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0 Preface

0.1 An Introductionto MyNavy Assignment

MyNavy Assignment (MNA) ia &nlistedDistribution tool utilized by Manning Stakeholders such as

Fleet Readiness Integrators (FRi)pd Commanders (TYCOM), Budget Submitting Offices (BSO),

Immediate Superiors in Command (ISIC), and Commands; as well as Bureau of Navy Personnel (BUPERS)
and Navy Personnel Command (NB@h as Placement Coordinators (PC), Detailers, Rating Evaluators

(RE), Enlisted Community Managers (ECM). This list is NOT all inclusive to who may utilize MNA for their
work.

MNA was built to incorporate Billet Based Distribution (BBD) into the Enlisted Distribution Process.

Deviating from the previous Navy Manning iPIMP) concep ¥ &G FF ANJ AaKI NB¢ 2F RA &GN
across commands BBD was designed to align Sailors to discrete billets onboard a command, and from

there the system wouldletermine what requisitionsl(f a 2 1 yjds)ynbdae thé command

needed to be generated to fulfill the designated Manpower requirementshis should lead to better

rating and skillset demand signals for the Enlisted Distribution System to fill with the appropriate Sailors.

ab! A& bh¢ I aYdza (S NXSaibrs dre adigned Yo thé [olss dadyKare AcR&Ily € € & | f f
performing, this situation is not always possible. A YNC at a command aligned to a YN2 billet because
GOKFGQa ¢ KS NS -optifdadyutilizirg) khkt Supdnasona skiiisetnd also may lead to ¢h

false impression that the backfill forthe YNC when they depart will be another YNC. In this case, the job
that will generate for the Enlisted Distribution System to fill will be a YN2.

Commands can request their Sailors be realigned onboard thein@oms, however the PERS13

tf 1 OSYSyld /22NRAYFG2NJ aSNWSa a (GKS a3l i§S1TSSLISNE
{FAft2NE FTNRY OlIfAR oAfftSGa (G2 a9EOSaaé Ay 2NRSNI (2
G9EOSaa¢ {ombdatda bdminiind, @sperially at the JourneymanEEBand Supervisor (EER)

levels, means that there is a Funded billet at another command that will be gapped. Sailors who are

sent from Sea Duty commands to Shore Duty commands for a Limited Duty (LpdBadl or fora

Pregnancy Tour will be placed in Excess at the command by policy, and these Sailors shall NOT be placed

into valid billets.

¢tKAa | &SNDR& DdzZARS OFyy2i LRaarofte RSt@S Ayidz2 Ittt &
havequé i A2ya 2N O2yOSNyasz GKS FANRG LXIOS (2 &aSS{ 3dz
or Military Lead.

0.2 MNA Roles

There are multiple Roles designating levels of relative access that are available in MNA. The level of
accesg/ou require is basd uponyour duties and area of responsibility (AORot all Roles have the

same capabilitiesfunctionality, or menu structure. Some Roles may perform additions, deletions, and
edits to information, while other Roles may have only a review capalklity, still other Roles may not
have access to that function or dat&Vhat you can access and do in one Riflgou have multiple
Rolesyou may notbe able toaccess or din another. Most capabilities/functionality are assignable to
various Roles, andapabilities/functionality can be added to or removed from various Roles based upon
changes to policy or as directed WPC.
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At {/ TG I O02YYlIYR RSaA3aIyFrGSR a GKS 1 QGAQGAGe al yya&
information, not the ship acroghe piernor the entire Navy.

' t{/ B2NyAy3 Ay | ¢,/ ha bwm aK2L) g2dd R tA]1Sfe& ySSR
AOR.

A PSC working as a RE at Navy Personnel Command (NPC) would need access to the ratings under their
cognizance acrosfe entire Navy.

Headers inthisguide tie. SY R Ay | & 6 ¢ 0 € capabiites, Zytlonif@cticngfity thaidie G A 2 y
limited to select RolesThis information is included in this guide so all parties are aware of the various
capabilities, limitéions, and functionality of MNA.

0.2.1 MNA Roles andGuidance for requesting MNA Role access

When filling out the forms for MNA system access, please keep in mind that your request for access
outside of your immediate command will be reviewed and some orfali@request may be rejected.
la 2F GKS §GAYS GAdE revision, fhere drel HfférentSABLE Duty/FuliTime Support
(FTS) Roles that can be requested, and another 10 Reserve User Roles. The provided loginlanse
for the Active Dut§Full-Time Support RoleSNLY

0.2.1.1 Activity Manning Manager (AMM)

This role is designed to be utilized by the person/persons at a command who are in charge of managing
day-to-day manning concerns. This role allows access to additional details on individoas. Sa

Examples would be the Personnel Officer, Admin Officer, or their assistRetjuests for AMM Role

should typically be limited to a single command where the person is stationed.

0.2.1.2 Activity Manning Support (AMS)

This role is designed to be utilizeg personnel at a command with the need to know manning issues
within various departments of a command, but do not require access to additional details on individual
Sailors. Requests for AMS Role should typically be limited to a single command whererdwns
stationed.

0.2.1.3 View Only
This Role gives basic level information at a command and does not allow for additional Sailor details to

be displayed Reasongg K& +ASg hyfteée | 00Sdaa Aa ySSRSR ABziaARS |
need to be provided.

0.2.1.4 Enlisted Command

This Role is designed to be utilized by personnel at a command to r&zder applications t@b
onboard offered on MNA during the Sailor Application Phase, and provide command comment and
ranking of applicants. Ranking of applicantslaommand comments are useful in assisting the
Detailers with making distribution decisionRequests for Enlisted Command Role should typically be
limited to a single commahwhere the person is stationed, however multiple commands may be
assigned basedn the specific situation.

0.2.1.5 EnlistedCommand Career Counselor
¢tKA&a NRfS A& RSaA3aySR (2 0S5 dziaf Al SR indadsisting O2 YYI Y RQ
Sailors with viewing potential future jobs in MNA and has the ability to make selections ypdnZaf 2 N a

15



ab! ! aS$ND&i(QFEBR®RS) o dn

behalf. Requests for Enlisted Command Career Counselor should typically be limited to a single
commard where the person is stationed, however multiple commands may be assigned based on the
specific situation.

0.2.1.6 Type Command¢rYCOM)

This role is dsigned to be utilized by TYCOMs and BSOs for their review and action on manning
concerns across thelhOR Requests for TYCORDleshould include a Type Commander Group Code
(TGC) range, a specific BSO, or a list of specific UICs if access acroseeti&Sents not required

(ideally the providedUIC list does not exceed 180mmand$. Requests for TYCOM Role of commands
outside the immediate TYCOMDR without significantjustification, will be disapproved.

0.2.1.7 ImmediateSuperior in Commar{tsIC)

This rde is designed to be utilized by commands who serve as immediate superiors to a command or
group of commands, exercising cognizance of their mannigquests for ISIC Role must provide the
specific UICs the command is the ISIC for. Requests for 1816f Boinmands outside the immediate
ISICAOR without significantjustification, will be disapproved.

0.2.1.8 Manning Control AuthoritfMCA)

This role is reservetbr Fleet Commander (USFFC, COMPAGHAIBUPERS use only, and are only
granted with exprespermission of the USFFC and COMPAQ¥L®rganization, or PER®13 for
BUPERS. Requests for MCA Rolpéi@monnel outside of USFFC, COMPAC&Id BUPERS will be
disapproved.

0.2.1.9 Manning Control Readine@dGR)

This role is reserved for Fleet Commander ((CSEFKBMPACFDTand BUPERS use only as the Fleet
Readiness Integrators (FRI), and are only granted with expeggsssion of the USFFC and COMPACFLT
(FRiF) N1 organization, or PER&L3 for BUPERS (MBI Requests for MR Role fopersonnel outside

of USFFCCOMPACFLaNnd BUPERS will be disapproved.

0.2.1.10 Community Management
This Role is reserved for use by the Enlisted Community Managers and BRPERSzation. Requests
for Community Management outside of BUPERSe subject to explicit approval by BUPERS

0.2.1.11 Community Management Lead
This Role is reserved for use by the Enlisted Community Managers and BRPERSzation. Requests
for Community Management outside of BUPERSe subject to explicit approval by BUPERS

0.2.1.12 Community Management Director
This Role is reserved for use by the Enlisted Community Managers and BBBERSization. Requests
for Community Management outside of BUPERSe subject to explicit approval by BUPERS

0.2.2 MNA Roles and Main Menu Options

The below is the list of main ma options that are available to the Role at the time of thislA User
Guideedition. These menu items may change if decisions are made to add or remove
capability/functionality to various RoleS he remainder of this guide goes into greater detail oticys
andimmediate sub-options, as needed. The Help and Logout menu items are standard for each Role.
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0.2.2.1 Activity Manning ManaggfAMM)

|l

|l

==

= —a —a A

Home View My User Profile, View My Area of Responsibility, Delegate My Area of
Responsibility, Change Roles

Alignment Alignment Search, Member Realignment Request, Activity
Summarization, Paygrade Summarization, Flag Review

Activity. Activity Search

Change Request€Lhange Request Summary, Conversion Request Summary, SDIP
Request Search

Sailor Info Active/FTS PersoehDetalil

Jobs Job Search, Active/FTS Search by UIC

Reports Billet Compensation Report, Female Distribution at Sea

Management NEC (additions/deletions), Scoring (adjustments), Activity,
Assignment Alert Message Maintenance, PMAR Maintenance

0.2.2.2 ActivityManning SupportAMS)

T

= =4 —a A

Home View My User Profile, View My Area of Responsibility, Delegate My Area of
Responsibility, Change Roles

Alignment Alignment Search, Activity Summarization, Paygrade Summarization,
Flag Review

Sailor Info Active/FTS Personngétail

Jobs Job Search, Active/FTS Search by UIC

Reports Female Distribution at Sea

Management NEC (additions/deletions), Scoring (adjustments), Activity,

0.2.2.3 View Only

|l

= =4 —a A

Home: View My User Profile, View My Area of Responsibility, Delegate My Area of
Regponsibility, Change Roles

Alignment: Alignment Search, Activity Summarization, Paygrade Summarization,
Flag Review

Activity: Activity Search

Jobs: Job Search, Active/FTS Search by UIC

Reports: Billet Compensation Report, Female Distribution at Sea

Management: PMAR Maintenance

0.2.2.4 Enlisted Command

T

= =4

Home: View My Homepage, View My User Profile, View My Area of Responsibility,
Change Roles

Sailor Info: Active/FTS Personnel Detail, Active/FTS Personnel Search

Jobs: Job Search, Active/FTS Search by UIC, dfiewudity Notes

Applications: Review Active/FTS Job Applications, View Incoming Active/FTS Job
Applications, View Active/FTS Results for Previous Cycle

Reports: Application Summary, Application Cancel, Career Intention
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0.2.2.5 Enlisted Command Career Counselor

|l

f
T
1

)l

Home: View My Homepage, View My User Profile, View My Area of Responsibility,
Change Roles

Sailor Info: Active/FTS Personnel Detail, Active/FTS Personnel Search

Jobs: Job Search, Active/FTS Search by UIC, View Community Notes
Applications: Review Activels Job Applications, View Incoming Active/FTS Job
Applications, View Active/FTS Results for Previous Cycle

Reports: Application Summary, Application Cancel, Career Intention

0.2.2.6 Type Commander (TYCOM)

)l

= =4 —a —a 9

Home: View My User Profile, View My Area of Respongildilélegate My Area of
Responsibility, Change Roles

Alignment: Alignment Search, Member Realignment Request, Activity
Summarization, Paygrade Summarizatielag Review

Activity: Activity Search

Change Requests: Change Request Summary, Conversion Raguesary

Sailor Info:Active/FTS Personnel Detail, Active/FTS Personnel Search

Jobs: MCA Job Search, Job Search, Active/FTS Search by UIC
Reports:Billet Compensation Repofemale CPO Manning Gaps, Female
Distribution at Sea

Management:NEC (additins/deletions), Scoring (adjustments), Requisition,
Alignment, Activity, Assignment Alert Message Maintenance, PMAR Maintenance

0.2.2.7 Immediate Superior in Command (ISIC)

T

= =4 —a —a 9

Home: View My User Profile, View My Area of Responsibility, Delegate My Area of
Responsibity, Change Roles

Alignment: Alignment Search, Member Realignment Request, Activity
Summarization, Paygrade Summarizatielag Review

Activity: Activity Search

Change Requests: Change Request Summary, Conversion Request Summary
Sailor Info: Active/FTBersonnel Detail

Jobs: MCA Job Search, Job Search, Active/FTS Search by UIC

Reports: Billet Compensation Repdigmale CPO Manning Gaps, Female
Distribution at Sea

Management:NEC (additions/deletions), Scoring (adjustments), Alignment, Activity,
Assgnment Alert Message Maintenance, PMAR Maintenance

0.2.2.8 Allocation Manager

T
1

1
1
1

Home: View User Profile, Change Roles

Alignment: Alignment Search, Alignment Management, Activity Summarization,
Paygrade Summarization, Realign UIC(s) or CommaRkigReview

Activity: Activity Search

Change Requests

Sailor Info
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1 Jobs
1 Reports
1 Management

0.3 Identified issues, questions, omissions in this guide

If during your review of this document and the Roles you have in MNA you find that there is incorrect
information, missingrformation, or you have questions regarding the information presented, please
send an email to the currently assigned Allocation Managers and the Lead for the-fHERS
Marketplace Management Section:

1 Matthew.s.pederson2.civ@us.navy.if®hore Duty Allocation Manager)
1 Kevin.d.chisoml@navy.ni8ea Duty Allocation Manager)
1 Sheldon.c.ebron.civ@us.namil(Marketplace Management Lead)

Your input and feedback will be vital in ensuring that this document is kept -4s-dpte as
possible with the most relevant information.

0.4 Summary of User GuideChanges

Under Construction

BBD User Guide V1.0

BBD UseGuide V2.0 23JUL2018
MNA User Guide V3.Q4FEB2022

- V3.0i is an interim update as additional information is added
- Update in progress up to and including MNA 4.8C
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1 Search forActivity Alignments
1.1 Basic Search

A basic search consists of a UIC or group of UICs with no additional optional search criteria selected. Th
type of search is the most common and can be used as a starting point for more refined searches and
data drill downs.

1 Open browser and enter URIttps://mynavyassignment.navy.mil/mna/index.action
and login.

9 If defaultuserroleis an Entiexl User role, navigate tdOMEtab and change role to

a nonkEnlisted User role. If no otherroles are available besides Enlisted User, that

individual has not been granted access to use MNA in aErdisted User role.

Navigate to theALIGNMEN{&ab and glect ALIGNMENT SEAR@}#Hion.

In theUIC oiCOMMAND NAMEoOX, enter the desired UIC(s).

- Thisfield iSVANDATORY
- The UIC/Activity name field will airqmopulate as the user enters data.
- Multiple UICs can be added individually.
- LT Ly al! [ [ Vired tgpe ALSih tNERC/Aktidity Raféfield.
o ¢KS a! [[ ' L/¢&€ 2LWaA2y Attt fAYAG GKS 2
AOR
- a!'[[ 'L/é& aSIFNOK NBadzZ §a R2 y20G AyOf dzRS
details can be viewed by selecting the summaumynber hyperlink provided the
summary number hyperlink is below 25,000.

= —a

1 Select the desired UIC/Activity name from the yp@pulated list.
1 Select theADDbutton.
1 To initiate the search, select tti&eE ARCbutton.

- a!'[[ YL/ ¢ aSlI NOKS#orétwrirdsultd 1 {S af AIKGt & f :
1 Alignment search results are presented in three sections:

- Activity Summary Resultable
o Table with Activity summary data based solely on the UIC(s) entered in
initial search
o Will not update as further criteria are entered or datall downsoccur
- Alignment Summary Resultzble
o0 Table with Alignment summary data based off UIC(s) entered in initial
search as well as any optional search criteria
o Alignment Summary Resuitéll update if additional criteria are added or
drill downs occur
- AlignmentSearch Resuletailstable
o Table listingindividual alignment details for alignments matching search
criteria or drill down selected
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1.2 Advanced Search

Additional optional search criteria can be added to a basic search to perform more refined searches
Optional criteria can be selected from one of three areas:

1 Alignment Status Optional Criteria

- UseTIME PERIO&Rarch criterion to perform alignment search projections
(Note: there is NO capability in MNA to do searches in past months)

1 Billet/Position @tional Criteria
1 Personnel Optional Criteria

Combining search criteria from the different sections can be used to perform complex alignment
searches such as selecting billets based on a particular rating and personnel from a different rating. This
will esentially search for DRATEd personnel.

Usecautionwhen combining optional search criteria. It is possible to create conflicting situations
where the logical return will contain no results.

When optional search criteria are selected, the header bar forajhyglicable section will contain text
indicating that there is optional criteria selected in that section.

The CLEARutton will clear all criteria and reset the main search page to its initial settings.

1.2.1 Alignment Status Optional Criteria
9 Time Period, cuent day though P15 monthly projections
1 Quality of Alignments, 1 through 7

- HoldCtrlkey to select multiple noftontiguousQoA
- Hold theShiftkey while making multiple contiguous QoA selections

1 Miscellaneous Options

- Aligned Personnetdq funded or unfundedillets or excess positiops

- Unaligned Personneht aligned but should be

- AlignmentExempt Personnesfiould not be aligned to billets or positigns

- Vacant Billet(s)

- Gapped NEC(s)

- Bridged NEC(s)

- Floating NEC(s)

- Generated Requisitionsdcantbilletsorencumberedilletswith a PL at P12

- Non-Default Alignment Scoraljgnments with modified scorgs

- Manualy Included in Alignment Scorexcess alignments included in scofing

9 Lock Status

- Soft Lockeddystem applied
- Hard Lockednfjanually applied or systeapplied during QoA 6 process
- Unlocked
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1 Flag Status

- Action
- Information
- No Flag

1.2.2 Billet/Position Optional Criteria
9 Billet Classification

- Force Structure

- Student

- Trainee

- TPP&H

- ADDU To

- ADDU From

- Reserved

- Personnel Exchange Program (PEP)
- Has Compensain

- No Compensation

1 MCA

- BUPERS
-  Fleet
- Other

=

Type Duty

- Sea

- Shore

- Sub Sea

- Sub Shore

1 CONUS

- CONUS
- Overseas
- Both

1 NEC

- No NEC checkbosgdarches for records where all NEC fields are Blank
- Entering an NEC will search all billet NEC posibarike billet

BSO Budget Submitting Office

Department

Division

Branch

= —a —a —a
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- Active
- FTS
- Both

Billet Title
NEC Classification

- ClosedioopNEC
- Critical NEC

1 Enlisted Management Community (EMC)

= =4

- HoldCtrlkey to select multiple noftontiguouscommunities
- Hold theShiftkey while makingnultiple contiguous EMC selections

T Communities

- HoldCitrlkey to select multiple nortontiguouscommunities
- Hold theShiftkey while making multiple contiguous community selections

==

Pay Grade
- Leaving both fields blank will search-EQ
1 MRT¢ Manning Requirerant Type

- HoldCtrlkey to select multiple noftontiguousMRT(S)
- Hold theShiftkey while making multiple contiguous MRT selections

ATC; Area Type City

Platform Type

Location

BSQ; Billet Sequence Code

FAC; Functional Area Code

Manning Event

TGQ; Type Cooxmander Group Code
ARGQ; Activity Readiness Code

OPC Operational Code

First Term Billet (Y for Yes or N for No)
First Term Work (Y for Yes or N for No)

=4 =4 8 8 _8_98_9_9_2._-2_-2-2

1.2.3 Personnel Optional Criteria
1 Personnel Classification

- Reservation

- TAD Onboard

-  TAD Away

- Under Oreers (orders have been released with a DTG)
- Critical NEC
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- Closedioop NEC
- SDAP

- SDIP

- CONSUB Pay

- Aviation Pay

- AIP

- SRB Pay

Gain/Loss

- PG
- TG
- PL
- EDLN

NEC

- SelectingAnysearches all 15 personnel NEC positions for either, both, or all
NEC(s) entered
- SelectinAllsearches all 15 personnel NEC positions for all NEC(s) entered

DNEC

- SelectingAnysearches both personnel DNEC positions for either or both DNEC(S)
entered
- SelectinAllsearches both personnel DNEC positions for all DNEC(s) entered

DNRC
- Each field searctsethat specific data element only
Actual Rating

- HoldCtrlkey to select multiple noitontiguouscommunities
- Hold theShiftkey while making multiple contiguous community selections

Assigned Rating

- HoldCtrlkey to select multiple noftontiguousratings
- Hold theShiftkey while making multiple contiguous rating selections

Deployability Category (DCAT)
Gender

-  Male
-  Female
- Both

Service Component

- Active
- FTS
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- Both
1 Enlisted Management Community (EMC)

- HoldCitrlkey to select multiple norcontiguousEMC(s)
- Hold theShiftkey while making multiple contiguous EMC selections

1 Accounting Category Code (ACC)
1 PRD

- If aFROMandTOdate are entered, selectingclude Blank PRDll return all
PRD(s) within the designated range as well as all blank PRD(s) meeting the search
criteria
- Leaving th&eROMandTOfields blank and selectingclude Blank PRD«l!
return only blanks PRD(s)
- Leaving th&=ROMrield blank and entering @Odate will return all PRD(S) prior to
the TOdate including expired PRD(S)

1 EDLN

- Leaving the=ROMrield blank and entering @Odate will return all EDLN(S) prior
to the TOdate including expired EDLN(S)

1 EAQOS

- Leaving th&cROMrield blank and entering @Odate will return all EAOS(s) prior
to the TOdate including expired EAOS(Ss)

1 SEAOS

- Leaving th&=ROMrield blank and entering @aOdate will return all SEAOS(S) prior
to the TOdate including expired SEAOS(Ss)

1 EDLN Reason

- Searching for EDLN Reason code of PFR (Prospective Fleet Reservist) will return alll
alignments where the member has either a pending orryed fleet reserve
request. Pending fleet reserve requests will have an EDLN Reason code of PFR
and the EDLN date reflecting the requested date. Approved fleet reserve requests
have an EDLN Reason code indicating the 30 year retirement date for the
member, in an abbreviated format, and an EDLN date displaying the approved
fleet reserve date.

- The abbreviated date format for an approved fleet reserve requestis YYM, where
month is an alphanumeric digit 19 for January through September, O for
October, J foNovember and B for December.

- Itis not possible to precisely identify personnel with an approved fleet reserve
request in an alignment search. However, usingan EDLN Reason code of PFR in
the alignment search can be used to identify a list of personimélarequested
or approved fleet reserve request; manual inspection of the listed individuals
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EDLN Reason code will be required to determine who is ultimately approved for
fleet reserve.

1 CWay Status
1 Actual Pay Grade
1 Assigned Pay Grade

1.3 Saving a Search
1 Peirform a search using either basic or advanced criteria as outlined in section 1
BasicSearclor section 2Advanced Searglabove
1 SelectSAVE SEARBHtoN.
1 Inthe popup box, enter a Saved Search name.

- Optionally, set the saved search as the default search using the checkbox

1 SelectSAVE
1 SelectOKverifying that the search was saved successfully.

1.4 Restoringa Saved Search
1 From theSaved Searafiropdown box, select the desidesaved search.
1 Select theRESTOREEARCHBLtton

1.5 Default Search

A previously saved search can be set as the default search where each time the Alignment Search page is
accessed; the default search will automatically load. This function is particularlyl ésetisers that

perform the same search frequently. Setting the default search can be performed in two ways. First,

while saving a search select the checkboxSet as DefaultAlternately, for a previously saved search:

1 Select theSET DEFAUNLTtton
1 From the dropdown, select the desired saved search

1 SelectSAVE

1.6 Delete a Saved Search
From theSaved Searatfropdown boxselect the desired saved search to delete.

1

1 Select theDELETE SEARMLiton

1 SelectYESo confirm deletion.

1 SelectOKverifying that the sarch wasdeletedsuccessfully.
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2 Prospective Gain/Projected Loss Report (PG/PL)

The PG/PL Reporigplays all prospective gains amd projected losses from the activityAn initial
alignment search must be performed in order to navigate to B&'PL Rept.

1 Perform a search using either basic or advanced criteria as outlined in séction
Basic Searcbr sectionl.2 Advanced Searglabove

- Selecting either the PG or Bearch criterion from thé&ersonnel Optional Criteria
sectiondoesNOTnavigate to thePG/PL Reportt merely refinegAlignment
Search Results Detaitsjust the selected gain or loss alignments.

1 To navigate to the PG/PL Report, in tkleggnment Searchd®ult Detailsection,
Personnel Dataection, select any PL or PG date hyperlink.

- Selecting the PG or PL summary number hyperlink fromigtvity Summary
Resultdable doefNOTnavigate to thePG/PL Repofliut instead, further refines
the Alignment Searth Result Detailt® display alignments with PLs or PGs.

2.1 PG/PL Report Detalil

Sorted by department and division based upon the BSC organizational hierarchy

The PG/PL Report is separated into two sections:

9 Projected Loss (left hand side)
- Identifies billet, igned incumbent, and loss information
1 Prospective Gain (right hand side)

- Identifies PG and estimated arrival date

If more than 1 UIC was initially searched, theC Viewinglropdown in the upper left hand corner
permits selecting other UICs for viewing.

Vacant billets/positions with no identified PG will not be displayed on the PG/PL Report.

All PG/PL Report table results are exportable to Excel.

2.1.1 ProjectedLoss Section
T MRT

- Displays the MRT of the billet/position
1 BSC

- Displays the BSC of the billet/position
1 Rate (billet)

- Displays the Rate and pay grade of the billet/position
1 PNEC (billet)

- Displays the primary NEC of the billet/position
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=

SNEC (billet)
- Displaysthe secondary NEC of the billet/position
1 Name
- Displays the name of the aligned incumbent PL, if actwnt
1 Rate
- Displays the rating and pay grade of the aligned incumbent PL, if not vacant
1 Loss Date

- Displays the loss date of the aligned incumbent PL. Loss date is determined by
either the PRD, PCS orders, or EDLN date

1 Loss Reason
- Displays loss reasons afteer PRD, orders, or EDLN for the aligned incumbent PL
f Gap

- Displays the billet gap in manning based upon the loss date of any aligned
incumbent PL and the EDA of the PG
o If the billetis vacant, the loss date uses the current date
o If thereis no identifie®G the gap will be TBD.

2.1.2 Prospective Gain Section
1 Name of gain
1 Rate of gain
1 Estimated Arrival Date (EDA) of gain

2.2 Prospective Gain Alignment Projections

Alignments viewed in a future projection period using THME PERIO&earch criterion in the

Alignment StatusOptional Criteriasection will display PG members who are projected to be onboard the
activity at that time aligned to the appropriate billet/position. These alignments beagasily identified

by the member's onboard Accounting Category Code (Alplayng as the projection month (for
example P8) vice tleactual ACC.
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3 Gapped NEC Report

TheGapped NEC Repdtisplays all NEC requirements that have not been satisfied by an alignment or
that are attached to a vacant billet

9 Perform a search usirgther basic or advanced criteria as outlined in sectidn
Basic Searcbr sectionl.2 Advanced Searglabove

- Selecting Gapped NEC(s) criterion fromAtignment Statisoptional search
criteria section does not navigate to ti@&apped NEC Repolt.merely refines
Alignment Search Results Detadgust the gapped NEC alignments.

1 Select the Gapped NEC Summary Number hyperlink from eithexdtnaty
Summary Results the Alignment Summary Results

- From theActivity Summary Resultthe hyperlink will display Gapped NECs for
the entire activity

- From theAlignment Summary Resulthe hyperlink will display Gapped NECs for
the Activity including any additional optionaarch criteria entered

1 TheGapped NEC Repathows each gapped occurrence in NEC order, lists whether
the NEC is considered critical and/or floating for the activity, shows any onboard
member who is bridging that NEC as well as any prospective gain wioeaiigned
to the billet requiring that NEC.

3.1 View Bridged NECs

Some alignments do not satisfy all the NEC requirements on a billet (less than a perfect match, so not

v2! M0 2NJ 0KS oAttSia YlIed 0SS OFOFyid hiKSNI 2yo62l NR
requirements if they hold the NEC in their inventory, are DNECd to the NEC, and are not using that DNEC

in their current alignment.

TheBridged NEC Repad#d alternate view #1 of th&apped NEC Repoitlot all Gapped NECs will be
bridged; however, all briged NECs are considered gapped.

1 Perform a search using either basic or advanced criteria as outlined in séction
BasicSearclor sectionl.2 Advanced Searctabove

- SekctingBridgedNEC(s) from th@lignment Statusptional search criteria
section does not navigate to th@apped NEC Repolt merely refineg\lignment
Search Results Detaitsjust thebridgedNEC alignments.

1 Select theBridgedNEC Summary Number hypaH from either theActivity
Summary Resultsr the Alignment Summary Results

- From theActivity Summary Resultthe hyperlink will displaBridgedNECs for
the entire activity

- From theAlignment Summary Resulthe hyperlink will display Bridged NECs for
the Activity including any additional optional search criteria entered
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1 TheGapped NEC Repdsdlternate view #1shows each bridgedccurrence in NEC
order, lists whether the NEC is considered criteaad/or floating for the activity,
showsall onboard nemberswhoare bridging that NEC as well as any prospective
gain who will be aligned to the billeihce reporting onboard the activity

9! YSY0SNIOFIYy OoNAR3IS | YFEAYdzy 2F (62 b9/ G
NEC. Thisis a limitation because bridgatguires a DNEC and the system currently
Fft26a 2yfe& H 5b9/ Qa LISNI YSYOSN®

A Bridged NEC resulting from a vacant billet wilbt suppress the generation of a requisition for that
billet.

3.2 View Filled Floating NEC

A Floating NEC is a Navy Enlisted Classtfict@IEC) requirement appearing on a billet/position but

which is an activity skill requirement rather than a requirement for a specific billet/position (i.e. SAR
Swimmer; Sub Diver). A Floating NEC is considered as a separate skill independent of tbe Wwhieh
AGQa Fddl OKSR®

The billet/position to which the Floating NEC is attached can be aligned, even at a QoAl level, and still
have the Floating NEC be gapped.

When a Floating NEC is filled, it may or may not be with the onboard member who is abgihed
billet/position requirement.

TheFloating NEC Repa#d alternate view  of the Gapped NEC Report

1 Perform a search using either basic or advanced criteria as outlined in séction
91 BasicSearclor secion1.2 Advanced Searctabove

- Selectindg-loatingNEC(s) from thalignment Statu®ptional search criteria
section does not navigate to theapped NEC Repolt merely refined\lignment
Search Results Detaitsjust thefloatingNEC alignments.

1 Select theFloatingNEC Summary Number hyperlink from either tivity
Summary Resultr theAlignment Summary Resutisa St SOG Ay 3 aCAff SR
displays only the Floating NECs that are filled)

- From theActivity Smmmary Resultghe hyperlink will displagll FloatingNECs for
the entire activity

- From theAlignment Summary Resultie hyperlink will displakloatingNECs for
the Activity including any additional optional search criteria entered

1 TheGapped NEC Reqddalternate view #2shows eactiloatingoccurrence in NEC
order, lists whether the NEC is considered critical or floating for the activity, shows
all onboard members who are bridgita bridged Floating NEC is considered filled)
that NEC as well as angospective gain who will be aligned to the biltetce
reporting onboard the activity
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4 Female at Sea Reporting

alyyAy3a GKS FtSSG gA0GK | RSljdzZ §S LISNR2yySt (2 002Y
task; adding complexity to this task is the magement of berthing by gender on our sea going ships and
commands who may embark on those ships. MNA functionality has provided a series of reports and

tables to help better manage this balance. Since the Activity Manpower Document (AMD) does not

distinguish billets by gender, these reports are the primary method to ensure all participants in enlisted
distribution have complete clarity on the factors that control female assignments, namely berthing

authorized by gender, berthing available for assignmectioa by gender and population of the crew by

gender and seniority.

All female berthing limited activities report their berthing capacity by gender to NAVPERSCOM via their
respective TYCOM and Fleet Readiness lategFleet (USFFC and COMPACFIThjs mformation is

used in conjunction with current and projected activity female inventory during the distribution process
to ensure female berthing capacities are not exceeded.

MNA provides several reports to be used by NAVPERSCOM and fleet activitiesage rtian current

FYR LINP2SOGSR FSYIES Ay@SyiG2NEB RdNAYy3I | YSYO6SNDRa |
4.1 Female Distribution at Sea Report

This report provides female inventory counts from the current month through P15 including any
embarked activities, berthing authorizedefthing available, and female inventory and percentages. All
percentages and Total counts are calculated at the beginning of the Loss Projection Window (LPW) to
accommodate the distribution process.

Only those activities that have been designated by theWoy Ay { KA LA /[ 22 NRAYF G2 NJ |
' @ AfLFOoAEAGRE I NB aSIFENDKFEofS 2y GKAA NBLRNI® LT (K
on this report,notify the respective TYCOM and FRI and the FRtamithctthe PER&8013 Women in

Shps Coordinator.

Navigate to theReportstab and select thé-emale Distribution at Sea Report

All search criteria for this report are optional. If no criteria are selected, the report will return results for
FEf FdziK2NAT SR | Ol ARGAGSRYS &t SR SIa@ Iyt FISARE AM(a@ ¢4 [ AZYNIGISK S
reduce the results, select any of the following search criteria:

1 UIC or Command Name

- This data field will autgpopulate as the user types. Multiple UIC(s) can be added
as desired

1 Platform Type

- This daa field will autepopulate as the user types. Multiple Platform Types can
be added as desired (note: this search will return only those units in the platform
type to which the user has access.)

1 ATC
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- This data field will autgoopulate as the user types. Miyble ATC(s) can be added
as desireqnote: this search will return only those units in tA& Cto which the
user has access.)

1 OPC
- This data field will accept only one Operational Platform Code
I Time Period

- The defaultis current month through P15. Contigaquiojection months can be
selected by holding down th8HIFkey. Norcontiguous months use th@trl
key.

T CPO Bunks

- If searching multiple activities, the results can be limited to those that have
available CPO berthing, no available CPO berthing or both

- This criterion can also limit the result by either the host or embarked activity

- Defaultis ALL

1 EZXE6 Bunks

- If searching multiple activities, the results can be limited to those that have
available E‘E6 berthing, no available 6 berthing or both

- This citerion can also limit the result by either the host or embarked activity

- Defaultis ALL

4.1.1 FemaleDistribution at Sea Report Results
TheFemale Distribution at Sea Repdisplays the results in a table with activity identification, bunk
authorization and ®ailability numbers, and female inventory projections for the selected activities.

1 UIC

- Displays UIC of search activities. Embarked activities will be displayed directly
beneath the host activity and the row color slightly different.

1 Command Name
- Displayshe short name of the activity
T MCA

- Displays the owning Manning Control Authority (MCX GCé F2NJ Cf SSi
COMPACFUT YR &. ¢ F2NJ . ! tow{

T Hull
- Displays the type of platform for the activity
1 Bunks Authorized

- Displays the female berthing authorizatiar the activity separated by CPO and
E1 thru E6 for both the host and embarked activity. The embarked activity Bunks
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Authorized number is the count of female berthing units onboard the host
activity set aside specifically for embarked activities.

i Bunks Avaable

- Displays the number of female berthing units available at the beginning of the
LPW taking into consideration Prospective Gains (PG) (and Tentative Gains (TG))
and Projected Losses (PL).

- The Bunks Available count does not represent the number ohfermembers
that can arrive during this projection period. To determine the number of females
that can be distributed during a specific projection period, refer to4tFemale
Assignment Options Report

o Allfemale berthing units identified by this calculation are not necessarily
available because previous distribution actions affecting future months
have not been taken into account

1 Time Period, Current thru P15

- Displays the calculated female inventory for the selected Time Period separated
by CPO, E1 thru E6 and PACT Sailors for host activity defined by Active Duty (AC)
and Full Time Support (FTS) and a combination of AC/FTS sailors from Embarked
Activities

- Total numbes for all embarked activities are shown in the host ship line under
EMB however, each individual unit assigned will be listed under the appropriate
ACor FTSheader.

- Projection Time Periods take into consideration gains and losses but do not
account forTentative Gains (TG)

1 Total Female Inventory

- Displays the total female inventory calculated at the beginning of the LPW
separated by CPO, E1 thru E6 and PACT for host and embarked activity.

- Tentative Gains (TG) are displayed separately from the combingeqbed and
PG inventory counts

1 Percent of Female Inventory

- Displays the percentage of females in either CPO or PACT against the total
projected female inventory at the beginning of the LPW for host and embarked
activity. The inventory projection takes intonsideration gains, losses and TG(s).

- Only CPO and PACT percentages are tracked per USFF/COMPACFLT direction.

1 M/F Ratio

- Displays the total projected enlisted male and female inventory and the
percentage of total enlisted inventory that is female sepadaby CPO, E1 thru E6
and entire activity.

- Embarked activities are listed on their own data row

- Inventory projections take into consideration gains, losses and TG(S)
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activities. Note that total embarked information is not included in the ship totals, but is totaled under
the embarked header.

Search Save/Restore/Delete capability is available oFdale Distribution at Sea Repdreferto
sectionl.3Saving a Search

All Female Distribution at Sea Repdable results can be exported to Excel.

4.2 Female Assignment Options ReporgT)

TheFemale Assignment Optiomeport displays tie quantity of female berthing available for distribution
actonatad [ A YA G SR CSYladtiity. Ih $omé dadesy this dumbréwill differ from actual
calculations of female inventory as compared to Bunks Authorized as it takes into accouauprevi
distribution actions that affect future projection months.

Distribution managers use this report to ensure the female berthing capacity of the activity is not

exceeded. Additionally, this report data is used to drive Wiemen in Ships Application Gefior Sailors

and Command Career Counselors (CCC) as well &gaireen in Ships Selection Gdte Detailers, also
AYRAOFGAY3 2y (GKS NBljdAaAlGAZ2Y 6KSGKSNI 2N y20 | af A
berthing. When viewing the requigin via theActive Jobs Summapage, certain authorized users will

be able to view this report by selecting tfieemale Berthing Availabiedicatorhyperlink for requisitions

atd [ AYAGSR CSYIFtS 1 @rAtroAftAdGeed | OGAGAGASE

To access the report, navigate thie Reportstab, Female Assignment Optiomgption.

>+

gttt ONRUOSNAREF IINB 2LWGA2YyIET RSTlLdzf Ga oAff

' @ Af oAt AGEE FTOUADBAGASE SAOKAY GKS dza SNI
1 Enter desiredictivity Name or UIC
1 Select eitheteadershigE7 thru E9) oNon-LeadershigE1 thru E6) bunk data

- Defaultis All
M SelectTime Period

- The default is current month through P12. Contiguous projection months can be
selected by holding down theHIFkey. Norcontiguous months use th@trl
key.

I Select theSEARCbBuUtton

4.2.1 Female Assignment Options Report Results
TheFemale Assignment Optiomeport resultstable has two presentation formats depending on the
selection of Leadership/Nebeadership or All bunks.

1 Leadership/Nor_eadershig each activity row displays eithargt CPO or EE6
availability data

1 All-each activity row displays CPO;E3 and All availability data, which is a total of
CPO and EEG6 availability information

1 UIC
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1 Command Name
1 Projection Period

- Displays the quantity of female berthing available ftdbution action

- To ensure that the female berthing capacity is not exceeded, each month of the
Female Assignment Optionsport calculates the number of available bunks with
consideration for the arrival of female sailors in future months. ¢aleulaton
used to determine the number of female sailors that can be distributed to an
activity in a projection period compares the number of female bunks available in
a projection period to the number of bunks available in the next projection period

- No projectbn month can have a number larger than the next higher projection
month regardless of whether or not the actual calculation was higher. The
resulting table will show the projection period furthest in the future as having the
most female bunks available witeach sooner projection period having equal to
or less than the next projection month.

- Initial job postings and PCS orders in a working status will decrement this report
using the current date as the projected estimated date of arrival.

1 The user has thability to Export thé=emale Assignment Optioneport results
4.3 Female CPO Manning Gaps Report (T)

TheFemale CPO Manning Gapgport is a combination of four suteports identifying female leadership
FaaA3dyyYSyd AadadsSa |0 a[MIVMIILBR CENYXBSR OCIYH 03t AdARE
junior enlisted members (EE6) assigned are required to have at least one female CPO onboard in a

leadership position. These reports identify those activities where female leadership manning

deficiencies are or will occur within the Loss Projection Window (LPW) as well as indicating female CPO

gains, potential assignment opportunities aad] A YA i SR CS Y ladtiities!th@tlarde atlcapdcityA G & €

for female assignments based on berthing availability.

This report is primarily used by PE&RBduring the orders negotiation process to help steer potential
PCS candidates towards critical assignment opportunities.

Export capability is available to export all subports in Excel format.

4.3.1 Missing Female Leadeship with No PG Report

This report identifiest [ A YA 0 SR C S Y ladtivities 'th@tihdvé ro emndleAQP®(8) currently

onboard and are not projected to have any female CPO gains during the LPW. Activities on this report
are of the highest priority toeceive female CPO(s) and in some cases female CPO(s) may be redirected
to these activities as a result of a manning action separate from the normal distribution process.

The report provides basic information about each activity:

1 UIC

9 Activity name

1 Female links authorized

1 Vacant CPO billets, via expandable row
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- Rating and pay grade of available requisitions at the activity
- PERS&O will strive to identify female CPO members in these communities for
potential distribution action to these activities

4.3.2 Missing Femde Leadership with PG Report

This report identifiest [ A YA 1 SR C S Y ladtivities 'th@tihadvé rio emndleAAPO(s) currently
onboard but are projected to gain a female CPO(s) at some point during the LPW. Activities on this
report are also critical Hunormal distribution processes may be sufficient to solve the female leadership
manning issue without the need for a separate manning action.

The report provides basic information about each activity:

1 UlC
1 Activity name
1 Monthsto Next PG

- Calculates the nufrer of months between the current date and the date in which
the next female CPO is to be gained to the activity
- Hyperlink navigates to theG/PL Repofor the activity

1 Community
- ldentifies the Rating and Pay grade of the next female CPO gain
1 WIS Ratio

- Raio of female inventory at the time of the next female gain to the number of
available female bunks

==

Vacant CPO billets, via expandable row

- Rating and pay grade of available requisitions at the activity

- PERS&O0 will strive to identify female CPO membershese communities for
potential distribution action to these activities

4.3.3 Projected Missing Female Leadership Report
This report identifiest [ A YA G SR C S Y ladtivities lthg@tlcurréntlychave flerdade <CPO(s) assigned
onboard but are projected to have female leadership gap at the beginning of the LPW.

1 UlC
1 Activity name
 Monthsto Last PL

- Calculates the number of months between the current date and the date in which
the last female CPO is to bransferredfrom the activity

- Hyperlink navigates to theG/PL Repoffor the activity
1 Bunks Authorized at Last PL
- Displays the number of available female bunks at the time the last female CPO is
transferred from the activity
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1 Vacant CPO billets, via expandable row

- Rating and pay grade of available requisitionthatactivity
- PERS&O will strive to identify female CPO members in these communities for
potential distribution action to these activities

4.3.4 Vacant Communities Report

This report displays communities with CPO requisitiond ftA YA G SR CS Y ladivlliesthgil A £ | 0 A f A
are projected to not have female CPO(s) onboard at the beginning of the LPW. Should there be any

female CPO(s) actively negotiating PCS orders from any of these communities}ORER & view the
YSYoSNDA OANDdzYyad ! ytienSactiont Bhilldepdg & étanded $ beRargaiak Midwoodiz

available requisitions for potential female CPO distribution.

4.3.5 At Capacity Report

This report identifiesx [ A YA G SR C S Y ladtidties lth@thavé reaitied ot éxeeéded their female
CPO bertimg capacity as projected at the beginning of the LPW. Female CPO projected gains and those
with working orders are included in this projection.

4.4 Women in Ships Application Gate

For all user roles that can submit an application on behalf of a female 94N, is designed to review

FLILX AOFGA2y&a G2 G[AYAGSR CSYIfS ! @rAfroAfAdGes | OGA
available, reject the application. This process is intended to prevent exceeding the female berthing

capacity of the activity.

The ser will receive an alert to contact the appropriate PER®etailer for additional guidancehen
trying to submit the application that activates this gate. An application that was rejected does not count
F3rAyad GKS {IFAf2NRA | LILIX AOFGA2Y KAAG2NRO

TheWomen in ShipsApplication Gatewill reject an application in the following circumstances:

1 Reject all female job applicationsif the number ofEAfemales that can be
RAAGNAOdzGSR (2 AG[AYAUGUSR CSYFES ! @FAfl 0AT )
baseal on the information contained on thieemale Assignment Optionesport

- Rejects all female job applications if there are no female bunks available
regardless of pay grade

1 Reject only EE9 female job applications if the number ofEQ females that can be
dAAONROGdzGSR (G2 AG[AYAGSR CSYFES ! @At oA
ofEF9d FSYIFfSa G4KIFIG OFy 6S RA&AGNAOGdzG SR
equal to or less than zero, based on the information contained orrtreale
Assigment Optiongeport

f A
2

Rejects only female CPO(s) job applications when there are no female CPO bunks
available however; there are E6 female bunks available

1 Reject only EE6 female job applications if the number ofEQ females that can be

distributedtod [ A YAGSR CSYFfS ! @At oAftAGERE | OQUACL
ofEl9c FSYI fSa GKIG Oy 0SS RA&AGNAROMzGSR G2
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equal to or less than zero, based on the information contained orrdreale
Assignment Optionseport

- Rejects only female EA6 job applications when there are no femaleBEglbunks
available however; there are CPO female bunks available

4.5 Womenin Ships Selection GatgT)

5dz2NAy3a GKS ab! {FAf2NI I LILIX AOCIF GA2Yy imiiéd Feindle FSYI S o685
G At oAtAGRE | OGABAGASAT K2SOSNE (GKS ydzYoSNI 2F 7
available for any given activity. During the selection process, the system keeps track of berth availability,

and assignment of berthing isa@ first comefirst served basis. At some point a Detailer may be

prevented from selecting a female Sailor because previous selections for jobs at the same activity have
reduced available berthing to zero.

When this occurs, the Detailer will be presentad alert notifying them that there is no longer female
berthing available. The alert will inform the Detailer whether or not there is any female berthing coming
available in the near future. The Women in Ships (WIS) Coordinator has the ability to otligidate

based on policy and if so done, the Detailer will be given the option to cancel or proceed with the
application.

4.5.1 Women in Ships Selection Gate Bypass

'd GAYSaz GKS RSOA&aA2Y YI& 060S YIRS (2 O2yGAydsS Iy
A At oAfAGRE | OGAGAGE S@SY (K2dAK GKS FTSYFES 0SNIK
made by the activity to provide adequate berthing independent of the female berthing authorization.

When this decision has been made the Women in Ships @4d8jdinator can bypass the selection gate

to allow the Detailer to complete the PCS order writing process. This gate bypass is performed at the job

level and only affects a specific requisition. To accompligfoeen in Ships Selection Gabgpass,
perform the following:

Using theNIS Coordinatorole, navigate to thédobstab, Jobs Searcbption
Perform a Jobs search to locate the desired requisition

From the desired requisition, select tetivity Namehyperlink

On theActive Job Detapage, select th&#PDATE JOB COMMHENTton

On theJob Comment Updateage, select the checkbox fBypass WIS Gatmder
the Application Gatesection

= —4 —a —a 9

- If the gate is being bypassed for a specific member, the requisition can be
reserved for that member by entering their mee into theLAST NAME OR DODID
FOR RESERVATIX below the gate bypass

- At this point, additional distribution comments can be added to explain the
reason for the bypass. These comments are only viewable to-fERSsonnel.

