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13 March 2024

Inactive Duty for Training (IDT) Drills

This guide provides the procedures for scheduling, completing, changing,
canceling, and deleting individual and batched IDT Drills for Reserve members
in Direct Access (DA).

e CG Self Service for Command (CGSSCMD) user role
o CG Reserve Manager functional role to view/enter/edit/approve IDT drills

a) Reserve Duty Status and Participation Manual, COMDTINST M1001.2
b) Coast Guard Pay Manual, COMDTINST M7220.29 (series)

c) Special Duty Pay (SDP), COMDTINST 1430.1Q

d) Performance, Training and Education Manual, COMDTINST M1500.10C
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Overview, Continued

Action = Who
Can Initiate the
Action

Known Issue
for P&A /
Supervisor

Known Issue
SDP/AP

Scheduling
Requirement

Scheduled = Member and/or Command User (P&A)/Supervisor
Authorized = P&A/Supervisor (“Approved?” column checked)
Completed = P&A/Supervisor

Unexcused = P&A/Supervisor

Cancelled = P&A/Supervisor

Approved = SPO

Denied = SPO

There is a known issue for when a P&A/Supervisor holds BOTH the status of a
Reservist and CG Civilian employee. DA does not allow them to set drills to a
Complete status correctly. The Command should appoint another supervisor with
the correct DA roles to complete this process OR all of the pertinent drill
information must be sent to the SPO via email for marking the drills Complete
and then processing pay.

For IDT drills, DO NOT enter SDP/AP via the payroll requests action request:
but instead, the appropriate selection for SDP/AP must be made when scheduling
the IDT drill itself.

e Each year, CG-R determines the timeframe for when drills can/cannot be
entered in DA. For each Fiscal Year (FY), all drills must be entered by the
member (not the P&A/Supervisor) using the Self Service Inactive Duty for
Training (IDT) user guide prior to July 1%,

e The system will not allow drills to be entered between July 1% and September
30" without a waiver. See the 3PM, Chap. 10.B.14 for information on waivers.

e CG-R recommends that all drills for pay during this period be kept in a
pending status (not approved by the P&A/Supervisor) until confirmed the
member will drill on said date (see Note below). This allows rescheduling
during that period without submitting a waiver up until that date.

e The member must NOT withdraw the original IDT drill request and/or the
P&A/Supervisor must NOT delete/cancel the IDT drill request.

e If a change to any drill(s) within this period is required, the member must edit
and resubmit the original IDT drill request to the supervisor for approval.

NOTE: All scheduled drills for pay must be authorized prior to the member
reporting for duty. Single/Multiple IDT drill(s) for pay must have A, B, C, or D
Training Pay (TRAPAY) Categories. Contact the P&A Office if any other
category displays.

Continued on next page
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Overview, Continued

IDT Process
Stage Who Does It What Happens
Member Enters IDT drill request in DA via the Drill Request-Submit tile.
P&A/ Drill Request - Submit
Supervisor Hpl
1 H
2 P&A/ Reviews member’s IDT drill request and authorizes (approves)

Supervisor using the Requests (All Types)-View tile.

Requests (All Types) - View

=)
3 Member Performs as scheduled or edits/withdraws a submitted request.
4 P&A/ Updates the Drill Status based on Reserve member’s actions:

Supervisor e Completed — Performed drill as scheduled.

e Unexcused — Failed to report and no valid/approved reason.

e Cancelled — Did not report and has a valid/approved reason.
5 SPO Upon email notification from the P&A/Supervisor that the IDT
drills have been marked Completed, approves the IDT drills for
creditable retirement points and/or pay and allowances.

Continued on next page
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13 March 2024

Reserve ALCOAST 140/22 announced the implementation of a maternity absence policy
Maternity for new mothers. There will not be a separate Duty Status category in DA for
Compensation  maternity absence — it is an IDT with a Duty Purpose code of Maternity Absence
IDT Credit as shown below.

Department:

Duty Purpose 1: | MATERMITY ABSENCE w |

Duty Purpose 2: | MATERNITY ABSENCE v |

Pay Code: | il |
Reserve Air https://www.mycg.uscg.mil/News/Article/2989514/coast-guard-bringing-on-
Crew Flight reserve-pilots/ announced the implementation of Air Crew Flight Duty pay for
EltlJtEyV\?’?y qualifying Reservists. There will not be a separate Duty Status category in DA

for Flight Pay — it is an IDT with a Duty Purpose code of Air Crew Flight Duty
as shown below.

Department: QL

Duty Purpose 1:
Duty Purpose 2:
Pay Code:

|HIR CREW FLIGHT DUTY

|AIR CREW FLIGHT DUTY



https://www.dcms.uscg.mil/ppc/news/Article/3114193/promulgation-of-compensation-and-credit-for-maternity-leave-taken-by-reserve-co/
https://www.mycg.uscg.mil/News/Article/2989514/coast-guard-bringing-on-reserve-pilots/
https://www.mycg.uscg.mil/News/Article/2989514/coast-guard-bringing-on-reserve-pilots/
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Authorizing a Member-Scheduled IDT Drill

Introduction This section provides the procedures for authorizing IDT drills scheduled by the

Reserve member in DA.

Procedures There are two ways to authorize a member’s scheduled drill request using the
steps below. Please refer to the Scheduling Requirement section of this guide.
Step Action
1 | Navigate to Member Self Service via the drop-down or by page arrows.
/8 DIRECT ACCESS :
Member Self Service v Notifications C
Actions Alerts
Direct Access Announcements Absence Request - View AD/RSV Payslip s
2 | Click on the Requests (All Types) - View tile.
Requests (All Types) - View
3 | & Select the Requests | am Approver For radio button.

¢ Transaction Name - may be left at the default or using the drop-down, select
Schedule Drills.

e Transaction Status - leave as Pending.

e Submission From Date and Submission To Date - may be entered to narrow down
the search or may be left blank.

Click Populate Grid.

View My Action Requests

Winston

1. "My Submitted Requests' allows member to bring up only their Action Requests.

2. "Requests | am Approver For' allows approver to bring up anly those Action Requests submitted to them.

3. "All Requests' allows the approver to pull up their Action Reguests and those submitted to them.

4 Transaction Name field allows user to select a particular transaction (i e Absence Request, Delegation, etc )

5. Refresh button clears the grid and defaults it back to "My Submitted Requests' and Transaction Status of "Pending’.

6. Populate Grid button populates the grid based on what was selected for the radio button, Transaction Name, Transaction Status,
and what was entered in the Submission From/Submission To Dates.

O My Submitted Requests equests | am Approver For O All Requests
Transaction Name: Schedule Drills hd
Transaction Status: Pending v
Submission From Date:
Submission To Date: Populate Grid I

Continued on next page
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Authorizing a Member-Scheduled IDT Drill, Continued

Procedures,
continued
Step Action
4 | Alist of all pending requests will display. Click on the Approve/Deny link at the end of

the row for the member you are trying to approve.

NOTE: Pay special attention to ensure you have selected the correct member and correct
scheduled drill date to approve.

‘E‘ ‘E‘ ‘W| P M| View100
Transaction Name Status  Member Member's Last Name Member's Emplid Member's Deptid Submitted By Approver Submission Date  Drill Date Approve/Deny
Reserve Drill Request  Pending = John Wick Wick 1234567 038863 John Wick Winston 2023/11/14 2024/03/16  Approve/Deny
Reserve Drill Request  Pending  John Wick Wick 1234567 038663 John Wick Winston 2023/11/14 202410317
D. Dirill D + D i Inhn Wirk LY N20AE ok VALal, 1n b Ta b LILLLEL NIAINDAE all

The Action Request window will display. Review the information to ensure information
is valid and accurate including Drill Date, Start/End Time, Drill Type, Meal
Eligibility, Duty Purpose 1/2, and Pay Code.

NOTE: Pay special attention to the Meal Eligibility Code (see IDT Subsistence

Allowance for more guidance on when and what type of meals are authorized).
Action Request

Schedule Drills

Wick, John

Select this guide for additional information.
https:/fiwww.dems.uscg.mil/ppc/pd/dal

Request Details

Drill Date: 03M17/2024 Department: 0286863

Start/End Time: 07:00/16:00 Duty Purpose 1: STRUCTURED TRAINING - GENERAL
Drill Type: IDT - Multiple Duty Purpose 2: STRUCTURED TRAINING - GENERAL
Meal Eligibility: Breakfast & Lunch Pay Code: Full

Request Information

Paid IDT Cap: 48
# of Paid Drills: 24

Request Approvers

Approver: 9876543 Winston

Comment: ‘

Reserve Drill Approval

Reserve Drill Request:Pending
One Approval Level

Pending

Winston )
@ Initial Approve Actien Request

Continued on next page
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Authorizing a Member-Scheduled IDT Drill, Continued

Procedures,
continued
Step Action
6 | Click Approve or click Deny. If you are denying the request, comments are required.

NOTE: Do not approve a scheduled IDT drill request that has passed if the member has
reported for AD orders. Doing so will create a pay issue for the member. Exceptional
circumstances may require the member to report for duty (under verbal order) before the
member can submit an IDT drill request. In that case, please see Scheduling IDT Drills
for an Individual Member.

Approve ‘ | Deny

Once approved, the Reserve Drill Request will change to Approved. The IDT drill is

now in a Scheduled/Approved status and the member is authorized to perform as

scheduled.

Reminder: All member IDT Drill requests must be approved prior to the member
erforming IDT.

Reserve Drill Approval

Reserve Drill Request

One Approval Level

Approved
Winston
¢ Initial Approve Acfion Request
03/06/24 - 11:23 AM

This is the second way to authorize an IDT drill that was scheduled by the member but
not previously approved by the member’s original supervisor by the scheduled IDT drill
date. Select the IDT Drills option from the Reserve Administration tile.

= Annual Screening
Questionnaire

F~| FSMS RSV Ord Discrepancies

[~ FSMS Reserve Orders

E— IDT Drills

: Member Status Change

. . / E~| Member Training Rating
Reserve Administration
E~| MGIB Enrollments
® F] R-CRSP Report
1
9 F | Reserve Member Balances

F | Reserve Orders (View Only)

E~1 Training Status

= View Member Drills

Continued on next page
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Authorizing a Member-Scheduled IDT Drill, Continued

Procedures,
continued
Step Action
9 | The Reserve Drills page will display.
‘ Reserve Drils
Set ID: 0010 Q
Department: Q Designated Unit Pay Flag
Drill Date: m
Member Search |
Members
g|(|la
Drill Info Payroll | [
Empl 1D EmplRecord Name  gererve ::?:;:‘:y Eﬂ:."%:f‘n%"' &Drils  orill Type StrtTime EndTime  DrillStatus  Approved? DutyPurpose 1 Duty Purpose2 APRIoY?!
Q 0 Q 0 0 - - PBC Q Q + -_—
=

10 | e Set ID — Leave at 00010.

e Department — Enter the ID number or use the lookup icon to locate the unit where the
IDT drill is scheduled to be performed.

o Drill Date — Enter the date or use the calendar to select the date the IDT drill is
scheduled to be performed.

