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1.0 Introduction

This user guide contains essential information for Reserve personnel to fully utilize
the reserve components in 9.1 Direct Access. Included are detailed descriptions of
the system’s functions and capabilities, step-by-step procedures for utilizing the
system, screen shots of the step-by-step procedures and tables of field descriptions.
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2.0 Annual Screening Questionnaire (ASQ)

2.1 ASQ - Self-Service

SELRES and IRR members are required by law to fill out the ASQ on an annual basis
or as their information changes.

1. Access the Annual Screening Questionnaire by navigating to the following menu
path from the portal homepage - Employee > Tasks > Annual Screening
Questionnaire.

B Main Meny » CO.AD Seif Service Empioves »
— Tasks

=] Langunges
i~ Emeraency Contacts

FE= Abotments
I Tris ek well take you to view, 850, change. of atop your voluniary deduchona

=
17| Stade Tox bnformation

Figure 1: Annual Screening Questionnaire Link

2. Read the Annual Screening Questionnaire Acknowledgment section.

3. Inthe Member’s Response section, select the radio button for one of the
statements.

Annual Screening Questionnaire

Empl ID: 1234567 Mame: TEST EMPLOYEE

[ Annual Screening Questionnaire Acknowledgement

As a member of the Coast Guard Reserve, | understand and willingly accept the following obligations:

(1)1 am subject to involuntary recall and that | may be required to report with as little as 48 hours
notice. Failure to report as directed is punishable under Article 86 of the Uniform Code of Military
Justice (UCMJ) and a court-martial may direct punishment up to and including: dishonorable
discharge, forfeiture of all pay and allowances, and/or confinement for up to one year.

(2)1 must comply with the requirements of Chapter 4 (Participation Standards) of the Reserve
Personnel Manual (COMDTINST M1001.28A) and failure to comply with these standards may result
in disciplinary or administrative action including involuntary recall to active duty or separation from the
serice.

(3) 1 shall plan for contingencies in the care and support of my dependent family members and
develop a family care plan if, | am a single parent, a dual-member couple with dependents, or
married with custody or joint custody of a child whose non-custodial biological or adoptive parent is
not my current spouse, or | otherwise bear sole responsibility for the care of children under the age
of 18 or for others unable to care for themselves in my absence, or | am primarily responsible for
dependent family members. Failure to have a family care plan may subject me to disciplinary or
administrative action that can resultin my separation from service and is not justification to avoid
involuntarily recall

(4) If my deployability becomes impaired due to employment, family, medical, or any other condition
(s), orif| am to be out of the country for greater than 30 days, | shall notify my command immediately
in writing. | will work to resolve such issues through my chain-of-command, in accordance with
Coast Guard policy, and understand that long-term issues that prevent my deployability can resultin
my transfer to the Individual Ready Reserve (IRR), the Standby Reserve, or administrative separation
from the service

" lunderstand and accept " I do not understand or do not accept

Figure 2: Annual Screening Questionnaire Acknowledgement
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@ A response of ‘I do not understand or do not accept’ will require a supervisor’s
EmplID in the Reserve Recall Availability section for further consultation since
selecting this response can lead to discharge from the Reserve or transfer to the
IRR.

Click the First Responder Description link to read the description. Upon
completion, select one of the two radio buttons.

" Yes - | consider myself to be a first responder

First Responder Description )
" No - 1do not consider myself to be a first responder

Figure 3: First Responder Section

In the Reserve Recall Availability section the Date Notified field will default to
the current date.

The Date Signed field will default to the current date.
From the *Recall Status drop down, select one of the following selections -

Available for Recall, Community of Family Hardship, Critical Civilian Occupation,
Key Employee or Govt Official or Other.

Date Notified: 11/04/2013 Date Signed: 11/04/2013

*Recall Status: ﬂ

Last Updated By:
Last Update Date/Time:

EJJ Sawve | |oh Returnto Search | 4| PreviousinList |4~ MNextin List Previous-tab - Nexttab

Cluestionnaire | Occupation Data

Figure 4: Reserve Recall Availability Section

@Selecting a Recall Status of anything other than Available will require a
supervisor’s EmplID for further consultation since selecting this response can
lead to discharge from the Reserve or transfer to the IRR.

To enter a Supervisor’s EmplID, click the look up icon. If the EmplID is known, it
can be entered directly. Entering an EmplID other than a supervisor will not
allow the ASQ to be routed correctly.

United States Coast Guard Reserve Activities User Guide

12



9. Click the Occupation Data link to navigate to the next tab of the ASQ.

Rsv Recall Availability

Date Notified: 11/04/2013 Date Signed: 11/04/2013
*Recall status;lAvaiIable for Recall j
Supervisor ID: Ql

Last Updated By:

Last Update Date/Time:

[5] save | [Gh ReturntoSearch | [+] Previous inList | [} Nextinlist| |5 Previoustab| |51 Nextta

+ -+

Questionnaire | Occupation Data

Figure 5: Supervisor ID

The Occupation Data tab captures all of the member’s current job information.
Fields marked with an * are required fields.

Questionnaire ‘Occupaticn Data

Occupational Data

Empl ID: 1234587 Test Employee
Current Civilian Employe
For Civilian i i to select your Standard ional Code click the magnifying glass. In
the description field you can search with a wildcard (%), for example: Typing in %welder will bring up a list of
welders.

*50C Code: @

My SOC Code is valid: [© As Of Date: 04/17/2014

*Position Title: |

*Position Start D |04/17/2014 3

*Employer: | *Work Phone:
*S5upw Name: | Supv Phone:
*Employment Status: lﬁ SelfEmployed: T
Address 1: |

Address 2: |

Address 3: |

City: [ State: @

Postal: Country: UsA "‘I‘!‘

Last updated by:
Last Update Date/Time:

(il Sawe | Previoustab | Nexttsb |3 Refresh

Figure 6: Occupation Data Tab

10. Enter the SOC Code by utilizing the look up tool.
@ Members that are unemployed or are students, SOC code 434061 should be

utilized.

11. Enter the Position Title.
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12. Enter the Position Start Date.
13. Enter the Employer.
14. Enter the Work Phone.

15. Enter the Supervisor’s Name.

16. Select an Employment Status from the drop down.
17. Check the My SOC Code is Valid checkbox.
18. Click Save.

19. The Last updated by and Last updated Date/Time fields will display the name of
the member who completed the ASQ and the date/time it was saved. This
information is read only and is used for tracking purposes. The ASQ form will be
saved up to a year from when the form was last saved, once a year has passed,
the form will default to blank values.
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2.2 ASQ-SPO

The SPO can access the Annual Screening Questionnaire by navigating to the
following menu path from the portal homepage — Reserve Administration > Annual

Screening Questionnaire.

Reserve Administration

Reserve Drills

Annual Screening Questionnaire

Reserve Member Balances

Member status Change

Figure 7: Annual Screening Questionnaire Link

1. Enter the member’s EmplID for which the ASQ needs to be filled out for. Refer to

section 2.1 Annual Screening Questionnaire and 2.1 Occupation Data Tab for
instructions on how to fill out these two tabs.

When a member selects ‘I do not understand or accept’ or a recall status of

anything other than ‘Available’ an email will be sent to their supervisor.

Upon accessing the member’s ASQ via the link in the email notification, the

member will then be counseled. Once the counseling has been completed the
member will then return to the ASQ, make the necessary corrections and re-

submit it.

@ The Supervisor must not make any changes to the member’s ASQ. The
member must update the ASQ after the SPO consultation.

An Annual Screening Questionnaire requires review

' DoNotReply_hcenv3@direct-access.us
ent: Wed 11/6/2013 9:08 AM

(2) | must comply with the of Chapter 4 (F Standards) of the Reserve
Personnel Manual (COMDTINST M1001.284) and failure to comply with these standards may result
in disciplinary or administrative action including involuntary recall to active duly or separation from the
senice.

Please view in HTML.

A reserve member has indicated a response on the Annual Screening Questionnaire that requires
review.

The member has indicated that they do not understand or accept the requirement to complete the
Questionnaire and/or that the member is not available for recall. These responses can lead to the
member being discharged.

Click on the link below to access the member's data.

Click here

(3} shall plan for contingencies in the care and support of my dependent family members and
develop a family care plan if, | am a single parent, a dual-member couple with dependents, or
married with custody or joint custedy of a child whose non-custodial biclogical or adoptive parentis
not my current spouse, or | otherwise bear sole responsibility for the care of children under the age
of 19 or for others unable to care for themselves in my absence, or | am primarily responsible for
dependent family members. Failure to have a family care plan may subject me to disciplinary or
administrative action that can resultin my separation from senice and is not justification to avoid
involuntarily recall.

(4) If my deployability becomes impaired due to employment, family, medical, or any other condition
(s), orifl amto be out of the country for greater than 30 days, | shall notify my command immediately
in writing. | will work to resolve such issues through my chain-of-command, in accordance with
Coast Guard policy, and understand that long-term issues that prevent my deployability can resultin
my fransfer to the Individual Ready Reserve (IRR), the Standby Reserve, or administrative separation
from the service.

T —

Logon to Direct Access before opening the link for better results.

@ lunderstand and accept " I do not understand or do not accept

¥ Yes - | consider myself to be a first responder

First Description

" No -1 do not consider myself to be a first responder

Date Notified: 11/06/2013 Date Signed: 11/08/2012

*Recall Status: | Critical Civilian Occupation -

Supervisor ID: [ 1234567 @, Test Employee

Last Updated By: 3876543 Supervisor's Name
Last Update Date/Time: 11/06/13 9:08.27AM

Figure 8: Email Notification
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3.0 Member Training Rating

The Member Training Rating component allows SPO users to assign, extend or

remove a reserve member’s training rating. Self-Service reserve members can view
current training ratings via the Self-Service link.

3.1 Member Training Rating - Self-Service

1. From the portal homepage, in the Employee pagelet click View > Member
Training Rating.

Employee
Profile Tasks View
Workflow User Languages !M&mb&r Training Rating I
Preferences

PCS eResumes

Memberships

Emergency Contacts

View Paycheck
Test Results

View Reserve Points

Home and Mailing Address

Personal Information

Phone Numbers
Allotments
Direct Deposit

W-4 Tax Informatien

Member Information
Member Info Additional
Wiew My Worklist

My CGHRMS Orders

13 More...

10 More. ..

Figure 9: Member Training Rating Self-Service Link

2. The training rating page will display.

Training Rating
Test Employee Empl ID: 1234567
Employee Empl Record: 0

5] Save | [t Returnto Search | [[<] Notify |

M
Customize | Find | View A1 B | 8 First El 4 071 O Last

Training L - Number S
Rating Description Begin Date S Expiration Date
20092 @, | Jr Asst Dental Surgeon 01012012 | 3 01/01/2015 =]

Figure 10: Self Service Member Training Rating
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3.2 Add Member Training Rating - SPO

The Member Training Rating can be accessed by navigating to the following menu
path from the portal homepage - Reserve Administration > Member Training
Rating.

Reserve Administration

Member Training Rating |

Figure 11: Member Training Rating Link

1. On the search page enter the member’s EmplID and click Search.

2. Select the member from the search page to display the Training Rating page. To
view the member’s department, current rating and rank, mouse over the
Member’s name.

3. Toadd a new training rating, click on the lookup tool and select a training rating
from the list. The Description will auto populate.

4. Enter the Begin Date using the calendar icon.

5. Enter the Number of Years and hit the tab key, this will auto populate the
Expiration Date field.

6. Click Save.

TEST EMPLOYEE EmplID: 1234567
Employee Empl Record: 0

Humber

Rating Description Begin Date of Years  EXPiration Date
UQDDQ-AsstDentaISurgeon 051012014 [5] 3 |05/01/2017 =

Training

[5] Save | [Gh Returnto Search | |[=] Notify

Figure 12: Member Training Rating

@ This page does not retain history of the training ratings.
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3.3 Extending Training Rating

1. Access the Member Training Rating page by navigating to the following menu
path from the portal homepage - Reserve Administration > Member Training
Rating.