=

Select thedJPDATIButton to save the bypass action and any added comments
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5 Determining SpecificBA

1S 2N L AfESia 1dZdiK2NAT SR FNB o0AftSi NBIAdANBYSyY(a
that have been funded by the owning resource sponsor. BA can be determined attiigyeby rating,

pay grade, or NEC. This particular metric is derived independently of the personnel inventory for the

same grouping. This means that searching from a billet perspective usimjllgt#Position Optional

Criteriawill not necessarily ragt in viewing the entire sailor inventory for the same billet grouping.

When doing alignment search projections, the billet structure displayed for any projection month is the

billet structure as it is at the beginning of the Loss Projection Window (LPhé).is due to the fact that

the enlisted requisition process uses the billet structure at the beginning of the LPW as the distribution

demand signal so any alignment projection uses the same requirement to stabilize the alignment views
across the projecdbn period.

5.1 BA by Activity

1 Perform a search using either basic or advanced criteria as outlirsstiionl.1
BasicSearclor section 1.2Advanced Searglabove

1 BA for e entire activity is displayed in thectivity Summary Resulizble under
BILLET@®BA)¢ REQUIREMENG&uUmN.

9 Caution BA totals from théAlignment Summary ResutebleunderBILLETS (BA)
REQUIREMENIRSludesoptional search criteria that may have éeadded to the
initial search

1 Select the Summary Number hyperlink ILLET@BA) REQUIREMEN{DBSriew the
individual alignments to this BA.

5.2 BA by Rating
1 Initiatea search using advanced criteria as outlined in sedi@dvanced Search
above.
9 Select the desired rating from tHgillet/Position Optional Criterisection.

- Additional optional criteria can be added as desired.

SelectSEARCH

BA for theratingis listed in theAlignment Summary ResutebleunderBILLETS (BA)

¢ REQUIREMEN@&uUmMnN.

1 Caution BA totals from thé\ctivity Summary Resultable undeBILLETEBA)-
REQUIREMENG@umn displays BA for the whole activity only and does not include
any optional search criteria such as rating.

1 Select the Sumary Number hyperlink faBILLETS (BAREQUIREMENIDSview the

individual alignments to this BA.

- CautionBILLETS (BRERSONNELan inventory count of personnel aligned to
this BA only. There may also be personnel of this rating aligned to BA dfexnot
rating (i.e. DRATH)o not use this inventory number for an inventenBA
analysisTo perform analysis of total BA and inventory for a specific search

= =4
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grouping regardless of alignment, utilize thetivityor Pay Grade Summarization
searches coverkin sectiorn/ BA to Inventory Analysis

5.3 BA by Pay Grade
1 Initiate a search using advanced criteria as outlined in sedtidAdvanced Search
above
9 Select he desiredray graddrom the Billet/Position Optional Criterisection.

- Additional optional criteria can be added as desired.

SelectSEARCH

BA for thepay grades listed in theAlignment Summary ResutableunderBILLETS
(BA)¢ REQUIREMENG&@umn.

9 Caution: BA totals from thé\ctivity Summary ResultsderBILLETS (BA)
REQUIREMENdiSplays BA for the whole activity only and does not include any
optional search criteria such as pay grade.

Select the Summary Number hyperlink BILLETS (BAREQUIREENT $o0 view the
individual alignments to this BA.

- CautionBILLETS (BAPERSONNE _an inventory count of personnel aligned to
thisBA only. There may also be personnel of fag gradealigned to BA of
another pay grade (i.e. Pay grade sub) notuse this inventory number for an
inventoryto-BA analysisTo perform analysis of total BA and inventory for a
specific search grouping regardless of alignment, utilizé\tttevityor Pay Grade
Summarizatiorsearches covered in secti@rBA to Inventory Analysis

5.4 BA by NEC

1 Initiate a search using advanced criteria as outlined in sedtibAdvanced Search
above

1 Select the desireBlECrom theBillet/PositionOptional Criterigection.

E

=

- Additional optional criteria can be added as desired.

SelectSEARCH

BA for theNEGs listed in theAlignment Summary ResutebleunderBILLETS (BA)

REQUIREMENG&umn.

1 Caution BA totals from théActivity Summary ResultsmderBILLETS (BA)
REQUIREMENdiSplays BA for the whole activity only and does not include any
optional search criteria such as NEC.

1 Select the Summary Number hyperlink BILLETS (BAREQUIREMENiGSriew the

individual alignmentsftheseNECs

- Cauion:BILLETS (BAPERSONNE_an inventory count of personnel aligned to
thesebillet NEC requirementsnly. There may also be personnel with these NECs
aligned tobilletswith other NEC<Do not use this inventory number for an
inventory-to-BA analys. To perform analysis of total BA and inventory for a

= —a
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specific search grouping regardless of alignment, utilizé\tttevityor Pay Grade
Summarizatiorsearches covered in secti@rBA to Inventory Analysis
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6 Determining Specific Inventory

Personnel inventorgan be determined at the activityy rating, pay gradeor NECThis particular metric
is derived independently of thBAfor the same groupingThis means that searching from a billet
perspectiv using thePersonnel Optional Criteriaill not necessarily result in viewing the entire billet
inventory for the same personnel grouping.

6.1 Inventory by Activity

|l

|l

Perform a search using either basic or advanced criteria as outlirsstiionl.1
BasicSearclor section 1.2Advanced Searglabove

Inventory for the entire activity is listed in thectivity Summary Resuligble under
CURRENT ONBOARDis inventory numbencludes all assigned and aligned
onboard personnel except ACC 400 personnel.

TheCURRENT ONBOAREZNtory count does not reflect the counts f6AD
OnboardandADDU Onboardr TAD AwayandADDU AwayThese numbers will
need to be added/subtracted to theJRRENT ONBOARB#Nt to obtain a total
count of all physically onboard members for muster or command diary purposes.
Caution Inventory totals from thé\lignment Summary Resutebleunder
PERSONNIE@lumnincludesoptional search criteria that was addéalthe initial
search.

Alignment Summary Resut®ERSONNHiventory numbers include all aligned onboard personnel

including AC@&00

1 Select the Summary Number hyperlink @dRRENT ONBOAtBDiew the

individual alignments of these personnel.

6.2 Inventory by Rating

)l

Initiate a search using advanced criteria as outlined in sectidddvanced Search
above.

1 Select the desired rating from tHeersonnel Optional Critersection

- Additional optional criteria can be aéd as desired.

SelectSEARCH

Inventory for the ratingis listed in th&lignment Summary Resuttble and is the
summation of all inventories appearing under ARERSONNE&lumn.

Select any of the summary number hyperlinks underRER SONNEQlumn toview
the individual alignments of these personnel.

- CautionBILLETS (BAREQUIREMENIBS billet count of requirements aligned
to this specific inventory only. There may also be billets of this rating aligned to
inventory of another ratingdo not use hisBAnumber for an inventorsto-BA
analysisTo perform analysis of total BA and inventory for a specific search
grouping regardless of alignment, utilize thetivityor Pay Grade Summarization
searches covered in secti@BA to Inventory Analysis
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6.3 Inventory by Pay Grade
1 Initiatea search using advanced criteria as outlined in sectigdvanced Search

above.
1 Select the desired pay grade from tRersonneDptional Criterissection

- Additional optional criteria can be added as desired.

SelectSEARCH

Inventory for thepay gradas listed irthe Alignment Summary Resuteble and is
the summation of all inventories appearing under PERSONNE&lumn.

1 Selet any of the Summary Number hyperlinks under B ERSONNE&Iumn to
view the individual alignments of these personnel.

- CautionBILLETS (BAREQUIREMENIBS billet count of requirements aligned
to this specific inventory only. There may also be tsltd this pay grade aligned
to inventory of another pagrade.Do not use this BA number for an inventery
to-BA analysisTo perform analysis of total BA and inventory for a specific search
grouping regardless of alignment, utilize thetivityor Pay Grde Summarization
searches covered in secti@BA to Inventory Analysis

6.4 Inventory by NEC
1 Initiatea search using advanced criteria as outlined in seci@Advanced Search
above.
1 Select the desired NEC from tRersonnel Optional Critergection

= —A

- Additional optional criteria can be added as desired.

SelectSEARCH

Inventory for theNEGs listed in theAlignment Summary Resuttble and is the
summation ofall inventories appearing under ttRERSONNE&lumn.

1 Select any of the Summary Number hyperlinks undeRERSONNE&Qlumn to
view the individual alignments of these personnel.

- Caution BILLETS (BAREQUIREMENIBS billet count of requirements aligd
to this specificNEQonly. There may also be billets of this NEC aligned to inventory
of another NEC. Do not use this BA number foinaentoryto-BA analysisTo
perform analysis of total BA and inventory for a specific search grouping
regardless of Bgnment, utilize theéActivityor Pay Grade Summarizatisearches
covered in sectio BA to Inventory Analysis

= =4
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7 BAto Inventory Analysis

When conducting a search for BA as outlined in section Bulmmary inventory numbers displayed are
for that specific BA search grouping only and do not include the inventory that may be aligned to other
BA (either by rating and/or pay grade). This can cause conflicts when attempting ttodb BA to

inventory andysis.

Performing one of the two search methods listed below will ensure that the summary numbers for BA,
inventory and refillable excess positions account for the entire search population regardless of
alignment.

7.1 Activity Summary Search

This search issummary of BA, inventory and refillable excess positions by rating, current day through a
15-month projection period. This display can be used to perform detail¢al-1 BA to inventory

analysis.

1 Open browser and enter URIttps://mynavyassignment.navy.mihna/Index.action
and login.

9 If default userrole is not BBDrole, navigate taHOMEtab and change role to a BBD

user role.

Navigate to theALIGNMENi&ab and selecACTIVITY SUMMARIZAToPHoON.

1 IntheUIC oiCOMMAND NAMEOX, enter the desired UIC(s).

- Thisfield iSIANDATORY
- The UIC/Activity name field will airqmopulate as the user enters data.
- Multiple UICs can be added individually.
- LF Fy a!'[[ 'L/€é& aSINOK A& RS&ANBR
0 ¢CKS a!'[[ 'L/ €& 2LIKARNPBIGANYE | X YA
Area of Responsibility (AOR)
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1 Select the desired UIC/Activity name from the jp@pulated list.
1 Select theADDbutton.

- Additional optional search criteria can be added at this point, if desired, from:

o Optional Input sedbn

1 Toinitiate the search, select trf#=EARCButton.

- 4! [[ YL/ & aSINOKSa gAtf GF1S atAaakite f:
1 Activity Summarizatiosearch results are presented as expandable rows by Activity

(if more than one searched).

- ldentifying activity levedlata is presented in each activity row

- LF LISNF2NNAY3A Yy a!'[[ 'L/¢é& aSIkNOKI GKS F

but will be summarized for all activities searched.

9 First level row expansion presents current day (PO) throughmdith projection

period (P15) summary Activity data for:
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- Billets Authorized (BA)
o BA displayed on thactivity Summarizatiors the actual BA for current
day or any projection month. This differs from the Alignment Search
projections where BA projections are always at tleginning of the LPW.
- Refillable Excess Positions (REP)
- By default, Inventory (INV), coudbesinclude ACC 400, ADDU (To and From) and
TAD Onboard personnel.
0 To exclude any of these personnel categories from the results, select the
appropriate criteria fom the Exclude Personnel section of the Optional
Input section.
o Excluding any of these categories of personnel has no effect on the BA or
REP counts.

Unlike the Alignment Summary Resulsble, the BA,REP, and INV counts are independent of
alignments andwill represent the entire count for that searched grouping

1 Second level row expansion presents detailed Activity data by Ratifif$0

- Only those Ratings represented onboard the Activity will be displayed (or as
limited by optional search criteria)
- Allsummary number counts are presented as hyperlinks that will display
representative alignment detail
0 When doing a drill down via the summary number hyperlink, an alignment
search is performed and the resulting alignments represented by the
summary number a displayed. If selecting a BA projection summary
number, the alignment search results will display BA projections asiit is at
the beginning of the LPW, which will in most cases be different than the
summary number selected.

1 The results can be exported Excel by selecting the Excel icon at the top right of
the table.

7.2 Pay Grade Summary Search

This search is summary of BA, inventory and refillable excess positions by paygrade and pay band,
current day through a Imonth projection period. This display cha used to perform detailed-fo-1
BA to inventory analysis.

1 Open browser and enter URIttps://mynavyassignment.navy.mil/mna/index.action
and login.

9 If default userrole is not BBDrole, navigate taHOMEtab and change role to a BBD
user role.

1 Navigae to theALIGNMENi&b and selecPAY GRADE SUMMARIZATdgiN.

1 IntheUIC oiCOMMAND NAMEOX, enter the desired UIC(S).

- Thisfield isMANDATORY

- The UIC/Activity name field will airqmopulate as the user enters data.
- Multiple UICs can be added indivilly.
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- LT Ly a!'[[ 'L/¢ aSINOK Aa RS&AANBRZ
0o ¢CKS a!'[[ 'L/€&¢ 2LIA2Yy gAatft fAYALD
Area of Responsibility (AOR)

1 Select the desired UIC/Activity name from the yp@pulated list.
1 Select theADDbutton.

- Additional optional search criteria can be added at this point, if desired, from:
o Optional Input section

1 Toinitiate the search, select trf#EARCButton.

- G!'[[ 'L/€¢& aSINOKSa gAftf GFr1S atAakate f:
1 Pay Grade Summiaation search results are presented as expandable rows by

Activity (if more than one searched).

- Identifying activity level data is presented in each activity row
- LT LISNF2NXAY3I Ly a!'[[ 'L/I£& aSkNOKzI (GKS |
but will be summarized for all activities searched.

1 First level row expansion presents current day (PO) throughmdiath projection
period (P15) summary activity data for:

- Billets Authorized (BA)
o BA displayed onthBay Grade Summarizatiesthe actual BA for coent
day or any projection month. This differs from the Alignment Search
projections where BA projections are always at the beginning of the LPW.
- Refillable Excess Positions (REP)
- By default, Inventory (INV), coudbesinclude ACC 400, ADDU (To and Frana)
TAD Onboard personnel.
o0 To exclude any of these personnel categories from the results, select the
appropriate criteria from the Exclude Personnel section of the Optional
Input section.
o Excluding any of these categories of personnel has no effect oBAhar
REP counts.

Unlike the Alignment Summary Resuliable, the BA,REP, and INV counts are independent of
alignments and will represent the entire count for that searched grouping.

1 Second level row expansion presents detailed Activity data by Pay, B&Rd5

- All summary number counts are presented as hyperlinks that will display
representative alignmentdetail in a peyp window

1 Third level row expansion presents detailed activity data by Pay Grad#®, %0

- Each Pay Band can be expanded separatedg $0 focus on one area, if desired
- All summary number counts are presented as hyperlinks that will display
representative alignment deil
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o When doing a drill down via the summary number hyperlink, an alignment
search is performed and the resulting alignm®represented by the
summary number are displayed. If selecting a BA projection summary
number, the alignment search results will display BA projections asit is at
the beginning of the LPW, which will in most cases be different than the
summary numberealected.

1 The results can be exported to Excel by selecting the Excel icon at the top right of
the table.
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8 Sailor Search from Alignment Search

LYRAGARdAzZ-f YSYOSNI aSIHNOKSa& | NB-ID.Ixst 4 df ind SSN, dedtley 3 S A (0 K
name of themember. This permits the user to quickly locate a member alignment when the name or
identification humbers are known.

*kkkkkhkkkk WAR N I N @c*************

Search criteria remain visible on the screen after completing a seamt may be considered
Personallyldentifiable Information (PII) As such, these search criterimust be protected IAW DoD
5400.11 and the Privacy Act of 1974 (as amended) and is "For Official Use Only (FOUOQO)."

8.1 Sailor Search using DoBID Number

A Sailor search using the D#D is the mosspecific search and will return only one alignment record.

1 Initiatea search using advanced criteria as outlined in sedigdvanced Search
above.

- When performing a Sailor search, the mandatory UIC or Commanz entry
becomes an optional selection

- A specific UIC or Command Name may be entered if it is desired to only search at
that activity

f 9y GSNI (KS YDivtheapdpariate @iterion field.
1 SelectSEARCH
1 The search return will display data matcgitine entered criteria in multiple formats.

- CANRBRGZ F adzyYYINEB 2F GKIG AaLISOAFAO YSYo S
displayed in thé\lignment Summary Resuteble under thePERSONNE&alumn.

- Second, the specific member alignment matching the lidBntry is displayed in
the Alignment Search Reslletails

8.2 Sailor Search using SSN Last 4

A Sailor search using tI&N Last 4 will in most cases return multiple alignments and the desired
member will have to be selected from tlidignment Search Result Details

Additional search criteria can be added to limit the scope of the search and reduce the number of
alignments returned (i.e. sea or shore, gender, paygrade, etc).

1 Initiatea search using advanced criteria as outlined in sedi@dvanced Search
above.

- When performing a Sailor search, the mandatory UIC or Command Name entry
becomes an optional selection

1 9y i SNJ (i KSSNL&asti tBe\afpdiopriate criterion fielih thePersonnel
Optional Criteriasection
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- Additional optional criteria can be added as desired.

1 SelectSEARCH
1 The search return will display data matching the entered criteria in multiple formats.

- First, asummary inventory of membswith a matchinghe SSN Lastehtry is
listed in theAlignmentSummary Resultable under thePERSONNIE&lumn.
- Second, individual member alignments matching the SSN Last 4 entry are display
in theAlignment Search Result Details
o Member alignments are sorted by assigned activity, department and
division, branch, seain, and workcenter.
o Scroll through thélignment Search Reslttailsto locate the desired

member.

8.3 Sailor Search using Name
A Sailor search using timeember name will in most cases return multiple alignments and the desired
member will have to be seleetl from theAlignment Search Resietails

Additional search criteria can be added to limit the scope of the search and reduce the number of
alignments returned(i.e. sea or shore, gender, paygrade, eRgrtial name entries are permissibés a
searchvalue as well

1 Initiatea search using advanced criteria as outlined in secti@Advanced Search
above.

- When performing a Sailor search, the mandatory UIC or Command Name entry

becomes an optional selection
- A specific UIC or Command Name may be entered if it is desired to only search at

that activity for the member
1 9y (SN (K Samesdrparttivinsn the appropriate criterion field

- Additional optional criteria can be added as desired.

1 SelectSEARCH
1 Thesearch return will display data matching the entered criteria in multiple formats.

- First, a summary inventory of members with a matching name entry is listed in
the Alignment Summary Resuteble under thePERSONNEQlumn.
- Second, individual member aligrents matching the name entry are display in
the Alignment Search Resetails
o Member alignments are sorted by assigned activity, department and
division, branch, section, and workcenter.
o Scroll through thélignment Search Result Detaiddocate the eésired
member.
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9 Sailor Search from Sailor Info Tab

For some roles, it may not be efficient to use thignment Searcpage to search for a member or the
Alignment Searcpage may not be available to that role. In these casesAititve/FTS Personnel Ddtai
page can be used to perform a Sailor search.

*kkkkkhkkkk WAR N I N @c*************

Search criteria remain visible on the screen after completing a seamt may be considered
Personally Identifiable Information (PIIAs such, these search criterimust be protected IAW DoD
5400.11 and the Privacy Act of 1974 (as amended) and is "For Official Use Only (FOUOQO)."

9.1 Sailor Search Using Name
1 Select the Sailor Info taWjew Active/FTS Personnel Detgplion

1 Enterthe Sailor name or any portion of the name, no gtuation
1 SelectSEARCH

- A popup box will be presented with matching options from which the user can
select the appropriate name
o Once selected, the personnel data will populate the screen

1 The Sailor seardtetails are displayed inéxpandable sections:

Prafessional Information
o PRD and DNEC change submissions may be available to authorized user
roles from this section
Personal Information
Support Information
Special Pay Information

1 Additional personnel details can be access viaShior Historputton

- Plaform type history

- NEC history

- School history

- Physical readiness (PRIMS) history
- Warfare designator history

- EVAL/FitRep history

- Request History

1 SDIP request submission may be available to authorized user roles from the
Active/FTS Personnel Detpdge

9.1.1 Sailor Search Using SSN/DoDID

1 Select thesailor Infaab, View Active/FTS Personnel Detgition
1 Enterthe Sailor SSN or DoDID
1 SelectSEARCH

50



ab! ! aS$ND&i(QFEBR®RS) o dn

1 The personnel data will populate the screen
1 Allother functionality is the same as above

9.2 Sailor Search Using General @teria

Sailors can be searched using general identifying information such as rating, NEC, location career
intentions, etc. Using this search function on thetive/FTS Personnel Seadge is intended to return
groups of Sailors matching the search ai#tevice a single Sailor. This search capability is intended for
management roles and is not available to all users. Ultimately, the authorized user may still drill down
to the personnel details of an individual Sailor from the general search results.

Toperform a Sailor search using general search criteria fronAgieve/FTS Personnel Seadge:

1 From theSailor Infatab, select theActive/FTS Personnel Seaagtion
1 Enterdesired search criteria
1 Select theSEARCBuUtton

General search criteria are prided as follows:

Communities
Pay grade
Branch

Type duty
Gender

NEC

DNEC
Citizenship

uiC

Location
Platform type
Command name
PRD

Sailors with applications

=4 =4 4 4 _8_9_9_9_4._-24_-°2_-24_-2°._-2

- Any
- Only AIP
- Only OSA

i Sailor status

- Not Under Orders
- Under Orders
- EDLN onFile
- High Year Tenure

=

Spouseollocation
Non-military spouse
Exceptional Family Member (EFM)

= =4
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1 Accounting Category Code (ACC)
1 Career Intention

- Reenlistat EAOS

- Extend onboard current duty station
- Extension at EAOS

- Uncertain

- Discharge at EAOS

- Fleet Reserve/Retire/HYT

- No GWay

- No data secified

 Career Interest

- Full Time Support (FTS)
- Active Duty
- Selective Reserves (SELRES)

1 PACT Member

1 Special Program Preferences
9 Detailer nominations

9 Date for Historic Assignment Tracking Indicator (ATI)
91 Previously Assigned ATI
1 Currently Assigned ATI
1 Languae

1 Reading

1 Speaking

1 Writing

i Listening

9.2.1 Personnel Summary Search Results
ThePersonnel Summargearch results provide significant capability from the results table. The
following list contains additional capability from various data points in the results.

1 Name
- Hyperlink navigates to th&ctive Personnel Detaifgge
1 UIC
- Hyperlink displays th€Eommand Infgop-up
' Apps
- Hyperlink navigates to th&pplication Historpage
1 Prefs
- Hyperlink displays th8ailor Preferencegsop-up
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1 Alerts

- Hyperlink displays thalert Hstoryfor the Sailor
1 Colorcoded row

- Indicates orders being processedSailor nomination
1 Checkboxes

- Compare Sailors
o This option navigates to th®ailor Comparisopage where the selected
Sailors can be displayed side by side
o Displays minimum information
- View Selected Sailors
0 This option navigates to thictive Personnel Detaipmgewith radio
buttons to quickly toggle between selected Sailors
o Displays detailed information
- PRD Change
0 See section4.4 PRD Chandreques(T)
o0 Individual Sailor
0 Multiple Sailors

1 Additional capability may be available on this page based on the user role

- Send Sailor Notification
o Provides the capability to send a notification to the Sailaramail or
internal to the system

1 Export search results to Excel file
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10Alignment Search Result Details
10.1 Activity Summary Results

TheActivity Summary Resultable depicts summary number information concerning an entire UIC or
group of UICs depending dhe initial UICsearch parameters. These numbers are not affected by
additional optional search criteria that may be selected and will remain static as criteria are added or
drill downs occur. The intent is to provide an overall activity health snapshdbtdmat subgroupings
make up the total personnel inventorrill downsare available for each summary number which will
display the alignment details provided the row count is less 2@&000. All tabledetails are exportable

to Excel.

10.1.1 Current Onboard
9 Total inventory of all personnel onboard an activity regardless of status or alignment (alpha

roster count). This count does NOT include personnel in a transient status that have
departed the onboard activity but have yet to report to their next activACC 400).
Additionally, this count include$AD Awaynd ADDU T®ersonnel but nofTAD Onboard

and ADDU FMpersonnel. The hyperlink will refresh tidignment Search Result Detdits

all alignments with onboard personnel represented by @errent Onboardsummary

number.

10.1.2 Temporary Additional Duty (TAD)

Personnel may be assigned either to the activity or away from the activity in a temporary duty capacity.

This temporary assignment is required to fill a critical skills gap and normally only last as ibtekeas

to distribute a replacement using normal detailing processes. To support fleet manning and readiness
measures, accounting for these temporary assignments is accomplished using the Navy Standard

Integrated Personnel System (NSIPS) reported by thelil A @A G Q& t SNA2YY St { dzZLJLJ2 NI
Data quality and integrity relies upon accurate and timely reporting.

1 Onboard (TAD Ta)Thisis a count of personnel performing temporary work at this
activity who are assigned to a different activity.

- Thesepersonnel will be autealigned to a norRefillable Excess position
- wSIfA3AyYSyida FNB y2i0 LISNYAGGISR G GKS a¢
- Notincluded in the Current Onboard count

1 Away (TAD Away)This is a count of personnel assigned to this activity who have
been temporaily assigned to another activity

- Included in the Current Onboard count
- /by 0SS NBIFIftAIYySR G GKS al gleég FOGAODAGESE
10.1.3 Additional Duty (ADDU)

Additional Duty ADDU manpower authorizations are assigned litlets to satisfy the need fagxpertise
not availablefrom within activity assets when validorkload does not support a felime manpower
requirement or toaccommodate limited staff functions.

The required end strength for both ADDU TO and ADDU FM manpower authorizations is counted only
against the primand dzZLJL2 NIiAy 3 06! 55! ¢ho FOlGAGAGEd ¢KS 155! Cs
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not require end strength compensation (one person, one funded manpower authorization). Refer to
OPNAVINST 1000.16 (seridgVY TOTAL FORCE MANPOWER POLICIES AND PROCHDHRES
information concerning ADDU manpower requirements.

The primary supporting (ADDU TO) activity is the activity at which an enlisted requisition is generated
and the member is detailed. However, this is not the activity at which the member ialgcperforming
work. The ADDU FM activity is where the member is actually performing work. The ADDU FM activity
generates an unfunded enlisted requisition for the ADDU requirement. Itis not intended to be
advertised or filled using MNA.

When a member isligned to a ppperly coded ADDU Ti@quirement at the primary supporting

activity, the member will automatically be aligned to the unfunded ADDU FM requirement. The member
cannot be realigned in the ADDU FM alignment. If the member is realigned in ADBIignaent, this

will break the ADDU connection between the two ADDU requirements and the member will no longer
be displayed in the ADDU FM alignment.

1 Onboard (ADDU FMJThis is a count of personnel performing work at the activity in
an ADDU FM capacityin another activity based on the billet alignment at the
other activity.These members cannot be realigned at this ADDU EM activity

- This ADDU FM requirement is not funded and will generate an unfunded enlisted
requisition

1 Away (ADDU TQJrhisis a courtdf personnel assigned to this activity physically
performing work at another activity in an ADDU TO capacity based on the billet
alignment at this activityThese members can only be realigned at this activity

- This ADDU TO requirement can be funded aidgenerate a funded enlisted
requisition that can be advertised and filled using MNA.

10.1.4 Alignment Score
1 Represents the cumulative assigned QoA score of all funded alignments i.e.

Qo0A1=100 points, Q0A2 95 points. Together their cumulative mamgj score
would be 98 (total score divided by total score possible).

10.1.5 Tentative Gains
1 Countof personnel that are projected estativegains to an activity within the
Loss Projection Windo@.PW) A Tentative Gain (TG) is a member under a set of
workingPCS orders but has yet to receive a Date/Time/Group (DTG) in conjunction
with released orders. The working orders are still being reviewed. yperhnkwill
refresh theAlignment Search Result Detasall alignments with a TG indicator
represented byhe TG summary number

10.1.6 Held Billets

1 Countof billets that have been placed in a HOLD status. Placing a billet on HOLD will
prevent an alignment to that billet, restrict associated requisition from being
advertisedd I dzi 2 YI G0 A Ol f £ & L9 RES R 200y (aZ{idndikdda &Qu S{iagiz
place all unfunded billets of the same Rate/Rating/Pay grade on hold as well. When
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a billetis placed on HOLD, the MRT will display Held Funded or Held Unfunded as
appropriate. The fiperlinkwill refresh theAlignment SearcResult Detailto all
held billet alignments represented by th¢eld Billetsummary number

10.1.7 NEC Requirements
1 Total All

- Countof all NEC requirements at an activiticludes each NEC requiremeust
ARSYUGATFASR 2y |y I O0A DAis éoaniedsépayatgly y 3 R 2 Oc
even if listed on multiple billets.

1 Gappedall

- Countof gapped NEC requirements at an activity. ThealiidNEC requirements
not being satisfied by the aligned member or because the billet is vacaet.
hyperlinkwill navigateto the Gapped NEC Repdar the activity displaying all
gapped NECand any bridged member and if identified, any.PG

9 Total Critical

- Count of critical NEC requirements at an activity. Of all activity NEC requirements,
these are the ones that have been id#ied as critical by the owning TYCOM.
This listis managed by.

1 Gapped Critical

- Count of gapped critical NEC requirements at an activity. Of those NEC
requirements identified as critical, this lists how many are not being satisfied
either by the aligned mmber not holding the NEC or the billet being vacaihte
hyperlinkwill navigateto the Gapped NEC Repdar the activity displaying all
gappedcriticalNECsand any bridged member and if identified, any.PG

i TotalBridged

- Count of bridged NEC requiremesrdt an activity. This lists how many gapped
NECs are being bridged by another onboard memblee.typerlinkwill navigate
to the Gapped NEC Repa@iternate view #Xor the activity displayingnly
gapped\NECshat are bridged and if identified, any PG

1 Qitical Bridged

- Count of bridged critical NEC requirements at an activity. Of those NEC
requirements identified as critical, this lists how many gapped critical NECs are
being bridged by another onboard memb@&he typerlinkwill navigateo the
Gapped NEReportalternate view #1for the activity displayingnly gapped
criticalNECshat are bridged and if identified, any PG

1 TotalFloating

- Count of floating NEC requirements at an activity. Thistlstse NECs identified
as floating NEC, not specificdaating and is the responsibility of the activity to
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train and assignlhe typerlinkwill navigateto the Gapped NEC Repa@iternate
view #2 for the activity displayingnly identified FloatindNECslf a Floating NEC
is bridged it is considered filldny the bridged member. Any identified PG is only
filling the Rate/Rating requirement of the billet, not the Floating NEC
requirement

1 Filled Floating

- Count of filled floating NEC requirements at an activity. Lists how many floating
NEC requirements are adlly filled by onboard memberé. member can fill a
floating NEC as well as be aligned to another billet elsewhere in the command.
Hyperlinkwill navigateto the Gapped NEC Repaiternate view 2 for the
activity displaying just the Floating NECs armsthmembers fillin¢oridged to)
the Floating NEC requirememtny identified PG is only filling the Rate/Rating
requirement of the billet, not the Floating NEC requirement

10.1.8 QoA 1 thru QoA 7
1 Percentage of alignments that fall into each QoA categbinghyperlinkwill filter

the Alignment Search Result Detaidgust those personnel in the QoA category
selected.

10.1.9 Requirement
1 Billets (BA)

- Count of funded billetgBillets Authorized BA)G 'y | OGAGAG@d ¢KAA
BA, funded through their regztive Resource Sponsadihe hyperlinkwill filter
the Alignment Search Result Detabsdisplay justhe funded billets.

1 Unfunded Billets

- Countof unfunded billets at an activity. These billets have not been resourced
(authorized)y the owning sponsof.hey are valid work requirements for the
activity but lack specific fundinghe typerlinkwill filter the Alignment Search
Result Detailto displayjust the unfunded billets.

M Refillable Excess

- Count ofrefillableexcess positionat an activity Refillade excess positions are
considered to be requirements in excess of BA. Typehinkwill filter the
Alignment Search Result Detadsdisplayjust the personnel aligned to excess
positions only.

 Non-Refillable Excess

- There is no requirement for Nerefillable excess positions at an activity. This
count will always display N/A

1 Alignment Exempt

57



ab! ! aS$ND&i(QFEBR®RS) o dn

- There is no requirement for alignment exempt positions at an activity. This count
will always display N/A

1 Unaligned

- There is no requirement for unaligned positiatsan activity. This count will
always display N/A

1 Totals

- Count of all sukcategories in the Requirement column of the Activity Summary
Results. Theyperlinkwill filter the Alignment Search Result Detasdisplay all
alignments represented by the tal count

10.1.10 Personnel
i1 Billets (BA)

- Count of personnel aligned to funded billets (aligned BA). Does notinclude
alignments to excess positions or unfunded billd@ise hyperlinkwill filter the
Alignment Search Result Detasdisplayjust the aligned pesonnel to funded
billets.

1 Unfunded Billets

- Countofpersonnel aligned tanfunded billets at an activity. Personnel can align
to an unfunded billet provided no funded billet is available and prior to aligning to
an excess positio.he typerlinkwill filterthe Alignment Search Result Detaibs
displayjust the aligned personnel to unfunded billets.

i Refillable Excess

- Count of personnel aligned tefillableexcess positiong.he typerlinkwill filter
the Alignment Search Result Detabsdisplayjust thepersonnel aligned to
refillableexcess positions only.

T Non-Refillable Excess

- Count of personnel aligned twon-refillableexcess position3.he typerlinkwill
filter the Alignment Search Result Detaisdisplayjust the personnel aligned to
non-refillable excess positions only.

1 Alignment Exempt

- Countof onboard personnel who are exempt from alignment due to their
transient status, including ACC 400 personnel. TipeHinkwill filter the
Alignment Search Result Detasdisplay just the alignment exgohpersonnel.

1 Unaligned

- Count of personnekho are unaligned. Unaligned personnel should be aligned to
a valid billet/position so this category should be reviewed frequently. The
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hyperlinkwill filter the Alignment Search Result Detasdisplayjust the
unaligned personnel

i Totals

- Count of all sukcategories in the Personnel column of the Activity Summary
Results. Theyperlinkwill filter the Alignment Search Result Detadsdisplay all
alignments represented by the total count

10.1.11 Vacancies
1 Billets (B\)

- Count of vacant funded billets at an activity (vacant BA). This represents the
number of fundedilletsthat are not aligned (vacantyhe typerlinkwill filter the
Alignment Search Result Detadsdisplayjust the vacant funded billets.

I Unfunded Bikts

- Vacant unfunded billets are no consequence from a business perspective and as
such are not monitored. This count will always display.N/A

1 Refillable Excess
- Count of refillable excess positions at an activity that are vacant. yperhnk
will filter the Alignment Search Result Detasdisplayjust the vacantefillable
excess positions.
1 Non-Refillable Excess
- Nonrefillable excess positions are of no consequence from a business
perspective and as such are not monitored. This count will always diNptay
1 Alignment Exempt
- There is no billet or position related to alignment exempt so there can be no
vacancy. This count will always display N/A
1 Unaligned
- Thereis no billet or position related to unaligned so there can be no vacancy. This
count will always display N/A
1 Totals

- Count of all sukcategories in the Vacancies column of the Activity Summary
Results. Theyperlinkwill filter the Alignment Search Result Detasdisplay all
alignments represented by the total count

10.1.12 PL T Projected Loss
1 Billets (BA)

- Countofonboard personnel identified as a Projected Loss @Rghed to funded
billets (aligned BA). Does not include alignments to excess positions or unfunded
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billets. The typerlinkwill filter the Alignment Search Result Detasdisplayjust
the aligned personnel to funded billets.

f Unfunded Billets

- Countofonboard personnel identified as a Projected Loss &Rghed to
unfunded billetsPersonnel can align to an unfunded billet provided no funded
billet is available and prior to aligningam excess positioi.he typerlinkwill
filter the Alignment Search Result Detadisplayjust the aligned personnel to
unfunded billets.

I Refillable Excess

- Countofonboard personnel identified as a Projected Loss &Rghed to
refillableexcess posions.The typerlinkwill filter the Alignment Search Result
Detailsto displayjust the personnel aligned tefillableexcess positions only.

I Non-Refillable Excess

- Countofonboard personnel identified as a Projected Loss @Rghed tonon-
refillableexcess positiond he typerlinkwill filter the Alignment Search Result
Detailsto displayjust the personnel aligned toon-refillableexcess positions
only.

1 Alignment Exempt

- Countofonboard personnel identified as a Projected Loss (PL) who are exempt
from alignment due to their transient status, including ACC 400 personnel. The
hyperlinkwill filter the Alignment Search Result Detawsdisplay just the
alignment exempt personnel.

1 Unaligned

- Countofonboard personnel identified as a Projected Loss (Plo ave
unaligned. Unaligned personnel should be aligned to a valid billet/position so this
category should be reviewed frequently. Thglerlinkwill filter the Alignment
Search Result Details displayjust theunaligned personnel

M Totals

- Count of all sh-categories in the Projected Loss (PL) column of the Activity
Summary Results. Thgerlinkwill filter the Alignment Search Result Detaibs
display all alignments represented by the total count

10.1.13 PG Prospective Gain
1 Billets (BA)

- Count ofpersonneidentified as a Projected Gains (PG) to the actadityned to
funded billets (aligned BA). Does not include alignments to excess positions or
unfunded billetsThe typerlinkwill filter the Alignment Search Result Detaibs
displayjust the alignedPGpersonnel to funded billets.
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Unfunded Billets

Count ofpersonnel identified as a Projected Gains (PG) to the actligyed to
unfunded billetsPersonnel can align to an unfunded billet provided no funded
billetis available and prior to aligning to araess positionThe typerlinkwill

filter the Alignment Search Result Detaodisplayjust the alignedPGpersonnel
to unfunded billets.

Refillable Excess

Count ofpersonnel identified as a Projected Gains (PG) to the actligged to
refillableexcess positionsT he typerlinkwill filter the Alignment Search Result
Detailsto displayjust thePGpersonnel aligned toefillableexcess positions only.

Non-Refillable Excess

Count ofpersonnel identified as a Projected Gains (PG) to the actiliggedto
non-refillableexcess position3.he typerlinkwill filter the Alignment Search
Result Detailto displayjust thePGpersonnel aligned toon-refillableexcess
positions only.

Alignment Exempt

Count ofpersonnel identified as a Projected Gains (PGhé&oactivity that are
exempt from alignment due to their transient status, including ACC 400
personnel. Theyperlinkwill filter the Alignment Search Result Detasdisplay
just the alignment exempt PG personnel.

Unaligned

Count ofpersonnel identifiecds a Projected Gains (PG) to the activity that are
unaligned. Unaligned personnel should be aligned to a valid billet/position so this
category should be reviewed frequently. Thglerlinkwill filter the Alignment
Search Result Details displayjust the unalignedPGpersonnel

Totals

Count of all sukzategories in the Projected Gains (PG) column of the Activity
Summary Results. Thgperlinkwill filter the Alignment Search Result Detdis
display all alignments represented by the total count

10.2 Alignment Summary Results

TheAlignment Summary Resuligble depicts summary number information concerning an entire UIC or
group of UICs, depending on the initial search parameters, including any additional filter criteria. This
summary will update whedrill downsare performed.Drill downsare available for each summary
number which will display the alignment details provided the row count is less26000. All table
details are exportable to Excel.

10.2.1 UIC or Command Name

1 Allows viewing of individual UlGslected from initial search
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Initial summary information s for all UICs

User can select from list to view a specific UIC

Select greerREFRESHrows to update summary data to reflect selected UIC
Search result details will also reflect selected UIC

10.2.2 NEC Requirements
9 Filled Floating

= =4 —a A

- Count of filled floating NEC requirements at an actimgtching optional search
criteria. Lists how many floating NEC requirements are actually filled by onboard
members A member can fill a floating NEC as well as be atigm@another billet
elsewhere in the command. Hyperlinkll navigateto the Gapped NEC Report
alternate view # for the activity displaying just the Floating NECs and those
members fillingbridged to)xhe Floating NEC requirememtny identified PG is
only filling the Rate/Rating requirement of the billet, not the Floating NEC
requirement

1 Floating

- Count of floating NEC requirements at an actiagtching optional search
criteria. This lissthose NECs identified as floating NEC, not specific to a rating
and is the responsibility of the activity to train and assigme typerlinkwill
navigateto the Gapped NEC Repa@iternate view 2 for the activity displaying
only identified FloatinglECslIf a Floating NEC is bridged it is considered filled by
the bridged member. Any identified PG is only filling the Rate/Rating requirement
of the billet, not the Floating NEC requirement

1 Bridged

- Count of bridged NEC requirements at an actimgtching optional search
criteria. This lists how many gapped NECs aiiadbridged by another onboard
member.The lyperlinkwill navigateto the Gapped NEC Repa@iternate view #1
for the activity displayingnly gappedNECshat are bridged and if identified, any
PG

1 Gapped

- Count of gapped NEC requirements at an activiggching optional search
criteria. This lissall NEC requirements not being satisfied by the aligned member
or because the billet is vacarithe typerlinkwill navigateto the Gapped NEC
Reportfor the activity displaying all gapped NE@sl any bridged meftver and if
identified, any PG

10.2.3 Lock Status
1 Soft

- Count of the number of alignments that have a system applied soft lock. The
hyperlinkwill filter the Alignment Search Result Detasdisplay justhe soft
locked alignments
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M Hard

- Count of the number célignments that have a hard lock applied. Tlypérlink
will filter the Alignment Search Result Detadsdisplay justhe hard locked
alignments

1 Unlocked

- Count of the number of alignments that are unlocked. Thpdrlinkwill filter the
Alignment SearcResult Detailso display justhe unlocked alignments

10.2.4 Quality of Alignment
1 QoA 1 thru QoA, number of alignments that fall into each QoA categorgtching
optional search criterial he typerlinkwill refresh theAlignment Search Result
Detailsto just those personnel in the selected QoA category.

10.2.5 Requirement
1 Billets (BA)

- Countof funded billet§Billets Authorized (BAt an activity categorynatching

optional searchcriteri@ ¢ KA a Aa +y |OGA@GAGEQA . ! I Tdz

Resource Spows. The typerlinkwill filter the Alignment Search Result Detédids
display justhe funded billets.

1 Unfunded Billets

- Count of unfunded billets at an activity categomatching optional search
criteria. These billets have not been resourdedithorized)y the owning
sponsor. They are valid work requirements for the activity but lack specific
funding.The typerlinkwill filter the Alignment Search Result Detasdisplay
just the unfunded billets.

1 Refillable Excess

- Count ofrefillableexcess positionat an activitycategorymatching optional
search criteriaRefillable excess positions are considered to be requirements in
excess of BA. The/perlinkwill filter the Alignment Search Result Detéibs
displayjust the personnel aligned to excess positiongy.

 Non-Refillable Excess

- There is no requirement for Nerefillable excess positions at an activity. This
count will always display N/A

1 Alignment Exempt

- There is no requirement for alignment exempt positions at an activity. This count
will always disdy N/A

1 Unaligned
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There is no requirement for unaligned positions at an activity. This count will
always display N/A

M Totals

Count of all sukcategories in the Requirement column of the Alignment
Summary Results. Thgperlinkwill filter the Alignment Seech Result Detail®
display all alignments represented by the total count

10.2.6 Personnel
1 Billets (BA)

Count of personnel aligned to funded billets (aligned BA) categaitzhing
optional search criteriaDoes not include alignments to excess positions or
unfunded billetsThe typerlinkwill filter the Alignment Search Result Detdibs
displayjust the aligned personnel to funded billets.

I Unfunded Billets

Count ofpersonnel aligned tanfunded billets at an activity categonyatching
optional search critee. Personnel can align to an unfunded billet provided no
funded billetis available and prior to aligning to an excess posifioalyperlink
will filter the Alignment Search Result Detadsdisplayjust the aligned personnel
to unfunded billets.

i Refilable Excess

Count of personnel aligned tefillableexcess positions categomyatching
optional search criterial he lyperlinkwill filter the Alignment Search Result
Detailsto displayjust the personnel aligned tefillableexcess positions only.

I Non-Refillable Excess

Count of personnel aligned twon-refillableexcess positions categomyatching
optional search criterial he typerlinkwill filter the Alignment Search Result
Detailsto displayjust the personnel aligned toon-refillableexcess positios
only.

1 Alignment Exempt

Count of onboard personnehtegorymatching optional search criteria who are
exempt from alignment due to their transient status, including ACC 400
personnel. Theyperlinkwill filter the Alignment Search Result Detadsdisplay

just the alignment exempt personnel.

1 Unaligned

Count of personneklho are unalignedategorymatching optional search criteria.
Unaligned personnel should be aligned to a valid billet/position so this category
should be reviewed frequently. Thegperlinkwill filter the Alignment Search
Result Detailso displayjust theunaligned personnel
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1 Totals

- Count of all sukrategories in the Personnel column of the Alignment Summary
Results. Theyperlinkwill filter the Alignment Search Result Detasdisplayall
alignments represented by the total count

10.2.7 Vacancies
1 Billets (BA)
- Count of vacant funded billets at an activity (vacant BA) categ@aitghing
optional search criterial his represents the number of fundbdletsthat are not

aligned (vacant)l'he typerlinkwill filter the Alignment Search Result Detédibs
displayjust the vacant funded billets.

I Unfunded Billets

- Vacant unfunded billets are of no consequence from a business perspective and
as such are not monitored. This count will always display N/A

I Refillable Excess
- Count of refillable excess positions at an actiedyegorymatching optional
search criteria that are vacant. Thegerlinkwill filter the Alignment Search
Result Detailto displayjust the vacantefillable excess positions.
1 Non-Refllable Excess
- Vacant norrefillable excess positions are of no consequence from a business
perspective and as such are not monitored. This count will always display N/A
1 Alignment Exempt
- There is no billet or position related to alignment exempt so thee be no
vacancy. This count will always display N/A
1 Unaligned
- There is no billet or position related to unaligned so there can be no vacancy. This
count will always display N/A
1 Totals

- Count of all sukrategories in the Vacancies column of the Alignntamnmary
Results. Theyperlinkwill filter the Alignment Search Result Detdaddisplay all
alignments represented by the total count

10.2.8 PL T Projected Loss
The inventory counts in thBrojected Loss (Peplumn are included in the inventory counts et
Personnelcolumn.

1 Billets (BA)
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- Countofonboardpersonneidentified as a Projected Loss (Rligned to funded
billets (aligned BA) categomyatching optional search criteri®oes not include
alignments to excess positions or unfunded billd@ise hyperlinkwill filter the
Alignment Search Result Detadsdisplayjust the alignedPLpersonnel to funded
billets.

 Unfunded Billets

- Countofonboard personnel identified as a Projected Loss (PL) aligned to
unfunded billets at an activity categorgatchingoptional search criteria
Personnel can align to an unfunded billet provided no funded billetis available
and prior to aligning to an excess positidime hyperlinkwill filter the Alignment
Search Result Detatis displayjust the aligned®Lpersonnel b unfunded billets.

Refillable Excess

=

- Countofonboardpersonneldentified as a Projected Loss (Rligned to
refillableexcess positions categomyatching optional search criteridhe
hyperlinkwill filter the Alignment Search Result Detadsdisplayjust thePL
personnel aligned teefillableexcess positions only.

1 Non-Refillable Excess

- Count ofonboardpersonneidentified as a Projected Loss (Rligned tonon-
refillableexcess positions categomyatching optional search criteridhe
hyperlinkwill filter the Alignment Search Result Detabsdisplayjust thePL
personnel aligned toon-refillableexcess positions only.

==

Alignment Exempt

- Countof onboard personnel identified as a Projected Loss (PL) matching optional
search criteria that are exentfrom alignment due to their transient status,
including ACC 400 personnel. Thypéarlinkwill filter the Alignment Search Result
Detailsto display just the alignment exempt PL personnel.

