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DOCUMENT HI STORY LOG

St at us
(Basel i ne/
Revi si on/
Cancel ed)

Docunent
Revi si on

Ef fecti ve
Dat e

Description

Basel i ne

5/ 14/ 99

Docunent converted from MSFC-P0O5.1-C05 to a
Directive. Previous history retained in system
as part of cancel ed or superseded | SO Docunent
files. Docunment revised to incorporate the
nergi ng of the Quality Managenent System
docunments into the Marshall Managenent
Directives System

Revi si on

8/ 16/ 99

Changes nade to reflect new MSFC reorgani zati on

Revi si on

4/ 24/ 00

Paragraph 6.4.1: added “e — Last Nane”;
paragraph 6.4.1, section |: deleted O bullet
del eted “Approving Authority — Departnent”
bul I et; updated Adninistrative bullet to read
“..Admi n/ Curator and DCB Secretariat/DM.Manager
or the System Adninistrator”; paragraph 6.6.1
changed to read “Directives Tenpl ates”; added
section 6.6.2 — Oher Tenpl ates; changed
Paragraph 6.7.1 to read “Master List Custodian
Report” and bullet to read “Mster List
Custodi an Report:” deleted sections 6.8.1

t hrough 6. 8.4.4; changed paragraph 6.9 to “Fina
Approval Cycle”; updated docunment approva
information in paragraph 6.9.1; changed 6.10.1
to read “This screen is used by the System

Admi ni strator/Curator and DCB Secretariat/DMto
perform adm ni strative functions, and del et ed
the bullet and following information; deleted
par agraphs 6.10.1 through 6.10.3; changed
paragraph 6.11.1 to “XX01 DCB Disposition (‘XX
will be replaced by the appropriate

organi zati onal synbol for that
menber/alternate)”; added DCB Di sposition
Status” as paragraph 6.12; deleted “Approving
Authority” and “File Name O her” under paragraph
6.13.2.1.a.; added “Title” to Authority Docunent
in paragraph 6.13.2.1.b.; updated paragraph
6.13.2.4.c. to incorporate the use of the track
changes tool and the yellow highlight tool; and
del et ed paragraph 6. 14.

Revi si on

4/ 25/ 01

Added 3.2 to section 3; section 6.4.1.a:
changed “DDS” to I DS"; added section 6.3.3
changed 6.6.2 to read “.source for other current
tenpl ates..”; added “or not applicable” to
section 6.11.1; changed 6.13 to read “.If the
need for a directive is authorized.”; Added
“Docunent Location” to section 6.13.2.1.a
reference in 6.13.3 was changed to 6.13. 2. 4;
section 11 changed to read “The followi ng flow
di agrans represent the activities outlined in
the instructions for the MVDS'; page 14: box
6.12 changed to 6.13; box 6.12.2 changed to
6.6.1.2; box 6.12.2 changed to 6.13.2; deleted
6. 10. 3; changed di anond-shaped box to rectangle
and changed box 6.12.3.2 to 6.13.2.4; page 15
box 6.12 changed to 6.13; box 6.12.3.1 changed
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to 6.13.3.1, box 6.12.3 changed to 6.13.3.3; box
6.12.2 changed to 6.13.2; deleted 6.10.3

changed di anond- shaped box to rectangle; and
changed 6.12.3.2 to 6.13.2.4.
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1. PURPGSE

This Marshall Work Instruction (MN) establishes the nethod of
control for the electronic docunentation system including the
Master List for Marshall Managenent Directives. This MA

provi des instructions for the requirenments provided in MPG
1410.2. This MAN provides information for accessing the Marshal
Space Flight Center (MSFC) Directives Control Process and Master
List for the Marshall Managenment Directives System ( MVDS) :
Marshall Policy Directives (MPDs), Marshall Procedures and

GQui delines (MPGs), and Marshall Work Instructions (MAs), and it
establishes a consistent nethod for processing these docunents
(for both draft and approved status docunents).

