MRTT Candidate List Extraction - Job Aid

Purpose

References

MRTT
Candidate
List
Extraction

Provide a brief summary of the procedures to query and extract a list of qualified
candidates to fill a requirement in MRTT.

(a) Mobilization Readiness Tracking Tool (MRTT)
(b) United States Coast Guard Mobilization Readiness Tracking Tool
(MRTT) User Reference Manual Version -1.6 Revised

Log into MRTT with your user name and password.

MTT' USCG MOBILIZATION READINESS TRACKING TOOL

Module: Application Admin User: STEPHEN CHENG OPFAC: 21-06824  Role: SystemAdmin

Table Maintenance  User Administration Reports Downloads Change Password Modules (D |® @
MRTT Navigational Map
RTM sM MPM MRTT
Scorecard Scorecard Scorecard Table Maintenance
CPRL Import Reguirements. Member Processing  User Administration
CPRL Management Sourcing Reports
Build-&-Request Volunteers Downloads T
Requests Add Member / Change Password T
Requirements ) Member Match WA LRCN

Message Board (4)
2010.02.01 0112 NEW VERSION DEPLOYED

MRTT VERSION 1.6HF HAS BEEN DEPLOYED. PLEASE EMAIL
USCGDEVELOPMENT®EIDEAMATICS.NET IF YOU ENCOUNTER ANY
ERRORS. PLEASE ENSURE YOUR POP-UP BLOCKER IS DISABLED!
THE NEW FEATURES AND FIXES CAN BE FOUND IN THE RELEASE
CONTENTS DOCUMENT ON THE DOWNLOADS PAGE

m

2010.01.31 1604 PATCH DEPLOYMENT ON 1/31/10 AT 11-30PM EST

APATCH WILL BE DEPLOYED OM SUNDAY, 31 JAN. THE MRTT SITE
WILL BE DOWN FROM 17:30PM EST TO 12:00AM EST. THANK YOU.

2010.01.28 1509 PATCH DEFLOYMENT ON 1/29/10 AT 12:00AM EST S

MOBILIZATION READINESS TRACKING TOOL

Change Password EventLog Refresh

From the “GO TO...” menu, click on “Member Match” from the Sourcing
Module (SM) column of the “GO TO...” menu.
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MRTT Candidate List Extraction - Job Aid

= Member Criteria

EmplD:

OPFAC:

Gender:

DA Codes:

&

L4

Name (partial):

Rate:

Pay Grade Range: - To

Course Codes:

Drag a column header and drop it here to group by that column

Comp. Codes:

Class: -

Senvicing District -

TMT Codes:

m

Exp(.n: Record Count: [

Select IMR EmplD

Name

Rate

Pay Grade Current Meb Status

Class District AOR Gender Current Clearance

Ne records to display.

<

m

The Member Match window will now appear.

Please note that there are many columns of information that will be displayed for
members from the query run. By enlarging your window horizontally you will
be able to see all of the columns of information for a specific member. Columns
of information that will be displayed are: Select, IMR, EmpID, Name, Rate, Pay
Grade, Current Mob Status, Class, District AOR, Gender, Current Clearance,
SPO DeptID, OPFAC, OPFAC Description, PosNo, Competency Codes, DA
Accomplishments, Course Codes, RSN, and TMT Codes.
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MRTT Candidate List Extraction - Job Aid

Member
Match Query
Fields

m}:\!‘: USCG MOBILIZATION READINESS TRACKING ToOL [

Module: Sourcing User: STEPHEN CHENG OPFAC: 21-06824 Role: SystemAdmin
=

Scorecard Requirements

El Member Criteria

Sourcing Volunteers Add Member Member Match Modules : (1)

EmplD: MName (partial): Comp. Codes: & 1
OPFAC: & Rate Class -

Gender, Pay Grade Range: To Senvicing District -

DA Codes: Course Codes: TMT Codes 4

F_xpc.n: Record Count: E:

Drag a celumn header and drop it here to group by that celumn

Select IMR  EmplD Name Rate Pay Grade Current Mob Status Class District AOR Gender Current Clear, ED

Mo records to display.

. | v

<

The system will only query the number of records you select and will
alphabetize results by the members’ last name. If querying for more than one
member, be sure to select the number of records you would like to query first.
In order to ensure that you see all qualified candidates, select ALL for record
count.

The following are available fields used to query candidates for matching a
requested member: EmplID, Name (partial), Comp. Codes, OPFAC, Rate, Class,
Gender, Pay Grade Range, Servicing Distict, DA Codes, Course Codes, and TMT
Codes.

Scorecard Requirements Sourcing Volunteers Add Member Member Match Modules

=l Member Criteria

EmplD: 1259375| Mame (partial): Comp. Codes: &
OPFAC: & Rate: - Class: -
Gender: - Pay Grade Range: | To hd Senvicing District: -
DA Codes: & Course Codes: & TWT Codes &

Drag a column header and drop it here to group by that column

Select IMR  EmplD Name Rate Pay Grade Current Mob Status Class District AOR

Mo records to display.