¢ Designated Unit Pay Flag will be automatically checked if the unit is authorized to
receive high priority unit pay and are identified annually via an ALCGRSV message.

Click Search (only displays members with previously entered scheduled drills).

NOTE: Load Members displays all reserve members attached to that department.

Reserve Drills ‘

Setip:  |00010 Q|

. Designated Unit Pay Fla
Department: 038663 Q | psu 311 SHORESIDE SECURITY DIV 2 e

Drill Date: | 03/16/2024 [£E]|

Load Members l Search

11 | Only IDT drills that have been entered/scheduled for that Drill Date will be displayed.
Scroll, if necessary, to locate the member and review the Drill Info to ensure the
information is valid and accurate to that Reserve member. Select the Payroll tab.

Members

=[]

I Drill Info ‘ Payroll |

Empl ID Empl Record Name

Training  Maximum
Reserve Pay Paid IDT
991 Category Drills

|\1234ss7 Q\ \O Q\ Wick, John SEL A 48 24 IDT — Multiple ~| |7:00AM | [400PM | | Scheduled v
[ 1 [ 1

#Drills
Remain

Drill Type StartTime EndTime  Drill Status  Approved? Duty Purpose1 Duty Purpose 2 gRRroval

H[+]

Continued on next page
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Authorizing a Member-Scheduled IDT Drill, Continued

Procedures,
continued

Step

Action

12

Review the payroll information to ensure it is valid and accurate to that Reserve member.
Then select the Drill Info tab.

NOTE: Pay special attention to the Meal Eligibility Code (see IDT Subsistence
Allowance for more guidance on when and what type of meals should be authorized).

Members
(5][a] H1or31 v
EmplID  Name Pay Code Meal Eligibility  gpap Special Duty Pay AssignPay  FLPCode  Proficiency
|1234567 Wick, John ~ Ful of [Anneas o] \ al | al | al [ a] I‘T‘ ‘?‘
— —

13

Once all the information has been verified and is accurate, click the box in the
Approved? column to authorize the drill and click Save.

Reserve Drills
seti:  [oo0r0 Q]
Department: 035063 Q| o5y 311 SHORESIDE SECURITY Dy Do 9nted UnitPay Flzg
Drill Date: | 031612004 [
Load Members l l Search l
Members
(=) .
Drill Info ‘ Payroll ‘u»
Empl ID Empl Record Name g:f:;ﬁy Z?:;:y E{jﬁlﬁ‘:‘#—m ; Br::ls" Drill Type Start Time End Time  Drill Status Approved? Duty Purpose 1 Duty Purpose 2 ;:mval
[ 1234567 @] o Q| Wik Jon [SEL A 148 l24 1 iDT-Multiple v|[7:00am | 400PM || Scheduled | :I I:\AT al [ a I
.\ 1 .\ 1 I I I I I .\ - \.\ \.\ |!| 1 .\ 1 .\ 1 I \:
Save Motify
14 | Upon saving, the check box will be grayed out. The IDT drill is now in a Scheduled/
Approved status. No further action is required until after the IDT drill date has passed.
Members
[=/[al .
I Drill Info ‘ Payroll ‘ (13
Empl ID Empl Record Name g:f:;fy E’a:)f:;:y E{FE;TSJTM : Er:!f" Drill Type Start Time End Time  Drill Status Approved? Duty Purpose 1 Duty Purpose 2 ';25::"3'
[ 124867 Q| o Q| iwick,Jon [SEL  [A i 24 I[ 107 - Mutipie VE‘FOOAM |/[400pm || scheduied | | IlAT al | a +



https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SelfService/Command/IDT%20Subsistence%20Allowance%20Overview.pdf?ver=XPbg2_FUWn16t886VAHHug%3d%3d
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SelfService/Command/IDT%20Subsistence%20Allowance%20Overview.pdf?ver=XPbg2_FUWn16t886VAHHug%3d%3d
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Scheduling IDT Drills for an Individual Member

Introduction This section provides the procedures for scheduling IDT drills for an individual
Reserve member in DA.

Important e Before scheduling a drill, verify the drill date does not overlap/conflict with the
start or end dates of any Reserve AD Orders or previously scheduled IDT
drills.

e Any drill submitted by the P&A/Supervisor automatically places the drill in an
authorized/scheduled status.

e These drills are NOT considered pending and cannot be modified after July 1%

e Please refer to the Scheduling Requirement section of this guide.

Procedures See below.

Step Action
1 | Select the IDT Drills option from the Reserve Administration tile.

= Annual Screening
Questionnaire

] FSMS RSV Ord Discrepancies

1 FSMS Reserve Orders

F11DT Drills

; Member Status Change

E~| Member Training Rating

ini P ] MGIB Enroliment:
Reserve Administration nrollments

-] R-CRSP Report

&
| 1 Reserve Member Balances
9 ] Reserve Orders (View Only)
£ Training Status

F View Member Drills

2 | The Reserve Drills page will display.

| Reserve Drills

Set ID 00010 Q

Department Q Designated Unit Pay Flag

Drill Date: B

Members
5 Q
Drill Info Payroll | I»

Reserve Training  Maximum
Empl ID Empl Record Name s Paid IDT

s
ay
99 Category Drills

rve #Dri
Remain

Drill Type StartTime EndTime  Drill Status  Approved? Duty Purpose 1 Duty Purpose2 APRroa!

Q ] Q 0 0 ~ ~ pEC  Q Q + _

=]

Continued on next page
10
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Scheduling IDT Drills for an Individual Member, Continued

Procedures,
continued

Step

Action

3

e Set ID — Leave at 00010.

e Department — Enter the ID number or use the lookup icon to locate the unit where the
IDT drill is scheduled to be performed.

o Drill Date — Enter the date or use the calendar to select the date the IDT drill is
scheduled to be performed.

¢ Designated Unit Pay Flag will be automatically checked if the unit is authorized to
receive high priority unit pay and are identified annually via an ALCGRSV message.

Reserve Drills

Seti;:  [00010 Q|

. esignated Unit Pay Fla
Department: | 038663 Q| psU 311 SHORESIDE SECURITY DIV [Chesio yriae

Drill Date: | 03/16/2024 [£5F]|

Load Members l l Search l

4 | Enter the Reserve member’s Empl ID under Drill Info or use the lookup icon to locate
the member.
Members
3] Q)
I[ Drill Info ‘ Payroll ‘ 113
Empl ID Empl Record  Name g:'ts:;:y E’iﬁ:;:?y E;:::I’FJ”TT“ ;‘;Eﬂr’::; Drill Type|
5 | Press the Tab key to populate the member’s Name, Reserve Category, Training Pay

Category, Maximum Paid IDT Drills, and # Drills Remain.

Members
IR
I[ Drill Info ‘ Payrol ‘u»
Training Maximum "
Empl ID EmplRecord  Name Reserve oy Paid DT #Drills  n;
Category Category  Drills Remain
11234567 Q| |0 Q| |wick John sEL A 48 24

Continued on next page
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Scheduling IDT Drills for an Individual Member, Continued

Procedures,
continued
Step Action
6 | Enter the remaining Drill Info: (see Steps 6-7 for a description of each field).
Drill Type Start Time  End Time Drill Status Approved? Duty Purpose 1 Duty Purpose 2 gapgﬁval
| IDT - Multiple v|  |7o0aMm | |400PM | | Scheduled v | O AT Q| a7 Q |
Field Description
Drill Type Select the Drill Type from the drop-down menu:
Drill Type
IDT - Multiple
IDT - Single
RMP
Funeral Duty
EBDL
ATP - Multiple
ATP - Single
AFTP — Multiple
AFTP - Single
IDT Single + ATP Single
IDT Single + AFTP Single
AFTF Single + ATP Single
IDT Single + Funeral
AFTP Single + Funeral

¢ IDT Multiple or Single — Inactive Duty for Training

¢ RMP — Readiness Management Period

e Funeral Duty — Funeral Honors Duty

e EBDL - Electronic Based Distance Learning

e ATP Multiple or Single — Additional Training Period

¢ IDT Single + ATP Single — Inactive Duty for Training Single
Plus Additional Training Period Single

¢ IDT Single + Funeral — Inactive Duty for Training Single Plus
Funeral Honors Duty

e AFTP - Additional Flying and Flight Training Period

NOTE: ATPs are reserved for select operational units and all
IDTs (Single/Multiple) must be scheduled and completed prior to
entering/requesting ATPs. Please refer the current ALCOAST
on Reserve Additional Training Period (ATP) Allocations.
Start Time Enter the start time using the HH:00AM/PM format (i.e. for a
drill beginning at 0700, it would be entered as 7:00AM)

e Single IDT/ATP — 4 or more hours

e Multiple IDT/ATP — 8 or more hours

e RMP — 3 to 24 hours

e FHD — 2 or more hours

End Time Enter the end time using the HH:00AM/PM format (i.e. for a
drill ending at 1500, it would be entered as 3:00PM)

Continued on next page
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Scheduling IDT Drills for an Individual Member, Continued

Procedures,

continued

Step

Action

7

Field

Description

Drill Status

The only option available is Scheduled

Approved?

The IDT drill will automatically set to Approved (the box will
automatically be checked)

Duty Purpose 1

Click the lookup icon and make a selection as appropriate:

Search Results
View 100
Purpose of Duty
AB

AC

AD

ADM

AE

AF

AG

AH

Al

AK

AL

AN

AP

AQ

AS

AT

Look Up Duty Purpose 1

Short Description

Pub Affair
ContinPrep
R&D
Admin

Eng & Log
F&S, Inven
Op Intel
Civ Rights
Security
Health Svc
Legal Gen
ATON Ops
Personnel
Acquisitio
SafOccHith

Trng Gen

AUG

MA

Augment
AV Flight
AV Maint
Csl
BoatSafety
BoatContin
ContinSupp
Def Contin
Dental
DefenseOps
DisastResp
Funeral
SummerStoc
GMT

lce Ops

ITP

LE Conting
LE Ops
LogisSupp

Maternity

MC

ME

MED

OMP

PBC

PC

PHA

PS

REC

SC

Ed

SR

SUP

SWE

MEP Contin
MEP Ops
Medical
VslinspDoc
ATONContin
NOE

Radio Nav
Weight/Nut
Qlympics
OMSEP
Pos. Comp
PS Conting
PHA

PS Ops
Recruiting
SAR Contig
Space Pgm
SAR Ops
LEGACY
RSWE

VTS

Duty Purpose 2

Click the lookup icon and make a selection as appropriate. Only
enter a selection in this field if performing:
¢ IDT - Multiple

e ATP — Multiple
e AFTP — Multiple

¢ IDT Single + ATP Single
¢ IDT Single + AFTP Single
e AFTP Single + ATP Single

¢ IDT Single + Funeral

e AFTP Single + Funeral

13

Continued on next page
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Scheduling IDT Drills for an Individual Member, Continued

Procedures,
continued
Step Action
8 | Once all the Drill Info has been entered, select the Payroll tab.
Members
3/l

I [ Drill Info

l Payroll III)

Training Maximum

Reserve ; #Drills .
Empl ID Empl Record Name Category E:}:’e gory E?ill?sIDT Remain Dri
11234867 Q| |0 Q| Wik John SEL A 48 24

9 | Enter the Payroll information: (see Steps 9-11 for a description of each field).

