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Inactive Duty for Training (IDT) Drills (Command)

Overview
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This guide provides the procedures @mmand Users/Supervisor$o
schedule, complete, change, cancel and delete individual and batch
Inactive Duty for Training (IDT) Drills for Reserve members in Direct
Access (DA).

Scheduled= Member and/or Command User/Supervisor

Authorized = Command User/Supervisor (Approved? column check
Completed= Command User/Supervisor

Unexcused= Command User/Supervisor

Cancelled= Member and/or Command User/Supervisor

Approved = SPO

Denied= SPO

There is a known issue when a Command User/Supervisor who holc
BOTH the status of a Reservist and CG Civilian employee. When tr
update the IDT to a completed status, the drill will forward to both th
military SPO and the SPO for the civilian permanent duty assignmer

PPC is currently working to correct this issue, it is important for thos:
who areboth a Reservist and CG Civilian employee to ensure the enr
notification is sent to the military SPO.

a) CG Reserve Policy Manual, COMDTINST M1001.28 (series)
b) Coast GuardPay Manual, COMDTINST M7220.29 (series)
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Changing the Drill Status of IDT Drills 34
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Cancelling a Previously Paid IDT Drill 42
Resubmitting IDT Dirills Previously Denied by the SF 48

Continued on next page
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Overview, Continued

Scheduling
Requirement

05 January 2021

Each year, C&R determines the timeframe for when drills can/cannot
entered in Direct Accesdg-or FY21, all drills must be entered prior to

May 1st The system will not allow drills to be entered between May
and September 30th without a waiv&ee the8PM, Chapter 10.B4 for
more information on the waiver process.

IDT Process
Stage | Who Does It What Happens
Member
1 Command User/ Enters IDT drill request in Direct Access.
Supervisor
2 CommandUserfRevi ews member 6s | DT dril
Supervisor | (approves)DT drill using View My Requests under DA
Self Service Requests Direct Access.
3 Member Performs drills as scheduled or edits/withdraws previoug
submitted requests.
4 CommandUserfUpdates the Dril]l Status
Supervisor | actions:
9 Completedi Performed drill as scheduled.
f Unexcusedi Failed to report and no valid/approved
reason.
1 Cancelledi Did not report and has a valid/approved
reason.
ForwardsApproval Batch number to SPO for processing
Note: Command Users/Supervisors rhbeld the CG Self
Service Comman(CGSSCMD user role oCG Reserve
Manager functional roleo view/enteréditapprovelDT
drills.
5 SPO Uponemailnotification from the Command that the

Reserve member(s) IDT drills have been updated (mark
Completed)approveghe IDT drills for creditable
retirement points and/or pay and allowances.



https://www.dcms.uscg.mil/ppc/pd/3pm/
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Authorizing a Member-Scheduled IDT Drill

Introduction This section provides the procedures for a Command User/Supervis
authorize IDT drills scheduled by the Reserve member in Direct Acc

Procedures There are two ways to authori z:«
the steps below.

Step Action
1 [To authorize a memberoés drill requ

View My Requests (all typesfrom the Self Service Requests pagelet.

Self Service Requests o B
Submit an Absence Request MNon-Chargeable Absence Request

View My Absence Requesis Submit a Delegation Request

View My Requests (all types) I PHS Submit Retirement Docs
Submit a Drill Request Uszer Access Request

2 | The View My Action Requests page will display.

1 Select theRequests | am Approver Forradio button

1 Transaction Name- may be left at the default of All Transactions or using
the dropdown, selecScheduleDirills .

1 Transaction Status- leave as Pending.

1 Submission From DateandSubmission To Date- may be entered to narro
down the sarch or may be left blank.

Click Populate Grid.
View My Action Requests

Zoe Washburne

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

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

3. "All Requestis’ allows the approver to pull up their Action Requests and those submitied to them.

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

5. Refresh bution clears the grid and defaulis it back to "My Submitted Requesis' 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 Submiited Requests ® Reguests | am Approver For ) All Requests
Transaction Name: |5chedule Drills wv|
Transaction Status: |Pending v
Submission From Date: [E]

Submission To Date: [#1) Populate Grid Refresh

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

Procedures
continued

Step Action

3 | Alist of all pending requests will displaylhe Transaction Name column will
display the Reserverill Request needing approvaClick on the Approve/Deny
link at the end of the row for the méer you are trying to approve.

Note: Pay speciattention to ensure you have selected the correct member
correct scheduled drill date to approve.

Personalize | Find | View Al | 2] & First 4 1of1 * Last
Transaction Name Status  Member Member's Emplid Member's Deptid Submitted By Approver Submigsion Date  Drill Date Approve/Dem
Reserve Drill Request Pending Simon Tam 1234567 oo6272 Simon Tam  Zoe Washburne 12/04/2020 12/5/2020 |Approve/Deny

4 | The Action Request window will displayReview the information displayed in
the member's request to ensure information is valid and acaurktding 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 (H2€ Subsistence
Allowancefor more guidance on when and whgie of meals are authorized.

denying the requésenter your comments for denying the request before you
continue.
IAction Request
Schedule Drills
Jam, Simon__

1. Select the Drill Date.

2. Enter Start/End Time for the drill in the format HH24:MIfHH24:MI (e.g. For a drill starting at 08:15am and ending at 04:45pm, Enter
08:15/16:45)

3. Select the Drill Type from the drop down list.

4. Select Meal Eligibility for IDT-Multiple, ATP-Multiple or IDT-Single + ATP-Single Drill Types only. Leave blank for all other drill types.

5. Enter Department only if the drill is to be performed at another department.

6. Select Duly Purpose 1 for all Drill Types.

7. Select Duly Purpose 2 for IDT-Multiple, ATP-Multiple or IDT-Single + ATP-Single Drill Types only.

8. Select Pay Code : "No-Pay” for Points only drills; "Half" for 1 days pay, "Full” for 2 days pay.

9. Click "Get Details" button to request information on Paid IDT Cap and # of Completed Drills

10. Look up and select Approver, Enter any Comments and click "Submit”.

Request Details

Drill Date: 12/05/2020 Department:

000010
Start/End Time: 07-00/16-00 Duty Purpose 1: Research & Development
Drill Type: IDT - Muliiple Duty Purpose 2: Safety & Occupational Health
Meal Eligibility: Lunch Pay Code: Full
GetDeualls

Request Information
Paid IDT Cap: 48
# of Paid Drills: g
Request Approvers

Approver: 7654321 Zoe Washburne

Comment:

Approve Deny

Continued on next page


https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/Reserve/IDT%20Subsistence%20Allowance.pdf?ver=2020-04-29-143259-193
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SPO/Reserve/IDT%20Subsistence%20Allowance.pdf?ver=2020-04-29-143259-193
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Authorizing a Member-Scheduled IDT Drill, Continued

Procedures
continued

Step Action

5 | Once all the information has been verified and is accurate, clickppeve
button to approve the request or click Beny button if you are denying the
request with comments.

Note: Do not approve a scheduled IDT drill request if the member has repor
for duty (the current date is the requested IDT drill date) or the date has.pas
Doing so will create a pay isstmr the member. Exceptional circumstanoesy

require the membeo report for duty (under verbal order) before the member
submit an IDT drill requestin that caseplease see Scheduling IDT Drills for a
Individual Member in the next section.

6 | Once approved, the Reserve Drill Request will change from Pending to App
in the Reserve Drill Approval section along with comments. The IDT drill is
in a Scheduled Approved status and the member is authorized to perform t
as scheduled. Nmurther Action is required until aftehe IDT drill date has
passed.Reminder: All member IDT Drill requests must be approved prior to
member performing IDT.