1 Unaligned
- Count ofonboardpersonneidentified as a Projected LegPL) who are unaligned
matching optional search criteria. Unaligned personnel should be aligned to a
valid billet/position so this category should be reviewed frequently. Typehink
will filter the Alignment Search Result Detadsdisplayjust theunalignedPL
personnel
1 Totals

- Count of all sukcategories in the Projected Loss (PL) column of the Alignment
Summary Results. Thgperlinkwill filter the Alignment Search Result Detais
display all alignments represented by the total count

10.2.9 PG Prospective Gain
1 Billets (BA)
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Count of personnebentified as a Prospective Gain (PG) to the actaligned to
funded billets (aligned BA)atching optional search criteri®oes notinclude
alignments to excess positions or unfunded billd@ise hyperlinkwill filter the
Alignment Search Result Detadsdisplayjust the alignedPGpersonnel to
funded billets.

Unfunded Billets

Count ofpersonnel identified as a Prospective Gain (PG) to the activity aligned to
unfunded billets at an activity categorgatching optional search criteria

Personnel can align to an unfunded billet provided no funded billetis available
and prior to aligning to an excess positidime hyperlinkwill filter the Alignment
Search Result Detatis displayjust the alignedGpersonrel to unfunded billets.

Refillable Excess

Count of personnebentified as a Prospective Gain (PG) to the actalipned to
refillableexcess positions categomyatching optional search criteridhe
hyperlinkwill filter the Alignment Search Result Dé&to displayjust thePG
personnel aligned teefillableexcess positions only.

Non-Refillable Excess

Count of personnebentified as a Prospective Gain (PG) to the actalityned to
non-refillableexcess positions categomyatching optional searchiteria. The
hyperlinkwill filter the Alignment Search Result Detawsdisplayjust thePG
personnel aligned toon-refillableexcess positions only.

Alignment Exempt

Count of personnel identified as a Prospective Gain (PG) to the activity matching
optional search criteria that are exempt from alignment due to their transient
status, including ACC 400 personnel. Tygdrlinkwill filter the Alignment Search
Result Detailso display just the alignment exempt PG personnel.

Unaligned

Count of personnebentified as a Prospective Gain (PG) to the activity that are
unalignedmatching optional search criteria. Unaligned personnel should be
aligned to a valid billet/position so this category should be reviewed frequently.
The typerlinkwill filter the Alignmert Search Result Detaiis displayjust the
unalignedPGpersonnel

Totals

Count of all sukrategories in the Prospective Gain (PG) column of the Alignment
Summary Results. Thgperlinkwill filter the Alignment Search Result Detais
display all alignrents represented by the total count
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10.3 Alignment Search Result Details

TheAlignment Search Result Detadisplays alignment information for the selected activity and any
optional search criteria. This display is the basis of billet to person alignmehtjokly identifies each
requirement at the activity and any member fulfilling that requirement.

Results are separated into three sections:

1 Billet¢ identifies basic billet requirements
1 Alignmentg describes alignment of billet to member
1 Personnet identifies basic member information

10.3.1 Alignment Search Result DetailsHeader

10.3.1.1 Activity Identification Data

For authorized user roles, additional activity data is displayed irAtigmment Search Result Details
header:

Alignment score

ARQ; Activity ReadinesSode

TGQG; Type Commander Group Code

OPC Operational Code

Manning Event

AMEX Score for the command will be included for appropriate commands

10.3.1.2UIC Viewing
Each activity search result is display as a standalone result and when multiple UICs are seasctmésl, us
function to quickly move from one activity result to another.

= =4 -4 a8 8 9

91 Displays UIC and activity name for first UIC when multiple UICs are searched
1 Use dropdown to select different UIC

10.3.1.3AlignmentUpdated
1 Displays the date and time of the last alignment actiwhether manual or system
initiated
10.3.1.4Alignment Data

1 Displays the number of records being viewed and total number of records
1 All search detail information is exportable to Excel up to 25,000 rows of data

10.3.2 Billet Data
1 Alignment sort order is by departmeidtivision, branch, section, and work center
based off BSC organizational hierarchy
1 Organizational headers are expandable/collapsible
- {2YS 2NHIIYATFGA2ylf KSIRSNE YlI& RAALII &
needs to update their Total Force Manpomi&ystem (TFMMS) billet header
records. Cognizant Budgeting Submission Office (BSO) must correct.

1 Manning Requirement Type (MRT)
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- Indicates the billet/position resourcing and/or hold status

- The hyperlink provides a pegp window displaying addition&llignnment Details
Up to 5Alignment Detailpop-up displays can be open simultaneously. As more
are selected, the first selected will close.

1 Billet Sequence Code (BSC)

- The hyperlink provides a pegp window displaying addition8lillet DetailsUp to
4 BilletDetailspop-up displays can be open simultaneously. To open more, one
will need to be closed.

{ Rate

- Displays the authorized rating and pay grade combination from the billet file
- Hovering the computer mouse over the rating displays the Enlisted Management
Community (EMC) code on the billet

T NEC(s)

- Displays the authorized NECs from the billet file
- Additional information within parenthesis:
0 CR = Critical NEC
0 CL =ClosebopNEC
o FL = FloatingNEC
o OJT =0OJT awarded NEC
- The hyperlink will navigate to the NTMPS MEQual data for additional NEC
information

Functional Area Code (FAC)
Billet Title

First Term Billet

First Term Work

Additional Duty (ADDU) Indicator

= =4 —a —a 9

- ADDU TO, funded requirement, activity where member receives PCS orders,
member realignment only at this ticity

- ADDU FMunfunded requirement, activity where member physically performs
work, member realignment not permitted at this activity

=

Requisition (Req) Category

- Displays the current requisition category of the billet if that billet generated a
requisition

==

Applications (Apps)

- Displays the number of membgrb applications for the requisition associated to
this specific billet

=

Compensation
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- Indicates if there is a compensation connection between this specific billet and an
excess posion at this activity oanother

1 Service Component
- Displays the primary funding Service Component for the billet

10.3.3 Alignment Data
1 Quality of Alignment (QoA)

- Displays the QoA of the specific alignment of billet to person

- QoA 1 equals a perfect match of rating, paygrade and NECs

- Hyperlink provides a pojup window displaying additional alignment details
information. System display of up to five in pap window.

{ Score

- Displaysto certain authorized users the alignment score for an individual
alignment based off the assigned QoA (@#cores may be manually assigned)
or manually assigned in the case of an excess position that has been designated
to be included in the Activity Alignment Score

1 Lock

- Displays the current lock status of the alignment
- None (unlocked)
0 Alignmentis availabl®r realignment during the next schedule system
initiated realignment
o Automatically assigned to QoA 4 and 5 alignments as well agéfdiable
Excess Position alignments where the aligned incumbentin nota PL or
newly onboard within 90 days
- Soft lock
o Systemically applied to QoA 1 thru 3
o Systemically applied to identified PL alignments regardless of Q0A
o Systemically applied to new onboard member alignments for first 90 days
regardless of QoA
0 Alignmentis disregarded for the next scheduled system initiated
realignment
o Canbecome unlocked due to data changes
o May be manually realigned without unlocking
- Hard lock
o Alignmentis disregarded for the next scheduled system initiated
realignment
Can become unlocked due to data changes
Is manually assigned or as pafthe QoA6 assignment process
Can be assigned to any QoA alignment
May be manually realigned without unlocking

O O O O
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1 Flag

- Indicates whether there has been a data change received by the system on the
billet or the aligned member
- See sectiol7Flag Managemerfor additionalflagmanagementnformation

10.3.4 Personnel Data
{ Rate

- Displays the current rating and pay grade of the member
- Hovering the computer mouse over the rating digfgahe Enlisted Management
Community (EMC) code of the member

 Name

- Displays the full name of the member

- The hyperlink provides a peyp window to authorized users displaying additional
member details

1T TAD

- Indicates if the member aligned to the billet/positi iSTAD Tar TAD Awayrom
the activity.

- Member realignment is not permitted at thEAD Tactivity. The member is
systemically aligned to an excess position for the duration of the TAD assignment

9 Distributed Navy Enlisted Classification (DNEC)

- Displayghe DNEC(s) of the member as assigned by Navy Personnel Command

(NPC)
- The hyperlink will navigate to NTMPS NEC Manual data for additional NEC
information
1 NEC(s)
- Displays NEC1 through NEC5 of the member. NNEKTELS are viewable on
Personnel Detailgop-up accessed via the member name hyperlink
- The NEC hyperlink will navigate to NTMPS NEC Manual data for additional NEC
information
1 Account Category Code (ACC)

- 5AaLIXtrea GKS '/ / 2F GKS YSY0SNRa OdzNNBy i

- When doing an alignment projection search, theG\&f a PG projected to be
2y02FNR F2NJOGKI GO LINRP2SOUA2Y LISNAR2R gAff
projection month that was searched.

Projected Rotation Date (PRD)
- Displays the current PRD of the member
1 End of Active Obligated Service/Soft End ofvac@®bligated Service (EAOS/SEAQS)

=
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Displays the current EAOS/SEAQOS of the member

1 Projected Loss/Prospective Gain (PL/PG)
5AaL eda GKS Y2YyGK yR @SIENJ2F GKS £ A3y

IFAYQa FNNAGEE RFEGS

If prospective member is a TentagiGain (TG) this column will display the TG
indicator to authorized users. Additionally, authorized users may also be granted
the capability to see identifying information concerning the TG via a hyperlink.
The hyperlink will navigate to theL/PG Report

i Reserved

Provides an indication when the billet/position has been reserved for a specific
member. Reserving a billet/position will prevent any other member from being
posted and ultimately written PCS orders to that billet/position. Selecting the
Reservedyperlink will display the name of the reserved member to an
authorized user.

1 Service Component

5AaLI ead GKS YSYOSNRAE OdzNNByd aSNBAOS
MNA will not systemically crosdign members by service component. This can

only be accomplished by the authiped user performing a manual realignment.

The system does not use the service component to evaluate the QoA so if a
member who in all respects meets the requirements of a billet except the service
component, the system will evaluate the QoA as a 1.

10.4 View Personnel Detail
MNA provides the ability to view additional information concerning each enlisted metmpeticking on
GKS {FAf2NR& yThassErsonngl D&tailda)ENiie XoflowiBdR

1 Professionalnformation

Sailor

Service
Onboard Actiity
Orders

Support

PACT

Career Way Point

Security Data

Exceptional Family Member (EFM)
Deployability Category Code (DCAT)
Education

Language

ASVAB/AFCT
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- Advancement Cycle Information
-  EVAL/FitRep
- PRIMS

9 Historical

Career History
Warfare History
- NEC History
Shool History

1 Special Pay

- SRB

- AIP

- SDIP

- SDAP (PRO Pay) and Past PRO Pay
- Flight Pay

- Sub Pay

To access th@ersonnel Detailsvherever the member name is displayed within MNA, it is hyperlinked
for authorized users. When selecting the member name hyperlingopaup window will be displayed
containing the additional information. Multiple windows can be displayed simultaneously for easy
member data comparison.

Additionally, Personnel Detailsan be viewed by accessing thetive Personnel Detailr the Personné
Summarypages via theSailor Infaab for authorized users. Refer to secti@bailor Search from Sailor
Info Tabfor additional information concerning viewing personnel details using method.

*kkhkkkkkkk WAR N I N @c*************

This display contains "Personally Identifiable Information (PJWwhich must be protected IAW DoD
5400.11 and the Privacy Act of 1974 (as amended) and is "For Official Use Only (FOUQO)."

10.5 View Billet/Position Detalil

'y OGAGAGEQE YIYyyAy3d R20dzyYSyid O2yiGlAya FRRAGAZYI
sponsorship, activity information, and additional requirement data. MNA provides the ability to view

this additional information via tha&illet Detailspop-up window.

To accesthe Billet Details wherever theBillet Sequence Code (BSEpresented withifMNA, it is
hyperlinked for authorized usersWhen selecting th&SChyperlink, a popup window will be displayed
containing the additional informatio. A maximum of BSCsan be displayed simultaneously for easy
data comparison.

TheBillet Detailsinformation is exportable to Excaking the icons in the upper right of the pap
window.
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10.6 View Alignment Detail

Each alignment is based off an evaluatwf several key data on the member and the billet. Once
evaluated, the alignment quality and status are assigned. This evaluation data, alignment quality and
status, and amplifying information are displayed in tlggnment Details

To access thalignmen Details wherever theManning Requirement Type (MRi§)presented within
MNA it is hyperlinkedfor authorized usersWhen selecting thMRThyperlink, a popup window will be
displayed containing the additional informatioA. maximum of @lignmentscanbe selected fodisplay
simultaneously for easy data comparison.

The Alignment Detailsnformation is exportable to Excel using the icons in the upper right of theupop
window.
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11 Activity Search

The Activity Search page provides the user the abilityetarch forgeneral activity informationAviation
Maintenance Experience (AMEX} well as searchingctivities for the purposes of LIMDU and
Pregnancy placement function®lot all Roles have the Activity Search button.

11.1 LIMDU and Pregnancy Activity Search

The user will have the ability to initiate an activity seafonPregnancy or LIMDbly selecting the
Activity button. The user will be presented thictivity Searchpop-up window.

11.1.1 UIC Search Criteria
1 IntheUIC oiCOMMAND NAMBOX, enter the desiretlIC(s).

This field iISIANDATORY

The UIC/Activity name field will auqmopulate as the user enters data.

Multiple UICs can be added individually.

- LT Fy a!'[[ 'L/é¢ aSINOK A& RSAANBR:I (e&LIS

0 ¢KS a![[ L/ ¢ S2I1A8F NPKg NGB dINYY A G G K L/
Area of Responsibility (AOR)

1 Select the desired UIC/Activity name from the {p@pulated list.

Select theADDbutton.

SelectLIMDUor Pregnancyadio button to the right of theADDandREMOVE
buttons.

1 Select theSEARCBuUtton

= =

- If optional search criteria are desired, add from list provided below before
selecting theSEARCbutton

11.1.2 LIMDU/Pregnancy Activity Search Criteria
1 Time Period, current day though P15 monthly projections periods
1 Service Component

- Active
- FTS
- Both (default)

1 Community

- HoldCtrlkey to select multiple nofcontiguouscommunities
- Hold theShiftkey while making multiple contiguous community selections

1 Enlisted Management Community (EMC)

- HoldCtrlkey to select multiple nofcontiguouscommunities
- Hold theShiftkey while making multiple contiguous EMC selections
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11.1.3 Activity Search Optional Criteria
T MCA

- BUPERS

-  Fleet

- MCAX

- Other

- If none are selected, defaults to all

1 Sea/Shore

- Sea
- Shore
- Sub Sea

1 ATC; Area Type City
1 Location
1 CONUS/OCONUS

- CONUS
- Overseas
- Both(default)

Y Comments

- No (default), no LIMDU/Pregnancy restricting requisition comments against the
activity
- Yes, has LIMDU/Pregnancy restricting requisition comments against the activity

11.2 LIMDU and Pregnancy Activity Search Results

When accessing the ActiyiSearch page from either the LIMDU or Pregnancy PMAR submission form,
the system will capture the type of PMAR and present results manning data for the appropriate PMAR
type (i.e. LIMDU PMAR will result in LIMDU manning data in the search resul@aréh sesults are
preceded with theLIMDU/Pregnancy Activity Search CritdHat was selected listed at the top of the
search result table. This aids in understanding the manning data as it is driven by these particular
criteria.

The number ofIMDU personel is ascertained by whether or not the membdras a DCAT code or ACC
identified on theLIMDU Code Maintenance Table

The number oPregnant personneis ascertained by whether or not they have a DCAT codeNEC
identified on thePregnancy Code Maintenee Table

11.2.1 Activity Information

I UIC
1 Activity Long Name
 Comments
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- LF KA A @Indicadrss if thére adie, LIMDU) (& Priégnancy) restricting
requisition comments associated to the activity

1 LIMDU (or Pregnancy) BA@6Loss Projection Window (LPW)

- Percentge of LIMDU (or Pregnancy) personnel allowed to be assigned based on
the total BAat the activity

Total LIMDU (or Pregnancy) Capa@ty-PW

=

- Total number of LIMDU (or Pregnancy) personnel allowed to be assigned based
on the total BAat the activity

1 LIMDU ¢r Pregnancy) TG

- Number of LIMDU (or Pregnancy) Tentative Gains (TG) potentially inbound to the
activity

Total LIMDU (or Pregnancy)
- Number of LIMDU (or Pregnancy) members onboard wig3AT code or ACC

match theLIMDU Code Maintenance Taljge DCAT match&Pregnancy Code
Maintenance Tablgor Pregnancy)

Total LIMDU (or Pregnancy) Attributable

- Number of onboard LIMDU (or Pregnancy) and TG members wh@848 code or
ACQnatch theLIMDU Code Maintenance Taljgg DCAT and DNEC matches
Pregnancy Code Maintenae Tablefor Pregnancy)

f LIMDU (or Pregnancy) @ Px

- Number of onboard LIMDU (or Pregnancy), TG and PG members projected to be
onboard at the period specified in the Activity Search parameters wbDas&T
code or AC@atch theLIMDU Code Maintenance Talgge DCAT matches
Pregnancy Code Maintenance Taliter Pregnancy)

=

=

=

Projected Capacity Occupied @ Px

- Percentage of onboard LIMDU (or Pregnancy), TG and PG members projected to
be onboard at the period specified in the Activity Search parameters wDGeT
code or AC@natch theLIMDU Code Maintenance Taljtge DCAT matches
Pregnancy Code Maintenance Taliter Pregnancy)

M1 Select

- Used to capture the activity information to populate the LIMDU (or Pregnancy)
submission form

11.2.2 Activity LIMDU (or Pregnancy) Manning Ta ble

This table provides LIMDU (or Pregnancy) manning data for the entire activity at the period specified in
the Activity Search parameters, without regard to the searched community parameter, by pay band.
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1 BA Dby pay band @ LPW
1 LIMDU (or Pregnancy) TG

- Numbe of LIMDU (or Pregnancy) Tentative Gains (TG) potentially inboundto the
activity, by pay band

1 LIMDU (or Pregnancy) INV

- Number of LIMDU (or Pregnancy) personnel assigned to the activity, by pay band
1 Attributable @ Px

- Number of onboard LIMDU (or PregnahcyG and PG members projected to be

onboard at the period specified in the Activity Search parameters, by pay band

11.2.3 Community LIMDU (or Pregnancy) Manning
This table provides LIMDU (or Pregnancy) manning data for the entire activity at the period spacified
the Activity Search parameters, by searched community parameter and pay band.

1 BA by pay band @ LPW
T INV @ Px

- Total community onboard inventory at the period specified in the Activity Search
parameters

1 LIMDU (or Pregnancy) TG

- Number of community LIMDU Kd’regnancy) Tentative Gains (TG) potentially
inbound to the activity, by pay band

1 LIMDU (or Pregnancy) INV

- Number of community LIMDU (or Pregnancy) personnel assigned to the activity,
by pay band

1 Attributable @ Px

- Number of community onboard LIMDU (or Br&ancy), TG and PG members
projected to be onboard at the period specified in the Activity Search parameters,
by pay band

When the desired activity is identified, click tB&LECHutton to associate the activity to the LIMDU (or
Pregnancy) PMAR.

See sectin 30.2 Submissiorto complete PMAR submission process.

11.3 General Activity Search

When accessing the Activity Search using ARETIVITYadio button, you can obtain alitional
information on UICs specified

11.3.1 UIC Search Criteria
1 IntheUIC oiCOMMAND NAMEOX, enter the desired UIC(S).

78



ab! ! aS$ND&i(TEBsRs)

- Thisfield iSANDATORY

+0dn

- The UIC/Activity name field will aqmopulate as the user enters data.
- Multiple UICs can be added individually.

- F Ly a!'[[ 'L/€¢& aSlINOK Aa

o ¢KS a![[ 'L/ E

Area of Responsibility (AOR)

Select he ADDbutton.

= =4 —a A

Select theSEARCBbLutton

2LIGA2Y

gAt t f

Select the desired UIC/Activity name from the yprepulated list.

SelectACTIVITMadio button to the right of théADDandREMOVIbuttons.

If optional search criteria are desired, add from list provided below before

selecting theSEARCButton

11.3.2 Activity Search Criteria
1 MCA

BUPERS

Fleet

MCA X

Other

If none are selected, defaults to all

1 Sea/Shore

Sea
Shore
Sub Sea

1 ATQC; Area Type City
1 Location
1 CONUS/OCONUS

CONUS
Overseas
Both (default)

 Comments

No (default), no LIMDU/Pregnancy restricting requisition comments against the

activity

Yes has LIMDU/Pregnancy restricting requisition comments against the activity

11.3.3 Advanced Activity Search Criteria
91 Diary Status

Enlisted: None, 1,2,3,7
Officer: None, 1, 2,3,7
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Platform Type

Manning Event

Manning Event Date

Employment Type

BSO (Budge&ubmitting Office)

SMC (Subordinate Manpower Claimant)
MARP Mlanpower Requirements Plan)
TGC (Type Commander Group Code)
OPC Qperational Code)

ARCActivity Readiness Code)
Placement Coordinator

Female at Sea: Restricted, Limited, Unrestricted
Admin Actvity: Parent UIC, PPS UIC
Plain Language Address

=4 =4 4 -8 _8_9_9_4._-2_-4._-24_-°5_2_-2

11.4 General Activity Search Results
Note: results from various searches canreturn coryitiaa G KF G I NB y2 €2y 3ISNI al O
Enlisted Personnel assigned, or have a blank Enlisted Diary Status.

Note: Information displayed in these results CANNOT be downloaded to Excel.

11.4.1 Activity Information
Provides basic command information with one command per line, reflecting current data.

=

UIC: Thisis a hyperlink to additional detailed information
Command Name

ATC

Entitlement ATC

Entitlement ATC Location

MCA

BSO

Enlisted Diary Status

Officer Diary Status

Platform Type

Platform Type Short Name

SS: Se&hore Code

# of Funded Billets

# of Refillable Excess

# of Assigned Personnel

Comments (whether or not the Commd has LIMDU or Pregnancy Restrictions)

=4 4 -4 _8_-8_98_9_2_-29._-29_-2._-2_-2°2_2°_-2-
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11.4.2 Activity Detalls

By clicking on the UIC hyperlink, a pop up window will appear with additional detailed information. The
window has several buttons for various sections. The following will always be displayedlesg of

the button selected:

1 UIC and Command Name

1 Short Name

1 Plain Language Address

T URL

T 1@8LISNI AYy]l G2 xAaAiid GKS ' OGArA@raGeQqQa 2So0aAris
11.4.2.1General
The window defaults to th&eneralbutton selected with the following data displayed:

UIC: Parentand Pers/Pay
Homeport and Entitlement Homeport: ATC, GEOLOC (City, State), HP Code
Fleet Location

Type Duty

Composite

Platform Type

MCA

ADSN

Resource sponsor

Claimant

SMC

Ten Digit

Manpower Requirements Plan
Activity Mission Code

Enlisted Diary Status

Officer Diary Stats
Decommission Date

11.4.2.2Berthing
This section provides Bunk Capacity for Males and Females as provided by the TYCOMs via the FRIs.

= =4 4 8 _8_98_9_9_2_-24._-24_-°2_-2_-2._2_-2

=

1 EX9cY 1/ 2 Ce¢{xX {KALIQa /2YLIlye {doid2a0lIf5x
Subtotal, Total
 E79 ¢pY I/ £ C¢{ X tdtek EniQked AC2Enbarkgdd-TY, Batbarked

Subtotal, Total
1 Embarked Activities
1 Hyperlink for View Female at Sea Assignment Options Report

11.4.2.3Contact
This section provides contact information, if available or provided, for the following:
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1 Activity Contacts Plone numbers and-enails as provided by and maintained by the
command for

- Commanding Officer

- Executive Officer

- Command Master Chief

- Quarterdeck/Duty Office

- Command Sponsor Coordinator
- Personnel Officer

- Primary Career Counselor

1 Placement Coordinators: Listd PER80 personnel who are reflected as having the
command under a Placement Coordinator Role
1 Activity Addresses

- Physical
- Mailing
11.4.2.4Restricted (only available to some Roles)
1 TGC
1 OPC
1 ARC

1 Manning Event Information
1 Hyperlinkto Update Manning Events Infortiza

11.4.2.5Comments
Provides a listing of Requisition Comment Rules that apply to the command. Some Roles have the
option to Update Requisition Comment Rules

11.5 AMEX Activity Search

When accessing the Activity Search using AMEX Scoreadio button, you can dfain additional

information on UICs specifiedAMEX ScorproviRS & 'y F RRAGA2Y I f { SIF NOK / NR S
{SFENDK / NARGSNRIFE¢ G2 GKS ' OGA@AGeE {SINDK hLGA2YyLFE [
above.

11.5.1 AMEX Score Search Criteria
1 Activity AMEX Score, or option to select No Activity AMEX Score
1 Activity Pay Band AMEX Score, or option to select No Activity Pay Band AMEX Score
1 Activity Rating and Pay Band AMEX Score, or option to select No Activity Rating and
Pay Band AMEX Score

11.6 AME X Activity Search Results

When entering AMEX Scores in the respective Sections of the AMEX Score Search Criteria, and any other
Optional or Advanced Search Criteria, the following data will be returned:

1 One UIC per line, with the ability to expand the ded#ay Band and Rating as
desired.
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1 Current AMEX Score for the Command and, if expanded, down to Pay Band and
Rating.

1 Projected AMEX Scores out to 15 months in the future and, if expanded, down to
Pay Band and Rating.

Clicking on the UIC Hyperlink willtgiup the same information as for General Activity Search
Results
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12 Projected Loss (PL) Modification Rule (T)

The Projected loss modification rules are management tools to affect the timing of grouping of the
requisitions based on approved business rul@$iese rules can either generate a requisition early or
delay the generation for a set time in months.

No Modification Ruleswill be entered without the concurrence of theManning
Gontrol Authority (MCA)via the applicable Fleet Readiness Integrat@fRI)

Select the Projected Loss Modification Rules tab under the Management Tab/Requisition dropdown

1 To entera new Projected Loss Modification Rule:

- SelectADD RUL&t the top of the page
- A popup form will display, enter all of the options needed to define thle:
0 A Rule Name
uIC
ATC
Communities
Sea Shore Codes
ACCs
EMC(s)
NECs
Platform Types
EDLN Reasons
Pay Grade
Month Adjustment: a Negative number will generate a requisition earlier;
a positive number will delay the requisition from generating.
o Rule OrderFor any requisition covered by more than one rule, this
options set the order to applied
o Entera TITLE inthe Add Requisition Category Change Reason Ruje Pop
Box
o Select theADDbutton at the bottom of the page.

O OO O OO OO0 0o oo
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13DNEC Change (T)

While the DNEC is ngenerally used in MNA for making an alignment, it remains important for several
reasons. First, the DNEC is evaluated to make cltmsmulor Floating NEC alignments. Additionally, the
DNEC is used for identifying NEC Bridging opportunities as well ag IEg&ill metrics in external

systems being fed by MNA. Lastly, the DNEC is used in alignment tie breaking rules. For these reasons,
DNEC maintenance is critical and regularly scheduled reviews are required.

Should a DNEC review identify mismatches mégmiicorrection, MNA provides the ability to submit
changes to the corporate personnel system. This is done by submitting a DNEC Change Personnel
Manning Action Request (PMAR) or via Active/FTS Personnel Detail Onboard Information DNEC(s) of
Assignment Upate.

DNEC validation is critical to MNA functions and readiness measures. Specific guidance is provided in the
Enlisted Distribution Verification Process (EDVP). Additional information can be found on the MNA
website resources section https://www.mynavyhr.navy. mil/CareeManagement/Detailing/MyNawy
Assignment/.

13.1 Submit DNEC Change Request (version#1)

This change method accesses the DNEC changepuia thePersonnel Detailpop-up window:

1 From theAlignmenttab, selectAlignment Search

91 Perform a search using either basic or advanced criteria as outlined in séction

Basic Searcbr sectionl.2 Advanced Searglabove

Select desired member name hyperlink

Select theODNEChangeptionfrom the SUBMIT PMARBRutton at top ofPersonnel

Detailspop-up window

1 From the DNEC change pap window enter the proposed DNEC in the DNEC1
and/or DNEC2 fields requiring a change

- ¢2 O2YLX SiSftfeée NBY2OS I 5b9/ > SyGdSNI GKS
- If changing only DNECZ2, the current DNEC1 valustbe entered into the
Proposed DNECL1 field
- If attempting to zero out both DNEC1 and DNECZ2, the system will omhjtper
changing one value at a time. The second value cannot be changed until the first
has been updated in the corporate personnel data system (this will require an
overnight update process to run).

1
1

1 Select appropriatéuthorityMakingChangefrom dropdown
1 Sedect appropriateReasorior Changefrom dropdown
1 SelectUPDATButton

- The Clear button will reset all change fields to the default values
- The Cancel button will close the DNEC changeygpand return to the page
where the popup was accessed, without mailgj any changes
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13.2 Submit DNEC Change Request (version#2)
This change method accesses the DNEC changeipe@a theView Active/FTS Personnel Detadlge

1
f
T
1

)l

1
1

From theSailor Infaab, selectview Active/FTS Personnel Detail

Enter identifying data to searchifonember

Select desired member from provided list

From theProfessional Informatid®nboard Informatiorsection of theActivedFTS
Personnel Detagage, select the UPDATE buttontioe DNEGield

From the DNEC change pap window enter the proposed DNECthe DNEC1
and/or DNEC?2 fields requiring a change

- ¢2 O2YLX SGiSfteée NBY2OS I 5b9/ > SyGSNI G4KS
- If changing only DNEC2, the current DNEC1 value must be entered into the
Proposed DNECL1 field
- If attempting to zero out both DNEC1 and DNEC2, the sysi#ronly permit
changing one value at a time. The second value cannot be changed until the first
has been updated in the corporate personnel data system (this will require an
overnight update process to run).

Select appropriatéuthorityMaking Changefrom dropdown
Select appropriat®easorior Changefrom dropdown

1 SelectUPDATButton

- The Clear button will reset all change fields to the default values
- The Cancel button will close the DNEC changeygmand return to the page
where the popup was accesseavithout making any changes
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14 Projected Rotation Date (PRD)Management

A 2 4 oA ~

I YSYOSNDRE tNRP2SOGSR w2ildAz2y 5FGS 6tw50 Aa ONRGAC
inside MNA. All members assigned for duty in ACC 1xx status require a PRDss@hedhthat indicates

their expected rotation month and year based on Navy provided rotational guidance to and from

commands for that rating and type of assignment.

The PRD establishes when the member enters their orders negotiation window; identifiesatha

Projected Loss (PL) at their activity; permits the system to generate a requisition for their billet and is a
FILOG2NIAY GKFIG oAffSGiQa LINA2NAGE O2YLI NBR (2 20KSN
Fy | OGA@A G e QsalforladciraleyPRR infdrifalidh 2nalyles distribution processes to work

effectively and provides the member with the opportunity to negotiate their next assignment as well as

ensuring atimely replacement within the priority parameters set by the Fleet iRessl Integrators

(FRIS).

PRD validation is critical to MNA functions, requisition generation and readiness medsarasmands

are responsible for monitoring proper PRDs for Sailors at their command. Sailors identifying issues with
their PRD should contatheir Detailer. Activity Manning Managers identifying issues with PRDs should
contact their Placement Coordinato6pecific guidance is provided in the Enlisted Distribution

Verification Process (EDVRdditional informationon the EDVIan be foundon the MNA website

resources section athttps://www.mynavyhr.navy.mil/CareeManagement/Detailing/MyNawy

Assignment/.
14.1 Search for Expired PRD

These steps wiliid in identifying members whose PRD is in the past and is considered expired:

- Initiate a search using advanced criteria as outlined in sedtidAdvanced
Searchabove.
- Select the desire®RD rangéom the Persainel Optional Criterigection
o Ensure theROM PRDBateisempty or blank
o0 SettheTO PR@ate to the most recenpreviousmonth
- Additional optional criteria can be added as desired.
- SelectSEARCH
- TheAlignment Search Results Detaiifl display all aligments where the
member has an expired PRD

14.2 Search for Blank PRD

Permanently assigned personnel lacking a PRD create significant distribution issues and directly affect
FOGAPGAGE NBIRAYSaa LXIFYyyAyad 5ATTSNBaadinalsaSedzl G A2y &
AYYSRAFGS +FGGSYyGA2y A& NBIJdANBR® {SINOKAy3 Fy | OGA
permanently assigned members whose PRD is blank.

1 Blank PRD Search

- Initiate a search using advanced criteria as outlined in sedtidAdvanced
Searchabove.
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Select thdnclude Blank PRR&ieckbox in thé’RDsubsectiorofthe Personnel
Optional Criteriasection

Leave the PRBromandTodates blank in th&RDsubsectiorofthe Personnel
Optiond Criteriasection

Additional optional criteria can be added as desired.

SelectSEARCH

TheAlignment Search Results Detavifl display all alignments where the
member has a blank PRD

14.3 Search for Future PRD

Initiate a search using advanced criteria aglimed in sectiorl.2 Advanced
Searchabove.
Select the desireBRD rangéom the Personnel Optional Critergection
o Setthe FROM PRDBateto the month following the current month
o Ensure theTOPRDdateisempty or blank
Additional optional dteria can be added as desired
o If desired, blank PRD records can be included in the resulilégtiag
the Include Blank PR2fieckbox in thé®RDsubsectiorofthe Personnel
Optional Criteriasection
SelectSEARCH
TheAlignment Search Results Detaildl display all alignments where the
member has a future PRDo further sort the return by PRD, it is recommended
GKIFG GKS &SI NDK NBGdzZNYy 6S SELRZNISR oé@
upper right corner of thedble.

14.4 PRD ChangeRequest(T)

Within MNA, there are four areas where PRD change functionality can be accessed:

T
1
1
1

Active/FTS Personnel Detpdge via thesailor Infanenu

Active/FTS Personn8karctpage via thesailor Infanenu,PRD Chandrutton
PersonneDetailspop-up window accessed from thieAMEfield hyperlink in MNA
Alignment Managemenage PRD Chandrutton

GroupPRD Change Requegi®vide the ability to include a Group Name for tracking purposes. Group
PRD changes are accessible from:

1 AlignmentManagemenpage
91 Active/FTS Personnel Seapdge
PRD Change Requestsit trigger certain business rules within MNA will require a workflow before the

change transaction is sent to the authoritative personnel system. The workflow cannot be bypassed. The
business rules provide stability for the enlisted requisition generation process.

Once thePRDChange Requegiop-up window is displayed, perform the following to submit a PRD
Change Request:
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Enter new PRD in theroposed PRbeld

Alternately, the new PREan be changed based on a set number of months from the
current PRD (i.e. extend/shorten 6 months from current)

1 If submitting a group PRD change request, enter a name iRRi2 Change Request
Groupfield

Select theReasorior Changdrom the dropdown men

Enter free text comments providing addition details concerning the change reason
SelectSUBMIT

Additional member alignment information is displayed to aid the user in determining
the appropriate action

= =

= =4 —a -9

- Member information is not available for group requgs

If the PRD Change requires further review, a PRD PMAR will be systemically initiated and will begin
workflow routing.

14.4.1 PRD Change Request for Groups

PRD Change Requesn be submitted for multiple members at once using functionality on the
Alignment Managementor Personnel Summarpgages. To access the multipRRD Change Requests
pop-up window:

1 From theAlignment Managememage, select the checkbox for more than one
member

- Click thePRD CHANGHtton at the bottom of the page
- Enter desired new PRD ihe Proposed PRield
o Alternately, the new PRD can be changed based on a set number of
months from the current PRD (i.e. extend/shorten 6 months from current)
- Enter aNAMEfor the PRD Change Request Group
o This allows tracking of the submission as a grbawever; each change
request will be processed separately.
- Select thePRD Change Request Reaom the dropdown menu
o0 The samd’RD Change Request Reasode will be applied to each
individual request in the group
- Enter free text comments providing adin details concerning the change
reason
- SelectSUBMIT

1 From theActive/FTS Personnel Seapsge, perform a search to include the desired
population requiring a PRD change

- From the search results, select the checkbox for more than one member
- Click thePRDCHANGButton at the bottom of the page
- Enterdesired new PRD in tReoposed PRfeld
0 Alternately, the new PRD can be changed based on a set number of
months from the current PRD (i.e. extend 6 months from current)
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- Enter aNAMEfor the PRD Change Requé&xroup
o Thisallows tracking of the submission as a group however; each change
request will be processed separately.
- Select thePRD Change Request Reasom the dropdown menu
o The samd’RD Change Request Reasode will be applied to each
individual request in the group
- Enter free text comments providing addition details concerning the change
reason
- SelectSUBMIT

Once &PRD Change Requédss been submitted, no other change request can be submitted until the
changed PRD is received by MNA from the authtivie personnel system, usually within 24 hours.

14.4.2 Adjudication

Once the PRD Change PMAR has been submitted, it will systemically follow the defined workflow

routing as established by NPC. Each workflow reviewer can see PRD Changes awaiting thein action o

the Change Request Summapgge in thea | y | \@awiable under the PRD Change section. The PRD
Change will appeariwS OA SgSURNat $ABKSY Al Aa GKSANI NRt SQa &dz2Ny
PMAR.

TheChange Request Summapgge provides summargvel information of all PMAR types. See Section
16 ChangeRequest Summarfpor further information concerning th€hange Request Summapgage.

To adjudicate the PRD Gige PMAR, perform the following steps:

A. From theChange Request Summarggew S @A S ¢ S dlieiPRE Gh@magection,
click the hyperlink number indicating the number of PRD Changes awaiting action. This
displays théAction Liswhich provides additionahformation for each PRD Change
represented by the hyperlinked number. See Secfiér? ActionListViewfor
additional information concerning th&ction List

B. From heAction Lisipage, click th&TATUEolumn hyperlink to access tiRRD Change
Detailspop-up.

C. Review submitted PRD Change recommendations and comments.

1 PRD Change Request Detalil

- Currentand proposed PRD

- Member information

- Billetalignmentinformation

- Reaquisitioninformation

- Activity deployment status information
- PRD Change Reason and comments
- Reason(s) for Further Review

1 Billet Manning Information

- Rating
- NEC

90



ab! ! aS$ND&i(QFEBR®RS) o dn

D. Commentg REQUIRED
E. Approve or Disapprove request

1 Afinal adjudication of Disapproved will:

-  Move the PMAR to the COMPLETED column idlrelhge Request Summary
views
- Historically record the disapproved PMAR

1 A final adjudication of Approved will:

- Transmita PRD Change transaction to the corporate enlisted personnel data
system
0 The transactiomust be tansmitted prior to 180 CST to ensure it has
updated for the following day.
o MNA will not display the new PRD until the corporate enlisted personnel
system has updated
o Transmission errors can be viewed on #RD Transaction Summaagge
- Move the PMAR to tt COMPLETED column inGilenge Request Summary
views
- Historically record the approved PMAR

14.5 Projected Rotation Date (PRD) Further Review Rules (T)

All Projected Rotation Date (PRD) change requests are systemically reviewed against a rules table which
identifies those change requests that require further review based on specific data within the request. If
a PRD change request triggers further review, a predefined workflow is initiated.

The PRD Further Review Rules are modifiable by an authorized ossrcdss the PRD Change Request
Further Review Rulesavigateto the MANAGEMENTab PMAR MAINTENANGtenu optionPRD
Change Request Further Review Rupton.

The following thredPRD Change Request Further Review Rulhes toggled on (active) must hav
specific data codes added to provide the necessary detail for determining workflow routing. Modify
specific data codes as follows:

1 ACC/NEC/DNEC

- Add/delete by selecting the PENCIL icon for the desired code

- Add new code by entering desired code into toale entry field and clicking the
ADDbutton. The code entry field will autpopulate as the entry is made.

- Delete by selecting the desired code from tiemponent Valuelsst and clicking
the REMOVButton.

- Select theSAVE CHANGESton

1 The following®RBChange Request Further Review Retasonly be toggled on/off
which affects whether the change request will be directed through the workflow.

- Extension of a PRD notinside the Loss Projection Window (LPW)
- Reduction of a PRD not in the LPW and the newiBR[Bo notin LPW
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Reduction of a PRD not in the LPW and the new PRD is inside LPW

Extension of an aligned Projected Loss (PL) with no Prospective Gain (PG)

identified

Reduction of an aligned Projected Loss (PL) with no Prospective Gain (PG)

identified

EEGSyarzy 2F Iy FtA3aySR YSYoSNRE t w5 {2
new PRD

9EGSYyaAzy 2F Iy FfA3aySR YSyoSNna tws G2
0Se2yR G(GKS SEOS&aa LiairdAirizyqQa SyR RFGS

OEGSyarzy 2F tw5 o0Se2yR (GKS FtA3dySR YSYq
Extera A2y 2F tw5 0S@2yR (G4KS FtftA3IySR YSYo SN

Member is currently serving on an SDIP assignment
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15SeaDuty Incentive Pay (SDIP) Management (T)

SDIAs anincentive pay program designed to harness the talent, energy, and motivatinko§ b I @& Q&
all-volunteer force and provide a monetary incentive to specific enlisted communitiils at-sea

manning challengesSDP is an incentive for certaira#ors to voluntarily remain on sea duty past their
prescribed seaour (PST) or curtail their current shore dutyragurn early toseaduty.

SDIP requests can be submitted for three incentive options:

1 Sea Duty Extensioallows sailors to volunteer to extend their sea dagsignment
on a ship, submarine, or aviation squadron

1 Back to Back Sea Duaflows sailorgurrently assigned to sea duty volunteerto
accept a followon sea duty assignment orsaip, submarine, or aviation squadron

1 Shore Duty Curtailmendllows sailors to volunteer to curtail their currestiore
duty assignment and return to sea duiy a shp, submarine, or aviation squadron

15.1 SDIP Request Submission

Access the SDIP submission page vigPsonnel Detailpop-up window by:

1 Performnga search using either basic or advanced criteria as outlined in selction
BasicSearclor sectionl.2 Advanced Searglabove or by

1 Performing a member search as outlined in secti@alior Search

1 From theAlignment Search Results @dg, select the name hyperlink of the desired
member to view thePersonnel Detailgop-up window

1 Select theSubmit PMARutton at the top of the popup window to access the SDIP
request option

The SDIP Request submission quppallows entry of SDIP requdasformation as well as presents
member information to the submitter including assignment history to be used in evaluating the validity
and eligibility of the SDIP request.

From theSubmit SDIP Requesgction:

1 Select SDIP option from ti&DIP Typdropdown

- For SDIP Extension, enter tAeposed PRior the extended sea duty
assignment
o The PRD will automatically revert back to the previous value if a previously
approved request is cancelled
- For SDIP Curtailment, enter tReoposed PRr the curtailed sheoe duty
assignment
o The PRD will automatically revert back to the previous value if a previously
approved request is cancelled
- For SDIP Back to Back, enter the number of months of SDIP requested at the
follow-on sea duty assignment. Additionally, the Staatte can be adjusted to
accommodate incomplete sea duty tours.
- These entries will autpopulate the SDIP Start and Stop dates
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1 Select theSDIP Eligibility Rulleom the dropdown

- The dropdown contains th&DIP Eligibility Ruliele. If the exact rule is not
known, select theEligibility Ruldutton to view all SDIP eligibility rule details

- TheEligible Monthly Amouriteld will auto-populate with the appropriate value
from the eligibility rule table

- If the member does not hold the required NEC to be SDéfib&dibut will be
receiving enroute training for the SDIP NEC, selecSE Eligibility Rufer the
appropriate NEC

Enter any appropriate comments

SelectSubmit

1 The useralso has the ability to clear the SDIP submission page entries by selecting
the Clearbutton

1 If the member has an existing SDIP request, certain authorized users have the

capability to cancel the SDIP request

15.2 Request Maintenance

Submitted SDIP requests can be searched in two areas; first fro@uihmitter Viewof the Change
Request Bmmary outlined in section 12.1.2{ dzo Y A WiéwS9¢ddad from theSDIP Request Search
page accessed via tlighange Requeshenu, SDIP Request Searoption

= —a

15.2.1 Request Search
Navigate to theChange Requeshenu, SDIP Request Searahtion to view theSDIP Request Search
page

The SDIP Request Seampaige provides several search criteria options for finding an SDIP request.

1 By person

- DoDID
-  Last 4 of SSN

1 By community

Rating

Enlisted Management Community (EMC)
Pay grae

- NEC

1 By SDIP requestinformation

- Payment date
- Request Type
- Payment Indicator
- SDIP request status
o ASDIP Request StatoEMODIFIEDndicates that an approved SDIP
request contains an ultimate UIC from the subsequent SDIP PCS orders
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assignment that has ke modified from the original. This requires the
SDIP request to be routed back to the Incentive Manager for verification
that the modified UIC meets the SDIP program eligibility requirements.

The initial SDIP search results are separated into three suynutigplay categories to aid in visualizing
the overall disposition of requests matching the selected search criteria.

1 Request Type
1 Payment Indicator
1 SDIP Request Status

Each summary number is a hyperlink that allows a drilldown toSIP Action Lislisdaying all
requests matching the selected category. Each Action List row provides additional drilldown capability
for the following:

1 Expand and collapse capability to view the workflow information and status

1 Namehyperlink to view theéPersonnel Btailspop-up window

! MRThyperlink to view theAlignmentDetail2 T 0§ KS YSYo SND&a OdzNNBy |
i Statushyperlink that provides drilldown to thBDIP Request Details

15.2.2 Request Details

The SDIP Request Detapage displays data concerning the request and pravifignctionality to the

user based upon their role or participation in the request workflow process. Regardless of the role, the
SDIP Request Detapsovides SDIP Request information, Personnel information and Assignment History
information.

15.3 Adjudication

The Incentive Manager role has the ability to update SDIP requests. This role can approve/disapprove
with comments, enter the SDIP Assignméxgreement Dateperform data edit overrides, edit the SDIP
Start Date for Backo-Back requests to accommodatecomplete sea duty tour lengths or cancel the
request. Other workflow participants have the ability to approve/disapprove and may have request
cancel capability, if assigned.

Once the SDIP request has been submitted, it will systemically follow the defiogdlow routing as
established by NPC. Each workflow reviewer can see SDIP requests awaiting their actio€ loemiipe
Request Summarpage inthew S @A S ¢ S tabdiunder kh® BDIP section. The SDIP request will
F LIS N ¢ KSy A G Aadudicatk Bdrbgueste f SQa (G dzNy (2

TheChange Request Summapgge provides summary level information of all PMAR types. See Section
16 ChangeRequest Summarfpor further information concerning theChange Request Summapgage.

To adjudicate the SDIP request, perform the following steps:

A. From theChange Request Summarggew S @A S ¢ S tdlideaSDIRskcSof, click the
hyperlink number indicating the number of SDIP requests awgégtion. This displays
the Action Listwhich provides additional information for each SDIP represented by the
hyperlinked number. See Sectidf.2 ActionListViewfor additional information
concerning theAction List
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B. From theAction Lispage, click th& TATU8olumn hyperlink to access tl&DIPDetails

pop-up.
C. Review submitted SDIP recommendation.