2. APPLI CABI LI TY

This MN applies to all directives and their applicable docunents
at MSFC.

3. APPLI CABLE DOCUNMENTS
3.1 MPG 1410. 2, “Marshall Managenent Directives Systeni (MVDS)

3.2 MPG 1410.1, “Docunent and Data Control for Organizational
| ssuances”

4. REFERENCES

None

5. DEFI NI TIONS

The definitions in MPG 1410.2 apply.

6. | NSTRUCTI ONS

6.1 Accessing the Marshall Directives Control Process. btain

access to the Marshall Drectives Control Process hone page for
the MMDS via the World Wde Wb at the foll owi ng web address:

http://starbase. nsfc. nasa. gov: 8000/ di recti ves/

6.2 NMSFC Managenent Directives System (MVDS) Master Lists.

6.2.1 MSFC Managenent Directives Master List. To view the
controlled Directives Master List of directives, click on:
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e« Directives Master List

Users will check the Master List prior to using a directive, or
its applicable docunents, to ensure current or correct version of
t he docunent is used in the work being perforned.

6.3 Directives Control Board (DCB)

6.3.1 Directives Control Board Charter. To view the Charter for
the Directives Control Board click on:

e Charter

6.3.2 Directives Control Board Menbership. To view the
menbership listing for the Directives Control Board click on:

* Menber shi p

6.3.3 Directives Control Board Mnutes. To view the m nutes of
t he previous DCB neetings click on:

* M nut es

6.4 Subm ssion, Review, and Approval. Systemregistration is
required before the user can log into the protected files in the
mai n nmenu. Registration approval by the Directives Manager (DM
IS required.

6.4.1 System Registration. To register for access to the Main
Menu functions, click on:

e System Regi stration

To conplete the registration process, provide the information
required on the screen for the follow ng itens:

a. |IDS Userid

b. Password

c. Confirm Password
d. First Name

e. Last Nane
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f. User’s Organi zation

g. Parent Organization

h. Phone Nunber

i. Building Nunber

j . Room Number

k. E-mail address

| . Request System User Access. Request System User AcceSS\MII

be conpleted for only those areas applicable to the user’s need
and/ or authority.

 Docunent Approval Notification — System Access 7. This wll
be conpleted if the user desires to be notified each tinme a
directive is approved.

* OPR (Docunent Subm ssion) — System Access 8. This will be
conpleted if the user is a directive OPR Designee.

 DCB (Directives Control Board) — System Access 9. This wl
be conpleted if the user is a primary or alternate nenber of
the DCB. Wen the DCB nmenber is no |longer serving in this
capacity, the DCB nenber will request renoval or the
appropriate systementry | evel.

* Approving Authority — Directorate — System Access 13. This
will be used if a Directorate Head will be concurring in
di rectives.

e Approving Authority — Associate Director — System Access 15.
This is to be conpleted by the Associate Director.

e Adm nistrative (For System Adm n/ Curator and DCB
Secretariat/DM. This is to be conpleted by the DCB
Secretariat/Directives Manager or the System Adm ni strator.

m DCB Primary/Alternate: Required for DCB nenber. Cdick on
Primary or Alternate, as appropriate.

6.4.2 SystemlLogin. For access to protected files in the Main
Menu, user nust log into the system To log in, click on:

* System Login

Enter User Nane and Password per instruction on screen. This
will provide access to the user’s authorized functions of the

CHECK THE MASTER LI ST at https://repository. nsfc. nasa. gov/directives/directives. htm
VERI FY THAT THI S | S THE CORRECT VERSI ON BEFORE USE




Marshal |l Work I nstruction
ADO1

Processi ng Marshal | M  1410.1 Revision: C
Management Directives

Date: April 25, 2001 Page 7 of 16

data base. User access is controlled by the conditions approved
during systemregistration.