Reserve Drill Approval

Reserve Drill Request:Approved
One Approval Level

Approved

v Zoe Washburne
Initial Approve Action Request
120420 - 4:07 PM

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

Procedures
continued
Step Action
7 | This is the second way to authorize an IDT drill that was scheduled by the
Reserve member but not previously
supervisor by the scheduled IDT drill date. SelBdt Drills from the Reserve
Administration pagelet.
Reserve Administration - v
: IDT Drillz I Member Training Rating
Annual Screening Questionnaire Reserve Member Balances
Member Status Change View Member Drills
Reserve Orders MGIE Enrollments
R-CRSP Report RS order discrepancies
8 | The Reserve Dirills page will display.
SetID: pooio |&
Department: (s} Designated Unit Pay Flag
Drill Date: 5
Members Personaiize | Find |20 B8 Frst 4 1011 b Last
Drill Info | Payroll ) .
1 A la e aa S|
[Flsave | [=]Nofiry
9 | Leave the Set ID at 00010. Enter epartment ID number or use the lookup

icon to locate the unit where the IDT drill is scheduled to be performed. Ent
Drill Date or use the calendar to enter the dagelDT drill is scheduled to be

performed. ClickSearch

Note: TheDesignated Unit Pay Flagwill be automatically checked if the unit
authorized to receive high priority unit pay. Authorized units are identified

annually via an ALCGRSV message.

Reserve Drills

SetlD: 00010 (3
Department: 000251 QJ cG sTA PENSACOLA
Drill Date: [12/01/2019 |

Load Members

Designated Unit Pay Flag

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

Procedures
continued

Step

Action

10

Any IDT drills that have been entered/scheduled for that Drill Date and
Department ID will be displayed. Review tbeill Info to ensure the
information is valid and accurate to the Reserve member. Clidkayll tab.

Members Personalize | Find | &0 | [ First ‘4 1of1 ‘& Last
Dritiinfo || Payroll
Training  Maximum
Empl Reserve # Drills. _ Duty Duty Approval
Empl ID Reord Name Category E;}uegw gﬁ‘?alm Remain Drill Type Start Time EndTime  Drill Status Approved? LUl o1 Purpose2  Batch
—

11234567 |Q |0 Q@ Tamm, Simon  IRR H 48 48 IDT - Multiple wv| [7:00aM | [3:30PM Scheduled W AP Q |aP Q =+ =]
[5lSave || =] Nolify

11

Members Personalize | Find | £ | B First ‘4 10f1 '}/ Last
Drill Info I Payroll
Empl ID Name Pay Code gg:LEligibi\ity SDAP Special Duty Pay Assign Pay FLP Code Proficiency
|
11234567 Tamm, Simon | Full v |[Lunch v Q Q Q Q Iﬂ =
| I

Review the payroll information to ensure it is valid and accurate to the Rese
member. Click th®rill Info tab to return to the previous tab.

Note: Pay special attention to the Meal Eligibility Code (H2€ Subsistence
Allowancefor more guidance on when and what type of meals should be
authorized).

12

Once all the information has bee@riied and is accurate, click the box in the
Approved column to authorize the drill. ClicRave

Reserve Drills

SetID: 00010 |Q
Department: (000251 @ CG STA PENSACOLA Designated Unit Pay Flag
Drill Date: [12/01/2019_|[

Load Members | Search

Members Personalize | Find | 20| B8 First (¥ 1011 ) Last
Drill Info | Payroll

Training  Maximum
J = Duty Approval

erve uty u
Purpose 1 Purpose 2 Batch

Empl Res:
Empl ID Name Pay
Recoud Category  category  Drills

11234567 Q0 @, Tamm, Simon SEL A 48 48 IDT — Muliiple v| 7:00AM | 3:30PM Scheduled v [} AP Q AP Q [+ =]

Drills
emain

H Drill Type StartTime EndTime  Drill Status

13

Upon saving, the check box will be grayed out. The IDT drill is now in a
Scheduled Approved status. No further action is requiredafteil the IDT drill
date has passed.

Members Personalize | Find | & | B Fist (4 10f1 ) Last
Drill Info Payroll | [F==3)

Training  Maximum §
Empl Reserve # Drills . . » Duty Duty Approval
Empl ID P Name Cotgury A PagOT ol Drill Type StartTime EndTime  Drill Status Approved? DY o Parose2 (Aol

1[2070030 |Q [0 @ Tamm, Simon  SEL A 48 48 7:00AM | [3:30PM IScheduled v v l\F QAP o (# =]



https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/guides/GP/SPO/Reserve/IDT%20Subsistence%20Allowance.pdf
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/guides/GP/SPO/Reserve/IDT%20Subsistence%20Allowance.pdf
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Scheduling IDT Drills for an Individual Member

Introduction This section provides the procedures for a Command User/Supervis
schedule IDT drills for an individual Reserve member in Direct Acce:

Discussion Before scheduling a drill, verify the drill date does not overlap/conflic
with the start or end dates of any Reserve Active Duty Orders or
previously scheduled IDT drills.

A Reservist and their Command may schedule, edit, or withdraw an
drill up to and including the drill date. After the drill date has passed
only the Command User/Supervisor or SPO may edit, withdraw, or
change the status of an IDT drill.

Procedures See below.

Step Action
1 | To schedule a new IDT drill for an individual Reserve member, s&dcbrills
from the Reserve Administration pagelet.

Reserve Administration - B
DT Drills | Member Training Rating

Annual Screening Questionnaire Reserve Member Balances

Member Status Change View Member Drills

Reserve Orders MGIE Enrollments

R-CRSP Report RSV order discrepancies

2 | The Reserve Dirills page will display.

Reserve Drills

SetID: 00010 | @
Department: Q Designated Unit Pay Flag
Drill Date: | E

Load Members Search
Members Personaiize | Find | ] E§  Fist ‘¢ 1011 ) Last
Drill Info || Payroll

ning # Drills Duty Duty A
pproval
Pay PEIDT R Drill Type StartTime EndTime  Drill Status Approved? B | Bumose 2

Barv:ll
i Ql a 0 0 al e @&

Empl
Empl ID Rotorg  Name

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

Procedures
continued
Step Action
3 | Leave the Set ID at 00010. Enter epartment ID number or use the lookup

icon to locate the unit where the IDT drill is to be performed. EnteDtitie
Date or use the calendar to enter the date the IDT drill is to be performed.

Note: TheDesignated Unit Pay Flagwill be automatically checked if the unit
authorized to receive high priority unit pay. Authorized units are identified

annually via an ALCESV message.

Reserve Drills

setiD: (00010 |Q
Department: 000251 @ |cG sTA PENSACOLA Designated Unit Pay Flag
Drill Date: [12/07/2019 [z

Load Members Search
4 |Enter t he ReBEmliDvuadembeliniifoe If thesemployee ID is
unknown, use the lookup icon located next to the Empl ID field.
Reserve Drills
Set ID: 00010 |
Department: (000251 Q, CG STA PENSACOLA Designated Unit Pay Flag
Drill Date:  [12/07/2019 |5}
Members Personalize | Find | @ | B First 0 1011 ) Last
Drillinfo || Payroll
| EEEZAGE) (Y e a_la e
iilSave | [=] Notify
5 |Pressthdabk ey t o popul ate the member s
Pay Category, Maximum Paid IDT Drills, and # Drills Remain.
Members
Drill Info || Payroll
Training Maximum :
Empl R ; # Drill
Empl ID Rgnc%rd Name Cgﬁ:&;ﬁy E§¥egow ga:”ljslm Rer;'a?n
111234567 |G |0 G, Tamm, Simon SEL A 48 48

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

Procedures
continued

Step Action
6 | Enter the remainin®rill Info : (seeSteps 67 for a description of each field).

