Index Data Accuracy – TO Manager Procedures

Catalog users who discover errors with TM Index information for a TO(s) report the discrepancy information not only to the TO manager but also via the web  https://www.toindex-s.wpafb.af.mil/

Many of you have been contacted by a member from the Data Quality Team (DQT) by means of telephone or e-mail to respond to these types of discrepancies.  Many of the discrepancy reports (DR) are repetitive in nature but apply to different TO numbers, therefore trends have emerged.  Below are some of the trends identified by the DQT.  

1. Interim TOs should not be marked available for distribution, since requisitions via JCALS is not the approved method for obtaining Interims.

a. After the Interim TO number is assigned you must update the TM Index by performing the following from the JCALS Session Manager:  (Reference JCALS DI, Chapter 3, TM Processes) 

	Step
	Updating Interim Code from No to YES
	Screen/Field

	1
	From the JCALS Session Manager Select
	TM Tools

	2
	From  TM Tools Select 
	TM Processes

	3
	From TM Process Type Select
	Manage TM Index

	4
	From TM Process Sub-Type Select
	Update an Index Entry

	5
	From the Choose Publication Screen Enter the
	Publication No and Click Apply

	6
	Highlight Applicable Rev/Chg 
	Results; Click OK

	7
	From the Update TM Index Screen

Select 
	Options Tab

	8
	From the Pull Down Menu Select
	Update Index Data

	9
	From the Pull Down Menu Select
	Publications Management and Stock Data

	10 
	Select
	Issue Data Tab

	11
	Change Radio Button from No to YES
	Interim Code field

	12
	Add additional information to appear in the AF Index for user to view
	Catalog Note: *

	13
	Select
	OK

	14
	Screen display – Continue with other updates if necessary
	Update TM Index

	15
	Highlight selection
	Approve


*Information recorded in the ‘Catalog Note:’ field will be displayed on the web.  You must include additional information such as a POC in the event the customer has not received their Interim TO in a timely manner (TO 00-5-2, ¶5-1.4 & TO 00-5-15, ¶8-6).

b. The Interim Supplement is not requisitioned via JCALS.  They are normally distributed via the Defense Message System (DMS).  Performing the actions above will report accurate data in the JCALS/AF Index for the AF user worldwide and allow the maintenance work force to perform their tasks utilizing authorized tech data

c. Whenever an Interim Supplement is incorporated in the next Change or Revision, perform database maintenance by Superceding/Rescind​ing the Interim Supplement.  Enter additional information, such as replaced by Change Nr and date or Revision and date, in the Catalog Note: field located in the Issue Data tab. 

d. Users who attempt to requisition an Interim that is marked properly will receive a “CV” indicating the item is prematurely requisition.  The requisition will not process through JCALS.

2. Pub Issue Date.  Since SWP 3.0 the Pub Issue Date is no longer a required field when requesting a TO number assignment.   Past practices relied on forecasting Pub Issue Date.  To update this field, follow Steps below.

	Step
	Updating Pub Issue Date
	Screen/Field

	1
	From the JCALS Session Manager Select
	TM Tools

	2
	From  TM Tools Select 
	TM Processes

	3
	From TM Process Type Select
	Manage TM Index

	4
	From TM Process Sub-Type Select
	Update an Index Entry

	5
	From the Choose Publication Screen Enter the
	Publication No and Click Apply

	6
	Highlight Applicable Rev/Chg 
	Results; Click OK

	7
	From the Update TM Index Screen

Select 
	Options Tab

	8
	From the Pull Down Menu Select
	Update Index Data

	9
	From the Pull Down Menu Select
	Publications Management and Stock Data

	10
	General Information; top, right-hand corner of screen.  
	Issue Date Field; 

Pick date from Calendar 

	11
	Select
	OK

	12
	Screen display – Continue with other updates if necessary
	Update TM Index

	13
	Highlight selection
	Approve


3. Available for Published Index. It is necessary to manually mark all TO Increments “Available For Published Index.”  The only exception is Nuclear TOs that should not appear on the web-based TO Catalog.  No default setting is applied by JCALS to perform this function.  Perform the Steps below for each TO Increment.