The first field of query if the Employee ID or EMPLID “EmpID” field. Typeina
member’s EMPLID into the “EmpID” field and click on the “Search” button to
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MRTT Candidate List Extraction - Job Aid

search for the member. This will retrieve one record for display from the query.

Scorecard Requirements
= Member Criteria /
EmplD: 1259376

OPFAC &
Gender: -
DA Codes -

Name (partial):

Rate

Pay Grade Range

Course Codes:

Module: Sourcing User: STEPHEN CHENG OPFAC: 21-06824  Role: SystemAdmin

Sourcing Volunteers Add Member Member Match Modules

Comp. Codes: -]
Class -
Senvicing District -
TWT Codes L4

USCG MOBILIZATION READINESS TRACKING TOOL

Export

Record Count;

Drag a column header and drop it here to group by that column

Current
District C it SPO
Select IMR EmplD me Rate Pay Grade Mob Class e Gender urren C
AOR Clearance DeptlD
Status
> Selected
Select o 1259376 CHENG, STEPHEN C. LG o2 Reserve District 11 M Secret 010105 o
4 . lr

The search result of the query will be displayed under the Members area matching
the EMPLID that was inputted for query.

USCG MOBILIZATION READINESS TRACKING TOOL

TRAINING

Module: Sourcing User: STEPHEN CHENG OPFAC: 21-06824  Role: SystemAdmin

Scorecard Requirements Sourcing Volunteers Add Member Member Match Modules

= Member Criteria

—

EmplD: MName (partial): cheng Comp. Codes: & L
OPFAC & Rate - Class: -

Gender: - Pay Grade Range: ~|To = | Senicing District -

DA Codes: & Course Codes: L THT Codes: &

Frprt

Record Count:

Drag a column header and drop it here to group by that column

Select IMR  EmpID Name Rate Pay Grade Current Mob Status Class District AOR Gender (o}

Mo records to display.

[0 ]

<
The next available field of query is the “Name (partial)” field. Input the last name
of a member and click on the “Search” button to search for the member.
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MRTT Candidate List Extraction - Job Aid

GO TO... Scorecard Requirements Sourcing Volunteers Add Member Member Match Modules

= Member Criteria

Name (partial): cheng /

USCG MOBILIZATION READINESS TRACKING TOOL [&4

Module: Sourcing User: STEPHEN CHENG OPFAC: 21-08824  Role: SystemAdmin

>y ey
\2) &1

7=
\L)

EmpID: Comp. Codes: .4

OFFAC & Rate - Class - L
Gender: Pay Grade Range: - To - Senvicing District -

DA Codes: B Course Codes: L4 TMT Codes: &

Frpor: TS

Record Count:

Drag a column header and drop it here to group by that celumn

Select MR EmpID Name Rate Pay Grade Current Mob Status Class District AOR Gender Ci
Select 0 2066847 CHENG, DAVID L SN =] Regular District 13 M Se
Selected e
Select o 1259376 CHENG, STEPHEN C. LG 02 e District 11 M Se
Select o 1232130 E:EB’:;[ERIAN' MATIHEW Staff Ofcr UNE Auxiliary M

1L | v

<l

The search results of the query will be displayed under the Members area
matching the name that was inputted for query. Multiple results will be displayed
if available.

m‘rf USCG MOBILIZATION READINESS TRACKING TOOL [

Module: Sourcing User: STEPHEN CHENG OPFAC: 21-06824  Role: System&dmin

Scorecard Requirements Sourcing Volunteers Add Member Member Match Modules I(i:l |C’_?:| @I
=) Member Criteria /
EmplD: MName (partial): Comp. Codes: & =
OPFAC: &  Rate: - Class: -
Gender: - Pay Grade Range: > | To - Senvicing District: hd
DA Codes: @  Course Codes 4 TMT Codes &

Record Count:
Export:

Drag a column header and drop it here to group by that column

Select IMR  EmplD Mame Rate Pay Grade Current Mob Status Class District AOR
Mo recerds to display.
4 [ | »

Competency Field: A competency is a collection of tasks with the associated
skills, knowledge, abilities, and wherewithal (tools, methods, information,
doctrine, procedures, materials, etc.) needed to perform the tasks to a
predetermined, measurable, performance standard. The tasks are usually related
as parts of a larger process in support of or contributing to the goals of the
organization, unit, or work group. You can also download the complete list of
competency types in the Competency Dictionary from the U.S. Coast Guard Pay
and Personnel Center’s website at
http://www.uscg.mil/ppc/da/CompetencyDictionary.xls. Clicking on the
binocular icon to the right of the “Comp. Codes” field will open the Lookup
Competency window.
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MRTT Candidate List Extraction - Job Aid

