There are three approaches to updating the Computer Classification Categories within MARS.

1) Updating by the Current Organization

2) Updating by Functional Area 

3) Updating by Category

Part I addresses how to update Computer Categories by Current Organization

Part II addresses how to update Computer Categories by Function an by Category

Part I
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Welcome to MARS

Update: Click hese to read the instructions for updating Computer Category Codes.

COMMANDERS ARE REQUESTED TO ANSWER TWO BASIC QUESTIONS

1) WHICH T/0 BILLET LINE NUVBERS NEED AN NHCI SEAT AND ASSOCIATED CLINS AND
2) WHICH OF THOSE NMC CLINS ARE MISSION CRITICAL, MISSION ESSENTIAL AND MISSION SUPPORT,

THIS TOOL WILL ALLOW THE FIELD LINITS TO IDENTIFY NMCI SEAT AND SERVICE REQUIREMENTS AND THEIR ASSOCIATED PRICRITY

. MISSION-CRITICAL INFORMATION SYSTEM OR SERVICE: A SYSTEM OR SERVICE, THE LOSS OF WHICH WOLLD CAUSE THE STOPPAGE OF
\ARFIGHTER OPERATIONS OR DIRECT MISSION SUPPORT OF WARFIGHTER OPERATIONS. (NOTE: COMMANDERS OR THEIR PRINCIPAL DESIGNEES
SHALL MAKE THE DETERMIRIATION OF MISSION CRITICAL).

B. MISSION-ESSENTIAL INFORMATION SYSTEM OR SERVICE: A SYSTEM O SERVICE THAT THE ACQUIRING COMMANDER OR DESIGNEE DETERMINES 15
BASIC AND NECESSARY FOR THE ACCOMPLISHIENT OF THE ORGANIZATIONAL MISSION. (NOTE: COMMANDERS OR. THEIR DESIGNEES SHALL MAKE
THE DETERMINATION OF MISSION ESSENTIAL).

C. MISSION SUPPORT INFORMATION SYSTEM OR SERVICE: A SYSTEM OR SERVICE THAT 15 IMPORTANT TO THE SUPPORT OF OPERATIONAL FORCES,
HOWEVER, THE LOSS OF THE SYSTEM OR SERVICE WILL NOT CAUSE THE STOPPAGE OF WARFIGHTER OPERATIONS OR DIRECT MISSION SUPPORT OF
\WARFIGHTER OPERATIONS AND I5 NOT BASIC AND NECESSARY FOR THE ACCOMPLISHMENT OF THE ORGANIZATIONAL MISSION. IMPORT OF DATA
FROM THE KMCI ENTREPRISE TOOL (NET) SHOULD BE COORDINATED THROUGH PH-HICI. COMMANDERS ARE STRONGLY ENCOURAGED TO REVIEW
THEIR CURRENT DATA PRIOR TO REQUESTING IMPORTS.

(ON LINE SUPPORT
AT NMCT INFO WEBSITE OR THROUGH THE NMCI REQUIREMENTS VALIDATION HELP DESK AT 703-432-0783 OR AT MARS@HCSC.USMC.MIL.
C4 POC LTCOL HANK COSTA COSTAHIGHQMC. USMC.MIL DS 223-3490 703-693-3430

855 POC MRS, MARY JACKSON JACKSONMA@MCSC. LIS MIL COMM 703-432-078%
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1. Open up the MARS website
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& new capability has been added to the NARS export/import functionality that allows users to
review/update the Computer Classification Category that was assigned to each billet. The update
process will be accomplished through & new export/import process described below. The
functionality can be accessed through a new NARS link option, Category Report, which is found on
the left-hand navigation bar.

1. By selecting Category Report, the user will first receive a report that provides a count of
the billets associated with each currently assigned Computer Classification Category within the
selected organization. NOTE: The count will include the billets for the current organization as
well as all of its subordinate organizations.

To obtain a list of all of the possible Computer Classification Categories, broken down into
their functional areas, select the Category Report option from left-hand navigation bar and then
click the "View Categories” button at the top of the page. HNote: You will need to have this
report availsble vhen updating the Computer Classification Category via an exported spreadsheet.

The Computer Classification Category assigned to each billet can be reviev and/or updated through
use of the export and import functions.