Members
5| Q]
I| Drill Info | Payroll | Iy
EmplID  Name Pay Code Meal Eligibility  spap Special Duty Pay AssignPay  FLPCode  Proficiency
11234567  Wick, John I\Fun v| | Aibeals  ~ \ al | al | al [ a ‘T‘ ‘f
[ L ] [ ][ ][ [ ] a1 [ ]
Field Description
Pay Code Click the drop-down and make a selection as appropriate:
Pay Code
| Ful v
Half
| MNo Pay ‘

e Full — Pay is authorized for both periods

¢ Half — Pay is only authorized for a single drill, or when pay
is only authorized for one period of a multiple drill

e None — A single or multiple drill is being performed for
POINTS ONLY

Continued on next page
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Scheduling IDT Drills for an Individual Member, Continued

Procedures,
continued
Step Action
10
Field Description
Meal Eligibility | Meal eligibility is authorized for Enlisted personnel only.
Code Officers leave this field blank or select None. Select the Meal

Type from the drop-down menu (see IDT Subsistence Allowance
for more guidance):

Meal Eligibility
Code

et e |

Lnch & Sup

Lunch |

Mess Avail

None |

Supper

If And Then

Not Arrives same day, not | Authorized Lunch
Authorized remaining overnight

Lodging

Works past 1800 hours | Authorized Lunch &
Supper
Authorized | Arrive night before for | Authorized
Lodging 1 paid IDT Multiple Breakfast and Lunch

drill for the next day

Arrives on day of 1%
drill for 2 paid multiple
IDT drills and remains
overnight between
drills

Authorized Lunch
and Supper on 1%
day & authorized
Breakfast and Lunch
on 2" day

Arrives night before for
2 paid IDT Multiple
drills

Authorized
Breakfast, Lunch, &
Supper on 1% day &
authorized Breakfast
and Lunch on 2"
day

15
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Scheduling IDT Drills for an Individual Member, Continued

Procedures,

continued

Step

Action

11

Field

Description

Special Duty
Pay (SDP)

Enter ONLY if Reserve member is authorized SDP. Use the lookup
icon if SDP code is unknown (currently 47 Categories).

Look Up Special Duty Pay x

Help

Special Duty Pay Type ‘ begins with v‘ | ‘

Search Results

View 100

Special Duty b rintion [s)ﬁfyc i;“ay

Pay Type Category

ADVINT MSRT ADVANCE INTERDICTION COXSWAIN L3

Assign Pay
(AP)

Enter ONLY if Reserve member is authorized AP. Use the lookup
ories).

icon if AP code is unknown (currently 35 Cate

Look Up Assign Pay x

Assignment Pay Type | begins with | | | Help

Search Results

View 100
. Assignment
ﬁ:s'gn'"e"‘ Description Pay
V Type Category
CGISPSD  CGIS PROTECTIVE SERVICE AGENT (PSA) VL3

FLP Code

Foreign Languége broficiénéy (FLP). Enter ONLY if Reserve
member is authorized FLP. Use lookup icon if FLP code is unknown

(currently 88 Categories).

Look Up FLP Code x
Hel

Contentltem ID | begins with v
Description | begins with v

Search Results

View 100

Contentltem D Deseription

Proficiency

Fvéreign”Language Proficiency level. Enter ONLY if Reserve member
is authorized FLP. Use lookup icon if proficiency code is unknown.

Look Up Proficiency x
Help

Review Rating | begins with | | |

Description | begins with ~| | |

Search Results

View 100

Review Rating Description
Interpreter 1

2 Interpreter 2
Interpreter 3

4 Interpreter 4
Linguist 1

6 Linguist 2

16
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Scheduling IDT Drills for an Individual Member, Continued

Procedures,
continued

Step Action

12 | Once all the fields have been completed as appropriate, click Save. No further action is

required until after the member completes the IDT drill.

Members
(®][a]
Drill Info ‘ Payroll ‘m
Empl ID Empl Record Name 2:‘5:”’9 T;a);"i"g gn:izillrlngm #Drlls 0y goe Start Time End Time  Drill Status Approved? Duty Purpose 1 Duty Purpose 2 APProval
99" Category Drills Remain Batch
11234567 Q] o Q| Wik, Jon [SEL  [A 48 24 | 107 - Mutipie VE‘FOOAM [i[400Pm || scheduted | | faoral] o a

Upon saving, notify the Reserve member via email (CG/personal) the IDT drill was
scheduled on their behalf.

13
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13 March 2024

Scheduling a Batch of IDT Drills

Introduction
multiple Reserve members in DA.

This section provides the procedures for scheduling a batch of IDT drills for

Important Before scheduling a drill, verify the drill date does not overlap/conflict with the
start or end dates of any Reserve AD Orders or previously scheduled IDT drills.
Any drill submitted by the P&A/Supervisor automatically places the drill in an
authorized/scheduled status. These drills are not considered pending and cannot
be modified after July 1. Please refer to the Schedule Requirement section of
this guide.

Procedures See below.

Step Action
1 | Select the IDT Drills option from the Reserve Administration tile.

= Annual Screening
Questionnaire

5] FSMS RSV Ord Discrepancies

71 FSMS Reserve Orders

&1 IDT Drills

_; Member Status Change

i1 Member Training Rating

/

Reserve Administration F71 MGIB Enroliments

5] R-CRSP Report

] 71 Reserve Member Balances
9 71 Reserve Orders (View Only)

& Training Status

51 View Member Drills

The Reserve Drills page will display.

‘ Reserve Drills

Designated Unit Pay Flag

5| Q

Drillinfo | Payoll | b

Maximum -
Empl ID Empl Record Name Paid DT A0S oril Type Stat Time End Tme  Drill Status
Drills

LI

Q 0

=]

Q 0 [ PBC  Q a

Approved? Duty Purpose 1 Duty Purpose 2 APPIeY™!

18
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13 March 2024

Scheduling a Batch of IDT Drills, Continued

Procedures,
continued

Step Action
3 | e SetID - Leave at 00010.

e Department — Enter the ID number or use the lookup icon to locate the unit where the
IDT drill is scheduled to be performed.

o Drill Date — Enter the date or use the calendar to select the date the IDT drill is
scheduled to be performed.

¢ Designated Unit Pay Flag will be automatically checked if the unit is authorized to
receive high priority unit pay and are identified annually via an ALCGRSV message.

Click Load Members (displays all reserve members attached to that department).

NOTE: Search only displays members with previously entered scheduled drills.
Reserve Drills

seti:  [ooot0 Q|

: esignated Unit Pay Flag
Department: | 038663 Q | psu 311 SHORESIDE SECURITY DIVEb

Drill Date: | 03/16/2024 [i]|

Load Members l Search l

4 | Alist of all the Reservists permanently attached to that Department/Unit will display.
To remove a Reservist that won’t be drilling, click the minus button at the end of that
specific Reservist’s row.

To add a Reservist that will be drilling at the unit, click any plus button to add a blank
row and enter the member’s Empl ID and hit the tab key to populate the blank row.

NOTE: Review each member’s Training Pay Category and # of Drills Remain to
ensure the member is authorized to drill and will not exceed the maximum # of drills
allowed. A member may not exceed the Maximum Paid IDT Drills (in this case, 48)
without an approval/waiver from the District (dxr).

| Reserve Drills

SetID 00010 @

3 Designated Unit Pay Flay
Department: | 950663 @ | bsu 311 SHORESIDE SEGURITY DIV o ¥ riag
Drill Date: | 031162024 )

empers | | Sea
Members
§|Q

I | Drill Info Payroll | I

““““ Approval

Faining m
Reserve Paid IDT :D’”" Drill Type Start Time  End Time Drill Status. Approved? Duty Purpase Duty Purpose gPRte
1

Empl ID Empl Record Name

1| 1234567 cheduled ~ AT

Wick, John I SEL A 48 24 DT - Multiple  ~| | 7:00AM 4:00PM

cheduled AT

B
&
]

DT - Multiple  ~| | 7.00AM 400PM

2233445 DT-Multiple  ~| (7:00aM | [5:00PM cheduled ~ AT

al [0 a s
122334 Q o Q  Charon SEL S
Q 0 Q k.
Q 0 Q S

Lo L o
4+ 4| +| +

EHENERE
oL P

A
Bowery King SEL A 48 26
A

=
&
o
]

4| 3344556 Aurelio SEL IDT - Multiple ~ ~| | 7:00AM 5:00PM cheduled v AT

Continued on next page
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13 March 2024

Scheduling a Batch of IDT Drills, Continued

Procedures,
continued

Step Action
5 | After ensuring only the Reservists that will be drilling for that specific date are listed,
enter the Drill Info for each member: (see Steps 5-7 for a description of each field).

Drill Type Start Time End Time Drill Status Approved? Duty Purpose Duty Purpose
1 2

Field Description
Drill Type Select the Drill Type from the drop-down menu:

Drill Type

IDT - Multiple

ATP — Multiple

ATP - Single

AFTP — Multiple

AFTP - Single

IDT Single + ATP Single
IDT Single + AFTP Single
AFTP Single + ATP Single
IDT Single + Funeral
AFTP Single + Funeral

¢ IDT Multiple or Single — Inactive Duty for Training

¢ RMP — Readiness Management Period

¢ Funeral Duty — Funeral Honors Duty

e EBDL - Electronic Based Distance Learning

e ATP Multiple or Single — Additional Training Period

¢ IDT Single + ATP Single — Inactive Duty for Training Single Plus
Additional Training Period Single

¢ IDT Single + Funeral — Inactive Duty for Training Single Plus
Funeral Honors Duty

e AFTP - Additional Flying and Flight Training Period

NOTE: ATPs are reserved for select operational units and all IDTs
(Single/Multiple) must be scheduled and completed prior to
entering/requesting ATPs. Please refer to the current ALCOAST on
Reserve Additional Training Period (ATP) Allocations.

Start Time | Enter the start time using the HH:00AM/PM format (i.e. for a drill
beginning at 0700, it would be entered as 7:00AM)

e Single IDT/ATP — 4 or more hours

e Multiple IDT/ATP — 8 or more hours

e RMP — 4 to 24 hours

e FHD — 2 or more hours

End Time Enter the end time using the HH:00AM/PM format (i.e. for a drill
ending at 1500, it would be entered as 3:00PM).