2. Search for the member’s EmplID and select the member from the search results
to display the Training Rating page.

Member Training Rating
Enter any information you have and click Search, Leave fields blank for a listof all values.
Maximum number of rows o return (up to 300); (300
Empl ID: [negins with =]
Empl Record: = j ‘
Name: legins with L”
Last Name: begins with =] |
Second Last Name: begins with j ‘
Alternate Character Name: | heains with ;I \
Middle Name: begins with =] |
Business Unit: begins with j ‘
Department Set ID: beging with ;I \ @
Department: begins with =] | @,
Regulatory Region: begins with =] |
™ Case Sensitive
Search Glear  Basic Search [ Save Search Criteria

Figure 13: Member Training Rating Search Page

3. Existing training rating may only be extended for one year. Enter 1 in the
number of Years field then press the tab key to update expiration date.

4. C(lick Save.

Training Rating
TESTEMPLOYEE Empl ID: 1234567
Employee Empl Record: 0

Training L . R
Rating Description Begin Date of Years Expiration Date
020097 @, |Asst Dental Surgeon 05/01/2014  [5) UEIUWIQU‘IS =

=l Save: & Murntﬂ&e&rcn: =l Nmify:

Figure 14: Extending Member Training Rating
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3.4 Remove Member’s Training Rating

When a member has completed the training rating requirements the supervisor will
then delete the training rating. Navigate to the Member Training Rating via the
portal homepage - Reserve Administration > Member Training Rating.

Reserve Administration

Member Training Rating

Figure 15: Member Training Rating Link

1. Enter the search criteria for the member whose training rating needs to be
changed.

Member Training Rating

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

Maximum number of rows to return (up ta 300y |300

Empl ID: [negins with =] |

Empl Record: [= I

Name: begins with j‘

Last Name: legins with LI \

Second Last Hame: begins with =] |

Alternate Character Name: | hegins with j ‘

Middle Name: beging with ;I \

Business Unit: begins with =] |

Department Set ID: hegins with j ‘ @,

Department: beging with ;H @

Regulatory Region: begins with =] |

™ case Sensitive
Search Glear | Pasic Search [6F Save Search Criteria

Figure 16: Member Training Rating Search Page

2. On the ‘Member Training Rating’ page, click on the ‘- to delete a training rating
and click ‘Save’.

12 Mewy v

Training Rating

TEST EMPLOYEE Empl ID:

Employae Empl Record: 0

Training o _ Humber o
Rating Description Begin Date of Years Expiration Date
la00a7 @, Asst Dietitian 11012010 By 3 1n12ma

[5] sawe [Sh ReturntoSearch | 15| Previousinlist | 5] Mextinlist | |[Z] hotify

Figure 17: Delete Member Training Rating
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3.5 Training Status Report

1. To run the Training Status report, from the portal homepage click the Training

Status link in the Reserve Administration section.

Reserve Administration

Annual Screening Questionnaire

Member Training Rating

Training Status

Figure 18: Training Status Report

2. The report will display a list of members whose training rating will be expiring

within 30 days from the current date.

CG_RESACT_TRAINING_STATUS- Training Status quer

Download results in . Excel SpreadSheet CSVTextFile XMLFile (1 kb)

First ] 1-2 0f 2 [ Last

View Al

D Name Trn Rating Descr Begin Date Years Expiration Date
1 Second Class Yeoman 1112812012 1(11/28/2013
2 Senior ChiefYeoman 11/29/2010 3111/28/2013

United States Coast Guard Reserve Activities User Guide
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4.0 Member Status Change

The Member Status Change can be accessed by navigating to the following menu
path from the portal homepage in the Reserve Administration pagelet.

Reserve Administration
Reserve Drills Annual Screening Questionnaire
Reserve Member Balances Member Status Change

Training Status View Member Drils

Reserve Orders MGIB Enrolments

Figure 20: Member Status Change

1. On the search page enter the search criteria for the member.

Member Status Change

[
[l Farcornd:
Harme:

Lat Ramu:
Second Last Hamse:

Altarnata Charactes Nama: Do

Mo Hasnp:

Dusinerss Uit
Dpartmuent Sot i
Depactmont:
FReguiatory Region:
I Case Sensithe

Boaneh| |- Cloare | Basic Zearch * Sawm Search Criteria

Figure 21: Reserve Member Status Change Search Page

2. Select the member from the search results.

3. The Member Status Change page displays the member’s current status and
effective date. To change the status, enter the new Effective Date using the
calendar icon.

4. Enter the Employee Category and the TRAPAY CAT using the lookup tool.

5. Once all of the information has been entered, click Save.

TR Resenve Member Classibiation

Empl I 1234557 Test Engioyes CmplRecord: 0
Deptil: 005581 LINIV OF NEW ORLEANS
Job Effactive Date: 082062013 Employna Catigony: TRAYPAY CAT: Heserm Classilications 1
Effietivn: it | "
Empimyee Categon:
TRAYPAY CAT:

o Sawe [ Retunio Search

Figure 22: Reserve Member Status Change
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The table below displays a description of the fields on the Reserve Member Status

Change page.

Employee Classification TRAPAY CAT
Selected Reserve (SELRES) ABCDF M
(including members being ordered to long-

term active duty)

Individual Ready Reserve (IRR) E,HJ],P
(Includes IRR members who regularly drill for

no pay Assigned to drilling Dept)

Active Standby Reserve (ASL) G N

Inactive Standby Reserve (ISL)

I

Table 1: Employee Classification
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4.1 Reserve Member Classification

The Reserve Member Classification can be accessed by navigating to the following
menu path from the portal homepage in the Reserve Administration pagelet.

Reserve Administration

Reserve Drills Annual Screening Questionnaire

Reserve Member Balances Member Status Change

Training Status View Member Drils

Reserve Orders MGIB Enrolments

Figure 23: Reserve Member Classification

1. Search and select the member for who the Reserve Member Classification has to
be changed.

Member Status Change

o b aned chick Sipanch, Lesive fields blank Tor a list of all vabues

MU nUmDEr of Fows 80 return (up o 3007, (300

| Emgt e [epnz win =] |
Emgl Record: |
N [FmmwinE
Last Name: Bagna with %)

| Sncona Last Mamo: [Eogns win =]
| Adtormate Charactie Mames [Bogas win =]
| Mickdle Hame: ]
| Business e
| Deprastment Set 10: m
| Depanment: m

I Case Senskive

Bearchy | Chot o asic Searcn & Save Search Critina

Figure 24: Reserve Member Status Search Page

2. Click on Reserve Member Classification tab.
3. Click the look up tool and select the new value.
4. Select the date using the calendar tool.

5. Click Save.

Reserve Member Status |

EmplID: 2009011 BREMDAN KELLY EmplRecord:

DeptlD: 000369 CG STA CAPE COD CANAL

Joh Effective Date: 06/25/2013 Employee Category:  SEL Reserve Classification: K Classification Date: 011752006

Reserve Classification: | @,

Classification Date: &

[5] Save | |G Refwnto Sesrch | | Previousinlist 4| MextinList |

Reserve Member Status | Reserve Mermber Classification

Figure 25: Reserve Member Classification Tab
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The table below lists a description of the Reserve Classification values.

Military | Service Description Short Description
Service Component

CGRSV A Enl non-prior svc REBI/A Sch NonPrsREBI
CGRSV I Rsv Officer not on EAD w/in 8 yr obl Rsvoff8obl

CGRSV ] Prior Svc CG Enl w/in 8 yr obl Prisvc8obl

CGRSV K Enl Stdnt w/split [ADT EnlStnIADT

CGRSV N w/svc oblig not in another Cla w/SvcOblig

CGRSV p Enl Rgrd Attnd Rcrt Trng A Sch EnlRgAttnd

CGRSV Q Mbr w/o a statutory obligation NoStatObl

CGRSV X Enl non-prior svc direct PO EnlDirctPO

Table 2: Reserve Classification Values
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5.0 Montgomery GI Bill - Selected Reserve (MGIB-SR)

5.1 Self-Service MGIB

Self-service members can view their MGIB status on their Member Info Report.

1. To access the Member Info Report click on the Task link in the Employee pagelet
from the portal homepage.

Profile view
Workflow User PCS eResumes Member Training Rating
Preferences

Emergency Cortacts View Payvcheck

Home and Mailing Address — Test Resuts

Phone Mumbers iew Reserve Points
Phone Mumbers Personal Informeation
Allotmerts Member Info Additional
Direct Depost Wigwy by Viorklist
Federal & State Tax bty CGHRMS Orders
Elections

Wy Emploves Reviews
Creste e-Resume

& hore
10 More

Figure 26: Task Link

2. Click on My Member Info.

Figure 27: My Member Info Link

3. Click Create Report.

CG Member Info Report
EmplID Test Employee

Figure 28: Create Report Link

4. The MGIB-SR status will be displayed in the Reserve section of the report.

COAST GUARD MEMBER INFORMATION

Rsv Anniversary Date: 03/03/2008
Rsv Dl Obligation Date: 03/02/2014
Rsv Initiation Date: 03/03/2008
Reserve

Annpal Screening Questionnaire Date: | (9/21/2013

¥ Eligible: Member meets all eligibility criteria
AD Base Connter (YYMMDD) 051114

Figure 29: Member Info Report
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5.2 MGIB - SPO
5.2.1 Electing MGIB-SR Benefits
The Simple Benefits page is used to elect MGIB-SR benefits for members.

1. To make elections for MGIB-SR, click on the MGIB Enrollment link in the Reserve
Administration pagelet from the portal homepage.

Reserve Administration

Reserve Drills Member Training Rating

Annual Screening Questionnaire Reserve Member Balances

Member status Change View Member Drills
MGIB Enroliments

Figure 30: MGIB Enrollments Link

2. Enter the search criteria to look up the member and select the member from the
search results.

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

Find an Existing Value

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

Empl ID: begins with x| |

Benefit Record Number:  [= =l

Name: begins with =]

Last Name: begins with =] |

Business Unit: begins with =] |

Department Set ID: neqins with x| | @
Department: beains with x| | @
Organizational Relationship:| = =l =l
Alternate Character Name: [begins with x] |

[T include History I~ Correct History [ Case Sensitive

Search Clear  |Basic Search (&7 Save Search Criteria

Figure 31: Simple Benefit Search

3. The Simple Benefits page will display for the member.

Simple Benefits

 Eect © Wate  Terminate % lhection Date: 0S4

[ Saen Rt bewen | o | Mevsanlsl | Besieist My Sebesn sovntiacy | ) iemrmiery | Comtect watsry

Figure 32: MGIB-SR Simple Benefits

4. If there is no current election for the member, the Plan Type record will display
1 of 1 and the fields on the record will be blank (Figure 28). The Election Date
field will default to the current date.

United States Coast Guard Reserve Activities User Guide



10.

11.

If there is a current Plan for the member, the fields will be filled out. Click on
+lto insert a new row.

@Users must not click the =/ button. Doing so will permanently delete the row
which cannot be restored. Permanently deleting rows directly impacts records
being sent to DMDC and VA.

Select the Plan Type for MGIB-SR. The plan type for MGIB-SR will always be A4.
The Coverage Begin Date, Deduction Date and Election Date will all be the same
date. Enter the date the member’s MGIB-SR eligibility is effective. The system
cannot have multiple rows with the same effective date.

Select ‘Elect’ from the ‘Coverage Elections’ section.

The ‘Benefit Program’ is automatically populated.

