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Required Duties

As Required

a. Coordinate with Publications NCOto ensure that al required publications and
modifications needed to perform your duties are current and on hand

b. Identify equipment requiring modification by physically verifying whether or not
modifications for all applicable equipment have been completed

¢.Maintain and update modification records in Install Base via GCSS-MC for ll equipment
listed on the T/E and CMR as applicable. (Note: Per GPN 4-12, allmodifications that apply
to your equipment willbe entered into GCSS-MC for you. When an Mi has been published
for more than (30) days and is stil ot present in the Installed Base; contact your
Maintenance Management Officer (MMO) o a remedy ticket requesting the MI be loaded
may be submitted.)

1. Goto https://gessme-sso.csd disa milfindex. htmlhtml

2. After pressing “OK" on the waming page that appears, click on the ‘EBS Login®
button located on the left side of the screen

d. Atthe start of every quarter, print and store in the Reports Required section of this
desktop, a copy of the Modifications Report from GCSS-MC.

e Ensure that all required modifcations are applied by the completion date listed on the M1

1. Ensure that no unauthorized modifications are installed on Marine Corps equipment. Only
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Procedures for Carrying Out Duties
Layettes or parts management is an essential part of the maintenance process. Whether ordering parts as needed or utilizing a Demand Supported Item (DSI) bin to draw parts, tracking what is utilized and what is on hand helps the keep the total maintenance time requirements down to a minimum.
As the sections’ Layettes/DSI Clerk, you are responsible for ensuring that parts on order and/or on hand are tracked and accounted for.
Bi-Weekly Tasks:

· Meet with supply representative and the to make sure all parts are being transferred properly. To transfer a part via GCSS-MC from supply to the Motor Transport Section, utilize the Sub-Inventory function.

1. Go to https://gcssmc-tri.usmc.mil 
2. After pressing “OK” on the warning page that appears, click on the “EBS Login” button located on the left side of the screen.
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3. In the new window, under the “Navigator” option list, locate and click on the “GCSS-MC Maintenance Layette Parts Manager” link provided.
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4. A new list of links will appear to the right of the original “Navigator” options list. Click the “Sub inventory Transfer” link provided under Transactions.
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5. Select the RUC in which you wish to check listed in the separate window that appeared. (Note: HQ Company, 25th Marines RUC is M14201)
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6. A “Transaction” page will appear, under the date which will be fillled out for you, hit the “Luv” button and select “Sunbinventory Transfer”
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4. Anew st oflnks will appear to the right of the original “Navigator” options list.
Click the “Subinyentory, Transfer” link provided under Transactions.

5. When GCSS-MC loads, a “Transaction” page will appear. Under the date which
willbe flled out for you, it the “Luv” button and select “Sunbinventory Transfer
| * Maintain a log book foron hand parts to faciltate easier reconciliations.

Note: As the Parts Manager your responsibilties include, but are ot limited o the tasks listed
above.
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7. Hit the “Transaction Lines” button.
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4. Anew st oflnks will appear to the right of the original “Navigator” options list.
Click the “Subinyentory, Transfer” link provided under Transactions.

5. When GCSS-MC loads, a “Transaction” page will appear. Under the date which
willbe flled out for you, it the “Luv” button and select “Sunbinventory Transfer

6. Hit the “transaction Lines” button.
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5009 gapacel AaBbC. AaBbC ABbCl AaBbCel Aspboer . A\
- cmpham THesangd THeadingz ol

Change

™ styles -

# Find -

25 Replace

Iy Select +
Editing

» &

“o w4




8. In the new screen provided, enter the NIIN of the part you wish to transfer.
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9. Since you are transferring the parts from the Motor Transport Staging Subinventory to the Motor Transport Layettes Subinventory, in the first Subinventory spot search MT via the “luv” button.
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10. The “Locater” for the Motor Transpor Staging Subinventory should auto-propalgate with a push of the “luv” button.
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11. The Subinventory you are moving the parts to is the MT-LAY or Motor Transport Layettes. Follow the previous steps to put it in the “To Subinventory” portion of the form.