Continued on next page
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13 March 2024

Scheduling a Batch of IDT Drills, Continued

Procedures,

continued

Step

Action

6

Field

Description

Duty Purpose 1

Click the lookup icon and make a selection as appropriate:

Search Results

View 100

Purpose of Duty

AB

AC

AD

ADN

AE

AF

AG

AH

Al

AK

AL

v

Short Description
Pub Affair
ContinPrep
R&D
Admin

Eng & Log
F&S, Inven
Op Intel
Civ Rights
Security
Health Svc
Legal Gen
ATON Ops
Personnel
Acquisitio
SafOccHith

Trng Gen

Look Up Duty Purpose 1

~1
AUG
AVF
AVM
AW

BA

DN
DO
DR

FHD

Augment
AV Flight
AV Maint
Csl
BoatSafety
BoatContin
ContinSupp
Def Contin
Dental
DefenseOps
DisastResp
Funeral
SummerStoc
GMT

Ice Ops

ITP

LE Conting
LE Ops
LogisSupp

Maternity

MEP Contin
MEP Ops
Medical
VslinspDoc
ATONContin
NOE

Radio Nav
Weight/Nut
Olympics
OMSEP
Pos. Comp
PS Conting
PHA

PS Ops
Recruiting
SAR Contig
Space Pgm
SAR Ops
LEGACY
RSWE

VTS

21
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13 March 2024

Scheduling a Batch of IDT Drills, Continued

Procedures,
continued

Step Action
7

Field Description
Duty Purpose 2 | Click the lookup icon and make a selection as appropriate. Only
enter a selection in this field if performing:
¢ IDT - Multiple
e ATP — Multiple
e AFTP — Multiple
¢ IDT Single + ATP Single
¢ IDT Single + AFTP Single
e AFTP Single + ATP Single
¢ IDT Single + Funeral
AFTP Single + Funeral
Drill Status The only option available is Scheduled

Approved? The IDT drills will automatically set to Approved (the boxes will
automatically be checked)

8 | Once all the Drill Info has been entered, select the Payroll tab.

‘ Reserve Drills |

Set ID: 00010 Q

Dy ted Unit Pay Fl.
Department: | 038563 Q| psuatt SHORESIDE SECURITY DIy - o ed Uit Pay Flag

Drill Date: | 03/16/2024 [t

oad Members Search

Members
g |Q
I | Diillinfo »
Empl ID Empl Record Nal Reserve  JRING DRI sils oo StartTime End i Drill Stat A d? Duty P Duty P Approval
pl Reco me Category C:{'“w e Remain Drill Tvpe ime End Time il us pproved? 'ury urpose :u“f urpose ghFTe
1234567 Q Q  Wick John SEL A 48 24 10T = Multiple v | 7-00AM 4-:00PM Scheduled + AT Q| AT Q + -—
122334 Q Q  Charon SEL A 48 26 10T - Multiple  ~ | 7:00AM 4:00PM Scheduled « AT Q AT Q + -
32233445 Q Q  BoweryKing SEL A 48 26 10T - Multiple  ~| | 7:00AM 5.00PM Scheduled + AT Q| ar Q + -
13344556 Q Q  Aurelio SEL A 48 28 IDT - Multiple  ~ | 7:00AM 5:00PM Scheduled « AT Q AT Q + -_

Continued on next page
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13 March 2024

Scheduling a Batch of IDT Drills, Continued

Procedures,
continued
Step Action
9 | Enter the Payroll information: (see Steps 8-10 for a description of each field).
Members
By
I‘ Drill Info | Payroll | |
EmplID  Name Pay Code Meal Ellgihilly  spap Special Duty Pay Assign Pay FLPCode  Proficiency
11234567 Wick John | Ful v | Aiveas | | al | al | al | a |E‘ ‘E|
21129334  Charon [ Ful v [Bk&Lnch | | al | al | al [ a |E‘ ‘E|
3 2233445 Bowery King ‘ Full V‘ | All Meals V| | Q ‘ ‘ Q | | Q ‘ | Q | |E‘ ‘E|
43344556 Aurelio | Ful v | Lunch v| | al | al | al | a |T‘ ‘E|
Field Description
Pay Code Click the drop-down and make a selection as appropriate:
Pay Code
i Full v
Half
| Mo Pay
e Full — Pay is authorized for both periods
e Half — Pay is only authorized for a single drill, or when pay is
only authorized for one period of a multiple drill
¢ None — A single or multiple drill is being performed for
POINTS ONLY

Continued on next page
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13 March 2024

Scheduling a Batch of IDT Drills, Continued

Procedures,
continued
Step Action
10 . —
Field Description
Meal Eligibility | Meal eligibility is authorized for Enlisted personnel only.
Code Officers leave this field blank or select None. Select the Meal

Type from the drop-down menu (see IDT Subsistence Allowance
for more guidance):

Meal Eligibility
Code
Breakfast
Brk&Lnch |
Lnch & Sup
Lunch |
Mess Avall
None |
Supper
If And Then
Not Authorized Arrives same day, | Authorized Lunch
Lodging not remaining
overnight
Works past 1800 Authorized Lunch
hours & Supper
Authorized Arrive night before | Authorized
Lodging for 1 paid IDT Breakfast and

Multiple drill for Lunch
the next day

Arrives on day of | Authorized Lunch
1%t drill for 2 paid | and Supper on 1%
multiple IDT drills | day & authorized

and remains Breakfast and
overnight between | Lunch on 2" day
drills

Arrives night Authorized

before for 2 paid Breakfast, Lunch,
IDT Multiple drills | & Supper on 1%
day & authorized
Breakfast and
Lunch on 2" day

Continued on next page
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13 March 2024

Scheduling a Batch of IDT Drills, Continued

Procedures,
continued
Step Action
11 i _
Field Description

Special
Duty Pay
(SDP)

Enter ONLY if Reserve member is authorized SDP. Use the
lookup icon if SDP code is unknown (currently 47 Categories).

Look Up Special Duty Pay

Help
Special Duty Pay Type | begins with | | |

Search Results

View 100
i Special
Special Duty o
escription Duty Pay
Pay Type Category
ADVINT MSRT ADVANCE INTERDICTION COXSWAIN LvLs

x

Assign Pay
(AP)

Enter ONLY if Reserve member is authorized AP. Use the
lookup icon if AP code is unknown (currently 35 Categories).

Look Up Assign Pay

Assignment Pay Type ‘ begins with v‘ ‘

Search Results

‘ Help

View 100
. Assignment
fSsignment pescription Pa
Y Type Category
CGISPSD  CGIS PROTECTIVE SERVICE AGENT (PSA) VL3

x

FLP Code

Foreign Languége Proficién_cy (FLP). Enter ONLY if Reserve

member is authorized FLP. Use lookup icon i
unknown (currently 88 Categories).

Look Up FLP Code x

Helf
Contentltem ID | begins with +

Description

arch Results

begins with v

Contentltem D Description

f FLP code is

Proficiency

Fléreign”Lénguage Proficiency level. Enter O
member is authorized FLP. Use lookup icon
is unknown.

Look Up Proficiency x
Help
Review Rating ‘ begins with v‘ ‘ |

Description | begins wih | | |

Search Results

View 100

Review Rating Description
Interpreter 1

2 Interpreter 2
Interpreter 3

4 Interpreter 4

5 Linguist 1

6 Linguist 2

NLY if Reserve
if proficiency code

25
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13 March 2024

Scheduling a Batch of IDT Drills, Continued

Procedures,
continued
Step Action
12 | Once all the fields have been completed as appropriate, click Save. No further action is

required until the Reserve members complete the drills as scheduled.

Members

(5 /[a]
I ‘ Drill Info | Payroll (13
Empl ID Name Pay Code gi::leEligibility
11234567  Wick John | Full v | Aveals |
21122334  Charon | Ful v | Bkatnch
32233445 Bowery King || Full v | Anneals |
43344556 Aurelio | Ful v | Lunch ~|

SDAP

Special Duty Pay Assign Pay FLP Code Proficiency
| al | a] [ af [ 9]
| al | al] [ af [ 9
| al | al] [ a] [ a]
| \ Y

(+]
*
*
B

13

Upon saving, notify the Reserve member(s) via email (CG/personal) the IDT drill was

scheduled on their behalf.
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13 March 2024

Deleting a Scheduled or Cancelled IDT Drill

Introduction

Information

cancelled IDT Drill in DA.

This section provides the procedures for deleting a previously scheduled or

may be deleted.

e IDT drills that have been scheduled (and authorized by the P&A/Supervisor)

 IDT drills that were cancelled without being processed for pay/points may also

be deleted.

e It is important to remember that any IDT drills in a Completed Status,
regardless of whether they have been processed by the SPO, cannot be deleted.
e Please refer to the Schedule Requirement section of this guide.

Procedures See below.
Step Action
1 | Select the IDT Drills option from the Reserve Administration tile.

— Annual Screening
Questionnaire

-] FSMS RSV Ord Discrepancies

7| FSMS Reserve Orders

F-] IDT Drills
/ -1 Member Status Change
F~] Member Training Rating

1 MGIB Enrollments

Reszerve Administration

F-] R-CRSP Report

1
l 9 F] Reserve Member Balances
] Reserve Orders (View Only)

] Training Status

F] View Member Drills

The Reserve Drills page will display.

‘ Reserve Drills

sssss o010 Q

il Status  Approved? Duty Purpose 1 Duty Purpose2 g

27
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13 March 2024

Deleting a Scheduled or Cancelled IDT Drill, continued

Procedures,
continued

Step Action

3 | e Set ID — Leave at 00010.

e Department — Enter the ID number or use the lookup icon to locate the unit where the
IDT drill is scheduled to be performed.

o Drill Date — Enter the date or use the calendar to select the date the IDT drill is
scheduled to be performed.

¢ Designated Unit Pay Flag will be automatically checked if the unit is authorized to
receive high priority unit pay and are identified annually via an ALCGRSV message.

Click Search (only displays members with previously entered scheduled drills).

NOTE: Load Members displays all reserve members attached to that department

Reserve Drills

SetiD:  [00010 Q|

. esignated Unit Pay Fla
Department: | 038663 Q | psU 311 SHORESIDE SECURITY DIV [Cbesia yrad

Drill Date: | 031612024 [i]|

Load Members l Search

Continued on next page
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13 March 2024

Deleting a Scheduled or Cancelled IDT Drill, continued

Procedures,
continued
Step Action
4 | Alist of the drills scheduled for that specific department ID and drill date will display.

To delete a Scheduled drill, click the minus button at the end of the row for the drill to

be deleted.

NOTE: Only a Scheduled or Cancelled drill may be deleted. If the Drill Status indicates
Completed or Unexcused, Direct Access will not allow you to delete the IDT drill.

