Schedule Multiple Inactive Duty for Training (IDT) Drills

Introduction This guide provides the procedures for scheduling and approving Multiple
Drills. Unlike the Schedule Individual Drills page, the Multiple Drills
page does not send an email to the member when drills are scheduled.
Notification must be done separately.

Discussion A Reservists command (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 IDT’s.

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

Only members with CGSSCMD or CGRSVDRL may edit, cancel or
delete a previously approved (authorized) drill. When an IDT Drill is
edited, the request must be rerouted for approval (authorization).

If a member needs to change a drill date or any data fields after approval
(authorized), the approver can deny or cancel the request. The member
can then resubmit a new IDT request.

After the drill period, the SPO must change the drill status to "Completed".
This will generate a pay transaction and allow payment of the drill.

Continued on next page
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Process The Scheduling Multiple Drills process initiates creditable service and
payment for:

Inactive Duty for Training (IDT) drills
Additional Training Periods (ATP)
Readiness Management Periods (RMP)
Funeral Honors Duty (FHD).

The following chart outlines the multiple drill process.

Stage | Who Does What Happens
It
1 Command/ | Schedules Multiple drills into Direct Access.
SPO

2 Member Performs drills as scheduled or notifies command
when duty was not performed as scheduled.

3 Command/ | Approves drills after verification member
SPO performed as scheduled, or may change status to
cancelled or unexcused.

Note: Command/SPO user must be authorized
Reserve IDT (CGRSVCMD) or Reserve Drills
(CGRSVDRL) to view/enter/approve IDT drills.
4 SPO Approves authorized IDT Drill requests for
Supervisor | processing of pay and allowances.

Continued on next page
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Procedures

See below.

Step

Action

1

Select IDT Drills from the Reserve Administration pagelet.

Reserve Administration

Member Training Rating
Annual Screening Questionnaire Reserve Member Balances
Member Status Change Training Status
View Member Drills Reserve Orders

MGIE Enroliments

The Reserve Drills page will display.

Set ID: oop1o (@,

Department] 000450 @, |co PAY AND PERSONNEL CENTER High Priority Unit Flag

Drill Date: L0212

Load Member: Search
r

b Payroll ="

Training  Maximum

Empl Reserve " # Drills ] ) ; Duty Duty Approval
Empl ID a4 Name e E::egnry PO |Gy Drill Type Start Time End Time | Drill Status Approved? pu . 1 Pumose | Boten
1 @ o @ o o Bl Scheduled @, 2, + =]
[ Save | | Notify

Department: Enter the Department ID or use the lookup to identify where the
IDT is to be performed.

Drill Date: Enter a date or use the calendar to select when the IDT is to be
performed in MM/DD/YYYY format.

High Priority Unit Flag: Will default if unit is authorized.

Click the Load Members tab.

All members permanently assigned to the Department identified will be

displayed.

Customize | Find | 8 | % rir=t £l 430£2 13 oot
b Payroll =N
Training  Maximum ;
Empl Reserve ! 2Dills | ) ) ’ Duty Duty Approval
Empl 1D Revoeg  Name Catcgory ELQW PadOT | e, Dl Type Start Time End Time  Drill Status Approved? oot 4 Pumose? Batoh

@,

1[1234567 @, [o ‘@, Duck, Huey SEL A 48 33 | [p0oaM |[500PM | [Scheduled w]| R [ @[ |
2(1234567 4 [0 O Duck Dewey  SEL A a2 38 ~) Booam | [FocPm | [Soheduied ]| W @,
31234567 @, [0 @, Duck, Louie SEL A 48 2z | [:00aM | [5:00PM Scheduled W ¥ @,

[+ [+ |+
1 [o] [

]
]

[l Save | | =] Netity

Ensure the members are in the Training Pay Category authorized to perform
IDTs.

A member may not exceed the Maximum Paid IDT Drills without
approval/waiver from the District (dxr).

Continued on next page
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Procedures,
continued
Step Action
3 All data fields may be edited separately for each member.
(Cont) Fayroll | [=% e

Empl Reserve EL %
ol Record  Name Categary

o=

’ Du Du Approval
Drill Type Start Time End Time Drill Status Appraved? Fu:‘;““ Pu::osez P

42 22 ATP - Multiple %[ [8:00AM | |5:00PM | |Scheduled % ' AT &, AT
IDT - Single: Y| [B:00AM | |5:00PM | |Scheduled d ME

42 a2 IDT - Multiple [ [8:00AM | |5:00PM || Scheduled % | ME A [BA

]
ay
ategory

11234567 |4, |0 <., Duck, Huey SEL
2 (1234567 4, |0 %, Duck, Dewey SEL
3 (1234567 &, [0 3 Duck, Louie  sEL

T
"
ko
e

+ [+ |+
1 [ o

ol save | |=] Netity

Click the minus button to remove a member from the Multiple Drill process
and/or click the plus button to add a new row for a member who will be
performing an IDT at the department identified.

