
Add Request

 An add request is used to add documents to your OMPF.

 Any request submitted by a Marine on their own record comes directly to 
MMPB-22 for approval. It does not stop at your Unit/IPAC/RPAC/I&I/District/etc.

 If you are on an upcoming HQMC Selection board, O-RMA will automatically tag 
the batch with the board information and move it to the top to be worked first.

 All routine requests are completed by MMPB-22 within 5-10 business days.



Click on “OMPF”



Click on “My OMPF”



Click on “OMPF Update Requests” tab



Click on the Doc Type drop down



Find and select the document type you are adding. 
There is a complete document list published on the 
MMPB-22 webpage.



Click on “+ Choose” and find the PDF 
you want to add.

You should see the Doc Type you 
selected here.



You should see the PDF you selected here.



Add the effective date. This is normally the 
when the training was completed or 
effective date on an award. 



Click “Create”



The batch will be created. It is still in 
your “Drafts” folder and not submitted.

This will  initially say “Processing.” You need 
to refresh until is changes to “Ready for 
Index”

Once the batch is Ready for Index, click on 
the blue Batch ID number.



Now review all the document properties and make sure all the 
information is correct. You can make any changes here. All 
documents are filed based on the Doc Type. If the Doc Type is 
correct, it will go to the correct folder in the OMF. There is no way 
to manually select a folder/Sub Folder. 

If you have multiple pages in this batch, you must click “Save & 
Continue” on each page.

Once you have verified everything is correct on each page in the 
batch, click “Submit”



Click “Yes”
This will submit the batch directly to MMPB-22 for processing. 



To view the status, click the “History” tab.

The batch is no longer in your Drafts folder.



Your newest batches will be on the last page. 
You can view the status here. 



Contact Information

 For record update submissions, or general OMPF questions, contact:
• SMB_MANPOWER_MMRP-20@USMC.MIL

 For O-RMA system issues, or access related requests, contact:
• SMB_MMRP-HELP_DESK@USMC.MIL
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