. ) . - Duty Duty Approval
Drill Type Start Time End Time Drill Status Approved? Purpose 1 Purpose2  Batch

[IDT - Muttiple V| 7:00AM | 3:30PM Scheduled v| W AT QAT Q¢

Field Description
Drill Type Select the Drill Type from the dregiown menu:

ATP - Multiple

ATF - Single

Funeral Duty

IDT - Multiple

IDT - Single

IDT Single + ATP Single

IDT Single + Funeral
RMP

1 ATP Multiple or Single i Additional Training Period

7 Funeral Duty i Funeral Honors Duty

1 IDT Multiple or Single 1 Inactive Duty for Training

71IDT Single + ATP Singlei Inactive Duty for Training
Single Plus Additional Training Period Single

71DT Single + Funerali Inactive Duty forTraining Single
Plus Funeral Honors Duty

1 RMP i Readiness Management Period

Start Time Enter the start time using the HH:00AM/PM format (i.e. {

a drill beginning at 0700, it would be entered as 7:00AM

1 Single IDT/ATP i 4 or more hours

1 Multiple IDT/ATP T 8 or more hours

TRMP 1 3to 24 hours

T FHD 1 2 or more hours

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

Drill Status The only option available is Scheduled

Approved? The IDT drill will automatically set to Approved (the box

will automatically be checked)

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

Procedures
continued

Step Action
7

Field Description
Duty Purpose 1 | Click the dropdown and make a selection as appropriate

APPROPRIATE DUTY FOR COMPLETING THE PHA Olympic Games Support

Acquisition - General Operational Intelligence

Aids to Nav Contingency Personnel Support

Boating Safety Activity Port Safety & Sec Contingency

Boating Safety Contingency Port Safety & Security

Civil Rights - General Public & International Affairs

Command, Control & Comms RMP - ADMINISTRATIVE/INDIVIDUAL READINESS
Contingency Preparedness RMP - DENTAL EXAM ANNUAL

DISASTER RESPONSE OPERATIONS & SUPPORT RMP - GENERAL MANDATED TRAINING
Defense Contingency RMP - MEDICAL OTHER THAN FHA
Defense Operation RMP - WEIGHT PROGRAM/NUTRITION
Engineering & Logistics RMP FOR OCCUP MED SURVEILLANCE & EVAL PROG
Environmental Contingency RMP FOR RESERVE SERVICE WIDE EXAM
Environmental Protection Radio Navigation

Financial Mgmt Supply & Inv Research & Development

Great Lakes - Summer Stock Safety & Occupational Health

Health Services Search & Rescue

INDIVIDUAL TRAINING PLAN Search & Rescue Contingency

Ice Operation Security, CMC, Publications

Law Enforcement Short Rnge Aids to Navigation

Law Enforcement Contingency Space Program Support

Legal - General Structured Training - General

Merchant Vessel Insoin & Doc Vessel Traffic Services

Duty Purpose 2 | Click the dropdown and make a selection as appropriate
Only enter a selection in this field if performing:

1 Multiple IDT

1 Multiple ATP

7 Single IDT + Single ATP

8 | Once all the Dirill Info has been entered, click Bagroll tab.

Members
Drill Info || Payroll
Training Maximum N
Empl Reserve = # Drills q
Empl ID Name Pay Paid IDT = Drill Type
Record Category Category  Drills Remain
1/1234567 Q|0 Q) Tamm, Simon SEL A 43 43 |IDT—MuIlipIe b

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

Procedures
continued

Step Action
9 | Enter thePayroll information: (seé&teps 911 for a description of each field).

Reserve Drills

Set ID: 00010 |Q
Department: 000251 @ CG STA PENSACOLA Designated Unit Pay Flag

Drill Date:  |12/07/2019 [[3)

Load Members Search
Personalize | Find | (2 | = First ‘' 10f1 '*' Last

Members
Drill Info || Payroll
EmplID  Name Pay Code g:'gLE"gih'“w SDAP Special Duty Pay AssignPay  FLP Code Proficiency
11234567 Tamm, Simon I [Ful v Lu:ch v Q Q Q Q[+ [=]
Field Description
Pay Code Click the dropdown and make a selection as

appropriate:

9 Full 7 Pay is authorized for both periods

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

1 Nonei 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 selddbne Select the

Meal Type from the droplown menu (sedT
Subsistence Allowander more guidance):

Ereakfast

Ereakfast & Lunch
Breakfast, Lunch Supper
Lunch

Lunch & Supper
Messing Available
None

Supper

If And Then
Not Arrives same day, | Authorized Lunch
Authorized | not remaining
Lodging overnight
Works past 1800 | Authorized Lunch
hours & Supper
Authorized | Arrive night before | Authorized
Lodging for 1 paid IDT Breakfast and
Multiple drill for the | Lunch

next day

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

Authorized Lunch
and Supper on®1
day & authorized
Breakfast and
Lunch on 29 day

Arrives night before
for 2 paid IDT
Multiple drills

Authorized
Breakfast, Lunch,
& Supper on 1
day & authorized
Breakfast and
Lunch on 29 day

13

Continued on next page



https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/guides/GP/SPO/Reserve/IDT%20Subsistence%20Allowance.pdf
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Scheduling IDT Drills for an Individual Member, Continued

Procedures
continued
Step Action
11
Field Description
SDP Special Duty Pay. Enter ONLY if Reserve member is
authorized SDP. Use the lookup icon if SDP code is
unknown.
AP Assignment Pay. Enter ONLY Reserve member is
authorized AP. Use the lookup icon if AP code is unkno
FLP Foreign Language Proficiency. Enter ONLY if Reserve
member is authorized FLP. Use lookup icon if FLP code
unknown.
Proficiency Foreign Language Proficiency levdtnter ONLY if
Reserve member is authorized FLP. Use lookup icon if
proficiency code is unknown.

12 | Once all the fields have been completed as appropriate Saii& No further
action is required until after the member completes the IDT drill.

Reserve Drills

SetID: 00010 |@
Department: 000251 Q. CG STAPENSACOLA Designated Unit Pay Flag
Drill Date: | 12/07/2019 |[%]

Load Members Search

Members Personalize | Find | &/ | £ First ‘& 10f1 & Last
Drill Info || Payroll

Empl ID Name Pay Code gﬂnegLEligib\Iity SDAP Special Duty Pay Assign Pay FLP Code Proficiency
11234567 Tamm, Simon Full v [Lunch v Q Q Q Q +] [=]

13 | Direct Access will send an email to the Reserve member notifying them an |
drill has been scheduled on their behalf.

14
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Scheduling a Batch of IDT Drills

This section provides the procedures for a Command User to sched
batch ofIDT drills for multiple Reserve members in Direct Access.

Introduction

Something to  Unlike scheduling an IDT drill for an individual Reserve member,

Note scheduling a batch of IDT drills for multiple Reserve members does
send an email notification to the membséren IDT drills are scheduled
on their behalf.

Discussion Before scheduling a drill, verify the drill date does not overlap/conflic
with the start or end dates of any Reserve Active Duty Orders or
previously scheduled IDT drills.

A Reservist and theltommand may schedule, edit, or withdraw an IC
drill up to and including the drill date. After the drill date has passed
only the Command User/Supervisor or SPO may edit, withdraw, or
change the status of an IDT drill.

Procedures See below.

Step Action
1 | SelectDT Drills from the Reserve Administration pagelet.
Reserve Administration - &
IDT Drills | Member Training Rating
Annual Screening Questionnaire Reserve Member Balances
Member Status Change View Member Drills
Reserve Orders MGIE Enrcliments
R-CRSP Report RSV order discrepancies
2 | The Reserve Drills page will display.
SetID: 00010 |Q
Department: Q Designated Unit Pay Flag
Drill Date: | [
Members Personalize | Find | CJ| [ First ‘4 10f1 & Last
Drillinfo || Payrol ) —
1 Qi a R al a = =

Continued on next page
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Scheduling a Batch of IDT Drills, Continued

05 January 2021

Procedures
continued

Step

Action

3

Leave the Set ID at 00010. Enter iepartment ID number or use the lookup
icon to locate the unit where the IDT drills are to be performed. Ent&rithe
Date or use the calendar to enter the date the IDT drills are to be performed,

Click Load Members.

Note: TheDesignated Unit Pay Flagwill be automatically checked if the unit i
authorized to receive high priority unit pay. Authorized units are ideahtifie

annually via an ALCGRSV message.

