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Procedures for Carrying Out Duties
Publications, regardless of topic matter, exist to provide information and guidance to ensure mission accomplishment occurs in a safe, expedient manner. 
As the sections’ Publications Clerk, you are responsible for ensuring that all technical publications for your equipment and applicable administrative directives to manage shop functions are readily available and current.
Daily Tasks:

· Control the publications that are checked in and out of the section’s Master Library on a daily basis by using a log sheet. (Note: An example log sheet is provided in the “Miscellaneous Information” section of this desktop.)
Monthly Tasks:

· Install the updated version of PLMS. (Note: Instructions to locate and download PLMS if it is not on your computer already can be found in the “Miscellaneous Information” section of this desktop.)

1. Go to http://www.marines.mil
2. Put the cursor over the “News” tab towards the top left corner of the screen.
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3. Scroll down to the “Publications” link in the scroll down list that appears and click it.
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4. Scroll down the list that appears at the top of the new screen to “Pubs Library Management System” and click on it.

[image: image3.png]¢ Favorites | 5 D] Ain't Nothing Wrong With... @] Kenny Wayne Shepherd B.. )] Hootie & the Blowfish - C.. €3] Northland Fire & Security .. €] SEIPME Course Registration

B8 -

| Marinesmil - Publications

v Pagev Safetyv Tools~v (@~

»
)

MARINES

THE OFFICIAL WEBSITE OF THE UNITED STATES MARINE CORPS

PHOTOS LEADERS MARINES FAMIL® COMMUNITY RELATIONS

HOME NEWS

Home % News ) Publications

PUBLICATIONS

» MARINE CORPS PUBLICATIONS ELECTRONIC LIBRARY
» PUBS LIBRARY MANAGEMENT SYSTEM

» DOCTRINE

» TECHNICAL PUBLICATIONS

This page provides direction to authentic and current digital versions of publications issued by Headquarters Marine Corps
Staff Agencies, Major Commands, and other DoD and Federal Agencies that issue publications used by the Marine Corps.
Not all publications in use by the Marine Corps have been digitized, but this is the official source for those that have.

@ MORE DOD PUBLICATION LINKS

MARINE SITES NAVY SITES

» Marine Corps Doctrinal Publications » Department of Navy Issuances (DONI)

» Marine Corps Publications Electronic Library » Naval Logistics Library (NLL)

I

Search Marine Corps

I

fw ©

™
o

@ conTAcTINFORMATION

» Marine Corps Publications Electronic
Library:

Program Manager, Head, Publishing &
Logistics Systems Management, HQM(
ARDE, (703) 614-1712 or 1713; DSN:
224-1712 Technical Support and Email
smb.hgme.arde@usme.mil ; The
subjectline should read "Help with
MCPEL"

» Marine Corps Freedom Of Information Act
Administrator:

Call: (703) 614-4008

» Marine Corps Electronic Forms System
(MCEFS)

Program Manager, Head, Publishing &

L nnictice Quatame Mananamant HOMI ™
b

https;//nch1330Lhgiusme.mil/Lotus%20Databases/AR/ARD/directiv.nsf/e61dd1ee0db853898! +/ Trusted sites | Protected Mode: Off s v R135% v
‘ ) 00

[ efloilc © [ W]

7/12/2013




5. Click on the “Upload Monthly Update” link on the screen that pops up.
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6. To download the Monthly Update File: Right Click on the link for the month you require, Save Target As, save in c:/ drive, Program Files/PLMSSection/Data Folder. This file must be put in this folder. (Note: Do not try to access it directly from this page or when you save. Do not try to open this file by double clicking on it. Once it's been uploaded to the folder indicated; this file automatically updates the information in PLMS.)
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Monthly Tasks (continued):
· Check PLMS after the monthly update has been downloaded for any relevant changes to your section’s library. (Note: When first entering PLMS after the update, a “Reconciliation by PCN and/or ID Number” screen will appear. It contains all the relevant changes to your known library. Print and maintain a copy in the “Required Reports and Dates of Submission” portion of the desktop Any new publications you do not already have as a part of your section library will be included, but will be not be assigned a location.)
1. Find the PLMS icon on your computer, and click on it.
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2. Select the correct section library at the top of the PLMS screen that appears, click the continue button towards the top right corner.

[image: image7.png][Publication Library Management System

(x|

Section Name: |55 MOTOR T COMPANY| -

Sopzzng ¥ S13504

H
)
3
#
o)
3

Publication Library Management System

Continue.

Help

Cancel

Version 3.0

Sponsored By: ARD, HOME
Wiiten By: MaiCorSysCom





3. Once you click continue, the “Reconciliation by PCN and/or ID Number” screen will appear. Print this screen and maintain it in your records for a minimum of a year.
Monthly Tasks (continued):
· After printing the PLMS monthly update, print a new library listing by location for your records.
Quarterly Tasks:
· Ensure that all required publications needed to perform applicable duties in your section are current and on hand in conjunction with the release of the updated SL-1-2.

1. Go to https://mceits.usmc.mil/sites/pubs/default.aspx 
2. Once the new screen appears, right click on the “SL-1-2/1-3 Resources” Link and click “Open in new tab”.
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3. On the new screen that appears, click the “Continue to this website (not recommended)” link.
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4. After re-verifying your CAC-Card credentials, the next screen will appear. Read the posted warning and hit “OK” at the bottom of the screen.
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5. When the Logway Home Page opens, look to the left side of the screen and click the “Stock List Online” link provided
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6. To access the stocklist database, click the “Stocklist 1-2/1-3 Queries” link located in the middle of the screen.
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7. On the new page, click the red flag next to “SL-1-2” to expand the options menu.
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8. Once the new menu options appear, click the “Find All Data for an input TAMCN” link provided.
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9. Utilizing the search function on this page in conjunction with your section Table of Organizational Equipment (T/E) and/or Consolidated 
Memorandum Receipt (CMR) as applicable, type in a relevant TAMCN for a piece of on hand equipment.
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10. The listed results are current required modifications for the TAMCN utilized. (Note: Be advised that this publication search tool is the governing source of information concerning publications.)