The “Export to Excel” function has been expanded to six different options:

© T0 Billet option: This is the original export used to update CLIN allocations by Billet. =

[@ipore [ 18 [ et 2





2. Click the link for the Instructions for Computer Category Codes and the above Document will be launched
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3. Navigate to the organization for which you wish to update by clicking the link: “Click here to navigate Organizational Structure”
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4. You can view all the existing Categories by selecting the “Category Report” link.
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5. To Update the Computer Classification Codes, Click the “Export to Excel” button
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6. Select “Computer Categories by Unit” as the export type, then select ‘Submit”.  This option will NOT include subordinate commands
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7. Select “Save” 
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8. Save as file type .xls to a local directory on your computer.  
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9. Then select “Open” when the download is complete.
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10.  To change the Computer Classification Category for a billet, enter the new category in the Suggested Category column.  Do NOT change any other columns or the data will not import correctly.  When all entries are updated, save the spreadsheet.
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11. Open up MARS and navigate to the TO Billet List page
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12. Select Import Excel Spreadsheet
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13. Select “Browse”, Select your file, and Select “Open”
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14. Select “Upload”.  The file will be scanned for format errors.  
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15. If an error occurs, the following error message will be displayed.
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16. If no format errors were detected the following screen will be displayed.
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11 |E5/SGT. CAREER PLANNER Rectruiter/Career Planner |CAREER PLANNER CAREER PLANNER
12 04/MAJ S-3 OFFICER. |Aviation PILOT PILOT
13 |03/CAPT |ASST 8-3 OFFICER Operations OPS OFF OPS OFF
14 EB/MSGT (OPERATIONS CHIEF |Aviation |A/F OPS CHIEF |A/F OPS CHIEF
15 |E4/CPL (OPERATIONS CLERK |Pviation |A/F OPS CLERK |A/F OPS CLERK
16 |E3/LCPL OPS CLERK [Aviation [A/F OPS CLERK |A/F OPS CLERK

17 [E/LCPL__|OPS CLERK
18 [E9/MGYSGT [NAESU SNCOIC

19| 03/CAPT [TRAINING/NEC OFFICER |Aviation PILOT PILOT
20 |E5/SGT [TRAINING CHIEF |Aviation |A/F OPS CLERK |A/F OPS CLERK
21 |[E4/CPL NEC SPEC Operations NEC SPEC NEC SPEC
22 E3/LCPL INFANTRY WEAPONS REPAIRMA [Maintenance SMALL ARMS REPAIRER |SMALL ARMS REPAIRER
23 E7/GYSGT _|AIRFIELD OPS CHIEF |Aviation |A/F OPS CHIEF |A/F OPS CHIEF
24 E3/LCPL |AIRFIELD OPS CLERK |Aviation |A/F OPS CLERK |A/F OPS CLERK
25 E5/SGT FLIGHT CLEARANCE CHIEF |Aviation |A/F OPS CLERK |A/F OPS CLERK
26 |E4/CPL FLIGHT CLEARANCE |Aviation |A/F OPS CLERK |A/F OPS CLERK
27 E3/LCPL FLIGHT CLEARANCE |Aviation |A/F OPS CLERK |A/F OPS CLERK
28 E3/LCPL FLIGHT CLEARANCE |Aviation |A/F OPS CLERK |A/F OPS CLERK
29 |W2/CW02 |METOC SVC OFF Science METEOROLOGY OFF METEOROLOGY OFF
30 EBMSGT _ |METOC SERVICES CHIEF Science METEOROLOGIST METEOROLOGIST
31 |EB/SSGT METOC FORECASTER Science METEOROLOGIST METEOROLOGIST
32 |E4/CPL MET EQUIP TECH |Aviation |A/C SYS TECH |A/C SYS TECH
33 |E4/CPL MET EQUIP TECH |Aviation |A/C SYS TECH |A/C SYS TECH
w Fy T FOUR TR = e T &
25T Computer s PR YRS -
[oens s & | moshes- N\ N\OOE 4 E[&-L-A-==S0a.

Ready IT I == | ==F




17. To review the spreadsheet, click “View”
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18. To delete the spreadsheet, in the event that you uploaded the incorrect file, Select “Delete” and a confirmation message will appear asking if you desire to delete the file.

19. To save your categories into the MARS database, Select “Update”

Part II

To Update Information for the current organization AND all of its subordinate organizations:
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1.  To Update the Computer Classification Codes, Click the “Export to Excel” button
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2. Select “Computer Categories by Category” or Computer Categories by Functional Area”
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3. Selecting by Category will provide a drop down list of Categories
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4. Selecting by Functional Area will provide a drop down list of Functional Areas.  In either case, the user can select for “this unit” or for “this unit and all reporting units”

5. Then following the instructions listed in Step #6 from Part I above.