9 SDIAnformation

Status

Eligible Monthly Amount

SDIP Type

Agreement [ate

Start Date

Payment Date

Lump Sum

Months of SDIP

Payment Indicator

End Date

Eligibility Rule (with hyperlink)

Eligible Indicator

SDIP Eligibility rule manning data (for Extensions)
Ultimate Activity information (for Curtailment and Baitkback)

Requidgtion Information (only visible for SDIP Extensions)

Requisition Category
Number of Applications Submitted

Personnel Information

Name

Current Rate

Prospective Rate

Assigned Rate

EAOS/SEAOS

PRD

PRD Reason

Projected PRD

Orders Status (for Curtailment and Baokback)
DNEC1/2

EDLN

EDLN Reason

SDCD (for Extension and BaakBack)
SHDCD (for Curtailment)

NEC1 thru NEC5

1 Assignment History

Rate
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- uUIC

- Activity

- Seal/Shore code
- Received Date
- Transfer Date

- ACC

D. Comments; REQUIRED
E. Approve or Disapprove request

1 Afinal agudication of Disapproved will:

- Move the PMAR to the COMPLETED column @halhge Request Summary
views
Historically record the disapproved PMAR

1 Afinal adjudication of Approved will:

- Systemically submit a PRD change transaction for SDIP types Exi@mgion
Curtailment

- Prestage the approved SDIP for payment authorization by DFAS

- For SDIP type Extension, any requisition will be withdrawn and associated
applications will be set to CANCELED

- Move the PMAR to the COMPLETED column @halhge Request Summary
views

- Historically record the approved PMAR

Once the SDIP request has been approved, depending upon the type of request, other actions are
required to complete the entire SDIP assignment process and ultimately authorize DFAS to pay the
member.

1 For SDIPype Curtailment and Badk-back, PCS orders must be issued for the
member and then fully executed.
1 For SDIP type Extension, the member must reach their original PRD.

Finally, when the member is onboard their new ultimate activity or has executed tkingon, they

must submit their signed SDIP agreement to the NPC Incentive Manager to complete all SDIP steps. The
below data edits will be system validated before the approved SDIP request will be sent for payment
authorization to DFAS.

1 The SDIP Assigmemt Agreement Datenust be entered once proof of signature is
provided to the Incentive Manager
1 ThePaymeniDatemust be a date thatis in the current month or a past month

- This date is initially established by tB®IP Start Date

1 The ultimate UIC from theubsequent SDIP PCS orders assignment must match the
2y02FNR | L/ 2F GKS YSYOoSNDa yS¢ FaarayySy
- The Incentive Manager has the ability to override this ggbe below
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contain at least one of the required NEC(s) before payment can be authorized

- The Incentive Manager has the ability to override this gge below

When these four data are validated, the SDIP request will be forwarded to DFAS for payment
authorization. DFA®Ill provide feedback as follows:

1 UpdatedPayment Datehat reflects the actual scheduled payment date

1 Payment Indicatoof PAID indicates payment authorizationis approved

1 Payment Indicatoof ERRORNdicates that the payment authorization failed to
comply with DFAS edits. When this occurs, the Incentive Manager will work with
PERS to adjudicate the error and manually resubmit the request to DFAS.

15.3.1 Overrides

SDIP overrides can only be performed on SDIP requests that have been approved but haveeysérit
to DFAS for payment.

15.3.1.1 UIC Matching Override

Of the four data validations that must occur in order to authorize SDIP payment to DFAS, the
requirement of the SDIP PCS orders UIC matching the eventual onboard UIC of the member may be
overridden. Tis override is necessary to accommodate occasional diverts to fill critical skills gaps at
other activities. The divert activity may still be an eligible SDIP activity so the member should not be
penalized in these cases. If thBC Matching Overridess waranted, the authorized user can perform the
override from the request detail page. The page will indicate whetherlii@ Matching Overrides

enabled or bypassed.

15.3.1.2 NEC Matching Override

If the SDIP Eligibility Rule used on the request was defined asifd¢EC, then the system will validate

GKFG GKS YSYOSNDRA b9/ Ay@Syiuz2NE O2ydGlAya G fSFad
DFAS. This validation can also be overridden by the authorized user. There are business scenarios

whereby the membemay proceed to the SDIP activity without having first gained the rule NEC, at no

fault of their own. If theNEQMatching Overrideis warranted, the authorized user can perform the

override from the request detail page. The page will indicate whetherNBBEMatching Overrides

enabled or bypassed.

15.3.2 AgreementDate Update

After the SDIP request has been approved and the member has either negotiated PCS orders or

executed the extension, they must sign an agreement dictating the terms of the SDIP assignment,

order to receive the SDIP payment. Once the agreement has been signed, they forward to the Incentive
alyFr3ISNI Id bt/ K2 (GKSy dzZJRIFGSa GKS YSYOoSNDR& {5Lt
of the four data validations required in order tothorize SDIP payment to DFAS.

To update the SDIP Agreement Date, using the Incentive Manager role navigateGbahge Request
tab, SDIP Request Seangtenu option. From the SDIP search criteria select:

1 Indicator =NOT SENT
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1 Status ;-APPROVED
1 Select anydditional criteria desired
1 Select theSEARCBuUtton

The SDIP search results will display an action list matching the search criteria. Seel®c2tintion
ListView for additional information concerning thaction List

A. From theAction Lispage, click th&TATUEolumn hyperlink to access tI8DIP Request
Detailspop-up.

B. In theSelect an Agreement Datfield, enter the date the member signed the SDIP
agreement.

C. SekctUPDATE

If the other three data validations are complete, the system will authorize payment to DFAS, otherwise
nothing will occur until all four data validations are complete.

15.3.3 Back-to-Back Start Date Update

When a member requests an SDIP Badacki KS {5Lt {dFNI 5FdS Aa asSda G2
however, occasionally the member may not have completed their full sea duty tour at the PRD. In these
cases, the SDIP Start Date requires adjustment to ensure SDIP benefits are provided only fimathe ac

SDIP assignment period. The Incentive manager can adjust the members SDIP Start Date on the SDIP
Request Details page.

To update the SDIP Start Date, using the Incentive Manager role navigate Ghéimge Requesab,
SDIP Request Seamtenu option.From the SDIP search criteria select:

1 Request Type Backto-Back

91 Indicator =NOT SENT

1 Status ;-APPROVE({@r REQUESTHINot yet adjudicated)
1 Select any additional criteria desired

1 Select theSEARCButton

The SDIP search results will display an actdbmriatching the search criteria. See Sectld@n2 Action
ListView for additional information concerning thAction List

A. From theAction Lispage, click th&eTATUEolumn hyperlink to access tI8DIP Request
Detailspop-up.

B. In theSelect &StartDatefield, enter the new SDIP Start Date.

C. SelectUPDATE

If the SDIP Start Date was set by the system and not adjusted by the Incentive Manager then once PCS
orders have beetissued, the SDIP Start Date will be systemically updated to match the Estimated Date
of Arrival (EDA) of the orders. If the SDIP Start Date was manually adjusted by the Incentive Manager,
then it will not be updated when PCS orders are issued.

15.4 PendingSDIP Request Exception Rule

SDIP request types Curtailment and B&alback remain in a pending status until the member has
reported onboard the SDIP activity and their SDIP request is marked as PAID. Under normal
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circumstances this could cause conflictsidg the subsequent PCS job selection process if other PMAR
types are triggered (i.e. rating substitution, pay grade substitution, etc). Normally only one PMAR can be
in a pending status at a time however, with these two SDIP types, certain other PMédgrargpallowed

while in a pending status. Below are the PMAR types allowed to be initiated while an SDIP Curtailment
or Backto-back request are still pending:

Divert

Component Substitution

Rating Substitution

Pay Grade Substitution (PAYSUB)
Orders Modifiation (ORDMOD)
Operational Hold (OPHOLD)

Orders Cancellation

Alignment Change

Member Realignment Request (MRR)

= =4 -4 8 _-8_95_95_9 9
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16 Change Request Summary

Each user that submits a change request can view their submissions by acces<iaige Request
Summarypage via theChange Requeshenu option. This page serves as a queue for users to manage
pending requests awaiting their attention as well as retrieve completed requests for up to 14 days after
the final disposition. Th€hange Request Summapyovides ever increasindetail of each request via
drilldown. There are three levels of change request detail.

16.1 Summary View

TheSummary Viewprovides three differing displays depending upon the assigned capabilities of the
user role and their function in the change request mss.For all roles granted access to these tables,

the visibility of individual actions will be based upon the established Area of Responsibility (AoR) for the
role currently being used, as applicable.

16.1.1Manager o60s View

This view provides visibility into ¢hprocessingtatusof the request. The list is presented in a
sequenced order with the highest priority PMAR listed first. It is useful for managers to maintain
visibility and control over how quickly requests are being processed through any requirefomork
From this view, managers can drill down to thetion List Vievand the Detail Viewof each request.
Change request processisgatusis defined as either:

In Work
Delayed
Overdue
Completed
Canceled

= =4 —a —a 9

The time frame thresholds defining each of thesatsses are set by managers based on business best

practices. The time frame thresholds are adjustable by PMAR type. The summary numbers are

hyperlinked to permit access to thaction LisView. See sectior?5.1 al yF ISNR&a +ASg¢ 2F [/ Kl
RequestsF 2 NJ FA2NIIKSNJ AYyF2NXFGA2y 2y GKS al ylFr3aSNDRa +ASga

If a role has been granted PMAR Cancel or Workflow Override capability, they will also be provided
GraroAtAGe 2FTOG6RESaKZFWIPOME 2y¥y6eé (K2aS tal!wQa GKSe@
capability for will appear.

16.1.2 Su b mi tvView r 6 s

tKAa OAS6 LINPOARSE SIFOK &adoOoYAGGESNI Iy OdGA2ylofS |d
via the current active role, that are still progsing through a workflow or to retrieve completed requests

for up to 14 days post completion. Referdection16.4 PMAR Completiostatusfor more information

conceriing PMAR completiorPMAR completion is dynamic based on PMAR tyfige summary

numbers are hyperlinked to permit access to thetion List ViewThis view is grouped by request type

and each request type is separated by the current processtiaityis Chage request processingtatusis

defined as either:

T InWork
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- The number of change requests submitted by that user, in that role, awaiting user
review

1 Completed

- The number of change requests submitted by that user, in that role, that are in
Completed status

- For up to 14 days post completion of the requested action (which may differ from
the completion of the PMAR itself)

T Canceled

- The number of change requests submitted by that user, in that role, that are in
Cancelled status

1 Total

- Thetotalnumberofchangérlj dzSa ia Ay GKS dza SNDa NEBIj dzS
categories

A

PRD Change Requests can be submitted as a Group request wiigtiment Managemenpage by
authorized user roles. In the event that a Group PRD Change Request is submitted, the Group Name
assigned dring the change request submission process will be displayed to identify those grouped
requests. PRD Change Requests submitted as part of group will be processed individually. Some may
require further review where others do not. Those requiring furtheviegv will follow the standard
workflow process for this request type.

16.1.3Reviewer 6s View

¢tKS wSOASHESNDE +AS¢ LINPOARSE | @GAadadt AYRAOFGAZ2Yy 2
attention. The view ¥l only display PMAR types where the workfloartipant entry matches the role

in which the user is currently logged in (i.e. if user is logged in as Placement Coordinator, all PMAR types

that have the Placement Coordinator listed as a patrticipant in the workflow, will appear in the
WSOASGSMBR INADE SR (2 (GKFd dzASNDRAE RS&aA3IylFGSR ! NBI 2
If the user action is required, a hyperlinked number will indicate which PMAR type and how many are

Fgl AGAy3 GKS dzaSNDa FGaiSyaazyo

This view provides each reviewer an actionable queumamage change requests awaiting their
attention. The summary numbers are hyperlinked to permit access t&ti®n List ViewThis view is
grouped by request type indicating the number of that type of request.

There is the possibility that a Reviewer nifegve to adjudicate a specific request more than once. Some
talw @g2N]Ff26a KIFISS || aDFAYAYy3IE YR a[2adAy3é LI NIA
this may be the same user role based on AoR settings.

User Roles that provide recommendations floee PMAR can also submit comments or edits to

O02YYSyiGa F2NJ GKSANI NRfS daAaAy3ad (GKS dat SyOAaté A02y 2
providing a final recommendation. This is useful to notify other personnel involved in the PMAR chop

chainif additional information is being requested causing delay in recommendation, or to provide

amplifying information to comments previously provided when a recommendation was already made.
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Best practice is to date stamp the addition by leading the updaté thie date and ending with the
name of the individual making the edit or addition to the comment in case there are additional
questions.

16.2 Action List View

When a hyperlink from th&ummary Views selected, the user is presented the Action List View lwhic
permits viewing identifying information for all change requests including workflow processing,
processing status, the reason for request, submission comments, and current aligned billet data. This
view provides a higltevel view of the requests so thasers can quickly identify a specific request
requiring immediate attention or manage their workload.

TheAction List Vievalso allows the user to further refine the displayed change requests Attien List
View can be filtered by

Communities (Ratings)

Pay Grade

Member name

uiC

Threshold status: All, In Work, Delayed, Overdue
Request Reason

1 Final Disposition: All, Approved, Disapproved, Cancelled

= =4 —a 8 —a 9

Additional drilldown information is accessible in four areas onAh&on List View

1 Expand and collapseill display the workflow processing of the change request

- Responsibility is the workflow participantrole in the request process

- The name of workflow participant

- The rating of workflow participant

- The role of the workflow participantin MNA

- Theworkflowp NI A OA LI yiQad NBO2YYSYRIGAZ2Y

- The date/time of the recommendation

- ¢KS g2N]Ft26 LI NLAOALIYyGIQa O2YYSyia

-1 at SYyOAfe LO2Yy (2 AyLlzi O2YYSyida sAGK2
edit comments made when a recommendation was previously provid¢ol
provide anplifying information prior to a recommendation being provided

- Thetime a request has been in a participants queue

Available action list data columns vary depending upon the PMAR type

Selecting theNamehyperlink will present the user with thieersonnel Btailspop-

up window

1 MRT is the MRT of billet that the member is currently aligned to. Selecting the
hyperlink will present the user with th&lignmentDetailspop-up window.

i Statusis the current Processing Status of the change request. Selecting thikrikype

will present the user with th€hange Request Detagep-up window.

= A

The change requeshction List Viewcan be exported to Excel in 3 different formats:
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1 Show no workflows

- Exports only the header row data, no workflow data
1 Show Expanded Workflows

- Exports header row data and all data from any currently expanded workflow rows
1 Export All Workflows

- Exports all header row data and all workflow data regardless of whether it has
been expanded or not

16.3 Detail View

TheChange Request Detaiew is dynamic basl on thePMARtype. Each PMAR type will display
details concerning the specific request, the person for which the request is submitted, including their
onboard activity information with manning data unique to the member and their skill set.

When accessinthe PMAR Detailas a reviewer, a recommendation with comments can be entered and
submitted. When accessing as a manager or submitter PMAR Detailpage is view only, except for
roles that have been assigned the Cancel or Override capability.

Certainroles will have the ability to cancel or override (approve or disappr@fnge Requestsithout
being a reviewer. In these cases, the user will have the ability to cancel or override (approve or
disapprove) theChange Requestfter entering notes.

See sction 33 Personnel Manning Action Requests (PMfaR¥urther information on eacPMAR type.

16.4 PMAR Completion Status

Depending on the PMAR type, the final dispositadrthe change request may or may not determine the
completion status of the PMAR. The following section defines the Completion status of each PMAR type:

 / 2YLX SGS dzLl2y GKS OKFy3S NBldzSaidiQa FAYLI

- Orders Cancellation

- Operational Hold (OPHOLD) tmasulted in cancelled orders

- Operational Hold (OPHOLD) that did not resultin orders action
- Alignment Change Request

- Safety Assignment

- Excess Position

1 Complete when change request Payment Indicator is s&¥AtD

- SDIP Curtailment
- SDIP Baeto-back
- SDIP Bension

1 Complete upon orders release from the Order Writing system

- Divert
- Crossdeck
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- COMPTOUR

- Order Modification (ORDMOD)

- Service Component Substitution

- Rating Substitution

- Pay Grade Substitution (PAYSUB)

- Operational Hold (OPHOLD) that results in order®act
- Limited Duty (LIMDU)

- Pregnancy

- Humanitarian Assignment (HUMS)

1 Complete when the change request transaction is accepted by the Navy Standard
Integrated Personnel System (NSIPS)

- Projected Rotation Date (PRD)

16.5 Determining whose queue a PMAR is in

Unfortunately, it is not possible to specifically determine exactly whose individual queue a particular
PMAR may be in at a specific review level. This is due to multiple personnel possibly having that Role
and level of access to take action on the PMAR anddbethat Sailors can be detailed to billets outside
of their rating. This can cause confusion and failure to take aati@ntimely mannerin providing
recommendations since a Rating different than the ones they normale are in their PMAR queue.

The following are general guidelines for determining whose queue a PMAR may be in:

f ¢KS DFAYAY3I . L[[9¢Q{ wdetérmiyedthe Dethilérori KS { I A f
Rating Evaluator/Specialist queue.

- Example: ACOMPTOUR PMAR for a BM1 to go to a FAC GefF@ill be with
the FC Detailer and Rating Evaluator/Specialist for chop, NOT the BM Detailer and
Rating Evaluator/Specialist.
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17 Flag Management

MNA alignments and the generation of the enlisted requisition rely heavily on accurate and timely data
both on the member record as well as the billet file. Changes to any of this data can have a direct and
immediate impact on alignments and requisition generation. To draw user attention to these data
changes, MNA employs data change flags. These flags areagghevhenever alignment specific data
changes on the member record or the billet file. Member data changes are received by MNA daily and
billet changes weekly. All flags persist between system initiated realignment cycles and then are reset
upon realignmet.

17.1 Flag Types

All flags can be designated as either an Action or Information flag, or both. The designation is driven by
the role assignment to the flag. A list of all flags can be viewdgpendix Ac Supporting Information.

17.1.1 Action Flags

This tyge of flag is assigned to one specific user role authorized to perform an action on the alignment
such as locking or unlocking the alignment or changing the alignment altogether. Choosing to take no
action is also an option for the authorized user. If theh@rized user decides to take no action, the
system will perform the default action assigned to that flag during the next system initiated cyclic
realignment. An Action Flag can be assigned as an Information Flag to other user roles; however, only
one rok can be assigned as the action role.

17.1.2 Information Flags

These flags are assigned to one or more roles as an informational alert to users with reason to be
concerned when data changes. Information Flags can be searched and details can be viewed; however,
no action can be taken by user roles assigned an Information Flag. An Information Flag can be assigned
as an Action Flag to another user role.

17.2 Flag Search

Data change flags can be searched using two methods; frorAltpement Searcpage and also from
the Flags for Review Quelsccessed via thalignment menu, Flag Revieveption.

17.2.1 Flag Search from Alignment Search
1 Initiate a search using advanced criteria as outlined in sedtidAdvanced Search
above

1 Selecthe desiredrlag Typdérom the Alignment Statu®ptional Searchriteria
section Flag Status

- Additional optional criteria can be added as desired.
1 SelectSEARCH

- TheAlignment Search Results Detaifl display alturrent alignments that have
been flaggd with the selected flag type as indicated in the Alignment Data
columns of the returned results.
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- To view theFlag Detailsselect the desired flag by clicking teEEWhyperlink for
the alignment

17.2.2 Flag Search from Flags for Review Queue

The Flags for Riew Queue provides more robust search capability for specific flags and populations of
personnel. This queue should be used when specifically performing flag maintenance rather than using
the Alignment Searcpage.

The user is presented with optional seh criteria to narrow the flag search results. There are no

YEYRFG2NE ONRGSNRAI FYyR AT y2yS IINB aStSOGSRx> Ftt ¥
displayed. The user can select the following criteria:

 UIC or Command Name

1 Communities (ratings)

1 Pay Grade

1 Enlisted Management Code (EMC)
1 Flagtitle

To perform a flag search:

1 Select the desired optional search criteria
1 SelectSEARCH

Data change flags matching the selected search criteria will be displayed in two ways:

1 Flag Count summary

- Separated by type, either Action or Information flag
- Each type is further detailed by flag category, either member, billet, activity or
alignment
- All summary numbers are hyperlinked to navigate to #lgnment Searcpage
to display the alignments contairgrthe flag type selected.
o To view the flag details, follow procedures in paragrapl2.1 Flag
Search fromAlignmentSearch

1 Flags for Review Action List

- Thistable lists each flag biyle, action taken, and flag type
- Flag title is hyperlinked to navigate to téignment Searcpage to display the
alignment containing the selected flag
o To view the flag details, follow procedures in paragrapl2.1 Flag
Search from Alignment Search

17.2.3 Flag Detall

From theAlignment Search Results Detatlse user can view flag details via tRiagcolumn of the
Alignment information section of the results.

1 Selecthe desired flag by clicking thRdEWhyperlink for the alignment.
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- Flag details are displayed in the Flag pgpwindow
- If more than one flag was generated for that alignment, each flag will be listed
- Flag details contain
o Flagtitle, description of flag
Flag reason, provides detail of the changed data
Flag category, either Person, billet, or activity
Flag type, action or information

O O O

17.2.4 Action Flag Adjudication (T)

When viewing the flag details, if the user is assigned a role identified as the action rthatfparticular

flag, then additional options will be displayed on the flag details-pppvindow. This enables the

authorized user to adjudicate the flag based on the data change. The authorized user can do one of the
following:

9 Hard lock the alignmentneaning the alignment should persistregardless of the
data change

1 Realign the member to another billet/position

1 Take no action. This option will result in the system performing the default action as
assigned in th&lag Maintenance Tabtruring the next sheduled system initiated
realignment.

1 When taking action on a flag, the authorized user must:

- Select the desired action from tReCTIONIropdown

- Select &hange Reasdrom the dropdown

- Enter a comment providing further clarification of action
- SelectUPDAE

In some cases, an alignment may have multiple action flags where the action role assigned for one flag is
not the same as the other flag. In these cases, neither role can adjudicate both action flags. The
Allocation Manager must intervene as this rokshthe authority to adjudicate all flags.

If multiple action flags are generated for an alignment and all are assigned to the same action role, then
adjudicating any one action flag will clear all action flags.

When an action flag has been adjudicated, aonyresponding information flags will remain so that other
users have the opportunity to acknowledge the flag.

17.3 Flag Management(T)

To maintain data change flagswigate to theManagementmenu, AlignmentFlag Maintenanceoption
to view theFlag Maintenace page. On this page each flag can is designated an action role, an
information role(s), and is assigned a default system action.

M Actionrole

- The action role identifies the role that can perform an action on the alignment
based upon the data change fladormation. Only one role can be designated as
the action role for a flag.
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From theFlag to Modifydropdown menu, select the desired data change flag
From theAction Flag Assignmeséction, select the desired action role from the
Chosen Roldropdown nenu

o Arrole cannot be added as the Action and Information role
If no other changes are desired, select thave Changdutton

9 Default action

If no action is performed by the action role user, then the system can be
instructed to take a default action.
From the Action Flag Assignmeséction, select the desired default action from
the Default Actiordropdown menu
Default actions can be one of the following:

o Unlock a soft lock

o Unlock a hard lock

0 Unlock any lock

o No action
If no other changes are desired, sei¢he Save Changdutton

Information role

A data change flag can be sent to multiple roles as an information flag.
From thelnformationFlag Assignmefd)section, select the desired information
roles from theAvailable Roles selectidoox

o Multiple roles can be selected by holding the Ctrl key while making

selections

Click the right arrow to add the selected information role(s) to@i®sen Roles
box

o Click the left arrow to remove selected roles from thkosen Roldsox
If no other changes are desirezklect theSave Changbutton
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18 Alignments (T)

An alignment is the pairing of a billet/position to a member. The pairing is defined, classified and scored
using various criteria and parameters to establish the quality of the alignment. The followitgnsect
outline these different definitions, classifications and scores.

18.1 Quality of Alignment

Each member to billet/position alignment is evaluated by the system and assigned a Quality of
Alignment (QoA) that measures how well the member matches the lgthsition in terms of rating, pay
grade and NEC(s). While these factors are the only measures used to assign the QoA, other measures
are used to determine alignment tie breakers.

18.1.1 QoA Evaluation
Basic alignments are assigned a QoA of between 1 and 5, Whera perfect match between the
YSYOSN) YR (GUKS oAfftSGkLRAAGAZ2Y FYR F p A& NFXOGAy3 Y

A QoA of 6 is assigned by the authorized user when making alignments that result in a pay grade or
rating substitution. Additionally, a QoAc&n also be assigned when manually changing the QoA score to
a value other than the default score. All QoA 6 alignments are hard locked.

A QOA 7 is assigned by the system when a data change on either the member or the billet results in an
alignment otherthan a QoA 1 thru 5. QoA 7 alignments are unlocked and will automatically realign
during the next scheduled systewide realignment. However, the authorized user can perform a

manual realignment at any time. Should they desire to retain the QoA 7 alighritenust be assigned a
QoA 6 and be hard locked.

See Table5 - Quality of AlignmentDescriptionsin Appendix A for further QoA information.

18.1.2 Exempt

Another alignment category is Exempt. Certain members are exé&mm all alignments due to their

personnel diary accounting status onboard the activity. All personnel who have an Accounting Category

/| 2RS 6!/ /0 0SIAYYAYI SAGK yeidKAYy3a 20GKSN) GKFYy amé
members are cosidered to be in a transient personnel accounting status and do not align to

billets/positions.

18.1.3 Unaligned

These Sailors are alignment eligible based upon their data, but for some reason are not aligned to a
billet requirement or excess position. This tsicould be the result of an alignment change that

displaced the incumbent Sailor. Realignment of these members is critical to present the correct demand
signal for the Enlisted Distribution process and actions should be taken quickly by the approgieate

18.2 Tie Breakers

Each alignment involves one member and one billet/position only. A member cannot align to more than
one hillet/position and a billet/position cannot have more than one member aligned at a time (no
double-stuffing). A member can be ghed to one billet and also be a TG or PG to another billet and can
also bridge an NEC requirement. These cases are not considered double alignments cstidfibée
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The system performs scheduled realignments prior to generating requisitions. Alkadl@ignments

and unaligned members will be considered for realignment during this action. At times there may be
multiple members eligible for a particular billet/position alignment based solely on rating, pay grade and
NEC(s). Tie breakers are appliecséparate equally qualified members and align the best matching
member to the billet/position. The following tie breaker sections are applied by the system in the order
they are listed.

18.2.1 Billet NEC Position

The system will first align to the primary NEQGhef billet before the secondary NEC. This means that if
two members are otherwise equally qualified, the member who holds the NEC matching the primary
NEC will align before a member who only holds the secondary NEC.

18.2.2 Component NEC Before Principal NEC

The ystem will secondarily align to the component NEC of the billet before the principal NEC. This
allows the member holding the principal NEC to align elsewhere.

18.2.3 DNEC

The system will next align using the DNEC assignment of the member evaluated against(hedfE
the billet/position to separate the tie. The following tables list how the different combination of DNEC(s)
and member NEC inventory compare against the NEC requirements of the billet.

Tablel Alignment Precedence for SiryNEC Requirement

Single NEC Priority
Requirement

DNEC NEC 1

Enlisted NEC 2

Member DNEC 3
Attributes
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Table2 Alignment Precedence for Dual NEC Requirement

Billet Requires Dual NEC
Codes
PNEC DNEC Priority

DNEC |NEC |DNEC | NEC 1

DNEC | NEC NEC 2

3 NEC | DNEC | NEC 3
2 NEC NEC 4
= DNEC |NEC | DNEC 5
< DNEC DNEC | NEC 6
o NEC | DNEC 7
£ DNEC NEC 8
= DNEC | NEC 9
2 DNEC | NEC 10
@ NEC 11
5 NEC 12
DNEC DNEC 13

DNEC 14

DNEC 15

18.2.4 Member NEC Inventory Count
The system will next align the member who has fewer NEC(s) in their inventory when all other factors
FNB ljdzr t @ ¢KS FaadzYLliaAz2zy Aa

chances to align elsewhere.

GKIFIGd G4KS YSYOSNI K2t RAY

18.2.5 Memberwith Greater Time Remaining Onboard
The system will next align the member who has more time left before their PRD, SEAOS or EDLN
whichever occurs first, when all other factors are equal.

18.2.6 Member Report Date

When all other factors are equal and all theevious tie breaker rules have been processed, the system
will next align the member who has the later report date to the activity.

18.2.7 PG Displacement of PL

While not truly a tiebreaker rule, a Prospective Gain (PG) will displace a Projected Loss (Rthaipo
activity gain when the PL is aligned to the same billet/position that the PG is inbound to. This prevents
the need to realign a PL merely to generate a requisition and create a vacancy for the PG.

18.3 Supervisor Pay Band Rule
The main function of theupervisory Rule is to prevent a member in the designated pay band (usually
the Supervisor pay band) from aligning to a lower pay band to fill an NEC requirement when there are
vacancies in the supervisor (higher) pay band, even if the lower pay band afignmould result in a
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higher QoA. In a supervisor designated pay band the alignment priority is the rank whereas the NEC/skill
requirement is the priority in nossupervisor designated pay bands.

This ensures that leadership vacancies are aligned priamwer pay band NEC requirements, which
generates a requisition demand signal for the appropriate pay grade and NEC requirement. In general,
lower pay band requirements are easier to fill than supervisor requirements due to distributable
inventory limitatiors.

i.e. OS1 w/AICS NEC makes OSC. At next alignment (if member was unlocked), member would be
realigned to fill a vacant OSC job even if it became a QoA of 5, due to lack of required NEC.

To apply this rule, the pay band must be marked with the Supmamile designation on the Pay Band
Maintenance Table. Should leadership decide to create additional pay bands, this rule can be applied to
multiple pay bands, as desired.

18.4 Realignment

Person to billet alignments represent the work/skill requirement tag fictivity to which the member is
actually assigned. As such, when work assignments change, realignments of personnel may be required
to properly reflect the impact to the requisition demand signal.

Alignment changes consist of the following actions:

1 Reaignment, a change in the physical alignment of a person to billet
- This may or may not initiate an Alignment Change PMAR

Alignment lock status change
Alignment score change
Billet/position reservation
Hold a billet

Compensation Connection

= =4 —a —a -9

Alignment changesare only permitted by the Placement Coordinator and Placement Coordinator Lead
roles.

1 Navigate to the ALIGNMENT tab ALIGNMENT MANAGEMENT option
1 Perform a search using either basic or advanced criteria as outlined in section 1.1
BasicSearclor section 1.2Advanced Searclabove.

- Alternately, navigate to th&lignment Managemenpage from the bottom of the
mainAlignment Searcpage. This option is unavailable when doing gddrches.

**NOTE** When doing an alignment search using a projection period, navigating to the Alignment
Management page from the Alignment Search page will reset the search to current month

1 Identify the person to be realigned in tidignment Searchd®ult Detailand select
the ALIGNoutton.

- Alignment changes are person focused. Sailors are realigned, not billets.
- The identified member is displayed at the top of the poppage

7
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Identify the billet to which the member is to be realigned and sefddtGNoutton

- Alternately, the member can be realigned to an Excess Position by selecting the
Align to Excess Positidyutton

=

Select theAlignment Change Reastrom the dropdown menu
Select predefinedCustom Commentsr enterReason for Alignmermomments
SelectALIGNbutton (this completes realignment action unless changing to a QoA6)

= =

- Any alignmenthange that does not meet the alignment rules of the system will
resultin a QoA 6, hard locked alignment (see below)

- If an alignment change resulted in the displacement of a previously aligned
member, the displaced member will be viewable in thealignedsection at the
bottom of theAlignment Managememnage

- Allmembers displayed in tHénalignedsection require realignmentinto valid
billets/positions

=

If the realignment action will create a QoA6 alignment due to a pay grade, rating or
component substitubn, then an Alignment Change PMAR will be initiated.

- Selectyesto continue with the Alignment Change PMAR submissidwaio
cancel the realignment action.

- Select thePMAR Change Reasiwom the dropdown menu

- Enter freetext comments explaining the neddr this realignment action

SelectSUBMITbutton
SelectOK

- Submitting the Alignment Change PMAR initiates the workflow

- The member and the billet/position cannot be used in another PMAR until final
adjudication of the Alignment Change PMAR

- The Alignment Cdnge PMAR will be visible on tidange Request Summary
page for the Submitter, Reviewer and Manager views

= =4

1 Realignment of Prospective Gains (PG) is performed in the same manner except
functionality is accessed via ti&/PL Repopfage vice thélignment Management

page
18.4.1 Adjudication

Once the Alignment Change PMAR has been submitted, it will systemically follow the defined workflow
NRdziAy3 Fa SadlofAaKSR o6& bt/ d® 9F0OK 2Ny} Ft26 NBJDAS
on the Change Request Sumary page inthew S @A S ¢ S tafdeiunder he dlignment Change

aSOGA2y® ¢KS ' fAIYYSY(d [/ KFry3aS gAtft | LIISIN 6KSy Al
Change PMAR.
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TheChange Request Summapgige provides summary level information of all PM¥ges. See Section
16 ChangeRequest Summarfpor further information concerning th€hange Request Summapgage.

To adjudicate the Alignment Change PMAR, perform tileviang steps:

A. From theChange Request Summarggew S @A S ¢ S tdliedAlighrheGtdhange

B.

aSO0GA2ys Of A0
awaiting action. This displays te&tion Liswhich provides additional informatiofor
each Alignment Change represented by the hyperlinked number. See S&étibn
ActionListViewfor additional information concerning th&ction List

From theAdion Listpage, click th&TATUE&olumn hyperlink to access tldignment
Change Detailgop-up.

0KS KeLISNIAY]
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C. Review submitted Alignment Change recommendations and comments.

Name

Rate

Service component
Personnel flags
Prospective rate
Assigned rate
EAOS

SEAOS

DNEC(s)

NEC(s)

PRD

ACC

Projected Loss indicator
EDLN

EDLN Reason

Current Job

uiC

Activity name

Service component
Alignment Details button
Rate

BSC

QoA

MRT

NEC(s)

FAC(s)

Requisition category
Number of applications

 Sailor Identification Information

115



ab! ! aS$ND&i(QFEBR®RS) o dn

1 Proposed Job

- Servce Component

- Department

- MCA

- Rate

- BSC

- MRT

- QO0A

- Hard Lock indicator

- NEC(s)

- FAC(s)

- Requisition category
- BIN

- Number of applications
- Billet Flags

- Division

- Deployment status

- Type Duty

- Platform short name
- Distribution comment

D. Comments; REQUIREIDrecommending diapproval
E. Approve or Disapprove request

1 Afinal adjudication of Disapproved will:

- Move the PMAR to the COMPLETED column @halhge Request Summary
views
- Historically record the disapproved PMAR

1 Afinal adjudication of Approved will:

- Complete the actuadlignment change

- Move the PMAR to the COMPLETED column @halhge Request Summary
views

- Historically record the approved PMAR

18.5 Lock Status Change

Each billet/position alignment is assigned a lock status of None (Unlocked), Soft, or Hard. Vacant
billets/positions and Alignment Exempt personnel are not assigned a lock status.

A soft lock status is assigned by the system to QoALl thru 3 alignments and any other alignments where
the aligned incumbent is identified as a Projected Loss (PL) or a newly poember has been

onboard less than 90 days. A softlocked alignment will not be considered for realignment during a
realignment cycle and provides a stable enlisted distribution demand signal.
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A hard locked alignment is one in which the authorized user determined that the alignment should
persist regardless of data changes or alignment rules. A hard lock must be manually assigned to an
alignment. All hard locked alignments are exempt from system processes that would permit realignment
or unlocking andnust be managed by the authorized user. All QoA 6 alignments are automatically
assigned a hard lock status.

An Unlocked status allows the system to continually review the alignment for a better option and is
usually assigned to QoA 4/5 and excess postiignments provided the aligned member is not a PL.

1 Navigate to the ALIGNMENT tab ALIGNMENT MANAGEMENT option
1 Perform a search using either basic or advanced criteria as outlined in section 1.1
BasicSearclor section 1.2Advanced Searcglabove.

- Alternately, navigate to thalignment Managemenrpage from the bottom of the
mainAlignment Searcpage. This option is unavailable when doing ALL searches.

1 Identify the desired Bgnment in theAlignment Search Result Detalsd select the
current lock status hyperlink.

- Soft locks can be unlocked or hard locked
- Hard locks can be unlocked
- Unlocked alignments can be hard locked

1 Select theAlignment Lock Change Readmom the dropcown
1 SelectCustom Commentsr provideReasoriext
1 Select desire Lock Status button

18.6 Alignment Score Change

In some instances, it may be desired to change the alignment score for a particular alignment based on a
business need or situation. If changing @il@nment score of a QoA 1 thru 5, the system will

automatically change the alignment to a QoA 6 alignment. This action WILL NOT initiate an Alignment
Change PMAR. Additionally, the user can change the score assigned by default to an individual QoA 6
aligyhment to better represent the business situation.

1 Navigate to the ALIGNMENT tab ALIGNMENT MANAGEMENT option
1 Perform a search using either basic or advanced criteria as outlined in section 1.1
BasicSearclhor secton 1.2Advanced Searclabove.

- Alternately, navigate to th&lignment Managemermage from the bottom of the
mainAlignment Searcpage. This option is unavailable when doing ALL searches.

1 Identify the desired ajinment in theAlignment Search Result Detalsd select the
current QoA hyperlink.

1 From the QoA pojup display, select thBCOREutton

1 To deviate from the default Q0A 6 alignment score, uncheckibe Default
Alignment Scoreheckbox

- Enter desired Aligment Score in th®efault Manual Alignment Scob®x
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1 Select theAlignment Change Reastrom the dropdown
1 SelectCustom Commentsr provideReasoriext
i SelectRecalculate QoButton

18.7 Billet/Position Reservation

A billet/position may be reserved for a sgc member without having to initiate orders. This capability

assists in identifying a billet alignment fospecific Sailorsvhen the intermediate school assignment is

greater than 120 days or when making assignments tegam@missioning activities. A SNIWSR oA f f S
corresponding requisitiorSHOULD N3 assigned to anyone other than the member for whom it is

reserved.

A reservation can be considered either restricted or unrestricted. Visibility of the identifying member
information is an assignableapability to the authorized user role. Unrestricted reservations are created
by default. Restricted reservations must be so indicated during the Excess Position creation or
modification process or via thelAKE A BILLET/POSITION RESER Vg oH@ss.

Unregricted and restricted reservation viewing are both assignable capabilities but can be managed
separately. This allows most management roles to be assigned viewing capability for unrestricted but
more tightly controlled viewing of restricted.

To add a reswation to an existing billet/position:

1 Navigate to the ALIGNMENT tab ALIGNMENT MANAGEMENT option
1 Perform a search using either basic or advanced criteria as outlined in séction
BasicSearclor sectionl.2 Advanced Searglabove.

- Alternately, navigate to thélignment Managemenpage from the bottom of the
mainAlignment Searcpage. This option is unavailable when doing ALL searches.

1 Identify the desired billet in th&lignment Search Result Detaalsd select the
checkbox.

1 Select theMAKE A BILLET/POSITION RESERMAITi@Nat the bottom of the page

1 From the Make A Billet/Position Reservation pgpwindow either:

- Enterthe SSN of the desired member, or

- Entera named search on in thelamefield

- Select RESERVE POSITION button

- SelectOKbutton
o If the userrole has been granted the capability to restrict a reservation,

the system will prompt the user to restrict the viewing of the reservation

0 SelectYESo restrict theviewing of the reservation
o SelectNOto create a normal unrestricted reservation

A reservation to an excess position can also be made during the creation process. This aids in
streamlining the excess position creation process so that a separate actidnnotde taken to reserve
the position for a specific member. See sectiéh2.1Single Excess Positi@ubmissiorfor further
information.
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The Women in Ships (WIS) Cdinator can reserve a billet/position for a member during the process of
bypassing the Women in Ships Section Gate. This prevents another member from being selected for the
billet/position that is being bypassed for a specific female member. See secborWWomen in Ships
Selection Gate Bypa$sr further information.

When a Pregnancy or LIMDU PMAR is approved, the system will automatically create an Excess Position

forit KS YSYOSNDRA FaaAdayyYSyld |yR NBASNWUS o0dzyNBailiNAKROUGSF
To remove a reservation from a billet/position, repeat the steps above. Wheities A Billet/Position
Reservatiormpop-up window is presented, select tiREMOVE RERVATIOIutton, then selectOK

18.8 Hold a Billet

Due to a business requirement or situation, it may become necessary to place a billet in a HELD status.

Putting a hillet in a HELD status will prevent the realignment of a member into that billet as well as
LINB@SyiG GKS oAfftSGiQa NBldAaAAGAZ2ZY FTNRBY o0SAy3a I ROSNI
automatically moved into the Restricted Requisition Category. If the hillet is aligned at the time the

HOLD is applied, the authorized user has the option toeeithck the member in the HELD billet or

realign them to another billet/position.

A HELD billet can still generate a requisition, as appropriate, and will be prioritized with other HELD
billets of the same Prioritization Category. The HELD designatiohbaugmoved if the billet is to be
advertised or aligned.

18.8.1 HELD Billets with Gains

When a billet is HELD that has a PG aligned, the PG will be systemically realigned to the UNALIGNED
MRT. This action will draw the attention of the Placement Coordinatéhéd”G so that the PG can be
realigned to a valid billet/position requirement. Additionally, their EAIS PCS order record will be updated
to reflect no billet alignment.

When a billet is HELD that has a TG aligned, the TG will be removed from the Hltetydlking PCS

orders will be cancelled in EAIS and the posting deleted from MNA. Additionally, the appropriate
Detailer will be notified of the cancelled working PCS orders so that the member can reenter the orders
negotiation process.

18.8.2 Place Billet on HOLD

The following outlines the steps to place a billet in a HOLD status. Additionally, the same procedures can
be followed to modify an HOLD date on a previously HELD bhillet.

1 Navigate to the ALIGNMENT tab ALIGNMENT MANAGEMENT option
9 Perform a search usingtker basic or advanced criteria as outlined in section 1.1
BasicSearclor section 1.2Advanced Searglabove.

- Alternately, navigate to thélignment Managemerpage fromthe bottom of the
mainAlignment Searcpage. This option is unavailable when doing ALL searches.

1 Identify the desired billet in thAlignment Search Result Detaalsd select the
checkbox.
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1 Select theHOLD POSITIMitton at the bottom of the page
1 From the Hold Positiorpop-up window:

Select theHold Until Datdrom the calendarrhandatory)
SelectCustom Commentsr provideReasoriext
SelectHOLD POSITI(iwtton

- SelectOKbutton

When setting the HOLD end date, the authorized user must understand thaisitiaps are generated
in the future at the beginning of the LPW.

As an example, if it was January 2021 and a hold for 12 months is desired to be placed on a billet to
prevent actions for fillingthat job during that time frame(i.e. not advertising theop in MNA for Sailor
application until starting in January 2022he Hold Until Date should be January 2023. If January 2022
was utilized, the system would see the billet aslanger held starting in February 2022 and would
generate a validequisitionin February 2021 for prioritization and potential advertisemastsoon as

the FebMar 2021 MNA cycle

All requisitions generated from a HELD billet are assigned to an unadvertised Requisition Status
Category of RESTRICTED.

18.8.3 Remove HOLD on Billet

To remove the HELD designation from a billet, repeat the steps above. WheH@hed Positiopop-up
window is presented, select theREMOVE HOLUintton. The user will be prompted for a reason, then
selectOK

If there is a compensation connection associated ® tield billet, the system will alert the user and
prompt to continue. If the user continues, the system will identify the compensated excess position and
prompt the user to either delete or not.

1 If the excess position is not deleted, the billet hold anthpensation connection
are removed and the excess position is retained.

1 If the excess position is deleted, the billet hold and compensation connection are
removed and the excess position is deleted.

18.9 Realign FloatingNEC

A Floating NEC alignment appearsa bridging of the Floating NEC skill requirement on the billet. As it is
with bridging, the bridged member must hold the NEC in their inventory and be assigned the DNEC.
When these conditions exist, the system will automatically look to align that menikebridging, to the
vacant Floating NEC requirement during the next scheduled alignment cycle. The only actions required
to manage a Floating NEC alignment are to ensure that the desired member holds the Floating NEC in
AYOSYyi2NE YR A& LINRLISNI& 5b9/ QR®

A member aligned to a Floating NEC can also be aligned to another billet/position within the activity

6 88R 2y 23KSNI b9/ Q& Ay G(KSANI AYySBSyd2NBESD® !3a &G (S8R

bridging of the NEC skill.
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18.10 Phased Billet Alignments

A phased billet is a billet whose funding is changing during the Future Years Defense Plan (FYDP). Many
times funding is changed when a requirement definition on the billet changes (i.e. defund at the EG6 level
and refund at the E5 level). When these changecur in the execution year (current fiscal year), the
generated requisition may differ from the current billet definition as displayed inAignment Search

Result DetailsBillet changes occurring during the Loss Projection Window (LPW) createmaiclyna
distribution demand signal which can be challenging to fulfill.

MNA specifically identifies billets with a funding loss within the execution year as well as a billet funding
loss within the Loss Projection Window (LPW), which may cross a fiscal yemiabn when there is a
PG or incumbent aligned to the billet. In these situations, the MRT of the billet will be PHASED.

All Phased bhillet alignments will be counted as NRefillable Excess alignments as the Phased billet
requirement is not currently saaed and is considered in excess of BA. O&lgnment Summary
Resulttable fields will display summary information relevant to the actual alignment (i.e. Qo0A, Lock
Status, NEC Requirements, etc).

Aligned Phased billets will be counted in the Alignmentr&dor the activity based on the assigned QoA.
Changes to the Phased bhillet Alignment Scores can be made by following procedures covered in section
18.6 Alignment Scor€hange

Phased billet realignments are permitted by authorized users using procedures covered in §&ction

Alignments (T)

There are two methods of viewing Phasetels using the Alignment Search function. Depending on
which method used, vacant Phased billets may or may not be visible.

18.10.1 Phased Bill et Search by AALLO
2 KSY LISNF2NYAYy3I |y EAIYYSyd &SI NOK Aignmend a! [ [ €
Search Rast Detailsare not initially displayed. A selection must be made from a hyperlink in either the

Activity or Alignment Summary Resuls® f Sa® . SOl dzAS 2F (GKA&a FdzyOldAz2yl f;

Phased billet search, thelignment Search Result Detaidl ultimately display only aligned Phased
billets. Vacant Phased billets will not be displayed.

1 Initiate a search using advanced criteria as outlined in se@iddvanced Search
- 9y i SNJ a&!'Ul] of Comryfad Nakh&ield

o ¢KS a![[¢ 'L/ 2LGA2y gArff fAYAOD GKS

Area of Responsibility (AOR)
1 Select MRT of PHASED from the Billet/Position Optional Criteria section.
- Additional optional criteria can be added as desired.

1 Select=ARCH
1 Inventory for Phased billet alignments is listed in tiegnment Summary Results
table under thePERSONNIEQlumn forNon-Refillable Excess
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9 Select the summary number hyperlink fdon-Refillable Excessder the
PERSONNIEQlumn to view the indidual alignments of personnel aligned to
Phased billets.

1 The Alignment Search Result Details are displayed as covered in skxtion
Alignment Search Result Details

All Phased billet alignments will diag an MRT oPhased

To determine specifics concerning the phasing of the billet, select the BSC hyperlink to vigillethe
Details

If a current phase billet also has a future phase that occurs within the Loss Projection Window (LPW),
the Billet Detalis pop-up will display both the current and future phase data side by side.

18.10.2 Phased Billet Search by UIC

It may be desired to view vacant in addition to aligned Phased billets. To view vacant Phased billets, a
ALISOAFTAO ! L/ 2N Ydz (inpedorfing ab dlighientysezich. Toview alrPlased ¢ K S
billets at an activity, perform the steps as listed above with the exception of entering a specific UIC(s) in

the UIC or Command NaneA St R @A OS a! [ [ ¢ ® t SNF 2 NY AAfcAment KA a G & LIS
Search Result Detaitsplaying both aligned and vacant Phased billets.

