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INTRODUCTION 

These instructions cover the Proficiency and Conduct (Pro/Con) Marks recommendation and approval process for all Marines of rank Corporal through Private.  

USER PRIVILEGES

Only users with Unit Leader privileges can access the Pro/Con work area. 

· From the MOL Home page (Figure 1) select the Unit Leaders tab.
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Figure 1

MOL Home 

A menu bar (Figure 2) will display showing all areas where you have Unit Leader privileges.  
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Figure 2

Unit Leader privileges

· From the menu bar select the Pro/Con tab.   

PRO/CON HOME – MY OCCASSIONS

The Pro/Con Home page titled My Occasions  (Figure 3) displays a listing of Pro/Con Occasions.  From this screen you have the options to Create a New Occasion, Edit an Occasion, or Manage Pro/Cons within an Occasion.  
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Figure 3

Pro/Con Home Page - My Occasions

CREATING A NEW PRO CON OCCASION

· From the My Occasion screen (Figure 3) select, Create New Occasion.
· The screen will change to the below view (Figure 4).  
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Figure 4

Edit/Create New Occasion

· You may name the occasion anything you want.  Enter free text in the Occasion Name box.  

· The Occasion Reason has a drop down list of all appropriate Marking Occasions select the occasion from the list.  (Page 12 list occasions click Marking Occasions to view).  

· Select the Effective Date of Marks by clicking the calendar icon and selecting the date.  

· Click Create, the Occasion will be created, the view will return to My Occasions.  

EDIT/DELETE AN OCCASION  

· From My Occasions, click Edit Occasion.
· The screen will change (Figure 5). 
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Figure 5

Edit/Delete Pro Con Occasion

· The information blocks will be pre-populated with the existing data, make your changes, click Save.

· The screen will return to My Occasions.

· To delete an occasion, click Edit Occasion.
· The screen will change (Figure 5), click Delete Occasion.

· A confirmation screen will appear click, Confirm.  
· The screen will return to My Occasions.

MANAGE PRO/CON MARKS

· From My Occasions, click the button by the Occasion Name you want to manage.

· Click, Manage Pro Con’s.
· The screen will change to the Pro Con Occasion you selected (Figure 6) and a list of all records contained within that occasion will be displayed.  
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Figure  6

Manage Pro Con’s

The Manage Pro Con Occasion screen (Figure 6) contains the same data types in all views.  (Page 13 explains the data types click Pro Con Occasion to view.)

CHANGING VIEWS

While in the Pro Con Occasion screen (Figure 6) you can change views (Figure 7).  

· Click the drop down box to display a list of views, select view, and click, Change View.  The table in Figure 7 explains the views.

	PRO CON View

	View
	Explanation

	All
	All records.  

	Draft
	Marks have been assigned by the user but, not published or approved

	Public
	A user has published their Marks for “Public” for view.

	Approved
	Records that have been approved by a user with approval permissions and a Marine Corps Total Force System entry has generated.
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Figure 7    Pro Con View

EXIT PRO/CON OCCASION 

· To exit Manage Pro Con Occasion and return to the My Occasions home page, click Cancel. 

ADDING MEMBERS TO A PRO CON OCCASION 

· From the Pro Con Occasion screen (Figure 6) click, Add to Occasion.

· A list of members is displayed (Figure 8).
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Figure 8



Add Members to Pro Con Occasion

· Select the members you wish to add by clicking the check box by the individual record(s).

· Use Add to list if you want to append record(s) from page one to page two etc. 

· Click, OK
· The screen will return to the Pro Con Occasion screen and the record(s) you selected will be in your view.

REMOVE MEMBER FROM AN OCCASION

· From the Pro Con Occasion screen (Figure 6), select the member(s) you want to remove by clicking the check box by the individual record(s), then click, Remove from Occasion. 

· A confirmation screen will appear (Figure 9). 
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Figure 9


Confirm Pro Con Action

· Click Confirm to continue.  The action may be canceled by clicking, Cancel.

INDIVIDUAL RECORDS

· From the Pro Con Occasion screen (Figure 6), click the Details link located by the record you want to display.  The Individual Record screen will open (Figure 10).[image: image10.png][€1 hitps://207.133 68 45/TFes fproc 7| @
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Figure 10

Individual Record




· While in the Individual Record screen you can access the BIR, BTR, ROS, EDU or Awards information of the selected record.  To view one of the records, click the button beside the record you wish to view and click Go.  

NOTE:  Comments entered by users are displayed in the Remark History of the 

  Individual Record.   

MANAGE PRO/CON MARKS

· From the My Occasions screen, click the button by the occasion you want to manage

· Click, Manage Pro/Con’s.

· You will be taken to the Manage Pro Con Occasion screen (Figure 6). 

· Manage individual record(s) by clicking the check box next to the individuals name or use the Select all on page option.  

