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This Bulletin transmits changes to the procedure for Rescinding TMs (TOs) and Ordering Publications.  Changed data is indicated by change bars in the left margin.

1.  Annotate the affected procedures and steps with the bulletin number and attach a copy of this file to the DI file.  Annotate the DI Title Page with “See Bulletin 161101–1.”

2.  Replace paragraphs 3.8.6 & 3-10.9 with the following:

3.8.6 Rescind a TM

1. 
In the Select a TM Process Type and Subtype window, select Manage TM Numbering Type, Rescind a TM Subtype and click the OK button.

2. 
In the Rescind a TM window, enter the publication number in the Pub No field or click the Publication Number - Choose button to select a publication.  (If the Pub number is entered, no wildcard may be used.)  

If more than one publication is in JCALS with the same Pub number (i.e., basic and changes), the Select Publication window will open listing all of the publications with the entered Pub number.  One entry may be selected and returned to the Rescind a TM window. 

3. 
If the Publication - Choose button is used the Choose Publication window opens.

a.
Verify the Proponent ID and change if required.

b.
Enter the Pub number. 

c.
Click the Apply button.

d.
Select a publication. 

e.
Click the OK button. The Choose Publication window closes.

4. 
Select a group to retain a quantity of the documents, if appropriate, from the Retained For dropdown menu. 

NOTE:  Select only ‘Not Applicable’ or ‘Security Assistance Program.’

5.
If SAP was selected in the Retained For field, enter the appropriate quantity number in the Retain Quantity field.
6.
Click the OK button. The Update TM Index window opens with the rescind request in the Request field.

7. 
In the Update TM Index window, verify data.  Enter the reason for rescinding in the Reason field.

8.  
Select the appropriate publication number in the Request field.

9.
Pull down the Options menu and select Approve, if you have the privileges. (Submit if you don’t have the approve privilege).  If Submitted, the appropriate manager will receive the request for approval through the TM_Index_Update_Request workflow template.

CAUTION:
When rescinding an entire TO, the user must manually rescind all active increments in the TO family.

10. 
Close any windows still open.  
3.10.9 Order Publication

1. 
In the Select a TM Process Type and Subtype window select Manage One Time Requisition Type and Order a Publication Subtype and click the OK button. The Order Publication window opens.

2. 
In the Order Publication window, enter the publication number in the Publication Number field or click the Publication Number - Choose button to select a publication.  (If the Pub number is entered, no wildcard may be used.)  

If more than one publication is in JCALS with the same Pub number (changes), the Select Publication window will open listing all of the publications with the entered Pub number.  One entry may be selected and returned to the Order Publication window. If the Choose button is used, the Choose Publication window will open.  

3. 
In the Choose Publication window, enter the appropriate information. If only part of the Pub No, or Stock No is known insert a ‘%’ after the known information.

a.
Verify the Proponent ID and change if required. Blanking the proponent ID field will cause a (probably lengthy) search across all organizations in your service.  

b.
Enter the Pub number, Stock No and/or any other search criteria desired.  

c.
Click the Apply button.

d.
Select a publication. 

e.
Click the OK button.

In the MILSTRIP Section:

4. 
Select the Document Identifier from the dropdown menu.

5. 
Enter the quantity desired in the Quantity field.

6. 
Click the Address Code – Choose button.  The Choose Address Code window opens.

7.
In the Choose Address Code window:

a.
Enter the Address Code in the Address Code field.

b.
Click the Choose button.

c.
Select the appropriate Address Code from the results list.

d.
Click the OK button. This window closes. 

e.
Click ‘Yes’ on the question box that appears.  The Initial Distribution Requirements section will fill with a list of the publications for the chosen Address Code.

8. 
Enter the current Julian date in the Date field.

9. 
Enter the address data in the Supplementary Address field.

10. 
Select Required Delivery Date and enter appropriate Julian date.

NOTE:  Do not open the Advice Code field unless an Advice Code is needed.  If you select this field an Advice Code becomes a Mandatory entry.

11. 
Select from the available codes in the Advice Code dropdown menu.

12. 
Enter appropriate data the Remarks section.

CAUTION:
Do not use ‘File > Save.  It will prevent requisitions requiring Sponsor Approval from being updated (approved).

13. 
To specify orders for subaccounts, pull down the Options menu and select Specify Orders For Subaccounts.

14. 
To view account information, pull down the Options menu and select View Account Information.  Review the account information for completeness and accuracy.

15. 
Pull down the Options menu and select Submit.
16. 
Pull down the File menu and select Close to close the window.
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