	Step
	Updating “Available for Published Index” Status
	Screen/Field

	1
	From the JCALS Session Manager Select
	TM Tools

	2
	From  TM Tools Select 
	TM Processes

	3
	From TM Process Type Select
	Manage TM Index

	4
	From TM Process Sub-Type Select
	Update an Index Entry

	5
	From the Choose Publication Screen Enter the
	Publication No and Click Apply

	6
	Highlight Applicable Rev/Chg 
	Results; Click OK

	7
	From the Update TM Index Screen

Select 
	Options Tab

	8
	From the Pull Down Menu Select
	Update Index Data

	9
	From the Pull Down Menu Select
	Publications Management and Stock Data

	10 
	Select
	Issue Data Tab

	11
	Change Radio Button from No to YES
	Available for Published Index field

	12
	Select
	OK

	13
	Screen display – Continue with other updates if necessary
	Update TM Index

	14
	Highlight selection
	Approve


4. Estimated Distribution Date (EDD).  The TODO reference (00-5-2, Para 2-4, TO Catalog Practices and Procedures) states that the TO(s) should not be requisitioned by the customer when the EDD is not listed on the web index.  When the EDD is listed, the TODO can be expected place an order after the EDD has passed and if they have not received the TO.  Setting the EDD may benefit both the field and the manager by generating complete customer list before distribution, reducing later one-time requisitions.  When performing indexing updates include the EDD by following the steps below.    

	Step
	Updating EDD Status
	Screen/Field

	1
	From the JCALS Session Manager Select
	TM Tools

	2
	From  TM Tools Select 
	TM Processes

	3
	From TM Process Type Select
	Manage TM Index

	4
	From TM Process Sub-Type Select
	Update an Index Entry

	5
	From the Choose Publication Screen Enter the
	Publication No and Click Apply

	6
	Highlight Applicable Rev/Chg 
	Results; Click OK

	7
	From the Update TM Index Screen

Select 
	Options Tab

	8
	From the Pull Down Menu Select
	Update Index Data

	9
	From the Pull Down Menu Select
	Publications Management 

	Step
	Updating EDD Status
	Screen/Field

	9 Cont
	
	and Stock Data

	10 
	Select
	Management Dates Tab

	11
	Action Dates; bottom, left-hand corner of screen.  
	Estimated Distribution Date field;
Pick date from Calendar 

	12
	Select
	OK

	13
	Screen display – Continue with other updates if necessary
	Update TM Index

	14
	Highlight selection
	Approve


5.  The “Available for Distribution” flag is changed automatically from No to    “YES” when the “View a Due In” task is completed.  If the labels or distribution is made outside JCALS, then the “Available for Distribution” flag must be manually set.   Follow steps below to set the “Available for Distribution” flag to “Yes”.  

	Step
	Updating “Available for Distribution” Status
	Screen/Field

	1
	From the JCALS Session Manager Select
	TM Tools

	2
	From  TM Tools Select 
	TM Processes

	3
	From TM Process Type Select
	Manage TM Index

	4
	From TM Process Sub-Type Select
	Update an Index Entry

	5
	From the Choose Publication Screen Enter the
	Publication No and Click Apply

	6
	Highlight Applicable Rev/Chg 
	Results; Click OK

	7
	From the Update TM Index Screen

Select 
	Options Tab

	8
	From the Pull Down Menu Select
	Update Index Data

	9
	From the Pull Down Menu Select
	Publications Management and Stock Data

	10 
	Select
	Issue Data Tab

	11
	Change Radio Button from No to YES
	Available for Distribution field

	12
	Select
	OK

	13
	Screen display – Continue with other updates if necessary
	Update TM Index

	14
	Highlight selection
	Approve
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