Reserve Drills

Set ID: 00010 |Q
Department: |000251 Q_|cG STA PENSACOLA

Drill Date: |12/14/2019 E{
Load Members Search

Designated Unit Pay Flag

16
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Scheduling a Batch of IDT Drills, Continued

Procedures
continued
Step Action
4 | Alist of all the Reservists permanently attached to that Department/Unit will

display. Tooemovea Reser vi st t hat wimidus buttoe
at the end of that algpacReservisthat \WRiebs e r
drilling at theunit, click any ¢) plus button to add a blank row and enter the

member 6s Empl | D; press the tab ke

Note: Revi ew e a cTrainimgeRapbGategdry and# of Drills Remain
to ensure the member is authorized to drill and matl exceed the maximum # ¢
drills allowed. A member may not exceed Maximum Paid IDT Dirills (in

this case, 48) without an approval/waiver from the District (dxr).

Reserve Drills

SetID: 00010 | @
Department: 000251 Q' CG STA PENSACOLA
Drill Date: 12142019 5

Designated Unit Pay Flag

Load Members Search

Members Personalize | Find | 2 | B First ‘&' 1450f15 *' Last

Drill Info || Payroll

Training | Maximum

Empl ID E’;‘cﬁ"m Name E:f:;;} C:Lnnry E:iI?sIDT ;:E;‘;'a'fn Drill Type Start Time EndTime  Drill Status Approved? E:r':osn E:gouz ‘é'a’f:"\"""
1[1234567 |Q [0 @ Last, First SEL A 48 48 8-00AM | [5-00PM v Q Q [+ [=]
2[1234567 |Q [0 @ Last, First SEL A 48 46 200AM |[5:00FPM v Q Q [+ =
3[1234567 |Q [0 @ Last First SEL A 48 £ 2.00AM | [5:00PM v Q Q F= =
41234567 | [0 @, Last, First SEL A 48 36 8:00AM | [5:00PM ™ Q Q [+] [=]
5[1234567 |Q 0 @ Last First SEL A 48 36 800AM_|[5:00PM v Q Q H =
6[1234567 | [0 @ Last First SEL A 48 36 2.00AM |[5:00PM v aQ aQ [+] =]

Continued on next page
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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 th®rill Info for each member: (s&deps 57 for a description of

eachfield).
Drill Type Start Time End Time  Drill Status Approved? Eﬁﬁ;nse ] Eﬁﬁusez
Field Description
Drill Type Select the Drill Type from the dregiown menu:

Funeral Duty

IDT - Multiple

IDT - Single

IDT Single + ATP Single

IDT Single + Funeral
RMP

1 ATP Multiple or Single i Additional Training Period

9 Funeral Duty i Funeral Honors Duty

T IDT Multiple or Single i Inactive Duty for Training

T 1DT Single + ATP Singlei Inactive Duty for Training
Single Plus Additional Training Period Single

1IDT Single + Funerali Inactive Duty for Training Single
Plus Funeral Honors Duty

1 RMP i Readiness Management Period

Start Time Enter the start time usingegtiHH:00AM/PM format (i.e. for

a drill beginning at 0700, it would be entered as 7:00AM

9 Single IDT/ATP i 4 or more hours

9 Multiple IDT/ATP 1 8 or more hours

TRMP 1 3to 24 hours

TFHD 1 2 or more hours

End Time Enter the end time using the HH:00AM/PM forn(iag. for

a drill ending at 1500, it would be entered as 3:00PM)

Continued on next page
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05 January 2021

Scheduling a Batch of IDT Drills, Continued

Procedures
continued

Step

Action

6

Field

Description

Duty Purposel

Click the dropdown and make a selection as appropriate

APPROPRIATE DUTY FOR COMPLETING THE PHA Olympic Games Support

Acquisition - General Operational Intelligence

Aids to Nav Contingency Personnel Support

Boating Safety Activity Port Safety & Sec Contingency

Boating Safety Contingency Port Safety & Security

Civil Rights - General Public & International Affairs

Command, Control & Comms RMP - ADMINISTRATIVE/INDIVIDUAL READINESS
Contingency Preparedness RMP - DENTAL EXAM ANNUAL

DISASTER RESPONSE OPERATIONS & SUPPORT RMP - GENERAL MANDATED TRAINING
Defense Contingency RMP - MEDICAL OTHER THAN PHA
Defense Operation RMP - WEIGHT PROGRAM/NUTRITION
Engineering & Logistics RMP FOR OCCUP MED SURVEILLANCE & EVAL PROG
Environmental Contingency RMP FOR RESERVE SERVICE WIDE EXAM
Environmental Protection Radio Navigation

Financial Mgmt Supply & Inv Research & Development

Great Lakes - Summer Stock Safety & Occupational Health

Health Services Search & Rescue

INDIVIDUAL TRAINING PLAN Search & Rescue Contingency

Ice Operation Security, CMC, Publications

Law Enforcement Short Rnge Aids to Navigation

Law Enforcement Contingency Space Program Support

Legal - General Structured Training - General

Merchant Vessel Insoin & Doc Vessel Traffic Services

Duty Purpose 2

Click the dropdown and make a selection as appropriate
Only enter a selection in this field if performing:

9 Multiple IDT

1 Multiple ATP

7 Single IDT + Single ATP

Drill Status

The only option available is Scheduled

Approved?

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

Once all the Drill Info has been entered, click Bagroll tab.

Reserve Drills

Set ID: 00010 |Q
Department: 000251
Drill Date: 1211412019 |3

Load Members |  Search

Members
Drill info | Payroll
Empl ID o4 Name

1[1234567 |Q [0 Q Last, First
2 (1234567 |Q [0 @ Last, First
3[1234567 | [0 @ Last, First
41234567 |Q [0 Q Last, First
51234567 | [0 @ Last First
61234567 |Q [0 C Last, First

@ CG STA PENSACOLA

Designated Unit Pay Flag

Personalize | Find | 2 | =] First ‘4 1150f15 ‘» Last

Training  Maximum

Reserve # Drills Duty Duty Approval
Category C:Lnury :?I\IEII‘IDT Remain Drill Type Start Time End Time Drill Status Approved? Pupose! Purpose2 | Batch

SEL A 48 48 00AM | [5:00PM ¥ AT aar a # =
SEL A 48 46 :00AM | [5:00PM Scheduled v] & (AT QAT | =E
SEL A 48 kL 8:00AM | [5:00PM Scheduled v] & (AT Q[T |Q HE
SEL A 48 6 B.00AM |500PM  |[Scheduled v] W (AT |Q AT |Q ==
SEL A 48 kL 8.00AM | [5:00PM Scheduled v|] ¥ (AT |Q[aT @ ==
S BOA | 500 v W A A = =

Continued on next page
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05 January 2021

Scheduling a Batch of IDT Drills, Continued

Procedures
continued

Step Action

8 | Enter thePayroll information: (seé&teps 810 for a description of each field).

Reserve Drills

Set ID: 00010 |G

Drill Date: | 12/14/2019  [5]]

Load Members Search

Department: 000251 @, CG STAPENSACOLA Designated Unit Pay Flag

POINTS ONLY

Members Personalize | Find | & | = First ‘4 1150f15 '} Last
Drill Info || Payroll
EmplID  Mame IPayCode gg:'f”gih”‘“ SDAP Special Duty Pay AssignPay  FLP Code Proﬁciencyl
11234567  Last, First [ | - v| Q Q al jla HBE
21234567  Last, First [ ]| v| aQ aQ al la &=
31234567  Last, First [ | v| aQ aQ aQ aQ =+ [=]
4 1234567  Last, First [ ]| v| Q Q al la M&I[E
5 1234567  Last, First [ v v| Q aQ, aQ, a  [#[=
6 1234567 Last, First [ ]| v| Q Q al la HBE
Field Description

Pay Code Click the dropdown andmnake a selection as appropriate:

Full

Half

Mo Pay

1 Full 7 Pay is authorized for both periods

{1 Half 1 Pay is only authorized for a single drill, or when p
is only authorized for one period of a multiple drill

1 None’ A single or multiple drill is being performed for

20
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05 January 2021

Scheduling a Batch of IDT Drills, Continued

Procedures
continued
Step Action
9
Field Description
Meal Eligibility | Meal eligibility is authorized for Enlisted personnel only.
Code Officers leave this field blank or selddébne. Select the