[image: image16.png]~

LI ] nitpsy/iogwaydiscologeomusmemil/discoverer/app) O ~ @ & [ 1| Find ALL MOD I-TYPE pubs ... %

i &) PMSKOT || ThirtyFive 21 + Index page &] Oregon State University O... Ill| Marines.mil - Publications &) Citi® Commercial Cards |B | MarineNet Distance Learn... B Marine OnLine & GCSS-MC Portal

SL-1-2 - Find ALL MOD I-TYPE pubs (PCN's 160, 161, 162) for an input TAMCN A

Last run Friday, February 26, 2016 10:34:29 AM EDT

Actions 'V Parameters
Printable page Select values forthe folloving parameters
AR Indicates required field

Export
* Please input [~ -

Worksheets TAMCN |40031%

Find EQUIP 1D NO for an input Example AD257% (Use % as a wildcard.)

Find EQUIP ID NO for an input

NAME MODEL TYPE (€]

Find ALL DATA for an input

EQUIP ID NO

Eind ALL EQUIPMENT related ¥ Table

to an input PUB NUMBER W Tools Lavout Sort Rows and Columns

Find ALL DATA for an input

TAMCN Sort [Pubno | Order [No Sort Order v| ((Go) More

Find ALL DATA for an input

PCN

Publications for Weapons Page 10f1

System Family

(Fé'gNﬁstﬁ“gv‘)‘%t%Fz’)E&'Zi Name Equip no Pen Pubno Title Pub date Tamen  prefix

input TAMCN 4 TRUCK 11482A 123006780 00 SL-3-00678AW/CH 182  FIRST AID KIT, GENERAL PURPOSE 96081  DOO317K 123
5 TRUCK 11482A 123009470 00 SL-3-09947A TOOL KIT 2D ECHELON (HMMWV) 00273 DOO317K 123
3 TRUCK 11482A 12310844100 SL-3-10844B TESTER, AUTOMATIC TRANSMISISON 08151 DOO317K 123
4 TRUCK 11482A 160 114600 00 MI 11460A-01 INSTALL QP-1800 DC TO AC 10334 DOO317K 160
5 TRUCK 11482A | 160 114820 00 MI 11482A-01 FIRE EXTINGUISHING SYS MOD 09273 DOO317K 160
& TRUCK 11482A 160 118970 00 MI 11897A-IN/1A TPCS MINI=PIK INSTALL HMMWV/ 15273 DOO317K 160
7 TRUCK 11482A | 161232001 00 MI 2320-IN OIL COOLER RELIEF VALVE KIT 11090  DOO317K 161
g TRUCK 11482A | 161 232005 00 MI 2320-IN/1 INSPECT BRAKE SYS SFTY SPRG HMMWV 13031  DOO317K 161
9 TRUCK 11482A | 161 232057 00 MI 2320-23/1 HMMWY DATA PLATE UPDATE 15243 DOO317K 161
10 TRUCK 11482A | 162 845000 00 MI 8450-IN/1 SFTWRE UPGRD PROT TRANSM CNTRL MOD 12060  DOO317K 162
11 TRUCK 11482A | 166 122711 00 T1 12271A/12272A-0R/1 INSTAL PWR CABLE ON M1165A1 13179 DOO317K 166
12 TRUCK 11482A | 167 232718 00 T1 23200175 HMMWY SAFETY REFERENCE BOOKLET 08182  DOO317K 167

13 TRUCK _ 11482A 168 112670 00 T1-11240-15/35 CLEAN, PRESERVE, CARE OF MT MOVERS 94277  DO0317K 168

2/26/2016




11. If you notice a publication is missing from your library, copy the Publication Control Number (PCN) of that publication, and use it to search the publications database page you started on, https://mceits.usmc.mil/sites/pubs/default.aspx. The search bar is located at the top right side of the screen.
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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.
Annual Tasks:

· Conduct a “wall-to-wall” inventory of all on hand publications. All inventories will be documented and retained in the “Required Reports and Dates of Submission” section of this desktop for a minimum of a year.

As Required or Directed Tasks:

· Update and utilize locally produced locator sheets or a PLMS database entry to indicate a publications location when it is maintained in a separate location from the section’s Master Library.
· Reconcile the section’s Master Library with the Marine assigned as the unit’s Distribution Control Point (DCP). All publication orders will go through the DCP. All publications on order will be received by the DCP. Before a proper reconciliation can take place, an inventory of all on hand publications must be conducted. If publications are damaged or missing, replacements can be put on order during the reconciliation that follows.

As Required or Directed Tasks (continued):
· Incorporate changes into publications upon receipt. When making a change to a publication, insure to update the “Record of Changes” section at the beginning of the publication being updated. If that section is missing, add it. Be sure to also annotate the cover page with “W/Cxx” following the short title so at a glance, any one person can see an update has been made.

· Input Local Publications. (Note: Local Publications are items such as base or unit orders that don’t have a PCN to annotate them as a Marine Corps wide publication.)

· Export Section Library to DCP.
· Ensure that all Marines in the section know the purpose of the NAVMC 10772 and how to fill it out. (Information to assist you in this manner can be found in the “Miscellaneous section of this desktop.)


