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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
Tools, singular or in sets along with test and maintenance support equipment are key to the effective completion of maintenance.
As the sections’ Tool Room NCO, you are responsible for ensuring accurate accountability of all tools, sets and chests by conducting periodic inventories.  While conducting these inventories, remember to include an inspection of all tools for serviceability and cleanliness ensuring all items are free of dirt, HAZMAT and rust. Tools that are unserviceable will need to be repaired or replaced. When not in use, all tools, sets and chests will be kept in a secure area.
Daily Tasks:

· Maintain a tool control logbook, its purpose, to log in and out tools being used on a daily basis. (Note: To keep track of all the gear stored in the tool room, this log book will be utilized for every item in secured storage, not limited to just items from chests or sets i.e. additional extension cords, jack stands, etc.)
· Entries in the logbook will contain the following information:
· Date the tool(s) was checked out
· Time the tool(s) was checked out
· Date the tool(s) was checked in
· Time the tool(s) was checked in
· Rank of personnel checking out tool(s)
· Name, printed legibly, of personnel checking out tool(s)
· Unit or section of personnel checking out tool(s)
· Description of the tool(s) being checked out

· Signature of the personnel checking out the tool(s)

· Initials of Tool Room NCO (Note: Only initial when return of tool(s) is

       verified.)
Quarterly Tasks:
· Coordinate with Publications Clerk to ensure that all required publications and SL-3 extracts needed to perform your duties are current and on hand.

· Inventory all tools, sets and chests on hand. (Note: ensure all inventory records are retained on file for a minimum of one year and that all inventories are supervised.)
Quarterly Tasks (continued):
· The Garrison Peculiar Tools on hand will be inventoried quarterly. (Note: ensure all inventory records are retained on file for a minimum of one year. It is the responsibility of the Tool Room NCO to ensure an updated Garrison Peculiar Tools List authorization letter with an accurate listing of tools as its enclosure is on hand in the “Required Reports and Dates of Submission” section of this desktop.)
· Garrison Peculiar Tools are defined as those tools needed to support requirements that would not exist in a deployed situation. The tools required to conduct authorized levels of maintenance on organic equipment or in support of the Table of Organization (T/O) mission will be either Table of Equipment (T/E) items or components of T/E items. (Note: these tools are "in garrison use only" i.e. a building lift or a crane. They can and should be utilized to assist with maintenance, but are not deployable. Make sure they meet the requirement of not belonging to any tool set, kit or chest. If they are a part of one of the before mentioned items, they are not Garrison Peculiar Tools.)
· The Using Unit Responsibility Items (UURI) on hand will be inventoried quarterly. (Note: ensure all inventory records are retained on file for a minimum of one year. It is the responsibility of the Tool Room NCO to ensure an updated UURI authorization letter with an accurate listing of items as its enclosure is on hand in the “Required Reports and Dates of Submission” section of this desktop. )
· UURI’s are items which are not issued with the end item during Initial Issue Provisioning (IIP) and subsequent fielding and must be requisitioned, not to exceed the stated quantity. Items held at less than the stated quantity must be identified. In addition, items which are “as required” will also be identified. (Note: Any item listed in the SL-3 listing of tactical equipment or a tool set, kit or chest as “As Required” (AR) requires command approval for retention and use. These AR items must be added to the UURI list regardless of being a part of a specific end item.)
Note: In accordance with ForO 4790.3B, inventories of utilized tools, sets and chests are required minimally at a semi-annual frequency. Quarterly inventories are utilized to ensure more visibility concerning on hand tool allowances.
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: 

· On hand tools sets or chests not issued or utilized will be inventoried annually provided they are “banded” and stored in a secure location. (Note: ensure all inventory records are retained on file for a minimum of one year and that all inventories are supervised.)
· The Garrison Peculiar Tools on hand will be evaluated annually to confirm the continued requirement for retention. Make adjustments to the item list and required quantities as needed and re-submit for command approval.
· The UURI on hand will be evaluated annually to confirm the continued requirement for retention. Make adjustments to the item list and required quantities as needed and re-submit for command approval.

As Required or Directed Tasks:

