Approving IDT Drills

Introduction This section provides the procedures on how to approve an IDT drill in Direct
Access.
Procedures See below.
Step Action
1 After unit notification that a Reserve member performed an IDT as scheduled, click

the Requests link located at the top of the page.

United States Coast Guard

U.S. Depariment of Homeland Security

My Page | Self Service | Requests

Click the View My Requests (all types) link.

Self Service Requests

Submit an Absence Request Wiew My Absence Requesis
Submit a Delegation Request I View My Requests (all types) I
Submit a Civilian CA Request Submit a Supp CA Reque
Submit an Officer CA Request Submit an FSA Request
Submit a COLA Unigue Request Submit a Drill Request

Submit an Advance Pay Request

View My Action Requests

Albus Dumbledore

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

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

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

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

5. Refresh button clears the grid and defaults it back to "My Submitted Requests' and Transaction Status of "Pending’.
6. Populate Grid button populates the grid based on what was selected for the radio button, Transaction Name,
Transaction Status. and what was entered in the Submission From/Submission To Dates.

O My Submitted Requests I i®! Requests | am Approver ForI O All Requests
Transaction Name: | All Transactions V|
Transaction Status: | Pending v|

Submission From Date:
Submission To Date: I E‘jl I Populate Grid I Refresh

e Click on the Requests | am Approver For radio button.

e Transaction Name: Click the drop-down and make a selection or leave at the
All Transactions default.

e Transaction Status: Click the drop-down and make a selection or leave at the
Pending default.

e Submission From Date:/Submission To Date: Narrow the search by selecting a
period of inclusive dates.

Click the Populate Grid button.

Continued on next page



Approving IDT Drills, Continued

Procedures,

continued

Step

Action

4

The Reserve Drill Request will display. The Member column will display the
“Approval Batch” number assigned when the IDT status was updated to Completed.

Locate the appropriate member and then click the Approve/Deny link.

Customize | Find | view 100 | E1 | 35 st £ 1 20 ot 550 I st
Transaction Name Status Member Member's LastName  Member's Emplid Member's Deptid  Submitted By Approver Submission Date
ApproveDrills Pending Batch: 384023 7654321 Harry Potter Severus Snape 02/02/2015 pprove/Deny

The Action Request page will display. Click the Click here to view additional
request information link to display the details of the request in a new window.

Action Request
Approve Drills

Severus Snape

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

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

3. Review all the drill details in the new window.

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

5. System will route the request back to the submitter for corrections. (Pay Transactions will not be generated)

6. If all drill details are correct, Enter appropriate comments in the "Comment” section and Click "Approve”

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

Request Details

Batch Code: 12796

Get Details

Setid: 00010
Department: 000450
Drill Date: 2015-02-01

Request URL

I Click here to view additional request information. I

Request Approvers

Approver: 7654321 Harry Potter

‘Comment:

Approve Deny

Drill Approval

= Request Status:Pending
One Approval Level

Pending

Multiple Approvers
CEHRSUP for User's SPO

When finished auditing the drill, close the window to exit.

Faid) Duty
Empl| ol e Duty Py | Mew Lang sat | pest
Empt 10 ST Wame | o Date | SO0 Ju0t | paia | star Time natime | W fapproved] D Description |Purpase| Descripeon | T8 ELLH| 0P [ Deacrpton |G -4ll -
STRUCTURED) ETRUCTURED)|
1zaasir|  of e o7 | 4| 1sfra0c e T TRAINBG . AT TRAMING - [Fus [Lunch|rucerel S5 55 |spansn |1 |icserprer
fan [ GENERAL GEnERAL
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Approving IDT Drills, Continued

Procedures,
continued
Step Action
6 The IDT can now be Approved or Denied. Enter any comments.

Approver: 7654321 Harry Potter

Comment:

| Approve Deny |

Drill Approval
= Request Status:Pending

One Approval Level

Pending

Multiple Approvers
CGHRSUP for User's SPO

Click the Approve button to authorize payment of pay and allowances.
Drill Approval

Request Status:Approved
One Approwval Level

Approved

Il Apgwione Achon Faegues]
v anend- 920 aM

Click the Deny button and enter comments to return the IDT to the requestor for
corrections. No payments will be processed.

If Denying an IDT, the SPO must notify the command, so corrective action can

be taken.
Drill Approval
Request Status;Denied
Dne Approval Level
Denied

e ol Appe e At Risquest
DROEA - BN AM

Comments

Member not authoeized all meats




	Approving IDT Drills
	Introduction
	Procedures