Click the lookup tool to select the best code which describes the member’s
eligibility. For most elections, BA will most likely be the appropriate code.

Click Save.

The table below lists all of the Eligibility Codes and a description of code.

Eligibility Code | Eligibility Code Description

AA Ineligible: Has not executed a 6 yr obligation after 30-JUN-85.

AB Ineligible: Has not completed IADT.

AC Ineligible: No high school diploma or equivalent.

AD Eligibility Terminated: Correction of erroneous report of eligibility.

BA Eligible: Meets all eligibility criteria.

BB Eligible: Member serving subsequent qualifying period of eligibility.

BC Eligibility Conditnl Retained: Non qualify position/unit involuntary removal
from qualify positn.

BD Eligibility Retained: Serving position/unit completion of oblig for initial
benefit eligibility.

BE Eligible: Member separated because of disability.

BF Eligible: Member separated because of inactivation or reduction.

CA Ineligible: Member has completed course of instruction required for BA or
equivalent.

CB Eligibility Suspended: Granted period of authorization non-availability- all
other-not to exceed 3 yrs.

CC Eligibility Suspended: Granted period of authorized non-availability-
missionary up to 3years.

CD Eligibility Suspended: Being processed for unsatisfactory participation.

CE Eligibility Suspended: Voluntarily depart from a qualifying position.

CF Ineligible: Member on long-term orders.

CG Eligibility Terminated: In receipt of ROTC scholarship.

DA Eligibility Terminated: Member failed to reaffiliate within the required time
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Eligibility Code

Eligibility Code Description

limit.

DB Eligibility Terminated: Member discharged without be granted a period of
non-availability.

DC Eligibility Terminated: Member deceased.

DD Eligibility Terminated: Member determined to be unsatisfactory participant.

DE Eligibility Terminated: Has failed to participate satisfactory prior to

completing required service.

Table 3: Election Benefit Plan Codes

The table below lists the fields on the Simple Benefits page along with a description
of what data each field requires.

Field Name Field Description

Employee This displays the name of the member.

ID This displays the EmplID of the member.

Benefit Record This field will display the Empl Record.

Plan Type This section displays the plan type that is currently elected or can be elected.
Plan Type This is used to select the type of plan using the lookup tool.

Coverage This displays the type of coverage the member has or will be elected for.

Coverage Begin
Date

This is the date the member is eligible for MGIB-SR.

Deduction Begin
Date

This is the effective date for the plan/coverage being selected.

Coverage This section displays what type of coverage the member has or will be
Election elected for along with the date it is effective.

Elect This is selected when members are being elected for coverage.

Waive This button will not be used.

Terminate Selecting this radio button will permanently delete the MGIB record. This

button will not be used.

Election Date

This the date the coverage/plan is selected.

Benefit Program

This is derived from the member’s Job Data.

Benefit Plan

This is the plan that the member is currently elected for or will be elected for.

Save

This Saves the updates made to the plan.

Return to Search

This will return to the search page.

Previous In List

This will display the member previous member in the list of search results.

Next in List

This will display the next member in the list of search results.

Notify This allows the user to send a link to the Simple Benefit page via email
Refresh This refreshes the page.
Update/Display | This will update the page to include any changes that have been made.

Include History

This will include the history for the member.

Correct History

This will allow the user to update the member’s benefits.

Table 4: Simple Benefits Plan Fields
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5.2.2 Terminating MGIB-SR Benefits

1. To terminate MGIB-SR elections for a member, click on the MGIB Enrollment link
in the Reserve Administration pagelet from the portal homepage.

Reserve Administration

Reserve Drils Annual Screening Questionnaire

Reserve Member Balances Member Status Change

Training Status View Member Drills

Reserve Orders WMGIB Enrolments

Figure 33: MGIB Enrollments Link

2. Enter the search criteria to look up the member. Select the member from the
search results.

Simple Benefit

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

Maximum number of rows ta return (up to 300 [300 |

Empl ID: [eains with =] |

Benefit Record Number:  [= .

Name: [oegins witn =] |

Last Name: begins withj‘

Business Unit: begins wnhj‘

Department Set1D: begins wnhj\ @
Department: begins wnhj\ @
Organizational Relationship:[ = =l |

Alternate Character Hame: [begins with =]
™ include History [~ Correct History [~ Case Sensitive

Search Clear |Basic Search [gf Save Search Criteria

Figure 34: Simple Benefit Search

3. The Simple Benefits plan page will display for the member.

Simple Benefits
Test Employee

_________________ Employee

ID: 1234567 Benefit Record: 0
Plan Type Find | View Al First B 10f1 I3 Last
=lE
Plan Type: Ad MGIB-SR ==
Coverage

Eind | View Al First & 1 of 4 D Last

Coverage Begin Date: 0212412014 [F ':J *Deduction Begin Date: 0212412014 [ ':J |£h:—‘

Coverage Election

& Elect © Waive  Terminate % “Election Date: 02/2412014 [
Benefit Program: ACG CG/MOAA Active Deduction Prog
Benefit Plan: MGIBCB % yiciE CB-ENigibilily Suspended

[5] save | |G Retum to Search | [ Notify = | Refrash

. undatsiD\snlay. ﬁ Inciude History C‘) Correct History ]

Figure 35: Simple Benefits Plan

4. Click the Correct History button on the bottom of the page.
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5. Prior to inserting a new row, validate that the Plan Type row is A4 since that is
the plan type of the record being terminated. A new Plan Type row will not be
inserted.

6. Inthe Coverage heading click +] to insert a new row.

@ Users must not click the .=/ click this button. Doing so will permanently
delete the row and cannot be restored. Permanently deleting rows will directly
impact records being sent to DMDC and VA.

Simple Benefits

Test Employes Emplayes W 1204567 Henaft Recard:

Plan Type: e MGIE-3R

5

Coverage Begin Date; (V972014 i “Duuction Fgin Dale:
& Dlect  Watve © Terminate T *Flection Date: DRRTI20NE ]

Benefit Program: MGG COGMOA, Aot Deduction Prog
Benedi Plan: MCIBAL L s an inetigibh

[f) Save | (G0 Rsturnbo Search | |72 Moy | |3 Relresh S UpdaleDissiey x| Inchde History

Figure 36: Plan Type

7. The Coverage Begin Date, Deduction Date and Election Date will all be the same
date. Enter the date that the eligibility change is effective.

The date being entered in these fields is required to fit the following criteria:

e This date cannot be prior to when the member initially became
eligible for MGIB-SR.

8. Rows with duplicate effective dated rows are not allowed.

9. Select the Elect radio button. Selecting Terminate will delete the record
permanently.

10. Select the Benefit Plan using the lookup tool.

Eligibility Code Eligibility Code Description

DA Eligibility Terminated: Member failed to reaffiliate within the required time limit.

DB Eligibility Terminated: Member discharged without being granted a period of
unavailability.

DC Eligibility Terminated: Member Deceased

DD Eligibility Terminated: Member determined to be an unsatisfactory participant.

DE Eligibility Terminated: Has failed to participate satisfactory prior to completing
required service.

Table 5: Terminated MGIB-SR Codes

11. Click Save.
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5.2.3 Suspending MGIB-SR Benefits

1. To suspend MGIB-SR elections for a member, click on the MGIB Enrollment link
in the Reserve Administration pagelet from the portal homepage.

Reserve Administration
Reserve Drils Member Training Rating

Annual Screening Questionnaire Reserve Member Balances

Member status Change View Member Drills
MGIB Enroliments

Figure 37: MGIB Enrollments Link

2. Enter the search criteria to look up the member. Select the member from the
search results.

| Simple Benefit

| Enbes any infarmation you have ana click Search Leavi ields Blank fof a B51 of all values
“Find on Exisling Value

| Meawimusm rumer of rows to retum (up to 300) (300

| Emplits [Gegns win =]

| Benefit Record Bumber: {: —I

| Hame: begns wilh =]

| Laast Harne:
| Business Unie

| Deparment sor:
| Depariment:

| Organtzationas Retaionship: [ = = =
| Aerate characer Hame: [Segns win 3]

I tachede tistory I Correcttistory I Case Sensitve

Boach .| - CI#at Basic Search & Save Search Crteria

Figure 38: Simple Benefit Search

3. The Simple Benefits plan page will display for the member.

Simple Benefits
Test Employee Employee ID: 1234567 Benefit Record 0
Plan Type Find | view Al Frst B 1011 D Last
F[=
Plan Type: Ad WGIB-SR 1=
Coverage Find | View All First Eyora 0 ast
Coverage Begin Date:  |02/24/2014 [ “Deduction Begin Date:  [02/24/2014 [) & [*][=]
Coverage Election
@ Elect € waive € Terminate . *Election Date: 0272412014 |5
Benefit Program: ACG CG/MNOAA Active Deduction Prog
Benefit Plan: MGIBCE % oip cB-Elgiviity Suspended
Save | [oh Returnto Search | [T Notify | % Refresn UpcateDisplay | | & Include History | |27 Correct History

Figure 39: Simple Benefits Plan

4. Click the Correct History button on the bottom of the page.

5. Prior to inserting a new row, validate that the Plan Type row is A4 since that is
the plan type of the record being suspended. In the Coverage heading click on

+| to insert a new row.
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@ Users must not click =, Doing so will permanently delete the row and cannot
be restored. Permanently deleting rows directly impacts records being sent to
DMDC and VA.

Simple Benefits
Tast Employen Ermployes I 125 Benef Record:

Ftan Type:

Coverago Bogin Dae:  DSETE0M G “Dideittion Beqin Date: 0RO [ =

il Save | ob MewmwSesch ) Metty T Metesh r| Uptatempiey  + ichuoe ristry

Figure 40: Plan Type

The Coverage Begin Date, Deduction Date and Election Date will all be the same
date. Enter the date the member’s eligibility is suspended.

The date being entered in these fields is required to fit the following criteria:

e This date cannot be prior to when the member established eligibility.

7. Duplicate effective dated rows are not allowed.
8. Select the Elect radio button. Selecting the Terminate button will permanently
delete the record.

9. Select the Benefit Plan using the lookup tool.

10. Click Save.

Eligibility Eligibility Code Description

Code

CA* Ineligible: Member has completed course of instruction required for BA or
equivalent.

CB Eligibility Suspended: Granted period of authorized non-availability-all other not-
to-exceed-3yrs.

cC Eligibility Suspended: Granted period of authorized non-availability-missionary-up
to 3 yrs.

CD Eligibility Suspended: Being processed for unsatisfactory participation.

CE Eligibility Suspended: Voluntarily depart from a qualifying position.

CF Ineligible: Member on long-term orders.

CG Eligibility Terminated: In receipt of ROTC Scholarship.

Table 6: Suspend MGIB-SR Codes
@ Eligibility CA code is not used.
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5.2.4 Reinstating/Restoring MGIB-SR Benefits

1. Toreinstate/restore MGIB-SR elections for a member, click on the MGIB
Enrollment link in the Reserve Administration pagelet from the portal

homepage.

Reserve Administration

Reserve Drils

Annual Screening Qi

Member Training Rating

ire Reserve Member Balances

Member status Change

View Member Drills

28

MGIE Enrolments

Figure 41: MGIB Enrollments Link

2. Enter the search criteria to look up the member. Select the member from the
search results.

Simpls Benafit

Figure 42: Simple Benefit Search

3. The Simple Benefits plan page will display for the member.

| Simple Benefits
Tes1 Employee

________________ Empioyae i 1234567 Heneft Hecord: ]

Plan Type:

3=
MGIB-SR i

End | Ui

Coverage Begin Date: (02242014 [

“Deducrion Deqin Date:

 Dect

= Walve © Terminate o ERclion Datn:

Beeneehit
Benefit

CGMNOAA Active Deduction Prog

MGIECE % MGID CO-Cliginllity Suspenden

) Save | [of RemeninSearch | (T Molly (0% Refress | ks History | [ r Comeet History.

