UNITED STATES MARINE CORPS
MARINE CORPS AIR STATION
BEAUFORT, SOUTH CAROLINA 29904-5001

IN REPLY REFER TO
ASQO 1080.1

S-1
13 Jan 20

AIR STATION ORDER 1080.1

From: Commanding Officer, Marine Corps Air Station Beaufort
To: Distribution List

Subj: PERSONNEL ACCOUNTABILITY

Ref: (a) DoD Instruction 3001.02, "“Perscnnel Accountability in
Conjunction with Natural or Manmade Disasters,” May 3, 2010
{b) MARADMIN 475-14 of 24 Sep 14

Encl {1) Step by step instuctions for self and section reporting
1, Situation

a. Per reference (a), this Order establishes policy and assigns
regsponsibilities for accounting of Department of Defense {(DoD) affiliated
personnel. The accurate accountability of personnel, both military and
civilian, is a required and essential function at all levels of command and is
an inherent command and supervisory responsibility. Personnel accountability
is the shared responsibility between the Commanding Officer (CO), his/her
staff, supervisors, and the individual.

b. Per reference (b), Marine Online (MOL) has been designated as the
Marine Corps Enterprise Personnel Accountability System. The enclosure
contains step by step instructions and screen shots for self and section
reporting of personnel accountability.

c. Recent disasters have highlighted the importance of personnel
accountability. It is critical that commands establish and maintain an
accurate personnel roster within MOL and are prepared to execute personnel
accountability and report statuses when directed, or when the situation
requires. All specified DoD affiliated personnel who work or reside within a
declared disaster area are required to physically, telephonically, or
electronically check-in with appropriate authorities at the first available
opportunity after a disaster is declared.

2. Cancellation. Not applicable.

3. Mission. Promulgate installation policy and instructions governing
accountability for commanders and staff under the cognizance of Marine Corps
Ajr Station (MCAS) Beaufort.

4. Execution

a. Commander’s Intent. Maintain an accurate MOL database of current
MCAS Beaufort military and DoD civilian employees to conduct personnel
accountability utilizing the Unit Management Status Report (UMSR)
application.

b. Concept of Operations. MCAS Beaufort shall establish personnel
accountability procedures to provide the most expeditious accountability of
personnel outlined in the following categories.

DISTRIBUTION STATEMENT A: This is approved for public release; distribution
is unlimited.
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(1) Active duty members.

(2) Selected reserve {SELRES) members and individual mobilization
augmentees (IMAs).

{(3) DoD civilian employees (appropriated fund (APF) employees).

(4) Active duty family members, SELRES, and IMAs who are DoD
identification {ID) card holders and those members reflected in the defense
eligibility enrollment reporting system without an ID card (e.g., children
under ten years of age).

{(5) Family members of DoD civilian employees who are receiving
benefits associated with being evacuated to an authorized safe haven. With
respect to DoD civilian employees, these procedures will include voluntarily
providing family member information prior to a disaster. Per reference (a)
this information is required to receive needed benefits and/or assistance
upon the occurrence of a natural or manmade disaster.

(6) Continental United States based contractors and their family
members may be accounted for via their contracting agency or within the UMSR.
Contractors may be joined and voluntarily report family member information
for accountability purposes.

c. ‘'Tasks

{1) Station S-1 Department

(a) Ensure assigned DoD personnel are identified as working or
residing within the affected gecgraphical area of disaster.

(b) Ensure all APF employees (bargaining and non-bargaining) are
entered into the Marine Corps Total Force System (MCTFS) via MOL for
accountability. Employees will be assessed in MOL/MCTFS using their social
gsecurity number, electronic data interchange perscnal identifier (EDIPI),
common access card expiration date, and date of birth.

{c} Establish an MOL/MCTFS joined account for DoD civilian
personnel within three working days from the date of reporting for employment.
Designated S-1 staff will join APF employees using component code 2C (civil
service) and contractors utilizing component code 2D (contractor).

(d) Establish internal control procedures to remove employees
from the UMSR as a result of termination, discharge, resignation, retirement,
death, or transfer of civilian employment. These procedures shall also cover
military and civilian personnel being reassigned within the organization.

(e} Establish procedures for the conduct of recurring guality
control checks to reconcile employees listed on the UMSR against the APF
employee human resources database to maintain accuracy of the MOL workforce.

{f) Establish an Installation personnel accountability team
(IPAT) .

{2} Marine Corps Community Services South Carolina, Human Resources
Office (HRO)

{a) Ensure assigned DoD personnel are identified as working or
regiding within the affected geographical area of disaster.
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{b) Ensure all Non Appropriated Fund (NAF) employees (bargaining
and non-bargaining) are entered into MCTFS via MOL for accountability.
Employees will be assessed in MOL/MCTFS using their social security number,
EDIPI, common access card expiration date, and date of birth.