· To assign or edit marks for the selected record(s) click, Assign Marks.

· The screen will change to the Pro/Con Assignment view (Figure 11). 
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Figure 11


Pro/Con Assignment

· Click on the Pro Con Guidelines Hyperlink to view guidelines governing the assignment of Pro Con marks.  (Page 14 explains the guidelines click Pro Con Guidelines to view.)

· To make a Proficiency Mark recommendation select the mark you wish to assign from the drop down list in the Recommendation area, then select the Conduct Mark recommendation.

· Assigning Pro Con marks of less than 4.0 will generate a warning screen (Figure 12).
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Figure 12

Confirm Pro Con Recommendation Values

· If recommended marks are less than 4.0 click Confirm, you will return to the Pro/Con Assignment screen (Figure 10).  

· Free text comments may be inserted into the Comments box, the comments will attach to the history of the record(s) for other users to view.   

· To save the recommendations and the comments click, Save.  To cancel the action and return to the Manage Pro Con Occasion screen click, Cancel.

· The screen will return to the Manage Pro Con Occasion screen (Figure 13).
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Figure 13


Manage Pro Con Occasion with Draft Pro/Con Marks

· Your recommendation marks are now the Draft Pro/Draft Con marks.  

NOTE:  You may leave the marks as draft until you decide to publish the Marks for 


public view by other users or you can make the marks the Command Pro 


Con Marks.  Once the marks are set as the Command Marks, they also 


become the Public Marks.   

PUBLISH PRO CON MARKS

· To make the Draft Pro Con marks Public select the individual record(s) by clicking the check box next to the individuals name or use the Select all on page option. 

· Click Make Public. 

· The Confirm Pro Con Action screen will display (Figure 14).  
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Figure 14


Confirm Pro Con Action

· Click Confirm.

· You will return to Manage Pro Con Occasion (Figure 13)

SET COMMAND PRO CON MARKS

· To make the Draft or Public Pro Con marks Command marks, select the individual record(s) by clicking the check box next to the member(s) name or use the Select all on page option. 

· Click Set Command Marks.

· The Confirm Pro Con Action screen will display (Figure 15).
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Figure 15


Confirm Pro Con Action

·  Click Confirm.

· You will return to Manage Pro Con Occasion (Figure 13)

APPROVE COMMAND PRO CON MARKS  

· To approve Command Pro Con marks, select the individual record(s) by clicking the check box next to the member(s) name or use the Select all on page option. 

· Click Approve.

· The Confirm Pro Con Action screen will display (Figure 16).
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Figure 16


Confirm Pro Con Action

· Click Confirm.

· You will return to Manage Pro Con Occasion (Figure 13)

NOTIFY A USER

When you Publish or make Command Pro Con Marks you may wish to notify a user within your scope.

· From the Pro Con Occasion screen click Notify.  The screen will change to the Pro Con Notification screen (Figure 17).

· To add the user(s) you want to notify click Add.   
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Figure 17

· Members within your unit scope will be displayed (Figure 17).  To select the user(s) you want to Information Copy, click the check box by their name click, OK.  The screen will return to Pro Con Recommendations Notification. 

· The Comments box may be used to enter free-text comments you wish for the identified user(s) to see.   

· Click OK.
· You will return to Manage Pro Con Occasion (Figure 13)

CLOSE AND LOCK OCCASION

Locking an Occasion will prevent a user from making additional recommendations or changes to the occasion.  All records within an occasion must be approved before an Occasion can be locked.  

· From My Occasions, select the button by the Occasion Name.

· Click, Manage Pro/Con’s.
· The screen will change to Pro Con Occasion you selected (Figure 13). 
· Click Close and Lock Occasion.

· A warning message will appear (Figure 18). 

[image: image19.png][€] hups://207133 68 45/TFAS fproc = @

Closing this event vill prevent anyore from making additional rcomumandations.
This acion camnot be reversed. Aze you se you want 1o proseed?





Figure 18

· To continue click, Confirm.  To cancel the action click, Cancel.  

· The screen will return to My Occasions. 

USER NOTIFICATIONS 

Users will receive a notification message when a member submits Pro Con marks for review/approval.  When you log onto MOL the messages will be displayed in the User Notifications section of your MOL Home page (Figure 19).  
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Figure 19


User Notifications

· To access a message click, View.    

· The screen will change to display the message (Figure 20).  
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Figure 20

User Notification Message

· Click Delete Notification to delete the message.

· Click Return to return to your MOL Home page. 

MARKING OCCASIONS  

	MARKING OCCASIONS

	Transfer
	Change of Primary Duty

	Assignment to Active Duty (Reserve)
	Service School Completion

	Assignment to Involuntary Active Duty (Reserve)
	Semiannual

	Release from Active Duty
	Annual

	Release from EAD, AR, etc. (Reserve)
	Completion of Annual Training

	Completion of Initial Skill Training
	Recommended (See MCO Pl400.32.)