Figure 43: Simple Benefits Plan

4. Click the Correct History button on the bottom of the page.

Prior to inserting a new row, validate that the Plan Type row is A4 since that is the

plan type of the record being reinstated. In the Coverage heading click +ltoinserta
new row.

@ Users must not click the |=| button. Doing so will permanently delete the row

and cannot be restored. Permanently deleting rows will directly impact records
being sent to DMDC and VA.
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Simple Benefits

Plan Type: A4 MGIB-SR

Coverage Begin Date: 06/2712014 ] *Deduction Begin Date:

Test Employee Employee ID: 1234567 Benefit Record:

oeiz72014 [ w0 [E=

@ Elect © Waive © Terminate o *Election Date:
Benefit Program: ACG CG/NOAA Active Deduction Prog
Benefit Plan: MGIEAA [ GG aa- Ineligible
[5] save | [oh Returnto Search | =] Notify | % Refresh 7] Updatemispiay |+ Include History

Figure 44: Plan Type

5. Select the Plan Type for MGIB-SR. The plan type for MGIB-SR will always be A4.

6. The Coverage Begin Date, Deduction Date and Election Date will all be the same
date. Enter the date the member’s eligibility is reinstated.

The date being entered in these fields is required to fit the following criteria:

e This date cannot be prior to when the member’s eligibility was

suspended.
7. Duplicate effective dated rows are not allowed.
8. Select the Elect radio button.
9. Select the Benefit Plan using the lookup tool.

10. Click Save.

Eligibility Code | Eligibility Code Description

BA Eligible: Member meets all eligibility criteria.

BB Eligible: Member serving subsequent qualifying period of eligibility.

BC Eligibility Conditional Retained: Non-qualifying position/unit involuntary
removal from qualifying position.

BD Eligibility Retained: Serving position/unit completion of oblig for initial
benefit eligibility.

BE Eligible: Member separated because of disability.

BF Eligible: Member separated because of inactivation or reduction.

Table 7: Reinstate/Restore MGIB-SR Codes
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6.0 Inactive Duty Training (IDT)

The IDT component allows members to submit drill requests.

6.1 Self-Service IDT

1. For Self-Service members to schedule IDT from the portal homepage click on the

Request link, then click Submit a Drill Request.

My Page RﬂLSIS by Page | Requests

Announcements Updated 02 April

Submtt an Aksence Reguest

United States Coast Guard i
/’ US. Departmentof Homeland Securiy {@ United States Coast Guard

Wiew My Absence Requests

March Leave & Earnings Statements Posted
LESs for March are avalable. Go to "Yiew Paycheck” in Direct Access under Employes | | Submit 5 Delenation Recuest

“igw My Reguests (all types

5]

Self Service to view. Submit 3 Civiian CA Regquest

‘Subimit 3 SuRp CA Redus

March Reserve Points Statements Posted Subrit an Officer CA Reguest Subrmit an FS4 Reouest
Reser ment point data for March 2013 s available. Go o "View Reserve Points"
I Direct Access Lnder Seif Servics to view, Subimit & COLA Uniaue Recuiest ‘Subinit & Cril Reguest

Figure 45: IDT Link

2. The IDT Action Request page will display.

I W United States Coast Guard
U3 ot of It Sty

o

Submit Schedule Drills

T

wwwww

Figure 46: IDT Action Request

3. Select Drill Date.

4. Enter Start/End Time for the drill in the format HH24:MI/HH24:MI (e.g. For a
drill starting at 08:15am and ending at 04:45pm, enter 08:15/16:45).

5. Select the Drill Type from the drop down list.

6. Select Meal Eligibility for IDT-Multiple, ATP-Multiple or IDT-Single + ATP-Single

Drill Types only. Leave blank for all other drill types.
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7. Enter Department only if the drill is to be performed at another department.
8. Select Duty Purpose 1 for all Drill Types.

9. Select Duty Purpose 2 for IDT-Multiple, ATP-Multiple or IDT-Single + ATP-Single
Drill Types only.

10. Select the Pay Code: No-Pay for Points only drills; Half for 1 days pay; Full for 2
days pay.

11. Click ‘Get Details’ button to request information on Paid IDT Cap and # of
Completed Drills

12. Look up and select Approver; enter any Comments and click Submit.
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6.2 View My Request

1. To view the status of drill request, from the portal homepage click Request then

click View My Request.

My Page | Reguests Requests
Announcements Updated 02 April
Submit an Absence Reguest View My Absence Reguests
March Leave & Earnings Statements Posted ; . -
. - " Submit a Delegation Request i My Reguests (all types)
LESs for March are available. Go to "View Pavcheck™ in Direct Access under Employee Homie Seeaaton HEs — — =
Self Service to view Submit a Civilian CA Reguest Submit 3 Supp CA Regue
Submit an Officer CA Reguest Submit an F5A Request

March Reserve Points Statements Posted
Reserve retirement point data for March 2013 is available. Go to "View Reserve Points” Submit 8 COLA Unique Request Submit a Drill Reguest

/’ United States Coast Guard /’ United States Coast Guard
U.S. Department of Homeland Security U.S. Depariment of Homeland Security

in Direct Access under Self Service to view.

New P

d for Thrift ings Plan Self Service (21 Feb)

Figure 47: View My Request (All Types)

2. This will display the View My Action Request page. On this page members can

use the radio buttons and drop downs to filter which request to display.

/’ United States Coast Guard
U.S. Depariment of Homeland Security

M_\g Page Reguests
3

View My Action Requests

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. Al Reguests' allows the approver to pull up their Action Requests and those submitted to them.

4. Transaction Name field allows user to select a paricular transaction {i.e., Ahsence Request, Delegation, et

5. Refresh button clears the grid and defaults it hack to "My Submitted Requests' and Transaction Status of "Pending’.
b, Fopulate Grid button populates the grid based on whatwas selected for the radio hutton, Transaction Mame,
Transaction Status, and what was entered in the Submission FromfSubmission To Dates.

' My Submitted Requests ' Requests | am Approver For ' All Requests
Transaction Name: |ail Transactions =l
Transaction Status: | Fending j
Submission From Date: El
Submission To Date: El Populate Grid Refresh

Figure 48: View My Action Request
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The table below provides a description of the fields and buttons on the ‘View My
Action Request’ page.

Field Name

Description

My Submitted Request

This will display the Request that were submitted by the
member.

Request [ am Approver For

This will display the request that the member is an approver
for.

All Request This will display all request.

Transaction Name This is the name of the transaction that the user wants to
display.

Transaction Status This is the status of the transaction that the user wants to
display.

Submission From Date

This is the date that the request was submitted from.

Submission To Date

This is the date that the request was submitted till.

Refresh

This button clears the grid and defaults it back to ‘My
Submitted Request’.

Populate Grid

Populates the grid based on radio button selections.
(Transaction Name, Transaction Status, Submission To Dates

Table 8: View My Action Request Field Descriptions

3. Select My Submitted Request.

4. From the Transaction Name select Schedule Drills.

5. From the Transaction Status select Pending.

6. Enter the Submission From Date.

7. Enter the Submission End Date.

8. Click Populate Grid to display the results.

.....

|

" Roguests | am Approver For Al Foaests

Figure 49: Self-Service View My Action Request
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9. Click on View Details of the request. This will display the details of the request
in a new window. The member can Cancel the request or make any changes to
the request and click Resubmit. Enter any necessary details in the Comment box
when making changes.

MiFaor Foasst

Dwill Dt
StartEnd Time:
il Type:

Moal Flighamy:  [Fione -] Pay Codes v =1

GeDetads

P DT Cape 60
ol P Dyilts:

Appeiver:

Commant:

Hesoma Vil
Reserve Drill Approval

Reserve Drill Request:Fending
One Approvsl Lewel

Figure 50: Update Drill Request
10. Close the window once the changes have been made. Clicking Refresh will clear

the grid and default to Transaction Name of All Transactions and a Transaction
Status of Pending.

@ Members that have been denied a drill request will receive an email
notification.
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6.3 Change a Current Drill Request

Changes can be made to a drill request that has already been submitted.

1. From the View My Request page, select the drill that requires the change.

View My Action Requests

TEST EMPLOYEE

1. "Wy 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 Acfion Requests and those submitted to them

4. Transaction Name field allows userto 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.

@ My Submitted Requests ' Requests | am Approver For ' All Requests
Transaction Hame: |AH Transactions j
Transaction Status: |Pending =
Submission From Date: | [
Submission To Date: ]7@ Populate Grid Refresh

Customize | Find | L First 8 4 of4 D ast

Iransaction Name Status Member Member's Emplid Submitted By Approver Submission Date View Details
Reserve Drill Request Pending e vee 1234567 e ovEE o EoR 08/17/2014  View Details

Figure 51: View My Request

2. Make the necessary changes and enter comments.

Drill Date: [1210172014 |5 Department: 000539 @,
Start/End Time: |09 00/01:00 Duty Purpose 1: Port Safety & Sec Contingency ||
Drill Type: IDT - Single = Duty Purpose 2: =
Meal Eligibility: None =] Pay Code: Mo Pay =]
Get Details
Request Information
Paid IDT Cap:
# of Paid Drills:
Reguest Approvers
Approver: 9376543 SPO Supervisor
Comment: Resubmitting with changes
Submit Resubmit Withdraw

Reserve Drill Approval
= Reserve Drill Request:Pending (2 ViewHide Comments
One Approval Level

Pending
@ SPO Supervisor

Initial Approve Action Reguest
= Comments

TEST EMPLOYEE at 06/17/2014 2:23 PM
User Guide

Figure 52: Drill Changes
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3. Click Resubmit. The AWE will update displaying the new status of the drill
request.

Reserve Drill Approval

— Reserve Drill Request:Pending (= view/Hide Comments

One Approval Level

Pending

@ oL SUpErIsor
Initial Approve Action Reguest

— Comments

Test Employee at 06/17/2014 at 2:23 PM
Resubmitting with changes.

— Comment History

Test Employee at 06/17/2014 2:23 PM
View History

Figure 53: Updated AWE Status
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6.4 Withdraw a Submitted Drill Request

If a member schedules a drill and needs to cancel the drill for any reason, the
member must withdraw the drill request in order to cancel it.

1. From the My Request page select the drill that is to be cancelled.

Customize | Find | View Al | B | % First Kl 42 072 I3 st
Transaction Hame Status Member Member's Emplid Submitted By Approver Submission Date View Details
Reserve Drill Request Pending 06M7/2014 View Details
Reserve Drill Request Pending Test Employee 1234567 Test Employee SPO Supervisor D6/M712014 View Details

Figure 54: View My Request

2. Enter any comments and click Withdraw.

Comment: Meed to cancel this drill please.

CSubmit|  Resubmit| | Withdraw |

Reserve Drill Approval

— Reserve Drill Request:Pending @ViewHide Comments
One Approval Level 3P0 Supervizor

Pending

@ SPO Supervieor

Initial Approve Action Request

— Comments

Test Employee at 06/17/2014 2:37 PM
User Guide Example

Figure 55: Withdraw Request

3. Exit the page and return to the drill request, the AWE will now show as
terminated.

Reserve Drill Approval

= Reserve Drill Request: Terminated = ViewHide Comments
One Approval Level

Terminated
x SPO Supervisor
Initial Approve Action Reguest
08/17/14 - 2223 PN

— Comments

Test Employee at 06/17/2014 - 2:18 PM
User Guide

Figure 56: Terminated Drill Request
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6.5 Administrative IDT Tasks

Administrative tasks include scheduling drills, viewing scheduled drills, changing
the status of drills, approving drills and denying drills and cancelling paid drills.