(c) Establish a MOL/MCTFS joined account for civilian personnel
within three working days from the date of reporting for employment.
Designated HRO persconnel will join NAF employees using component code 2E
{other civilian emplovyee).

(d) Establish internal control procedures to remove employees
from the UMSR as a result of termination, discharge, resignation, retirement,
death, or transfer of civilian employment. These procedures shall also cover
military and civilian personnel being reassigned within the organization.

(e) Establish procedures for the conduct of recurring quality
control checks to reconcile employees listed on the UMSR against the APF
employee human resource database to maintain accuracy of the MOL workforce.

(f) During emergency or crisis situations requiring immediate
accountability of personnel, report accountability through the chain of
command to the Headguarters and Headquarters Squadron (HQHQRON) personnel
accountability coordinator.

(3) MCAS Beaufort Department Heads

(a) Assign a department MOL manager to create and manage MOL
hierarchies for the department and serve as the subject matter expert to
render assistance when required.

(b} Ensure all supervisors and employees are aware and understand
their personnel accountability roles and responsibilities.

{c¢) Ensure sections submit the daily morning report as directed
by the HQHQRON personnel accountability coordinator.

{d) In the event of a natural or manmade disaster ensure
supervisors and employees have the ability to remotely access MOL and have
emergency telephone numbers and websites available to muster at the first
available opportunity.

(4) €O, HQHQRON

(a} Implement the use of the UMSR as the primary reporting means
for personnel accountability.

(b) Assign a primary and alternate command personnel
accountability coordinator. CO, HQHQRON, along with all other tenant
commands, shall report their respective unit accountability to IPAT/Emergency
Operations Center (EOC).

(c) Establish an organizational hierarchy in MOL and assign a
command MOL manager to create and manage MOL hierarchies and serve as the
subject matter expert to render assistance when required.

(d) Provide guidance and oversight for maintaining accuracy of
the assigned workforce in MOL. Delineate roles and responsibilities to
department heads, managers, supervisors, and employees for reporting



ASO 1080.1

JAN 13 2020

individual duty status changes and personnel accountability to ensure the
UMSR is accurately published daily.

(e} Provide assigned personnel the necessary information and
guidance to report personnel accountability, when required. Ensure multiple
and redundant means of communication exist in circumstances where normal
communication means are disrupted or nonexistent.

(h) Account and report HQHQRON military, military dependents, and
DoD civilian personnel accountability to the IPAT during a national
emergency, natural disaster, or when directed.

{5) IPAT. During emergency or crisis situation requiring immediate
accountability of personnel, report persomnel accountability to the €O or his
designated representative as required.

5. Administration and Logistics. Directives issued by this Headgquarters are
published and distributed electronically via the shared drive and SharePoint.

6. Command and Signal

a. Command. This Order is applicable to MCAS Beaufort and HQHQRON.

b. signal. This Order is effective the date signed.

Distribution: A



Marine Online

https://www.mol.usmc.mil/

anned Location
Reporting

In this module you will be introduced to Reporting and Updating individuals
Planned Location information and Accountability related to an evacuation
connected to a national emergency or natural disaster event. The primary
function is accountability of personnel declared emergency situation. The most
common functions and roles are;

)/

** Modify Planned Location information (Self or On Behalf of others).

)

**  Accountability of members of the command or work section.

N/

% Produce reports of Individual Location of members and their dependents.

Enclosure (1)
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From the Marine Online (MOL) home page you will able to access a number of
applications and systems supported through MOL. During this Module we will
be specifically covering the Planned Location located at the UMSR home pasge.

Click on the “Unit Leaders” tab located on the top tool bar.
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Depending on the scope or your permissions or if your profile is associated with
more than one work section you will be require to choose the relevant section to
continue. If you are a single scope user you will be sent directly to the next screen.

Chose the appropriate work section and then click “Select” to continue.
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MCIEAST §-1 (31001-1-G151)
Mina For Acthen

R From the UMSR home page you will be able to:
Hﬁuﬂﬂlin‘nﬂiﬂg °. I - -
- %* Review and Publish your work section status

View a Detail listing of personnel in your work section
View a Summary of status’ for personnel in work section
Review and print reports of personnel status

Change the scope of your Unit Reports {if multiple sections
are assigned)

Report and Update Planned Location information

\/ * \/
0.0 0.0 0.0

*
.0

L)

H

s Planned Location will begin
from the UMSR home page. Select “Planned Location” located in the left hand
menu to proceed.

To report and update a member of your work section
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Depending on the scope or your permissions you may have the ability to report on
other members of your work section. As noted here you can search by various
means to continue. If you are a single scope user you will be sent directly to the
Planned Location screen.