12. The locater portion for the “To Subinventory” depends on the drawer number in the actual layettes bin you want to put the parts in. Since there are currently no sperate subiventory locations in MT-LAY, this too will auto-propalgate.

13. After filling out the quantity of parts you want to move and the unit of issue for said part, hit the save button and the transefer becomes official.

Bi-Weekly Tasks (continued):

· Inventory and account for all layette parts physically on hand, ensuring they match up with the virtual contents of the layette sub-inventory in GCSS-MC.  The Sub-inventory on-hand quantities report should be used in this process.
1. To access this report Go to https://gcssmc-tri.usmc.mil 
2. After pressing “OK” on the warning page that appears, click on the “EBS Login” button located on the left side of the screen.
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Required Duties

As Required

a. Coordinate with Publications NCOto ensure that al required publications and
modifications needed to perform your duties are current and on hand

b. Identify equipment requiring modification by physically verifying whether or not
modifications for all applicable equipment have been completed

¢.Maintain and update modification records in Install Base via GCSS-MC for ll equipment
listed on the T/E and CMR as applicable. (Note: Per GPN 4-12, allmodifications that apply
to your equipment willbe entered into GCSS-MC for you. When an Mi has been published
for more than (30) days and is stil ot present in the Installed Base; contact your
Maintenance Management Officer (MMO) o a remedy ticket requesting the MI be loaded
may be submitted.)

1. Goto https://gessme-sso.csd disa milfindex. htmlhtml

2. After pressing “OK" on the waming page that appears, click on the ‘EBS Login®
button located on the left side of the screen

d. Atthe start of every quarter, print and store in the Reports Required section of this
desktop, a copy of the Modifications Report from GCSS-MC.

e Ensure that all required modifcations are applied by the completion date listed on the M1

1. Ensure that no unauthorized modifications are installed on Marine Corps equipment. Only
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3. In the new window, under the “Navigator” option list, locate and click on the “GCSS-MC Maintenance Layette Parts Manager” link provided.
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4. A new list of links will appear to the right of the original “Navigator” options list. Scroll down the list and click the “On Hand Quantity” link provided under On Hand Availability.
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5. Select the RUC in which you wish to check listed in the separate window that appeared. (Note: HQ Company, 25th Marines RUC is M14201)
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6. Utilize the “luv” button next to the ‘subinventory” field in the new window that appears to help you select which subinventory you want information on.
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7. Utilize the “luv” button next to the “locator” field to narrow down your search parameters, depending on how many locations you have attached to a subinventory, this information may autoproplegate.
8. To streamline the information you receive, click the “detailed” option on the same screen.

9. Click the “find” button at the bottom of the screen.

10. In the new window that appears, you will find your entire parts listing for the chosen sub inventory.
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11. To print off this part listing, go to the file tab at the top left part of the screen, scroll down to and click export.
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12. Your new file will be in a notepad format, adjust to Microsoft Excel or Microsoft Word as needed.
13. Print and maintain a sub-inventory report for each location (i.e. Stage, Layettes, PEB) in the “Required Reports and Dates of Submission” section of this desktop replacing it every two weeks.

Bi-Weekly Tasks (continued):

· Print out a report of each layettes location in GCSS-MC and post it with the physical location in the parts room.

Semi-Annual Tasks:

· In accordance with ForO 4790.3B, this desktop will be reviewed by a commodity manager at a minimum, semi-annually to ensure accuracy and applicability.
As Required or Directed Tasks:

· Ensure Layettes/DSI Desktop is correct and up to date.

· Ensure all parts requisition, scrounges, re-orders, and receipts are properly recorded by GCSS-MC.

· Ensure Broken Units of Issue (BUI’s) are organized in the shop floor for convenience of use by mechanics.

· Check with Supply and sign for newly arrived parts and return them to the Maintenance Shop.