I Reserve Drills
SetID: 00010 Q
Department: | 038663 Q

Drill Date: | 0%16/2024 [

cadMempers | [ Search
Members
5 Q

I | Drill Info Payroll | II»

Empl ID Empl Record Name sg:nr::v
1/1224567 Q 0 Q| Widg John L SEL
2 m2334 Q 0 Q| Charon SEL
1| 2233445 Q ] Q| Bowery King SEL
43344558 Q 0 Q| Aureiio SEL

Designated Unit Pay Flag

PSU 311 SHORESIDE SECURITY DIV

Training

Category

> r »

Maximum e

Fad DT EDrille Drill Type

48 24 IDT - Multiple
48 28 IDT - Multiple  ~
'3 S DT - Muliple
4 ] IDT  Muliple »

Start Time

T-00AM

T:00AM

T:00AM

T-00AM

End Time

4:00PM

4:00PM

5:.00PM

5:00PM

Drill Status

Scheduled

Scheduled

Scheduled v

Scheduled ~

Approved? Duty Purposs Duty Purpose ;m’:wl
1 2

AT AT

AT AT

AT AT

R PR L
B PR P
+| +| |+ +

AT AT

5 | A Delete Confirmation message will display. If sure, click OK.
Delete current/selected rows from this page? The delete will occur when the transaction is saved.
OK Cancel
6 | Click Save and take note of the decrease in the number of drills displayed.

1-42 of 42 ~
Save Motify
- Purpose ‘;‘apf:: val
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13 March 2024

Deleting a Scheduled or Cancelled IDT Drill, continued

Procedures,
continued

Step Action

7 | To delete a Cancelled drill, click the (-) minus button at the end of the row for the drill
to be deleted.

NOTE: A Cancelled drill may be deleted even if it has an approval batch number
because it has not been processed for pay/points.

<

Training Maximum
Pa

Paid DT EDrills  pyypype Start Time  End Time Drill Status Approved? Duty Purpose 1 Duty Purpose 2 APProval

Reserve

CaON  (abecory  DRte Remain Batch
SEL i i 124 ‘ IDT — Multiple v‘ ;|7:UDAM ‘ aaonw ‘ ‘ Cancelled v‘ ;|AT Q| |AT Q ‘ |T‘ H
SEL VA :43 2% ‘ IDT — Multiple v‘ |7:00AM ‘ :‘400PM ‘ ‘ Scheduled v‘ 0 |AT q| :|AT Q ‘ : |?‘ ‘:‘
SEL A 48 26 | IDT — Multipie v [7ooam | [s00PM | | scheduled | o (o a] [ar a |?‘ ‘?‘
£l A 4 2 0T _ nautinte | znoam | lsopen | ] | | lar al lar al [l [=]

8 | A Delete Confirmation message will display. If sure, click OK.

Delete current/selected rows from this page? The delete will accur when the transaction is saved.

OK Cancel

9 Click Save to save the deletion.
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13 March 2024

Marking Individual/Batch IDT Drills Completed

Introduction

Responsibility

Known Issue
for P&A/
Supervisor

This section provides the procedures for marking both individual IDT drills and
Batch IDT drills Completed in DA.

Once the Reserve member has performed the IDT drill as Scheduled:

e It is the responsibility of the Drill Supervisor to verify all of the drill data is
correct and mark the drill Completed. If the drill data is incorrect, it must be
corrected before marking it complete. Marking the IDT drill Completed does
NOT automatically process the IDT drill for pay.

e It is the responsibility of the P&A/Supervisor to verify the drills were marked
Complete and to notify the SPO once the IDT drill status has been updated
(Approval Batch assigned).

e It is the responsibility of the SPO to approve the drill(s) timely, so the Reserve
member will receive creditable retirement points and/or pay and allowances, as
well as start any ADT-AT as applicable.

e It is the responsibility of the member to ensure their drills are Authorized prior
to any travel and to notify the P&A/Supervisor if there is any discrepancy in
their drill pay.

There is a known issue for when a P&A/Supervisor holds BOTH the status of a
Reservist and CG Civilian employee. DA does not allow them to set drills to a
Complete status correctly. The Command should appoint another supervisor
with the correct DA roles to complete this process OR all of the pertinent drill
information must be sent to the SPO/PAO via email for marking the drills
Complete and then processing pay.

Continued on next page
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13 March 2024

Marking Individual/Batch IDT Drills Completed, Continued

Procedures See below.

Step

Action

1

Select the IDT Drills option from the Reserve Administration tile.

Reserve Administration

Lo

— Annual Screening
Questionnaire

1 FSMS Reserve Orders

1 1DT Drills

; Member Status Change

-] Member Training Rating

MGIB Enrollments
-1 R-CRSP Report

F] Reserve Member Balances
F] Reserve Orders [View Only)

] Training Status

E] View Member Drills

F] FSMS RSV Ord Discrepancies

The Reserve Drills page will display.

‘ Reserve Drills

SetID: 00010 Q
Department: Q

Drill Date: =]

Members
g5 Q

Drill Info Payroll |
Reserve Training
Empl ID Empl Record Name Pay
Cawgory catecory

=3 0 Q

[ [

Designated Unit Pay Flag

#Drills
R, Drill Type Start Time  End Time

0 ~

Drll Status  Approved? Duty Purpose 1 Duty Purpose 2 APPIOVA!

~ Pec Q Q + -

32
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13 March 2024

Marking Individual/Batch IDT Drills Completed, Continued

Procedures,
continued

Step

Action

3

e Set ID — Leave at 00010.

e Department — Enter the ID number or use the lookup icon to locate the unit where the
IDT drill is scheduled to be performed.

o Drill Date — Enter the date or use the calendar to select the date the IDT drill is
scheduled to be performed.

¢ Designated Unit Pay Flag will be automatically checked if the unit is authorized to
receive high priority unit pay and are identified annually via an ALCGRSV message.

Click Search (only displays members with previously entered scheduled drills).

NOTE: Load Members displays all reserve members attached to that department.

Reserve Drills ‘

Set ID: 00010 Q|

: esignated Unit Pay Fla
pepartment: | 035669 @ | PsU 311 SHORESIDE SECURITY DND J yriag
Drill Date: | 0311612024 [i]|

Search

Load Members l

All the members who drilled that day under that Department ID will display. Verify the
information entered on the Drill Info and Payroll tabs is correct; if not, make any
changes as appropriate.

Members
5 Q
Reserve Jraining  Maximum oy N Approval
Empl ID Empl Record Name el ::an Sﬂﬁs\m EDrils Drill Type StartTime EndTime  Drill Status Approved? EutyPurpasp nzmy Purpose HPP°
1[1234567 Q 0 Q| wick John SEL A 48 24 IDT - Multiple  ~| | 7:00AM 4.00PM Scheduled ar Q| |ar Q + -
Members
EIEY
I ‘ Drill Info | Payroll 113
EmplID  Name Pay Code Meal Bligibllity — gpap Special Duty Pay Assign Pay FLPCode  Proficiency
11234567 Wick John | Ful v| | Anveas v al | Q Q Q +| [=
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13 March 2024

Marking Individual/Batch IDT Drills Completed, Continued

Procedures,
continued
Step Action
5 | Once the Drill Info and Payroll information have been verified: using the drop-down,

select the appropriate Drill Status:

e Cancelled — Cancel the scheduled IDT drill (the IDT drill may be rescheduled and will
not count against their maximum number of paid IDT drills)

e Completed — Authorizes the IDT drill to be forwarded to the SPO/PAO for processing
pay

e Unexcused — Indicates the IDT drill was an unexcused absence (the IDT drill may
NOT be rescheduled by the member and will count against their maximum number of
paid IDT drills)

Click Save.

42 4455667 Marcus Q

The Harbinger |

] Scheduled VE

43 5066778 Q

Cancelled
Completed
Scheduled
Unexcused

] 4]

Upon clicking Save, the Approval? column will uncheck, and an Approval Batch
number will populate. It is very important to make note of this number. You will
need to include the Approval Batch number in the email notification to the SPO/PAO.

Maximum
Paid IDT
Drills

Fr=TD Training

esel # Drills
Pa
Category Ca¥egnry

Remain

Drill Type Start Time End Time  Drill Status Approved? Q:f;;""‘

=

Duty Purpose 1 Duty Purpose 2|

SEL A 48 24 | IDT — Multiple: \«‘ ‘T'DOAM 4:00PM Completed AT AT 1697304

SEL A 48 26 4:00PM

AT AT 1697304

[ 10T —Muttiple | || 7-008M Completed

P+ +

It is not mandatory but highly recommended to please send an Email to the SPO/PAO
with the Approval Batch number so they may process the IDT Drill for pay and
allowances timely.
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13 March 2024

Changing the Drill Status of IDT Drills

Introduction This section provides the procedures for changing the Drill Status of an IDT

Drill in DA.

Important e Please refer to the Scheduling Requirement section of this guide.
Information e This process ONLY applies to IDT drills that have been marked Completed

by the P&A/Supervisor but have NOT been processed for creditable retirement
points and pay and allowances by the SPO.

e To cancel an IDT drill that has already been approved by the SPO, refer to the
Cancel a Previously Paid IDT Drill section of this guide.

Procedures See below.
Step Action
1 | The P&A/Supervisor must notify the SPO via email with the Approval Batch number

requesting to deny an individual IDT drill batch or an entire batch of multiple IDT drills.

setip:  [oo0r0 Q|

Depariment: | 038063 a PSU 311 SHORESIDE SECURITY DIy o> anated UnitPay Flag

Drill Date: ‘|

E:f:;;ﬁy ;g:;:‘; E%ELTSJP EDrlls  brill Type Start Time  End Time Drill Status Approved? Duty Purpose 1 Duty Purpose 2| APProval

SEL A 48 2 [1OT-mutiple | [7.00am | [a00Pm | [ Completed v| [ al [ar a] |o +| [=]
SEL A 43 26 | DT - Muttiple v | ‘T:OOAM \ |4 00PM \ | completed | |ﬁ\ AT Q 1697304 f ?
SEL A 48 26 | DT - Muiiple v| |7:00aM | [s:00PM || Completed v [ar ] [ar @l |ieerz0s f —
SEL A 48 24 | 10T - muttiple v | | 7:00aM | |500PM || Completed | [or Q] (At al |tesra f =
SEL A 48 28 [ 10T -mutiple v| |700aM | [s00PM || Completed v [ar Q| (a7 Q 1697304 f ?
SEL A 48 24 | 10T~ Muttiple ~| |7:00am | [400PM | | Completed v| [ al |t a |1esr304 f =]
SEL A 48 24 | DT - wuiiple v| |7:00aM | [400PM || Completed v [ar ] [ar @l |ieerz0s f —
SEL A 48 24 | DT - Muttiple ~| |7:00aM | [400PM || Completed v |ﬁ\ AT Q 1697304 f ?
SEL A 48 30 | IDT—Mutiple | [7:00aM | [400PM | | Cancelled | |ﬁ\ aTQ f —
SEL A 48 24 [ 10T ~mutiple v| |700aM | [s00PM | | Completed v |ﬁ\ AT Q 1697304 f ?