Lookup | Competency

@

| Code | Descripticn

2MINST 2M Instructor/Recertifier I;I
2MMRPR. Microminiature Repr Tech

2MRPR Miniature Repr Tech

ABPCERT Airframe & Powerplant Cert

ABPINSP FAA Inspection Authorization

AATWSM A Int Weps Sys Maint Tech

ACET/C ACET Computer Technology

ACET/E ACET Electronics Technology il
4 | i b

(1]2 3 4 Page1 of 4, items 1 to 100 of 400,

ick a row to add the item to the search criteria
| Lok ]

You can search for a competency by entering in its competency code into the
“<Code>" field or a brief description of the competency into the “<Description>
field and then clicking on the “GO” icon. Search results will then be displayed.

Lookup | Competency

|critica| | m

| Code | Description

CISMA Critical Inc Strs Mgmt (Adv)

CISME Critical Inc Strs Mgmt (Basic)

CISMP Critical Inc Strs Mgmt (Peer)

'l 1 +

N ick a row to add the item to the search criteria
[cisup # Lok |

To select the particular competency, click on the competency displayed in the
search results and it will be displayed in the bottom text field. Do this for all
competencies that you will be querying for. When you are finished with entering
in all required competencies, click on the “OK” button. The Lookup
Competency window will now close and selected competencies will be displayed
in the “Comp. Codes” field of the Member Match window.

Page 6 of 18
Continued on next page.



MRTT Candidate List Extraction - Job Aid

GO TO... Scorecard Requirements Sourcing Volunteers Add Member Member Match Modules

El Member Criteria

EmplD:
OPFAC:
Gender:

DA Codes:

USCG MOBILIZATION READINESS TRACKING TooL [

Module: Sourcing User: STEPHEN CHENG OPFAC: 21-06824  Role: SystemAdmin

ame (partial):
& Rate:
- Pay Grade Range: - | To

@ Course Codes

Comp. Codes:
Class:

- Senvicing District:

& TMT Codes

F = (o e
(i) (?) &

Drag a column header and drop it here to group by that column

Record Count:
Export:

Select IMR EmplD

Name Rate

Pay Grade Current Mob Status

Class District AOR

Mo recerds to display.

L

| »

The next available field of query is the “OPFAC” field. Clicking on the binocular
icon to the right of the “OPFAC” field will open the Lookup OPFAC window.
Use this field if you are searching for qualified candidates at a specific unit or
within an AOR, you can use the OPFAC field to narrow the search.

Lookup | OPFAC

<OPFAC> <Description= m
| Code | Description
01-05210 UG/UNIV OF MA AT LOWEL I.;.I
01-11101 USCGC BIBB (WHEC 31)
01-11102 CGC CAMPBELL
01-11103 DUANE
01-11204 CGC CASCO WHEC 370
01-11205 CGC CASTLE ROCK WHEC
01-11207 CGC COOKINLET WHEC
01-11212 CGC HUMBOLDT WHEC 37 il
4 1 | +
(1]2 3 4 Page1 of 4, items 1 to 100 of 400,
ick a row to add the tem to the search criteria
| Lok ]

You can search for an OPFAC by entering in the OPFAC into the “<OPFAC>”
field or a brief description of the OPFAC into the “<Description>" field and then
clicking on the “GO” icon. Search results will then be displayed.
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MRTT Candidate List Extraction - Job Aid

< OPFAC forcecom m
| Code | Descripticn
21-75110 FORCECOM (FC-1) -
21-75110 FORCECOM (FC-2)
21-75110 FORCECOM (FC-3) El
21-75110 FORCECOM (FC-4) m
21-75110 FORCECOM (FC-5)
21-75110 FORCECOM (FC-6)
21-75110 FORCECOM (FC-T)
21-75110 FORCECOM (FC-8)
21-75110 FORCECOM (FC-09E1) /
21-75110 FORCECOM (FC-13) il
4 i | +
‘/: ick a row to add the item to the search criteria /
[2175110 * Lok ]

To select the particular OPFAC, click on the OPFAC displayed in the search
results and it will be displayed in the bottom text field. Do this for all OPFACs
that you will be querying for. When you are finished with entering in all
OPFAC:s, click on the “OK” button. The Lookup OPFAC window will now
close and selected OPFACs will be displayed in the “OPFAC” field of the
Member Match window.

MTT' USCG MOBILIZATION READINESS TRACKING TOOL [8

Module: Sourcing User: STEPHEN CHENG OPFAC: 21-08824  Role: SystemAdmin

i il =N (o (e
Scorecard Reguirements Sourcing Volunteers Add Member Member Match Modules (i) |\'3/\ @

= Member Criteria

EmplD: Mame (partial): Comp. Codes: &

OPFAC & Rate: \ | OFFICER ~| Class: -
OFFICER -

Gender: - Pay Grade Range: 05 - Servicing District: -
0ss

DA Codes: #  Course Codes P & TMT Codes: 4
PERS
PRSMGT

| seach QL ClearFieids J Fs

PSS

RM
Drag a column header and drop it here to group by that colur sk

SN
ST

......