33

The Approved checkbox defaults to Approved for all members including any
members added using the plus button.

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

ATP - Multiple
ATP - Single
Funeral Duty

IDT - Multiple

10T - Single

10T Single + ATP Single
10T Single + Funeral

RMP

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

Start Time and End Time are programmed to a default value for multiple
drills. Select the fields to edit the start/end time for any individual.

Drill Status defaults to Scheduled.

Continued on next page
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Procedures, continued

Step Action
3 Duty Purpose 1 — Click the lookup icon and make a selection.
(Cont) AP PR-:a.J L.alfiuh COMPLETING THE PHA heﬁ .

Duty Purpose 2 — Click the lookup icon and make a selection (Table same as

for Duty Purpose 1).

Only used if performing:

o Multiple IDT

e Multiple ATP

e Single IDT + ATP Single

When completed, your Multiple Drill request may display individual drill data

as shown below. Click the Payroll Tab.

embe: Customize | Find | B | %= Fi= & 430f2 1 Lozt |
Fayroll | [0
Empl ID E’""‘ Nams L= ;[:ymi"g ?:.’é".'.':'#m e e Start Time End Time | Drill Status e e L e
ecord Category Category  Drills Remain Purpose 1 Purpose2 EBatch
1[1234567 4. [0 . Duck, Huey  SEL A 43 33 ATP - Multiple | [2:00aM | [5:00PM | [Scheduled v [aT @ far @ + =

2[1234867 A [0 9 Duck Dewey SEL A 48 32 [IDT-Single | [00AM |[5:00PM | [Schedued v W [ME @[ & % =

3[1234567 @, [0 @, Duck Louie ==L A 42 32 IDT - Muttiple | [:00AM |[500PM |[Scheduled | & [ME @, [Ba @, + (=

J]JJSave =] Natify

4 S Cema e BLE
Empl 1D Name Pay Code ?:"::LE"G"’““V SDAP FLP Code Proficiency

11234567 Duck, Hewey Full ~ [ Lunch v]| @ sp @t @ [FHE=

21234567  Duck Dewey Half v [ Mone v/ @ @ & = =

31234567  Duck, Louis Full w | Lunch V]| @ @l la ==

approverio:| &

[5] Save | |[=] Notify
The Payroll Tab can be edited to display separate drill data.
Pay Code - Click the drop-down arrow and make a selection.
Full
Halt
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.

Continued on next page
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continued
Step Action
4 Meal Eligibility Code — Click the drop-down arrow and make a selection.

(cont)

B £l )
Drill Info_ | )
Empl ID Name Pay Code é":;'eE'igib““y SDAP FLP Code Proficiency
11234567 Duck, Hewey Full ~ I Lunch ~ afsp (@ 1 @ =]
21234567  Duck, Dewey [Rar ~fNone ] @ aQf ja &=
31234567  Duck, Louis [Fun ~[Lunch ~ Q, Q[ @ [+ =
Approver ID: O‘
(5] Save | |[=] Notify
Al Meals
Breakiast
Erk & Lnch
Lnch & Sup
Lunch
Mess Avail
None
Supper
If And Then
Reserve Arrives same day, not Authorized Lunch
Member not | remaining overnight
authorized | Works past 1800 hours Authorized Lunch and Dinner
lodging
Reserve Aurrives night before for 1 Authorized Breakfast and
Member paid multiple IDT drill the Lunch
authorized | next day
lodging Arrives on day of 1% drill for | 1 Day Authorized Lunch and

paid multiple IDT drill and
remains overnight between
drills

Dinner, and 2" Day Authorized
Breakfast and Lunch

Aurrives night before for 2
paid multiple IDT drills

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

SDAP (Special Duty Assignment Pay) — Enter the applicable SDAP Code or
click the lookup icon to search the SDAP table if authorized.

Look Up SDAP
Tyve ame:
Description: [begins with |

Look Up Clear

Search Results
View 100

Type Name

Cancel

APMARK |AVIATION PRECISION MARKSMAN (TO INCLUDE HITRON GUNNERS)

Basic Lookup

First [4]

Description

CANINE
CMC-MC
CMCLV1

CANINE HANDLER
CMC (MCPOCG!