6.4.3 DCB Disposition Status. To view the status of any
directive in the DCB review process, click on:

« DCB Disposition Status

Click on the Docunent Nunmber to view the directive s disposition
status. The information will be renoved when the docunent is
mar ked ready for approval by the secretariat or renoved fromthe
revi ew process.

6.4.4 List of OPR Designees by Docunent. To view a listing of
the Directives OPR Designees, click on:

* List of OPR Designees by Docunent

6.4.5 DCB Menbers Master List. To viewof listing of the DCB
primary/alternate nenbers, click on:

« DCB Menbers Master List

6.5 Drafts for DCB Revi ew.

6.5.1 Drafts for Review To view the controlled source of draft
directives, click on:

e Drafts for Review

A listing of information for each controlled draft wll be
avai | abl e for view ng.

6.5.1.1 To View a Draft Directive Listed on the Draft Directive
Master List. dick on the docunent title fromthe |list of draft
docunents.

6.5.1.2 To View Draft Directive Information. dick on the
docunent nunber field to view draft directive details. Scroll
down the page to view applicabl e docunent information.

6.6 Tenpl at es.

6.6.1 Directives Tenplates. To view the source for the current
tenpl ates, click on:
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* Directives Tenpl ates

6.6.1.1 To access a tenplate, click on the appropriate tenplate
title:

* MPD Tenpl ate
* MPG Tenpl ate
 MAN Tenplate

6.6.1.2 To prepare for use, “save as” to your hard drive.
Prepare in accordance with MPG 1410. 2.

6.6.2 Oher Tenplates. To view the source for other current
tenpl ates, click on:

. O her Tenplates (A, etc.)

6.6.2.1 To access a tenplate, click on the appropriate tenplate
title :

. O Tenplate (Electronic) for Os approved and nai ntai ned
el ectronically

. O Tenplate (Nonelectronic) for Os not approved
el ectronically

6.6.2.2 To prepare for use, “save as” to your hard drive.
Prepare in accordance with MPG 1410.1

6.7 Oganizational Mster List Custodians.

6.7.1 Master List Custodian Report. To view the current |ist of
O Master List Custodians, click on:

. Mast er List Custodi an Report

6.7.2 Update O Master List Custodian Report Information. To
change the custodi an status, whether a docunent is avail able
el ectronically, and/or the URL address, click on:

. Updat e Master Custodi an Record

6.8 Main Menu (follow ng | ogin).

6.9 Final Approval Cycle.
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6.9.1 Docunent Approval. To view the controlled source for

docunent approval for directives, click on:

» Docunent Approval

Click on "Docunent Nunber” to view all coments and their

di sposition. Cick on "Disposition Pending for” to view the

Fi nal Concurrence/ Comrents screen. dick on “Docunent Nunber” to
obtain a word version of the docunent; click on “Draft Nunber” to
obtain a word version of the docunent with changes highlighted.
Directorate/ O fice Heads, Chief Counsel, and Associate D rector
will click on “Concurrence,” “Concurrence (Wth comments),” or
“Nonconcurrence;” enter comments (if any), and select “Submt.”

6.10 DCB Secretari at.

6.10.1 DCB Secretariat D sposition. This screen is used by the
System Adm ni strator/ Curator and DCB Secretariat/DM for
adm ni strative functions.

6.11 DCB Revi ew and Di sposition.

6.11.1 DCB Disposition. To view the status of draft docunents
under review by organization, click on:

e “XX01” DCB Disposition (“XX01" will be replaced with the
appropriate organi zational synbol for that nenber/alternate.)

The DCB review and disposition will be in accordance with MPG
1410.2. Information listing the docunents in process by the
organi zation and the status and coments related to each are
provided in this section. DCB nmenbership will indicate
“concurrence,” “concurrence with comrents,” “nonconcurrence,” or
“not applicable” electronically by clicking on the docunent
nunber. Menbers who concur with comments or nonconcur will also
furni sh comments and recommended solutions. Failure to respond
by the designated due date constitutes concurrence.

