Viewing and Printing Training Administration Orders (TDY)

Introduction

This guide provides the procedures for viewing and printing Training

Administration Orders (TDY) in Direct Access. Members can view/print
their own orders via Self-Service by clicking the My Airport Terminal
Orders link under Tasks in the Employee pagelet. Commands & SPOs can
view/print members’ Training Administration Orders via the Airport

Terminal.
Procedures See below.
Step Action
1 | Select the Training Admin Orders link from the Training Admin — Enrollment

pagelet.

Training Admin - Enroliment =

Course Session Enrcliment

Training Admin Orders
Meodify POl Trainee Data

Course Sesgion Summary

Comespondence/Readiness Load

Update A School Wait List

Course Waiting List
Add POl External Trainee

Submit an ETR

Student Training Summary

Seszion Notes Update Process

Enter the member’s Empl ID and hit Search.

Training Admin Orders

i an Existing . Add a New Value

Enter any information you have and click Search. Leave fields blank for a list of all values.

Maximum number of rows to return (up to 300): (300

Trans ID: [= ~|

Empl ID: begins with s J1234567

Empl Record: @,

Begin Date: [= ¥ |

E

End Date: = |

E

A
National ID:  [begins with w ||

Name: begins with ||

Last Name:  [begins with v ||

First Name: |[begins with v ||

Order Status: |begins with v ||

Course Code:|begins with |

Course Title: [begins with v ||

[ case Sensitive

Clear |Basic Search @',3] Save Search Criteria

Continued on next page
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Step Action
3 | Alistof TDY orders will display (unless the member only has one set, then they
will display). If necessary, select the appropriate orders.

Search Results

D i
35

nd Date _Co ode &
/087201612309 AN/URN-25 MAINTENANCE |

mpl |0 Name 3la s Begi £
385751234567 Jimmy Fallon |EG 01/03/2016/02

M Mo e
=

21005821234567 Jimmy Fallon E6 AD 07/06/2014/09/21/2014 502146 AN/SLQ-32B(V)2 Maint (04RJ)
20143601234567 Jimmy Fallon E6 AD 02/23/2014/03/07/2014 501796 WMEC 270 SCCS MAINT & MGMT
20143501234567 Jimmy Fallon E6 AD 01/26/2014 02/14/2014|501333 AN/UPX-37 DIGITAL INTERROGATOR

4 | The Training Admin Order tab will display. At any time, select the Order Action
drop-down, click Print Order and then hit Go to print the orders.

Scroll down (if necessary) to view the Travel Orders section.
IS (L N kel =@l Order Notes | Order Funding | Order Audit

Jimmy Fallon Empl ID: 1234567 Empl Record: 0
Trans ID: 2282575 Order Action: E
Order Begin Date: 01/03/2016 Order Type: TAS
Order End Date: |02/08/2016 Order Status: Ready
TAS Order Basic Information
Course: 230935 AN/URN-25 MAINTENANCE

Course Session Nbr: |0130
Course Start Date: 01/04/2016 Course End Date: |02/08/2016

Training Facility: FTNO FTC NORFOLK VA

' Route for Approval '
+ Govt Credit Card Holder ) )

¥
Customize | Find | B | #  First £ 12072 1 (5at

Seq Travel Travel
Nbr Type  Approval

1/ Depart 01/03/2016 Duty CGC SENECA  DUTY CGC SENECA

Actual

Estimated Date Date Nature of Duty Deptid Description Position Description Location Description

99 Report 01/04/2016 Training

Continued on next page
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Step Action
5 | Click View All to review each Depart/Report row. Then scroll up and select the
Order Notes tab.
' Travel Orders ind Viewal First L 10r2 Last
*Seq Nbr: Travel Type: Depart [™]Trvi Approval: =
Estimated Date: |01/02/2016 | Department:  |0DDD24 CGC SENECA
ActualDate: | | Location: CGC SENECA
Nature of Duty: Duly Position Number: puTY
Posn Job Code: 424003 First Class Electronics Techni
Other Location: | |
Current Messing Entitlement

Messing and Quarters

Messing: Government Rate (MIL Only) CIV Reduced Per Diem Amt: | |

Govt  Messing Directed Govt Reduced Per Diem Amt: | |
Rate:

