®[x
auic| Bsc [ RFC[ MEC [ =]
EffBgnDt[
Tite [ R =]
RS [ PE [ AGSAG [ Mab Bgn [ Mab End [
Pritpar [ =] AtMpwr [ =] AuthMpwr [ =] MRC [ =]
PrAC[ =] sFac[ =] MpwrAC [ =] Approp Cat [

PR[ Lang D [ Listen [ ~] Read[ ~] Speak[ <] Wite[ ~]
AdDu BIN AdDuFitp [~ RUIC

Effective Begin Date of Delete [20205





Back to TOC
To delete all selected billets, enter “D” in Sub Type box (click YES to confirm) and enter current year and month (CYYMM format) in Effective Begin Date of Delete box (highlighted above). (The program will not allow you to enter “00000” as Effective Begin Date of Delete and then create valid transactions; however, once transactions are created, you can do a Global Edit to change this to “00000”.)  Click green checkmark to save.  You will return to Query Results window.  FINALLY, to create transactions from query results, click the Create Transactions (“spark”) button (the button is disabled until you enter Global Changes):
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If successful (no errors) you’ll see confirmation:
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Enter YES to save query.  Note this saves query definition, not the query results; the results are saved as transactions when you click the Create Transactions button (which is why it is important not to omit this step).

Unfortunately, the TMMCA software does not allow you to delete all types of BINs in one fell swoop (that would be too easy).  To delete AMD headers and notes, repeat steps above, with following exceptions:  When you run query and are prompted for RECORD_TYP, enter “A” (for headers) or “N” (for notes). You must run separate query for each because they use different transaction types.  After query results are listed, enter Global Changes and select Sub Type “H” (for headers) or “N” (for notes) from list:
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Back to TOC
Tab then select Note Type “Delete”:
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Click green arrow, then create the “H” or “N” transactions.  Always enter YES when prompted to save query.  When all transaction types have been created, exit from BIN ADD Query Manager.  The transactions you just created will be listed in Transaction List window:
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To change the DEL_BGN date to “00000”, you can either edit directly in Transaction List window, as illustrated above, or if there are a large number of transactions, run a Global Edits update query by clicking Global Edits (globe and “E”) button:
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This will open the Global Edit Query Manager window:
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This window bears an uncanny resemblence to the BIN ADD Query Manager.  The primary distinction is that BIN ADD is for adding new transactions to a packet, while the Global Edit is designed for making global changes to existing transactions in a packet.  (The name BIN ADD tends to confuse matters, implying this function is for adding new BINs in TFMMS, which is not the case.  “Add” transactions must be created individually.)  Click the Create New Query (“spark”) button to create new query.  In the Global Edits Display Fields window, select the fields that need to be updated (in this case, only the TRANS_BGN field).  In the Global Edit Scope window, enter criteria to select specified transactions in the packet.  To select Delete transactions, enter “D” as value for Sub Type field.  Click the Run Query (“!”) button to run query:
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The Global Edit Query Results window will be displayed:
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Back to TOC

Click the Global Changes button (globe and “C”) to open Global Edit Changes window:
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Enter changes that are to apply to selected transactions.  In this case, change Effective Begin Date of Delete to “00000”.  Click green arrow to save changes.  The Global Edit Query Results window will reopen, and your changes will be reflected, as illustrated below.  This may lead you to believe that your transactions have also been updated.  WRONG!!  You have to click the Updating Transactions button to actually update the transactions!!
[image: image17.jpg]Global Edit - CHANGE EFF DATE OF DELETE

Transactions Searched 14 & %| 6g] i o Transactions Selected 9
(TRANS SUB_TYPE ="D") [Updaiing Transacions]

[RECORD [NOTrANS BGH]
ooo0n
/00000
looo0n
looo0n
loooon
looo0n
o000
looo0n
looa0n

B





Back to TOC
Back to TOC
After you have successfully updated transactions, exit to Global Edit Query Manager (save query), then exit to return to Transaction List.  The transactions will now reflect the Global Edits entered in Global Edit Query Manager. 
	POC
	PHONE NUMBER / EMAIL / LINK