6.3.1 Schedule Drills

1. To schedule drills for members, from the portal homepage click on IDT Drills
from the Reserve Administration box.

Reserve Administration =
IOT Drills Member Training Rating

Annual Screening Questionnaire Reserve Member Balances

Wiew Member Drills Reserve Orders

MGIB Enrolments

Figure 57: Reserve Drills

2. The Reserve Drills page is displayed.

/ﬁu«ll’d States Coast Guard
113 Ot o st Sy
My inks [Eelec mns =l

Deparment: . I High Priocity Lnk Flag

Figure 58: Drill Request Page

The table below lists a description of the fields on this page.

Field Name Description

EmplID This is the EmplID of the member.
Empl Record This is the same as Employee Instance.
Name This is the name of the member.
Employee Category This is the category for the member.

Employee Subcategory This displays the member’s TRAYPAY CAT.

Maximum Paid IDT Drills | This is the amount of maximum paid IDT the member is allowed.

# of Drills Remain This is the remaining amount of drills the member has.
Drill Type This is the type of drill the member is going to perform.
Start Time This is the start time for the member’s drill.
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Field Name

Description

End Time

This is the end time for the member’s drill.

Dill Status

This is the status of the members drill. Cancelled = Does not count
as an absence

Completed= Completed drill

Scheduled = A scheduled drill

Unexcused = Counts as an absence and cannot be made up.

Approved

Checked = approved for pay
Unchecked = not approved for pay

Duty Purpose 1

Reason for drill.

Duty Purpose 2 Reason for multiple drills.

+] Insert a new row to schedule additional drills for the member.

=] Delete a member to which no drill is being scheduled for.

Pay Code The pay type for the drill: Full, Half, No Pay

Meal Eligibility The meal allowance for the drill.

SDAP Special Duty Assignment Pay code for which the member will
receive payment for.
@Member cannot receive SDAP and FLP for the same drill.

FLP Code Foreign Language Pay Code is the language that the member is
going to receive the bonus for.
©Member cannot receive FLP and SDAP for the same drill. FHD and
non-paid drills are not eligible for FLP.

Proficiency This the language proficiency at which the member is rated.

Table 9: Reserve Drills Field Descriptions

3. The SetID will be defaulted.

4. Enter the Department by using the magnifying lookup tool or by entering it

directly.

5. Enter the Drill Date by using the calendar tool or by entering it directly.

6. Click Load Members to load all of the members from that department.

7. For members which drills are not being scheduled, click =| to remove them from
the list. Members that are not removed from the list and no drill has been
schedule, an error message will generate upon saving.

8. To schedule drills for the remaining members, fill out the fields and click ‘Save’.

9. The same user cannot schedule and approve the drills.
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6.3.2 View Scheduled Drills

To view scheduled drills, follow steps 1 -2 from Section 6.3.1 to access the Reserve
Drills page seen below.

United States Coast Guard Home Add 10 by Links
U.S. Depariment of Homeland Security
My Links | $elect One: x
MyPage Reguests
Al
A Mew i dow E{V
IDT Drills
Set ID: pooto @
Department: @, [ High Priority Unit Flag
Drill Date: [
Load Members Search
Members Customize | Fing | B | 3 Fist © g ora O aet
Empl i #hrills | Start . . Duty Duty
EnEiL Record (o Category Subcategory Paid IDT Drills Remain Rklvee Time EiliEs nllstas) Asnicr=d Purpose1 Purpose 2
1 YN ] ] = =0 = @, @, [+ =
Approver ID: @

Sawe | |[Z] Motify

Figure 59: Reserve Drills
1. The SetID is defaulted.

2. Enter the ‘Department’ for which to view scheduled drills for.

3. Enter the ‘Drill Date’ for which to view scheduled drills for.

4. Click ‘Search’.

5. This will display a list of members who have scheduled drills for the specified
drill date.
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6.3.3 Changing Drill Statuses

To change the status of the scheduled drills, follow steps 1 - 2 from Section 6.3.1 to
access the Reserve Drills page seen below.

g Pty L Py

LR PTIAT

Figure 60: Reserve Drills

1. The Set ID will be defaulted.
2. Enter the ‘Department’.
3. Enter the ‘Drill Date’.

4. Click ‘Load Members’. This will display all of the members in the specified
department who have scheduled drills for the specified drill date.

5. Select the ‘Drill Status’ for the drop down.
6. Enter the ‘Approver’s ID’.
7. Click ‘Save'.

8. To send a notification to the Approver, click ‘Notify’. Fill out the form displayed
and click ‘OK’ to send the notification.

&0 HQSML-ATSM48LA, - Remnote Deskiop Conmection
o —

M¢PAgs Regussts

Send Notification

o [

Figure 61: Send Notification
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6.3.4 Approving and Denying Drills

To approve or deny drills, refer to Section 6.2 to access the ‘View My Request (all
types)’ page.

R

View My Action Requests

 ats

thane = T oz A fe ey

Figure 62: View My Request

1. Select ‘Request I am Approver For’.

2. Select ‘Approve Drills’ as the ‘Transaction Name’ from the drop down.

3. Select ‘Pending’ from ‘“Transaction Status’ drop down.

4. Select the ‘Submission From Date’.

5. Select the ‘Submission to Date’.

6. Click ‘Populate Grid’ to display the request that the member is an approver for.
7. Click the ‘Approve/Deny’ link for the request.

8. A new window will open to Approve/Deny the request.

;
[

i

alch Cotes ]

13
|
F

Seliek 00010
Duptment: 000200
Dl Dgtes 3033-13-10

Approvar:

Comment;

Approve. Denwy.
Drill Approval
Request Status:Pending
D Al Love
Fanling

It ppaorve Bction gt

Figure 63: Approve/Deny Request
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Each request has a unique ‘Batch Code’.

Members can click on the ‘Get Details’ button to display the Department and Drill

Date in the ‘Request Information’ box.

The ‘Click here to view additional request information’ will open a new window that

will list all of the details of the drill.

CG_IDT_DRILLS_BY_BATCH_CODE
Daownload results in . Excel SpreadSheet CSY TextFile XmMLFile (6 kb)
Wieuwr All
o |Paid| # " Duty
Empl Drill 3 _ _ Drill Duty - Pay Meal Lang
EmpliD ooy | Name | DrilDate | o |IDT |Paid | Start Time End Time GRS P Purpose Code| Ellg |SPAP @l Level S
Cap |Drills 2

Ll L
1 0 1201012013 S‘T:g"e 60|  0|9:00:00.000000AM |1:00:00.000000PM |Completed | 8 Puh Affair Half |Wone o
2 0 12102013 g"rn:‘g 60| 0|9:00:00.000000AM | 1:00:00.000000PM | Commplated | AC CantinPrep Half |Mane o,
3 o 121062013 S‘T:g"e 60| 0|e:00:00.000000AM |1:00:00.000000PM |Completed | A8 Puh Aftair Half |Wone o
4 0 12102013 ;';‘Z"E 60| 0|@:00:00.000000AM |1:00:00.000000PM |Completed | AC cantinPrep Half |Mane o
5 o 121062013 S‘T:g"e 60| 0|e:00:00.000000AM |1:00:00.000000PM |Completed | A8 Puh Aftair Half |Wone o
8 0 1201002013 ;';‘F;"E 60|  0|9:00:00.000000AM |1:00:00.000000PM |Completed | A8 Pub Affair Half |Mane o

Figure 64: Additional Request Information

If the drill request requires any corrections, use the ‘Comment’ section for details
and click ‘Deny’. The system will route the request to the requester and no
payments will be generated.

If no corrections are required on the request, use the ‘Comment’ section for any
details and click ‘Approve’. The system will mark each drill as ‘Approved’, save them
and generate a Positive Input Transactions for Global Payroll. The ‘Request Status’
will update to ‘Approved’.

MyPage Requests

ar
Request Details
Batch Cotle: 3

GelDetails

Request Information
Setid: noo10
Department: 000200
Drill Date: 2013-12-10

Request URL

Click here to view additional request i

Request Approvers

Approver:

Comment:

Apprave Dery.

Drill Approval
< Request Status:Approved
One Approval Level

Approved

v

Initial Approve Action Reruest
1210013 - 4:47 PW

Figure 65: Approved Request
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6.3.5 Cancelling Paid Drills

To cancel a paid drill, follow steps 1 -2 from Section 6.3.1 to access the Reserve
Drills page seen below.

Setie 00210 A,

Dapaitmeat 002471 A, D1 EXT AFFAIRS STWFF [DE] I i Pricity Lisit Flag
DrilDabe: 03013074 [§

Training
- Maximen 8 0rils R e Shaass . 7 Dty Duty

k= Caicary DT bt boma ey O TP Tine Partoas t Purpean
|, L. e A " 1 [OT-sese 5] acow Boew [cwomea 3] EOBF 4 A E3
G, Tpmelkewall  SEL A 0 [ e = o0 [Cocma s B [ou 9 a, ¥ [=
4, GordenAnnldare  SEL ] o [6T Singie - Fumeral =] [Coceiea ] ® W 4 a4 =
9, linchellAmberh  SEL A o o [Forert =1 @ [Groad F a 9, 4 =
a, Fovemson et g 0 O | GemE B R AfE KEE

Figure 66: Member Drills Page

1. Select Cancelled from the Drill Status drop down for cancelling payment to
members.

2. Enter the Approver ID and click Save. The Approver will receive a notification
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6.3.6 Approving Cancelled Paid Drills

To approve or deny drills, refer to Section 6.2 to access the ‘View My Request (all

types)’ page.

View Wy Action Request

Populate Grid, Retresn

Figure 67: View My Request

1. Select ‘Request I am Approver For’.

2. Select ‘Approve Drills’ as the ‘Transaction Name’ from the drop down.

3. Select ‘Pending’ from ‘“Transaction Status’ drop down.

4. Select the ‘Submission From Date’.

5. Select the ‘Submission to Date’.

6. Click ‘Populate Grid’ to display the request that the member is an approver for.

7. Click the ‘Approve/Deny’ link for the request.

8. A new window will open to Approve/Deny the request.

9. Enter any comments and click Approve. The paid drills have now been

cancelled.

Aaprone

Drill Approval

Request Status:Approved
Ome Apar et

SPO at 03/11/14 - 1:59 PM

Deny

Figure 68: Approval Page
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10. To view the cancelled drills, from the portal homepage access the IDT Drills
page.

11. Enter the Department.
12. Enter the Drill Date.

13. Click Load Members.

14. The Approved checkbox will be checked representing the approved cancelled
paid drills.

=TT T

Setux Bo010 @,

Department: 002471 4, DA EXT AFFARS STAFF (DE) I sugh Priarity Unit Flag
Drll Date: 03082014 [i§

Training
it :mul . Beservr Maximem 8 Baills hant

Duty
Cangory | |2 oy PAAEE Dt e Type T EndTime  Or States Approved?

9, TestEmpioee SEL & 48 F 0T - Sangie Fllsooa (500U [Canceten 3] B 4 Q@ [+ =]

@, TemEmpyes SEL A 4 0 [Rer— S]ecoau [sooPu  [Canceled 3] B DM A A B E

3, TestEmplopes  SEL A 4 3 [CTSnge-runersl 5] @0oau | [500Pu  [Canceled M) B N & a [+ =

3, TeMEmpioyes SEL A 48 n [Funsraiaty, %] Goosd | [500PM [Canceies 3] W a, a |+ =

@, TestEmeloyes  SEL A & s [ET-uotple 5] sooad [500FM  [Canceled ] B & ApE 4@, (# [o)
Aporover 0 @,

Figure 69: Approved Cancelled Paid Drills
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6.6 View Member Drills Report

The View Member Drills Report displays a member’s scheduled drills for the past,
present and future. To access the report click on the View Member Drills link in the
Reserve Administration pagelet from the portal homepage.

