
The PDSM Program Office established this Air Force TO Managers’ Email Group to efficiently share important information with Air Force TO Managers. In this email message, we will describe TO Manager indexing responsibilities and problems with TO index data.


With the G022 legacy system, TO index data was derived from the title page of a distributed TO and OC-ALC/TILUB was responsible for accuracy of TO index data (i.e., from title page of distributed TOs).  Now TO index data is extracted from JCALS using data entered by TO Managers.  In JCALS, TO Managers are now more than ever responsible for the quality and completeness of index data presented to users.  
The TO Catalog (https://toindex-s.robins.af.mil/toindex/) provides information on all TOs that are flagged as “Active” and “Available for Published Index”.  It also provides TO index information on new, rescinded, and updated TOs “initially distributed” for the previous month; active and rescinded Time Compliance TOs (TCTO) by TCTO Series Header; and a TO and equipment cross reference function.  The TO Catalog is updated monthly by extracting TO data from JCALS on the first of each month.  

In JCALS, TO index data for new TO updates may be included in the TO Catalog before a TO or TO Update has been Initially Distributed (ID).  This creates confusion for the TODO because they expect that a TO or TO update has made ID if it is listed in the TO Catalog.  To prevent confusion, the Estimated Distribution Date (EDD) for the TO or TO Update is included in the TO Catalog.  To support this process, the TO Manager must enter an EDD into JCALS when the TO update will be initially distributed.  

This EDD must be entered before generating ID labels.  JCALS Desktop Instructions (DI) (http://www.pdsm.wpafb.af.mil/toprac/JCALS_DI.htm) Section 13.2 describes how to enter an EDD into JCALS when the “Available for Published Index” flag is set to “Yes” in preparation for printing ID labels.  A JCALS Change Request (CR) has been submitted to automatically include Initial Distribution (ID) date for all TO increments.  Until this CR is executed, TO Managers must enter and update the EDD when generating ID labels.

The PDSM Program Office has become aware of problems with quality of TO index data through interaction with TO Managers and TO Distribution Offices (TODOs).  Since TODO and TODA functions rely on accurate TO index data to ensure current TOs are being used, we are establishing a process to track and investigate JCALS TO index data problems.  

A web-based TO Catalog Problem Report form, located on the PDSM Program Office web site (http://pdsm.wpafb.af.mil/toprac/catalog.htm) has been created to document TO index data problems.  Users should access and complete this web-based form when inaccurate data is discovered in the TO Catalog. 

The PDSM Program Office will investigate TO Index problems reported to determine if the data is correct in JCALS and if it was accurately extracted from JCALS into the TO Catalog.  If the TO data is correct in JCALS, but incomplete or inaccurate in the TO Catalog, the PDSM Program Office will revise the extraction process to ensure data is presented accurately in the TO Catalog.  If the data in JCALS is incomplete or incorrect, the PDSM Program Office will notify the TO Manager of the problem (and if possible, the cause of the problem).  We will request that the TO Manager correct the data in JCALS or if unable to correct the data, submit a JCALS Incident Report.  All reported TO index data problems will be tracked and reported to the Air Force TO Program Manager (AFMC/EN).  This process with be available in Oct 00.
The TO Manager Indexing Responsibilities have Changed











Process Established to Identify & Fix TO Index Data Problems Indexing Responsibilities have Changed
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