	TFMMS Web site
	http://www.bupers.navy.mil/tfmms/tci63/page.htm

	TFMMS Customer Service
	703-693-0942

tfmmscsc@bupers.navy.mil

	TFMMS Packets Issues
	HMCS Greg Moody, DSN 882-6372                 

Commercial 901-874-6373

www.gregory.moody@navmac.navy.mil

	TFMMS Policy
	Ms. Roxanne Stanley: DSN: 882-6395

Commercial 901-874-6395

www.roxanne.stanley@navmac.navy.mil
or

Mr. Ken Marshall, DSN 882-6404

Commercial 901-874-6404

www.kenneth.marshall@navmac.navy.mil

	NAVMAC 
	Shain Frazier: DSN: 882-6321

Commercial: 901-874-6453

Fax: 882-6435

Email: fraziers@persnet.navy.mil
Charles Williams: DSN: 882-6464

Commercial: 901-874-6464

Email: charles.Williams@navmac.navy.mil

	Subspecialty sheet POC
	Katie Wei or Vicki Poindexter

Commercial: 703 614-4242

Fax:  703-614-1189

Email: N131e2@bupers.navy.mil

	BUMED  Subspecialty POC
	CDR Paula Jonak, DSN: 762-3609

LT Melody, DSN: 762-3612

	Officer Community Manager Coordinator
	Ms. Martha Terrell, CNO N122E1C                             DSN: 225-5305, Commercial: 703-614-5305                       Email: N122e1c@bupers.navy.mil

	Enlisted Community Manager Coordinator
	LCDR Mike Helwig, CNO N122E1

DSN: 225-3640, Commercial: 703-695-3640

Email: N122e1@bupers.navy.mil

	NWCF, DWCF, & End Strength Issues
	Debbie Brascher, CNO-N122E3

DSN: 225-3647; Commercial: 703-695-3647

Or

Ms. Greer, CNO-N122E3C

DSN: 225-3647; Commercial 703-695-3663


TFMMS POINTS OF CONTACT
Back to TOC
TFMMS POINTS OF CONTACT(CONT’D)

Back to TOC
	POC
	PHONE NUMBER / EMAIL / LINK

	Activity Data Changes
	Paulette Jones, CNO-N122

DSN: 225-3647; Comm: 703-695-3644

Fax: DSN 224-5308

	TFMMS Tech for Establishing or Re-establishing an Activity
	Lloyd Bell

DSN: 882-4150; Comm: 901-874-4150;

Fax: DSN 874-2697

	EPMAC

(changes location of activity/homeport address)
	Wanda Green

DSN: 678-1501/5357
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NAVSEA/PEO MILITARY MANPOWER POCs
Back to TOC
The NAVSEA/PEO Military Manpower POC list

 is maintained separately.

Refer to the master list located on the

 NAVSEA-09M1 shared drive:

                  G:\09M1\TFMMS\SOP\Support documents for SOP

FREQUENTLY ASKED QUESTIONS (FAQs)
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NAVMAC - Code 50 FAQ Page        http://www.bupers.navy.mil/navmac/faq.htm  

The below FAQs were extracted on 11/27/01 from the NAVMAC web site listed above.  

FREQUENTLY

ASKED QUESTIONS

Q: My packet is out of balance, and I don’t know whether it is the packet that is causing the out of balance or the UICs that are causing the out of balance. How can I find out?

A:
Go into TFMMS and run a QUAN/QUAL query and check not only the UIC balance, but also all of the Levels of AG. If all of your UICs and LOAs are in balance, then the problem is probably in one of the transactions in your packet.

Q: My packet is out of balance by one enlisted FYDP. The problem is not in a UIC. How can I find the transaction that is causing it?

A:
You need to go through transaction by transaction and compare all your pluses and minuses using a Manpower Change Summary Sheet. Totals for each pay grade by UIC and rating on the form will show minus one in the UIC/rating/pay grade that is under written. You can then make adjustments to your packet transactions to correct the problem. Forward by fax or E-mail your change summary sheets to your billet writer to aid in processing your packet. DSN FAX: 882-6435

Q: The billet file in TFMMS does not accurately reflect what is in my AMD. Is the TFMMS data corrupt?

A:
You are probably working off an old AMD. Download a current AMD.

Q: What is a billet with an ACC of “E”, and how can I delete it?

A:
ACC of “E” was assigned to billets which have been identified to be outsourced. Their FYDP has been removed and their authorizations need to be removed effective on that date. Do not delete the whole billet, only the authorization.