Reserve Administration

Rezerve Drils Annual Screening Guestionnaire

Rezerve Member Balances fember Status Change

Training Status Wiewy Member Drills

Rezerve Orders MG Enrolliments

Figure 70: View Member Drills Link

1. Click on the View Member Drills link.

2. Enter the EmplID of the member.

[My?age Self Service Reguests‘
(=13
CG_IDT_MBR_DRILLS

EETIR—

i View Results
I - o e | | | |
Empl | Empl Drill | Drill |Start | End | Drill . L Pay |Meal Lang - Set |Dept
ID | Record Mame Date | Type | Time | Time | Status Approved Pun'mse Description Purguse Description Code | Elig SDAP‘ cd | Levell D | D |r‘
Figure 71: View Member Drills Report
3. Click View Results. A list of drills for the member is displayed.
CG_IDT_MBR_DRILLS
Empl Id: 1234567 a,
Wiew Results
Download results in: Excel SpreadSheet CSV TextFile xMLFile (183 kb)
Wiz All
- - Duty Duty
Empl . Drill ~ ~ Drill . . Pay _ - . |Lang . .
Empl ID Record MName | Drill Date Type Start Time End Time Status Approved Pun;use Description Purguse Description Code Meal Elig |SDAP |Description cd Description | Level |Description | Se]
J0HMN 0T - Breakfast,
1 2009225 1} OB/0S/2006 7:00:00.00000046 |4:00:00.000000PM | Completed | AT Trhg Gen  |AT Trng Gen  [Full [Lunch N 0oj
RAFFA Multiple
Supper
2 |2008225 o[498M Vograrao06 'OT - |7-00.00. 00000044 |4:00:00.000000PM | Completed | a7 Tmo Gen  |AT Tmg Gen  |Full [SUNEn& |y 10
RAFFA Multiple Supper
JOHMN DT - Breakfast,
3 |z009225 061172006 7:00:00.000000AM |4:00:00.000000PM |Completed | AT Trng Gen  |AT Trng Gen  [Full [Lunch I [aly)
RAFFA Multiple SnpEr

Figure 72: View Member Drill Report Results
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6.7 Member All Duty Report

The Member All Duty Report displays a member’s. To access the report click on the
Member All Duty Report link in the Employee pagelet under Tasks from the portal
homepage.

Profile Tasks
Workflow User Competencies
Preferences
Education
e .

Figure 73: Member All Duty Report

Enter the year for which the report is to be run and click View Results.

CG_ALL_DUTY_SS_RPT - Self Service All Duty Report

Fiscal Year: | 2014
| View Resulis |

Mo matching values were found.

| |ID | Empl Record Name | Begin Date | End Date | Drill Type | Duty Purg

Figure 74: Member All Duty Report Results

United States Coast Guard Reserve Activities User Guide

53



6.8 Reserve Drills

The Reserve Drills page displays points the member has accumulated for drills,
allows the administrator to set the paid IDT cap and the paid RMP cap for the
member.

1. To access this page from the portal homepage click on the Reserve Member
Balances link in the Reserve Administration pagelet.

Reserve Administration

Reserve Drills Annual Screening Questionnaire

Reserve Member Balances Member Status Change

Training Status View Member Drils

Beserve Orders MGIB Enroliments

Figure 75: Reserve Member Balances Link

2. Enter the search criteria for the member and click Search.

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

Find an Existing Value

Maximum number of rows to return (up to 300) |300
Search by: [EmpliD =] begins with|1234567
™ Include History

Search | Advanced Search

Figure 76: Reserve Member Balances Search Page

3. This page displays the member’s point balances.

TEST EMPLOYEE _ ENP ID: 1234567 Empl Record: 0
Accumulation Period: Employee’s Anniversary Year
Paid Paid
From Through IDT  #Drills  #PaidDrills  #Unexcused #ATP RMP #RMP #Paid RMP  #FHD
cap
01/10/2014 01/09/2015 0 0 0 0 0 0 0 0 0
01/10/2013 01/09/2014 0 36 40 0 0 0 1 1 0
01/10/2012 01/09/2013 0 50 43 0 0 0 2 2 0
01/10/2011 01/09/2012 0 52 43 0 0 0 1 1 0
01/10/2010 01/08/2011 0 50 50 0 0 0 1 1 0
01/10/2009 01/08/2010 0 47 47 0 0 0 0 0 0
01/10/2008 01/09/2009 0 48 48 0 o[ o 1 1 0
01/10/2007 01/09/2008 0 48 48 0 o[ o 0 0 0
01/10/2006 01/09/2007 0 36 36 0 o[ o 0 0 0
Save | [GF Returnto Search 1] PreviousinList o | NextinLlist = [=] Notify Update/Dispiey | | /2] Include History
Reserve Drills | Reserve Points

Figure 77: Reserve Drills Page

4. Make any necessary adjustments to the member’s Paid IDT Cap and or the Paid
RMP Cap and click save.
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7.0 Retirement Points

7.1 Administrator View

1. Administrators can access Retirement Points from the portal homepage by
clicking on the Reserve Member Balances link in the Reserve Administration
pagelet.

Reserve Administration

Reserve Drills

Annual Screening Questionnaire

Reserve Member Balances

Member Status Change

Training Status

Reserve Orders

View Member Drills

MGIB Enroliments

Figure 78: Reserve Member Balances

2. Enter the search criteria and click search.

Cg Rsv Accum
Enter any infarmation you have and chck Search. Leave fislds blank for a kst of all values

Find an Exisling Value

Maimum numer of rows to retum (up 1o 3003 (200

Search by: [Empiin =] begins with

™ nclude History

Searth | sovanced Search

Figure 79: Reserve Member Balances Search Page

3. From the search results select the member. To view the member’s department,
current rating and rank, mouse over the Member’s name.

On the Reserve Points tab the Total Qualifying Years of Service and Career-to-
Date Points are listed.

Coast Guard points are displayed based on two views: Fiscal Year or
Anniversary Year. To switch between the two views, click on the left or right
arrows.

Reserve Drills Reserve Points

Test Employee EMP

ID: 1234567 Empl Record: 0

Total Qualifying Service Years: 6 Career-To-Date Points: 1880.000

Find | View All First o2 Last

Accumulation Period: Employee's Anniversary Year

First K1 17 of 7 1 (st

Customize | Find | View 41 | B | #

IDT  ATP RMP Course Membership FHD REGAD i~

From Through Qualifying Year Total Adjusted Total NonAdjusted

Figure 80: Toggle Views
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®Only Coast Guard retirement points can be adjusted on this page.
Adjustments to non-Coast Guard prior service retirement points must be done the
on the Prior Service page within the Statement of Creditable Service (SOCS)

Reserve Drills
Test Employee EMP D: Empl Record: 1234567
Total Qualifying Service Years: 8 Career-To-Date Points: 961.000
Ly 2]
Accumulation Period: Employee’s Anniversary Year
G LU a
From Through Qualifying Year IDT ATP RMP Course Membership FHD REG AD :g\l Total Adjusted  Total NonAdjusted
011012014 01/09/2015 [ | 0 0 0 0 0 0 0 0 o 0
0111012013 01/09/2014 = 36 0 1 0 13 0 o) 12 62 62
01/10/2012 01/09/2013 = 50 0 2 0 15 0 o) 12 79 79
01102011 01/09/2012 = 52 0 1 0 15 0 LU 30 80
01/10/2010 01/09/2011 = 50 0 1 7 15 0 o) 74 147 147
01/10/2009 01/09/2010 = 47 0 o) 18 15 0 0119 199 199
0111072008 01/09/2009 = 43 0 1 0 15 0 ol 12 76 76
0111072007 01/09/2008 = 48 0 0 0 15 0 o) 12 75 75
01/10/2006 01/09/2007 = 36 0 0| 26 15 0 0| 166 243 243
By L4 L1
From Through Branch Grade Qualifying Year 10T ATP RMP Course Membership FHD REGAD RSV AD
[}
[5] save [0h Retumto Search | 1] PreviousinList "] Nextinlist| |[=] Notity
Reserve Drills | Reserve Points

Figure 81: Retirement Points

The Points section displays the history of the member’s points accumulation based
on an anniversary year or fiscal year. Any anniversary year that meets the
requirement of a qualifying year is marked with a check in the Qualifying Year
checkbox. The From/Through fields and Qualifying Year checkbox is system
assigned and cannot be edited.

The following points can be edited:

e IDT - displays points earned for inactive duty training drills. One point for
each authorized single IDT drill performed in a pay or a non-pay status. Two
points for each authorized multiple IDT drill performed in a pay or non-pay
status.

e ATP - displays points earned for additional training drills. One point for each
authorized single ATP drill performed in a pay or a non-pay status. Two
points for each authorized multiple ATP drill performed in a pay or non-pay
status.

¢ RMP - displays points earned for readiness management periods (RMP). One
point for each authorized RMP performed in a pay or a non-pay status.
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e Course - displays points earned for completion of approved correspondence
or distance learning courses.

e Membership - displays points earned for membership in an active status. 15
points for each anniversary year. Pro-rated in the case of less than a fully AY.

e FHD - displays points earned for funeral honors duty. One point for each
authorized FHD period performed in a pay on a non-pay status.

e REG AD - displays points earned as a member of the active component. One
point per day active duty.

e RES AD - displays points earned for performance of active duty (Includes
EAD, ADT, ADOS and recalls to AD under Title 10 or 14 U.S.C). One point per
day of active duty.

The following points are calculated by the system and cannot be edited:
» Total Adjusted - displays the adjusted total of non-active duty and non-FHD
duty points creditable for retirement pay calculation purposes. The
maximum points are:

e 60 for any AY ending prior to 23 Sep 1996

e 75 for any AY beginning on or after 23 Sep 1996 and ending prior to 30
Oct 2000

e 90 for any AY beginning on or after 30 Oct 200 and ending prior to 30 Oct
2007

e 130 for any AY beginning on or after 30 Oct 2007.
» Total Non-Adjusted - displays the raw total of all points.

Changes made on the fiscal year view do not update the points in Anniversary Year
view or the Total Qualifying Service Years and Career-To-Date points.

@ Any points that are manually adjusted may cause retirement points to be
out-of-sync with supporting data. For example, if points were manually added for
Correspondence Course, there will not be data in the system to support the points.
Whenever possible, supporting data should be added to Direct Access so that the
system automatically awards the points. Under no circumstances should
supporting data be added AND the corresponding points manually adjusted.
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7.2 Administrator Update

1. Click on the Reserve Member Balances link.

Reserve Administration

Reserve Drills Annual Screening Questionnaire

Reserve Member Balances Member Status Change

Training Status Wiew Member Drills

Reserve Orders MGIB Enroliments

Figure 82: Reserve Member Balances

2. Enter the search criteria and click search.

Cg Rsv Accum

Enter any infarmation you hawe and ceck Search Leave fields blank for a kst of all values

Maimum numer of rows to retum (up 1o 3003 (200

Search by: [Empiin =] begins with,

™ nclude History

Seafch | apvanced Search

Figure 83: Reserve Member Balances Search Page

3. From the search results select the member. To view the member’s department,
current rating and rank, mouse over the Member’s name.

4. Update the points for the appropriate column and fiscal year.
5. Click Save.

6. The Total Adjusted and Total Non Adjusted columns will automatically update.
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7.3 Self-Service

To view Retirement Points as a Self Service member, from the Portal Homepage
click on the View My Reserve Points Statement link in the Employee pagelet.