The SPO must deny the ENTIRE batch of IDT drills to allow the P&A/Supervisor to
change the drill status of any IDT drills that were previously marked Completed.

NOTE: All the IDT drills within the batch must be denied. They cannot be denied
individually.

Continued on next page
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Changing the Drill Status of IDT Drills, continued

Procedures,
continued

Step Action

3 | Once denied, the entire batch of drills will be returned to a Scheduled status and the
Approval Batch column will be blank.

The P&A/Supervisor is now able to make any necessary changes (see the Marking a
Batch of IDT Drills Completed section of this guide.

seti;: 00010 Q]

Department: ‘038563 Designated Unit Pay Flag

a ‘ PSU 311 SHORESIDE SECURITY DIV
Ori De: | 02242024 )]

Training Maximum

Ex:;ﬁy = Paid IDT EDrlls  Drit Type Start Time  End Time Drill Status Approved? Duty Purpose 1 Duty Purpose 2 APProval

SEL A 48 24 | IDT-Multiple ~| |7:00aM | [400PM | | Scheduled v 0o [aor a] (& q] ‘T| ‘?|
SEL A 48 26 ‘ IDT — Multiple v| ‘T:OOAM ‘ |400FM | | Scheduled ) ‘AT Q ‘ ‘AT C\| ‘ +| ‘ —|
SEL A 48 26 | IDT-Mutple ~| [700am | [s00M | | Schedued ~ O ar a] ot a ‘f| ‘?|
SEL A 48 24 | IDT-Mutiple ~| |7:00aM | [500PM | | Scheduled v O ot al ot af ‘f| ‘?|
SEL A 48 28 ‘ IDT — Multiple v| ‘F:ODAM ‘ |500FM | | Scheduled v ] ‘AT Q ‘ ‘AT Q| ‘ +| ‘ —|
SEL A 48 24 [ DT mutipie v| [700a | [400Pm | | Scheduied D aral ot a (+] [—|
SEL A 48 24 |IDT-Mutple ~| (7:00aM | [400PM | | Scheduled v [u] ar a \ﬁ| ‘f| ‘?|
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Correcting a Previously Paid IDT Drill

Introduction

Important
Information

This section provides the procedures for a P&A/Supervisor to correct an IDT

Drill that has been processed by the SPO and the member has received pay and
allowances/points in DA.

and/or pay and allowances.

This process only applies to IDT drills that have been marked Completed by the
P&A/Supervisor AND have been processed for creditable retirement points

Because the Reserve member has already received payment/points for the IDT
drill, any corrections to the IDT drill will need to be re-routed to the SPO for
approval and processing. Please refer to the Scheduling Requirement section of

this guide.
Procedures See below.
Step Action
1 | Click on the Reserve Administration tile and select the View Member Drills option.
B Glestonnare
771 FSMS RSV Ord Discrepancies
1 FSMS Reserve Orders
&1 1DT Drills
7 Wember Status Change
Reserve Administration 5] Member Training Rating
%1 MGIB Enrollments
. [ ] &1 R-CRSP Report
=, i
] Reserve Orders (View Only)
\ ] Training Status
i View Member Dris |
2 | Enter the Reserve member’s Empl Id and click View Results.
CG_IDT_MBR_DRILLS - Member Drills
Empi Q
Approval Batch
S ——
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Continued on next page



13 March 2024

Correcting a Previously Paid IDT Drill, Continued

Procedures,
continued

Step Action

3 | The report will open in a new tab and provide a list of all the IDT drills and their statuses
for the previous 12 months. Locate the IDT drill to be corrected and verify its status.
For this example: The IDT drill to be corrected is dated 02/24/2024. It has been
Completed and has been Approved by the SPO for pay/points. (For an explanation of
each of the fields, see the View Member’s IDT Drills guide.)

To exit the report, close the tab.

Drill Date .Pyrl:i‘! Report Time End Time Drill Status Approved Purpose 1 Purpose 2 CF:)age Meal Elig SDAR
oT - STRUCTURED STRUCTURED Breakfast
F5 0301772024 7:00:00.000000AM 4:00:00.000000PM Scheduled N TRAIMNING - TRAIMNING - Full o
Multiple GENERAL  GENERAL & Luncn
oT- STRUCTURED STRUCTURED Breakfast,
5 03/16/2024 Multiple 7:00:00.000000AM 4:00:00.000000PM Scheduled N TRAINING - TRAINING - Full Lunch
GENERAL GENERAL Supper
oT- STRUCTURED STRUCTURED Ereakfast,
5 0301572024 Multiple 7:00:00.000000AM 4:00:00.000000PM Scheduled N TRAIMNING - TRAIMNING - Full Lunch
viuttip GEMERAL GEMERAL Supper
oT- STRUCTURED STRUCTURED Breakfast
F5 0212572024 - 7:00:00.000000AM 4:00:00.000000PM Completed Y TRAINING - TRAIMING - Full o
Multiple GENERAL  GENERAL & Luncn
oT STRUCTURED STRUCTURED Ereakfast,
5 0212472024 P'Lllt; e 7:00:00.000000AM 4:00:00.000000PM] Completed ¥ TRAINING - TRAIMING - Full Lunch
viuttip GEMERAL GEMERAL Supper
e amnncana IDT- np - . STRUCTURED STRUCTURED _ | Luncha

4 | Upon verifying the IDT drill has been Completed and Approved for pay, the
P&A/Supervisor may now correct the IDT drill. Select the IDT Drills option.

= Annual Screening
Questionnaire

51 FSMS RSV Ord Discrepancies

] FSMS Reserve Orders

i 1DT Drills

71 Member Status Change
i1 Member Training Rating

MGIB Enroliments
5| R-CRSP Report

7| Reserve Member Balances
71 Reserve Orders (View Only)

51 Training Status

i View Member Drills

Continued on next page
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13 March 2024

Correcting a Previously Paid IDT Drill, Continued

Procedures,
continued
Step Action
5 | The Reserve Drills page will display.
‘ Reserve Drills
Set ID 00010 Q
Department: Q Designated Unit Pay Flag
Drill Date: l“|
1 Y ‘
Members
g Q
Drill Info Payroll | Iy
Empl ID EmplRecord Name  Reserve E’:g.;:‘:y E:zi‘?:lnnu;" £Drills Dril Type StrtTme EndTime  Drill Status  Approved? Duty Purpose 1 Duty Purpose2 HEEOV3!
Q 0 Q 0 0 - - pec Q Q + -_—
[ s |

6 | e SetID - Leave at 00010.

e Department — Enter the ID number or use the lookup icon to locate the unit where the
IDT drill is scheduled to be performed.

o Drill Date — Enter the date or use the calendar to select the date the IDT drill is
scheduled to be performed.

¢ Designated Unit Pay Flag will be automatically checked if the unit is authorized to
receive high priority unit pay and are identified annually via an ALCGRSV message.

Click Search (only displays members with previously entered scheduled drills).

NOTE: Load Members displays all reserve members attached to that department.

Reserve Drills |

SetiD:  [00010 Q|

. D:)esi nated Unit Pay Fla
Department: | 038663 Q| bsU 311 SHORESIDE SECURITY DIV . yrise

Drill Date: | 02/24/2024

Load Members l Search

Continued on next page
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Correcting a Previously Paid IDT Drill, Continued

Procedures,
continued

Step Action

7 | Alist of all the IDT drills entered for that Drill Date and Department will be displayed.
For this example, we will be correcting the IDT-Multiple drill listed for Empl 1D
1234567 that was processed for pay in Approval Batch# 1697304.

| Reserve Drills |

Set ID: 00010 Q
3 Designated Unit Pay Fla
Department: |038563 Q PSU 311 SHORESIDE SECURITY DIV o y Flag

Drill Date: | 022472024 fi]

Members
5 Q
| Drill Info | Payroll | |y

Training  Maximum

Empl ID Empl Record | Name g::nwb:v - Paid DT EDrills Drill Type StartTime End Time  Drill Status Approved? Duty Purpose 1 Duty Purpose 2 APPIeval

1234567 Q 0 Q| Wik John 1 SEL A 48 24 I IDT —Multiple | | 7-00AM 4:00PM Completed v AT Q AT Q 1697304 I + -
2 122334 Q 0 Q| Charon SEL A 8 % IDT - Multiple  ~| |7:008M | |4:00PM Completed v AT Q AT Q| 1697304 + -
1| 2033445 Q 0 Q| BoweryKing SEL A 48 2 IDT — Multiple _~| |7:00aM | |5:00PM Completed ». AT Q@ AT Q| 1667304 B -

8 | e Drill Info tab: Changes may be made to the Drill Type, Start Time, End Time, and
the Duty Purpose fields.

e Payroll tab: Changes may be made to the Pay Code, Meal Eligibility Code, Special
Duty Pay Code, Assignment Pay Code, Foreign Language Pay (FLP) Code, and
Proficiency fields.

e For this example, the Meal Eligibility Code was changed to Lunch because the member
was not entitled to All Meals for this drill.

Drill Info I Payroll 113
Traini Maxi .
Empl ID Empl Record | Name g;:;:v 25‘;: ;:T :ﬁi:l?::"rm orhs Dl Type Start Time  End Time  Drill Status Approved? Duty Purpose 1 Duty Purpose 2 APPIOVal
1234567 Q ] Q ‘Wick, John I SEL A 48 24 I IDT — Multiple  + | | 7-00AM 4:00PM Completed + I I AT Q AT Q I15973M + -
21122334 Q 0 Q Charon SEL A 48 26 10T - Multiple  + 7:.00AM 4.00PM Completed w AT Q AT Q 1697304 + -—
12448 O n o By rw Kino =51 an A AOVT bl il ONAK LN o latad AT o] T a 1ROTINL ke
‘ Drill Info | Payroll I 1»
EmplID  Name Pay Code Meal Ellgibillty  spap Special Duty Pay Assign Pay FLPCode  Proficiency
11234567 Wick, John |\ Ful v | Lunen v| \ al | al | al | a I ‘ + -
21122334 Charon ‘ Full V‘ | Lunch v| ‘ Q | ‘ al | al | a + -
32233145  BoweryKing | Ful v | Anveals | \ al | al | al | a + -
43344556 | Aurelio | Fui v | Anneals | \ al | al | al | a + -

9 | Once all changes have been made, return to the Drill Info tab and click Save.