Meal Type from the droplown menu (seldT Subsistence
Allowancefor more guidance):

Ereakiast
Breakiast & Lunch

Breakiast, Lunch Supper
Lunch

Lunch & Supper
Messing Available

MNone

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 Authorized
Lodging beforefor 1 paid | Breakfast and

IDT Multiple drill | Lunch
for the next day

Arrives on day of | Authorized Lunch
1stdrill for 2 paid | and Supper on®1

multiple IDT day & authorized
drills and remains Breakfast and
overnight Lunch on 29 day
between drills

Arrives night Authorized
before for 2 paid | Breakfast, Lunch,
IDT Multiple & Supper on 1
drills day & authorized

Breakfast and
Lunch on 29day

Continued on next page
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05 January 2021

Scheduling a Batch of IDT Drills, Continued

Procedures
continued
Step Action
10
Field Description
SDP Special Duty Pay. Enter ONLY if Reserve member is author
SDP. Use the lookup icon if SDP code is unknown.
AP Assignment Pay. Enter OLY Reserve member is authorized
AP. Use the lookup icon if AP code is unknown.
FLP Foreign Language Proficiency. Enter ONLY if Reserve mem
is authorized FLP. Use lookup icon if FLP code is unknown.
Proficiency | Foreign Language Proficiency level. En@NLY if Reserve
member is authorized FLP. Use lookup icon if code is unkng

11 | Once all the fields have been completed as appropriate Sdi No further
action is required until the Reserve members complete the drills as schedule

Reserve Drills

Set ID: 00010 |Q,
Department: 000251 Q. cG STA PENSACOLA Designated Unit Pay Flag
Drill Date: | 12/14/2019 |5

Load Members Search

Members Personalize | Find | (2| E&f First ‘4" 170f7 '*' Last
Diill Info || Payroll
Meal Eligibility

Empl ID Name Pay Code Code SDAP Special Duty Pay Assign Pay FLP Code Proficiency
11234567  Last, First [Ful w|[Lunch v| Q QlsP_la@t @ =
21234567  Last First [Full v|[Lunch v Q Q Ql ja [HI[E
3 1234567  Last First [Full /| [Lunch v| Q [} Q Q[ =
4 1234567  Last First [Full v|[Lunch v Q Q Ql la [HI[E
5 1234567  Last First [Full v [Lunch v| Q Q Q Q [+ [=]
6 1234567 Last, First [Ful | [Lunch v Q Q ql o HE

=] Notify
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05 January 2021

Deleting a Scheduled or Cancelled IDT Drill

Introduction

Information

This section provides the procedures for a Command User/Supervis
delete a previously scheduled or cancelled IDT Drill in Direct Access

IDT drills that have been scheduled (andhorized by the Command
User/Supervisor) may be deleted. IDT drills that were cancelled witt
being processed for pay/points may also be deleted. It is important-
remember that any IDT drills in a Completed Status, regardless of
whether they haveden processed by the SPO, cannot be deleted.

Procedures See below.

Step Action
1 | SelectiDT Drills from the Reserve Administration pagelet.
Reserve Administration - b
Member Training Rating
Annual Screening Questionnaire Reserve Member Balances
Member Status Change View Member Drills
Reszerve Orders MGIE Enrcliments
R-CRSFP Report RSV order discrepancies
2 | The Reserve Dirills page will display.
Reserve Drills
SetID: 00010 |
Department: Q Designated Unit Pay Flag
Drill Date: | El
Load Members Search
Members Personalize | Fing | 0| [ First ‘4 10f1 & Last
Drill Info || Payroll
Empl ID Empl g Name g:f:‘;‘nffy E;y“ing E:.%"\'E:rm EDnils il Type Start Time EndTime  Drill Status Approved? Emnsﬂ E:gnsaz Approval
stegory | Deills
1 Qb Ja 0 0 Q Q EH =

Continued on next page
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05 January 2021

Deleting a Scheduled or Cancelled IDT Drill, continued

Procedures
continued

Step Action
3 | Leave the Set ID at 00010. Enter epartment ID number or use the lookup
icon to locate the unit where the IDT drill is scheduled to be performed. Ent
Drill Date or use the calendar to enter the date the IDT drill is scheduled to
erformed. ClickKSearch

Reserve Drills

SetID: 00010 | Q
Department: |000251 Y CG STAPENSACOLA Designated Unit Pay Flag

Drill Date:

Load Members

4 | Alist of the drills sbeduled for that specific department ID and drill date will
display.

To delete &cheduleddrill, 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 Statu
indicates Completed or Unexcused, Direct Access will not allow you to dele

IDT drill.

Members Personalize | Find | & B Fist (4 1450f15 2 Last
Drillinfo || Payroll

Empl ID E’;‘fﬂ'm Name 5;;;% EEZ::?Y E;‘%;lmnuTm ’éf;‘;';l’n Drill Type StartTime EndTime  Drill Status Approved? E:guu a E:::;Dsez g';fu',‘:“‘

11234567 |Q [0 @, Last, First SEL A a8 ag 12:00PM | [9:00PM v AT QAT Q 995069 [+] [=]
21234567 |Q [0 @, Last First SEL A 48 36 12:00PM | [9:00PM ¥ AT o AT | eemr7 [+l [=]
31234567 | [0 @, Last, First SEL A 43 % 12:00PM | [9:00PM ¥ AT Ja AT | eer7 ﬂE
41234567 |Q [0 @ Last, First SEL A 48 36 12:00PM | [9:00PM ¥ AT AT |qeesar7 [+ [=]
5[1234567 |Q [0 @ Last, First SEL A 48 6 12:00PM | [9:00PM v AT o AT | eemrr (] [=]
61234567 |Q [0 @ Last, First SEL A 48 34 12:00PM | (9:00PM ¥ AT | AT o eeurr [H =

5 | A Delete Confirmation message will display. If sure, cl@ZK.
Delete Confirmation

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

Cancel

Continuedon next page
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05 January 2021

Deleting a Scheduled or Cancelled IDT Drill, continued

Procedures
continued

Step

Action

6

Click Saveto save the deletion.

Members Personalize | Find | \ [ First ‘4 1450f15 »/ Last
Drill Info || Payroll

Empl ID Empla Name = Z;:;:l E%}?nnlfrm  Dnlle  Diill Type StrtTime EndTime  Drll Status  Approved? pud . Dulf - Anproval
11234567 |Q [0 @ Last, First SEL A 48 48 12:00PM | [9:00PM ¥ AT |@ AT |q 95069 [+ [=]
2 1234567 |Q [0 @, Last, First SEL A a3 36 12:00PM | [9:00PM ¥ AT QAT Q 993477 [#] [=]
31234567 |Q [0 @, Last, First SEL A 48 36 12:00PM | (9:00PM ¥ AT QAT o 99rr [# [=]
41234567 |Q [0 @ Last, First SEL A 48 36 12:00PM | (9:00PM ¥ AT o AT o et [+ =]
5[1234567 |Q [0 @ Last First SEL A 43 £ 12:00PM | 9:00PM ¥ AT @At o esarr [3] [=]
6[1234567 |Q [0 Q@ Last, First SEL A 48 ) 12:00PM | [9:00PM ¥ AT QAT o 997 [#] [=]
[=] Notify

To delete &ancelleddrill, 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 nun
because it has not been processed for pay/points.

Members Personalize | Find | 2 | [ First 4 1150f15 ‘*/ Last
Drill Info | Payroll

Training  Maximum

Empl Reserve # Drills - Duty Duty Approval
Empl ID noelq Name Catmgory B2 PAdIDT Doy Drl Type Start Time EndTime  Drill Status Approved? DU 1 Purpose2  Boten
1]1234567 |Q [0 @, Last, First SEL A 48 48 IDT — Multiple | [12:00PM | |9:00PM Cancelled v 4 AT QAT Q, 995069 [+
flSave ||[=] Notify

A Delete Confirmation message will display. If sure, cliK.
Delete Confirmation

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

Cancel

Click Saveto save the deletion.