Profile Tasks View
Workflow User Competencies My Profile
Preferences

Education v Reserve Points

Honors and Awards

Compensation History
Licenses and

Certificates View Paycheck

PCS eResumes Test Results
Professional Training Stock Option Summary
Email Addresses Stock Option Activity
Emergency Contacts Stock Purchase Activi
Home and Mailing Training Enroliment
Address Status

44 More... 23 More. ..

Figure 84: Self-Service Reserve Points Statement

A view only page displays the member’s Reserve Points Statement.

Test Employee EMP ID: 1234567 Empl Record: 0
Total Qualifying Service Years: 11 Career-To-Date Points: 988.000
Find | View All First K 1 of 2 DX | ast
Accumulation Period: Employee's Anniversary Year
Customize | Find | View Al ] B | 5 First £ 1210 of 14 O Last
From Through Qualifying Year IDT ATP RMP Course Membership FHD REGAD RSVAD Total Adj Total NonAdj
0710172013 06/01/2014 = 38 0 0 0 ] 0 o i 55 55
070172012 06/30/2013 = 48 0 2 0 15 0 0 13 78 78
07012011 06/30/2012 = 48 0 0 0 15 0 0 3 71 71
07/01/2010 06/30/2011 = 41 0 1 0 15 0 0 65 122 122
07/01/2009 06/30/2010 F 52 0 1 0 15 0 0 12 80 80
07/01/2008 06/30/2009 = 44 0 1 0 15 0 0 19 79 79
0710112007 06/30/2008 = 40 0 0 0 15 0 o 14 69 69
0710112006 06/30/2007 = 45 0 0 0 15 0 o 24 84 84
0710112005 06/30/2006 = 50 0 2 34 15 0 \] 0 a0 101
0710112004 06/30/2005 = 52 0 0 hhl 15 0 0 43 121 121
Customize | Find | ar BB R T g opq O Laat
From Through Branch Grade Qualifying Year DT ATP RMP Course Membership FHD REGAD RSV AD
=

Figure 85: Self-Service Reserve Points Statement
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8.0 Reserve Orders

8.1 Summary

Below is a chart that displays that an order’s status and process flow

Proposed RSV —initial order creation Initial order request created by member, supervisor or SPO.

RSV - authorized by DXR Indicates financial and command authority. Order now

ARG appears in airport terminal

RSV —travel details approved Order is ready for member to depart. Funding established.

HEay by SPO supervisor Leave approved
En Rout RSV - departs/reports Member has departed home unit, Actual depart date entered,
LROUE approved by SPO supervisor departing pay entitlements established and/or stopped
RSV - ST automatic upon Order execution completed. All actual dates completed and
Finished end date approved. No more changes allowed to order. Pay
entitlements stopped/started
Order cancelled. Pay entitlements or other integrations
c led Cancel approval by SPO backed out (Automatically or Manually). No more changes to
ancelle supervisor or DXR order allowed. TONO still active unless cancelled with order
action

Figure 86: Order Status

Allows command or supervisorto

Recommend Order recommend member submitted order
request
X PSC, DXR or AO authorization of
Authorize Order Order& TONO

SPO Supervisor approval of travel

TRl BEETS details (optional)

Departing Endorsement
Reporting Endorsement
Multiple Dpt/Rpt Endoresments

SPO Supervisor approval of actual
departor report

PSC,DXR or AO, SPO Supervisor of
extending duty date?

PSC,DXR or AQ, SPO Supervisor of
Cancel Approval

Amend Order

Cancel Order

©® 906 &

Finished

©

Status

Cancelled

Approval

OIE

Figure 87: Approval Flows
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8.2 Member Self-Service

8.2.1 Submit an Order to Command for Recommendation

Self-Service members that would like to recommend themselves for an order can
follow the steps below to do so.

1. To access the Reserve Orders page from the portal homepage click on Tasks in
the Employee pagelet.

Employee =

Profile View
Workflow User PCS EResumes Member Training Rating
Preferences
Email Addresses View Paycheck
Emergency Contacts Test Results

Home and Mailing Address View Reserve Points

Phone Numbers

Allotments
Direct Deposit My CGHRMS Orders
Federal & State Tax My Emplovee Reviews
Elections

Emplovee Review
Create e-Resume Summary
11 More... 6 More...

Figure 88: Self-Service Reserve Orders

2. Click My Reserve Orders.

Main Menu > CG AD Self Service: Emplovee >

ﬁ Tasks

ﬁ =3 PCS eResumes ﬁ Email Addresses

| View jobs and manage your applications. Ema Addresses.
E" Home and Mailing Address E Phone Numbers
Home and Maiing Address Phone Humbers

Direct Deposit = Federal & State Tax Elactions
This link wil take you to view and/or change your EFT/Direct Deposit Review or change your W-4 information
Review My Resume DY Orders
= All Duty Report = Thrift Savings Plan
All Duty Report This link wil take you to view, add, change, or stop your TSP.
Annual Screening Questionnaire My Reserve Orders

Annual Screening Questionnaire Wiew/Update Reserve Orders

My Member Info My eResume
XMLP report that contains the Member Information My eResume Submission Report

Figure 89: Reserve Orders Link

3. Click Add a New Value. All of the fields on this page are required.
4. For this example, a Short Term ADT-AT order with a Single Travel Claim will be
created. All of the fields on this tab are required to be filled out to add a new

order.

5. Click Add a New Value tab and enter the member’s EmplID.

United States Coast Guard Reserve Activities User Guide 61



6. The Empl Rcd and Trans ID are defaulted to 0.

7. Select the Duty Type from the drop down.

8. Use the calendar tool to select a Begin Date.

9. Use the calendar tool to select an End Date.

10. Click Add.

11. The Reserve Order page will display. The Trans ID will display 0 since the order
has not been created. The order will be created once the fields have been filled,
the order has been saved and the Trans ID has been generated. The Route for
Authorization button will become available once the order has been saved.

My Reserve Orders

Find an Existing Value Add a Mew Value

Empl ID: |2021929
Empl Record:l 0
Trans ID: I 0

Duty Type: | Act Dly Operational Support-AC =]
Begin Date: |04/21/2014 E‘J
End Date:  |05/02/2014 {i}

Add

Find an Existing Value | Add a Mew Value

Figure 90: Add New Reserve Order

Travel Motes Funding Leave Approval Audit

Authority (Ref):

‘Contingency
Compliance

Save:

Auth. Official {Name, Rank): |

Reserve Orders | Travel

Test Employee EMP Empl ID: 1234567 Empl Record: 0
Trans ID: il Order Action: = e
Order Begin Date:  04/21/2014 Order Type: Reserve
‘Order End Date: 050212014 Order Status: Proposed
#of Days / Term: 12 | ShorTerm Duty Type: Act Dty Operational Support-AC
Duty Department: Authority: 10 U.8.C. 12301(d)
Empl Category: SEL  Selected Reserve TRAYPAY CAT: C RKin Interphase (btwn I1ADT)
Basic Information
Purpose: [AH 1@, il Rights - General G
Payment for Duty: IW
Payment for Travel: Mo Travel Pay hd
Duty Department: [poooor @, ceceaLLaTv
Dept Benefitting: [oo0158 1@, cesTasANFRANCISCO
Dept Funding:

008210 @, D11PLNG & FORCE RDNS DIV (DX)

Days of ADT-AT Satisfied: 12

“

| Motes | Funding | Leave | Approval | Audit

Ev 4

Figure 91: Reserve Order Page
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12. Select a Purpose using the lookup tool.

13. The Payment for Duty for an ADT-AT order is defaulted to Pay and Allowances
and cannot be changed. This is different for each order type.

14. For Payment for Travel select Single Travel Claim.
15. Select a Duty Department using the lookup tool.

16. The Department Benefitting is defaulted to the member’s current department
from Job Data.

17.Select a Department Funding using the lookup tool.

18. The Days of ADT-AT Satisfied will be defaulted.

19. Enter a valid Authority Ref.

20. Enter a valid Authority Official.

21.The Contingency section is collapsed for orders not requiring a contingency.

22.The Compliance section is collapsed at all times, click on the section to validate
that the order is compliant. Orders that are non-compliant cannot be routed for

authorization.

23.Click Save. The Trans ID will generate.

) Travel MNotes Funding Leave Approval Audit

Test Employee EMP Empl ID: 1234567 Empl Record: 0

Trans ID: 2250370 Order Action: =] |iGe

Order Begin Date:  04/21/2014 Order Type: Reserve

Order End Date: 05i02/2014 Order Status: Proposed

# of Days / Term: 12 ! ShortTerm Duty Type: Act Dty Operational Support-AC

Duty Department: Authority: 10 U.8.C. 12301(d)

Empl Category: SEL  Selected Reserve TRAYPAY CAT: C RKin Interphase (btwn IADT)
Purpose: AH @, Civil Rights - General Route to Gommand
Payment for Duty: W
Payment for Travel: No Travel Pay -

Duty Department: 000001 |3, CGC GALLATIN

Dept Benefitting: 000158 @, CG STASAN FRANCISCO

Dept Funding: 008210 | @, D11PLNG & FORCE RDNS DIV (DX)
Days of ADT-AT Satisfied: 12

Authority (Ref):

Auth. Official (Name, Rank):

e

9

[5] Save EH

Reserve Orders | Travel | Motes | Funding | Leave | Approval | Audit

Figure 92: Saved Reserve Order

United States Coast Guard Reserve Activities User Guide

63



24. Click Route to Command.

Reserve Orders Travel

Motes Funding Leave Audit

Test Employee EMP EmplID: 1234567 Empl Record: 0
Trans ID: 2250370 Order Action: I ﬂ
Order Begin Date:  04/21/2014

Order Type: Reserve
Order End Date: 05/02/2014

Order Status: Proposed
Route for Approval

Approval Type: |Rec-:|mmend Order j
User ID: | @,
Dept of Approving SPO: IDDD158 CG STA SAN FRAMNCISCO
Comment:

Submit

Figure 93: Route to Command

25. Enter the user ID of the Commanding Officer using the lookup tool. The name
matching the EmpID will generate.

26. Enter comments. An order cannot be submitted for authorization or approval
without comments.

27.Click Submit. The AWE will be created and the approval status of the order will
be displayed along with any comments.
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8.2.2 Review My Reserve Orders

1. To view orders, from the portal homepage navigate using the following path:
Home> Employee> Tasks> My Reserve Orders.

2. Click Search.

Profile View
Workflow User PCS eResumes My Profile

Preferences

Email Addresses

Emergency Contacts

Home and Wailing Address

Phone Numbers
Allotments
Direct Deposit

Federal & State Tax
Elections

Create e-Resume

11 More...

Member Training Rating
View Paycheck

Test Results

View Reserve Points
Member info Additional
View My Worklist

My CGHRMS Orders
Mv Emplovee Reviews

7 More...

Figure 94: My Reserve Orders

My Reserve Orders

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

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300). |300

[~ case sensitive

Search

Empl ID: [oegins -,mnj|1234557

Empl Record:  [= = [ 0

Trans ID: = j |

Duty Type: = j | j
Begin Date: = = | [

End Date: = = 1]
National ID: begins wnhj|

Name: begins withﬂ|

Last Name: begins wnhj|

Order Status: = j | j
Duty begins wnhj|

Clear  |Basic Search [ Save Search Criteria

Figure 95: Self-Service Member Orders Search

3. Alist of search results will display which lists all of the orders regardless of

status that are for the member.

Search Results

View All

Name

Test Employee
Test Employee
Test Employee
Test Employee
Test Employee
Test Employse

Find an Existing Value | Add a Mew Value

Job Code Employee Category Trans ID Order Status Duty Type Authority Code

Beqgin Date End Date

2 |2
==

R L
2= 1= = | 2=

2250107|Cancelled

ADT-OTD 10 U.S.C.

First [q] 16ofe [p] Last
Duty Department Department

12301(d) 04/01/2014 04/30/2014|000015

2250108|Cancelled

ADT-OTD 10 U.S.C.