Select IMR  EmpID Name ay Grade Current Mob Status Class District AOR Gender Curr

P |

No records to display.

Ileate Field: Clicking on the drop down menu on the right of the “Rate” field \)\)ill
open the menu. Select the appropriate rate that you will query for. The selected
rate will now appear in the “Rate” field of the Member Match window.
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MRTT Candidate List Extraction - Job Aid

USCG MOBILIZATION READINESS TRACKING TOOL [&=

Module: Sourcing User: STEPHEN CHENG OPFAC: 21-06224  Role: SystemAdmin

Scorecard Requirements Sourcing Volunteers AddMember Member Match Modules I(i:l I(@I @

El Member Criteria

m

EmplD: Name (partial): Comp. Codes:
OPFAC: B Rate - Class Selected Reserv ™ |
Gender - Pay Grade Range ~ To ~|  Senicing District Honerary
Inactive
DA Codes: B Course Codes & TMT Codes: E:?S:,e &
Inactive w N
Standby
—— e e
Regular
Reserve L
Retired | ([ Record Count:
Waiti
Drag a column header and drop it here to group by that column soal ing age
A selected |
Select IMR  EmpID Name Rate Pay Grade Current Mob 5t Reserve L District AQR Gender Curr
Unknown 2

Mo records to display.

1

o I
Class Field: Clicking on the drop down menu on the right of the “Class” field
will open the menu. Select the appropriate component that you will query for.
The selected component will now appear in the “Class” field of the Member
Match window.

MTT' USCG MOBILIZATION READINESS TRACKING TOOL

TRAINING

Module: Sourcing User: STEPHEN CHENG OPFAC: 21-06824  Role: SystemAdmin

Scorecard Requirements Sourcing Volunteers Add Member Member Match Modules (i)\ (’b\l @

E Member Criteria

EmplD: Name (partial): Comp. Codes: k. -
OPFAC Rate: - Class: -
Gender: Male - Pay Grade Range ~ | To A Senvicing District: -
DA Cod | Female = ®  Course Codes: & TMT Codes o
Male h

Expor Rocord Count

Drag a column header and drop it here to group by that column

Select IMR  EmpID Mame Rate Pay Grade Current Mob Status Class District AOR Gender Curr

Ne records to display.

[0

< l»
Gender Field: Clicking on the drop down menu on the right of the “Gender” field
will open the menu. Select the appropriate gender that you will query for. The
selected gender will now appear in the “Gender” field of the Member Match
window.
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MRTT Candidate List Extraction - Job Aid

M’TT USCG MOBILIZATION READINESS TRACKING TOOL [

Module: Sourcing User: STEPHEN CHENG OPFAC: 21-06824  Role: SystemAdmin

Scorecard Requirements Sourcing Volunteers Add Member Member Match Modules I:_iJI I@ @

= Member Criteria

EmplD: Name (partial): Comp. Codes & E
OPFAC: B Rate: \ M fass. -
Gender. - Pay Grade Range: E1 | To | | Servicing District: hd
15 -
DA Codes: & Course Codes SEs. TMT Codes: L4
1 L
SES-
= 2
SES-
3
4
Drag a column header and drop it here to group by that column <5
5 =
Select MR EmplD Name Rate fa 7 Current Mob Status Class District AOR Gender Curr
UNK &~

No records to display.

e 1

Pay Grade Range Field: Clicking on the drop down menu on the right of the
beginning pay range field will open the menu. Select the appropriate beginning
pay grade that you will query for. The selected pay grade will now appear in the
beginning pay grade field of the Member Match window. Clicking on the drop
down menu on the right of the ending pay range field will open the menu. Select
the appropriate ending pay grade that you will query for. The selected pay grade
will now appear in the ending pay grade field of the Member Match window.

HAMRTT

USCG MOEBILIZATION READINESS TRACKING TOOL [

Module: Sourcing User: STEPHEN CHENG OPFAC: 21-06824  Role: SystemAdmin
- - 7= T )
Scorecard Requirements Sourcing Volunteers Add Member Member Match Modules '\_U |\?/| @

El Member Criteria

EmplD: Name (partial): Comp. Codes: & =
OPFAC & Rate: - Class -/
Gender: A Pay Grade Range: v To v Servicing District. | District 11 -
DA Codes: ®  Course Codes & TMT Codes: District 1 &
District 5 b
District 7
[ —— Distrct3
District 9
District 13
Drag a column header and drop it here to group by that column District 14
District 17
Select IMR  EmpID MName Rate Pay Grade Current Mob St DoG District AOR Gender Curr

Mo records to display.