6.12 DCB Disposition Status. To view the status of any
directive in the DCB review process, click on:

« DCB Disposition Status

Click on the Docunment Number to view the directive s disposition
status. The information will be renoved when the docunent is
mar ked ready for approval by the secretariat or renoved fromthe
revi ew process.
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6. 13 OPR Designee Functions. Request for a new directive w |
be presented to the applicabl e nmanagenent authority. |If the need
for a new directive is authorized, managenent will assign an OPR
Desi gnee and provi de appropriate directions.

Request for revisions to baselined directives wll be submtted
to the OPR  The request will define the suggested change and
provide justification (reference MPG 1410. 2).

6.13.1 OPR Designee Resol uti on/ Comments. The OPR Desi gnee
enters resolution/comments related to his/her docunent by
clicking on:

* OPR Desi gnee Resol ution/ Comment s

Click on the docunent for which comrents will be entered. The
OPR wi Il address the resolution of every comrent submtted by
provi di ng the organi zati onal code/ DCB nenber’s name who submtted
comments, followed by explanation of how the conment was

resol ved

6.13.2 Submt Directive for Review To submt a new directive
for review, click on

e Submt Directive for Revi ew

6.13.2.1 MSFC Directive Review Submt Screen. The OPR Designee
will conplete the directive input screen.

a. Conplete the following fields of information:

Docunent Type: Cick on WPD, MPG, or MAN.

Docunent Numnber: Ent er uni que docunment nunber sel ected by
t he OPR Designee or approved by the DM

Revi si ons: Enter the revision letter or the word
“Basel ine.”

Draft Nunber: Enter the draft nunber fromthe
docunent .

Docunent Titl e: Enter the docunent title exactly from

t he docunent.
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Document Locati on:

Not e:

Draft Start Date:
Draft End Dat e:

Click on “Submt”

b. Authority Docunents.

Use the browse button to |locate the file
to upl oad.

Enter any notes applicable to the
docunent .

Systemw || automatically enter date.

Systemw || automatically enter date.

once all informati on has been entered.

Pick all authority docunents by

clicking in the appropriate block(s). Select “Enter Authority
Docunent s” and answer question: “Do you have new authority

docunents to add?”
i nformati on:

Aut hority Docunent
Nunber

Aut hority Docunent
Title

Poi nt of Cont act

Locat i on/ URL

Ent ered By

Dat e Entered

|f yes, conplete the followi ng fields of

Enter the authority docunent nunber
exactly as it appears on the docunent.

Enter the authority docunent title
exactly as it appears on the docunent.

Enter name of person who is responsible
for retrieving the docunent at the
| ocation entered.

Enter the docunent URL if electronically
accessible on a web site or the building
and room nunber where docunent is

| ocat ed.

Enter the nanme of the person who input
the authority docunent information.

Enter the date the authority docunent
was ent er ed.

Click on “Submt” to input the authority docunent.

c. Applicable Docunents. Pick all applicable docunents by
clicking in the appropriate block(s). Select “Enter Applicable
Docunents” and answer question: “Do you have new applicable
docunents to add?” |If yes, conplete the follow ng fields of

i nformation:
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Appl i cabl e Docunent
Nurber

Appl i cabl e Docunent
Title

Poi nt of Cont act

Locati on/ URL

Ent ered By

Dat e Entered

Enter the applicable docunent nunber
exactly as it appears on the docunent.

Enter the applicable docunent title
exactly as it appears on the docunent.

Enter name of person who is responsible
for retrieving the docunent at the
| ocation entered.

Enter the docunent URL if electronically
accessible on a web site or the building
and room nunber where docunent is

| ocat ed.

Enter the nane of the person who input
t he applicabl e docunent information.

Enter the date the applicable docunent
was ent er ed.

