Overview

Introduction

Discussion

Schedule Inactive Duty for Training (IDT) Drills

This guide provides the procedures for Commands to schedule and approve
IDT drills.
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A Reserve supervisor (with CGRSVDRL, CGSSCMD access role) may
schedule or edit a drill up to and including the drill date. After the drill date,
only the supervisor or SPO may schedule, edit, un-excuse or cancel a

drill. Reservists and supervisors may also schedule drills for future dates.

Before scheduling a drill, verify that the drill date does not conflict/overlap
with the starting or ending dates of any Reserve Active Duty Orders, or
previously scheduled IDTs.

When scheduling a drill the status will be "Scheduled” (This is the only status
available).

Supervisors approve a drill by checking the “Approved?”
checkbox. Supervisors may schedule and approve a drill for a reservist at the
same time.

If a Reservist changes a drill date after it is has been approved (authorized),
the approver can deny or cancel the request. The member can then resubmit a
new IDT request.

After the drill status has been changed to “completed” by the unit, the SPO
must Approve the IDT for pay and allowances.

Continued on next page



Overview, Continued

IDT Process The following table explains the stages of the IDT process and the responsible
party for each stage.

Stage | Who Does It What Happens

1 Member Enters desired drill using Submit a Drill Request
under DA Self Service Requests.
2 Supervisor/ Reviews member’s request and authorizes

Command (approves) drill using “View My Requests” under
DA Self Service Requests.
3 Member Performs drills as scheduled or withdraw requests

previously submitted.

4 Supervisor/ Approves drills after verification that the member
Command performed as scheduled or can Deny drill as
submitted, returning request to the submitter.
Note: Supervisor/Command must be hold Reserve
Self Service Command (CGSSCMD) or Reserve
Drills (CGRSVDRL) roles to view/enter/approve

IDT drills.

5 Servicing Upon notification from the command that the
Personnel member performed IDT, approves orders for pay.
Office
Supervisor

The following items can be scheduled in Direct Access:
e Inactive Duty for Training (IDT)

¢ Additional Training Period (ATP)

¢ Readiness Management Period (RMP)

e Funeral Honors Duty (FHD)




View Member Drills

Introduction This section provides the procedures on viewing a member’s drills in Direct

Access. Review this prior to scheduling a drill to ensure the member does not
already have drills scheduled for that date.

Procedures See below.
Step Action
1 Click on the View Member Drills link in the Reserve Administration pagelet.

Reserve Administration

IDT Drills Member Training Rating
Annual Screening Questionnaire Reserve Member Balances

Member Status Change Training Status
Wi i Reserve Orders

MGIE Enroliments

2 The CG_IDT_MBR_DRILLS — Member Drills link will appear.
CG_IDT_MBR_DRILLS - Member Drills
Empl Id: @,
Approval Batch:
Yiew Results
0] et s Repor| S | ot [noorovea| PurposePurBose Py e <o anguage|procency | a2
e Enter the member’s Empl Id number.
e If known, you can search by Approval Batch number or left blank.
Then click View Results.
3 The IDT drill report will display. There are 35 data fields in this report.

Download results in . Excel SpreadSheet CSV TextFile XML File [ (74 kb)
View All

€mpl 10| =P! | Name | Oril Date T[;r:)'é Start Time End Time ool |Approvea PL?rEtgse Description PuDrEgse Description | 22V !ﬁ:'
1 |1234567 0 322{3 0912012015/ Ir\ﬂﬁp\e 7:30:00.000000AM |4:00:00.000000PM |Scheduled [N AP gﬁ;sp%"r';e' AP gﬁgp%”r;‘e' Full |Lunch
2 |1234587 0 Ssg\; 081912015 :ﬂt}p‘e £:30:00.000000AM |3-00:00.000000PM |Scheduled |N AP gﬁ;spuo”ge' AP gﬁgp‘;";e' Ful |Lunch
3 |1234587 0 g?;{a nsnsf:msﬁt;p‘e 7:30:00.000000AM |4:00:00.000000PM |Scheduled [N AP gﬁﬁonr'pe' AP :ﬁmﬂ?e‘ Ful |Lunch

Click the View All link to view all IDT’s by Drill Date, most recent first. Data can
be downloaded to several formats for sorting:

e Excel Spreadsheet

e CSV Test File

e XML File




Schedule IDT Drills

Introduction

This section provides the procedures on how Commands schedule drills in
Direct Access for a Reserve member.

Procedures See below.
Step Action
1 To schedule a new IDT Dirill, Select the IDT Drills link from the Reserve

Admi

nistration pagelet.

Reserve Administration

IDOT Drills

Member Training Rating

Annual Screening Questionnaire Reszerve Member Balances
Member Status Change Training Status
Wiew Member Drills Reserve Orders

MGIE Enrollments

The Reserve Drills page will display.