[0 r

Servicing District Field: A Servicing District is defined as the district that
members will be mobilized to vice the district they are coming from. For
example, if a member from D14 is mobilized to fill as position in D8, the
Servicing District would be D8. Clicking on the drop down menu on the right of
the “Servicing District” field will open the menu. Select the appropriate servicing
district that you will query for. The selected servicing district will now appear in
the “Servicing District” field of the Member Match window.
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MRTT Candidate List Extraction - Job Aid

MTT USCG MOBILIZATION READINESS TRACKING TooL 8
Module: Sourcing  User: STEPHEN CHENG OPFAC: 21-06824  Role: Systemadmin
" - =N (oY (e
Scorecard Requirements Sourcing Volunteers Add Member Member Maich Modules () (@) &)

= Member Criteria

EmplD: Mame (partial); Comp. Codes: .
OFFAC: & Rate: - Class: -
Gender: - ay Grade Range * To - Servicing District. | =
DA Codes: & Course Codes: & TMT Codes: &

Froor QRG] RocorsCoun:

Drag a column header and drop it here to group by that column

Select IMR  EmplD MName Rate Pay Grade Current Mob Status Class District AQR Gender Curr

No records to display.

DA Codes Field: DA Codes allows you to search for C Schools, End of Course
Tests, and Competencies that have been entered into Direct Access. Clicking on
the binocular icon to the right of the “DA Codes” field will open up the Lookup
School window.

Lookup | School

<Code> «Description> | m

| Code | Description

610094 Critical Information System Te

BCANCCAL Anesthes-Critical Care Med

BCIMCMAL Int Med - Critical Care Med

CTCCNSAL CCNS (APMN: CNS) Critical Care

MC Mission Critical

4 1 | +

cka ter
| Lok ]

You can search for a school by entering in the school’s code into the “<Code>”
field or a brief description of the school into the “<Description>" field and then
clicking on the “GO” icon. Search results will then be displayed.

Page 11 of 18
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MRTT Candidate List Extraction - Job Aid

Lookup | School

<Code> |team | m

| Code | Description "

000648 INTRODUCTION TO TEAM COORDINAT/

000852 TEAM COORDINATION TRAINING STU

2MNDMTEST 2nd Mate Steam MV (ocean)

ASTEMGSY 2nd Asst Engineer Stearmn Vsl

CGMT CG Merit.Team Commendation

CHMAST Chief Mate Steam MV (Ocean)

MSTST Master Steam MV (ocean)

[oo0s52 > |[ok |

To select the particular school, click on the school displayed in the search results
and it will be displayed in the bottom text field. Do this for all schools that you
will be querying for. When you are finished with entering in all schools, click on
the “OK” button. The Lookup School window will now close and selected
schools will be displayed in the “DA Codes” field of the Member Match window.

USCG MOBILIZATION READINESS TRACKING TOOL

Module: Sourcing User: STEPHEN CHENG OPFAC: 21-06824  Role: Systemadmin

GO TO... Scorecard Requirements Sourcing Volunteers Add Member Member Maich Modules {DI I@I @I

= Member Criteria

EmplD: Mame (partial): Comp. Codes: &
OPFAC: & Rate: - Class: -
Gender: - Pay Grade Range ~* To Senvicing District | |l
DA Codes & Course Codes: & TMT Codes: &

Record Count: |55

Drag a column header and drop it here to group by that column

Select IMR  EmplD Name Rate Pay Grade Current Mob Status Class District AOR Gender Curr

No records te display.

Course Codes Field: Course Codes refer to Coast Guard A or C courses. Course
Codes can also be located at the U.S. Coast Guards Training Quota Management
Center’s website at http://www?2.tracenpetaluma.com/tgc/CourseSearch.asp.
Clicking on the binocular icon to the right of the “Course Codes” field will open
up the Lookup Course window.

Page 12 of 18
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Lookup | Course

@

| Code | Description

000001 AEC - (ARCHIVED) I;I
000003 ATC - (ARCHIVED)

000005 ADC - (ARCHIVED)

000007 AMC - (ARCHIVED)

000008 (Archived - CG Institute)

000009 BMC - (ARCHIVED)

000011 BTC - (ARCHIVED)

000013 CSC - (ARCHIVED) il
4| 1 C

[1]2 2 4 Pagel of 4, items 1 t0 100 of 400.

ick a row to add the item to the search critera
| Lok ]

You can search for a course by entering in the course’s code into the “<Code>”
field or a brief description of the course into the “<Description>" field and then
clicking on the “GO” icon. Search results will then be displayed.