Input the appropriate search criteria and then click “Select” to continue.
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UMSR

Select The Member To Enter Plaaned Location information On Behalf Of.
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A listing of all personnel meeting the search criteria entered will de displayed.
Select the individual who's information will be updated.

Click “Select” to continue.
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Updstnd b1 CTY ROGER F. SMITH
Last Upduind Detn: 96 Jan 2913 § 1028

The “Planned Location Information” screen will be displayed. In order to report or
update an individual’s Planned Location or event status, select the “Edit” tab.
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The “Reason for update” pane
displays the individual selected
current information and status.
This status will be updated
e ||| Sheeraees e Before, During and After an

i emergency event as appropriate.
memmomouses | Contingency Planning is to be

Reason for Update:

e ——— e c— used when updating information
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The “Accountability Code” will be default to “A. Accounted for”, however if for
some reason the individuals cannot be accounted for choose the from the
selections provided. Select the “Submit Changes” to continue.
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Aabransiios Fors RICT . Bl To update a record shown at left,

Military members can populate their
S weine memsmamasms  Planned location to their dependents
C e mi-n Who are in the same household by
e S@lecting “Copy My Information To All
Dependents” tab. This action will copy
the planned location to all the
dependents resident in MOL.
Shouid the service member have
dependents in multiple locations they will
need to update each dependent
individually following the same steps for

G e - each.

*At this time this action is not functional
for Civilian personnel.
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Next we will discuss how to review the Planned Location Information for your
command or work section. We will utilize the “Reports” menu from the UMSR
home page located on the upper tool bar to proceed.
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After you have updated individual Planned Location information you will be able to review
and print a detail listing of the status of your work section’s:

¢ Personnel Accountability
* Dependents Accountability

Simply select “View Report” for the desired roster you wish to create.
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Marine Online

Personnel Accountability Report

Personnel Accountabllity Report
Report User: SMITH, RDGER F. CTV
Repoit based on: 31001-1-G151-MMPR
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Marine Online

Dependents Accountability Report

Dependents Accountability Report
Report User: SMITH, ROGER F. CIV
Report based on: 31002-1-G151-MMPR
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Marine Online

_w MMarrivE OnNLINE
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This concludes this
Marine Online Training
module.




&) UPDATING A MARINE’S EMERGENCY
INFORMATION

Enclosure (1)
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» Last Successhrl Logon was at VWed Oct 09 07:54: 1]
» Last Ummacressiil Legon was at Thu Mar 15 12:45:21 0N

Information Last Updated: 07 Oct 2019
As soon as you are logged intc MOL

Notifications for IEEEEEGEG select the ‘Unit Leaders’ Tab
@collapsa List




@ UPDATING A MARINE’S EMERGENCY
INFORMATION A

Unit Manapesnent Stutus Report {UMSR)
issa Present for Duty or SIQ).

Change unit H...-!:.o.._..ni _!L. to another wotk section).
e ———— Upon selection of the Unit
= . = Leaders tab, select ‘USMR’
Laave and Liberty (Leava/Libesty)
View, Edit, and Approve Leave, Spedal Liberty, Permissive TAD, and POMRA for your

Proficiency/Conduct (Pro/Con)

Create, Raview, and App Pro Con
Prosnotion Recosmsmandation (Prom Rac)

View, Ed, and Appe for p {PEC- Sgt).

BIC Assignment Roster

View and Ed mambers’ BIC, and Bifiet Description.

View Ragorts

View Personal Inf Reports on bars of your orjanization. These reports inchuda Awands, Avtation Infy BIR, BTR, Chronological Record, RED, ROS, PSHC, and Operational Quitursl Information Repart.
WARD

View, Edt, and Approve Good Condurt and Selected Marine Corps Reserve medals for your organization.

Family Care Man (FCP)
View, Ratum, Comment, anelfor Validats members’ Family Care Plans within yowr organization,




UPDATING A MARINE’S EMERGENCY
INFORMATION

UMSR

Select Profle

You hava mare than one type of permission for UMSR, please select one to continua,

SGT CARROLL, JARON I
O DUTE Work Section £2031-A-IPAC-OUTB

Select ‘MCAS BEAUFORT’ profile




MCAS BEAUFORT hauawt

Mine For Action
There are anmently no tasks assigned to you.

Permissions may vary but make sure to
select ‘Personnel Accountability’
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Select respective member




UPDATING A MARINE’S EMERGENC < M
INFORMATION

R e kst il gt e et i o . 4 e i o ] 1 [ Ve

Updata Manned Locadien Contact Infermation
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Ensure that the member’s
information is up to date
and the member is
accounted for. Make sure
to save changes.