Members Personalize | Find | | =] First ‘4 115015 '} Last
Drill Info || Payroll

Training  Maximum

Empl Reserve EDills o 5 X Duty Duty Approval
Empl ID Reeng Name Category PO oy PAGIOT gy DrilType StartTime EndTime  Drill Status Approved? pulb 1 Pumposed  Daich
1 Qo o Q @ H =

ilsave [ =] Nofify
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05 January 2021

Marking Individual IDT Drills Completed

Introduction This section provides the procedures for a Command User/Supervis

mark individual IDT drills Completed in Direct Access.

Responsibility Once the Reserve member has performed the IDT drill as Schedule:

Known

Command User/Supervisor will mark the IDT drill Completed. Marki
the IDT drill Completed doeOT automatically process the IDT drill
for pay.

It is theresponsibility of the Commad User/Supervisor to notify the
SPO once the IDT drill status has been updated (Approval Batch
assigned). Once the SPO has approved the IDT drill(s), the Reservi
member will receive creditable retirement points and/or pay and
allowances as appropriate.

Issue  There is a known issue when a Command User/Supervisor who holc

for Command BOTH the status of a Reservist and CG Civilian employee. When tr

User/ update the IDT to a completsthtus, the drill will forward to both the
Supervisor military SPO and the SPO for the civilian permanent duty assignmer
who is BOTH

a Reservist PPC is currently working to correct this issue, it is important for thos:
and CG who areboth a Reservist and CG Civilian employee to ensure the en
Civilian notification is sent to the military SPO.

Employee

Procedures See below.

Step

Action

1

SelectiDT Drills from the Reserve Administration pagelet.
Reserve Administration

Member Training Rating

& v

(2

Annual Screening Quesfionnaire Reserve Member Balances
Member Status Change View Member Drills
Reserve Orders MGIE Enrollments
R-CRSP Report RSV order discrepancies

Continued on next page
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05 January 2021

Marking Individual IDT Drills Completed, Continued

Procedures
continued

Step Action
2 | The Reserve Dirills page will display.

Reserve Drills

Set ID: 00010 |Q
Department: Q Designated Unit Pay Flag
Drill Date: | &l

Load Members Search

Members Personalize | Find | (1] B First ‘&' 10f1 ‘& Last
Drill Info || Payroll
Training  Maximum _
Empl Reserve ’ # Drills . . -, Duty Duty Approval
Empl ID Record Name Category Pay Paid IDT Remain Drill Type Start Time End Time Drill Status Approved’ Purpose 1 Pumpose2  Batch
Category  Drills
1 Qb Ja 0 0 Y —) ® =

3 | Leave the Set ID at 00010. Enter iepartment ID number or use the lookup
icon to locate the unit where the IDT drills are to be performed. Ent&rithe
Date or use the calendar to enter the date the IDT drill was scheduled for. (
Search

Reserve Drills

SetID: 00010 |Q
Department: |000251 G CG STA PENSACOLA Designated Unit Pay Flag

DrillDate:

Load Members

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

Members Personalize | Find | 0| B First 4 1011 * Last
For | B
Training  Maximum ;
Empl Reserve # Drills . . ., Duty Duty Approval
Empl ID eroe Name Catagnrr zgeuw g:‘_wﬁgtm Remain il Type StartTime EndTime  Drill Status Approved? put o4 Pumose2 Batch
11234567 Q[0 @, Tamm. Simon ~ SEL A 48 48 7:00AM | [3:30PM Scheduled v v AP QAP Q = =
Members Personalize | Find | 2] = First ‘4’ 10f1 ‘*' Last
Dill nf
Meal Eligibility N N
Empl ID Name Pay Code Code SDAP Special Duty Pay Assign Pay FLP Code Proficiency
11234567  Tamm, Simon Full v [Lunch ¥] Q Q Q a  [#[=

Continued on next page
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05 January 2021

Marking Individual IDT Drills Completed, Continued

Procedures
continued

Step

Action

5

Once the Drill Info and Payroll information have been verified: using the dr

down, select the appropriadgill Status.

i Cancelledi Cancel the scheduled IDT drill (the IDT drill may be reschedul

1 Completedi Authorizes the IDT drill to be forwarddd the SPO for
processing

f Unexcused Indicates the IDT drill was an unexcused absence (the IDT d
mayNOT be rescheduled)

Click Save

Members

Drill Info | Payroll

Empl ID Empl Name REsSTve T::ning g: |):1ir|r|'JuTm #0rills oy Type StartTime EndTime  Drill Status
Record Category Category  Drills Remain
11234567 |3 0 Q Tamm, Simon SEL A 48 43 IDT - Multiple | |[T-00AM | [3:30PM Completed |
=] Motify Cancelled

Completed
Scheduled
Unexcused

6 | Upon clicking Save, thApproval? column will uncheck and afApproval
Batch number will populatelt 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.

Members Personalize | Find | | =] First ‘& 10f1 & Last
Drill Info || Payroll
Empl ID E?;:Im Name ggi:;;fy :-I;;nm g::’:;m ;3:_::;' Drill Type StartTime EndTime  Drill Status Approved? E:‘r:ose1 Eﬁ:ﬁmz ;;:c""‘"‘
11234567 |Q [0 Q Tamm, Simon  SEL A 48 48 7:00AM_| 3:30PM D AT |a laT 995835 | [+] [=]
[Flsave ||[=]Notify
Approval
Batch
995835
7

Send an Emailto the SPO with th&pproval Batch number so they may
process the IDT Drill for pay and allowances.
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05 January 2021

Marking a Batch of IDT Drills Completed

Introduction This section provides the procedures for a Command User/Supervis

mark a batch of IDT drills for multiple Reserve members Completed
Direct Access.

Important Once the Reserve member has performed the IDT drill as Schedule
Information Commaumnl User/Supervisor will mark the IDT drill Completed. Markir

Known

the IDT drill Completed doeNOT automatically process the IDT drill
for pay.

It is theresponsibility of the Command User/Supervisor to notify the
SPO once the IDT drill status has been wpdgApproval Batch
assigned). Once the SPO has approved the IDT drill(s), the Reserv
member will receive creditable retirement points and/or pay and
allowances as appropriate.

Issue There is a known issue when a Command User/Supervisor who holc

for Command BOTH the status of a Reservist and CG Civilian employee. When tr

User/ update the IDT to a completed status, the drill will forward to both th
Supervisor military SPO and the SPO for te&ilian permanent duty assignment.
who is BOTH

a Reservist PPC is currently working to correct this issue, it is important for thos:
and CG who areboth a Reservist and CG Civilian employee to ensure the en
Civilian notification is sent to the military SPO.

Employee

Procedures See below.

Step

Action

1

SelectiDT Drills from the Reserve Administration pagelet.

Reserve Administration - B
Member Training Rating

Annual Screening Questionnaire Reserve Member Balances

Member Status Change View Member Drills

Reserve Orders MGIE Enrollments

R-CRSP Report RSV order discrepancies

Continued on next page
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05 January 2021

Marking a Batch of IDT Drills Completed, Continued

Procedures
continued
Step Action
2 | The Reserve Drills page will display.