Drill Info I Payroll | I»

Empl ID Empl Record | Name g;:;:v E:ai' ::1 :w;iﬁi:l?::"rm orhs Dl Type Start Time  End Time  Drill Status Approved? Duty Purpose 1 Duty Purpose 2 APPIOVal
1234567 Q 0 Q| wick, John I SEL A 48 24 IDT - Multiple  ~| | 7-:00AM 4.00PM Completed w AT =% AT Q 1697304 + -
21122334 Q 0 Q Charon SEL A 48 26 10T - Multiple  + 7:.00AM 4.00PM Completed w AT Q AT Q 1697304 + -—
12448 O n o By rw Kino =51 an A AOVT bl il ONAK LN o latad AT o] T a 1ROTINL ke

Continued on next page
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Correcting a Previously Paid IDT Drill, Continued

Procedures,
continued

Step Action

10 | Upon clicking save, a new Approval Batch number has been assigned to the corrected
IDT drill and the Approval? box has been unchecked. It is now awaiting SPO action.
Make a note of the new Approval Batch number.

Training  Maximum . o Approval

Reserve © q g
Pay Paid IDT 5 Drill Type Start Time End Time Drill Status Approved? Duty Purpose 1 Duty Purpose 2

Category Category  Drills Remain Batch

SEL A 48 24 | IDT — Multiple ~ | |7:00AaM 4:00PM Completed v I O I AT Q AT Q I 1766614 I -+ -

11 | Send an Email to the SPO with the new Approval Batch number so the IDT drill may
be processed.
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Cancelling a Previously Paid IDT Drill

Introduction This section provides the procedures for canceling an IDT Drill that has been
processed by the SPO and the member has received pay and allowances/points in

DA.
Important e Please refer to the Scheduling Requirement section of this guide. This process
Information only applies to IDT drills that have been marked Completed by the

P&A/Supervisor AND have been processed for creditable retirement points
and/or pay and allowances.

e Because the Reserve member has already received payment/points for the IDT
drill, the newly Cancelled IDT drill will need to be re-routed to the SPO for
approval. After SPO approval, all monies paid/points credited to the member
for the newly Cancelled IDT drill will be recouped.

Known Issue P&A/Supervisors who hold BOTH the status of Reservist and CG Civilian

for P&A/ employee, it is VERY IMPORTANT that they DO NOT Cancel previously

Supervisor approved/paid IDT Drills in DA. If the P&A/Supervisor holds dual status,
cancelling a previously approved/paid IDT Drill will cause an error resulting in
failed recoupment of erroneously paid IDT Drill(s).
The Command should appoint another supervisor with the correct DA roles to
complete this process.

Procedures See below.

Step Action
1 | Priorto cancelling an IDT drill, it is always recommended to verify the status of the IDT
drill. Select the View Member Drills option from the Reserve Administration tile.

= Annual Screening
Questionnaire

F~| FSMS RSV Ord Discrepancies.

[~ FSMS Reserve Orders

. . . E=1 1DT Drill
Reserve Administration

| Member Status Change

F~| Member Training Rating

1 [~ MGIB Enrollments
9 | R-CRSP Report
[ Reserve Member Balances

- Reserve Orders (View Only)

[ Training Status

i View Member Drills

Continued on next page
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Cancelling a Previously Paid IDT Drill, Continued

Procedures,
continued

Step Action
2 | Enter the Reserve member’s Empl Id and click View Results.
CG_IDT_MBR_DRILLS - Member Drills

Empl 1d[1234567 [

Approval Batch

View Results

Drill Drill Report End  Drill
Date Type Time Time Status

Purposg

Row 1D Approved 1

3 | The report will open in a new tab and provide a list of all the IDT drills and their statuses
for the previous 12 months. Locate the IDT drill to be cancelled and verify its status.
For this example: The IDT drill to be cancelled is dated 02/24/2024. It has been
Completed and has been Approved by the SPO for pay/points. (For an explanation of
each of the fields, see the View Member’s IDT Drills guide.)

To exit the report, close the tab.

Drill Date %’Fﬂ Report Time End Time Drill Status Approved  Purpose 1 Pupose2 L2 Meal Elig SDAH
o STRUCTURED STRUCTURED Sresifact
r5 0314712024 '°1 ©  7-00:00.000000AM 4:00-00.000000PM Scheduled N TRAINING - TRAINING -  Full ik
Multiple GEMNERAL GEMERAL & Lunch
o STRUCTURED STRUCTURED Breakfast,
5 03/16/2024 '°1 ~  7-00:00.000000AM 4:00:00.000000PM Scheduled N TRAINING - TRAINING - Full Lunch
Multiple GENERAL  GENERAL Supper
o STRUCTURED STRUCTURED Breakfast,
5 03/152024 '°1 ©  7-00:00.000000AM 4:00:00.000000PM Scheduled N TRAINING - TRAINING - Full Lunch
Multiple GENERAL  GENERAL Supper
o STRUCTURED STRUCTURED Srenifact
’5 02/25/2024 |- 7-00:00.000000AM 4:00-00.000000PM Completed ¥ TRAINING - TRAINING-  Full i,
ALk GENERAL  GENERAL SHLEL
o7 STRUCTURED STRUCTURED Breakfast,
rs 027242024 '°T - 7-00:00.000000AM 4:00-00.000000PM Completed TRAINING - TRAINING - Full Lunch
Multiple GENERAL  GENERAL Supper
e LIDT- s i - STRUCTURED STRUCTURED _  uncha

Continued on next page
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13 March 2024

Cancelling a Previously Paid IDT Drill, Continued

Procedures,
continued

Step

Action

4

Upon verifying the IDT drill has been Completed and Approved for pay, the
P&A/Supervisor may now Cancel the IDT drill. Select the IDT Drills option from the

Reserve Administration tile.

- Annual Screening
Questionnaire

Reserve Administy

Lo

P

51 FSMS RSV Ord Discrepancies
f-] FSMS Reserve Orders

] IDT Drills I

571 Member Status Change

51 Member Training Rating

-1 MGIB Enroliments

&1 R-CRSP Report

] Reserve Member Balances
51 Reserve Orders (View Only)
7 Training Status

1 View Member Drills

The Reserve Drills page will display.

| Reserve Drills

SetID: 00010 Q

Department: Q

Drill Date. B

Members

5 Q

Drill Info Payroll | I»
Reserve

Empl ID Empl Record Name

Q 0 Q 0

=]

Training  Maximum
Paid IDT

#Drills
Pay Dril Type
Category category Drills

Designated Unit Pay Flag

Start Time End Time

DrillStatus  Approved? Duty Purpose 1 Duty Purpose 2 AEbro"™!

~ eBC  Q Q + -
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Cancelling a Previously Paid IDT Drill, Continued

Procedures,
continued

Step Action
6 | e SetID - Leave at 00010.

e Department — Enter the ID number or use the lookup icon to locate the unit where the
IDT drill is scheduled to be performed.

o Drill Date — Enter the date or use the calendar to select the date the IDT drill is
scheduled to be performed.

¢ Designated Unit Pay Flag will be automatically checked if the unit is authorized to
receive high priority unit pay and are identified annually via an ALCGRSV message.

Click Search (only displays members with previously entered scheduled drills).

NOTE: Load Members displays all reserve members attached to that department.

Set |D: coo1io Q

- | besi nated Unit Pay Fla
Uspartment: | 058003 @ | psu 311 SHORESIDE SECURITY DIV ¢ yree

Drill Date: | 02/24/2024

Load Members ] Search

7 | Alistof all the IDT drills entered for that Drill Date and Department will be displayed.
For this example, we will be cancelling the IDT drill listed for row #1 that was processed
for pay in Approval Batch #1697304.

NOTE: The IDT drill listed for row #9 is showing a cancelled status with no batch
number. This IDT drill was cancelled prior to it being executed.

seti:  [00010 Q]

Department: ‘038663 Designated Unit Pay Flag

a ‘ PSU 311 SHORESIDE SECURITY DIV
ori ave: | 02242024 |

Training Maximum

ggf:;;ﬁy == Paid IDT gorlls  brit Type StartTime  End Time Drill Status Approved? Duty Purpose 1 Duty Purpose 2 SER1OV3l

SEL A 3 2 [ DT-Mutiple ~| |700aM | [400PM | | Completed | [ar @] (st al 1697304 I (] [=]
SEL A 48 2% [ 1T - Mutiple | |7:00AM ‘ |4OOPM | | completed | [ar @ AT Q| 1697304 f —
SEL A 43 2 [ DT Mutiple +| [7:00aM | [500PM || Completed | ot al |ar al|  tesvad f -
SEL A 45 24 [ DT -mutigle | [7.00aM | [5:00PM | | Completed v| [aral |ar al| 1esraos f —
SEL A 48 28 |\DT—Mumple v‘ |700AM ‘ |500PM || Completed v/ |ar Q AT Q 1697304 f ?
SEL A 48 24 | DT-Muttple ~| |700am | [400Pm | | completed | lara AT Q| 1697304 f —
SEL A 48 24 | DT —mutiple v| |[700aM | [4#00PM | | Completed v| [ar a AT Q| 1897304 f —
SEL A 48 24 | DT -Mutiple v| |700am | [400PM | | Completed v| Y AT Q| 1697304 f -
SEL A 43 30 [ 1DT—muttiple v| [700am | [400Pm | | cancelled | [ar Q] [ar @ | f -
o s . 24 |Dor e o) oo | mocens 1 [ \ br ol [ al s lal [0

Continued on next page
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Cancelling a Previously Paid IDT Drill, Continued

Procedures,
continued

Step Action

number reverted to 0. Click Save.

8 | Using the drop-down, change the Drill Status from Completed to Cancelled for the
member to be cancelled. Notice that upon changing the Drill Status, the Approval Batch

g:::;;fv :i:;:fv EI%E;TSJTM EDrls  Drill Type Start Time  End Time Drill Status Approved? Duty Purpose 1 Duty Purpose 2 SRRroval

SEL A 48 24 | IDT-mutiple  ~| [7:00am | [400PM ”\ Cancelled v\l [ar a] [ar  aq In I |T‘ (=]
SEL A 48 2 | IDT - Multiple  ~ | |7:00AM ‘ ‘400F’M ‘ | Completed ~ | At al| [ar a  teorand |+‘ -
SEL A 48 2 [ IDT—hutiple  ~| [700aM | [5:00PM | | Completed ~| [t a| [ar al teoran |f‘ =
SEL A 4 2 | IDT-Multiple  v| [7.00aM | [5:00PM | | Completed ~| AT Q| [aT Q| 1eorand |f‘ =
SEL A 48 28 ‘ IDT — Multiple v‘ |700AM ‘ ‘sonw ‘ ‘ Completed v‘ AT Q| |ar Q| 1697304 |+‘ -
SEL A 48 24 | IDT-Mutiple ~| [700aM | [400PM | | Completed | aral [aral eora0s |+‘ -
sEL i i i | DT —mutiple | i[700aM | {[400P1 | || Cancelled | | ot a |AT a| o34 | |T‘ i ‘i
SEL ;A ;43 ;24 \ IDT - Multiple | .|7'00AM ‘;‘400PM | \ Completed | . \ﬁ| |ﬁ| .1697304 . |f‘ ; =
SEL A 48 30 DT Mutiple ~| [700ad | [400PM | | Cancelled | \ﬁ| |ﬁ| |:‘ =
= . . . [ | [mnaee | [rmams || . [az= Al [a= al o1 [
—

action. Make a note of the new Approval Batch number.