18.10.3 Phased Billet Search Projections

A Phased billet by definition is a billet that is gaining funding at some point during the LPW. This means
that realignments and PG/TG alignmentan be made, and a requisition can be generated and
advertised. As such, viewing alignment projections that include Phased billets is paramount in
maintaining a stable enlisted distribution demand signal.

When performing alignment search projectionsetBA displayed is always the BA as it is at the

beginning of the LPW, regardless of projection month selected. This is the same with Phased billets. All
Phased billet alignment search projections will display the Phased billet status as it is at thenigegifin

the LPW and will have an MRTR(NDED
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19 Excess Position Management (T)

Ly ab!z SEOS&da LSNr2yySt Oly 0SS ARSYGATASR o0& GKS
or may not indicate that the member is in excess of BA. Rules for alignoaentause a member to be
FfA3ySR (2 Iy SEOSaa LrRaralGA2y S@Sy (K2dAK GKSNB Yl
paygrade (i.e. closelbop NECs). Additionally, excess positions include those that are intended for a

temporary alignment (notRdillable, MRT of EXCESS) and those that are to be refilled over a period of

time (refillable, MRT of REFILLABLE). In either case, analysis should be conducted on all excess positions.

19.1 Excess Personnel Categories

When a member is aligned in pure exces8t(funded requirements only), there are several reasons
that this can occur.

{ Pure Excess

- Aligned to a billet outside of Rating and pay grade with no available alignment
opportunitiesin Rating or pay grade
o i.e. OS alignedtoa GM billet. No OS billetslable at any level. This
would be identified easily as a QoA6 alignment for DRATE purposes. This
alignment would only occur manually and does notinclude FAC G
alignment situations.
- Aligned to nonrefillable excess position with no available alignment
opportunities in Rating
o Thisdoes notinclude nerefillable excess position alignments where the
aligned member is identified as a Projected Loss (PL)
- Aligned to a refillable excess position regardless of available alignment
opportunities within Rating
o Allrefillable excess positions are considered to be requirements above BA

1 Pay Grade Excess

- Aligned to a billet within Rating but outside of pay grade with no available
alignment opportunities in pay grade
0o A®PSD® H /thQ&as 2yfté& wm /alourneymanbifeE OS & a
within Rating

19.2 Create Single Excess Position

When creating an excess position, the authorized user has the option to create the position using
existing billet or personnel information or the position can be created from the begirusiimg custom
information. Regardless of the method used, the user is navigated to the Eaness Position
Managementpop-up window; however, the creation method dynamically {pepulates information for
the user or billet based on the method selected.

1 Navugate to theALIGNMEN@Eb ALIGNMENT MANAGEMEdbtion
1 Perform a search using either basic or advanced criteria as outlined in section 1.1
Basic Searcbr section 1.2Advanced Searcglabove.
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- Alternately, navigate to thélignment Managemenrnpage from the bottom of the
mainAlignment Searcpage

1 Identify either the billet or the member in th&lignment Search Result Detdiigm
which the excess position will be created assalect the checkbox.

- If creating the excess position from the beginning, do not select any checkbox
from the Alignment Search Result Details

1 Select theCREATE EXCESS POSbIUtiow at the bottom of the page

- Select the button for the desired excess positmeation method

19.2.1 Single Excess Position Submission
TheExcess Position Managemepbp-up window is presented to the authorized user when creating or
modifying and excess position. The window is presented with 4 dynamically populated sections:

1 Required

- UlCat which the excess position will be created*
- Community assigned to the excess position*
- Pay grade assigned to the excess position*
- Service Component assigned to the excess position*
- Option to manually include the excess position in the alignment score
- Option to create a refillable excess position
o Create one or more (all created will be exact copies)
o Start and stop dates (see sectitd.5 Refillable Excess Position

1 Optional (all billet centric information)

- Sailor billet/position reservation entry

- Organizational assignment (department/division/etc) *
- Primary and secondary NEC*

- Primary and secondary FAC*

- Billettitle*

- Required security clearance

- NEBC*

- EMC*

- Language Code

- Fleet and Distribution comments

- Option to reserve excess position for a specific member

1 Compensation Connection, See secti®8 Billet Compensatiorior details.

- Create connection
- uliC
- BSC

1 ReadOnly (activity centric information)
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Platform type*
- Deployment Stats*
- TGC/ARC/OPC*

Items marked with * will be dynamically pmopulated based on the excess position creation method.
The UIC is always pmopulated with the actiity from the Alignment Managemenpage however it is
editable. This permits creating excess positions at one activity that resemble billets from another.

During the excess position creation process for either refillable ofreditlable, the excess po&in can

be reserved for a specific member. Doing this identifies that position exclusively for that member and no
other member may be selected and posted to the position in the advertisement system. This function
can be used to identify a future desiredgament when the prospective member may have extended
transient time that precludes PCS order writing to that position.

1 Select additional data as desired to describe the excess position.

1 SelecttheCREATE EXCESS POSIT liditt(s) at the bottom of the page
1 Popup alert Stating that an Excess Position PMAR is required

1 Excess Position PMAR displayS£domnge Request Summary

19.3 Create Multiple Excess Positions

When creating multiple unique excess positions based on the billet or a person, the user can oely crea
one copy at a time of each excess position selected. This differs from the process outlined above
whereby all the created excess positions were identical copies. If creating excess positions from existing
billets where all selected billets are HELD ntlike user will also be given the option to create
compensation during the creation process. The system will automatically create the compensation
connection between the existing held billet and the new excess position.

To create multiple unique excess [tims, perform the following:

1 Navigate to theAlignmenttab, Alignment Managemennenu option
1 Perform a search using either basic or advanced criteria as outlined in section 1.1
Basic Searcbr section 1.2Advanced Search

- Alternately, navigate to th&lignment Managemenpage from the bottom of the
mainAlignment Searcpage

1 Select the desired billet/person alignment rows

- Multiple selections are required to create uniqoepies of each selection
- If only one selection is made, all created copies will be identical

M Select the Create Excess Position button

19.3.1 Multiple Excess Position Submission

When creating multiple unique excess positions, Eheess Position Managemepbp-up window that

is presented to the user is different from the one presented for a single excess position creation. Fewer
data fields are available for position definition as each one is unique. To add more definition to the
excess positions, the user willed to wait until the Excess Position PMAR has been approved and then
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modify each excess position individually, which may trigger an additional Excess Position PMAR as well
depending on what is modified.

1 From the available information, define the excessipions (affects all excess
positions equally)

- Manually Included in Alignment Score
- #1to Create
- Refillable Excess?
- Start Date
- End Date
- Excess Position Request Reason
- uiC
0 Excess positions can be created at the same activity (default) or another
- Create Comprsation (if all selected billets are HELD, otherwise not available)

1 Select the Create Excess Position(s) button
1 Popup alert Stating that an Excess Position PMAR is required
1 Excess Position PMAR displayS£domnge Request Summary

19.4 Excess Position Adjudicdéion

Once the Excess Position PMAR has been submitted, it will systemically follow the defined workflow

routing as established by NPC. Each workflow reviewer can see Excess Positions awaiting their action on

the Change Request Summapgge in thew S @ A § WiéSvbalide under the Excess Position section. The
9EOS&aa t2aAlAzy oAttt FLIISIEN 6KSy Al Aa GKSANI NRf SO

TheChange Request Summapgge provides summary level information of all PMAR types. See Section
16 ChangeRequest Summarfpor further information concerning th€hange Request Summapgage.

To adjudicate the Excess Paosition PMAR, perform the following steps:

A. From theChangé&Request Summarnyagew S @A S ¢ S tdlidleiExcess Basition
aSO0GA2ys Oft A0l UGUKS KELISNIAYy]l ydzyYoSNJ AYyRAOLI
action. This displays th&ction Listwhich provides additional information for each
Excess Position repsented by the hyperlinked number. See Sectl@? ActionList
Viewfor additional information concerning th&ction List

B. From theAction Lisipage, click th&TATUEolumn hyperlink to access tliexcess
Position Detailpop-up.

C. Review submitted Excess Position recommendations and comments.

1 Manning Details

- Displays activity information
- Provides billet/position and personnel manning data for the activity
- Provides theatal number of Excess Position being created
o Clicking the hyperlinked number will display thetivity Summarization
Searchresult for the activity where the excess is being created
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- Manning data is reflected as of the current date but the time period can b
adjusted to a future date using tf®EARCH BY TIME PERIOGPdown

I Excess Position Details

- If more than one Excess Position is being created for a specific community group,
the user must mak&®ateselection using the radio button to see specific data for
that position

- Fleet comments
o Viewable on the requisition to all users who can view jobs

- Distribution comments
o Viewable on the requisition to distribution managers only

D. Commentg REQUIRED

- If adjudicating an Excess Position PMAR for a modification, ensomments are
entered that clearly state which data fields have changed

E. Approve or Disapprove request
1 Afinal adjudication of Disapproved will:

- Move the PMAR to the COMPLETED column @halhge Request Summary
views
Historically record the disapproved AR

1 A final adjudication of Approved will:

- Systemically create/modify the Excess position(s)
o If compensation connection was selected, the system will create the
connection between the new Excess Position and the Held billet
- Move the PMAR to the COMPLETERmm in allChange Request Summary
views
- Historically record the approved PMAR

19.5 Refillable Excess Position

A Refillable Excess Position is the same as a Refillable Excess Position except that the position has
an end date at some point in the futurend is intended to persist over time as well as potentially be
advertised for distribution action. A Refillable Excess Position will be assigned a RBflalbleupon
creation.

If the intent is to advertise the Refillable Excess Position for distribudiction, the end date must be set

to at least the beginning of the LPW in order to generate a requisition. If multiple requisition cycles are
desired ensure the end date is set far enough in the future to accomplish this action (i.e. if 3 requisition
cycles are desired, set the end date 6 months past the beginning of the LPW, inferringoati

requisition cycle).
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19.6 Modify Excess Position

To modify an existing excess position, follow the procedures listed for excess position creation with the
exception tha when the desired excess position is identified on &lgnment Managemenpage,
select theMODIFY EXCESS POSIBbufibn.

At this point theExcess Position Managemepmbp-up window is presented and the desired changes can
be made.

When modifying an Exss Position, only certain data fields will trigger the Excess Position PMAR. These
fields are listed in théMaintain Excess Position Workflanaintenance table. On this table each data

field can individually be annotated as to whether its modification rgiljuire further review, thus

requiring a PMAR.

A compensation connection can be created during the Excess Position modification process.

1 To add/modify a connection, select the Modify Connection checkbox, add the UIC
and BSC of the HELD billet providimg tompensation.

1 To delete a connection, the Excess Position must be deleted or the Held billet must
be UnHeld.

Adjudication procedures for the Excess Position PMAR for modification are the same as Excess Position
Creation noted above.

19.7 Delete Excess Psition

Before deleting an excess position, ensure that it is vacant, has no Prospective Gain (PG) or Tentative
Gain (TG) aligned, and does not have a reservation.

1 Navigate to theALIGNMENtb ALIGNMENT MANAGEMEtion

1 Perform a search using either basrcadvanced criteria as outlined in section 1.1
Basic Searcbr section 1.2Advanced Searglabove.

- Alternately, navigate to thélignment Managemenpage from the bottonof the
mainAlignment Searcpage

1 Identify the excess position to be deleted in thBgnment Search Result Detailsd
select the checkbox.

1 Select theDELETE EXCESS POSbuthih at the bottom of the page

1 Select theAlignment Change Reastrom the drgpdown

1 SelectCustom Commentsr provideReasoriext

1 Select DELETE EXCESS POSITION button

1 SelectOK

1 If thereis a compensation connection, the system will alert the user

9 If the user continues with the delete action, the system will prompt the user to

removethe Hold from the compensated Billet

- The compensation connection can be removed without removing the Hold from
the billet, if desired
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19.8 Billet Compensation

Billet compensation is a method for distribution managers to connect a held billet to an excassmpo
GKFG Aa G2 o6S FftA3IYySRO tKAa O2yySOlAzy Ftt2pa
excess position by not filling a billet under their AoR.

Billet compensation connections can be made usingegxisting refillable/norrefillable exess positions
and held billets or during the excess position creation or modification process. During this process, the
excess position may also be reserved for a specific member. A reservation identifies that position
exclusively for a member and no oeése may be selected and posted to the position in the
advertisement system. See sectiv®.7 Billet/PositionReservatiorfor further information concerning

the resenation process.

It is not necessary that the held billet and excess position be located at the same activity to establish a
compensation connection, nor is it necessary that the billet and excess position be vacant; however,
normally held billets are vacably design.

There are several methods for creating the compensation connection between the held billet and the
excess position. These methods differ depending upon theegistence of the billet and excess position
as well as whether establishing a singtennection or multiples. The following sections cover each
method in detail.

19.8.1 Single Connection Existing Held Billet and Excess Position
When a single compensation connection is desired between an existing held billet and excess position,
perform the folowing:

1 Navigate to the ALIGNMENT tab ALIGNMENT MANAGEMENT option
91 Perform a search using either basic or advanced criteria as outlined in section 1.1
BasicSearclor section 1.2Advanced Searcgtabove.

- Alternately, navigate to thélignment Managemenpage from the bottom of the
mainAlignment Searcpage. This option is unavailable when doing ALL searches.

1 From anAlignment Managemenrgearch results, select the check box the desired
held billet to be used as compensation

- Alternately, the connection can be initiated from the excess position provided the
held billet already exists

1 SelecttheCREATE COMPENSATION CONNHITi@Nat the bottom of the page
1 On theConnectionlTypepop-up select UIC/BIN if the details of the excess position
are known and selec€ONTINUE

- If initiating from the excess position, the BSC of the held billet vice the BIN must
already be known to use the UIC/BSC option

1 Enterthe UIC and BIN of the ess position in the fields
1 SelectSUBMIT

If the BIN for the connecting excess position is unknown:
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1 On the Connection Type peayp selectSearch for Billet
1 AttheCreate Compensation Connectis@arch popup the user will be able to
search by multiple criteéa to find an available excess position; the default return
LINE A RSR oAttt 0SS SEOS&aa LlaAirdAizya G GKS
rating (paygrade is not factored into the default options)
1 When the desired excess position is found, sellee check box for the position and
select theCreate Compensation Connectibox at the bottom of the popup

To confirm that the connection has been established, there will be a Yes indicator in the Compensation
column on theAlignment Searcbr Alignmen Managementpages for the Held billet and the connected
excess position.

Additionally, this connection will be found on tillet Compensation Repofbound under theReports
tab.

19.8.2 Single Connection Existing Held Billet and New Excess Position
When the lillet compensation connection action is part of the excess position creation process, the
following procedure may be followed.

Creation of an excess position will initiate an excess position PMAR see f&:tidnExcess Position
PMAR (Tfor further information concerning the Excess Position PMAR. This PMAR must be approved
before the position will be created, but will be created simultanegpusith the required compensation
connection.

The UIC and BSC of the connecting held billet must be known prior to creating the excess position.
Perform the following:

1 Navigate to the ALIGNMENT tab ALIGNMENT MANAGEMENT option
1 Perform a search using eitheabic or advanced criteria as outlined in section 1.1
BasicSearchor section 1.2Advanced Searglabove.

- Alternately, navigate to thélignment Managemenpage from the bttom of the
mainAlignment Searcpage. This option is unavailable when doing ALL searches.

1 Select CREATE EXCESS POSITION button

- To create an exact duplicate of the held billet, first select the check box next to
the desired held billet

- Although itis nohecessary to create an exact duplicate of the held billet, itis
likely to be the process used. However, the user can create a new excess position
if needed by simply selecting tiTGREATE EXCESS POSbLUtTdh

1 On theExcess Position Managemegydp-up makeany necessary updates to the
parameters of the position to be created
1 Inthe Compensation Connection section:

- Select Create Connection check box
- Enterthe UIC of the held billet to be used as compensation
- Enterthe BSC of the held billet to be used asgensation
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1 Select Create Excess Position(s) button

19.8.3 Multiple held billets, create new excessdscreate connection

MNA provides managers with the ability to select multiple held billets and create exact replicas of the
billets (excess positions) while sitaneously establishing compensation connections for the group.
The intent of this capability is to support establishment of-B@nmmissioning UICs (PCUSs) using the
billet structure of the ultimate activity. There may be other uses for this capabilityitaadnly

restricted by authorized managers.

While this procedure was created for creating compensation while creating multiple excess positions, it

is not required to make the compensation connections, and it is possible to use this procedure to simply
ONBI GS Ydz G6ALX S aOft2ySRé¢ SEOSaa LRaAAGAZY SAGK2dzd |
Regardless of the reason for following this procedure, an excess position PMAR will be created as a

NB & dzA (0 ¢ I 02YYSyd adldAy3a a/2YLISyal GA2yA /iSOG A 2
comments on the PMAR, when created, if it is selected as part of the procedure.

To create a compensation connection during the creation of multiple excess positions, perform the
following:

1 Navigate to the ALIGNMENT tab ALIGNMENT MANAGEMENT option
1 Perform a search using either basic or advanced criteria as outlined in section 1.1
BasicSearclor section 1.2Advanced Searclabove.

- Alternatdy, navigate to thé\lignment Managemerpage from the bottom of the
mainAlignment Searcpage. This option is unavailable when doing ALL searches.

M Select the checkboxes next to the desired Held billets in the search return

- Ensure more than one held bitls selected
- Compensation connections can only be made against held billets

1 Select CREATE EXCESS POSITION button

1 On theExcess Position Managemegydp-up make any necessary updates to the
parameters of the position to be created

1 Inthe Create Compensati@ection:

- Select Create Connection check box

1 Select Create Excess Position(s) button

To reiterate, this process is designed for creating multiple unique excess positions however, a
compensation connection can be created for each new excess position dhdémgreation process if

multiple held billets are selected first. The system will create an excess position matching each selected
held billet and then create the compensation connection between that held billet and the matching
excess position.

19.8.4 Remove Hotl from a Billet with a Compensation Connection
There is no method to manually remove a compensation connection between a held billet and excess
position without removing the billet hold or deleting the excess position.
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The connection will be systemicaligmoved at the end date of the Held Billet and when a-nefillable
excess is deleted during the overnight update processes, if the position is unencumbered. If the end
date of a refillable excess position involved in a connection is reached, it walii@ea norrefillable
excess position if encumbered by a sailor. At this point, it will act as aefiflable excess position as
described above. See secti@8.8.3Remove HOLD on Billetr details of removing a billet hold.

19.8.5 Delete Excess Position with a Compensation Connection
There is no method to manually remove a compensation connection between a held billet and excess
position without removingthe billet hold or deleting the excess position.

The connection will be systemically removed at the end date of the Held Billet and whenrefiaile
excess is deleted during the overnight update processes, if the position is unencumbered. dthe en
date of a refillable excess position involved in a connection is reached, it will becomereafiiable
excess position if encumbered by a sailor. At this point, it will act as aefdlable excess position as
described above. See sectihf.7 Delete ExcedRosition for details of deleting an excess position.

19.8.6 Billet Compensation Report

A Billet Compensation Connection is a method for distion managers to link a Held billet with an
excess position that is to be filled. This connection allows for a manager to "compensate" for filling an
unfunded position by not filling a billet under their Area of Responsibility (AoR). It is not nectssary
the held billet and excess position be located at the same activity to establish a compensation
connection.

The Billet Compensation Report provides an authorized user with the ability to review all existing
Compensation Connections that are linkedtheir AoR by allowing a search via a single activity, a group

of activities, or for all activities within their AoR. The report will show both the held billet and the excess

position involved in the connection.

1 Navigate to the REPORTS tab, Active/FT8rRegub menu, Billet Compensation
Report option
1 IntheUIC oiCOMMAND NAMEOX, enter the desired UIC(s).

- Thisfield iSANDATORYinless a BSC is entered as well
o The BSC can be used in conjunction with the UIC or alone
- The UIC/Activity name field will aaHpopulate as the user enters data.
- Multiple UICs can be added individually.
- LF Ly a![[ 'L/é& aSINOK A& RS&AN
0o ¢CKS a!'[[ 'L/€&¢ 2LIA2Yy Attt A
Area of Responsibility @R)

< &
> T«
M

1 Select the desired UIC/Activity name from the jprepulated list
1 Select theADDbutton.
i To initiate the search, select trf®EARCBbutton.

The search result displays each held billet and compensated excess position matching the selected

criteria.
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MRT ad BSC links are provided to access the Alignment and Billet Details respectively.

The Billet Compensation Report can be exported to Excel by selecting the icon in the upper right of the
table results.
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20 Requisition Management (T)

Under construction
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21 Restricted Posting Rules (T)

The Restricted Posting Rules is a tool used to limit the number of Detailer(s) who are able to post to a
defined group on requisitions, usually defined by UIC and/or communities. A restricted posting rule can
pertain to numerousUICs and a UIC may have multiple rules that apply to it.

Select theRestricted Posting Ruléab under theManagement Tab / Requisitiomenu option

21.1 Add a Restricted Posting Rule:

=A =4 =4 =4 =4 4 4 -4 -4 -4

il

SelectADD RULG&t the bottom of the page

Enter a RULE NAME in tAdd a Rle Popup Box

Select theSAVBbutton at the bottom of the page.

Select the Restricted Rule Name from the list of RULE using theddwp window.

Select the MRT Type of the Requisition by using the >>>> arrows on the left side of the screen.
Select the Banch under theBranchSection.

Select the Pay Grade range under ta&y GradeSection.

Select the Deck Code of the Detailer who will be allowed to complete the postings.

Select the EMCs under the EMCs section by using the >>>> arrows.

Select the Activitiegovered by the Rule by entering a list of UIC(s) at the bottom left of the
screen.

Select the Communities covered by the Rule by entering a list of NECs and/or Communities
(ratings) at the bottom right of the screen.

Once all steps have been completed ambcked, SelectAVE CHANGEihottom of screen.

The Restricted Posting Rules maintenance table can be exported to Excel by selecting the icon at the
upper right corner of the table.
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22 Requisition Category Rules (T)

The Requisition Category Rules is afMiNanagement tool that will automatic direct generated

requisitions into predetermined Requisition categories or zones (Placement, Unadvertised , etc...) based
on defined rules. The effect of these rules is to cut down on errors and requisition reviely)(§me

for the Rating Evaluator during the setting of MNA.

22.1 Add a Requisition Category Rule

1 Select the Requisition Category Rules tab underMamagement Tab/Requisitiodropdown.
CHECK FOR EXISTING RULES:

f If new rule would affectjust one activitg y i SNJ I O (i ¥i@AQa®garies dn Bpecifid Y1C
field

The system will return a list of all Requisition Category Rules for that UIC.
Do not enter a new rule that is already covered by an existing rule.
To enter a New Rule:

SelectedAdd Rulgrom the bottom on the Screen

=

Enter Name of new rule in pegp window. SaveQK

Enter the Category for the requisitions to be directed into
Enter the Communities covered by the Rule

Enter the Pay Grade range covered by the Rule

Enter the FACs covered by thderu

Enter NEC information if rule is to include a NEC value

Enter Branch (FTS, ACTIVE, Both)

=A =4 =4 =4 =4 -4 - =9

Enter any Funded months restrictions

- This allows a user to restrict advertisement of billets that will be losing funding
(authorization) with less than a specifigthe frame

If needed Enter EMCs restrictions

Enter List of UIC to be covered by Rule, IF rule is not limited to a list of UICs, then leave UIC list
blank.

Enter MRT restrictions by selection the MRT type to which the rule will be applied.

Enter Rule TypeCycleg Only used during monthly requisition load. Miycleg applies to
requisitions generated during the month. (USE MOBCLE WITH CAUTION)

- Select theSAVEChangesutton at the bottom of the page.

TheRequisition Category Rulesaintenance table cabhe exported to Excel by selecting the icon at the
upper right corner of the table.
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23 Requisition Comment Management (T)

Requisition comments are a management tool which provides additional information to the Detailer
and/or the Sailor displayed on the JobtBiepage. These comments are intended to point out
additional guidance or requirements of the requisition or position (example: Distribution Guidance
Memorandum (DGM)).

Having comments display on a requisition requires two separate actions within MNA:

1) Enter a basic comment.
2) Setup arule to apply the basic comment to a requisition set.

23.1 Add a Requisition Comment

To establish a new Requisition Comment

1 Select theRequisition Commenttab under the Management Tab/Requisition dropdown
i To enter a New Requion Comment:

- SelectADDat the bottom of the page

- Entera Comment name in thteomment Nam&op-up Box

- Enter additional comments about the new Requisition Commentin the
COMMENPopup Box

- Select theSAVButton at the bottom of the page.

1 To Change a Regition Comment:

- Select the Comment name from tIBELECT A COMMEéTection dropdown

- From this screen the user can adjustthe COMMENT NAME and/orthe COMMENT
itself.

- Select theSAVE CHANGHE&ton at the bottom of the page.

23.2 Add Requisition Comments Ruk

Requisition Comment Rules help distribution managers place helpful information on requisitions that
identify additional guidance for personnel attempting to assign a member to the requirement. By
selecting a UIC, a user will be able to see which retisitomment rules are assigned to the activity.

By selecting a rule from the Rule drop down menu, a user can determine which UICs have been assigned
to a specific rule.

tg2 FLOG2NR 2F y2iS I NB

i OKSO|1 o62ESaIMIy RSNI awS|
22N)] Ft206¢ 6KAOKI AT OKSO1S gAft

FT2NDOS | talw F2N
To enter a Requisition Comment Rule

1 Select theRequisition Comment Ruleab under theManagement Tald Requisitiondropdown

1 To enter a New RequisitioGomment Rule:

- SelectADD RUL&t the bottom of the page
- Entera RULE NAME in thdd a Rulgop-up box
- Select theSAVButton at the bottom of the page.
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- Select the comments from the list divailable COMMENTIiSt to use in the rule.

- Once the user has ssited the comment to add to the rule, the users must select
who will see the rule. If the commentis to be seen by the Sailor, then selot
FLEE®@t the left of theAvailable&Commentdist. If the commentis to be seen by
the Detailer, then selecADDDISTRIBUTICAt the left of theAvailable Comments
list.

- Next select the UIC or UICs for which the rule applies undedtBGeor
COMMAND NAMEgection. If comment is for all UICs, then selectin the right
side of the screen.

- Next Select th€ OMMUNITIESND / OR NEC(sThe rule can be entered for one
community or a group by selecting the communities from#wailable
Communitiedist and assigning them by using the>>arrows.

- If the Rule is not for a community but for a NEC, then enter the NE@ in th
selection box at the left side of the screen.

- Next select the range of pay grades underBeg Gradsection of the screen.

- Next select théranch either Active, FTS, or Both.

- Next select theVIRTs to apply the rule by selecting for a list of MRTs asida
the >>>>arrows to assign.

- Once all steps have been completed and checked, s8kWE CHANG&S
bottom of screen.

i To Change a Requisition Comment Rule:

- Select the rule name from thiRULEelection dropdown
- Location the section to be changes or astpd. Make the change.
- Select theSAVE CHANGHE&ton at the bottom of the page.

TheRequisition Comment Rulmaintenance table can be exported to Excel by selecting the icon at the
upper right corner of the table.
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24 Maintenance Table Management (T)

In order for MNA to work effectively, the system must be agile enough to stay in sync with the dynamic
nature of the business processes it supports. Legacy systems require a lengthy, complicated process to
update programming to support the business when poficsed guidance change. MNA uses

maintenance tables for those data that could potentially change based on new policies. These tables are
user modified and once updated, affectthe system processes immediately. This eliminates the time
consuming System ChandRequest (SCR) process and allows the system to effect immediate changes as
the business flexesTable6 - Maintenance Tables provides an inclusive list of maintenance tables.

24.1 Search capability

Some maintenance tables provide the ability to search values within the table. Optional search criteria
are displayed appropriate to the data within the table.

24.1.1 Historical Table Settings

Some maintenance tables provide the ability to viewtgable settings. For those that provide this

capability, a dropdown foHistorical ViewhA & LINB&aSYy i SR ¢AGK GKS LI &ad wmu Y2
for viewing.

24.2 Adding Values

Adding a new value entry is accomplished by selectingAbBbutton. Depenling on the table,
differing entry options will be displayed to the user.

24.3 Deleting Values

Delete a table entry by selecting the red X on individual row

24.4 Modifying Values

Modifying or editing a table entry varies depending on the table format.

1 Delete am re-enter method

9 Individual row modification

1 Selecting a value/rule/comment first, edit and save changes to save all changes or
select green checkmark to save the changes to an individual line
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25Workflow Management (T)

The processing of change requestihim MNA is controlled based on the type of change request, or
Personnel Manning Action Requests (PMAR). After submission of the change request by the authorized
user, a specific processing workflow will be followed until a final recommendation is maele. T

workflow processing can be modified for each type of change request. If a change request is being
routed when a modification to the workflow is made, the existing workflow will continue to be followed
and all new change requests will follow the new witol.

To create a new change request workflow or modify and existing workflow, navigate to the
Create/Maintain Workflowgpage in MNA under tht/ANAGEMENTab, PMAR MAINTENANCE
CREATE/MAINTAIN WORKFLdpWén.

Prior to performing any workflow maintenancthe user must select the desiredhange Request Type
from the dropdown. The page autiefreshes to display the current workflow status for that request

type.

251 Manager 6s View of Change Reques:!I
¢KS alylr3aSNRa ASg 2F OKI ya&minbipczSagicificieRoy aftlie € & Ay T
talw @g2N]JFf2d ! talw g2N]Fi26Qa LINRPOSaaAy3d STFTAOA
Gh@SNRdzS¢ 2NJ G/ 2YLX SGSRé @ ¢ KS defineGonthaldhanga T2 NJ 0 KSa&
Request Thresholdage by the autbrized user.

1 00Saa (2 @GASg GKS alyl3ISNna +*ASg 2F OKFIy3aS NBIljdSa
' RYAYAAGNY 62N 61 AaSR 2FF | @OFIfAR odz&aAySaa y8SSR F2NJ
F2N¥o ! ff NBfSa KI JAighdof dpatedai éhanjereqiest §peaxchnpe vibdadIda =+
the Request Manageg Assignedbox on theCreate/Maintain Workflowpage.

¢KS alylF3ISNDRa +AS¢6 A& tAYAGSR G2 (GkK2a$8 OKFy3aS NBIJjd
View will notlistevenOK I y38 NBljdzSai® ¢KA& A& RdzS (2 GKS FI OG
GKS OFLFoAfAGe (2 @GAS¢ (GKS alyl3ISNnRa +*ASg (GlofS od
GdeLsSo ¢tKS FtoAfAdGe (2 O yOSt rable iathese cases, tdyEhadda RSR OA
tal!wQa GKFG GKS dzaSNJ KFa 0SSy 3aNIYyGSR /1 yOoSt OF L} o

25.1.1 Change Request Thresholds

The PMAR processing time thresholds for each request type can be adjusted independently. This allows
for a more complex PMAR type to process longer before being identified as delayed or overdue. Each
PMAR type will have its own thresholds. These thresholds begin counting at the time of PMAR
submission and account for each day regardless of weekends anéymlid

To adjust the PMAR processing thresholds, navigate tdtABIAGEMENTab, PMAR Maintenange

Request Thresholthenu option to access thRequest Threshold Managemeitl 6t S® ¢ KS t a! wQa
displayed in alphabetical order with an Workand Delayedrow for each type. When adjusting the

threshold label fotn Work the Days Since Submissi@mtry will establish how many days after PMAR

submission the request moves from\Workto Delayed TheDelayedlabel entry will establish how

many days since PMAR suigsion before the request moves frabelayedto Overdue
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To edit theDays Since Submission

9 Clickin thédays Since Submissibeld for the desired PMAR request type and Label

1 Enterthe appropriate number of days
91 Select the green checkmark icon at thegbrening of the row to save the edit

- If multiple edits are made, thEAVE CHANGEi&ton at the bottom of the page
will save all edits at one time

1 If a new entry correction is required prior to saving, use the orange back arrow at
the beginning of the rowd return to the previous value

- Once the save action has occurred, this function no longer works

25.2 Change Request Submission Permission

Not all user roles will have the ability to submit a change request. This ability is determined by the

request type andhe role of the user. Change request submission permissions are assigned by request
GeLIS® ! dzASNJ g2dd R y2i0 y2N¥Iff& NBdSaid GKS aOKly3
their account. Change request submission permission is establishedR$4RBlicy.

To manage change request Submission permissions:

1 On theCreate/Maintain Workflowpage, select the desired chanBequest Type
from the dropdown

1 IntheSubmitarea, from theAvailablearea select the desired role

1 Select the right arrows to abirole to theAssignedrea

- Thiswill remove the role from being listed in tAgailablearea
- Roles can be removed from tiAessignedrea by selecting the left arrows

1 Select theSAVbutton
25.3 Change Request Cancel

Some roles will be provided the ability tancel a change request even though that role is not a

participant in the change request workflow. This enables management personnel to maintain oversight

and process control when the reason for the PMAR request has significantly changed making the

completion of workflow processing unnecessary or rendering an approved PMAR invalid. Comments
concerning the reason for change request cancellation are mandatory and the cancel action will not

complete if comments are not entered. All cancelled change request& a Y Ay il AySR Ay {(KS
change request history.

25.3.1 Pre-Approval Cancellation

The authorized user can cancel any PMAR prior to the final disposition. This action will force a final
disposition of CANCEL and bypass any remaining workflow participants.c@ncelled, the PMAR will

be considered complete and any association between the member and a billet/position will be removed.
Requisition selection and application records will be reset as well returning the system to the previous
state, prior to PMAR itiation.

To manage change request Cancel permissions feAppeoval:
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25.3.2

Cancellation of a PMAR after it has been approved is also permitted in certain situations. The
cancellation must take place under reasonable conditions. After the data changes, based on the
approval decision, have taken plachete is a point of no return because interfacing systems are
involved. Therefore, this section defines for each PMAR the outer limit at which cancellation of an
approved request would be allowed.

l
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Navigate to the MANAGEMENT tab, PMAR Maintenance, Create/Maintain Workflow
menu option

Select the desire@hange Request Tyfrem the dropdown

In thePre-Approval Cancelection, fronthe Availablearea, select the desired role
Select the right arrows to add role to tiessignedrea

- This will remove the role from th&vailablearea
- Selected roles can be removed from thsesignedirea by selecting the left
arrows

Select theSAVButton

PostApproval Cancellation

Cancellation not allowed after approval:

- Orders Cancellation

- OPHOLD thatresulted in cancellation of orders
- Alignment Change Request

- Safety Assignment

- Excess Position

-  OPHOLD thatdid notresultin orders action

Cancellation allowed onlyfayment Indicatois equal to "Not Sent" or
"Incomplete™:

- SDIP Curtailment
- DIP Backo-back
- SDIP Extension

Cancellation allowed only if PMAR is still in Pending status, meaning that the orders
approved in the PMAR have not yet been released from the order writing system:

- Divert

- Crossdeck

- COMPTOUR

- ORDMOD

- Service Component Substiton

- Rating Substitution

- PAYSUB

-  OPHOLD thatresults in orders modification
- LIMDU
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- Pregnancy
- HUMS

1 For PRD Change Requests, cancellation is allowed if:

- therequest has not yet been sentto Navy Enlisted System (NES) for processing
- the request was rejected bYMES and is available to resubmit on the transaction
page, it can either be resubmitted or canceled

To manage change request Cancel permissions forAusbval:

1 Navigate to the MANAGEMENT tab, PMAR Maintenance, Create/Maintain Workflow
menu option

Selecthe desiredChange Request Tyfrem the dropdown

In thePostApproval Cancelection, from theAvailablearea, select the desired role
Select the right arrows to add role to tiessignedrea

== =4 -

- This will remove the role from th&vailablearea
- Selected rols can be removed from th&ssignedarea by selecting the left
arrows

M Select theSAVButton

25.3.3 Perform Change Request Cancel

To perform a PMAR cancellation, navigate to @tleange Requesab, Change Request Summamenu
option. If the user has been grantedrcel capability, it does not matter which view the PMAR details is
accessed from (i.e. Reviewer, Submitter, or Manager view).

Additionally, if the Enlisted Detailer role has been granted fggtroval Cancel access, a PMAR
cancellation may be made frohé¢ 5 SG I A f SNDa ! Ol A 2 (MAMQ) fyom&ProSegsing v dzS dzS
Statuslink.

For PreApproval cancel, access the desired PMAR type frontrtWgork column (n Work Delayedor
OverdueF NBY G(GKS alyl3ISNRaE zASg00d

For PostApproval cancel, access the desifefAR type from th&Completedcolumn in all views.

Once the desired PMAR type has been selected from the appropiintege Request Summaview,
the Action Listwill be displayed for that PMAR type. For either Pre or Post Approval cancel, perform the
following to cancel the PMAR:

9 From theAction List select the desired PMAR record by clicking inSA&ATUS
column

1 From thePMAR Detailpop-up window, enter comment8&/ANDATORY

1 Select theCANCEL REQUBbB&Tton

25.3.3.1 PreApproval Cancel Actions
When a Preapproval @ncel is performed on a pending PMAR, several system actions occur to close out
the PMAR and reinstate personnel, billet and selection records to their previous state. For all PMAR
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types other than Orders Modification (ORDMOD), no actions are requirdeeinrder writing system.
The following system actions are taken upon a-&pproval cancel:

9 Job selection statuses updated

- Statusis dependent upon whether action occurs in the same or different
requisition cycle

Requisition released

Billet released

Memberreleased

PMAR marked as Complet&hncelled

1 Working orders deleted in the order writing system (for ORDMOD only)

= =4 —a A

25.3.3.2 PostApproval Cancel Actions

Postapproval cancel actions are not permitted on all PMAR types. See s@éti®r2PostApproval
Cancellationfor a list of allowed Post LILINR2 @I f ta! wQad ¢KS F2ff2gAy3T aeai
Postapproval cancel:

1 SDIP requests

- Member released
- aSYOoOSNRE tw5 NBaSid G2 LINBOA2dza @I f dzS
- PMAR marked as Complet&thncelled

T 'fft26SR ta! wQa

Job selection statuses updated
o Statusis dependent upon whether action occurs in the same or different
requisition cycle
- Requisitionreleased
- Billetreleased
-  Member relaased
- PMAR marked as Complet&thncelled
- Working orders deleted in the order writing system (where applicable)

1 PRD Changes

- Member released
-  PMAR marked as Completé&thncelled

25.4 Change Request Workflow Maintenance

EachChange Request/PMAR Typél have a cusm workflow involving differing user roles as workflow
participants. Once a change request enters the workflow process, it will complete the process using the
workflow as it was when the change request was initiated. Any changes to the workflow willféaty
subsequent change requests.

Some PMAR types will have more than one workflow based on maintenance table factors.
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Change Request Workflow Terms

1 Responsibility is the term used to identify the position a role performs as a

participant in the workflowprocess. Any user role can perform in any participant
responsibility.

- Primary Reviewet when the reviewer is part of a reviewer group, the Primary

Reviewer is the participantwhose recommendation and comments are recorded
for the group when all reviewsrin that group concur.

- Reviewer as part of a reviewer group or standalone participant, the reviewer is

the main participantin a workflow process who makes recommendations and
comments.

- Mediatorg as part of a reviewer group, this participant only engaghen there

is disagreement among group reviewers. When the Mediator makes a
NEO2YYSYRIOGA2Y IyR O2YYSyi(dz (KS& | NBE NBC
recommendation.

- Some PMAR types, such as a COMPSUB, only involve a gaining activity which is

the result ofan assignment to the activity. As such, only roles pertaining to that
activity are involved in the workflow. However, many PMARs involve a gaining
and losing activity and the workflow will have a losing/gaining aspect. Ifthe
losing/gaining role residesith the same user based on their AoR, that user may
be required to provide a recommendation for both roles in the workflow.

1 Roleis used to identify the user role thatis acting as a participantin the workflow.

25.4.2

All system roles are available for seleatiduring the creation/modification of a

workflow.

Depending upon th€hange Request Type OSNIi F Ay 62 NJ Ff 26 LI NI
disapproval recommendation of a change request will stop the processing of the

change request workflow. This provides a gateway tathietvalidity of the change

request prior to expending resources and/or reserving requisitions.

Reviewer Groups act as a single workflow participant encompassing multiple

individual reviewers who ultimately provide a consolidated recommendation. This

allowsa complex routing scheme without hindering a linear workflow.

Create New Workflow

In the event that a newChange Request Tyjedefined and no workflow has been described, then a
new workflow will need to be created from an empty workflow maintenancddaln most cases,
modifications to existing workflows will be the most common method.

To create a new change request workflow, perform the following:

1 Select the desire@hange Request Tyfrem theWorkflowsdropdown on the

Create/Maintain Workflowpageunder theManagementab and in thePMAR
Maintenancesection

- A blank workflow table is displayed with no reviewers or participants
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1 Select thdnsert Reviewebutton to add a workflow participant

1 From the new Reviewer row, select the desired user roleikinly in theRolefield
ARSY (i APick SFdiE @& a
- Repeat as necessary to add appropriate number of reviewers

1 Allunsaved changes are indicated by a red triangle in the data field upper corner
1 SelectSave Changdmutton

25.4.3 Modifying Existing Workflow

To mdify an existing change request workflow, perform the following as necessary:

1 Select the desire@hange Request Tyfrem the Workflowsdropdown on the
Create/Maintain Workflowpage under thé/lanagementab and in thePMAR
Maintenancesection.

1 To insert ew reviewer

Select the radio button for the row immediately above the desired location

Select thdnsert Reviewebutton

Select the desired user role by clickingin BeeT A Sf R A RBoK@RoBA SR 0 @
SelectSave Changdmitton

1 To changingthe rolef an existing participant

- Select the desired user role by clickinginB@ef A St R A RBK@RoEA SR 0@
- SelectSave Changdmitton

91 Deleting a reviewer
- {StSOG GKS NBR a-£¢ F2NIGKS NBg O2yidl AyA)
0 Reviewers that are part @Reviewer Groupan be deleted individually as
long as the remaining group participants are treamary Review
ReviewerandMediator.These are the minimum participants for a

Reviewer Group.
- SelectSave Changdmitton

1 [Ifitis desired that the change geest stops workflow processing with a certain
LI NI A OA LN yiQAa RA &l LILINEDBApprave &tcps Fequést 1 KS OK
column next to the desired participant

1 To change a reviewer row to a reviewer group

N

Select the radio button for the desired rewer
Select theChange to Grouputton
o Add additional group reviewers as desired by selectingnisert Reviewer
button
Select the desired user role by clickinginBeef A St R A RBf@RoEA SR 0 @
SelectSave Changdmitton

=

Change group to reviesy (change to row)
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- Select the radio button for the desired group

- Select theChange to Rowutton

- Select the desired user role by clickinginBb@ef A St R A REBoK@RoEBA SR 0 @
- SelectSave Changdmitton

1 Change a group reviewer to sudroup (grougn a group)

Select the radio button for the desired group reviewer
Select theChange to Grouputton
0 Add additional group reviewers as desired by selectingnisert Reviewer
button
Select the desired user role by clicking in Baefield identified byoPick a Role
SelectSave Changdmitton

1 Cancel changes

- If atany pointin the modification process, itis desired to cancel all changes,
select theCancel Changdmitton to revert back to the original state

i Save changes

- Allunsaved changes are indicategldbred triangle in the data field upper corner
- To save all changes, select thave Changdsitton

If workflow contains a reviewer role that has no one assigned to that AoR, the workflow will bypass that
participant and route to the next participant in aer.

25.4.4 Deleting Workflow

If leadership decides that a certathange Request Typ® longer requires workflow processing,

system changes are not required to accommodate this decision. To delete the workflow, simply delete
all reviewers from the workflow. Deling the reviewers will result in an empty workflow table for this
Change Request Typad ultimately the change request will process as approved upon submission.

25.5 Workflow Override

The PMAR workflow override provides the ability for the authorized tsaccess a pending PMAR mid
workflow and either approve or disapprove the request. The workflow override bypasses any remaining
workflow participants. This capability is required to satisfy emergent requests where immediately
system actions are requiredin most cases a workflow override will only be authorized by the MCA.
Additionally, the final disposition of a request may be a forgone conclusion based on events and the
request submission is merely an administrative tracking of said event, in whicladexsgthy workflow

is neither required nor desired.

25.5.1 Grant Workflow Override

The ability to override a PMAR workflow is an assignable capability. When granted this capability, the
I dzi K2 NAT SR NRtS Attt KIFE@S (GKAa OFLIoAfAGE 2y FEf t

1 Navigate to theMANAGEMENiBb PMAR MAINTENANGion
1 Select MAINTAIN WORKFLOW OVERRIDE option
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From theRoles Availablbox on the left, select the desired role to have the override
capability

SelectADDto move the role to thdRoles Assigndabox on the right

Select SAVEHANGES

The list ofRoles Assignechn be downloaded into an Excel file if desired by selecting
the Excel icon at the top right of the screen

Perform Workflow Override

For the authorized user, performing a workflow override is accomplished from the PMARSs daipup.
To access the PMAR details, perform the following actions:

T
1

= —a —a

Navigate to the CHANGE REQUEST tab CHANGE REQUEST SUMMARY option
From the available Change Requests views, select the desired PMAR type to access
the PMARAction List

On the PMAR\ction List select theStatushyperlink of the desire record to access

the PMAR Details

Search capability is also available on &ation List

On thePMAR Detailpop-up, enter comments in th&eviewer Commergection

Thisis a required entry

- Mandatory for disipprovals

On the PMAR Details payp, in the Override Recommendation section, select either
Approve or Disapprove
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26 User Management (T)

User records are created in MNA via two separate methods depending upon whether the user is an
Active Duty Enlisted sdpe member or a civilian. Officer users are added in the same manner as
civilians. All Active Duty Enlisted service members are automatically added to the system with the
default role of Enlisted User. Additional capability can be added by updating g®gned roles. Civilian
and officer users do not have an automatic user record and must be added manually. User role
assignment is independent of the assignment of privileges or Area of Responsibility (AoR).

The AoR assignment is critical for the MNA rateBinction as intended and control the processing of
requests. Roles in MNA are grouped into three categories and are not modifiable:
9 Unrestricted View Unrestricted Action (UVUA)

- Assigned to very few roles. Allows widest viewing capability and atuiligke
action on most alignments.

1 Unrestricted View Restricted Action (UVRA)

- Assigned to most corporate level roles. Wide viewing capability but with
restrictions on what actions can be taken in the system based on assigned AoR.

1 Restricted Viewg Restrcted Action (RVRA)

- Assigned to most fleet level roles. Limited viewing and action capabilities based
on assigned AoR.

Adding, modifying or deleting a user record can only be performed by the MNA Administrator role. A list
of all MNA user rolesan be foundn _Table7 ¢ UserRoks

26.1 Create New User Record

Requests for MNA access must be submitted to (REISy Access request procedures are located on
the MNA web page dittps://www.mynavyhr.nay.mil/CareerManagement/Detailing/ MyNawy
Assignment/ The request must provide sufficient justification for data access.

Perform these steps when adding a user record for a civilian or officer user.

1 Navigate to theMANAGEMEN{ab SYSTEMANAGEMENEnd séect ADD USER
RECOR®ption.

1 A blank User Record page is displayed to be filled in with the new user data

I AccountInfo

- ldentifying information about the new user, from the access request form
i Roles

- Copy from another, allows the copying of role assignmé&ots another user
record which can be useful when having a user turnover.

- Move roles from the Available Roles section to Assigned Roles section using
arrows.
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i Account Status
- Either enable or disable accounts. This does not delete the account.

1 Send Email Ndication, provides an email to the user when changes have been
made to their account. The user must have entered an email address on their profile
for this option to work. When establishing new user accounts, no email has yet been
entered so checking thizox has no effect.