Back to TOC
FREQUENTLY ASKED QUESTIONS (FAQs)(CONT’D)
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Q: How can I establish a new UIC, change a UIC, or disestablish a UIC?

A:
Major Manpower Claimants (echelon TWO commands) may forward in writing or by e-mail or facsimile and justification sheet (as described in the 1000.16J) listing the UIC, title, activity 10 code, location, claimant, program element, AGSAG, resource sponsor, and effective date to NAVMAC. Contact Mrs. Theresa French at NAVMAC, Code 52 via E-mail (theresa.french~navmac.navy.mil) or phone DSN 882-6407 or commercial 901-874-6407, or fax at DSN 882-6455.

Q: Do all P0 billets require a FAC “G” or “H” code?

A: 
YES. If the sea/shore code is “1” or “6” and there is a R_PNEC (Requirement Primary Navy Enlisted Code) with more than one source rating than a FAC code of “H” will be assigned.

Q: What are the events that take place when an NEC or NOBC is added or deleted? What happens first?

A:


1: NEOCS/NOOCS boards (POC)


2: The NEC/NOC Manual publication

3: Responsibility for maintaining the database of NEC/NOC changes/recodes/deletes driven by #2 above (POC)
4: Responsibility for TFMMS Table updates occurring concurrently with the NEC/NOC manual publication (POC)

5: Responsibility for EPMAC data also being established concurrently or SLIGHTLY behind NAVMAC item as with #4 above (POC)

6: NAVMAC/BUPERS Web Page addresses for the latest version/change pages of Coding Manual NAVPERS 1000.16J, NEC/NOC summary of changes (included on this Web Site), TFMMS Table Query operation use TMMCA Table Maintenance/Update (POC’s for all).

Q: When is the information on the BILLET File for the ALL NAVY CD and TMMCA produced and ready for distribution?

A:
The last full week on a Tuesday at the End of the Month.

Usually distributed within a week or less to NAVMAC, Pers-10.
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FREQUENTLY ASKED QUESTIONS (FAQs)(CONT’D)
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Q: What is one of the main functions of Code 52 (Special Projects) at NAVMAC?

A:
To maintain data integrity and continuity of the TFMMS billet filled 

by performing queries against the Officer/Enlisted/Civilian Billet Files in

MS Access, and to build TFMMS packets on-line TFMMS or in TMMCA

to correct any discrepancies.

Q: What is the latest and most current publication concerning Navy Total Force Manpower Policies and Procedures?

A:
The lastest and most current publication is OPNAVINST 1000.16J 

dated Jan 6, 1998, Subj: MANUAL OF NAVY TOTAL FORCE.

MANPOWER POLICIES AND PROCEDURES and is available on our 

Resource Page.

Q: What is the TFMMS Coding Directory?

A:
When OPNAVINST 1000.16H was revised in February of 1998,

the TFMMS Coding “section” was removed and published under 

separate cover as the Total Force Manpower Management (TFMMS) 

Coding Directory, NAVPERS 16000 effective February 1998 and is 

available on our Resource Pane.

Q: What is the TFMMS Decision Matrix?

A:
The TFMMS Decision Matrix is a Memorandum put out by N12 (ser N12/8U00019, 17FEB98). It is a synopsis of policies and procedures to assist claimants in the submission of AMD change requests. It lists desired outcomes and responsibilities of the claimant, NAVMAC, and CNO(N12) toward that outcome. Copies will soon be available on our resource page.
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Q: How do I check the status of packet XXXXXX?

A:  To check the status of a packet in TFMMS:

Start at the Main Menu and press 4 (TFMMS Action Item Management).

From this menu, select 2 (Chop Chain Functions).

Next select 3 (Review Transactions) and enter the packet number.

On the third line you will see “PKT STATUS:”

Some examples are:

G - Update successful

I - Awaiting Approvals

L - Packet contains correctable errors

8 - Awaiting green sheet approvals

Q: Why are you sending the packet back to us?

A:  To find the reason a packet was returned, view the LOJ in TFMMS. The last entry in the LOJ will contain the reason that the packet was returned.

Q: How do I delete just the authorization from a billet?