9 | Upon clicking save, a new Approval Batch number has been assigned to the now
Cancelled IDT drill and the Approved box has been unchecked. It is now awaiting SPO

Training Maximum #Drills

Reserve H g c Approval
ay Paid IDT 3 Drill Type Start Time End Time Drill Status Approved? Duty Purpose 1 Duty Purpose 2
[Category Category  Drills Remain Batch
ISEL A 48 24 [ DT -mutiple | (700w | [400PM | | Cancelled | I O At Q| AT Q| 176614 I =+

10 | Send an Email to the SPO with the new Approval Batch number so the IDT drill may
be processed for recoupment of any pay and allowances/creditable retirement points.
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Resubmitting IDT Drills Previously Denied by the SPO

Introduction  This section provides the procedures for P&A/Supervisors to resubmit IDT
drill(s) that have been denied by the SPO and have NOT been processed for
creditable retirement points and/or pay and allowances in DA.

Important It is important to review and work any denied drills immediately. Any drill
Information request that was included within the same Approval Batch will also be
denied.

If a DENIED drill does not revert to a Scheduled Status (as indicated in Step 9
of this section), it cannot be resubmitted. The drill(s) MUST be deleted and re-
entered. Any delay in resubmitting the batch of drills will result in a delay of pay
for ALL the Reserve members assigned to that Approval Batch.

Known Issue  There is a known issue for when a P&A/Supervisor holds BOTH the status of a

for P&A/ Reservist and CG Civilian employee. DA does not allow them to set drills to a

Supervisor Complete status correctly. The Command should appoint another supervisor with
the correct DA roles to complete this process OR all of the pertinent drill
information must be sent to the SPO via email for marking the drills Complete
and then processing pay.

Procedures See below.

Step Action

1 | When notified by the SPO that an IDT drill(s) has been denied, the P&A/Supervisor can
view the denied IDT request by navigating to Member Self Service via the drop-down
or by page arrows.

/@‘,. DIRECT ACCESS

o
Member Self Service v Notifications (@)

Actions Alerts

Direct Access Announcements Absence Request - View AD/RSV Payslip

2 | Click on the Requests (All Types) - View tile.
Requests (All Types) - View

@

Continued on next page
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Resubmitting IDT Drills Previously Denied by the SPO, continued

Procedures,
continued

Step Action
3 | The View My Action Requests page will display. Leave My Submitted Requests radio
button and the Transaction Name at the default. Using the drop-down, change the
Transaction Status to Denied. Click Populate Grid.
View My Action Requests

Winston_

1. "My Submitted Requests' allows member to bring up only their Action Requests.

2. "Requests | am Approver For' allows approver to bring up only those Action Requests submitted to them.

3. "All Requests' allows the approver to pull up their Action Requests and those submitted to them.

4. Transaction Name field allows user to select a particular transaction (i.e., Absence Request, Delegation, etc.)

5. Refresh button clears the grid and defaults it back to "My Submitted Requests' and Transaction Status of "Pending’.

6. Populate Grid button populates the grid based on what was selected for the radio button, Transaction Name, Transaction Status,
and what was entered in the Submission From/Submission To Dates.

My Submitted Requests O Requests | am Approver For O All Requests
Transaction Name: | All Transactions A
Transaction Status: || Denied "i
Submission From Date: |
Submission To Date: | Populate Grid Refresh

4 | Alist of all denied requests will display. Locate the appropriate Denied IDT by batch

number under the Member column. Click View Details to view the request.
[®][a]

| ViewAl

Transaction Name Status Member Member's Last Name Member's Emplid Member's Deptid itted By App Submission Date Drill Date View Details

Reserve Drill Request | Denied | Ms. Perking = Perkins 1234567 038858 Ms. Perkins Winston ~ 2023/01/18 2023/0119

Continued on next page
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Resubmitting IDT Drills Previously Denied by the SPO, continued

Procedures,
continued

Step Action
5 | The Action Request page will display for that Batch Code number.
Action Request

Approve Drills
Ms. Perkins

1. Click "Get Details" button to display the Department and Dnill Date in the "Request Information” block.

2. Click "Click here to view additional request information” link. A new window listing all drill details will open.
3. Review all the drill details in the new window.

4. If any corrections are needed, Enter appropriate comments in the "Comment" section and Click "Deny"”

5. System will route the request back to the submitter for corrections. (Pay Transactions will not be generated)
6. If all drill details are correct, Enter appropriate comments in the "Comment” section and Click "Approve”

7

8

. System will mark each drill as "Approved”, Save the request and Generate Positive Input Transactions for Global Payroll.
. Close the Drill Details and Action Request windows.

Request Details
| Batch Code: 1705337 |

Get Details

Request Information
Setid: 00010
Department: 038663
Drill Date: 2024-03-10

Request URL

Click here to view addifional request information.

Request Approvers
Approver: 9876543 Winston
Comment: ‘ 2 Members did not show up for scheduled Funeral Honors duty.

Continued on next page
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Resubmitting IDT Drills Previously Denied by the SPO, continued

Procedures,
continued

Step Action

6 | SPO/PAO comments explaining the reason the request was denied will be displayed at
the bottom of the page.
Drill Approval

Request Status:Denied &View/Hide Comments
One Approval Level

Denied

Winston
CGHRSUP for Users SPO
03/11/24 - 215 PM

Comments

Winston at 03/11/24 - 2:18 PM
2 Members did not show up for scheduled Funeral Honors duty.

7 | The IDT drill(s) can now be edited and resubmitted. Select the IDT Drills option from
the Reserve Administration tile.

= Annual Screening
Questionnaire

F| FSMS RSV Ord Discrepancies

1 FSMS Reserve Qrders

E1 IDT Drills

F-| Member Status Change

F| Member Training Rating

. i £ MGIB Enroliments
Reserve Administrati
F~| R-CRSP Report
o 1 fi] Reserve Member Balances
1 9 F-1 Reserve Orders (View Only)

F-] Training Status

1 View Member Drills

Continued on next page
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Resubmitting IDT Drills Previously Denied by the SPO, continued

Procedures,
continued

Step Action

8 | e Set ID — Leave at 00010.

e Department — Enter the ID number or use the lookup icon to locate the unit where the
IDT drill is scheduled to be performed.

o Drill Date — Enter the date or use the calendar to select the date the IDT drill is
scheduled to be performed.

¢ Designated Unit Pay Flag will be automatically checked if the unit is authorized to
receive high priority unit pay and are identified annually via an ALCGRSV message.

Click Search (only displays members with previously entered scheduled drills).

NOTE: Load Members displays all reserve members attached to that department.

Reserve Drills

SetID: 00010 Q|

- esignated Unit Pay Fla
Department: | 038663 Q | psU 311 SHORESIDE SECURITY le:b g vy

Drill Date: | 03102024  [i]|

Load Members l I Search

9 | All the IDT drills submitted for that department ID and drill date will display. The IDT
Drills Status will revert to a Scheduled, the Approved? boxes will be checked, and the
previous Approval Batch will be blank. In this example, the meal code is incorrect. To
correct, select the Payroll tab.

IMPORTANT: If a DENIED drill does not revert to a Scheduled Status, it cannot be
resubmitted. Instead, the drill(s) must be deleted and re-entered.

Reserve Drills

SetID: o010 Q
o Designated Unit Pay Flag
Department: | 036063 @ | psu 311 SHORESIDE SECURITY DIV

Drill Date:  |03/102024  [i5]

Members
5 Q
I Drillinfo || Payrell | |

Maximum
Paid IDT ;f’.:ﬂ;‘ Drill Type Start Time  End Time Drill Status Approved? Duty Purpose 1 Duty Purpose2 APProval
s

Re: X
Empl ID Empl Record Name y
Category coiegory  Drill Batch

1234567 Q neral w| |8:00AM 5:00PM Scheduled |[ADM  Q i Q
al v| [800AM | |5:00PM Scheduled v ADM

]
2 (1234667 Q ]
31122334 Q o

o

+| [+ [+ +

24
i} Q Q
48 2% al v| | 8.00AM 5:00PM Scheduled v ADM  Q Q
24 Q Q

+ | 2233445 Q v| |800AM 5:00PM Seheduled v ADM

Continued on next page
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Resubmitting IDT Drills Previously Denied by the SPO, continued

Procedures,
continued
Step Action
10 | Make the corrections as required. For this example: We will be removing row #1 and row

#3 using the Minus button, the two members that did not show up for drills.

Members

5)[a)
‘ Drill Info Hm i
EmplID  Name Pay Code "C"gj'eE"“"’"“V SDAP  Special Duty Pay Assign Pay FLPCode | Proficiency
11234567 Ms Perkins | NoPay v/ | v \ al | al | al [ a | E
21234867 Wick John [ NoPay v | v| \ al | a | al | a f =]
31122334 Charon | No Pay v\ \ v| \ al | al | al [ a f E
42233445  BoweryKing | NoPay v | v \ al | al | al [ a f |

11 | Return to the Drill Info tab. After all required changes have been made, mark the IDT
Drill Status to a Completed as appropriate and click Save.
REMEMBER: If the original submission included a batch of drills, all the IDT drills in
that batch will need to be marked Completed (or Cancelled/Unexcused) and resubmitted.
Empl ID Empl Record Name 5;;‘;:){ ET'%:' ;::; EE;EUTM ;fm"m' Drill Type StartTime EndTime  Drill Status Approved? Duty Purposed Duty Purpose 2 s:f;""
1234567 Q ] Q Wick, John  SEL A 48 28 10T Single + Funeral v | |8:00AM 5:00PM Completed | .ADM Q [ Q [ + -
22233445 Q (] Q| BoweryKing SEL A 48 24 IDT Single + Funeral v | | 8:00AM 5:00PM Completed ~ ADM Q@ Q + -
12 | A new Approval Batch number will be assigned and the Approved? column will now
be unchecked. Make a note of the Approval Batch number.
Reserve  Iraining  Maximum 4. ; Approval
Category C:!egury EiillfleT Remain Drill Type Start Time End Time Drill Status Approved? Duty Purpose 1 Duty Purpose 2 Batch
SEL A 48 2% ‘\DTS\ngIe+Funelﬁl v‘ ‘BODAM \ \5-00% | | completed | |ADM Q\ \ Q 1705337 E E
SEL A a8 24 ‘\DTS\nglg+FuneraI v‘ ‘BODAM | [s00PM | | completed | [aom | | Q 1705337 E E
13 | Send an Email to the SPO notifying them of the resubmission and include the Approval

Batch number.
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