1 SelectUPDATE

26.2 Assign Role

MNA roles are classified as one of the following:

1 Unrestricted View/Unrestricted Action (UVUA)

- i.e.MNA Admin, Allocation Manager, Assignment Manager
- No AoR restrictions on viewing or workflow

1 Unrestricted \w/Restricted Action (UVRA)

- i.e. MCA, Placement Coordinator, Detailer
- No AoR restrictions on viewing but AoR does restrict workflow

1 Restricted View/Restricted Action (RVRA)

- 1.e. TYCOM, ISIC, Activity Manning Manager
- AoRrestricts viewing and workflow

Viewing restrictions limit both the personnel and/or activity/billet information that is displayed to the
user. Sensitive activity and community information must be separately assigned to each individual user.
Unlike the normal AoR, the sensitive activity aanmunity assignment is usérased not rolebased.
SeeAppendix A Table7 ¢ UserRoksfor additional information.

To assign a role to a user, perform the following:

1 Navigate to the MANAGEMERNID SYSTEM MANAGEMENT and select SEARCH USER
RECORDS option.

1 Enter desired search criterion. Multiple criteria can be entered at one time for a

refined search result.

SelectSEARCH

1 From the displayetser Quergearch results, select the SSN hyperlinkier
desired user record. The first selection action wilrdask the SSN. Select the SSN
hyperlink a second time to navigate to thipdate/Delete Usegpage.

1 Perform the desired updates to the user record

=

- User information
- Role assignment

0 Ensure Roleis idéified on the approved SAARform
- Account Status
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- Excluded Activities and Communities. See se@®b Manage Excluded
Activities andCommunities

- Manage AoR. See sectigf3 Assign Area of Responsibility (AoR)

- Delete account

26.3 Assign Area of Responsibility (AoR)

The AoR of a user record can be manthipy several roles depending upon the Role being updated. The
primary difference between the processes is the navigation path to the AR management page.

1 Using the MNA Administrator role, navigate to tRANAGEMEN{&b SYSTEM
MANAGEMENANd selecSEARCHIER RECOR®ion.

- Using either the Placement Coordinator Lead or Rating Specialist Lead roles,
navigate to theMANAGEMEN{Rb SYSTEM MANAGEMEXd selectAoR
MANAGEMENGption.

1 Enter desired search criterion. Multiple criteria can be entered at one tone
refined search result.

- When using the Placement Coordinator Lead or Rating Specialist Lead roles, the
only search criterion presented is the user Name

SelectSEARCH

From the displayetser Quergearch results, sele6iANAGE Aofor the desired
userrecord to navigate to thé\rea of Responsibilipage.

9 Select the desire Role for which the AoR updates are to be made.

= =4

- The format of theArea of Responsibilipage will differ depending upon the role
selected as AoR informationis dynamic based on role.

- {2YS NRftSa NS LINBaSyiSR ¢gAGK |y a! ! L[!
merely have a data entry field.

- The MNA Administrator and Allocation Manager should not assign an AoR for any
NEfS 6KSNB (GKS 'L/ SyiNR FASH{R LDDISGNBAS)
format. Management of AoR using this format is for roles that govern the access
of a subordinate role (i.e. Placement Coordinator Lead governs Placement
Coordinator, Rating Specialist Lead governs Rating Specialist, Allocation Manager
governs Plaament Coordinator and Rating Specialist Leads).

- Allroles have the ability to copy an AoR from another user via their SSN.

1 Select SAVE CHANGES
264Manage Detail erés Homepage AO0OR

The Detailer userole is an Unrestricted View/Restricted Action (UVRA) role.r€ktricted action is
O2yGNRffSR 0608 GKS aSaiAay3aa 2F GKSANI ! NBIF 2F wSalLRy

 Main AoR
- Established by the approved SANR
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- Controls the display of member records on the DAM
-/ 2y UNRE A& UKS saéhihd Charg@&ReguEst SummanyQ
1 Homepage AoR

- AoRis usemanaged
- Controls the display of the Detailer Homepage

The Main AoR is not usemanaged and will not be discussed here.

To control the display of information on the Detailer Homepage, the Detailet satablish their

Homepage AoR within the confines of their Main AoR. The Homepage AoR is controlled by AoR rules and
one or more rules can be applied and any given time. If no Homepage AoR has been applied, the system
will prompt the Detailer to create anbefore accessing the homepage.

26.4.1 Add Homepage AoR Rule

For a new user assigned the Detailer role, there will be no Homepage AoR rules defined. At least one
rule must be defined and applied in order to access the homepage.

To add an AoR rule, perform thelfowing:

1 From theHOMEtab, select thevView My Area of Responsibilityenu option
1 From theMy Area of Responsibilifyop-up window, select thé& DD RULButton
T 9yiGiSNJI NHzZ S yIYS Ay GKS 62E tFoStftSR at f

- Check thdJse for Homepagkoxif this new rule is desired to be used
immediately for the homepage
- The rule must still be applied in order to affect the homepage display

1 From the available criteria, select the parameters desired for the rule

- The only parameters available willbetho2 @ A Yy SR 2y (KS dza SNDA
the Detailer role

1 For the NEC criterion, several options are available:
1 ff b9/o6A0E fAAGSR b9/ oa0 Oy 68 Ay Fye
- First NEC of Sailor, listed NEC(s) must be in the first position¥f$h& 6 SN & b 9/

inventory
- b2 b9/ 6&a03 GKS YSYOSNRaA b9/ AYy@Syia2NR A

1 When all parameters have been set, select 8%8VE CHANGEi&ton
1 When update is successful, select th&button

The new Detailer Homepage AoR Rule is now available to beépplthe homepage. See the following
section to apply a rule to the Detailer homepage.

To create additional rules, repeat the steps above as many times as needed.
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26.4.2 Apply Homepage AoR Rule

Once a rule has been created, it must be separately applied thdheepage. Merely checking thése

forHomepaged 2 E R2Say Qi | OlGdz ffé& |LLfeée GKS ' 2w NA S (2

If any changes are made to a rule, tBAVE CHANGE&ton must be selected prior to applying the
rule. This includes checking and unchecking Wise fa Homepagebox.

TheApply AoRbutton will only be active for rules where thdse for Homepagé&ox has been checked.
Each rule must be selected from the dropdown to determine ifttree for Homepagéox has been
selected.

To apply an AoR rule to the homepag

1 Select each rule and make any necessary changes, including checking and
unchecking théJse for Homepagbox

1 Select theSAVE CHANGESton

1 Lastly, select thapply AoRutton

- The system will redirect the user to the homepage screen where all checkesl rul
have been applied

- If multiple rules were applied, the homepage may take a few moments to
completely load

26.4.3 Delete Homepage AoR Rule

Detailer Homepage AoR Rules can be individually deleted usinDelle¢ée Ruleébutton or all rules can be
deleted at once usg theDelete All Rulebutton. To delete an individual rule, select the rule from the

dropdown menu and select thBelete Rulebutton. No rule must be selected to delete all rules, merely
select theDelete All Rulebutton.

Additionally, if any aspectaf KS 5SiF Af SNDa YIAYy !2w A& OKIy3aSR:
systemically deleted as well. This ensures that there are no conflicts between the main AoR and a
homepage rule caused by a changed AoR parameter.

26.5 Manage Excluded Activities andCommunities

The MNA Administrator is the only role that can assign Excluded Activities and Communities.

Certain activities and communities have been designated as sensitive and as such viewing billet and
personnel data is controlled, at the user leveldanust be specifically assigned. The activity and/or
community MUST be specified on the users approved SMAGBmM. Users may not be familiar with the
term "Excluded Activities/Communities,” nor do they need to be. When a user submits aNS#ARan
approved AoR, the MNA Administrator will need to determine whether requested Activities and/or
Communities are on the Excluded list, as these are assigned separately from those that are not. These
activities and communities cannot be delegated between usezsiol

Assigning access to Excluded Activities and/or Communities is uniqgue and several things must be
considered. The designation of Excluded Activities and Communities is managed separately from this
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process. The term Community encompasses Rating, Enlidééedgement Code (EMC) or NEC, or any
combination.

The assignment of Excluded Activities and Communities can be separated into four scenarios:

1 Scenario 1Al Communities (excluded and naaxcluded) at an Excluded Activity(s)

Navigate to the MANAGEMENT 88STEM MANAGEMENT and select SEARCH

USER RECORDS option.

Enter desired search criterion. Multiple criteria can be entered at one time for a

refined search result.
SelectSEARCH

From the displayetser Quengearch results, select Excluded Acce€F IVITY
for the desired user record to navigate to teant Excluded Activity Access

page.

Select the desire Role for which the AoR updates are to be made.

Excluded Activity and Community combinations can be added either by EMC (left side of page) or
by UIG; Community (right side of page).

Selecall9 a/ Q& 62NJ O2YYdzyAdGASav
SelectADD(from the side of the page that data is selected)

1 Scenario 2: Excluded Community(s) at Excluded Activity(s)

Same as Scenario #1 except select only the Excluded Communitiesidesir

9 Scenario 3: Noiiexcluded Community(s) at Excluded Activity(s)

Same as Scenario #1 except select only the-EBeiluded Communities desired

1 Scenario 4: Excluded Community(s) at Ncluded Activity(s)

Navigate to the MANAGEMENT tab SYSTEM MANAGEME$¢Temt SEARCH

USER RECORDS option.

Enter desired search criterion. Multiple criteria can be entered at one time for a

refined search result.
Select ARCH

From the displayetdser Quengearch results, select Excluded Access
COMMUNITYor the desired useracord to navigate to th&rant Excluded

Community Accegsage.

Select the desire Role for which the AoR updates are to be made.

Excluded Community information can be added either by Excluded Community, Excluded NEC or
combinations of Excluded Community aR@&C or Excluded NEC and Community depending upon the
level of access authorized onthe SMAR T2 N¥® ¢ KSasS [ OlA2ya
information at NorExcluded Activities.

T

If overall access to an Excluded Community or ExcludedsNEquired:
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- Select the appropriate community/NEC from thgcluded Communities Granted
section

- SelectADD the selected information will populate tHerantedsection

- Select SAVE CHANGES

9 If access to an Excluded Community or Excluded NEC is requiredamation with
NonExcluded communities or NECs:

Select the appropriate community/NEC combination from @@mmunities;
NECsection from one of three options:

0 Excluded Communities and Ndixcluded NECs

0 Excluded NECs and N&mxcluded Communities

o Combinatims of predefined Excluded Communitiesand NECs
SelectADD the selected information will populate th@rantedsection
Select SAVE CHANGES

26.6 Disabled MNA Account

Military records with no privileged roles: When last login > 60 daysagount is disabled
automatically (no change from previous version). Theserds do not need an Expiration Date
assigned.

Military record with privileged roles: At 0600 on the Expiration D#te accountis disabled,

but elevated roles and comments remain for 60 dafter Expiration Date so that the help desk
does not have to rebuild th&hole account. To renable the account, you will have to assign
an Expiration Date in the future. After 60 days from the Expiration Datesyiséeem removes
roles and comments, but leag basic user access.

Created record (CIV, CTR, et&) 0600 on the Expiration Date, tlaecount is disabled, but
elevated roles and comments remain for 60 dafter Expiration Date so that the help desk
does not have to rebuild th&hole account. @ re-enable the account, you will have to assign
an Expiration Date in the future. After 60 days from the Expiration Datestiseem deletes the
account.
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27 Community Mapping

The Community Mapping function displays additional job options to the Sailawdtineir job search.
These additional options can be either in rating or other ratings or FAC G (no rating restriction).
Distribution managers want to encourage Sailors to apply for jobs that are not part of their normal
distribution focus (i.e. 3MC, FA®, female opportunities, other within rating NEC jobs).

The Community Mapping maintenance table allows the setting of which jobs will be displayed to which
NI} Ay3a RdNAyYy3I (GKS {FAf2NDa 2206 aSI NODKo®
To define a community map:
1 Select theADD MAPPINButton
1 From the Create Community/NEC Mapping pgn Enter a Community/NEC
Mapping description (name)
1 Enterthe associated NEC

i Select the desired communities, or select thielcheckbox
1 If thejobs are considered FAC G (no rating restriction) seledtAti @heckbox

- FAC G mappings will be displayed to all defined ratings
-  NonFAC G mappings will only be displayed to the selected rating

M Select theSAVButton

A dropdown foHistorical ViewhA & LINBa Sy iSR gAGK GKS LI ad mMH Y2Yy(iKaQ
viewing.

All table values can be exported to Excel by selecting the Excel icon at the top right of the table.

156



ab! ! aS$ND&i(QFEBR®RS) o dn

28 DCAT Maintenance table

5SLX 28l 0AfAGe /FGiS3I2NB 65/ ! ¢0 OaiReSdeployabilly bdgadSoR (2 AR
their health status. Thes® 2 RS& R2 y20 ARSYGATe &ALISOAFTAO KSFHEOK A
an overarching category. The DCAT categories range from limited duty and pregnangatiernin

hospitalization and dental readiness to fully deployable.

The DCAT Maintenancehbie (located under thélanagementtab, in thePMAR Maintenancesection)
lists all DCAT codes and displays a hierarchical order as some members may have more than one DCAT
code assigned and the higher code takes precedence.

When the DCAT Maintenance tabkquires updating, a separate -@hcompassing list must be
provided to the system administrators to be loaded independently.

DCAT codes and corresponding descriptions are displayed in the Personnel Details, Support Information
section. If the member has me than one code assigned, all codes will be displayed.

Additionally, DCAT codes are used to:

T t NEPOARS |, Sakb2 AYRAOFG2NI 2y (KS YSYoSNIX
indicator is also displayed on the Sailor Qualifying Data (SQDyupop all PMAR & ®

1 Drive the LIMDU and Pregnancy Code Maintenance tables which identify which
DCAT codes describe LIMDU or pregnancy so that the system knows how to set the
indicator.

9 Drives which codes are used to calculate the LIMDU and Pregnancy capacity at an
activty to be used in LIMDU and Pregnancy placement functions

Review sectior80LIMDU/Pregnancy Placement PMAR LIMDU and Pregnancy placengmocedures.
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29 Detailer Action Management Queue (T)

The Detailer Action Management Queue (DA&Mis a workist queue for the Enlisted Detailer of all
orders within their AoR either awaiting detailer action to initiate, modify or cancel orders or already
resident in the order writing system in a working status.

There are four tabs to the DAK) separating the order types to focus attention on records requiring
detailer action. All working orders in the order writing system will be listed on one of theitaie
DAM-Q. However, not all orders on the DA®!I will be in the order writing system.

Orders will be removed from the DAR once the Datdime-Group (DTG) is assigned to the orders.
When the orders have been assigned the DTG and are considered ckle¢hsg can be accessed from
the Orders Information Deta{OID) for viewing, modification or cancellation.

Tff ta!wQad YR 2NRSNANSEt A2NEBR2FeIKRES5NY¥EYOSNDRa NI (A
member name.

Summary data is provided concerning tiodal record count across all DAR tabs.

1 Totalg A total count of all tabs summed together

f ActionRequire¢! O2dzyd 27F Fff ta! wQavsSionde,i SR 2y
Action Required

1 Action Not Required A count of all working orders on tabs 2, 3tbh

These summary counts will update based on the inclusion of any optional search criteria.

29.1 MNA Order, Action Required

¢tKAa GFo6 Aa GKS RSTlLdA G RAALX L& FyR O2yidlAya | fAa
in order to proceed tothe NRSNJ g NAGAY 3 aedaidSYyed ¢KSasS ta!wQa O2d#A |
canceling orders. To initiate the orders in the order writing system, selecstsigMITbutton.

If there is a communication interruption between MNA and the order writing system, the sufrtton
will turn grey until the transaction is accepted. Once accepted, the PMAR record will move from the
MNA Order, Action Requiretab to the MNA Order, Action Completab.

¢KS ftAald 2F FLLIINRBGSR ta! wQa Acton lisiv&asSed fiodRhE€hianfe I & A YA
Request Summaryeach record is expandable to view the workflow and the request details are viewable
by selecting theProcessing Statusyperlink.

29.1.1 Orders Search

Basic search criteria are provided to narrow the results in otddocus in on a particular PMAR type or
specific member.

1 Request Type

- Defaultis all PMAR types
- One, many or all can be selected

M Selected Date
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- Defaultis blank
- Specific date or date range

1 Personnel Criteria
- Defaultis all personnel
1 Billet/Position Criteia
- Defaultis all billets/positions

The user also has the ability to save, restore and deleted previously saved searches. Sed Secich
for Activity Alignmentsfor additional information.

29.2 MNA Order, Action Complete

When the approved PMAR is sent to and accepted by the order writing system frokiNBeOrder,
Action Requiredab, it appears on this this tab. Additionally, any approv®dAR that was submitted by
the Detailer will automatically appear on this tab. This provides the Enlisted Detailer a clear visual
display of actions they have recently processed.

¢tKS&aS talwQa y2¢ | Oldza ffe& NBLINEBa Ssbifigwidhih ik arged 2 NRS NA
writing system, short of being released and assigned a DTG.

If for any reason working orders from this tab need to be recalled from the order writing system, a
legacy UNPOST action is not permitted because the working orders ax&aed to an approved

PMAR. To recall working orders associated to an approved PMAR, the PMAR must be Cancelled After
Approval by the authorized user. This action will delete the working orders; update the PMAR from
Approved to Cancelled; restore to thgirevious state the member and billet record.

Ifit is desired to merely recall the PMAR from the order writing system without cancelling the PMAR,
use theRECALhutton. Selecting th&RECALhutton will just delete the working orders and restage the
PMARon tab #1 of the Detailer Action Management Queue. No action against the PMAR will be taken.

¢CKS fAal 2F FLLIINRBGSR ta! wQa Action lLidM&asSed fiodRhE€hangfe I & A YA
Request SummarnyEach record is expandable to view therflow and the request details are viewable
by selecting theéProcessing Statusyperlink.

29.2.1 Orders Search

Basic search criteria are provided to narrow the results in order to focus in on a particular PMAR type or
specific member.

1 Request Type

- Defaultis alPMAR types
- One, many or all can be selected

M Orders Status

- Wc¢Work
- Cc¢Chop
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- Rc¢Released No DTG (Once DTG is assigned, orders are no longer displayed on

DAMQ. Must view on OID)

- NONE

T

Posted Date

- Defaultis blank
- Specific date or date range

|l

Personnel Créria

- Defaultis all personnel

|l

Billet/Position Criteria

- Defaultis all billets/positions

The user also has the ability to save, restore and deleted previously saved searches. Sed Se&ich
for Activity Alignmentsfor additional information.

29.3 EAIS Order, Action Not Required

T
1
1
1

29.3.1

These orders were initiated solely in the order writing system and are not residentin
MNA

Examples are accessionACC 342 orders
View only
No Detailer action is required

Orders Search

Basic search criteria are provided to narrow the results in order to focus in on a particular PMAR type or
specific member.

)l

T

)l

The user al

Orders Status

W ¢ Work

C¢ Chop

R¢ Released No DTG (OrecDTG is assigned, orders are no longer displayed on
DAMQ. Must view on OID)

NONE

Date Received

Default is blank
Specific date or date range

Personnel Criteria

Defaultis all personnel

so has the ability to save, restore and deleted previcasigd searches. See sectibBearch

for Activity Alignmentsfor additional information.
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29.4 MNA Order, Action Not Required

1 These are MNA itiated orders that did not trigger a PMAR

9 Orders are awaiting Detailer action in the order writing system

1 If arecall or unpostaction is required, the action must be taken from the application
history or jobs page

1 No Detailer action required

29.4.1 Orders Search
9 Orders Status

- Wc¢Work

- C¢Chop

- Rc¢Released No DTG (Once DTG is assigned, orders are no longer displayed on
DAMQ. Must view on OID)

- NONE

9 Posted Date

- Defaultis blank
- Specific date or date range

1 Personnel Criteria
- Defaultis all personnel
9 Billet/Positon Criteria

- Defaultis all billets/positions

The user also has the ability to save, restore and deleted previously saved searches. Sed S&&ich
for Activity Alignmentsfor additional information.
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30LIMDU/Pregnancy Placement PMAR

The LIMDU and Pregnancy PMAR submission and adjudication processes are very similar and will be
outlined together below. Differences will be noted where bEqgble.

LIMDU actions are taken when members are temporarily moved to shore duty due to a personal medical
issue to allow time for treatment and convalescence.

Pregnancy actions are taken when a member becomes pregnant while serving on sea duty orin a
remote area without proper medical care and are given an assignment to shore duty for the duration of
their pregnancy and up to 12 months, pgsrtum.

When an AVAIL is externally received for a member requiring an assignment for the reason of LIMDU or
pregrancy, the user can manually initiate a PMAR that will not only permit the workflow but also allow
the identification and selection of the assignment location.

When identifying the assignment location, the system will present manning numbers for the entire
activity as well as the LIMDU or pregnancy personnel population. This data will aid in selection of the
appropriate activity for the member while trying not to create an overwhelming administrative burden
for the management of this population at the adtjx

30.1 Maintenance Tables
CKSNB FNB aSOSNIt YIAyGaSylryOoS GlrofSa G(KIG O2yilNRt
routed within the system.

1 LIMDU Capacity Maintenance Table

- Sets the maximum LIMDU personnel capacity percentage for activities based
their Billets Authorized (BA) count at the start of the LPW

- The capacity percentage is established by the governing MCA

- Placement actions that would exceed an activities capacity percentage will route
a PMAR through workflow

1 Pregnancy Capacity Maintenee Table

- Sets the maximum Pregnancy personnel capacity percentage for activities based
on their Billets Authorized (BA) count at the start of the LPW

- The capacity percentage is established by the governing MCA

- Placement actions that would exceed an aties capacity percentage will route
a PMAR through workflow

1 Pregnancy Code Maintenance Table

- ldentifies which DCAT codes define a Pregnancy status

- Drives the SQD and Personnel Details indicator

- Determines which personnel records are counted againsta@dctii € Qa LINB3IY |
capacity, as displayed on the Activity Search Results

- Use of the wildcard (%) links those entries. Deleting any entry that is associated
to that particular wildcard (%) will delete all of that wildcard's entries.
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o Example: Deleting 19%d.00will delete all 1% entries
I LIMDU Code Maintenance Table

- ldentifies which DCAT codes define a LIMDU status
- Drives the SQD and Personnel Details indicator
- 5SUSNNAYSE 6KAOK LISNBE2YYSt NBO2NRa& I NB
capacity, as displayed dhe Activity Search Results
- Use of the wildcard (%) links those entries. Deleting any entry that is associated
to that particular wildcard (%) will delete all of that wildcard's entries.
o Example: Deleting 19400 will delete all 1% entries

1 Requisition Coment Rules Maintenance Table

- Certain requisition comments can require that a LIMDU or Pregnancy workflow
be routed regardless of capacity for the activity assigned the comment

- Identify the appropriate comment and check the box Requires LIMDWbr
Pregnancy)Workflow

30.2 Submission

The LIMDU or Pregnancy PMAR is manually initiated by the authorized user. The authorized user roles
are an assignable capability based upon user SAARM approval.

To initiate a LIMDU/Pregnancy PMAR, perform the following:

1 Navigate to theCHANGE REQUE&T, SUBMIT LIMDW( PREGNANCREQUEST
menu option to view the request submission page
1 Search for member

- Enter SSN or,

- Enter member Name, partials are permitted, or DoDID

- The system will display a list of names matching #ersh parameter including
DoDID for each member record

- Select the desired member record

9 Click theSailor Searchutton

- The system populates the Sailor Identification Information section with the

A X 4L A X

aSt SOGSR YSYoSNna RIFGI
I Sailor Identification Information

- ldentifies the member and their current onboard activity
- Sailor Qualifying Data (SQD) button
- Orders Information Detail (OID) button

1 Request History

- Provides a list of all previous requests for the member
- VIEWbutton provides access to the request details
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1 LIMDJ (or pregnancy) PMAR Request Information

- Activity search (see Sectidd Activity Searclfior activity search procedures)
- AVAIL Received Date

- Proposed PRD

- Estimated Datef Arrival (EDA)

- Estimate Date of Delivery (for Pregnancy PMAR)

- PMAR ReasoqREQUIRED

- Comments REQUIRED

1 SelectSUBMITbutton
30.3 Adjudication

All LIMDU and pregnancy placement actions initiate a PMAR however, not all will route through a

workflow. In the event that a LIMDU or Pregnancy assignment exceeds the allowable capacity at the

selected activity or the activity has a LIMDU or Pregnancy associated requisition comment, the PMAR

will systemically follow the defined workflow routing as established BYCNEach workflow reviewer can

aSS ta!wQa I gl A G AGhahgelREdbidsNIurhnGuide 2nyhen2SyD AGSKSSS talides  + A S &
under theLIMDUorPregnancya SO A2y ® ¢KS talw gAff FLIISFEN gKSy Al
the PMAR. If the PMAR domest route through a workflow, it is automatically approved and predefined
aeadasSy FOGAz2ya GF1S LXFOS a 2dz2it AYyYSR Ay aSoOliAizy a
TheChange Request Summapgge provides summary level information of all PMAR types. See Section

16 ChangeRequest Summarfor further information concerning th€hange Request Summapgge.

To adjudicate the PMAR, perform the following steps:

A. From theChange RequéSummarnypagew S @A S g S tdidedl IMPWoSRiegnancy
aSO0GA2ys Oft A0l GUKS KELISNIAYy]l ydzYoSNJ AYyRAOLI
This displays thAction Listwhich provides additional information for each PMAR
represented by the hyperlinkeaumber. See Sectioh6.2 ActionListViewfor
additional information concerning th&ction List

B. From theAction Lispage, click th&TATUEBolumn hygerlink to access the PMAR details
pop-up.

C. Review submitted recommendation and comments.

9 Activity Search parameters

- Lists the criteria used in the Activity Search for Rating, EMC, Projection Period and
Service Component (Branch)

M Sailor Identification Informtion

- ldentifies the member and their current onboard activity

- NAMEhyperlink provides access to tiiRersonnel Detailgop-up
- Sailor Qualifying Data (SQD) button

- Orders Information Detail (OID) button

1 Proposed Activity
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- Provides information concerning thetvity the member was selected for

- TheDisplay Comment Rulbsitton will present a popup with all the requisition
comment rules associated to the activity

- AlILIMDU and Pregnancy assignments are made to excess positions so no billet
information is proviled

1 LIMDU (or Pregnancy) Capacity

- Provides LIMDU (or pregnancy) personnel manning data for the proposed activity
at the beginning of the Loss Projection Window (LPW) and the projection period
used during the Activity Search. See details in sedtioB LIMDU and Pregnancy
Activity SearcliResults

- Two tables, one for Activity and one for Community matching the Activity Search
parameter for Community

- All counts at projection period or LPW include onboard personnel, Prospective
Gains (PG) and Tentative Gains (TG)

- ¢KS GSNXY a! GGNAOdzi I 6t S¢ Ay Of dzZRSa 2y o621 NJ
and includes Prospective Gains (PG) if aitcgection period or LPW

D. Enter Reviewer commentREQUIRED
E. Approve or Disapprove request.

1 Afinal adjudication of Disapproved will:

- Move the PMAR to the COMPLETED column @halhge Request Summary
views
Historically record the disapproved PMAR

1 Afinaladjudication of Approved will:

- Create an Excess Position

- Reserve the excess position for the member

- Select the member for the requisition

- Movethe PMARtothe SG I A f SNRa ! Ol A 2(FAMDQ) afwaitAgS YSyYy G v
Detailer posting action

- Move the PMAR to th€ OMPLETED column inGtllange Request Summary
views

- Historically record the approved PMAR

30.4 Manning Details

When accessing the Activity Search page from either the LIMDU or Pregnancy PMAR submission form,
the system will capture the type of PMAR and praseesults manning data for the appropriate PMAR

type (i.e. LIMDU PMAR will result in LIMDU manning data in the search result). See 5e&idriMDU

and Pregnancy Activity SearBresultsfor additional information concerning the manning data.
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31 NEC Validation Maintenance Table

Navy Enlisted Classification Codes (NEC) are used extensively throughout the system on requisitions,
billets, personnel, in comment rules, requisition category rules, restricted posting rules, to identify
sensitive communities and other areas as well. The use of an NEC anywhere is the system is dependent
upon that NEC being validated as a real NEC weithean associated description. The NEC being on the
NEC Validation maintenance table confirms that validation and allows the NEC value and description to
be used in the system. This validation is critical as the NEC may be used to control rules as well as
alignment functions and establish requisition priority.

An NEC will only be visible in dropdowns and data entry fields if it resides on this table. This table is
essentially an NEC loalp table for the system. NEC updates are provided every quartenitiaadd,
OKIy3aS IyR RStS{iS b9/ Qao

To add, change or delete NEC information, navigate taMANAGEMENTab, NEC
(Additions/Deletions) NEC Validatiomenu option to accesSEC Validatiomaintenance table.

31.1 NEC search capability

Basic search functionig} is provided to quickly find an NEC on the table that may be several pages deep
in the table. To perform an NEC search:

1 Enter NEC value intéECfield
I Select SEARCH button

31.2 Updates

The quarterly NEC updates can add new NEC, edit an existing NEGeoadedsolete NEC. These
changes must be made in order to keep the system functions working properly.

31.2.1 Add

SelectAdd NE®utton

In theUpdate NE@op-up box, enter NEC value
Enter NEC description

SelectSAVBbutton

31.2.2 Change

Select the pencil icon at the beaning of the desired NEC row
Make edits inUpdate NE@op-up box
1 SelectSAVEbutton

31.2.3 Delete
1 Select red X circle icon at beginning of the desired NEC row

= —a —a —9

= =4

- If the NEC is present on any system tables, the user will be presented with an
alert listing the affeted tables

- The useris given the option to proceed with the delete or cancel the action

- If desiring to proceed, seledtESotherwiseNO
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1 Ifthe NEC is present on other system tables and is deleted, several actions occur:

- Immediate deletion from standard nm@tenance tables
- Onrules tables:
o |If thedeleted NEC is the only NEC listed and no other criteria is defined,
the entire rule is deleted
o LF Ydzf GALIX S b9/ Qad INB ftAadGSR 2N 23GKS!
deleted and the rule remains

1 If the NEC isat present on any other system tables, the NEC is deleted

A dropdown foHistorical ViewhA & LINBa Sy SR gAGK GKS LI ad mMH Y2Yy(iKaQ
viewing.

The table values can be exported to Excel by selecting the Excel icon at the top riyhttadfle.
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32 0rders Information Detail (OID)

The Orders Information Detail (OID) pap displays all released orders and any modifications. It also
displays working orders that have been released to CHOP in the order writing system. The default
display ighe most currently released set of orders, in the absence of any working orders in CHOP, in
which case the default display will be the working orders.

¢tKS hL5 Aa 00SaaArotsS Ay aSOSNIf t20F0GA2ya gAUKAY
Peronnel Detailppop-up and theActive/FTS Personnel Detpdge.

¢KS hL5 O2yiGlAya AYyTF2NXIGA2y O2yOSNYyAy3a GKS YSYo6SN
data includes:

1 Orders Information Detail (this section is persistent regardless of whiclstab
selected)

- Member Rate

- Name

- Date Time Group (DTG)

- Originator (detailer)

- ORDMOD #

- Obligated Service date (Obliserv)

- Delayed Reporting

- Assignment Reason

- Orders Status

- Move Type

- Customer Identification Number (CIC)
- Number of Dependents Costed

- O&MN Funds

- MPN/RPN Funds

- OPTAR Deskcode

- Control Number

- Detaching UIC

- Detaching Activity Name

- Estimated Date of Departure (EDD)

- Ultimate UIC

- Ultimate Activity Name

- Estimated Date of Arrival (EDA)

- Order modification button, for authorized users
- Order cancel button, forathorized users

91 Detaching Activity Tab

- First Term Billet
- First Term Billet Description
- First Term Work

168



ab! ! aS$ND&i(TEBsRs)

- First Term Work Description
- ACC

- MCA

- ATC

- Geographic Location

- Billet Title

- MRT

- BSC, with link tillet Details
- Rate

- NEC(s)

- FAC(s)

Intermediate Activity Th

- Start Date

- End Date

- ACC

- UIC

- Activity name
- ATC

- GEOLOC

- ENEC, Earned NEC
- Course Name
- Class#

- CDP

Ultimate Activity Tab

- First Term Billet

- First Term Billet Description
- First Term Work

- First Term Work Description
- SSC

- MCA

- ATC

- Geographic Location

- Billet Title

- MRT

- BSC, with link t&illet Details
- Rate

- NEC(s)

- FAC(s)

- Assigned Rate

- DNEC1
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- DNEC2

- ACC of Orders

-  PRD of Orders

- Assigned Rate Reason
- DNRC1

- DNRC2

Updates to the OID occur when status changes occur in the order writing system, beginning with CHOP.
Each statuslange after that will transmit the update to the OID until final release.

If the status change reverts rather than proceeds forward, a signal will be sent to the OID to revert back
to the previous state, which in most cases will delete any modificatioa datl reset to the last
released set of orders.

The OID will display all orders data that is resident in the order writing system, whether the orders
initiated in MNA or the order writing system provide final release has not occurred and no DTG is
assigned This includes:

T MNA initiated orders

91 Accession orders (no MNA associated selection/posting)

1 ACC 342 orders (no MNA associated selection/posting)

1 Retirements/Separations orders (no MNA associated selection/posting)

The OID information can be exported incEkformat by selecting the Excel icon in the upper right corner
of the popup. This does not produce the same formatted orders as is displayed in officially released
message format.
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33Personnel Manning Action Requests (PMAR)

Personnel Manning Action Reggts (PMAR) are system or user initiated requests used to process
enlisted manning actions though a system workflow. In some cases, a system action will initiate the
PMAR (systemic) or the user can initiate (manual). Once submitted the PMAR must allp be fu
adjudicated in order to complete the action.

If a PMAR is approved the system willtake aRE FAY SR | OGA2y o6l aSR 2y (KS t a
also be disapproved or repealed (canceled after approval) in certain circumstances. A repeal action will
not be permitted should the action result in a canceled set of PCS orders.

Systemic initiation occurs when specific user actions are taken and the system recognizes pre
established parameters surrounding the action and initiates the correct PMAR.

Manual infiation can either be from the hillet or member perspective, depending on the PMAR type.
Billet initiation is from theBillet Detailspop-up and Member initiation is from th@ersonnel Detailpop-
up orActive/FTS Personnel Detpdge.

The PMAR types thatill be available are determined by the status of the billet or member (i.e. if the
member is not under orders, no Divert would be permitted)

Once a PMAR has been submitted, the associated member and billet cannot be used in any other PMAR
type until thepending PMAR has been fully adjudicated.

There is a scenario whereby the billet associated to a PMAR can be withdrawn while the PMAR is still in

a pending status. Should this occur, the PMAR will be routed to the next workflow participant who will

only have the option to cancel the PMAR. System generated comments will be attached to the PMAR
AYRAOFGAY3 GKS NBFrazy FT2NJ 6KS FT2NOSR OFyOSttlriAzyod
released and further manning actions can be taken.

The timely procesing of PMARSs by all stakeholders is highly desired so that the period of uncertainty for
the Sailor, the Losing Command, and the Gaining Command are minimized. The expectation is that any
stakeholders resident at Navy Personnel Command (Detailer, Plate@uordinator, Rating
Specialist/Evaluator, Placement Coordinator Lead) review and provide recommendation on PMARS in
their queue on a daily basis, and should not exceed three days (including weekends and holidays) in any
stakeholders queue. Type CommanrslBudget Submitting Offices and Manning ConfReladiness

reviews should not exceed five days (including weekends and holidays). Type Commands/Budget
Submitting Offices who exceed 5 days with a PMAR in their queue will be bypassed with a default

G! LISNP @ YR | O2YYSyild G2 GKS STFSOG 2F 4! LMIWR OSR T2
fact comments can be provided by the Type Commander/Budget Submitting Office for the PMAR record
and review by followon stakeholders by using the pencil icontbe respective row the right hand side

of the PMAR. Once a stakeholder provides their recommendation, it CANNOT be changed.

33.1 Safety Assignment PMAR (T)

When concerns for the safety and wéking of Service members and/or their dependents dictate a

permanent change of station (PCS) transfer prior to normal projected rotation date, a safety move or
SELISRAGSR (NI yaFSNI Y& 0S8 Fdzik2NAT SR ¢2 LINBGSyid R
gAOGK2dzi aySSR (2 (y263¢ 2 NRDMEH manzaly) Sydenzsuppok islS 2 F | &
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required for identifying (tagging) Sailors for safety transfer, identifying a billet to which the Sailor will be
assigned, and routing the request for Safety Assignment to those who are responsible for expediting the
transfer. The underlying principle is that information about the transfer must be strictly guarded until

the member is received onboard the new activity.

The process for making a safety assignment begins with tagging a Sailor who has been identified as

requiring a safety move. When a job match is proposed for a tagged Sailor, the system automatically

generates a PMAR that will be routed according to the Safety Assignment PMAR workflow that is in

effect at the time of the selection. The tag ensures thatthd $a2 NR& | aaA3dyyYSyd Aa yz2i
G2 GK2a$S o6A0K2dz2i aySSR (2 (y26¢ |yR GKIG AYyF2NXEGA
writing system. The tag also prevents the Sailor from being included in any subsequent manning actions.

33.1.1 Safety TagApplication
¢2 AYAGAFGS | alFrF¥Sde raaradyySyid FO0GA2ys: o0S3IAYy 6AGK

1 From the Personnel Details pap or the Active/FTS Personnel Details page, select
the TAG SAILOR button

On thePersonnel Tag Submissifomm, select theType Safety

Select a reason from the dropdown

Enter free text comments

Select theSAVBbutton

1 SelectOKwhen notified of successful tag submission

= =4 —a A

Applying the Safety tag does not initiate a Safety PMAR. The tag identifies the member as being a safety
assiggment candidate and restricts access to their information as well as actions that can be done
FI3FAyad GKSANI NBO2NR® ¢KS YSYOoSNDRa NBO2NR gAff y2g
records with a Safety tag are managed.

To view theSafety Asignment Tag Lishavigate to theChange Requesab, Safety Assignment Tag List
menu option. The list will display all members who currently have a Safety tag applied to their record.
The tag list performs similarly to the PMAR Action List. To reviaatifwality, refer to sectiori6.2

Action ListView. If the member record has a Safety PMAR initiatedAb#gon Listow can be expanded

to view the workflow.

To remove the Safety tag, from ttgafety Assignment Tag List

T {StSOG GKS NBR a-¢ (2 GKS f
i Enter free text comments
 SelecttheSUBMIDutton

33.1.2 Submission

The Safety Assignment PMAR is initiated during the job selectiongsog@éat being the case, the only
roles that would have the capability to initiate a Safety Assignment PMAR would be those roles that can
select a member for a job.
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The Safety Assignment PMAR is automatically triggered when a member tagged for Safetpekdisig
selected for a requisition. The user will be prompted with a warning that a Safety Assignment PMAR is
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required with the option to continue or not. If the user opts to continue the system will display the
Safety Assignment PMAR submission forma popup window.

Most Safety Assignment job selections will occur from a Placement requisition (blue Job category) where
no sailor application is required and the selection process is not dependent upon the system phase.

33.1.21 Submission Form
To finish the SafgtAssignment PMAR submission process, review and complete the following sections:
1 Sailor Identification Information

- ldentifies the member and their current onboard activity
- Safety Assignment PMAR reaspthis is from the tagging action
- Enter free text corments

1 Request History Details

- Provides a list of all previous requests for the member
- VIEWbutton provides access to the request details

1 Proposed Job Information

- Provides information concerning the billet for which the member was selected
- The BSC providegcess to th8illet Detailpop-up

1 Sailor Qualifying Data (SQD)
- Provides additional member data to assistin PMAR adjudication
9 Orders Information Detail (OID) button
- Provides access to existing orders information
1 SelectSUBMITbutton
33.1.3 Adjudication
Once tke Safety Assignment PMAR has been submitted, it will systemically follow the defined workflow
routing as established by NPC. Each workflow reviewer can see Safety Assignments awaiting their action
on the Change Request Summapage inthew S @A S g S taBleiunderitieSafety Assignment
aSOUGA2yd® ¢KS {IFShe !'aarayySyd gAtft | LIISIN gKSy Al
Assignment PMAR.

{FFSGe !'aarayyYSyid t a! Garkge Rejdubst Sudnyalyd i SHIBNINA 2 YA S &K S| vy
{dzo YA GO SINIDE SHEMS & KSe y2 y20 RAaLI & 2y (GKS al yl ISNI
must be managed from the Safety Assignment Tag list.

TheChange Request Summagpgge provides summary level information of all PMAR types. See Section
16 ChangeRequest Summarfor further information concerning th€hange Request Summapgge.

To adjudicate the Safety Assignment, perform the following steps:
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A. From theChange Request Summappagew S @A S g S tdlideiSafetyi ASgignment
section, click the hyperlink number indicating the number of Safety Assignments
awaiting action. This displays te&tion Liswhich provides additional information for
each Safety Assigment represented by the hyperlinked number. See Sectio2
ActionListViewfor additional information concerning th&ction List

B. From theAction Lst page, click th&TATUE&olumn hyperlink to access ti&afety
Assignment Detailgop-up.

C. Review submitted Safety Assignment recommendation and comments.

 Sailor Identification Information

- ldentifies the member and their current onboard activity
- NAMEhypelink provides access to tHeersonnel Detailgop-up

1 Proposed Job

- Provides information concerning the billet for which the member was selected
- The BSC provides access to Biléet Detailpop-up

1 Sailor Qualifying Data (SQD) buttgrovides additional menber data to assist in
PMAR adjudication

1 Orders Information Detail (OID) butta@provides access to any existing orders
information

D. Enter commentsREQUIRED
E. Approve or Disapprove request.

1 Afinal adjudication of Disapproved will:

- Deselect the member fahe requisition

- Move the PMAR to the COMPLETED column o€tleenge Request Summary
{dzo YAGGSNRAE OASg Gl ofS

- Historically record the disapproved PMAR

- Safety Assignment tag will persist. Must be removed manually if no longer
desired

1 Afinal adjudication of Aproved will:

- Reserve (restricted reservation) the job for the member
- Move the PMAR to the COMPLETED column otieenge Request Summary
{dzo YAGGSNRAE OASg Gl ofS
- Safety Assignments are not processed to the order writing system so the
approved PMAR will notdbdisplayed on the DAND
- Historically record the approved PMAR
hyOS | YSYoSNDRa NBO2NR Kla o6SSy GlF33sSR F2NJF {F¥FSi
PMAR record are strictly controlled by the system. Users must be given specific permissiawg to
these records. No information is sent to the order writing system upon PMAR approval. Systemically,
the PMAR is for tracking purposes only. Eventual PCS orders will be managed external to the system.
Once the member is gained to full duty at the idéntified in the PMAR, the Safety Assignment tag will
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be systemically removed from their record. The member will be aligned to the job in the approved
PMAR based on the reservation.

Managers can access the approved PMAR to enter PCS costing estimatesdd m future reporting
and analysis. To enter costing information:

1 Navigate to the Change Request tab, Safety Assignment Tag List menu option

1 Forthe desire record, select tii@ompletedstatus hyperlink

1 Inthe Proposed Job section, enter the appropgiabsting information in the
FUNDINGield

1 Select theSUBMIT FUNDINg&itton

This action will add this additional information to the historical PMAR record based on the PCS cost
associated to the externally generated orders.

33.2 Humanitarian (HUMS) Assignment PMAR (T)

A reassignment for humanitarian reasons (HUMS) provides a Sailor time away from operational

commitments to manage unexpected ndA y I yOA L £ KIF NRAKALA GKIF G NBI dzAi NB
cannot be alleviated during a period of earned leave.niplas include the severe iliness of a family

member, death of a spouse or child, or a divorce in which the member is awarded custody of minor

children and must arrange for their care.

The HUMS process begins with a user tagging Sailors who have beefieideior the program. When
tagged members are selected for a job, the system automatically generates a PMAR that will be routed
according to the HUMS PMAR workflow that is in effect at the time of the selection. The tag prevents
the Sailor from being inatled in any subsequent manning actions.

33.2.1 HUMS Tag Application
¢2 AYAGAFGS F 1 !la{ F&a&aAaA3yySyd | OGAzys o0S3aAy 6A0GK 0

1 From the Personnel Details payp or the Active/FTS Personnel Details page, select
the TAG SAILOR button

Onthe Personnel Tag Submission form, select the Type HUMS

Select a reason from the dropdown

Enter free text comments

Select theSAVBbutton

SelectOKwhen notified of successful tag submission

Applying the HUMS tag does not initiate a HUMS PMAR. The taijiedethe member as being a HUMS
FaaA3dyyYSyd OFyRARFGS yR NBaGdNAROGa GKS |O0dAzya GKI
record will now be visible on thelUMS Tag Listvhere all member records with a HUMS tag are

managed.

= =4 —a —a 9

To view theHUMS Tagist, navigate to theChange Requeséb, HUMS Tag Listenu option. The list

will display all members who currently have a HUMS tag applied to their record. The tag list performs
similarly to the PMAR Action List. To review functionality, refer to sedto2 Action ListView. If the
member record has a HUMS PMAR initiated Atmtion Listow can be expanded to view the workflow.
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To remove the HUMSay, from theHUMS Tag List

T {StSOG GKS NBR a-¢ G2 (GKS STl 2F (KS
i Enter free text comments
M Select theSUBMIDutton

33.2.2 Submission

The Humanitarian Assignment PMAR is initiated during the job selection process. That being the case,
the only rolesthat would have the capability to initiate a Safety Assignment PMAR would be those roles
that can select a member for a job.

The Humanitarian Assignment PMAR is automatically triggered when a member tagged for
Humanitarian Assignment is selected for ausgiion. The user will be prompted with a warning that a
Humanitarian Assignment PMAR is required with the option to continue or not. If the user opts to
continue the system will display the Humanitarian Assignment PMAR submission form irup pop
window.

Most Humanitarian Assignment job selections will occur from a Placement requisition (blue Job
category) where no sailor application is required and the selection process is not dependent upon the
system phase.

33.2.2.1 Submission Form

To finish the Humanitariamssignment PMAR submission process, review and complete the following
sections:

 Sailor Identification Information

- Identifies the member and their current onboard activity
- Humanitarian Assignment PMAR reagahis is from the tagging action
- Enterfree texcomments

1 Request History Details

- Provides a list of all previous requests for the member
- VIEWbutton provides access to the request details

1 Proposed Job Information

- Provides information concerning the billet for which the member was selected
- The BSC prades access to thBillet Detailpop-up

i Sailor Qualifying Data (SQD)

- Provides additional member data to assistin PMAR adjudication
9 Orders Information Detail (OID) button

- Provides access to existing orders information
1 SelectSUBMITbutton
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33.2.3 Adjudication

Orce the Humanitarian Assignment PMAR has been submitted, it will systemically follow the defined
workflow routing as established by NPC. Each workflow reviewer can see Humanitarian Assignments
awaiting their action on th&Change Request Summapgge in thew S @A S ¢ S tablsaunder xhs &
Humanitarian Assignmerd SOG A2y ® ¢ KS | dzYF yAGIENRAFY 'daA3ayYSyl
to adjudicate the Humanitarian Assignment PMAR.

TheChange Request Summapgige provides summary level information of RIMAR types. See Section
16 ChangeRequest Summarfpor further information concerning th€hange Request Summapgage.