SetID:

Department§| 000450 Y CG PAY AND PERSONNEL CENTER High Priority Unit Flag

Drill Date:

Load Members Search

00010 @,

020172015 |51

L
) Payroll

Empl ID

Training  Maximum
Empl Name Reserve Pay Paid IDT #Dnlls |y e Start Time End Time  Drill Status Approvedz DUt Duty Approval
Record Categoy  catonory | Drills Remain Purpose1  Purpose 2  Batch

1 Jap & 0 0 v | Scheduled ~ [N + =
(5l save | =] Netity
Enter the following information:
e Department ID or use the lookup to identify where the IDT is to be
performed.
e Drill Date or use the calendar to select when the IDT is to be performed in
MM/DD/YYYY format.
e High Priority Unit Flag — Will default checked if unit is authorized to

receive High Priority Unit pay. Units authorized will be identified annually
via ALCGRSV msg.

Continued on next page




Schedule IDT Drills, continued

Procedures,
continued
Step Action
2
(CO n t) Set ID: 00010 QA
Department: (000450 @, G PAY AND PERSONNEL CENTER

Drill Date:  [02/01/2015 |5}
Load Members Search

) Fayroll

jning  Maximum
Empl ID Sl g Wame pesce Pay Paid IDT

High Priority Unit Flag

Start Time EndTime  Drill Status Anprovea? DU Ty, Eo

I1234557 @, @, weaslev.Ron SEL A 48

[IDT - Multiple w||[7:308 | [400PM | [Scheduled v AT @, AT |3, * =

Purpose 1 Purpose 2 | Batch

5] save | |[=] notity

ATP - Multiple

ATP - Single

Funeral Duty

IDT - Multiple

IDT - Single

IDT Single + ATP Single
IDT Single + Funeral
RMP

Enter the Empl ID then hit Tab to populate the member’s information.

Click the Drill Type drop-down and make a selection.

ATP — Multiple or Single

Additional Training Period

Funeral Duty

Funeral Honors Duty

IDT — Multiple or Single

Inactive Duty for Training

IDT Single + ATP Single

Combination of IDT Single Drill and a
ATP Single Drill

IDT Single + Funeral

Combination of IDT Single Drill and a
Funeral Honors Duty

RMP

Readiness Management Period

Continued on next page




Schedule IDT Drills, continued

Procedures,
continued
Step Action
2
(cont)
Set ID: 00010 @,
Department; |000450 Q, CG PAY AND PERSONNEL CENTER High Priority Unit Flag

Drill Date:  [02/01/2015 [

Load Members Search

] e | =0

Training Maximum
Empl ID = Name Reserve pgy  paidiDT DR g Type Start Time End Time Drill Status Approved? DU DUty Ao
-ord Category Cat Remain Purpose 1 Purpose 2 Batch
tegory Drills
11234567 @, [0 @, Weasley,Ron SEL A 43 24 [IDT-single s~ )(07-30AM [4:30PM [ Scheduled ~| v @, Q‘I

Start Time/End Time — Enter the Start and End times.

air
INISTRATIVES ‘-LJ'\ﬂLnJM READINESS

f‘\lP DE NT—-J. EXAM ANNU,

RMP - GENERAL Ma.‘IBATEO Tl'{nlhlr G

RMP

Racic Navigaticn

Research & Development
Sately & Uccupatonal Health
Saarch & Rescse

Vesssl Tr amc snr ces

Duty Purpose 2— C|ICk the Iookup icon and make a selection (Table same as for
Duty Purpose 1).

Only used if performing:

e Multiple IDT

e Multiple ATP

e Single IDT + ATP Single

When finished click the Payroll tab.

Duty Purpose 1 — Click the lookup icon and make a selection.

N"FHJPR IATE DUTY FUR COMPLETING THE PHA Ofympsc Games Suppon
Operatonal | a-wer»w
Persconel S

Drill Status — Only option is to select Scheduled. The Command user authorized
to enter IDTs will automatically set the IDT to Approved.

Continued on next page




Schedule IDT Drills, continued

Procedures,
continued
Step Action
3 From the Payroll tab, enter the appropriate pay entitlements.
i 4 0
Drill Info._ |
EmplID  |Name Pay Code Meal Eligibility  spap FLP Code | Proficiency

11234567  Weasley,Ron J Full v || Lunch v |[RECFRO @ SP|@ 1@y + [=]

Click the Pay Code drop-down and make a selection.

Full

Half

Mo Pay

Full Pay is authorized for both periods of a multiple drill.

Half Pay is authorized for a single drill or, when the Drill Type is Multiple, pay is
authorized for only one period (e.g. A non-pay and paid drill performed on the
same day).

None A single or multiple drill is performed for points only.

M

Lunch

None
Supper

ess Avail

Click the Meal Eligibility Code drop-down and make a selection. ALCOAST 070/15
provides policy for payment of Commuted Rations to Enlisted members on IDT.