Lookup | Course

critical m

| Code | Description /

501249 CRITICAL INCIDENT STRESS MANAG K

610094 Critical Information System Te

630032 147 - Critical Inc Stress Mgmt

4| i 3

‘/ Click a row to dd the item to the search criteria
[501249 & |[ ok

To select the particular course, click on the course displayed in the search results
and it will be displayed in the bottom text field. Do this for all courses that you
will be querying for. When you are finished with entering in all courses, click on
the “OK” button. The Lookup Course window will now close and selected
courses will be displayed in the “Course Codes” field of the Member Match
window.
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m‘.‘:]‘: USCG MOBILIZATION READINESS TRACKING TOOL

Module: Sourcing  User: STEPHEN CHENG OPFAC: 21-06824  Role: Systemadmin
- N =N oY A
GO TO... Scorecard Requirements  Sourcing  Volunteers Add Member Member Match  Modules (i) (?) &)

= Member Criteria

EmplD: Mame (partial); Comp. Codes: .
OFFAC: & Rate: - Class: -

Gender: - Pay Grade Range * To - Servicing District. | M| /
DA Codes: & Course Codes: & TMT Codes: &

Record Count: g3

Drag a column header and drop it here to group by that column

Select IMR  EmplD MName Rate Pay Grade Current Mob Status Class District AQR Gender Curr

No records to display.

TMT Codes Field: This field pulls codes from the Training Management Tool
(TMT). Some courses not listed in the TQC formal course list will be listed here,
specifically National Incident Management System (NIMS) Incident Command
System (ICS) courses. Additionally, TMT codes will provide currency
information for qualifications that have a recurring qualification/currency
requirement to be considered “qualified” or “certified” (e.g., weapons, coxswain,
ICS, etc.). Clicking on the binocular icon to the right of the “TMT Codes” field
will open up the Lookup Qual window.

Lookup | Qual

| Code | Description
1038 SPC-AB BOAT CREW MEMBER
1039 BO: BOARDIMNG OFFICER
1040 BTM: BOARDING TEAM MEMEER
1041 CURRENCY BOAT CREW MEMBER (UTB)
1042 CURRENCY ENGIMEER (UTE)
1043 CURREMCY COXSWAIN (UTE)
1044 ALL HANDS GMT FOR A STATION
1045 MLE: 44 FT SMALL BOAT CREW MEMBER

4 1 | +

Pagel of 4, iterns 1 to 100 of 400.

| ok |

You can search for a qualification by entering in the qualification’s code into the
“<Code>" field or a brief description of the qualification into the “<Description>”
field and then clicking on the “GO” icon. Search results will then be displayed.
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Sample of
Queried
Candidates

Lookup | Qual

<Code> boarding team member m

| Code | Description /

1040 BTM: BOARDING TEAM MEMBER

3925 BOARDING TEAM MEMBER

5801 INITIAL QUALIFICATION BOARDING TEAM MEMBER

4 L} 3

Click a row to add the item to the search criteria
[1040 % oK |

To select the particular qualification, click on the qualification displayed in the
search results and it will be displayed in the bottom text field. Do this for all
qualifications that you will be querying for. When you are finished with entering
in all qualifications, click on the “OK” button. The Lookup Qual window will
now close and selected qualifications will be displayed in the “TMT Codes” field
of the Member Match window.

{EAMRTT

USCG MOBILIZATION READINESS TRAGKING ToOL [

Module: Soereng _Usor: STEPHEN CHENG OPFAC: 21-08524 _ Role:
Scorecard  Requirements  Sourcing  Volunteers  Add Member Member Match  Modules (i

-1 Mamber Criteria

EmpiC: Name (partial) Comp. Codes /
QPFAC #  Rate - Flass Selected Resers v/
Gender. | Male - Pay Grade Range - To Serdcing District Dttt =
DA Codes. W Course Codes.  000176.000275.0n 98 TMT Codes: L]
embars Export: Record Count: |
Dirag 2 cobumin header and drep it here to group by that column
Current
Set  IMR EmplD Hame Rate  PayGrade Mob  Class DistictACR  Gender  CumentClearsnce  SPODeptlD  OPFAC OPFAC Description w Competent
Staty

PS5 SAN PEDRO FER
g @ wnan S5 AN PEGRO FERS

T . 01011 oz s m
ALAMEDI PERS
et Q) LIBL4E AVERRL JOSMUA N e Seeret 010105 73 :S'; 5:_ =l
SEC SAN FRAN
Sele 2004050 GENE O e 560
| Q@ BAKER, FUGENE m N M 5 oaTSED 4135 e me
steg @ azmae CHING, STIPHEN € we ex M ganan oM ses 10105 o FORELCOM IFE-1) MARIP |
ED PERS
s @ nn 1 [ 010005 736 :”"
sEC
Selet € 10 ORSCH ANDREW L B M [ oo7ss0 4135 e cHTeRw
!
stist 08 THOMESON, SCOTT M PRS2 w2 R panant M sece 007205 -2

eeeeeee ADMINFE

In the above example, a list of (25) maximum candidates was queried for the
following characteristics: Selected Reserve, Male, District 11, course codes of
Yeoman First class, Yeoman Second class and Yeoman Third class.
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MRTT Candidate List Extraction - Job Aid