Click on “Submt” to input the applicable docunent.

d. The draft directive will automatically be mailed to the DM
once all information has been entered into the system

6.13.2.2 DCB Review

The DCB will review the docunment in

accordance wth MPG 1410.2 and provi de concurrence/ comments to

t he OPR

6.13.2.3 OPR Resol ution.

Based on DCB actions, the OPR Designee

will take actions in accordance with MPG 1410.2 to prepare for

final approval.

6.13.2.4 Preparation of Directive for Approval. Follow ng DCB

di sposition in accordance wth MPG 1410.2 and prior to submtting
a final docunent for approval, the OPR Designee wll:

a. Verify that the docunent is grammatically sound and that the
format requirenments are nmet in accordance with MPG 1410. 2,

appl i cabl e Marshal

b. Verify that al

wor k instructions, and current tenpl ates.

appl i cabl e docunents are valid docunents.

c. Ensure the revision marks (entered for the draft review) are
shown using the “Track Changes” tool, and the additions (due to
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revi ewer coments) are highlighted using the yellow highlight
t ool .

d. Renove the draft nunber fromthe cover page and in the header
of the docunent.

e. Submt final version with reconmendation for approval to the
DM

6.13.3 Preparation of Revised Directive for Approval.
Preparation of a revised directive will follow the sanme process
as defined in paragraph 6.13.2.4 for a new directive.

6.13.3.1 Revise Baselined Directive. Upon receipt of request
for revision of a baselined directive, the OPR Designee w |
request a WORD version of the directive currently on the Master
List fromthe DM

6.13.3.2 The OPR Designee will resolve all coments received
requesting a revision to a directive, where possible.

6.13.3.3 The OPR Designee will prepare the revised directive
and, when possible, identify the nature of the revisions in the
directive (for exanple, use the WORD revision tool, Docunent

Hi story Log, and/or note section).

6.14 Login Update

6.14.1 Update Login/ Account Information. To change password or
other login information, click on:

* Update Login/Account Information

Fol l ow i nstructions contained on the screen.
7. NOTES

None

8. SAFETY PRECAUTI ONS AND WARNI NG NOTES
None

9. RECORDS

None
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10. PERSONNEL TRAI NI NG AND CERTI FI CATI ON
None
11. FLOW DI AGRAM

The follow ng flow di agrans represent the activities outlined in
the instructions for the MVDS.

12. CANCELLATI ON

MA 1410. 1B dated April 24, 2000

Oiginal Signed by
Si dney P. Saucier for

A. G Stephenson
Director
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PROCESS FLOW FOR A NEW DI RECTI VE

( START )

6.13
OPR desi gnee
receives
requi renent
for a new
directive

)
6.4.2
OPR desi gnee
logs into the
system

[ ]

6.6
OPR desi gnee
sel ects
tenpl ate

v

6.6.1.2
OPR desi gnee
prepares new
directive

(]

6.13.2
OPR desi gnee enters
docunent information
into system and

—»

6.11
DCB nenbers eval uate
directive and
provi de concurrence
or comments with
recommended sol ution

OPR desi gnee:
(a) Prepares a new
docunent; (b)
resol ves comments;
(c) calls for DCB
meeti ng

v

provi des el ectronic
ver si on
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PROCESS FLOW FOR REVI SI NG A BASELI NED DI RECTI VE

START

6.13

OPR desi gnee
receives request
for revision of

directive
6.11
v DCB nenbers eval uate
6.4.2 —p> directive and provide
OPR desi gnee concurrence or
logs into the coments with
system recomrended sol ution
! :
6.13.3.1
OPR desi gnee requests OPR desi gnee:

(a) Prepares a new

word version of
di ti ¢ DM docunent; (b) resolves
Irective from DM coments; (c) calls

provi des word version for DCB neeting
to OPR

v
6.13.3.3 6.13.2. 4
OPR desi gnee
prepares the
revi sed docurnent
‘ MPG 1410. 2

Process in
accordance with

6.13.2
OPR desi gnee enters
docunent infornmation
into system and
provi des el ectronic
ver si on

END
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