
Self Service – Withdrawing/Editing an IDT Request 

 
Introduction A member may withdraw or edit a previously submitted Inactive Duty for 

Training (IDT) request if it has NOT been previously authorized?   
 

• Edit – If a member discovers a previously submitted IDT request 
has incorrect information. 

• Withdraw – A member wishes to withdraw a previously submitted 
IDT request. 

 
Once an IDT has been authorized only the command or SPO may Approve 
or Deny the request. 

 
Procedures See below. 
 

Step Action 
1 Click the Requests link from the Direct Access home page. 

 
 

2 Click the View My Requests (all types) 

 
 

3 The View My Action Requests page will display. 

 
 

  

Continued on next page 



Self Service – Withdrawing/Editing an IDT Request, Continued 

 
Procedures, 
continued 

 

 
Step Action 

3 
(cont) 

Click the My Submitted Requests radio button: 

 
 
Field Name Description 
My Submitted Requests Displays requests submitted by the member. 
Requests I am Approver For Displays requests member is an approver for. 
All Requests Displays all requests for member. 

 
• My Submitted Requests - Click the My Submitted Requests radio button. 
• Transaction Name – Click the drop-down arrow and select Schedule 

Drills. 
• Transaction Status – Click the drop-down arrow and select Pending. 
• Click the Populate Grid button. 
 

4 A list of all submitted drills in a pending status will display.   

 
 
Click the View Details link. 

  

Continued on next page 
  



Self Service – Withdrawing/Editing an IDT Request, Continued 

 
Procedures, 
continued 

 

 
Step Action 

5 The Schedule Drills page will display. 

 
 
Member may now edit or withdraw the IDT request: 

• Withdraw – Sets Reserve Drill Approval status to Terminated.  
When terminated member may enter a new IDT request. 

 
 

• Edit – Edit any of the available fields and enter any comments.  
Then click the Resubmit button.  The IDT request will be 
resubmitted to original approver. 
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