Viewing
Service
Member’s
Record

USCG MOBILIZATION READINESS TRAGKING ToOL [l

Module: Sowrcng  Usaer: STEPHEN CHENG  OPFAL: 21-05524  Hohe: Systemadmn

Scorecard  Wequirements  Sourcing  Volunteers  Add Member Member Malch  Modules

= Mamibsr Criteria

Empil: Hame (partial) Comp. Codes L4
QPFAC #  Rate - Class Selected Resers™
Gender. | Male - Pay Grade Range - To »|  SerddngDistict |Dwnctll -

DA Codes. W Course Codes.  000176.000275.0n 98 TMT Codes: L]

Record Count: [

Drag » cobumn header and drop it here to group by that column

Cusrerit
Select MR EmplD Hame Rate Pay Grade Meb Class Dustrict ACR Gender Current Clearance SPO DeptiD OPFAC OPFAL Description w Competent
Status
Stiectea FISU SAN PEDRO FERS =
1 L1207 ARGUETA, WALBLRIO T e 5 Gutrt 11 M Hon o108 ma prar
seg @ n LBIRIC i - a1 " 01011 @ e o
elected FS5U ALAMEDA PERS
! 1814 AVERRLL JOSHUA " Oatrict 11 W . g ]
seg @ nens VERILL JOSHUA N 2 e g strict 1 Secret 010105 73 S
Selected SEC SAN FRAN
Sele 2004050 GENE O e Dotrict 11 ! ecret 7580 7
| f 00 BAKER, FUGENE M o 11 M 5 oa7ss0 4135 e me
) ) Selected - e -
sewg” @ amee CHING, STLPHEN C we oz it i1 M Secret o1010s [ FORCLCOM [FC-1) MARLP |=
Selected F45U ALAMEDA PERS
! LIME  MARUYVAMS, ARTMUR K ™ Destrict 11 W Heen 3 7367 Margn
soet @ 1nns APHAMS, ARTHUI 1 [ — 1 e 10808 0736 ten
Selet @ 1w KIRSCH, ANDREW 1 na s ;"""”' Deitriet 11 M Mane BoTSéD 4235 FEC RN ERAM .. CNTERW
!
atisct 1040812 THOMPSON, SCOTT M PRS? w2 :::: ‘: Dutrict 11 " Secret 007205 LT FERE

You can view more detailed information of each queried result by clicking on
“Select” to the left of each search result. This will open the specific service
member’s record.

USCG Service Member: CHENG. STEPHEN C.

BasicInfo. Addl. Info. Comp. Codes(1) DA Accomplishments(35) Courses(24) TMT Validation

General Information

Employee [D: 1259376 Mame: * |

Rate: FPay Grade: * oz

Class: * Selected Reserve Gender: * Male

Address Line 1: | | Address Line 3: | |
Address Line 2: | | Address Line 4: | |
iz | | State: Califomia

Zip: | | Main Phone: * | |
Current Clearance: Clearance Date:

Readiness Information

Inv. Type: Last Physical: 6/17/2008 Current Mob Mode:

MRTT District: District 11 Salary Plan: OFF Updated Shots: No
ASQ Updated: Last Dental: 32010 Employee RCD: 0
Duty Type: E Dental Class: 2 Flu Shot Updated: No
Overweight: Mo

|
From the service member’s record you can view information of the member from
the Basic Information, Additional Information, Competency Codes, DA
Accomplishments, Courses, TMT and Validation tabs.
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MRTT Candidate List Extraction - Job Aid

Exporting
Queried
Candidate
List

After you have completed a query for candidates, such as in the previous example,
you can export the query results from MRTT to two file formats. The first being
comma-separated values (CSV) and second being Microsoft Excel (.xIs).
Normally files should be exported into Microsoft Excel (.xIs) so they can easily be
imported into vetting templates used in FC-1.

To export the queried results, click the “Export” drop down menu located on the
right portion of the Members query results title bar and select which file format
you would like to export to.

USCG MOBILIZATION READINESS TRACKING TOOL |8

Module; Scurcing User: STEPHEN CHENG OPFAC: 21-06324  Role: SystemAdmin

Scorecard Requirements Sourcing Volunteers Add Member Member Match Modules @ I:'_?;l @

=2 Member Criteria

EmplD Name (partial) Comp. Codes &

OPFAC: & Rate - Class: Selected Reserv™ /
Gender: Male - Pay Grade Range ~ To - Servicing District: | District 11 -