· Ensure that each missing/unserviceable component when annotated is promptly re-ordered to remove the deficiency.
· When issuing specific tool set to an individual Marine for continued use, utilize an Equipment Custody Record (ECR) Card. While valid, a copy of that ECR Card will be maintained in the “Required Reports and Dates of Submission” section of this desktop. (Note: Examples of this form are kept in the “Miscellaneous” section of this desktop.)
· If checking tools, sets or chests out overnight, an ECR Card will be utilized in place of a log book entry. While valid, a copy of that ECR Card will be maintained in the “Required Reports and Dates of Submission” section of this desktop. (Note: Examples of this form are kept in the “Miscellaneous” section of this desktop.)
· If checking tools, sets or chests out for longer than 30 days, a Temporary Loan, tracked through GCSS-MC, will need to occur. This Temp Loan will transfer custody of the tools, sets or chest in question to the requesting unit; a supply representative will need to be involved in the process.
As Required or Directed Tasks (continued):
· When a tool or component is damaged or missing, a Service Request will need to be opened up in GCSS-MC to order a replacement. (Note: most missing /damaged tools can be replaced by utilizing either PMSKOT or USMC ServMart websites as opposed to ordering through a service request. Check the “Special Notes” section of the SL-3 listing for the Tool Set, Chest or Kit before attempting to purchase anything. It is important to remember however, that a service request will need to be opened regardless of the method used to get replacement tools for tracking purposes. An example USMC ServMart purchase form, and a “How To” print out for using PMSKOT are located in the “Miscellaneous” section of this desktop.)
1. To open a service request, Go 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 Tool Room / Calibration” 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 “Create Service Requests” link provided.
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5. In the new window that appears, fill in the limited required information which is as follows:

· Under “Contact Type” put in “employee”

· In the space provided on the left hand side of the screen, under “Contact Type”, type your last name. The rest of your employee information will auto propegate

· Under “Customer Type”, put in “organization”

· In the “Name” section provided under “Customer Type” put your unit RUC.

· Enter the Tool Set, Chest or Kit TAMCN that the tool requiring replacement belongs to in the space provided.

· Enter the Tool Set, Chest or Kit serial number that the tool requireing replacement belongs to in the space provided under the TAMCN space you just filled out.

· On the far right of the screen, in the “Type” section enter “Maintenance-SL-3”

· On the far right of the screen, in the “Priority” section enter “14 C-Routine”

· At the bottom of the screen, in the “Workbench” tab, there are two higlighted fields. These are “Problem Summary” where you enter something like “Missing/dammaged tools require replace”, and “Operational Status” where you enter “Operational – Minor”

· After all this information is added, utilize the Save function (yellow disk button at the top left of the screen) to officially open the Service Request.
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6. Change the Service Request status from “Open” (towards the top right corner) by clicking the “luv” button next to the search field and choosing “Equipment Accepted” from the drop down menu that appears. You are now ready to order the missing tool(s).
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o With the Universal Work Queve refreshed, look for the “My Assigned” section on the left
part of the screen. Select the "Maintenance” field and double click on_the new service
request that is located in the lst that popped up after your previous selection.

o With the damage being acknowledged, the QC will enter the piece of equipment into the
maintenance cycle.

o Attachthe NAVMC 1018 (yellow tag) to any new piece of equipment entering the
maintenance cycle; it's purpose is to provide a means of dentifying any discrepancy
requiring corrective maintenance, modifications applied, certifying senviceabilty, and to
provide a quick reference to any repairs made tothe equipment when ts ready to leave
the maintenance cycle. The 1018 is not a replacement for a GCSS-MC Service Request it
is merely used as a quick reference tool. (Note: the proper way tolfil out the NAVMC 1018
s available in the Reports Required section o this desktop,)

* Coordinate with Modifications NCO to ensure that all equired modification instructions
needed to perform your duties are current and on hand. (Note: Part of your responsibilties
s to verilyif there are any modifications for the piece of gear being introduced info
‘maintenance and whether or ot it needs tobbe installed.)

o Check the modification records in Install Base via GCSS-MC to verify any modification
findings when conducting your iniialinspection of the gear entering the maintenance
cycle:

“o w4
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7. Once the status has been changed, click the “Task” tab in the middle of the service request.
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8. At the top of the screen, there is a button with a bar and green plus pictured on it. Click that button to open a new task. Once clicked, fresh options will appear in the task area. Fill out the yellow highlited areas as follows:

· Type: Maintenance

· Status: Assigned

· Priority: 14 C – Routine

· Owner Type: Group Resource

· Owner: Enter your unit RUC and choose the maintenance option that pops up.

· Assignee Type: Group Resource

· Assignne: Enter your unit RUC and choose the Supply option that pops up.

· Dates: Enter the dates of when this first task will be accomplished

· Effort: Enter how long you think this first task will take.

· Subject: Parts Order

· Desc (Description): Enter the following information – A statement requesting the parts listed in the shopping cart be put on order. (Note: if ordering through GSA or PMSKOT, be sure to mention through which program the order was placed justifying a SHT PART Status along with the lack of parts on order through GCSS-MC.)
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9. Save the changes you made to the service request utilizing the yellow disk button at the top of the screen, and the task you just created will stay with the service request from then on. Then click the shopping cart icon at the top of the screen.

10. On  the new screen, enter the following information:
· Dest Org will auto propogate once clicked

· Dest Subin will auto propgate when clicked

· NIIN - enter the NIIN of the missing/damaged tool(s) here

· Enter the Required Quantity for the tool(s) you plan to order

· Signal code – enter A

· RDD- click the “luv” button for this section, pick the date that is sixty days away from the current date.
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11. Click the save button again and your tool order is submitted. Close the task, change the Service Request Status to “SHT PART” and your Supply Section will handle the rest.

