DRAFT


PROMOTION RECOMMENDATIONS

These instructions cover the MOL enlisted promotion recommendation process for junior Marines (Private through Corporal) from the small unit leader level, through the chain of command, to the commander with promotion authority.  

PROMOTION RECOMMENDATION NOTIFICATION 

Users will receive a notification message when new promotion recommendation rosters are available and when a member submits remarks for review/approval.  When you log onto MOL the messages will be displayed in the User Notifications section of your MOL Home page (Figure 1).  
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Figure 1


User Notifications

· To access a message click, View.    

· The screen will change to display the message (Figure 2).
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Figure 2


User Notification Message

· Click Delete Notification to delete the message.

· Click Return to return to your MOL Home page.  

USER PRIVILEGES

Only users with Unit Leader privileges can access the Promotion Recommendations work area. 

· From the MOL Home page (Figure 3) select the Unit Leaders tab.
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Figure 3

MOL Home 

A menu bar (Figure 4) will display showing all areas where you have Unit Leader privileges.  
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Figure 4

Unit Leader privileges

· From the menu bar select the Promotion Recommendation tab.       

PROMOTION RECOMMENDATIONS HOME

The Promotion Recommendations Home page (Figure 5) displays the promotion recommendation status with a count of the number of records contained within each status.  Table 1 defines each Recommendation Status. 
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Figure 5

Promotion Recommendations Home Page

	PROMOTION RECOMMENDATIONS HOME PAGE

	Recommendation Status
	Explanation

	Restricted
	Records restricted from promotion, e.g. weight control.  

	Started
	Records where promotion recommendations have been started but were not submitted/approved.

	Not Started
	Records the system has determined to be eligible for promotion.  

	Submitted
	Records that have been reviewed, assigned a promotion recommendation status, and submitted to the next level of authority for review/approval of the recommendation.

	Approved
	Records that have been approved by the approving official.

	Total
	All records.  


Table 1


Promotion Recommendations Home Page

ENTERING A PROMOTION RECOMMENDATION WORK AREA 

· From the Promotion Recommendation Home page (Figure 5) click, the Recommendation Status you desire to enter.  

NOTE:  If the count of a Recommendation Status is zero, there are no records in that work area and you cannot access it.  

· The screen will change to display all records within the selected Recommendation Status (Figure 6).
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Figure 6

Promotion Recommendations work area (Not Started view)

· To change work areas, select the work area you wish to view from the drop down box and click, Change View.  

The Promotion Recommendations screen (Figure 6) contains the same type of data for all views.  Table 2, explains the data types.  

	PROMOTION RECOMMENDATIONS 

	
	

	Data
	Explanation

	Change View
	Changes the view to the Recommendation Status selected in the drop down menu.

	Recommendation Status Indicator
	Check Box  - Records requiring action. 

R - Restricted records.

A - Approved records.

	Rank
	Rank of Marine being recommended for promotion

	Name
	Name of Marine being recommended for promotion

	PMOS
	Primary MOS of Marine being recommended for promotion



	Unit
	Organizational Unit - RUC, Company, Platoon, and Work Section.  Work Section will only be displayed if it has been defined within MOL Management.

	Restricted
	Identifies if the selected record is restricted from promotion - No if not restricted or Yes/Reason or Ending Date if restricted from promotion.  

	Draft Recommendation
	The Draft Recommendation submitted by a user with Active Reviewer privileges.

	Current Promotion Recommendation
	The current promotion recommendation contained in the system.  

	Submitted by
	Individual that submitted the Draft Recommendation.

	Details
	Links to details of the individual record.  

	Add to list
	Adds selected records to (I never figured this out.)

	Select all on page 
	Selects all records on page.

	Edit
	Accesses the selected record (s) for editing.

	Copy Current to Draft
	Copies the Current Promotion Recommendation to the Draft Recommendation.

	Submit
	Submits the Draft Recommendation for the selected records.

	Approve
	Approves the recommendation (s) and creates a MCTFS transaction.  (This option is displayed only for individuals with Approval permissions.)

	Cancel
	Cancels the action and returns to the Promotion Recommendations Home page.


Table 2



Promotion Recommendations 

VIEWING INDIVIDUAL RECORDS

The Promotion Recommendations screen provides a link to the Individual Record of a member.  

· From the Promotion Recommendations screen (Figure 6), click the Details link, located by each record, to display the Individual Promotion Recommendations screen (Figure 7). 
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Figure 7


Individual Promotion Recommendations

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

· To return to the Promotion Recommendations screen click, Return to Roster.

NOTE:  A Remark History area will be displayed if the selected record has had action taken on it.  

