How To Use ODSE To Provide A Unit Roster

 For A Call Center Event
1.  IAW the MARADMIN your Unit’s G1 or S1 should provide you with a Unit Roster.  If they cannot provide you with a roster and you have access to the ODSE software, follow the directions below to obtain the needed roster.

2.  Go to the MISSA web site www.missa.manpower.usmc.mil (May need to cut and  paste into the address line on your browser.)

3.  On the opening page of the MISSA/MISSO web site you should see an article titled with POST DEPLOYMENT HEALTH REASSESMENT SURVEY UPDATE.  If you cannot see this article scroll down to the end of the page until you see this article.  If this article is not on the opening page, click on the words ALL PREVIOUS ARTICLES and it now should be visible.  Click on the title PDHRA IMR FOR RESERVE UNITS under the posted article.

4.  A download box will appear on your screen.  Click on the SAVE button and tell your computer where to save the file (for example, C drive, desktop, other shared drive).
5.  Once the file is downloaded to your computer you must unzip the file to use it.  Once the file is unzipped, double click on the file name and the ODSE software will start.

6.  The ODSE logon screen will appear.  Enter your user name and password.  Click Enter.  
7.  The ODSE PROMPT screen will open.  Input your RUC into the second box from the top, then click OK

8.  The software will commence and in a few minutes a report will be displayed on your screen.

9.  Click on the File menu, select SAVE AS.
10.  Select Save as Excel (.xls) with format.

11.  Sort the spreadsheet in ascending order by the following columns:



A.  Current Unit



B.  90 Day PDHRA due

12.  Copy and paste from this spreadsheet into the EVENT REQUEST FORM.

13.  Return the EVENT REQUEST form to LHI.

14.  Save this spreadsheet since you can use it with the NEHC Tool to see which people in your unit have completed the DD-2900 process.