CMC(ALC/SFLC/IMFPU/RFMC/SMTC/CAIT)

CMCLV2 |CM

ECTOR/BASE/CGRC/PATFORSWA/TRACEN)

CMCLV3

CMC(DISTRICT/FORCECOM/DOL/PSCLIATF/USCGA)

CMCLV4

CMC (DCMS/DCO/LANTAREA/PACAREA)

CMCRES |CMC (MCPOCGRF)

Continued on next page
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continued

Step

Action

4
(cont)

FLP Code (Foreign Language Pay) — Click the lookup icon and make a

selection if authorized.

Dill Info m =»

Proficiency — Click the lookup icon and select the applicable level of FLP.

Empl ID Mame

11234567  Duck, Huey

2 1234587  Duck, Dewey
3 1234557  Duck, Louie
[iil Save | |[=] Matify

Pay Code g‘:"dLE"ﬂih“i‘Y SDAF FLF Code Proficiency

[Ful | [Lunen vl allsr @@ +]
|-ia|f Vl | None Vl | - ,_J, ,_‘-3, +]
[Fui ] [Lunch M o &l e +]

The Approved check box defaults as Approved. Click the Save button.

Members Customize | Find | B | 5 rie £ 430F3 7 (a2t
@ Payroll =T]
Training  Maximum
Empl Reserve - # Drills ; Duty Duty Approval
Empl ID R4 MName Category Ezzwm FAIDT  pony DrillType Start Time End Time Drill Status Purpose 1 |Purpose? |Babch

1[1234587 @ [0 2. Duck, Huey  SEL A 43 33 ATF - Multiple W] [5-00aM | [5:00PM MOfeT R AT & +| =

21234567 @, [0 @, Duck, Dewey SEL A 43 38 IDT - Single /| [2:00aM | [5:00PM ¥ |me @, 2, + =

3[1234567 @ [0 @, Duck Louie sEL A 18 2 IDT - Muttiple /] [B-00AM | [:00PM | [Scheduled ~|] & JME @ B2 @ +| =
i

[ save | |=] Notity

The IDTs are now Approved (authorized) as scheduled.

When IDT Drills have been performed, the Drill Status must be edited.

Reserve Administration

10T Dt

Annual Screening Questionnaire

Member Status Change

View Member Drills

MGIB Enroliments

Member Training Rating
Reserve Member Balances
Training Status

Reserve Orders

Enter the Department and Drill Date previously scheduled and click the

Search button.

Reserve Drills

Set ID: 0oD10 [,

Department] 100450 @

02162015 [+

Drill Date:

Load Members Search

CG PAY AND PERSOMMNEL CENTER High Priority Unit Flag

Continued on next page
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continued
Step Action
7 You can now edit the Drill Status. Click each individual drop-down and make

a selection.

Cancelled
Completed

Scheduled
Unexcused

Cancelled — to Cancel the scheduled drill

Completed — to Approve drill for pay/allowance payment
Unexcused — to change a drill to unexcused

8 Tk
Faynl | [FH
Training  Maximum
Empl Resarve ” #Drlls ; ; Duty D Approval
Empl ID Revorg  Mame Category F0 0 PdIT | ormain | Dril Type Start Time EndTime  Drill Status Approved? put o+ Purpose 2 Butoh
11234567 [, [0 2, Duck Huey  SEL & 4 13 ATP - Multiple ] [B:00AM | [5:00PM Completed w| i [aT @ [aT +] (=]
21234567 |4, [0 %, Duck Dewey SEL A 42 38 IDT - Single /| [3:00AM | [5:00PM Completed | W [ME @, +| =
31234567 | @, [0 %, Duck, Louie  SEL A 48 az IDT - Muitiple | [8:00aM | [5:00PM Cancelled V| W [ME @ [Ba # (=
finished editing, click the Save Button.
9 2 E
Payroll | [F=9)
Training  Maximum
Empl Reserve ; sodls | ) ; . puty Duty Approval
EmpliD rng Mame Catmgory PR PTG Drill Type Start Time End Time  Drill Status poproved? BV Purmose2 [ien
1[1234567 @, [0 2, Duck, Huey SEL A 42 a2 Z:00AM | [5:00PM SN - R
2[1234567 @, [0 %, Duck Dewey  SEL A 43 38 IDT - Single V| [s:00am | [5:00PM mE @, fozrse 4] (=
3[1234567 @, [0 %, Duck, Louie SEL A 48 32 B:00AM | [F:00PM | [Cancelled v e |@, [Ea fearss 4 =
[ save | | =] Natify

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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