Reserve Drills

SetID: 00010 _|Q
Department:
Drill Date: | Gl

Q Designated Unit Pay Flag

Load Members | _Search
Personalize | Find | 2 | B First ‘4 10f1 & Last

Members
Drill Info || Payroll

Training  Maximum .
Empl Reserve #Drills 1

Empl ID Name Pay Paid IDT
Record Category  colcory  Drills Remain

1 Qb e 0 0 Q aQ ENS

. . . > Duty Duty Appi
Drill Type StartTime EndTime  Drill Status Approved? pUrl o1 Purosc2  Batch

Leave the Set ID at 00010. Enter thepartment ID number or use the lookup
icon to locate the unit where the IDT drills are to be performed. Ent@rithe

Date or use the calendar to enter the date the IDT drills were scheduled for.
Load members

Reserve Drills

Set ID: oooto (&
Department: 000251 Cl} CG STA PENSACOLA Designated Unit Pay Flag

Drill Date:  [12/07/2019 _|[&]

Load Members Search

Continued on next page
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05 January 2021

Marking a Batch of IDT Drills Completed, Continued

Procedures
continued

Step Action
4 | All the members who had a scheduled drill for that Drill Date under that
Department ID will display. Verify the information entered onEhél Info and
Payroll tabs is correct; if not, make any changes as appropriate (each field w
box may be edited).
Members Personaiize | Find | 20| 2 First 4 1450115 ' Last
Payroll
Empl ID Emil g Name g‘;f:;fy E:;ninu E:.Eirlvl;m #Dnbs Dl Type StartTime EndTime  Drill Status Approved? 2335151 g:gusez Approval
ategory rills
1]1234567 |Q [0 @, Last, First SEL A 48 43 8.00AM | [5:00PM ¥ AT o AT o [+ =]
21234567 |Q [0 @, Last, First SEL A 48 48 3.00AM | [5:00PM ¥ AT AT o [#] =]
3[1234567 |Q [0 @, Last First SEL A 48 36 2:00AM | [5:00PM ¥ AT o AT o [+ =]
4[1234567 |Q [0 @, Last First SEL A 48 36 2:00AM | [5:00PM v AT o Q & =
51234567 |@ 0 @ Last, First SEL A 48 36 8:00AM | [5:00PM ¥ AT o Q [+ =]
6[1234567 | [0 @ Last, First SEL A 43 44 3.00AM | [5:00PM v AT Jalr e FH =
Members Personalize | Find | (2 B First ‘4 17 0of7 '*' Last
Drill Info
Empl ID Name Pay Code E‘:LEHDMHW SDAP Special Duty Pay Assign Pay FLP Code Proficiency
11234567  Last, First [Funl v [Lunch v| Q QP japfja &EHE
21234567  Last, First [Fun v|[Lunch v| Q Q al jla &=
3 1234567  Last, First [Full /| [Lunch V] Q Q ol o &[E
4 1234567  Last, First [Fun v|[Lunch v| Q Q al jla &=
5 1234567  Last First [Ful v|[Lunch v| [} [} s} a, +] [=]
6 1234567  Last, First [Ful | [Lunch v| Q Q al laa HI[E=

Continued on next page
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05 January 2021

Marking a Batch of IDT Drills Completed, Continued

Procedures
continued

Step Action

5 | Once the Drill Info and Payroll information has been verified: using the drop
down, select the appropridieill Status on the Drill Info tab forrachReserve
member. In this example, all drills are marked Completed.

i Cancelledi Cancels the scheduled IDT drill (the IDT drill may be reschedul

9 Completedi Authorizes the IDT drill to be forwarded to the SPO for proces

f Unexcused Indicates theDT drill was an unexcused absence (the IDT drill
mayNOT be rescheduled)

Click Save

Members Personalize | Find | (2| = First ‘4 1.60f6 '/ Last
Drill Info || Payroll
Training Maximum .
Empl Reserve # Drills N -~ -, Duty Duty Approval
Empl 1D Record Name Category E::%‘g Paid 10T Remain Drill Type Start Time  End Time Drill Status Approved? Purpose1 Purpose2 Batch
gory  Drills
_—
11234567 (@ [0 @ Last First SEL A 48 4 IDT - Multiple | [2:00AM |[5:00PM Compieted ~] & AT QAT |& ==
21234567 Q[0 @ Last, First SEL A 4 46 IDT - Multiple V| [2:00AM |[5:00PM Compieled ~| W AT |Q AT |q [+ [=]
1234567 (@ [0 @ Last, First SEL A 48 £ IDT - Multiple ] [e:00AM | [5:00PM Compieied ~| @ AT QAT o + =
41234567 Q[0 Q Last, First SEL A 48 6 IDT - Single ~|[2:00AM |[5.00PM opeed V| w AT @ a H =
5 1234567 QL 0 @ Last, First SEL A 48 6 IDT - Single v|[a:00aM |[5.00PM opeed V| @ A & a HE
5 1234567 Q[0 Q Last First SEL A 48 44 IDT - Wutipie v|[s:00am | |5:00PM GmEE ] v F A o EHE
~ * UARKEN e — Letpe sl )
)save ||=] Motify
Cancelled
Completed

Scheduled
Unexcused

Continued on next page
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05 January 2021

Marking a Batch of IDT Drills Completed, Continued

Procedures
continued

Step

Action

6

Upon clicking Save, thApproval? column will uncheck and afpproval Batch
number will populatelt is very important to make note of this number. You
will need to include the Approval Batch number in the email notification to th
SPO.

Members Personalize | Find | '] B Fist @ 17017 ¥ Last
DrillInfo || Payroll

Training  Maximum }

Empl Reserw # Drills . . Duty Duty Approval
Empl ID R Mame Cotegory P2 Paid IDT Romas,  Drill Type Start Time EndTime  Drill Status Approved? DU | Durbose2  Baien

ategory  Drills
1[1234567 Q[0  Last First SEL A 48 36 DT — Muliiple ~][12.00PM |[9:00PM | [Completed v AT o AT |ofesezos | [#] (=]
2[1234567 | [0 @ Last, First SEL A 48 36 DT — Multiple ~][1200PM |[9:00PM | [Completed v AT o AT |ofesezos | [#] (=]
31234567 (@ [0 @ Last, First SEL A 48 36 DT — Mufipie V] [12:00PM | 9:00PM | [Completed v AT o AT |ofesezes |[H =]
4[1234567 | [0 @ Last, First SEL A 48 36 IDT - Single V| [1z00pm | [9:00PM | [Completed v AT a f 996204 | [+ =
51234567 | [0 q Last First SEL A 18 34 DT - Single | [1z:00PM | [o:00PM Completed v AT @ o s06204 | [&] =]
6[1234567 |Q [0 q Last First SEL A 48 36 IDT - Multiple | [12:00PM | [9:00Pm Completed AT | faT  |Ofesezos |[#] [=]
nlsave ||[=] Notify

Approval
Batch

996204
996204
996204

996204
996204

996204

Send an Emailto the SPO with thApproval Batch number so they may proces
the IDT Drills for pay and allowances.
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05 January 2021

Changing the Drill Status of IDT Drills

Introduction This section provides the procedures for a Command User/Supervis
change the Drill Status of an IDT Drill that was previously marked
Completed (but halOT been processed by the SPO for pay and
allowances/points) in Direct Access.
Important This proces©ONLY applies to IDT drills that have been marked
Information Completed by the Command User/Supervisor but NQ& been
processed for creditable retirement points and pay and allowances t
SPO. To cancel an IDT drill that has already been approved by the
refer to theCancel a Previously Paid IDT Dralection of tis guide.
Procedures See below.
Step Action
1 | SelectiDT Drills from the Reserve Administration pagelet.
Reserve Administration - &
Member Training Rating
Annual Screening Questionnaire Reserve Member Balances
Member Status Change View Member Drills
Reserve Orders MGIE Enrollments
R-CRSP Report RSV order discrepancies
2 | The Reserve Dirills page will display.
Set ID: 00010 |Q
Department: Q Designated Unit Pay Flag
Drill Date: | El
Members Personalize | Find | 27 B Fist (4 10r1 ) Last
Drill Info || Payroll
1 Qe o o Erms 0 Q Q [ =
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05 January 2021

Changing the Drill Status of IDT Drills, continued

Procedures
continued

Step Action

3 | Leave the Set ID at 00010. Enter epartment ID number or use the lookup
icon to locate the unit where the IDT drills are to be performed. Ent&rithe
Date or use the calendar to enter the date the IDT drills were scheduled for.
Search

Reserve Drills

Set ID: 00010 | @
Department: |000251 G| CG STA PENSACOLA Designated Unit Pay Flag

Drill Date:  [12/07/2019 5]

Load Members

4 | Alist of Reserve members with IDT drills sstkuled for that Drill Date within
that Department ID will be displayed.