DA Codes #  Course Codes:  000176,000275,01 98 THIT Codes: &

Record Count: [

Drag a column header and drop it here te group by that column =
Select  IMR EmplD Name Rate Pay Grade Current Mob Ststus Class District AOR % Current Clesrance 5Py
Selected i
Select o 1112073 ARGUETA, WALBERTO T. ¥YN2 ES Reserve District 11 M None
Selected
Selet € 1181145  AVERILL JOSHUAN, e £ Flecte District 11 M Secret
Reserve
Select & 2004950 BAKER, EUGENE O ¥N1 =3 selected District 11 M Secret
seledt Reserve
Selected
selet € 1259376 CHENG, STEPHEN C. G o2 Flecte District 11 M Secret
Reserve L
Select o 1111146 HARUYAMA, ARTHUR K. ¥N1 =3 selected District 11 M None
seledt Reserve
Selected
selet @ 1137230 KIRSCH, ANDREW J. ¥z E5 electe District 11 M Hone
Reserve
Selected
Select o 1040812 THOMPSON, SCOTT M. PERS2 w2 Reserve District 11 M Secret
Selected =
select € 1254311 ZELL EDBERTC. BM2 E5 electe District 11 M Secret L
Reserve -
I it '

[ m 0

After selecting the file format you would like to export to, MRTT will open a File
Download window for you to save the exported file. Notice the difference in the
file extensions, one being .csv and the other .xIs from the File Download window.
Click on the Open button to open and view the file. Click on the Save button to
open the Save As window and browse to the location you would like to save the

file to.
[ File Download @‘ [ File Download @

Do you want to open or save this filé? Do you want to open or save this fife?
E‘aj Name: MRTTData.csv E:‘.j Name: MRTTData.xls
Li Type: Microsoft Office Excel Comma Separated Values ... Type: Microsoft Office Excel 97-2003 Worksheet, 18.0KB

From: www.uscg-mrttegms.net From: www.uscg-mrttcpms.net
I I
Open Save Cancel [ Open Save Cancel I

i "~| While files from the Intemet can be useful, some files can potentially l@' While files from the Intemet can be useful, some files can potentially
k. k.
\a k.

ham your computer. if you do not trust the source, do not open or ham your computer. if you do not trust the source, do not open or
save this file. What's the risk? save this file. What s the risk?
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MRTT Candidate List Extraction - Job Aid

Viewing the
Exported File

If you selected to save the file, click the Save button again to save the exported file

from the Save As window that opens.

Save As

[

QC} |- Desktop »

- | ‘}‘ | Search

o

Favorite Links

o

Documents
SCCheng on D11M...
| Recent Places

4]
Bl Desktop

g i)

Recently Changed

Pictures

™ E

Maore »

Folders ~

MName Sizg Create a new, empty folder. te modified

\| i Cheng, Stephen LTIG

, Public

[ | SCCheng on
=S DILIMW-ZFC501000

&h Metwork
e

[, |

File name:  [GIARIPEERIE

-

Save as type: [Ml:msoﬂ Office Excel 97-2003 Worksheet

ya

)

= Hide Folders

Information from the exported candidate list include: EMPLID, Name, Rate, Pay
Grade, Current Mob Status, Class, District AOR, SPO Dept ID, OPFAC
Description, Competency Codes, DA Accomplishments, Course Codes and TMT

Codes.

G

2 1112073 ARGUETA, WALEYN2
3 1181145 AVERILL. JOSHU YNZ
1 2004950 BAKER, EUGENEYNI
5 1260376 CHENG. STEFHELTJG
6 1111146 HARUYAMA, ARTYN1
7 1137230 KIRSCH. ANDREVYN2
1

s M1264311 ZELL. EDBERT C BMZ

B
s Egolhoms  [-lRasls

o E

Pay G = | Current Mob St =

"1040812  THOMPSON, SC(PERS2 W2

£ [}

Class | =|District AQ =

Genc =

Current = | SPO Deptil =

]

K

M

OPFAC = | OPFAC Des = | Posho

N o ] a
= | Competency Col = | DA Accom = | Course Col= | TMT Coded =

14
# « > M| Worksheetl <3

Es Selected RDistict 11 M None 010113 732 PSSU SAN PEQOML0ST  ACMSMGRACMSASVAB_AR./501275,00045
Es Selected RDistict 11 M Secret 010105 737 PSSU ALAME(0049345 COMMASVATO0176,00066
E8 Selected RDistict 11 M Secret  DOTSEQ 4235 SEC SAN FRAT0050850 MED,CERUC D00652,00017
02 Selected RDistict 11 M Secret 010105 06824 FORCECOM fF MAREF CGMOBDEV, D00852,50124
E8 M Mone 010108 7387 PSSUALAME(IOMIIY  MARER ASVAB MK, 320720,50020

Es M Mone 007880 e235  SEC SANFRADOS0S48  CHTCRWRE.CAWIASVAB GS5./500650,00066 2547 4896 29
Selected RDistict 11 M Secrel 007205 03820 SEC SANDIECDO0S0838  MARER.PERILPEASVAB C3.0200459,00017

E5 Selected RDistict 11 M Secrel 007326 30887 G STALALOTOMES2  CNTCRWRS AFQT ASVAESREES6,501244711.4953 48

T |
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