A: To delete the authorization only on a billet, you need to create a CP-P transaction.  A CP-D will delete the entire billet and a CP-C is used to make changes to the billet.
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  TROUBLESHOOTING TFMMS
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               Can’t connect to TFMMS Production?
· When trying to connect to ‘TFMMS Production’ and you continuously get an error message, check to ensure the ‘VTAM LOGMODE NAME’ is entered.  Do this by:

· Cursor down to the TFMMS Production session and type a ‘M’, enter.

· Now at the ‘Modify’ screen, cursor down to the line titled, “VTAM Logmode Name” and ensure it has SNX32702 typed in.  If not, type it in, and enter.

· Go back to Supersession Menu screen and attempt log on again.

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

              If Packet has not uploaded/downloaded, check for:

· Are you downloading when you should be uploading or vice versa?

· Did you marry the correct letter with your transactions?

· Are you uploading/downloading the correct packet?

· Check for a ‘Dirty House’.

· When getting a packet # did you press enter before exiting the page so it saved the mainframe dataset?

· Make sure you have converted your document to a ‘text’ file.

· Did you put the apostrophe (‘) at the end of your dataset name?

· Did you delete the space on the second line of the dataset name?

· Make sure the path to the file name does not contain any spaces, i.e. ‘My Document’.

TROUBLESHOOTING TFMMS(CONT’D)
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                            Rekeying your TFMMS terminal

Periodically, you’ll need to ‘rekey’ your STU III.  To do this, log into your TFMMS terminal as usual but when it’s time to click on the usual phone number you use for the STU III to dial up, instead click on the metakey that’s titled ‘REKEY’.  That will insert a 1-800-number which will then carry out the rekey process.  You’ll eventually get a statement on your screen that’ll say  “Key Updated”.

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

OCM/ECM CONCURRENCE SPREADSHEET EXAMPLES
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Examples are available in Serial Log Binder.  Additionally, spreadsheets can now be created in the TFMMS On-Line Tracking Log using the Export feature.

TFMMS Packet Checklist

 Packet Analyst________________, Serial #____________

	During entire packet process, you should update daily (as changes occur) the TFMMS on-line tracking log located on the 09M1-network, and scan documents, as appropriate.

	DATE
	                                              ITEM

	RESEARCH PHASE

	
	

	
	Date manpower request is received from 09M1

	
	Get Checklist, keep with packet

	
	Determine what request is asking for

	
	Log in serial binder and also the on-line tracking log; create network folder and scan in

	
	Obtain subspecialty sheets, if applicable

	
	Print applicable AMD’s, annotate with requested changes

	
	Review NECs, NOBCs, and/or subspec sheets to ensure correct ones are requested

	DRAFT/CHOP PHASE

	
	Create packet/transactions in TMMCA Packet Manager

	
	Prepare draft LOJ, using Courier New, 12-pt font

	/
	Draft packet to 09M1 for chop          /           Returned from 09M1

	/
	OCM/ECM concurrence spreadsheet to OCM/ECM          /          Returned from OCM/ECM

	/
	Orig packet to OOPZ, if applicable (keep copy of complete packet)   /  Returned from OOPZ

	/
	Email subspecialty sheets to Kati Wei (N131E2) for concurrence.      /   Returned from Kati

	SMOOTH/TFMMS PHASE

	
	When all concurrences received, obtain packet number

	/
	Smooth letter to 09M1 for signature        /          Returned from 09M1

	
	Upload to TFMMS

	
	Released to Billet Summary

	
	Fix correctable errors, if applicable

	
	Check for UIC balance

	
	Release to Chop Chain

	
	Date approved by NAVMAC (or Green Sheet approval, if applicable)

	
	Download packet and AMD from TFMMS

	
	Import updated packet and AMD into TMMCA

	
	Review new AMD to ensure all changes were properly made

	
	Copy Approved Packet and AMD(s) to G:\09M1\TMMCA\TRANSFER\DOWNLOAD

	DISTRIBUTION/COMPLETION PHASE

	
	After final document(s), i.e. approved LOJ, is scanned into the applicable 09M1-network folder, send an email to SEA-09M1G informing her which packet is complete and that it’s ready for distribution

	
	Subspecialty sheets:  Provide electronic copy to subspecialty file on 09M1-network; file a hard copy in subspecialty sheet binder

	
	Update 09M1-network tracking log

	
	File the original packet, along with this checklist, in the serial binder
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