To adjudicate the HumanitamaAssignment, perform the following steps:

A. From theChange Request Summarggew S @A S ¢ S tdlideiHumakiGuan
Assignmensection, click the hyperlink number indicating the number of Humanitarian
Assignments awaiting action. This displayslcgonListwhich provides additional
information for each Humanitarian Assignment represented by the hyperlinked number.
See Sectiofi6.2 ActionListViewfor additional information concerning th&ction List

B. From theAction Lispage, click th&TATU8olumn hyperlink to access the
Humanitarian Assignment Detagep-up.

C. Review submitted Humanitarian Assignment recommendation and comments.

M Sailor Identificaibn Information

- ldentifies the member and their current onboard activity
- NAMEhyperlink provides access to tlirersonnel Detailgop-up

1 Proposed Job

- Provides information concerning the billet for which the member was selected
- The BSC provides access to Biléet Detailpop-up

1 Sailor Qualifying Data (SQD) buttgarovides additional member data to assist in
PMAR adjudication

9 Orders Information Detail (OID) buttayprovides access to any existing orders
information

D. Enter commentsREQUIRED
E. Approve or Digpprove request.

1 Afinal adjudication of Disapproved will:

- Deselect the member for the requisition

- Move the PMAR to the COMPLETED column o&tienge Request Summary
{dzo YAGOGSNRa OASg Gl ofS

- Historically record the disapproved PMAR

- Humanitarian Assignmenag will persist. Must be removed manually if no longer
desired

1 A final adjudication of Approved will:
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- Move the PMAR to the COMPLETED column otlenge Request Summary
{dzo YAGGSNRAE @OASg Gl ofS
- 5AaLX e 2y GKS | LIQN&&adihF S 5SG1 Af SNR&a 5!
- Historially record the approved PMAR
hyOS I YSY6SNRa NBO2NR KIFa o6SSy GF33SR F2NJ I | dzYly
and PMAR record are strictly controlled by the system. Users must be given specific permissions to view
these records. Once thmember is gain to full duty at the UIC identified in the PMAR and their ACC
changes to either 104 or 354, the Humanitarian Assignment tag will be systemically removed from their
record. The member will be aligned to the job in the approved PMAR bas#tkaaservation.

33.3 Pregnancy Assignment PMAR (T)

All pregnancy placement decisions will generate a Pregnancy PMAR, however; only those placement
decisions that exceed the pregnancy capacity of the activity or are to activities with requisition
comments liniting pregnancy assignments will be routed through the workflow. If the pregnancy
capacity is not exceeded and there are no limiting comments, then the Pregnancy PMAR is auto
approved upon submission for historical tracking. Pregnancy placement is cduesedtion30
LIMDU/Pregnancy Placement PMAR

33.4 LIMDU Assignment PMAR (T)

All Limited Duty (LIMDU) placement decisions will generate a UIMMAR, however; only those

placement decisions that exceed the LIMDU capacity of the activity or are to activities with requisition
comments limiting LIMDU assignments will be routed through the workflow. If the LIMDU capacity is not
exceeded and there arno limiting comments, then the LIMDU PMAR is aapproved upon

submission for historical tracking. LIMDU/Pregnaptacement is covered in secti@®

LIMDU/Pregnancy Placement PMAR

33.5 Divert PMAR

A Divert PMAR is required when modifying the ultimate activity on a set of released PCS orders. While a
Divert is merely an MCA directed order modification, because of the change in UIC, awaitemeshe
original activity chain of command is necessary for planning purposes.

33.5.1 Submission

A Divert PMAR can be either systemically or manually initiated. Systemic initiation is triggered by the
subsequent selection of a member currently under releas€® Brders to another requisition at a

different UIC. A subsequent selection is not required if only changing the billet alignment at the ordered
activity. In this case perform member realignment as outlined in sedt&d Realignment

Manual Divert submission can be either member or billet focused. Access to the submission form if
submitting from the member perspective is via the dropdown menu onRbesonml Detailspop-up or
the SUBMIT PMAButton on the Active Duty/FTS Personnel Defadlge. From the billet perspective
access is vi8illet Detailspop-up SUBMIT PMARutton.
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When initiating the PMAR manually from the member perspective, the member
information will be prepopulated on the submission form. A search must be done to
identify the desired billet for the PMAR or request an excess position.

When initiating the PMAR manually from the billet perspective, the billet
information will be prepopulated o the submission form. A search must be done to
identify the desired member for the PMAR.

When initiating the PMAR from a subsequentjob selection, both the member and
billet data will be prepopulated on the submission form.

Billet Initiation

A Divert PMARs initiated from the billet perspective when system navigation is on the billet. This
prevents having to navigate away from active pages.

T

)l

|l

T

From the billet BSC hyperlink, select ®idBMIT PMABuUtton

- Wherever this BSC hyperlink is presented, the autlearizser can initiate a
Divert PMAR

From the presented dropdown, select Divert
- The system presents the Divert submission form with the billet data prepopulated
Search for member

- Enter SSN or,
- Enter member Name (partials are permitted) or DoDID

- The system Mlidisplay a list of names matching the search parameter including
DoDID for each member record

- Select the desired member record
Click theAdd Sailobutton

- The system populates the Sailor Identification Information section with the

aSf SOGSR YSYaSNna RIGl
Sailor Identification Information
- aSY0OSNDa ARSY(GATeAy3d AYyF2N¥IGAZ2Y
- Orders status
- EDAc Estimated Date of ArrivaREQUIRED
o Enterthe date thatthe member will be required to report to the Divert
activity
- PMAR ReasorREQUIRED
o Enterthe reason for thisif2ert action from the provided responses
- Commentg REQUIRED
o Enteramplifyinginformation concerning the reason for the Divert action

Request History Details

- Provides a list of all previous requests for the member
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VIEWbutton provides access to the requetgtails if authorized

9 Job Information

uiC

Activity Name

MRT

BSC

Rate

NEC(s)

FAC(S)

Service Component
Alignment Status

1 Sailor Qualifying Data (SQD) button
9 Orders Information Detail (OID) button
1 Select theSUBMIDutton

33.5.1.2

Member Initiation

ADivert PMAR isini Al G SR FNRY (GKS YSYOSNI LISNELISOUA@DS
Details information. This prevents having to navigate away from active pages.

GKSYy d

1 From the Personnel Details pap or the Active/FTS Personnel Details page, select
the SUBMIT PMR button
1 From the presented dropdown, select Divert

The system presents the Divert submission form with the billet data prepopulated
i Search for Billet

In theEnter UIC oACTIVITY NAMi®x, found in the Job Information section,
enter the desired UIC or Agtty name
The UIC/Activity name field will atqmopulate as the user enters data
Select the desired UIC/Activity name from the ypr@pulated list
In theEnter BS®ox, enter the desired BSC

o Alternatively, the user may select ti@eate Excess Positioption
Select theBillet Searchbutton
The system presents the user with a pop displaying the search billet info
In the billetinfo in correct, click thE ELECHutton. If not, exit the popup and re
enter a different UIC and/or BSC as needed.
The system ppulates the billet data on the Divert submission form

9 Sailor Identification Information

aSY0oSNRa ARSY(GATE@AYI AYTF2NNIGAZ2Y
Orders status
EDA¢ Estimated Date of ArrivaREQUIRED
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o Enterthe date thatthe member will be required to report to the Divert
activity
- PMAR ReasorREQUIRED
o Enterthe reason for this Divert action from the provided responses
- Commentg REQUIRED
o Enter amplifyinginformation concerning the reason for the Divert action

1 Request History Details

- Provides a list of all previous requeststioe member
- VIEWbutton provides access to the request details, if authorized

T Job Information

- UiC

- Activity Name

- MRT

- BSC

- Rate

- NEC(s)

- FAC(s)

- Service Component
- Alignment Status

9 Sailor Qualifying Data (SQD) button
9 Orders Information Detail (OID) button
1 Selecthe SUBMIbutton

33.5.1.3 Job Selection Initiation

The Divert PMAR will be initiated automatically during the job selection process if the member currently
has a set of released PCS orders and is selected for another job at a different UIC. The system will
presentthe user alerts indicating this condition and prompt to continue. If the user continues, the Divert
PMAR submission form will be presented prepopulated with the billet and member information. The
user is required to complete the EDA, PMAR Reason and Carfields as outlined above, before
submitting.

33.5.2 Adjudication

Once the Divert PMAR has been submitted, it will systemically follow the defined workflow routing as
established by NPC. Each workflow reviewer can see Diverts awaiting their action@hahge

Request Summarpage inthew S @A S ¢ S tabdiunder kh® Bivert section. The Divert will appear
gKSY Al Aad OGKSANI NRtSQa UGdNYy G2 FR2dZRAOIFIGS GKS

TheChange Request Summagpgge provides summary level information of all PMAR types. See Sectio
16 ChangeRequest Summarfor further information concerning th€hange Request Summapgge.

To adjudicate the Divert PMAR, perform the follogisteps:
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A. From theChange Request Summarggew S @A S ¢ S tdlideiDivertsestion, click
the hyperlink number indicating the number of Diverts awaiting action. This displays the
Action Liswhich provides additional information for each Divert repressshby the
hyperlinked number. See Secti@6.2 ActionListViewfor additional information
concerning théAction List

B. From theAction Lisipage, clickhe STATU&olumn hyperlink to access tli#vert
Detailspop-up.

C. Review submitted Divert recommendations and comments.

 Sailor Identification Information

- Member information

- aSYOSNNRa 2yo2FNR I O

- aSYoSNna Odz2NNByid 2NR
T {F Af 2 NIDGrdets NA 3 A

- Rate

- Service Component

- MRT

- EDA

- UiC

- Activity Name

- BSC

- NEC(s)

- FAC(s)

- TUM

- Current Deployment Action

- Current Deployment Action Start Date
- Next deployment Action

- Next deployment Action Start Date

VFI2NXYEFGAZ2Y
ik G dza

Uy >

Z N

=i
[t

Q¢ @

c

- >

1 Proposed Job

- uIC

- Rate

- Activity Name

- BSC

- MRT

- NEC(s)

-  FAQs)

- Service Component

- Requesting New Excess Position
- Current Deployment Action

- Current Deployment Action Start Date
- Next deployment Action
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Next deployment Action Start Date
Rating Mismatch

Pay Grade Mismatch

Service Component Mismatch
TUM

Proposed ArrivdDate

Manning Details

Provides personnel manning data for the ordered and proposed (Divert) activities
at the beginning of the Loss Projection Window (LPW) assuming the Divert PMAR
IS approved

Two sets of manning data, Activity Duty and Full Time Suppd&)

Sailor Qualifying Data (SQD) buttgrovides additional member data to assistin
PMAR adjudication

Orders Information Detail (OID) buttayprovides access to existing orders
information

D. Reviewer CommentsREQUIREIf recommending disapproval
E. Approve or Disapprove request

1 A final adjudication of Disapproved will:

Move the PMAR to the COMPLETED column @halhge Request Summary
views

Release the member and the billet

Historically record the disapproved PMAR

1 Afinal adjudication of Approved will:

Move the PMARtoth8 S I A £ SNDa | Ol A 2(FAMD) afvhitRe Y Sy U
Detailer posting action

Move the PMAR to the COMPLETED column @halhge Request Summary

views

Historically record the approved PMAR

33.6 Crossdeck PMAR

A Crossdeck is the transfemjirof a member from one sea duty activity to another, outside of their
orders negotiation window and with no PCS order on file, to fill a critical vacancy and improve overall
mission capability at the gaining activity.

33.6.1 Submission

A Crossdeck PMAR can beheit systemically or manually initiated. Systemic initiation is triggered by the
selection of a sea duty member not currently in their orders negotiation window to a sea duty

requisition.

Manual Crossdeck submission can be either member or billet focusedss to the submission form if
submitting from the member perspective is via t8&/BMIT PMAButton on thePersonnel Detailpop-
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up or theSUBMIT PMAButton on the Active Duty/FTS Personnel Defadlge. From the billet
perspective access is via thgllet Detailspop-up SUBMIT PMARutton.

1 Wheninitiating the PMAR manually from the member perspective, the member
information will be prepopulated on the submission form. A search must be done to
identify the desired billet for the PMAR or request an exgesstion.

1 Wheninitiating the PMAR manually from the billet perspective, the billet
information will be prepopulated on the submission form. A search must be done to
identify the desired member for the PMAR.

1 When initiating the PMAR from a subsequent gabection, both the member and
billet data will be prepopulated on the submission form.

33.6.1.1 Billet Initiation

A Crossdeck PMAR is initiated from the billet perspective when system navigation is on the billet. This
prevents having to navigate away from actpages.

1 From the billet BSC hyperlink, select ®#ieBMIT PMAButton

- Wherever this BSC hyperlink is presented, the authorized user can initiate a
Crossdeck PMAR

1 From the presented dropdown, select Crossdeck

- The system presents the Crossdeck submission ¥atmthe billet data
prepopulated

- If the billetis ineligible for the Crossdeck request (job is encumbered or has a
PG/TG aligned), the user will get an alert stating that this is an invalid PMAR type

M Search for member

- Enter SSN or

- Enter member Name (pa#ls are permitted) or DoDID

- The system will display a list of names matching the search parameter including
DoDID for each member record

- Select the desired member record

M Click theAdd Sailobutton

- The system populates the Sailor Identification Informasection with the

A X 4L A X

aSt SOGSR YSYoSNna RIFGI
1 Sailor Identification Information

- aSYOSNNA ARSYGATEeAYy3I AYTF2NNIGAZ2Y
- Sailor Qualifying Data (SQD) button

T Job Information

- uIC
- Activity Name
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- MRT

- BSC

- Rate

- NEC(s)

- FAC(s)

- Service Component
- Alignment Status

1 Request Historipetails (once member is identified)

- Provides a list of all previous requests for the member
- VIEWbutton provides access to the request details

1 Crossdeck PMAR Request Information

- EDAc Estimated Date of ArrivaREQUIRED
o Enterthe date that the member wibe required to report to the
Crossdeck activity
-  PMAR ReasoREQUIRED
o Enterthe reason for this Crossdeck action from the provided responses
- Commentg REQUIRED
o Enteramplifyinginformation concerning the reason for the Crossdeck
action

- Select theSUBMT button

33.6.1.2 Member Initiation
I / N2PaadRSO]l ta!'!w Aa AYAOGAIFIGSR FTNRY GKS YSY0SNI LIS NA
Personnel Details information. This prevents having to navigate away from active pages.

1 From the Personnel Details payp or the ActiveFTS Personnel Details page, select
the SUBMIT PMAR button

1 From the presented dropdown, select Crossdeck

- The system presents the Crossdeck submission form with the billet data
prepopulated

- This optionis only displayed to the user if the selected membeligghle for a
Crossdeck action (i.e. on sea duty, notin their orders negotiation window and not
under orders already)

9 Search for Billet

- IntheEnter UIC oACTIVITY NAMiX, field found in the Job Information
section, enter the desired UIC or Activigme
- The UIC/Activity name field will arqmopulate as the user enters data
- Select the desired UIC/Activity name from the jp@pulated list
- IntheEnter BS®Gox, enter the desired BSC
o Alternatively, the user may select ti@&¥eate Excess Positioption
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- Sekct theBillet Searctbutton

- The system presents the user with a pop displaying the search billet info

- Inthe billetinfo in correct, click th 8 ELECutton. If not, exit the popup and re
enter a different UIC and/or BSC as needed.

- The system populatethe billet data on the Crossdeck submission form

9 Sailor Identification Information

- aSYOSNNRA ARSYUGATEAYy3I AYTF2NNIGAZ2Y
- Sailor Qualifying Data (SQD) button

T Job Information

- uiC

- Activity Name

- MRT

- BSC

- Rate

- NEC(s)

- FAC(s)

- Service Component
- Alignment Status

1 RequesHistory Details

- Provides a list of all previous requests for the member
- VIEWDbutton provides access to the request details

1 Crossdeck PMAR Request Information

- EDAc Estimated Date of ArrivaREQUIRED
o Enterthe date that the member will be required topert to the
Crossdeck activity
-  PMAR ReasoREQUIRED
o Enterthe reason for this Crossdeck action from the provided responses
Comment REQUIRED
o Enteramplifyinginformation concerning the reason for the Crossdeck
action
Select theSUBMIDutton

33.6.1.3 Job Seleain Initiation

The Crossdeck PMAR will be initiated automatically during the job selection process if the sea duty
member is not currently in their orders negotiation window and has no PCS orders on file, and is
selected for a job at a sea duty activitheTsystem will present the user alerts indicating this condition
and prompt to continue. If the user continues, the Crossdeck PMAR submission form will be presented
prepopulated with the billet and member information. The user is required to complete s, PMAR
Reason and Comment fields as outlined above, before submitting.
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33.6.2 Adjudication
Once the Crossdeck PMAR has been submitted, it will systemically follow the defined workflow routing
as established by NPC. Each workflow reviewer can see Crossdectisgatiair action on theChange
Request Summarpage inthew S @A S ¢ S taldiunder kh8 Grossdeck section. The Crossdeck will

FLIJISEF N 6KSy AdG Aa GKSANI NBf SQa
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TheChange Request Summapgge provides summary levelformation of all PMAR types. See Section
16 ChangeRequest Summarfpor further information concerning th€hange Request Summapgage.

To adjudicte the Crossdeck PMAR, perform the following steps:

A. From theChange Request Summarggew S @A S ¢ S tdlideiCrosstiegkection,

B.

C. Review submitted Crossdeck recommendations and comments.

9 Sailor Identification Information

Member name

Rate

Service Component

MRT

uiC

Activity name

BSC

NEC(s)

FAC(s)

Billet rate

Current Deployment Action
Current Deployment Action Start Date
Next Deployment Action

Next Deployment Action Start Date

Proposed Job

uiC

Rate

Activity name
BSC

MRT

NEC(s)
FAC(s)
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click the hyperlink number indicating the number of Crossdecks awaiting action. This
displays théAction Liswhich providesdditional information for each Crossdeck
represented by the hyperlinked number. See Secfiér?2 ActionListViewfor

additional information concermig theAction List

From theAction Lispage, click th&TATUEolumn hyperlink to access tli&rossdeck
Detailspop-up.
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Service Component

Requesting New [Erss Position
Current Deployment Action
Current Deployment Action Start Date
Next Deployment Action

Next Deployment Action Start Date
Rating Mismatch

Pay Grade Mismatch

Service Component Mismatch
TUM

Proposed Arrival Date

Manning Details

Provides personnehanning data for the onboard and Crossdeck activities at the
beginning of the Loss Projection Window (LPW) assuming the Crossdeck PMAR is
approved

Two sets of manning data, Activity Duty and Full Time Support (FTS)

Sailor Qualifying Data (SQD) buttgrovides additional member data to assistin
PMAR adjudication

Orders Information Detail (OID) buttayprovides access to existing orders
information (this should not be active for a Crossdeck as there should be no PCS
orders on file)

D. Commentg; REQUIREIDrecommending disapproval
E. Approve or Disapprove request

1 A final adjudication of Disapproved will:

Move the PMAR to the COMPLETED column @halhge Request Summary
views

Release the member and the billet

Historically record the disapproved PMAR

1 Afinaladjudication of Approved will:

Move the PMARtothe S A f SNRa ! Ol A 2(FAMD) awaitRE Y Sy
Detailer posting action

Move the PMAR to the COMPLETED column @hahge Request Summary

views

Historically record the approved PMAR

33.7 COMPTOUR PMAR

A Completion of Tour (COMPTOUR) assignment is the PCS transfer of a member from one shore duty
activity to another outside of their orders negotiation window and with no PCS order on file, to fill a
critical vacancy and improve overall mission capabilittha gaining activity.
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33.7.1 Submission

A COMPTOUR PMAR can be either systemically or manually initiated. Systemic initiation is triggered by
the selection of a shore duty member not currently in their orders negotiation window to shore duty
requisition.

Manual COMPTOUR submission can be either member or billet focused. Access to the submission form
if submitting from the member perspective is via the dropdown menu onRbesonnel Detailpop-up

or the SUBMIT PMARutton on theActive Duty/FTS Personnel Defadlge. From the billet perspective
access is vi8illet Detailspop-up SUBMIT PMARutton.

1 Wheninitiating the PMAR manually from the member perspective, the member
information will be prepopulated on the submission form. A search must be done to
identifythe desired billet for the PMAR or request an excess position.

1 Wheninitiating the PMAR manually from the billet perspective, the billet
information will be prepopulated on the submission form. A search must be done to
identify the desired member for thEeMAR.

When initiating the PMAR from a job selection, both the member and billet data will be prepopulated on
the submission form.

33.7.1.1 Billet Initiation

A COMPTOUR PMAR is initiated from the billet perspective when system navigation is on the billet. This
prevents having to navigate away from active pages.

1 From the billet BSC hyperlink, select ®ieBMIT PMAButton on the Billet Details
pop-up
- Wherever this BSC hyperlink is presented, the authorized user can initiate a
COMPTOUR PMAR

1 From the presented dropdom select Completion of Tour

- The system presents the COMPTOUR submission form with the billet data
prepopulated

- If the billetis ineligible for the COMPTOUR request (job is encumbered or has a
PG/TG aligned), the user will get an alert stating that thasisvalid PMAR type

I Search for member

- Enter SSN or,
- Enter member Name, partials are permitted, or DoDID

- The system will display a list of names matching the search parameter including
DoDBID for each member record

- Select the desired member record
1 Click he Add Sailobutton

- The system populates the Sailor Identification Information section with the

A ¥ 4 oA -

aSt SOGSR YSYoSNXRna RIGI
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9 Sailor Identification Information

- aSYOSNNA ARSYGATeAYy3I AYTF2NNIGAZ2Y
- Sailor Qualifying Data (SQD) button

T Job Information

- UiC

- Activity Name

- MRT

- BSC

- Rate

- NEC(s)

- FAC(s)

- Service Component
- Alignment Status

1 Request History

- Provides a list of all previous requests for the member
- VIEWbutton provides access to the request details

1 COMPTOUR PMAR Request Information

- EDAc Estimated Date of ArrivaREQUIRED
o Enterthe date that the member will be required to report to the
COMPTOUR activity
- PMAR ReasorREQUIRED
o Enterthe reason for this COMPTOUR action from the provided responses
- Commentg REQUIRED
o Enteramplifyinginformation concerning the reasontfile COMPTOUR
action
- Select theSUBMIbutton

33.7.1.2 Member Initiation
!l /hat¢h!w talw A& AYAGAFGSR FNRY (GKS YSYO6SNI LISNEL
Personnel Details information. This prevents having to navigate away from active pages.

1 From the Pesonnel Details pojup or the Active/FTS Personnel Details page, select
the SUBMIT PMAR button

1 From the presented dropdown, select Completion of Tour

- The system presents the COMPTOUR submission form with the billet data
prepopulated

- The COMPTOUR optionMahly be available in the drop down if the Sailor is
eligible for this type of action (not in their ONW, serving on shore duty and not
under orders)

M Search for Billet
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- IntheEnter UIC oACTIVITY NAMiox found in the Job Information section,
enter the desired UIC or Activity name

- The UIC/Activity name field will aurqmopulate as the user enters data

- Select the desired UIC/Activity name from the fpr@pulated list

- IntheEnter BSGox, enter the desired BSC

0 Alternatively, the user may select ti@&reate Exess Positiomption

- Select theBillet Searchbutton

- The system presents the user with a pop displaying the search billet info

- In the billetinfo in correct, click th8 ELECdutton. If not, exit the popup and re
enter a different UIC and/or BSC as nedd

- The system populates the billet data on the COMPTOUR submission form

Sailor Identification Information

- aSYOSNRA ARSYGATeAYy3d AYyTF2NNIGAZ2Y
- Sailor Qualifying Data (SQD) button

Job Information

- UiC

- Activity Name

- MRT

- BSC

- Rate

- NEC(s)

- FAC(s)

- Service Component
- Alignment Status

Request History

- Provides a list of all previous requests for the member
- VIEWbutton provides access to the request details

COMPTOUR PMAR Request Information

- EDAc Estimated Date of ArrivaREQUIRED
o Enterthe date thatthe member will bequired to report to the
COMPTOUR activity
-  PMAR ReasoREQUIRED
o Enterthe reason for this COMPTOUR action from the provided responses
- Commentg REQUIRED
o Enter amplifyinginformation concerning the reason for the COMPTOUR
action
Select theSUBMIbutton
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33.7.1.3 Job Selection Initiation

The COMPTOUR PMAR will be initiated automatically during the job selection process if the shore duty
member is not currently in their orders negotiation window and has no PCS orders on file, and is
selected for job at a shore dugctivity. The system will present the user alerts indicating this condition

and prompt to continue. If the user continues, the COMPTOUR PMAR submission form will be presented
prepopulated with the billet and member information. The user is required to deteghe EDA, PMAR
Reason and Comment fields as outlined above, before submitting.

33.7.2 Adjudication

Once the COMPTOUR PMAR has been submitted, it will systemically follow the defined workflow routing

as established by NPC. Each workflow reviewer can see CQNR3T@vaiting their action on the

Change Request Summapgge in thew S @A S ¢ S tabdsiunder kh8 EOMPTOUR section. The

/ hat ¢h!w gAfft | LIISIN 6KSYy Ad A& GKSANI NBfSQa GdiNy

TheChange Request Summapgge provides summary el information of all PMAR types. See Section
16 ChangeRequest Summarfor further information concerning th€hange Request Summapgge.

To adjdicate the COMPTOUR PMAR, perform the following steps:

A. From theChange Request Summarggew S @A S ¢ S 1dlaCOMRTOURection,
click the hyperlink number indicating the number of COMPTOURS awaiting action. This
displays theéAction Liswhich provides additional information for each COMPTOUR
represented by the hyperlinked number. See Secfiér? ActionListViewfor
additional information concenmg theAction List

B. From theAction Lispage, click th&TATUEBolumn hyperlink to access tiEOMPTOUR
Detailspop-up.

C. Review submitted COMPTOUR recommendations and comments.

9 Sailor Identification Information

- Member name

- Rate

- Service Component
- MRT

- uIC

- Adivity name

- BSC

- Orders Status

- NEC(s)

- FAC(s)

1 Proposed Job

- uIC

- Rate

- Activity name
- BSC
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MRT

NEC(s)

FAC(s)

Service Component

Requesting New Excess Position
Rating Mismatch

Pay Grade Mismatch

Service Component Mismatch
TUM

Proposed Arrival Date

Manning Details

Provides personnel manning data for the onboard and COMPTOUR activities at

the beginning of the Loss Projection Window (LPW) assuming the COMPTOUR
PMAR is approved

Two sets of manning data, Activity Duty and Full Time Support (FTS)

Sailor Qualifying Dat& QD) button provides additional member data to assistin
PMAR adjudication

Orders Information Detail (OID) buttayprovides access to existing orders
information (this should not be active fora COMPTOUR as there should be no PCS
orders on file)

D. Commens¢ REQUIREDrecommending disapproval
E. Approve or Disapprove request

1 A final adjudication of Disapproved will:

Move the PMAR to the COMPLETED column @hahge Request Summary
views

Release the member and the billet

Historically record the disapprové@MAR

1 Afinal adjudication of Approved will:

Move the PMARtothe SU I A f SNRa ! Ol A 2(FAMD) awaitRE Y Sy
Detailer posting action

Move the PMAR to the COMPLETED column @halhge Request Summary

views

Historically record the approved PMAR

33.8 Service Component Substitution PMAR (T)

The Service Component Substitution PMAR is a systemically initiated request as a result of a service
component(Active and Full Time Support(FTS)/Training and Administration of the Reserve (TAR))
mismatch between thenember and the requisition during the job selection process. Initiation of the
Service Component Substitution is automatic and no user action is required. Additionally, the user may
not bypass the Service Component Substitution PMAR when required.
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33.8.1 Submisson

The Service Component Substitution PMAR is initiated during the job selection process. That being the
case, the only roles that would have the capability to initiate a Service Component Substitution PMAR
would be those roles that can select a member &gob.

The Service Component Substitution PMAR initiation is automatic based on a predefined business rule

A % 4 A 9~

allrGAy3 aoKSYy + YSYOSNI Aada aStSOGSR F2NJ I NBIldAAAGA
YFGOK GKS YSYOSNHAEA & Sadwil@rScess therduigngsS yilé end prebeatSthed & &

user with warning that a Service Component Substitution PMAR is required with the option to continue

or not. Ifthe user opts to continue the system will display the Service Component Substitution PMAR
stbmission form in a pojip window.

33.8.1.1 Submission Form
To finish the Service Component Substitution PMAR submission process, review and complete the
following sections:

9 Sailor Identification Information

- ldentifies the member and their current onboard activity
- Sailor Qualifying Data (SQD) button

1 Request History Details

- Provides a list of all previous requests for the member
- VIEWbutton provides access to the request details

M Job Information

- Provides information concerning the billet the member was selected fouiretg
the Service Component Substitution PMAR
- The BSC provides access to Biléet Detailpop-up

1 Component Substitution PMAR Request InformatiottEQUIRED

- Reason for PMAR
- Enter free text commentsREQUIRED

1 SelectSUBMITbutton

33.8.2 Adjudication

Once the Serice Component Substitution has been submitted, it will systemically follow the defined

workflow routing as established by NPC. Each workflow reviewer can see Service Component

Substitutions awaiting their action on tiéhange Request Summapgage inthew S A S g Stadei + A S g
under theService Componerfbubstitution section. The Service Component Substitution will appear

gKSY Al Aad GKSANI NRtSQ&a UGdNYy G2 | R2dZRAOFGS GKS { SN

TheChange Request Summapgige provides summary level axmation of all PMAR types. See Section
16 ChangeRequest Summarfor further information concerning th€hange Request Summapgge.

To adjudicatehe Service Component Substitution, perform the following steps:
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A. From theChange Request Summarggew S @ A S ¢ S tdlideiSeryide E@mponent
Substitutionsection, click the hyperlink number indicating the number of Service
Component Substitutions awaiig action. This displays tetion Listvhich provides
additional information for each Service Component Substitution represented by the
hyperlinked number. See Sectidf.2 ActionListViewfor additional information
concerning theAction List

B. From theAction Lispage, click th&TATUE&olumn hyperlink to access ti&ervice
ComponentSubstitution Detailpop-up.

C. Review submitted Service ComponenbStitution recommendation and comments.

9 Sailor Identification Information

Identifies the member and their current onboard activity
NAMEhyperlink provides access to tliRersonnel Detailgop-up

1 Proposed Job

Provides information concerning the billet the mber was selected for requiring
the Service Component Substitution PMAR
The BSC provides access to Biléet Detailpop-up

1 Manning Details

Provides personnel manning data for the proposed activity at the beginning of
the Loss Projection Window (LPW) assinig the Service Component Substitution
PMAR is approved

Two sets of manning data, Activity Duty and Full Time Support (FTS)

Sailor Qualifying Data (SQD) buttgrovides additional member data to assist in
PMAR adjudication

Orders Information Detail (D) buttong provides access to any existing orders
information

D. Enter commentsREQUIREIDrecommending disapproval.
E. Approve or Disapprove request.

1 Afinal adjudication of Disapproved will:

Deselect the member for the requisition
PLIREFGS GKS  YdicatioSdigito \BOD6 | LI
Reset other job applicants job application status from TAKEN to APPLY
o If disapproval occursin a different requisition cycle, the job application
status will remain TAKEN
Move the PMAR to the COMPLETED column @halhge RequeSummary
views
Historically record the disapproved PMAR

1 A final adjudication of Approved will:

195



ab! ! aS$ND&i(QFEBR®RS) o dn

- Movethe PMARtothe SG I A f SNRa ! Ol A 2(FAMDQ) awaitAg YSyYy (i v
Detailer posting action

- Move the PMAR to the COMPLETED column @halhge Request Summya
views

- Historically record the approved PMAR

33.9 Rating Substitution PMAR (T)

The Rating Substitution PMAR is a systemically initiated request as a result of a rating mismatch
between the member and the requisition during the job selection process. linitiaif the Rating
Substitution is automatic and no user action is required. Additionally, the user may not bypass the
Rating Substitution PMAR when required.

The enlisted distribution process allows for certain jobs to not be constrained by rating reguitem

These instances are accommodated for in the system using the Functional Area Code (FAC) on the billet.
Billets identified with a FAC=G (no specific rating required) follow one workflow while the remaining
follow another.

33.9.1 Submission

The Rating Substiton PMAR is initiated during the job selection process. That being the case, the only
roles that would have the capability to initiate a Rating Substitution PMAR would be those roles that can
select a member for a job.

The Rating Substitution PMAR initid 2y A& [ dzi2YlFGAO o6 aSR 2y | LINBRST.
' YSYOSN) Aa aStSOGSR F2NJ I NBldAaAGAZ2Y GKIFG NBIdzA N
The system will process the business rule and present the user with warning tlading Bubstitution

PMAR is required with the option to continue or not. If the user opts to continue the system will display

the Rating Substitution PMAR submission form in apppvindow.

33.9.1.1 Submission Form
To finish the Rating Substitution PMAR submisgiaocess, review and complete the following sections:

1 Sailor Identification Information

- ldentifies the member and their current onboard activity
- Rating Substitution PMAR reason selectidghE QUIRED
- Enter free text commentsREQUIRED

1 Request History Detail

- Provides a list of all previous requests for the member
- VIEWbutton provides access to the request details

1 Job Information

- Provides information concerning the billet the member was selected for requiring
the Rating Substitution PMAR
- The BSC provides assao theBillet Detailpop-up

1 Sailor Qualifying Data (SQD)
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- Provides additional member data to assistin PMAR adjudication
1 SelectSUBMITbutton

33.9.2 Adjudication

Once the Rating Substitution has been submitted, it will systemically follow the defined workflow

NRdziAy3 | a& SadGrofAaKSR o0& bt/ ® 910K g2NlFt26 NBODAS
action on theChange Request Summapgge in thew S @A S ¢ S tallsiunder khBRating Substitution

section. The Rating Substitution will appear whent € SA NJ N2 f SQ& Gdz2NYy (2 | R2dzRAC
Substitution.

TheChange Request Summapgige provides summary level information of all PMAR types. See Section
16 ChangeRequest Summarfpor further information concerning th€hange Request Summapgage.

To adjudicate the Rating Substitution, perform the following steps:

F. From theChange Request Summarggew S @A S ¢ S tdlideiRating Shildstitution
secte y > Of AO0] UGUKS KE@LISNIAY] ydzYoSNIAYRAOFGAY
awaiting action. This displays te&tion Liswhich provides additional information for
each Rating Substitution represented by the hyperlinked number. See Sé&étidn
ActionListViewfor additional information concerning th&ction List

G. From theAction Lispage, click th&TATUE8olumn hyperlink to access tliating
Substtution Detailspop-up.

H. Review submitted Rating Substitution recommendation and comments.

I Sailor Identification Information

- ldentifies the member and their current onboard activity
- NAMEhyperlink provides access to thiersonnel Detailgop-up

1 Proposed Job

- Provides information concerning the billet the member was selected for requiring
the Rating Substitution PMAR
- The BSC provides access to Biléet Detailpop-up

1 Manning Details

- Provides personnel manning data for the proposed activity at the beginrding o
the Loss Projection Window (LPW) assuming the Rating Substitution PMAR is
approved

- Two sets of manning data, Activity Duty and Full Time Support (FTS)

- Sailor Qualifying Data (SQD) buttgrovides additional member data to assistin
PMAR adjudication

- Orders Information Detail (OID) buttapprovides access to any existing orders
information

I. EntercommentsREQUIRED
J. Approve or Disapprove request.
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1 Afinal adjudication of Disapproved will:

- Deselect the member for the requisition
- JLRIFGS GKS YdicatioSdhiugto \B20 | LJ
- Reset other job applicants job application status from TAKEN to APPLY
o If disapproval occursin a different requisition cycle, the job application
status will remain TAKEN
- Move the PMAR to the COMPLETED column @halhge RequeSummary
views
- Historically record the disapproved PMAR

1 A final adjudication of Approved will:

- Movethe PMARtothe SG I A f SNRa ! Ol A 2(FAMD) afwaitRE Y Sy
Detailer posting action

- Move the PMAR to the COMPLETED column @halhge Request Summya
views

- Historically record the approved PMAR

33.10 Pay Grade Substitution PMAR (T)

The Pay Grade Substitution (PAYSUB) PMAR is a systemically initiated request as a result of a pay grade
mismatch between the member and the requisition during the job selectimcess. Initiation of the

PAYSUB is automatic and no user action is required. Additionally, the user may not bypass the PAYSUB
PMAR when required.

The enlisted distribution process allows for certain jobs and ratings to not be constrained by pay grade
requirements. These instances are accommodated for in the system as well as the ability to force a
PAYSUB PMAR for specific activities regardless of the rating or job pay grade bypass.

33.10.1 Workflow Tables

There are four maintenance tables that control workfloecessity and PMAR routing associated to the
PAYSUB PMAR. The system will process the PMAR through these tables (fourth table defines PMAR
routing) to determine the need for workflow routing:

1 PAYSUB Exceptions

- The PAYSUB Exceptions table identifies comtiesmot requiring a PAYSUB
PMAR workflow.

- The exception rule can be defined by Pay grade (or pay grade range), EMC,
Sea/Shore code, community (rating or Closedp NEC) and/or NEC.

- Any community listed on this table would bypass the PAYSUB workflowgsoc

- While no PMAR is routed due to the exception, an approved PMAR is recorded
systemically to account for the action and provide an audit trail.

1 Activities Requiring PAYSUB Review
- Thistable lists activities where a PAYSUB PMAR is required
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- Allows assignme of different workflow than what may be assigned on the
PAYSUB Workflow table for the specific pay grade mismatch (i.e. E3 into an E4
billet may not require a workflow on the PAYSUB Workflow table but the UIC is
fAa0SR KSNB |yR lfow#3) ! , {! . Qa NBIljdzANBE g2
- ¢KS NUz S Oy 06S aSidi o0& &ALISOAFAO ! L/ Qa 21
1 PAYSUB Workflow Table

- Thistable lists every possible pay grade mismatch combination between the
requisition and the member and which of the three PAYSUB workflows to process
- AddilA2ylffes GKSNB A& | ab2 22N] Ff26¢ 2L
that do not require a PAYSUB PMAR (i.e. E2 member in a E3 requisition)
o This option can be overridden by a requisition being at an activity listed in
the Activities Requiring PAY SURiRe table
0 2KAfS y2 ta!w A& NRdAziSR RdzS (G2 (KS at
PMAR is recorded systemically to account for the action and provide an
audit trail

1 PAYSUB Workflow Routing Table

- Thistable allows the user to define 3 separate workflow negschemas based
on the need for user review
- These 3 routing schemas are selectable on the PAYSUB Workflow Table

33.10.2 Submission

The PAYSUB PMAR is initiated during the job selection process. That being the case, the only roles that
would have the capability tmitiate a PAYSUB PMAR would be those roles that can select a member for
a job.

¢CKS t!  {!. ta!w AYAGAIGA2Y A& | dzi2YFGAO o6 &SR 2y I
is selected for a requisition that requires a pay grade that does not matklS YSYo SNH & LI & 3IN
system will process the business rule and present the user with warning that a PAYSUB PMAR is required

with the option to continue or not. If the user opts to continue the system will display the PAYSUB

PMAR submission form anpopup window.

33.10.2.1 Submission Form
To finish the PAYSUB PMAR submission process, review and complete the following sections:

 Sailor Identification Information

- ldentifies the member and their current onboard activity
- PAYSUB PMAR reason selecti®&EQUIRED
- Enter free text comments REQUIRED

1 Request History Details

- Provides a list of all previous requests for the member
- VIEWbutton provides access to the request details
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T Job Information

- Provides information concerning the billet the member was selected fouiratg
the PAYSUB PMAR
- The BSC provides access to Biléet Detailpop-up

i Sailor Qualifying Data (SQD)
- Provides additional member data to assistin PMAR adjudication

1 SelectSUBMITbutton

33.10.3 Adjudication

Once the PAYSUB has been submitted, it will systegifidlow the defined workflow routing as

301 6ftAaKSR 08 bt/ ® 91 OK 62Ny Ft26 NBOADEGEN] OFy &88
Request Summarpage inthew S @A S ¢ S tabdiunder kBRAY SUBection. The PAYSUB will appear

when itistheirrd SQa (@Gdz2NYy G2 F R2dzZRAOFGS GKS t!  {! . @

TheChange Request Summagpgge provides summary level information of all PMAR types. See Section
16 ChangeRequest Summarfpr further information concerning th€hange Request Summapgage.

To adjudicate the PAYSUB, perform the following steps:

A. From theChange Request Summarggew S @A S & S tdldeiPA ¥SUBeétion, click
the hyperlink number indicatingthedzY 8 SNJ 2 F t! {! . Q& | gl AGAYy 3
the Action Listwhich provides additional information for each PAYSUB represented by
the hyperlinked number. See Sectid.2 ActionListViewfor additional information
concerning théAction List

B. From theAction Lispage, click th&TATUE&olumn hyperlink to access tiAYSUB
Detailspop-up.

C. Review submitted pay grade substitution recommendation andmoemits.

1 Sailor Identification Information

- ldentifies the member and their current onboard activity
- NAMEhyperlink provides access to tiersonnel Detailgop-up

1 Proposed Job

- Provides information concerning the billet the member was selected for requiring
the PAYSUB PMAR
- The BSC provides access to Biléet Detailpop-up

1 Manning Details

- Provides personnel manning data for the proposed activity at the beginning of
the Loss Projection Window (LPW) assuming the PAYSUB PMAR is approved
- Two sets of manning daf Activity Duty and Full Time Support (FTS)

9 Sailor Qualifying Data (SQD) buttgarovides additional member data to assistin
PMAR adjudication
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91 Orders Information Detail (OID) butta@provides access to any existing orders
information

D. Enter commentsREQUIRED
E. Approve or Disapprove request.

1 Afinal adjudication of Disapproved will:

- Deselect the member for the requisition
- VLWRFGS GKS YSYOSNRa 2206 F LI AOFGAZ2Y &Gl i
- Reset other job applicants job application status from TAKEN to APPLY
o If disapprovabccurs in a different requisition cycle, the job application
status will remain TAKEN
- Move the PMAR to the COMPLETED column @halhge Request Summary
views
- Historically record the disapproved PMAR

1 Afinal adjudication of Approved will:

- Movethe PMARdthe5 SG I A f SNRa ! Ol A 2(PAMD) afvhitRS YSY G v
Detailer posting action

- Move the PMAR to the COMPLETED column @halhge Request Summary
views

- Historically record the approved PMAR

33.11 Excess Position PMAR (T)

The creation or modification of alBxcess Position will systemically initiate an Excess Position PMAR
upon submission of the request. See sectich?2 Create Singl&xcess Positiotlo review Excess
Position creation procedures. See sectidh6 Modify ExcesPBositionto review Excess Position
modification procedures.

When modifying an Excess Position, only certain data fields will trigger the Excess Position PMAR. These
fields are listed in théMaintain Excess Position Workflanaintenance table. On this table each data

field can individually be annotated as to whethiés modification will require further review, thus

requiring a PMAR.

33.12 Orders Modification PMAR

Changes in activity operational schedules, school convenes and/or member status can necessitate the
need for modifications to existing released PCS orderssd kthanges impact the anticipated
arrival/departure and skill set of the member and could potentially impact overall activity readiness. As
such, concerned parties desire to be informed of these changes so that their impacts can be evaluated
prior to exeating any changes.

An Orders Modification (ORDMOD) PMAR is used in these circumstances to inform all concerned patrties.
Use an ORDMOD PMAR for all modifications except the Ultimate UIC/Activity change. A Divert PMAR
must be used to change the Ultimate UACtivity.
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The ORDMOD PMAR is used only for MNA initiated orders. Orders generated from secondary systems
and only displayed in the order writing system cannot be modified using the Orders Modification PMAR.
These orders must be modified within the systémey were generated.

33.12.1 Workflow Tables

There are 2 maintenance tables that control workflow necessity and PMAR routing associated to the
ORDMOD PMAR. The system will process the PMAR through these tables (second table defines PMAR
routing) to determine theneed for workflow routing:

1 ORDMOD Workflow Maintenance table

- Data fields on PCS orders that are of concern, if modified
o DNEC1
DNEC2
DNRC1
DNRC2
Estimated Date of Arrival
Estimated Date of departure
LYGSNYSRAFGS {G2L) '/ /1 Q&
Intermediate Stop Course Data Pessing Codes
Intermediate Stop End Dates
Intermediate Stop NEC Earned
Intermediate Stop Start Dates
LYGSNYSRAFGOS {0213 ! L/ Qa
# of Dependents Costed
Number of Months Obligated Service
PRD
PRD Reason
o Ultimate ACC
- Each data field can have 1 of 3 workflows gissd
- IlRRAGAZ2YIffeéY GKSNB A& | b2 22N]Ft26¢
of concern
0 2KAfS y2 talw A& NRdAziSR RdzS (2 (GKS at
PMAR is recorded systemically to account for the action and provide an
audit trail

1 ORDMOD Workflow Routing table

O OO0 O0O0OO0OO0OO0OO0OO0bOOoOOoOOoOOo

- Thistable allows the user to define 3 separate workflow routing schemas based
on the need for user review

- These 3 routing schemas are selectable on the ORDMOD Workflow Maintenance
table

Historical table settings can be viewéat the previous 12 months by using tivonth(s) Agodropdown
and selecting th&sEARCHutton.

All table values can be exported to Excel by selecting the icon in the upper right corner of the table.
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33.12.2 Submission
The Orders Modification PMAR is a manuallji iki- § SR t a! w | OO0OSaatders FTNR2Y G(KS
Information Detail (OID)

1 From theOIDpop-up select theSUBMIT OrdMod PMARItton
1 Complete the Orders Modification PMAR submission form when displayed
1 Sailor Identification Information

- Rate

- Name (with hyperhk toPersonnel Detailgop-up)
- Service Component

- uiC

- Activity name

- Orders Status

- PMAR reason

- Comments

1 Request History Details

- Provides a list of all previous requests for the member
- VIEWbutton provides access to the request details

T Job Information

- MRT

- B

- Rate

- NEC(s)

- FAC(s)

- Service Component

1 Sailor Qualifying Data (SQD)
- Provides additional member data to assistin PMAR adjudication

1 SelectSUBMIThutton

The ORDMOD PMAR differs from all other PMAR type in the routing of the workflow in comparison to

allowing changes in the order writing system. All other PMAR types will be in a completed status prior to
Ffft26Ay3 I OlGA2ya Ay GKS 2NRSNI gNAGAYy3 &aeadSyo !y h
the modifications that are actually done to be reflectidthe PMAR prior to routing the workflow.

Additionally, the order writing system will lock down the orders until the ORDMOD PMAR is approved.

Once approved by the Gaining Placement Coordinator the ORDMOD PMAR will be displayed on the
DAMQ tab #1 if theDetailer did not submit the PMAR, else tab #2. The Detailer then must submit the
ORDMOD to the order writing system to initiate changes. When the orders are released to the chop and
review process in the order writing system, the PMAR will begin the veavkfbuting.
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33.12.3 Adjudication

Once the Orders Modification PMAR begins the workflow routing, it will systemically follow the defined
workflow routing as established by NPC. Each workflow reviewer can see Orders Modifications awaiting

their action on theChangeRequest Summarpage inthew S @A S ¢ S tabiunder k8 ®RDMOD
aSO0GA2Yy®d ¢KS hNRSNB az2RAFAOIGAZ2Y gAff | LIISFN gKSy
Modification PMAR.

TheChange Request Summapgige provides summary level information df BMAR types. See Section
16 ChangeRequest Summarfpor further information concerning th€hange Request Summapgage.