PROCESS FOR SUBMITTING PROMOTION RECOMMENDATIONS

To submit promotion recommendations on a Marine or group of Marines:

· Go to the Promotion Recommendations, Not Started view.  

· Select individual records by clicking the Recommendation Status Indicator check box or use the Select all on page option.

· To accept the current recommendation(s) for the individual/group of selected record(s) click, Copy Current To Draft.  (This option copies the current promotion recommendation to your draft recommendation.)  The screen will change to the Editing Promotion Recommendations screen (Figure 8).
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Figure 8

Editing Group Recommendations

· To accept the promotion recommendation, select a recommendation option from the Recommendations drop-down box, click Save.  You will be returned to the Promotion Recommendations screen.  

NOTE:  The records are now in your Promotion Recommendations, Started work area.

· Change your view to Started.

· In the Promotion Recommendations, Started view, (Figure 9) to select the record(s), click the status check box or use the Select all on page option, click Submit.
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Figure 9


Promotion Recommendations

· The Forward Promotion Recommendations screen (Figure 10) will be displayed.  

This screen allows you to send a Courtesy Copy and Information Copy to other users within your organization who have Passive Reviewer, Active Reviewer, or Approval Permissions.  
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Figure 10
    Forward Promotion Recommendations


Figure 11  Select User

· To Courtesy Copy a user click the Add option located in the Courtesy Copy section.  The screen will change and a list of user names will be displayed (Figure 11).  

· To select the user(s) you want to Courtesy Copy, click the check box by their name and click OK.  The screen will return to the Forward Promotion Recommendations page. 

· To Information Copy a user click the Add option located in the Information Copy section.  The screen will change and a list of user names will be displayed (Figure 0-11).  

· To select the user(s) you want to Information Copy, click the check box next to their name and click OK.  The screen will return to the Forward Promotion Recommendations page. 

· The Comments box may be used for free-text comments.   

· Click OK.
NOTE:  Users identified in the Courtesy Copy and Information Copy box will see the

              comments inserted into the comments box.  

· A confirmation screen will be displayed (Figure 0-12).  
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Figure 12 
Confirmation screen

· To finalize the recommendation(s) click the Check to publish check box and then click Confirm Submittal.  You will be returned to the Promotion Recommendations Home page (Figure 6).  
PROCESS FOR APPROVING PROMOTION RECOMMENDATIONS

When the user with Approval Permissions logs into MOL they will have a User Notification message from the user who submitted promotion recommendations for approval.  The records awaiting approval recommendations will be located in the Not Started, Promotion Recommendation Status work area.

To approve promotion recommendations on a Marine or group of Marines:

· Go to the Promotion Recommendations, Not Started work area.  Records that have been recommended by a user with Active Reviewer permissions will have that users name in the Submitted By column and their recommendation in the Draft Recommendation column (Figure 13).  
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Figure 13
Promotion Recommendations work area (Started view)

· Click the recommendation status check box to select individual record(s) or use the Select all on page option.

· Select a recommendation option from the Recommendations drop-down box, click Save.    

NOTE:  The option Use Draft Recommendations (Above) uses the recommendations in the draft recommendations as your recommendation.

· You will be taken to the Editing Promotion Recommendations screen (Figure 14).  
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Figure 14

Editing Promotion Recommendations

NOTE:  The records will now be in your Promotion Recommendation, Started work 

              area.  

· Change your view to Started (Figure 15).
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Figure 15
Promotion Recommendations (started view)

· In the Promotion Recommendations, Started view, select the record(s) by clicking the status check box or Select all on page and click, Approve.  

· The Forward Promotion Recommendations screen will be displayed (Figure 10).  

This screen allows you to send a Courtesy Copy and Information Copy to other users within your organization who have Passive Reviewer or Active Reviewer Permissions.  

· To Courtesy Copy a user click the Add option located in the Courtesy Copy section.  The screen will change and a list of user names will be displayed (Figure 11).  

· To select the user(s) you want to Courtesy Copy, click the check box by their name and click OK.  The screen will return to the Forward Promotion Recommendations page. 

· To Information Copy a user click the Add option located in the Information Copy section.  The screen will change and a list of user names will be displayed (Figure 11).  

· To select the user(s) you want to Information Copy, click the check box by their name and click OK.  The screen will return to the Forward Promotion Recommendations page. 

· The Comments box may be used for free-text comments.   

· Click OK.
NOTE:  Users identified in the Courtesy Copy and Information Copy box will see the

              comments inserted into the comments box.  

· A confirmation screen will be displayed.  To approve the recommendation(s) click, Confirm Approval.  

· You are returned to the Promotion Recommendation Home page (Figure 6); a confirmation message of your action will be displayed.  
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