Lodging Rate Actual Expense Amount: | |
Factor:

Lodging Rate: L IAW CMDT LTR of: L

Per Diem MIE Rate: | |

Per Diem City: | |
Per Diem Quarters: Amount: | | ["Icontracted
“|Rental Car [ |upgrade Authorization Upgrade to Size: Compact

["|Local Travel {Includes taxi, bus, metro & oth Public Trans)

« Travel Details

["I combat Zone

[ commercial Carrier {own expense subject to reimbursement) [ Gov't Owned Conveyance

[ Govt Transportation Account (GTA) O Privately Owned Conveyance (POC)

Mode of Transportation: Al POC Type: §: I:I
RONDays: | | RON Locality: | |

Medical Travel: Medical Escort: | |

» Additional Authorized Expenses

Continued on next page
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Step Action
6 | The Order Notes tab will display. Click View All (if necessary) to review each

Order Note. Now click the Order Funding tab.
Training Admin Order ~ (EFEITEE Order Funding | ™ Order Audit

Jimmy Fallon EmplID: 1234567 Empl Record: 0

Trans ID: 2282575 Order Action: Go
Order Begin Date: |01/03/2016 Order Type: TAS

Order End Date:  |02/08/2016 Order Status: Ready

TAS Order Basic Information
Course: 230835 ANIURN-25 MAINTENANCE

Course Session Nbr: (0130
Course Start Date: 01/04/2016 Course End Date: |02/08/2016

Training Facility: FTNO FTC NORFOLK VA

Route for Approval
+/ Govt Credit Card Holder

" Contract Clauses Find ViewAl Fir=t o 10f3 D Last

*Contract Clause: AAA COMMAND INFO:

e
*Sequence Number: | 1 Ensure requirements and pre-requisites have been met. Pre-
requisites for courses are located in Direct Access and on the TQC

web site www.uscg.mil/hagftgc.

CANCELLATICONS, SUBSTITUTIONS, AND WAIVERS:

Enr rancellafinn uhstititinne  and waivers refer tn chanter 2

»| Show on Printed Order

Continued on next page
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Step Action
7 | Review the Order Funding tab, then select the Order Audit tab.

[ Training Admin Order || Order Notes (o Sz e Bl Crder Audit

Jimmy Fallon Empl ID: 1234567 Empl Record: 1]
Trans ID: 2282575 Order Action: | Go|
Order Begin Date: |01/03/2016 Order Type: TAS
Order End Date: 02/08/2016 Order Status: Ready
Course: 230935 AN/URN-25 MAINTENANCE

Course Session Nbr: [0120
Course Start Date: | 01/04/2016 Course End Date: |02/08/2016

Training Facility: FTNO FTC NORFOLK WA

| Route for Approval |

+ Govt Credit Card Holder

Customize | Find | View Al | B First K1 4011 I3 ast

m" TONO Details || LOA Details |

*TONO Status Travel Order Number  Line of Accounting Funding Type o' Total Cost
Transmitted 1116236PBCO01000 2P601123560BCH41322151 Travel 16 4548.84

8 | The Order Audit tab displays the history of any users that have touched the

orders.
Training Admin Crder || Order Notes | Order Funding | Rel0f gl

Jimmy Fallon Empl ID: 1234567 Empl Record: 0

Trans ID: 2282575 Order Action: | hd | |E
Order Begin Date: 01/03/2016 Order Type: TAS

Order End Date: 02/08/2016 Order Status: Ready

Order History

" Order Header || Order Travel || Order Funding || Detalls || Notes
UserlD | Name Datetime Modified Action  Audit Record Name
1 7654321 QuestLove 10/212015 2:51:32PM Add CG_ORDER_HDR
2 7654321 QuestLove 10212015 2:51:32PM Add CG_FUNDING
3 7654321  QuestLove 10/212015 2:51:32PM Add CG_ORDER_TRAVEL
4 7654321 QuestLove 107212015 2:51:32PM Add CG_ORDER_TRAVEL
5 7654321 QuestLove 10/21/2015 2:51:32PM Add CG_ORDER_TAS
[Tl save | [0hRetumioSearch | | Previousinlist 4| Nextinlist [ Notify | [ChAdd | | /] UpdateiDisplay |

[Training Admin Order | Order Motes | Order Funding | Order Audit