To adjudicate the Orders ddlification PMAR, perform the following steps:

A. From theChange Request Summarggew S @A S ¢ S tdEde30ORBMOE&ction,
click the hyperlink number indicating the number of Order Modifications awaiting
action. This displays th&ction Listwhich provide additional information for each
Orders Modification represented by the hyperlinked number. See Setédh Action
ListViewfor additional informaton concerning théction List

B. From theAction Lispage, click th&TATU8olumn hyperlink to access tl@grders
Modification Detailgpop-up.

C. Review submitted Orders Modification recommendations and comments.

9 Orders Modification PMAR Detail

Member Name

Member Rate

Member Service Component
Onboard UIC

Onboard Activity name
Orders Status

T {FAf2ND& hNRSNH

- uIC

- Rate

- Activity name

- BSC

- MRT

NEC(s)

FAC(s)

Service Component

- TUM

Current Deployment Action
Current Deployment Action Start Date
Next Deployment Action
NextDeployment Action Start Date

1 Proposed Orders/Current Orders

204



ab! ! aS$ND&i(QFEBR®RS) o dn

- Displays a comparison between the current orders and the proposed orders
- Changed data fields will be highlighted to draw user attention to the changes

1 Sailor Qualifying Data (SQD) buttgrovides additional member data to assistin
PMAR adjudication

91 Orders Information Detail (OID) butt@provides access to any existing orders
information

D. Reviewer CommentsREQUIRED, if recommending disapproval
F. Approve or Disapprove request

1 A final adjudicatiorf Disapproved will:

- Move the PMAR to the COMPLETED column @halhge Request Summary
views

- Release the member

- Delete working orders in the order writing system

- Historically record the disapproved PMAR

1 A final adjudication of Approved will:

- Provide theorder writing system with a signal to proceed with next steps
o This action will move the orders into the chop and review processes

- Move the PMAR to the COMPLETED column @halhge Request Summary
views
- Historically record the approved PMAR
If the modifed orders with an approved PMAR are rejected by a chop in the order writing system, the
LINBE@A2dzate FLLNRPSR talw ¢gAff 0S RSESGSREZ GKS 2NRS
back to the Detailer for further action. Once released to the ondéating chop and review process
again, a new PMAR will be routed with the updated information.

33.13 Operational Hold (Ophold) PMAR

An Operational Hold (OpHold) is a personnel manning action that directly impacts a member under PCS
orders from a sea duty aiwity whereby the activity leadership requests a delay in the orders departure
RIGS G2 | RRNBaa | YlIyyAya RSTAOASyOe& (KIG RS3ANIRSa
disposition can result in several outcomes:

1 Approve, hold PCS orders inefance (do nothing)

1 Approve, modify PCS orders departure date

1 Approve, cancel PCS orders

33.13.1 Submission
¢KS hLI2tR tal!w A& F YIydz tfte& Ay Rdishrngl Serilst a! w |

O
(@]
(s}
QX

1 From the Personnel Details payp or the Active/FTS PersonneltBis page, select
the SUBMIT PMAR button

1 From the presented dropdown, select Operational Hold
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- The system presents the Operational Hold submission form with the member
data prepopulated

9 Sailor Qualifying Data (SQD) button
1 Request History

- Provides a list dodill previous requests for the member
- VIEWbutton provides access to the request details

1 Proposed Detachment DateREQUIRED

- Enter the date that the member will be required to report to the Operational
Hold activity

T PMAR ReasoiREQUIRED
- Enter the reasoffor this Operational Hold action from the provided responses
T Comments; REQUIRED

- Enter amplifying information concerning the reason for the Operational Hold
action

M Select theSUBMIbutton

33.13.2 Adjudication

Once the Operational Hold PMAR has been submittedjllisystemically follow the defined workflow
NRdziAy3 & SadGrofAaKSR o0& bt/ ® 910K g2NlFt26 NBOJDAS
on the Change Request Summapage inthew S @A S ¢ S tafdeiunder Ahe @perational Hold section.

The Op&l} GA2Y It 1 2fR 6Aft FLIISFNI 6KSYy AlG A& GKSANI NBE

TheChange Request Summapgige provides summary level information of all PMAR types. See Section
16 ChangeRequest Summarfpor further information concerning th€hange Request Summapgage.

To adjudicate the Operational Hold PMAR, perform the following steps:

A. From theChange Request Summargge ReviewdX) a table,Sperational Hold
aSO00A2ys OftAO|l GKS KBLISNIAY]l ydzYoSNJ AYyRAO!I
awaiting action. This displays te&tion Liswhich provides additional information for
each Operational Hold represented by the hyperlinkednier. See Sectioh6.2
ActionListViewfor additional information concerning th&ction List

B. From theAction Lispage, click th&TATUE&olumn hypelink to access th®perational
Hold Detailpop-up.

C. Review submitted Operational Hold recommendations and comments.

9 Sailor Identification Information

- Member information
- Rate
Service Component
- MRT
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Activity Information

- BSC

Orders Status

NEC(s)

FAC(s)

- TUM

Proposed Detachment Date
Current Deployment Action
Current Deployment Action Start Date
Next Deployment Action

Next Deployment Action Start Date

T {FAf2NDR& hNRSNH

Activity Information

- BSC

- MRT

NEC(s)

FAC(s)

Service Component

- TUM

Current Deployment Action

Currert Deployment Action Start Date
Next Deployment Action

Next Deployment Action Start Date

1 Manning Details

- Provides personnel manning data for the onboard and ultimate activities at the
proposed OpHold Detachment Date
- Two sets of manning data, Activity DutydaFull Time Support (FTS)

- Sailor Qualifying Data (SQD) buttgrovides additional member data to assistin
PMAR adjudication

- Orders Information Detail (OID) butta@yprovides access to existing orders
information (this should not be active for a Croseklas there should be no PCS
orders on file)

D. Commentg REQUIRED
E. Approve or Disapprove request

1 Afinal adjudication of Disapproved will:

- Move the PMAR to the COMPLETED column @halhge Request Summary
views

- Release the member and the billet

- Historicaly record the disapproved PMAR

207



ab! ! aS$ND&i(QFEBR®RS) o dn

1 Afinal adjudication of ApprovegiModify Orders or Approved Cancel Orders will:

- Movethe PMARtothe SG I A f SNRa ! Ol A 2(YAMD) awditAg YSy (I v
Detailer action

- Move the PMAR to the COMPLETED column @halhge Rguest Summary
views

- Historically record the approved PMAR

1 Afinal adjudication of ApprovegiNo Change to Orders will:

- Move the PMAR to the COMPLETED column @halhge Request Summary
views
- Historically record the Approved PMAR

33.14 Orders Cancellation PMAR

If it is desired to cancel a set of released orders, the action must be taken from the Orders Information
Detail (OID). Do not confuse this action with a deletion of working orders. An Orders Cancellation PMAR
only cancels released orders.

Legacy functipality that permitted cancellation of released orders via thBlPOSButton is no longer
supported. Orders generated from secondary systems and only displayed in the order writing system
cannot be cancelled using the Orders Cancellation PMAR. These owggrbe cancelled within the
system from which they were generated.

33.14.1 Submission
¢KS hNRSNAR /I yOStflraAz2y talw A& | Y| y@adest @ AyAdGALl
Information Detail (OID)

1 From theOIDpop-up select theSUBMIT OrdCancel PMB&ton
1 Complete the Orders Cancellation PMAR submission form when displayed
i Sailor Identification Information

- Rate

- Name (with hyperlink té’ersonnel Detailgop-up)
- Service Component

- Orders Status

- uiC

- Activity name

- Ultimate UIC

- Ultimate Activity Name

- PMAR reasn

- Comments

1 Request History Details

- Provides a list of all previous requests for the member
- VIEWbutton provides access to the request details
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1 Sailor Qualifying Data (SQD)
- Provides additional member data to assistin PMAR adjudication

9 Orders Information Deil
i SelectSUBMITbutton

33.14.2 Adjudication

Once the Orders Cancellation PMAR has been submitted, it will systemically follow the defined workflow
routing as established by NPC. Each workflow reviewer can see Orders Cancellations awaiting their

action on theChange Request Summapage inthew S @A S g S taeiunder ih8 @RDCANCEL
aSO0GA2Yyd ¢KS hNRSNB /IFyOoStftlaAaz2y gAftft | LIISIFN gKSy
Cancellation PMAR.

TheChange Request Summapgge provides summary level infornian of all PMAR types. See Section
16 ChangeRequest Summarfor further information concerning th€hange Request Summapgge.

To adjudicate theédrders Cancellation PMAR, perform the following steps:

E. From theChange Request Summarggew S @A S ¢ S tdlileiORBGASIGERCction,
click the hyperlink number indicating the number of Orders Cancellations awaiting
action. This displays th&ction Listwhich provides additional information for each
Orders Cancellation represented by the hyperlinked number. See Sd&idnAction
ListViewfor additioral information concerning th&ction List

F. From theAction Lispage, click th&TATUEolumn hyperlink to access tl@rders
Cancellation Detailsop-up.

G. Review submitted Orders Cancellation recommendations and comments.

1 Orders Cancellation PMAR Detail

- Member Name

- Member Rate

- Member Service Component
- Onboard UIC

- Onboard Activity name

- Orders Status

H. Reviewer CommentsREQUIRED, if recommending disapproval
G. Approve or Disapprove request

1 A final adjudication of Disapproved will:

- Move the PMAR to the COMPLETEDm®N in allChange Request Summary
views

- Release the member

- Historically record the disapproved PMAR

1 A final adjudication of Approved will:
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- Movethe PMARtothe SG I A f SNRa ! Ol A 2(FAMDQ) awaitAg YSyYy (i v
Detailer posting action
0 Once submitted tahe order writing system, orders will be cancelled via
normal systemic processes
- Move the PMAR to the COMPLETED column @halhge Request Summary
views
- Historically record the approved PMAR

33.15 PRD PMAR (T)

Review sectioi4.4 PRD Chang®&equestT)for PRD Change processing.

33.16 SDIP PMAR (T)

Review sectiorl5 SeaDuty Incentive PaySQI Management(T)for SDIP request processing.

33.17 Quick Note

A Quick Note provides the capability to document fieS EG y2G5a 2NJ O2YYSyida 2y |
These comments are not spécally related to any one PMAR and can be of any topic the user desires.

While the Quick Note is not a PMAR in the truest sense, it is accessed via the PMAR selections for ease

of access and continuity.

it vdzA Ol b2dSa 2y | Y&EKS S&a YNBORNR LINRSE A& REANY B
FARa Ay RSUSN¥VAYAYy3I GKS YSYOoSNDa adlddza yR KAad2N
vdZA Ol b2dSa INB LINI 2F GKS YSYoSNNRa wSljdsSad 1Aaaz

33.17.1 Submission
To submit a Quick Note:

1 Navigate to the Personnel Detail page via 8elor Infaab, Active/FTS Personnel
Detailmenu option.

- Optionally, the Quick Note can also be accessed vi@tisonnel Detapop-up
wherever the membeNAMEhyperlink is presented.

1 Search for the desired member record. See SediBnilor Search from Sailor Info
Tabfor member search functionality.

Select theSubmit PMARutton

SelectQuick Notgrom the dropdown menu

Select theSubmitbutton

Select the Quick NoteEASON

Enter freetext comments

Select theSubmitbutton

Submitting a Quick Note does not initiate a workflow action. The Quick Note is considered complete
and is recorded inthe memb@ad wSIljdzSad 1 Aad2NEd | vdAOl b20GS GAff

= =4 —a —a —a 9

Some Quick Notes are generated systemically. In some cases, a manning action may be automatically
approved based on policy and/or business rules. Inthese cases, to document and recartidim a
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Quick Note is generated and applied to the manning action. These Quick Notes are also displayed in an
Faad20AFGSR YSYOSNDAE wSljdsSaid 1 Aadi2NeED

33.17.2 Detalls

From the Quick Note submission form there is capability to view additional information concénging
member and their aligned billet/position.

 Sailor Identification Information

- Member data including the name hyperlink to tRersonnel Detailgop-up
- aSYOSNRa 2yo62FNR RFGF
- aSYoSNNa 2NRSNA Ay T2
- aSYoOSNNna fA3IySR o0Aff S mgBHletDetayisadbp-dzRA Y I |
up.
1 Request History

- 1ff talw adzoyYAaaizy TReNdSEHIsOBvihihke ability § KS Y ¢
to view the PMAR details.

1 Quick Note Request Submission

- Prepopulated list of Quick Note reason codes

- Freetext comments field. Usthis area to provide the details behind the need for
the Quick Note.

1 OID

- VoAt AGeE G2 OASE GUKS YSYOSNDRaE 2NRSNE
1 SQD

- Ability to view the additional member data
1 Cancel

- Will close the Quick Note form without submitting

33.18 Alignment Change PMAR (T)

The AlignmentChange PMAR submission process is a very simple process requiring little user action
outside that describe in section Wignments (T)PMAR submission is systemic based off the alignment
change actn result.

Alignment change PMAR is required for any alignment change resulting in a QoA6 for the following
reasons:

- Pay grade substitution (PAYSUB)
- Rating Substitution (RATSUB)
- Component Substitution (COMPSUB)
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While these triggering reasons are all highedNA 2 NA i & ta! wQad Ay YR 2F (GKSY&-
Alignment Change PMAR, the Alignment Change PMAR will take precedence in order to track and report
alignment changes accurately and provide a clean audit trail for manning and readiness reporting.

Tomodify the workflow for an Alignment Change PMAR, refer to sectiowarkflow Management (T)

33.18.1 Submission

To perform an Alignment Change refer to sectid@Alignments (T)

33.18.2 Adjudication

To adjudicate an Alignment Change refer to secti8m.1Adjudication

33.19 Member Realignment Request (MRR) PMAR

The Member Realignment Request (MRR) is a-sislemitted request to formally communicate member
NEIFIfAIyYSyld NBO2YYSYRIFGA2ya G2 | O2YYlIyRQa tfl OSYS
Command (NPC). TheRWR is intended to lessen the informal email correspondence between the

command and NPC; prevent inadvertent Pl spillage; and providdimealsubmitting and tracking of

realignment recommendations that impact overall command readiness.

Proposed MRR raghment recommendations are all within one UIC. If the authorized user desires to
ad20YAG FRRAGAZ2YLFE NBO2YYSYyRIFGA2ya G 2GKSNJ ! L/ Qa ¢
ASLI NFYGS awwQa F2N SFOK 'L/ o

The MRR is not considered to be Personnel Manwiotion Request (PMAR) in the truest sense due to

the fact that there are no systemic actions upon final adjudication. However, it can still be thought of in

GKS talw @SAYy RdzS (2 GKS &adzoYAdaairzy FyR g2m)] Ft2¢
modify the workflow for an MRR, refer to section Wbrkflow Management (T)

33.19.1 Types
There are two basic types of MRR; Unlinked and Linked.

1 Unlinkedg the proposed realignment recommendatias to an unencumbered
billet/position (vacant or new excess position). There are two-catiegories to an
Unlinked MRR:

- Singleg only one realignment recommendation. Automatically becomes a
Multiple if additional alignmentrecommendations are added.

- Multiple- more than one realignment recommendation

1 Linked-the proposed realignmentrecommendation is to an encumbered
billet/position (not vacant). Approving the recommendation will displace the
incumbent and subsequent realignmentrecommendation is reggifor the
displace incumbent.

33.19.2 Eligibility
CKS F2ft20Ay3a o0AffSUikLRAAGAZY alyyAy3d wSldZANBYSyl
they are not in a HELD status or aligned with a Prospective Gain (PG) or Tentative Gain (TG).
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1 Funded
1 Unfunded
1 Excess (refillable or norefillable)

The following personnel categories are eligible for MRR actions provided their alignment status is not
EXEMPT:

1 Current Onboard (COB) members (not a PL)

1 PL members cannot be the focus of the MRR but can be displacethtyea
realignment recommendation

Unaligned members

1 PG members

=

- PG realignment recommendations must be made separately from COB member
recommendations.
- PG realignment recommendations cannot be made unless billet/position is vacant
or aligned with a PL (caohdisplace COB members).
l RRAGAZ2YLFEfes YSYOSNA Yleée yz2i KIFE@GS Fye OdNNByidfe L
Humanitarian assignment.

33.19.3 Submission

Once the command has identified the need for an alignment change at the activity, they can submit
their recommendations to NPC via the MRR. Submission via the MRR will document the request
formally, allow tracking by the command and NPC as well as provide a historical record of the action.

To initiate an MRR, perform the following:

1 Navigate to theAlignmenttab, Member Realignment Requesption to view the
Member Realignment Request submission page
1 IntheUIC oiCOMMAND NAMEoOX, enter the desired UIC(s).

- Thisfield isMANDATORY
- The UIC/Activity name field will airqmopulate as the user enters data.

1 Selecthe desired UIC/Activity name from the ppopulated list.
1 InthelLast Naméox, enter the member name (partial ok).

- DoDID or Last 4 of SSN may also be used, but only 1 of the 3 options is allowed

1 From theType of Personngselect eitheCurrent Onboarar Prospective Gains
narrow the search populationto a specific group

- Current Onboards the default
- Current Onboar@éndProspective Gaimembers cannot be combined in one
aww® {SLI NIYGS awwQa gAff ySSR (2 0S5 adx

1 SelectSEARChutton

- TheCLEARutton will clear all search parameters
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1 From theEnlisted Member Seargop-up, select the desired member record.
- aaw LYyStA3aA06fS YSYOSNNaA NBO2NRA ogAff
Refer to section 34.19.2.

9 Click theSelecbutton
1 Fromthe Billet Searcipop-up, type and select the desired BSC

- The BSC field will aqpopulate as the user types the BSC
0 While the system will presentthe BSC including Billet Title and alignment
status in a dropdown that populates as the user types, it efwigor the
user to have the BSC information prior to initiating an MRR.
o An additional browser window or tab can be opened with the activity
alignment to aid in identifying proposed billets/positions.

1 If the realignment recommendationis to an existindiRable Excess Position, select
the checkbox next t&elect Refillable Excess

- TheSelect Refillable Excess Positomp-up is similar to the BSC selection and will
prompt for the desired Refillable Excess Position selection.

1 If the realignment recommendé&in requires the creation of a new Excess Position,
select the checkbox next #lign to Excess

- Approval of the realignment recommendation will result in the creation of a new
Excess Position

 Click theOKbutton

- If the billet/position is encumbered, thillet Searctpop-up will continue to be
displayed until all Links are adjudicated.

33.19.3.1 Submission Form Details

Once member and BSC selections are made the MRR submission form will populate with the member
information, their current billet alignment and the proped billet information.

1 If the proposed billet is vacant, the MRR willlbelinked

- AdditionalUnlinkedrealignment recommendations can be added to transition
from aSingleto aMultiple.

- UnlinkedandLinkedrealignment recommendations cannot be combinadne
MRR.

- ForUnlinked Multiplea wwQa s GKSNB A& | wmn NBEO2NR

V2

t A

NEBIFIfAIyYSyld NBO2YYSYRFIGA2YyaX &ASLI NFGS an

1 If the proposed billet is encumbered, the MRR willLlieked.

- ForLinkeda ww Q& = { K S NiBit. Xde MR willNhB corgsidRed Eomplete
when all links are adjudicated.
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Fully adjudicated links are when the final realignment recommendation is to
either a vacant billet/position, a new excess position or to the first billet/position
listed in theLinked MRR.

Unlinkedrealignment recommendations cannot be combined withskedMRR.
Only ond.inkedgroup can be in an MRR at a time. For additidunakedgroups a
separate MRR is required.

1 Enter freetext commentsREQUIRED
1 SelectSUBMIbutton

From a poplated MRR submission form there are several additional capabilities available to the user to
review additional information or edit existing entries.

1 Hyperlinks

Namec¢ the Member and IncumbemMiAMEhyperlinks will access thieersonnel
Detailspop-up

NEC/DEC; allNEGandDNEQyperlinks will access the NEC manual

MRT- The Member current and propos@dRThyperlinks will access the
Alignment Detailpop-up

BSC The Member and Incumbe®Syperlinks will access tHgillet Details
pop-up

1 Delete Functionaty

Unlinked, each row entry can be independently deleted without affecting any
following entries.

Linked, only first row entry can be deleted, which deletes all following rows that
were linked to the initial entry.

1 Editfunctionality

Unlinked, each row cabe independently edited without affecting any following
entries provided the newly selected billet/position remains vacant.

Linked, each row can be edited however, once the billet/position changes, all
following rows will delete and the proposed billetdmcumbent information will
update to newly selected billet/position.

Y Comments

Free text comments are required before submitting MRR. Use this section to
clarify the need for the alignment change.

M Cancel

Cancel clears the entire form and returns to inligéate.

33.19.4 Adjudication (T)
Once the MRR has been submitted, it will systemically follow the defined workflow routing as
Saidllof AaKSR o6& bt/ d® 910K ¢2N] Fft26 N DBhaos Setlied! v
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Summarypage inthew S @A S ¢ S tabdiunder kBMRRsection. The MRR will appear when it is their
NREfSQa (daNy G2 | R2dRAOFIGS GKS awwo

TheChange Request Summapgige provides summary level information of all PMAR types. See Section
16 ChangeRequest Summarfpr further information concerning th€hange Request Summapgage.

To adjudicate the MRR, perform the following steps:

A. From theChange Request Summarggew S @A S ¢ S tdlileaMRRsecHan, click the
KBLISNIAY] ydzYoSNIAYRAOFGAY3A GKS ydzYoSNI 27
Action Liswhich provides additional information for each MRR represented by the
hyperlinked number. See Sectid6.2 ActionListViewfor additional information
concerning theAction List

B. From theAction Lisipage, click th&TATUEolumn hyperlink to access the MRR Details
pop-up.

C. Review subntied realignment recommendations and comments.

D. Approve or Disapprove request.

1. Unlinked Adjudication
i. Select either thé\pprovedor Disapprovedadio button, for each
alignment recommendation
ii. Each Unlinked alignment recommendation can be independently
approwed or disapproved
2. Linked Adjudication
i. Select either thé\pprovedor Disapprovedadio button
ii. Canonly be approved or disapproved at the first alignment
recommendation
iii. This action will apply to all the following linked alignment
recommendations
iv. [ AY | S RaresawAH@-&othing request

Enter commentsREQUIRED

Select theSUBMIbutton. The form can be saved at any point as well without final

adjudication occurring by selecting tis&VButton.

G. Submitting will move the MRR along in the workflow to the mexiewer or if no
additional reviewers, the system will complete the workflow and mark the MRR as
complete.

mm

Approving an MRR doesdOTautomatically initiate an Alignment Change in the system. The approving
role must manually initiate a separate Alignmenth@nge action. It is recommended that the
Alignment Change be submittedrior to approving the MRR. This prevents a potentially disapproved
Alignment Change from reflecting as an approved MRR to the Activity.

33.19.4.1 Details Capabilities

The MRR Details peyp provides access to additional information and capabilities to assist in
adjudicating the request.
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Hyperlinks

1 Namegthe Member and IncumbemMiAMEhyperlinks will access thieéersonnel
Detailspop-up

1 NEC/DNEE€alINEGandDNEQyperlinks will access the NE@mual

1 MRT- The Member current and proposédRThyperlinks will access th&lignment
Detailspop-up

1 BSGC The Member and Incumbe®@Syperlinks will access tHgillet Detailgpop-
up

Expanded data row

1 Member Data, proposed and incumbent

- EAOS/SEAQOS
- PRD
- ACC

i Billetdata

- QoA

- Lock Status

- Flags

- Department/Division alignment views
- Job Category (Proposed billet only)

Final Adjudication

1 As noted above, approving the MRR does not initiate system actions. Approved
alignment changes from the MRR must be manuallylintiiSR 6& GKS ! Ol A A
Placement Coordinator. Disapproving an MRR requires no further user action.

1 The user who acted as the Submitter will see the MRR movelfidivorkto
Completedon theChange Request Summargge inthel dzo YA (i G &bl ad =+ A S g

- Accesghe MRRAction Listo view final adjudication status and comments.

f  OntheChange Request Summargge inthea | vy I 3 S Nilbde, the MRR will
move from the appropriate in work status @ompleted

1 Because the MRR is not a true PMAR, upon final adjudrcdtiloes not appearin a
YSYOSNR& wSljdzSad 1 AaG2N2d LT GKS aww gl a
[ KFy3aS gatf LIWISEFENIAY GKS YSY0oSNIDa wSl dzS3
action to the MRR.

1 MRR metrics can be obtained from the Ad Hoc rep@&nvironment.

33.20 Accession Bypass

Accession orders, due to the sheer number of them, have been authorized to bypass all but one of the
PMAR workflows. Even for those that are bypassed, the system will record that a PMAR was initiated
however, a systemic Qak Note will record the PMAR and all workflows will be bypassed. The only
exception to this bypass process is a Divert PMAR. Even for an accession assignment, a Divert will impact
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Fy +FOUAGAGEQA YA&daAizy NBI RAYSaaendughRo walaNIheBMARBE Y Yy
and gain concurrence this manning action is the right course of action.

In order for MNA and the order writing system to properly identify an accession Detailer, an accession
member and an accession order, certain data must d@ated for each. If these data are not validated

as accessions, then normal PMAR workflow processes will occur. Once properly identified as accessions,
the actions in MNA and the order writing system will process as follows:

33.20.1 Accession Order Definition
1 Order writing deskcode identified as an accession code

- The accession deskcode list is maintained by the Allocation Manager

T LT y2 OdzNNBYyd 2NRSNB 2y FA{S:E KS Y
1 Currentorders CIC PIC code value is A, B, X K or
9 Current orders Operating Target (OPTAR) value is AC

33.20.2 TEMDUINS Orders (ACC 341/342)

Initiated in the order writing system as the order management system

All order mods are bypassed including changes to intermediate stops

No connectiontoa MNA requisitign2 y 2 200 KSNJ ta! wQa I NB | aa
Order mods are initiated directly in the order writing system

Orders can be changed to ACC 342

MNA OID will be updated when Detailer releases mod to chop

(0p))
_<
(@]]
w»
Z
b

= =4 —4 —a —a 9

33.20.3 Initial Full Duty Assignment (ACC 100)

Initiated in MNA via requisibn posting of a member with TEMDUINS orders
MNA becomes the order management system

Can trigger a Pay grade, Rating and/or Service Component Substitution

All workflows will be bypassed

System will record PMAR triggers in a Quick Note

No further changes penitted directly in the order writing system without MNA
action first

= =4 4 —a 8 9

33.20.4 Modjifications to Initial Full Duty Assignment (ACC 100)

Initiated in MNA from the OID

Accession order already has a full duty assignment (ACC 100)

No changes to the orders Ultimate Ul germitted

ORDMOD PMAR bypassed when Detailer uses Accession Desk Code and member
meets accession criteria

= =4 —a -8

If these conditions are not met, PMAR workflow will process normally

MNA becomes the order management system
Workflow will be bypassed
System wiltfecord ORDMOD Quick Note

= =4 -
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MNA OID will be updated when Detailer releases mod to chop

Modification of Full Duty Assignment (Divert)

Initiated in MNA via requisition posting or manually

Accession order already has a full duty assignment (ACC 100)

Triggers divert PMAR

Workflow will be processed

Postingis not sent to order writing system until workflow is complete and PMAR is
approved
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34PACT ORDMOD Bypass Processing

Under Construction
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35General Rating Requisition Proces$4.8C Update)

Under Construction

A General Rating Requisitig@GRRYXan be created to allow for a Sailor to applyatoequisition without

L'y dzf GAYFGS Rdzié adldAazy F2N 0KS LldaN1R2asSa 2F NI GAY
Professional Apprentice Career Track (PACT Sdil I LJLJX @Ay 3 F2NJ I NI GAy3a NBI dzA
Sailor who requires ACC 342 orders due to length of course(s) of instruction enroute to a future

command. Other situations may also dictate the need to create and advertise GRRs.

Creation and utiliation of GRRs requires input from the ECMs to ensure that GRRs are in synch with
ECM rating management plans.

35.1 General Rating Requisition Reason List Maintenance

When creating a General Rating Requisition (GRR), MNA will prompt the user for a reason the
GRR is required. This table provides the enumerated list of reasons. The authorized user can
add/change/delete reason at any time as the business need changes.

To add a new reason:
1. Navigate toManagementActive/FTS ManagemertBeneral Rating
Requisition Rason List Maintenance
Select the ADD button
Enter the reason text
Select the SAVE button
Existing GRR reasons can be edited by
a. Clickin the field requiring editing
b. Makes necessary changes
c. Select the green checkmark at the far left of the edited row, or
alternately, select the SAVE CHANGES button at the bottom of the
page if there are several rows being updated

35.2 General Rating Requisition Management

¢tKAa GlFlofS A& 6KSNBE DwwQad OFy 6S ONBFGSRKY2RA
existingGRERA A GA L f f 82X DwwQa gAff ySSR G2 06S ONBIGS
ratings that require lengthy ACC 34258hools.If Sailors applietbr normal billet diven jobs in

0K2aS NI OA yorlarswillingedto drdp thé RAtiNEt©DuStationin order to

complete the assignment. This coybdtentially disadvantage other eligible-mate Sailors,

especially considering that this may la@ undermanned rating to begin withlhe business may
O2yaARSNI ONBI Ay 3 DweTAEC 32 assigdnmshiiRasllielbithérCeSe) & A 2 y K
0KS DwwQa ¢gAff ySSR (G2 6S ONBIFIGSR 0ST2NB GKS
appropriately. Additionally, fleetcomms maybeneeda 2 G KI G { I At 2N& | YR /
what these GRR redgition are for and how to use them.

aprwn

/
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DwwQa gAff ySSR (2 06S LINRPOSaasSR

the associated requisition, much like Excess Positions.

To create a new GRR:
Navigate toManagemeniRequisitioaGeneral Rating Reagition
Select the CREATE GENERAL RATING REQUISITION button

1.
2.
3.

© N O A

LYRAOFGS GKS ydzYoSNI 2F DwwQa G2 oS8

field

From the dropdown, select the reason for GRR creation
Select the Community

Select the Pay Grade

Select the Serge Component Branch

If desired (optional), enter

a.

g.

~®oooC

Billet Title (limited to Billet Title similar to actual billet file, auto
lookup)

PNEC/SNEC/NEC3/NEC4

PFAC/SFAC/FAC3/FAC4

EMC

Language

Fleet Comment (good place for instructions for conversion ACC 342
assigiments)

Distribution Comment

9. Selectthe CREATE GENERAL RATING REQUISITION(s) Button
To modify an existing GRR:

1. Select the appropriate checkbox

2. Select the MODIFY GENERAL RATING REQUISITION button

3. From the popup, makes any necessary changes

4. Select the MODIFEENERAL RATING REQUISITION button

DA

To delete a GRR, follow the same steps as above but by selection the DELETE GENERAL
RATING REQUISITION button
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36 Conversion Request/Application Processin(4.8C

Update)

Under Construction

36.1 Sailor Request for Converson
36.1.1 Overview

MNA 4.8C Update allows Sailors interested in rating conversion to view open positions and determine

their potential fit for those positions before the conversion process begins. Previously, Sailors had to

apply forrating conversions befoseeing the availability of positions. With MNA 4.8C Sailors can now

shop for positions advertised for Sailor Application as well as being able to see the availability of both in

rating and outof-rating jobs before applying for a conversion opportunitate chane requests will be

YFRSZ FLINRGSRE YR LINRPOSaaSR gA0GKAY ab! o LF Ijdz i
available, Sailors will not normally be able to submit conversion applications

36.1.2 Sailor Home Page
The Sailor Home Page is accessiidethe MNA Homepage. Sailors can use the Sailor Home page to
access both their personal information and the My Conversion Opportunities page.

Sailors can access their My Conversion Opportunities page in one of two ways from their Home Page:

- Select thedbs tab on the Main Menu and then select My Conversion
Opportunities
- Select the My Conversion Opportunities button located on the Jobs area

36.1.3Sailor Conversion Opportunities Page

CKS {FAT2N)/ 2y@SNBAZ2Y hLILR NI dzy A G AdpgortunitiesIS A& G KS
| 2Y@SNEA2Y 2LILRNIdzyAiGASa NBE FAE{GSNBR olaSR 2y
check that your Year Group and personal information are corréemneral Conversion message can be
displayed in the Conversion Informaii section and if there are multiple message, the left and right

arrows can be used to cycle through the information.

(7 2l

5

Further capabilities, including Rating Cards and Learning and Development Roadmaps (LaDRs), if
available, can be reached via the dropdopemnes at the bottom of the Sailor Conversion Opportunities
Page.

- Rating Cards: Provide description of each rating and its responsibilities and
career potential, as well as the jobs within that rating.

- LaDRs: Provide a road map for Sailors who wantndm@oe to progress within a
given rating.
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¢tKS RSTlLdA G Aa GKS {FAf2NR& , SIFNJ DNRdzLJE K28S@GSNI 21
changing the Year Group on the upper left hand side of the My Conversion Opportunities page.

Sailors can review thRating Cards and LaDR information for other ratings by using thelqwiht menu
option on the upper right hand side of the My Conversion Opportunities page.

36.2 Direct Conversion Requests
Direct Conversion Requests allow Sailors outside their order negotiatindow to apply for a job with
a different rating.

36.2.1 Direct Conversion Threshold

9/ aa KIF@S GKS lFoAftAaGe G2 asSa | aofl O 2dziéeé GAYSIT |
Sailor entering their order negotiation window. The Conversiaedhold prevents Sailors from making

I SANBOG /2y@SNEAZ2Y NBIldzSad Ay GKFG GAYS FNIYSo C
that Sailors 183 months from their PRD would be prohibited from making Direct Conversion Requests.

36.2.2 Direct Conversion Request Process
Sailors can request a Direct Conversion to any rating by clicking the Submit Direct Conversion Requests
button on the My Conversion Opportunities Page.

Sailors using the Direct Conversion Request button will be presented with-doputi listing of all

ratings, regardless if they qualify or not, and whether it ha®Quotas or if there are OuQuotas for the
{ITAf2NRE OdNNByYyd NI dAy3To . aSR 2AppravédSAuda SGGAy3a Ay
Disapproved, or will require furtheneview by the ECMs.

36.3 ConversionOut Opportunities Pane

Sailors in their Orders Negotiation window can request conversion by applying to ajob in a rating for

which they qualify, assuming that their current rating has-Quibtas. OulQuotas are the numbeof
{FAf2NER GKS 9/aa INB Ffft2gAy3ad (G2 O2y@SNI 2dzi 27F |
application. If the OuQuota is zero, the conversion request will normally be rejected/automatically
disapproved.

Conversion Out opportunitieare displayed by Year Group, NEC (if ECM populated), and number-of Out
Quotas

36.4 ConversionIn Opportunities with In -Quotas
The Conversioh Y h LI NlidzyAGASa G6AGK vdz2zdGla LIyS RAALX | @&a
of qualification for thoseNJ G Ay 34 @ CKAA AYF2NXYIFGA2Y Aad oF &SR dzLkR )

In-Quota related messages are displayed, as applicable.

36.5 General Job Searches

By clicking the In opportunities Job Search button, Sailors can open the general jobwsiraiamily,
which wil show all converin available jobs. Sailors can filter and search jobs basegerselectable
criteria.
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Only the jobs that the Sailor had on their Conviertwith Quotas section are searched. Search is-auto
populated by MNA.

36.6 Job Searching Within Secific Ratings

By clicking a specific rating, Sailors can get more information on jobs available within that specific rating.
Sailors complete a job search for a rgtloy clicking the Job Search button on the Rank-ppp The

pop-up will also display & RIDE/JOIN scores supplied by CWAY. Itis extremely important that Sailors

make sure that their CWAY information istgpdate. Without upto-RI G S Ay F2NXI A2y > | {
RIDE/JOIN scores will be incorrect.

36.7 Eligible Ratings without In-Quotas
The Elidile Ratings with No Quotas pane shows eligible ratings with +@@uistas. Sailors can apply for
jobs in these ratings, but their applications will likely be rejected or automatically disapproved.

Sailors can see the ratings in the selected Year Grouphthat no IrQuotas available that the Sailor
qualifies for via RIDE/JOIN scores, as well as any comments, if provided.

36.8 Conversion Pay Grade Changed Message

This message is to be displayed on the conversion request details for workflow participant
awaren& & oKSYy (GKS {lAf2NDa LI & 3ANF¥rRS KIFa OKIFy3aSF
request. This directly impacts the quotas available both In and Out and may require

cancellation of the request and resubmission under the new pay grade.

To update the ConversioPay Grade Changed message:

1. Navigate toManagemeniSystem ManagemergtSystem Notes
2.CNRPY GKS w9{h!w/ 9 RNRLIR2gyYy 0 GKS {2LJ

t F @DNJI RS/ KFEYy3aSReé¢ 2LIiA2y odzidz2y
3. Editthe textto be displayed to warn workflow participants that the pay

grade of the Sailor no longer matches what was initially submitted on the

request

a. This message text box allows for html formatting where text size,
color, font, etc can be edited to draw attention to the message

4. Select the SAVE button
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37 Conversion Process Maintenane (4.8C Update)

Under Construction

37.1 Conversion Quota Maintenance for use by Enlisted

Community Managers to set quotas.
Thistable is designed for entry of conversion In and Out quotas by Rating, Pay Grade, Year
Group, Service Component and NEC (defared Conversion Cohort). In and Out quotas cannot
be entered for the same identical Conversion Cohort, each cohort must be unigue. Entries on
this table are required to allow the submission of conversion job applications as well as permit
Detailer convergin selections. To enter a conversion cohort:
1. bl @A 3 GS @A Man¥denfedePARIMAirReyfanéEonversion Quota
Maintenanceé
2Ly GKS G!'RR /2y @SNEA2Y vdz2ilé¢ aSOlA2ys>
component, pay grade and year group from the appratgidropdowns. These
entries are mandatory.
3. Select a desire NEC from the dropdown, this entry is optional
4. Select the appropriate number of either In or Out quotas. You cannot select both
for the same cohort.
5. Select the ADD QUOTA button

Existing conversio cohorts can be edited directly on the table listing. From the dropdowns, select the
desired changes and once complete, select the green checkmark to the left of the edited cohort. To
RSEtSUS || O2y@SNBA2Y O2K2NIz aStSO0 GKS NBR a-¢o

If an NEC was used tlefine the cohort, the system will indicate if that NEC is marked as critical or
closed loop in MNA.

Conversion quotas can be added at any time during the MNA requisition cycle if needed to allow
additional Detailer selections. However, these additions @railable to all Detailers on a first come, first
ASNWSR o0l &A dnameQ@uotaQi | RR | o8&

Once all conversion cohorts have been entered/edited, the entire table can be exported to Excel via the
Excel icon on the top right of the table. Additionallyeyious months snapshots can be viewed via the
Historical View selection at the top of the page. Important to understand that this is a snapshot at the
beginning of the APPLY phase/end of RESULTS phase, and that quotas can be added/deleted at any time
so the daily changes will not be visible.

37.2 Create/Maintain Conversion Workflows

When a conversion job application, or a direct conversion request, is submitted, MNA will
process the conversion request through 1 of 4 possible workflows. The participangs in th
workflow must be identified in order for MNA to know who should adjudicate the request. To

manage these workflows:
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1. Navigated A I Y Sy ddarsagdinen®MARMaintenancE€reate Maintain
Workflowg

2. From the WORKFLOWS section at the top of the page, sbkedesired
conversion workflow from the provided list

3. Atthe bottom of the page inthe CREATE/MAINTAIN WORKFLOWS section, select
the INSERT REVIEWER button to create the first participant, the system will add
the row to be edited

4. Inthe new row, select th&INA role to be the first participant, repeat for

additional participants

Click and drag the row to change the order of participants

If a group review is desired, highlight the row that needs to be changed to a

group, the system will add the minimum numbarrows required for a group.

Additional participants can be added to the group by selecting the INSERT

REVIEWER button while a group row is highlighted

Select roles for the group participants

8. LT Iy& LI NIAOALI yiQa 5Aal LkiuEngbfthe NEO2YY
request, select the checkbox to the far right of that participants row

9. Once all additions/changes have been made, select the SAVE CHANGES button at
the bottom of the page

10. Repeat steps #2 thru #9 for additional conversion workflows

o a

~

Additional controls are available in the CAPABILITIES section in the middle of the page. Which roles are
allowed to submit the request type as well as which roles carapmrove or Posapprove the request.
Select the SAVE button when complete.

37.3 Conversion Reqlest Workflow Maintenance

This table controls the conversion request workflow selection (of the 4 workflows previously
created in step 37.2 above) as well as which conversion requests will beapptoved, aute
disapproved or outright prevented. The deoisiis based on three base factors: Is there an Out
jdz20F F2NJGKS {IAf2NRna O2y@SNAAZ2Y O2K2NIT Aa
applied for; is the member qualified for the job rating. Given these three factors, there are 8
possible scen@os. This tables allows the user to select which workflow the request will follow

or the options to auteapprove/disapprove or prevent the conversion request for each of the 8
scenarios.

To manage the conversion request workflows:

1. Navigatevia menu opt2 yMadagemeniPMAR Maintenanc€onversion
Request Workflow Maintenanée

2. For the appropriate scenario, select the desired workflow from the WORKFLOW
dropdown

3. If noworkflow is desired, select either APPROVE, DISAPPROVE or NONE. If the
intent of NONE is tprevent the conversion request, select the PREVENT
APPLICATION radio button

227



ab! ! aS$ND&i(QFEBR®RS) o dn

4. Once all changes are entered, select the green checkmark to the far left of the
row
5. Repeat steps #2 thru #4 for each of the scenarios

37.4 Conversion Request Message Maintenance

Thistable controls the messaging and timing of delivery for ECM messages pertaining to
outstanding conversion requests in their AoR. All conversion requests must be fully adjudicated
prior to the MNA SELECTION phase beginning. Otherwise they will be maNeddasision

and the associated job application will be voided and not seen by the Detailer.

There are two message types. Initial, is the message that is sent to alert the user that they have
pending conversion requests awaiting their attention. ThismeSsagg A f f 06S aSyd (2
email once job applications are no longer being accepted (end of MNA APPLY phase). Final, is a
reoccurring message (daily) to warn the user that the MNA SELECTION phase is nearing and

there are still pending conversion requestsaiting their attention. The final message will be

asSyid 2 GKS dzaSNRa SYIFAf RIFEAf@ dzydAt | OGA2Y A

Both of these email messages will have uséited text as well as indicating the number of
pending requests currently awtag their attention and the number of pending requests that
are inbound to them but have not yet reached them in the workflow.

To manage the Conversion Request Messages:

1. Navigated A I Y Sy ddarsagdinen®MARMaintenanc€onversion

Request Message Magnance

Select the edit pencil icon at the far left of the desire message row

Edit the message text as desired

4. Select from the APPLICATION ROLES section, AVAILABLE box the roles that

should receive the message. Ideally, this would be any role listeghadiaipant

in any of the four conversion workflows

Select the RIGHT arrow to add the roles to the ASSIGNED box

6. If editing the Final message, select the number of days until no decision. This
establishes when the final message will start being deliverechd®nber, the No
decision date is when the MNA Command phase ends and the Selection phase
begins.

7. Once all edits are complete, select the SAVE button at the bottom of the page

8. Ensure both messages have been edited

37.5 Conversion Community Management GroupingMaintenance
This table establishes community groupings for conversion request display on the Request
Summary so that ratings controlled by one ECM shop can be grouped together rather than
alphabetically for ease of management. These groupings are edgalifeat when business
structures change, they can be updated to reflect the new group. All ratings of each service
component must be accounted for. Ensure that there is no overlap between groups.

wn

o

To manage the Conversion Request Community groups:
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1. Navigated A I Y Sy dzhahdeReéqRegiSoiversion Community
Management Grouping
2. To create a new Community Group, select the ADD button at the bottom of the
page
3. Entera group name in the GROUP filed
From the COMMUNITIES dropdown, select the ratings that shoeulithe
group. Hold down the Ctrl key to select more than one at a time
5. From the Service Comps dropdown, select the service component of the group.
This can be AC, FTS or both
Select the ADD button
An existing Community Grouping can be edited directlyh@ntable listing
Click in any field requiring editing
Makes necessary changes
0 Select the green checkmark at the far left of the edited row, or alternately, select
the SAVE CHANGES button at the bottom of the page if there are several rows
being updated
11.DSt SGS F / 2YYdzyA(@ DNRdzLIAy3d o6& &St SOGAyY
desired row

37.6 Direct Conversion Threshold Maintenance

The Direct Conversion Threshold is a period of time between the PRD window and when a

member should enter their PRD window, ttiaey will not be allowed to submit a Direct

Conversion request so as to not become an unplanned PRD roller in the new rating without

sufficient time to be accounted for by PE&Sfor the upcoming requisition cycle. During this

period, the member will nbbe able to submit a Direct Conversion, or job applications for

O2y PSNEAZ2Y YR IINB SaaSydaartfte Ay GO2y@SNRBAAZ2Y
window.

e

'—‘©.°°.\‘.®

The Direct Conversion Threshold can be set from 0 to 99 months as necé&pagate via
mSy dz 2 LJ0 A 2y -Acive/FTISH&a@®neit A NSOG / 2y OSNERA2Y ¢ KNBa
number of months.

Example: If the Direct Conversion Threshold is set to 6 months, Sailors that are between 1 and 6
months from entering their PRD window will be prevetifeom submitting a Direct Conversion
request. Sailors 7 months and beyond from their PRD window will be allowed.

37.7 Conversion Special Interest NEC Maintenance

¢CKS / 2Yy@SNARAZ2Y {LISOAIFf LyGdSNBad b9/ GFoftS Aa
annotated. This allows the NEC to be highlighted on conversion requests for the ECM to use in
iKS NBIldzSad FR2dzRAOFGA2Y YR 2y GKS {IAf2NRA
AYUGSNBadG b9/ Qa Y& 2N YIe y2interé&tNERis dsuadyNA G A OF
an NEC with a reduced accession training pipeline population that may need additional

attention by the ECM to reach acceptable end strength levels.
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The Conversion Special Interest NEC table automatically lists all critical agdllcdlog NEC as

ARSYGAFTFASR AY ab! o |1 2SOSNE GKSaS b9/ Qa | NB y
dza SNJ Ydzad YI 1S GKIFIG AYRAOFGAZ2Y 2y SI OK AYRAOJA
on the table to ease managementand helpidentitaSOA I £ Ay G SNBad b9/ Qa 2
attributes. Noncritical/closed loop NEC can be added manually by the user.
To manually add an NEC to the Conversion Special Interest NEC table:
1. bl @A S @A ManddeyfeteNRCLADditBnS/Daéletiong)onversion
Speial Interes€

2. Select the ADD NEC button

3. Enterthe NEC

4. Select the SUBMIT button

5. 55t SGS + Ylydzrftte& FRRSR b9/ o0& aStSOlAy

To mark a critical/closed loop NEC as special interest:
1. Select the edit pencil icon on the left side of the desired NE(C ro

{StSOG GKS {LISOAIfT LyGSNBad a, Saé¢ NIFRAZ2

2.

3. Select the SUBMIT button

4. To unmark a critical/closed loop NEC, perform same steps but select the Special
LYGSNBalG ab2¢ NIRAZ2 odzidz2y

5. Critical and closed loop NEC cannot be removed from the overall table, just
marked either as special interest or not

37.8 Conversion Notes Maintenance

| 2y @OSNEAZ2Y y20Sa INB RAaLIX &SR 2y GKS { I Af2
targeted to certain specific community cohorts. Conversion Notes are defined by rating(s), pay
grade (or pay grade range), year group(s) and service component(s). Depending on how the
note is defined, it can be displayed to a large population of Sailors or a very small specific
group. Conversion Notes are a method for displaying conversion messeagoss larger

community groups where similar messaging is relevant.

To manage Conversion Notes:

1. bl @A S JA ManddeyedePARIMAiIrReyfanéEonversion Notes
Maintenance&

2. To add new conversion note select the ADD button at the bottom of the pag

3. Enterthe message text into the MESSAGE field

4. Select from the pay grade dropdown the desired pay grades. Ranges can be
defined as well as a singular pay grade by having the two entries the same

5. Select the Service Component either AC, FTS or both

6. Select he ratings, hold the Ctrl key to select more than one

7. Select the ADD button

Existing Conversion Notes can be edited by:
1. Click in any field requiring editing

230

NI2





































































