JS/CC File Plan

This application is in MS Access 

To open JSFilePlanV2, double click the JSFilePlanV2 icon.

Next >

Click on Tables,

Next >

Double click on MARKSV1SAO

To use this application, simply check the block in the “Select” field.

In the “Description” field, you can rename the file to the exact contents of the folder.

In the “COFF”, “DEST” and “YEAR” fields, enter the proper disposition in accordance with the information in the “DISPOSITION” field.

To add a new item, go to the bottom of the document at “0” in the “JS/CC” field.  Start typing at the “0”, it will automatically create a new line.  Ensure that the “TTLE” field is consistent with the information already listed for that series.  The description field can be named as desired.  If the field you would like to use already exists, simple rename the “DESCRIPTION” field and check the “SELECT” field.

JS/CC#


TITLE/SUB-TITLE

DESCRIPTION

0105

UNIT MANNING DOCUMENTS (UMD)



0105-01
Unit Manning Documents (UMD)

Reference Mat

0105-02
Unit Manning Documents (UMD)

Microfilm Cys

0200

PERSONNEL / PAYROLL

0201

GEN PERSONNEL CORR

0201-01
Gen Person Corresp



Civ/mil pers funct

0201-03
Gen Person Corresp



Pers Policy/Preced

To print the File Plan, go back to the Main Screen and click on click on “Reports”.  Your file plan is now created.  Click Print.  To change the heading on your file plan, click on “Design View” and edit the heading.  Attach the JSCC Form 31 as your coversheet and you are set.

Ensure that you create a back-up copy of the “JSFilePlanV2” before you proceed.  This will ensure that you have the database in case the working Db is damaged or lost.

When printing labels, you should use the Avery Address Labels #5161, two columns.  If you do not use this paper, you will have to go into the Page Setup in the File Menu and change the columns as needed.