All Meals
Breakfast

Brk & Lnch
Lnch & Sup

overnight between drills

If And Then
Reserve Arrives same day, not remaining | Authorized Lunch
Member not | overnight
authorized | Works past 1800 hours Authorized Lunch and Dinner
lodging
Reserve Arrives night before for 1 paid Authorized Breakfast and Lunch
Member multiple IDT drill the next day
authorized | Arrives on day of 1% drill for paid | 1% Day Authorized Lunch and
lodging multiple IDT drill and remains Dinner, and 2" Day Authorized

Breakfast and Lunch

Acrrives night before for 2 paid
multiple IDT drills

1% Day Authorized All Meals, and
2" Day Authorized Breakfast and
Lunch

Continued on next page




Schedule IDT Drills, continued

Procedures,
continued

Step

3

+ De
Drill Info H

(cont)

==

EmpliD  Name Pay Code Meal Egibility — spap FLP Code Proficiency
11234567  Weasley,Ron Full ~] [Lunch ~ |[RECPRO @ fsP @[t @
|5 save | |[=] Moty

or click the lookup icon to select the SDAP.
Look Up SDAP

Type Name: [pegins with v||
Description: | pegins with v ||

Look Up

Clear Cancel  Basic Lookup

Search Results

View 100 First [4]
Type Name Description

APMARK AVIATION PRECISION MARKSMAN (TO INCLUDE HITRON GUNNERS)
CANINE HANDLER

CMC-MC |CMC (MCPOCG!

CMC{ALC/SFLC/MFPU/RFMC/SMTC/C4IT)

CMCLV2 | CMC{SECTOR/BASE/CGRC/PATFORSWA/TRACEMN)

CMCLY3 |CMC{DISTRICT/FORCECOM/DOL/PSCIIATF/USCGA)

CMCLV4 | CMC (DCMSIDCO/LANTAREA/PACAREA]

CMC (MCPOCGRF)

Look Up FLP Code

Content item ID: [ begins with v
Description: begins with v

Look Up Clear Cancel | Basic Lookup

Search Results
View 100 First [4] 122of22 [3] Last

Content ltem ID Description
AL Arabic Levantine
AR Arabic

BH Bahasa (Indonesian
cc Chinese (Cantonese
cm Chinese (Mandarin’
FA Farsi (Persian)

ER French

GE German

HC Haitian Creole

HE Hebrew

appropriate level.

Search Results

View 100 First [4] 16cf6 [b] Last

Review Rating Description
Interpreter 1
Interpreter 2
Interpreter 3
Interpreter 4
Linguist 1
Linguist 2

10 11 [ 11 [ =

When finished, click the Save button.

If SDAP (Special Duty Assignment Pay) is authorized, enter the applicable SDAP,

If FLP (Foreign Language Proficiency) is authorized, enter the applicable code, or
click the lookup icon to select the appropriate code.

If applicable, enter the FLP Proficiency Code, or click the lookup icon to select the

Continued on next page




Schedule IDT Drills, continued

Procedures,
continued

Step Action

4 After notification the member has performed the drill, the IDT must be edited and
forwarded to the SPO Auditor for authorization of pay and allowances.

Access the IDT by clicking on the IDT Drills link located in the Reserve
Administration pagelet. Enter the Department and Drill Date. Then click Search.

Set ID: 00010 @,

Departmenf [000450 @ | ¢G PAY AND PERSONNEL GENTER High Priority Unit Flag
Drill Date: | [02/01/2015 |5]

Load Members | Search

Payroll
Training  Maximum
EmplID E’“p‘ g Name E‘:E"‘e Pay Paid IDT :D”"’ Drill Type Start Time End Time  Drill Status Approved? E”'V . E“W B ;p{"ﬁ" |
ecort alegory | Catoory Drlls emain urpose 1 Pumose2 Batc
11234567 @, 0 @, WeaslevRon SEL A 43 33 10T - Multiple V||7:30AM | |4:00PM ICDIT\D\E(EU v v AT @ [aT @, [+ =]
l a Save. l (=] Netify

Locate the appropriate member and then click the Drill Status drop-down and make
a selection.

Continued on next page



Schedule IDT Drills, continued

Procedures,
continued
Step Action
4
(cont) Cancelled

Completed
Scheduled
Unexcused

e Cancelled — to Cancel the scheduled drill
e Completed — to Approve drill for pay/allowance payment
e Unexcused — to change a drill to unexcused.

When finished click the Save button.

b Payroll
Training  Maximum
Empl ID Empl Name Reserve |0, PaidipT | ¥ 0MIS |y rype Start Time End Time  Drill Status Approved? DUty Duty Approval
Record Category Category |Drills Remain Purpose 1 Purpose 2 |Batch
11234567 @, 0 2, Weasley,Ron SEL A 43 33 IDT - Multiple | [7:30AM | [4:00PM Completed D AT @ [aT |[@frares | (3] [=]
5 savef| |[=] otify

After changing the drill status to completed and the transaction is saved, the
Approved check will be remove and a Approval Batch number will be assigned.
Make note of the approval batch number, you will need to include this number in the
email notification to the SPO.

The IDT will be routed to the SPO Tree of the user who changed the drill status to
completed.
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