	Completion of recruit training
	ADSW (Active Duty Special Work)

	Temporary Disability Retired List (TDRL) 
	To TAD

	Discharge 
	TAD Complete

	Promotion to Corporal or Sergeant 
	Declared Deserter (first day of UA period)

	Reduction
	Last Day Prior to Declaring Deserter







Marking Occasions

PRO CON OCCASION SCREEN

	Pro Con Occasion Screen 

	
	

	Data
	Explanation

	Change View
	Changes the view to the option selected in the drop down menu

	Recommendation Status Indicator
	Check Box  = Records requiring action. 

A = Approved records

	Rank
	Rank of Marine 

	Name
	Last Name, First Name, MI 

	PMOS
	Primary MOS 

	Unit
	Organizational Unit - RUC, Company, Platoon, Work Section

	Status
	Approved, Draft

	Draft Proficiency
	Draft Proficiency Mark submitted by a user 

	Draft Conduct
	Draft Conduct Mark submitted by a user 

	Command Proficiency Rec
	Current Command Proficiency Mark

	Command Conduct Rec
	Current Command Conduct Mark

	Command Marks By
	Individual that submitted the Command Marks

	Details
	Shows details of the individual record  

	Add to list
	Appends names to list as you go from page to page

	Select all on page 
	Selects all records on page

	Assign Marks
	Allows you to assign Pro/Con Marks to member(s)

	Copy Marks
	Copies the Command Pro/Con marks to the users Draft Pro/Con marks

	Make Public
	Makes Draft Pro/Con Marks Public

	Set Command Marks
	Makes Draft Marks Pubilc and Command marks

	Approve
	Approves the Command Pro/Con Marks and creates a MCTFS transaction

	Add to Occasion 
	Click to Add record(s) to Pro/Con Occasion

	Remove from Occasion
	Removes record(s) from Pro/Con Occasion

	Close and Lock Occasion
	Prevents a user from making changes to an Occasion

	Notify
	Send user notification to a user

	Cancel
	Cancels the action and returns to the previous screen





Pro Con Occasion Screen

PRO CON GUIDELINES

	Mark
	Corresponding Adjective Rating
	Standards of Conduct

	0.0 to 1.9
	Unsatisfactory
	Habitual offender.

Conviction by general, special, or more than one summary court-martial. 

Give a mark of "0" upon declaration of desertion.

Ordered to confinement pursuant to sentence of court-martial.

Two or more punitive reductions in grade.

	2.0 to 2.9
	Poor
	No special court-martial.

Not more than one summary court-martial.

Not more than two non-judicial punishments.

Punitive reduction in grade.

	3.0 to 3.09 
	Fair
	No court martial.

Not more than one non-judicial punishment.

No favorable impression of the qualities listed in paragraph 4007.5a of the IRAM

Failure to make satisfactory progress while assigned to the weight control or military appearance program.

Conduct such as not to impair appreciably one’s usefulness or the efficiency of the command, but conduct not sufficient to 

merit an honorable discharge.

	4.0 to 4.4
	Good
	No offences.

No unfavorable impression as to attitude, interests, cooperation, obedience, after-effects of intemperance, courtesy and consideration, and observance of regulations. 

	4.5 to 4.8
	Excellent
	No offenses.

Positive favorable impressions of the qualities listed in paragraph 4007.6a of the IRAM.  Demonstrates reliability, good influence, 

sobriety, obedience, and industry.

	4.9 to 5.0
	Outstanding
	No offences.

Exhibits to an outstanding degree the qualities listed in paragraph 4007.6a of the IRAM.  Observes spirit as well as letter of orders and regulations. Demonstrates positive effect on others by example and persuasion.


	Mark
	Corresponding Adjective Rating
	Standards of Conduct

	0.0 to 1.9
	Unsatisfactory
	Does unacceptable work in most duties, generally undependable; needs considerable assistance and close supervision on even the simplest assignment. 

	2.0 to 2.9
	Poor
	Does acceptable work in some of the duties but cannot be depended upon.  Needs assistance and close supervision on all but the simplest assignments.

	3.0 to 3.09 
	Fair
	Handles routine matters acceptably but needs close supervision when performing duties not of a routine nature.

	4.0 to 4.4
	Good
	Can be depended upon to discharge regular duties thoroughly and competently but usually needs assistance in dealing with problems not of a routine nature.

	4.5 to 4.8
	Excellent
	Does excellent work in all regular duties, but needs assistance in dealing with extremely difficult or unusual assignments.

	4.9 to 5.0
	Outstanding
	Does superior work in all duties. Even extremely difficult or unusual assignments can be given with full confidence that they will be handled in a thoroughly competent manner.





Pro Con Guidelines
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