Reserve Drills

Set ID: o000 |@
Department: 000251 @ C6 STAPENSACOLA Designated Unit Pay Flag
Drill Date: | 12/07/2019 |[5

{"load iembers | Search

Members Personalize | Fina | 2| & Frst ‘4 150f5 &) Last
Drill Info || Payroll

11234567 |Q [0 @ Last First SEL A a8 36 8:00AM | 5:00PM O R Qe |o 996204 [+] [=]
2[2345678 |Q [0 @ Last, First  SEL A 48 36 7:30AM | [3:30PM O [sR Qe |Q 99204 [+ [=]
3[3456789 |Q [0 @ Last, First  SEL A 48 36 T45AM | [3:45PM O [sR Qe |Q 99204 [+ [=]
4/4567890 |Q 0 @ Last First  SEL A a8 37 8:004M | 5:00PM O AT Qfat Qo204 [+ [=]
5(5678901 |Q [0 @ Last First  SEL A a8 35 730AM | [4:30PM O At jafar |o 995204 [#] [=]

Continued on next page
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05 January 2021

Changing the Drill Status of IDT Drills, Continued

Procedures
continued

Step Action

5 | Select the IDT drill that requires updating and change the Drill Status as
appropriate. For this example, row #2 is changddnexcusedand row #5 is
changed t&€Cancelled Upon changing the Drill Status to Unexcused or
Cancelled, thé\pproval Batch number reverts to Q. Once all changes have
been made, clickave

Remember: Unexcused IDT drill€annotbe rescheduled; Cancelled IDT drills
may be rescheduled.

Members Personaize | Find | 7| B First (¥ 15015 ) Last
DrillInfo || Payroll
Empl Reserve  Training Pay Madmum Paid #Drills . y . Duty Duty Approval
Empl ID Recorg  Name Catogory  Category DT Drils Remain  Drill Type StartTime EndTime  Drill Status Approved? pu o 1 Pumose2  Bateh

11234567 | [0 @ Last, First SEL A 48 38 IDT — Multiple_ ] [8:00AM | [5:00PM Completed v O R @LE @ 996204 [+] [=]
2|2345678 Q|0 @ Last, First SEL A 48 36 IDT — Multiple | [7:30AM | |3:30PM Iunex:used v ] R Q |LE Q 0 || [+ [=]
33456789 Q0 @ Last, First SEL A 48 36 IDT — Multiple | [7:45AM | [3:45PM Completed v O sr |@QLE | ses204 [#] [=]
44567890 @ 0 @ Last, First SEL A 48 7 IDT — Multiple ] [8:00AM | [5:00PM Completed v O AT Ja AT |@ s9s204 [+] [=]
55678901 @ [0 C Last First  SEL A 48 35 IDT—Multiple_~] [7:30aM |[430PM  [Cancelled | [] AT QAT Q0 | [#[=]

Continued on next page
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05 January 2021

Changing the Drill Status of IDT Drills, continued

Procedures
continued
Step Action
6 | Upon clicking save, a nepproval Batch number is assigned to the IDT drills
that have been changed. Make a note of the new Approval Batch number.
Members Persuna\ize\Find\\L:d First ‘&' 150f5 ‘P Last
Drill Info || Payrol
o E wame o Tokboro Meiwneid Sl nune  swtme oo Osaus  mweessdr D D, Ao
11234567 Q[0 Q Last First SEL A 43 36 200AM | [5:00PM 0O [srR @ e Q996204 [¥] [=]
2[2345678 | @ [0 @ Last First SEL A a8 kS 7:30AM | [3:30PM O sk ale |afesszr) [+ =]
3[3456780 Q [0 @ Last First  SEL A a8 38 [7-a5AM | [3:45PM O [srR @ LE  |@ see20s [#] [=]
4]4567800 Q[0 @ Last First  SEL A a8 a7 8:004M | [5:00PM O a1 @ AT o 9ge204 [+ =]
55678901 @ [0 Q_ Last, First SEL A 48 35 7:30AM | [4:30PM o [aT Q [AT a [+ [=]
7 | Send an Emailto the SPO notifying them of the né\ypproval Batch number.

The updated drills must be processed by the SPO to record the change and
the Reserve memberdéds # of Drill s R

Remember: Unexcused IDT drills may not be made up by the member and
against their maximum number of paid I@fills. Cancelled IDT drills may be
made up by the Reserve member and do not count against their maximum r
of paid IDT drills.
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05 January 2021

Correcting a Previously Paid IDT Drill

Introduction This section provides the procedures for a Comntset/Supervisor to
correct an IDT Drill that has been processed by the SPO and the me
has received pay and allowances/points in Direct Access.

Important This process only applies to IDT drills that have been marked Comp
Information by the CommatVSupervisoAND have been processed for creditable
retirement points and/or pay and allowances.

Because the Reserve member has already received payment/points
IDT drill, any corrections to the IDT drill will need to be-meuted to the
SPO forapproval and processing.

Procedures See below.

Step Action

1 | Prior to correcting an IDT drill, it is always recommended to verify the status
the IDT drill. To do this, click/iew Member Drills under the Reserve
Administration pagelet.

Reserve Administration - B
IDT Drills Member Training Rating

Annual Screening Questionnaire Reserve Member Balances

Member Status Change

Reserve Orders MGIE Enrollments

R-CRSP Report RSV order discrepancies

2 | The CG_IDT_MBR_DRILLS Member Drills page will display. Enter the
Res er ve Brplidaad clickView Results

CG_IDT_MBR_DRILLS - Member Drills

empld[__]Q

Approval Baich

View Resulis

Drill Drill Report End Drill
Date Type Time Time Status

Purpose Purpoze Pay Meal SDAP

: 1 2  Code Elig Language Proficiency

Approved

Continued on next page
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05 January 2021

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 th

statuses for the previous 12 months. Locate the IDT drill to be corrected an|
: The IDT drill to be corrected is dated
11/20/2019. tihas beelCompletedand has beeApproved by the SPO for
pay/points. (For an explanation of each of the fields, seé the w Me mb

verify its status.For this example

Drills guide.)
To exit the report, close the tab.

Drill Date %rgl: Report Time End Time Drill Status Approved Purpose 1 Purpose 2 (?::;e 'Eﬁagl
IDT - STRUCTURED STRUCTURED
1172002019 Multiple 12:00:00.000000PM 8:00:00.000000FM| Completed Y TRAINING - TRAINING - Full None
P GEMERAL GENERAL

4 | Upon verifying the IO0 drill has been Completed and Approved for pay, the
Command/Supervisor may now correct the IDT drill. SdedtDrills from the
Reserve Administration pagelet.

Reserve Administration - b
IDT Dwills Member Training Rating
Annual Screening Quesfionnaire Reserve Member Balances
Member Status Change View Member Drills
Reszerve Orders MGIB Enrollments
R-CRSP Report RSV order discrepancies
5 | The Reserve Dirills page will display.
setID: 00010 |Q
Department: a Designated Unit Pay Flag
Drill Date: | B
Members Personalize | Find | 7 | ] First ‘4 10f1 &) Last
Drillinfo || Payroll 7
1 Q[0 Q - 0” ' 0 | ¥ Q aQ # =

Continued on next page
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05 January 2021

Correcting a Previously Paid IDT Drill, continued

Procedures
continued

Step Action
6 | Leave the Set ID to 00010. Enter thepartmentID and theDrill Date for the
IDT drill to be corrected. CliclSearch

1
— 1

1

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 RMP drill listed for En
ID 1234567 that was processed fary in Approval Batch# 988186.

8 | Drill Info tab: changes may be made to the Drill Type, Start Time, End Tim
and the Duty Purpose field®ayroll 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 figkds.this example the
drill type was changed to reflect an IEMultiple drill so the Drill Staus, Start
Time, Duty Purpose code 2, Pay Code, and the Meal Eligibility Code were
corrected to reflect the IDMultiple drill information and entitlements.

1

| ] —/—1

Continued on next page
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