12301(d) 04/01/2014 04/30/2014|000015

2250110/Cancelled

ADT-OTD 10 U.S.C.

12301(d) 03/01/2014/03/30/2014/ 000001

2250111 Cancelled

2250113 En route
2250125 Proposed

ADT-O0TD 10 US.C.

12301(d) 03/01/2014/03/31/2014/ 000001

ADT-AT 10U.S.C.

12301(b) 03/01/2014 03/31/2014|000015

ADT-OTD 10 U.8.C.

12301(d) 04/01/2014 04/30/2014/000015

CG STA SAN DIEGO
CG STA SAN DIEGO
CGC GALLATIN
CGC GALLATIN
CG STA SAN DIEGO

CG STA SAN DIEGO

Figure 96: Member's Orders
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8.3 Order Process for Command

8.3.1 Approve Recommendation Request for an Order

The Reserve Orders page can be accessed by navigating to the following menu path
from the portal homepage in the Reserve Administration pagelet.

1. To authorize an order and TONO, click on Requests from the Portal Homepage.

h |
/’ United States Coast Guard
LS. Department of Homeland Security

My Page SeIfSer\ﬂce Requests

Anncuncements Updated 04 April 2014

Direct AccessiGlobal Pay Awareness Web Page

Global Pay and Tech Refresh Testing Portal Site
dd a Hew Defect

Figure 97: Requests

2. Click on View My Requests (all types).

My Page Self Service Requestsl

Submit an Absence Regquest

Submit a Delegation Request

Submit a Civilian CA Reguest Submit a Supp CA Reguest
Submit an Officer CA Request Submit an FSA Request
Submit a COLA Unigue Reguest Submit a Drill Reguest

Submit an Advance Pay Reguest

Figure 98: View My Requests

3. Select the radio button for Request I am Approver for and click Populate Grid.

MyPage SelfSenice Reguesis
(=1

View My Action Requests

1. "My Submitted Reguests’ 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 ransaction (i.e., Absence Request, Delegation, etc.)

5. Refresh butlon 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

© My Submitted Requests = Requests | am Approver For € All Requests

Transaction Name: [AiTransacions 5]

Transaction Status: lm

Submission From Date: | &

Submission To Date: ’—@ Populate Grid Refresh

Figure 99: Populate Grid
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4. The grid will display a list of all transactions that require approvals. Click on the
Approve/Deny link.

View My Action Requests

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 Reguests 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.

' My Submitted Requests @ Requests | am Approver For © All Requests
Transaction Name: |AH Transactions j
Transaction Status: |F‘snmng j
Submission From Date: [5)
Submission To Date: Populate Grid Refresh

Order Approvals

Customize | Find | Vicw A1 | E First K 417 of 17 1 Las

Transaction Hame: Status Member Member's Emplid  Submitted By Approver Submission Date  Approve/Deny
Reserve Authorize Order Pending TestEmployee 1234567 SPO DXR 04/11/2014 Approve/Deny b

Figure 100: Transaction List

5. The order page will display. Enter comments and click Approve.

Reserve Orders Travel MNotes Funding Leave Audit

Test Employee EMP Empl ID: 1234567 Empl Record: 0 o
Trans ID: 2250293 Order Action: I ﬂ Go|
‘Order Begin Date:  04/07/2014 Order Type: Reserve
Order End Date: 04/18/2014 Order Status: Proposed
Approval Type: |Autn-3nze Order j
UserID: |
Dept of Approving SPO: I
Comment: DXR approving recommended order.
Approve [ Push Back | | Deny
Approve Order
=~ Reserve Authorize Order:Pending (@ ViewlHide Comments
One level Approval
Pending
DXR

Approver from USERID field

— Comments

SPO at 04/11/14 - 8:52 AM
User Guide Short Term ADT-AT order requires approval.

Save | [Gh Returnto Search | Add |
5

Reserve Orders | Travel | Motes | Funding | Leave | Approval | Audit

Figure 101: Approving Recommended Order
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6. Once the order and TONO has been approved, the Order Status field will update
to Authorized. The AWE will update with the new approved status.

 Reserve Orders | Travel |[ Notes |/ Funding | Leave Audit |

Test Employee EMP EmplID: 1234567 Empl Record: ]
Trans ID: 2250293 Order Action: Go
Order Begin Date:  04/07/2014 Order Type: Resernve
Order End Date: 04/18/2014 Order Status:  Authorized
Approval Type: Authorize Order
User ID:

Dept of Approving SPO:

Comment:

Approve Order
= Reserve Authorize Order:Approved (@ViewHide Comments
One level Approval

Approved

v DXR.
Approver from USERID field
04/11/14 - 2:45 PN

— Comments

DXR at 04/11/14 - 2:45 PM
DXR approving recommended order.

SPO at 04/11/14 - 8:52 AM
oo eomoam : :

Figure 102: Approved Recommended Order

7. Click on the Funding tab to view the generated and approved TONO details.

Reserve Orders || Travel || Notes " Leave | Approval | Audit

Test Employee EMP Empl ID: 1234567 Empl Record:
Trans ID: 2250293 Order Action: i
‘Order Begin Date:  04/07/2014 Order Type: Reserve

Order End Date: 04/18/2014 Order Status:  Authorized

#of Days / Term: 12 | ShorTerm Duty Type: Active Duty for Training-AT

Duty Department: 000001 CGC GALLATIN Authority: 10 US.C. 12301(b)

Empl Category: SEL  Selected Reserve TRAYPAYCAT: B IMAwSelective Svc Sys
Project Code: @,

Reimbursable Agreement Number:
BT ARl TONO Details LOA Details |

Customize | Find | | irst K 4.30f3 I Last

Document

Travel Order Number Line of Accounting Funding Type 12 :,':::" s ?:gﬁ’;r e - :;’:’e““':' Sequence o0 Issue Date ng:""e
e Humber

1114314PRCEULO00 2P32199900RC07371302100 Travel 1 14 Kl 4 P RC suu 000 041112014

7214314PRCEUTO01 2P32199900RC0737130122R FICA 72 14 Kl 4 P RC suT 001 041112014

7214314PRCEUTO00 2P32199900RC0O737130117H Pay 72 14 Kl 4 P RC suT 000 041112014

Save [ Returnto Search

Figure 103: TONO Details
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8.3.2 Submit Order for Authorization

1. To submit an order for authorization, from the portal homepage navigate to the
Reserve Orders page using the following path: Home> Reserve Administration>
Reserve Orders.

Reserve Administration

IOT Drills: Annual Screening Questionnaire

Rezerve Member Balances Member Status Change
Training Status View Member Drills

MGIB Enroliments

Figure 104: Reserve Orders

2. Enter the TransID of the order requiring authorization and click Search.

Reserve Orders

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

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300} W
Empl ID: [ pegins with =] |

Empl Record: |= ﬂ |

Trans ID: [= =] |2250293

Duty Type: |= j | j
Begin Date: |= = | El

End Date: [= = | E

National ID: [ begins with =] |

Name: |begin5 withj|

Last Hame: |begin5 withj|

Order Status: | = j | j

Duty Department:l begins with j |

L2 L

[T Ccase Sensitive

Search || Clear |Basic Search |§ Save Search Criteria

Figure 105: Reserve Orders Search Page
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3. The order will display. Click Route for Authorization.

Travel MNotes Funding Leave Approval Audit

Test Employee EMP Empl ID: 1234567 Empl Record: 0 ) )
Trans ID: 2250293 Order Action: :[' ]
Order Begin Date:  04/07/2014 Order Type: Reserve
‘Order End Date: 041812014 Order Status: Proposed
# of Days / Term: 12 | ShortTerm Duty Type: Active Duty for Training-AT
Duty Department: Authority: 10US.C 12301(b)
Empl Category: SEL  Selected Reserve TRAYPAY CAT: B IMAw/Selective Svc Sys
Purpose: Wom Civil Rights - General Route for Authorization
Payment for Duty: lm’
Payment for Travel: Single Travel Claim hd
Duty Department: 000001 @ CGCGALLATIN
Dept Benefitting: 007499 @, SEC ST PETE INSPECTIONS DIV
Dept Funding: 008073 @, D7 PLNG & FORCE RONS DIV (DX)

Days of ADT-AT Satisfied: 12

Authority (Ref): [

Auth. Official (Name, Rank): |
» Contingency

Compliance

||

Save Ek
Reserve Orders | Travel | Notes | Funding | Leave | Approval | Audit

Figure 106: Saved Order

4. Enter the user ID of the approving SPO using the lookup tool. The name
matching the EmpID will generate.

5. Enter comments. An order cannot be submitted for authorization or approval
without comments.

6. Click Submit. The AWE will be created and the approval status of the order will
be displayed along with any comments.

To review an Order, refer to section 8.6.1 Find/Review and Order (Including Audit).

Reserve Orders Travel Motes Funding Leave Audit

Test Employee EMP Empl ID: 1234567 Empl Record: 0 ) )
Trans ID: 2250293 Order Action: I ﬂ Go |
Order Begin Date:  04/07/2014 Order Type: Resernve
‘Order End Date: 04/18/2014 Order Status: Proposed

Approval Type: | Authorize Order =l

UserID: [1234567 a, SPO

Dept of Approving SPO: [041676 | BASEMBSPO (PS)

Comment: User Guide Short Term ADT-AT order requires approval.

Submit

Figure 107: Route for Authorization ADT-AT

United States Coast Guard Reserve Activities User Guide

70



8.4 Order Process for DXR

8.4.1 Authorize Order

1. To authorize an order and TONO, click on Requests from the Portal Homepage.

—_—
/’ United States Coast Guard
U.5. Department of Homeland Security

MyPage]SeIfSer\nce Reqguests l

Annocuncements Updated 04 April 2014

Figure 108: Requests

2. Click on View My Requests (all types).

My Page Self Service I Requests ]

Submit an Absence Reguest Wiew My Absence Reguests
Submit a Delegation Reguest View My Requests (all tvl::-es‘fl
Submit a Civilian CA Request Submit 8 Supp CA Request
Submit an Officer CA Request Submit an F54 Reguest
Submit a COLA Unigue Reguest Submit a Drill Reguest

Submit an Advance Pay Reguest

Figure 109: View My Requests

3. Select the radio button for Request I am Approver for and click Populate Grid.

h MyPage Self Senvice Reguestsl
=3

View My Action Requests

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

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

3.7All Reguests’ allows the approver to pull up their Action Requests and those submitted to them.

4. Transaction Name field allows user to select a particular fransaction (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.

€ My Submitted Requests @ Requests | am Approver For € All Requests

Transaction Name: |AIITransac1mﬂs j

Transaction Status: |Pend|ng j

Submission From Date: ’7@

Submission To Date: E‘J | Populate Grid Refresh

Figure 110: Populate Grid
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4. The grid will display a list of all transactions that require approvals. Click on the
Approve/Deny link.

View My Action Requests

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 fransaction (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 Mame,
Transaction Status, and what was entered in the Submission From/Submission To Dates

' My Submitted Requests @ Requests | am Approver For ' All Requests
Transaction Name: All Transactions x
Transaction Status: Pending hd
Submission From Date:
Submission To Date: Populate Grid Refresh

‘Order Approvals ¢ First K417 or 17 Y L a
Transaction Name Status Member Member's Emplid  Submitted By Approver Submission Date  Approve/Deny
Reserve Authorize Order Pending Test Employes 1234567 SPO DXR 04/11/2014 ApproveiDeny

Figure 111: Transaction List

5. The order page will display. Review the other tabs as necessary. Enter
comments and click Approve.

Resene Orders Travel Motes Funding Leave Audit

Test Employee EMP Empl ID: 1234567 Empl Record: 0
Trans ID: 2250293 order Action: | = 6o
Order Begin Date:  04/07/2014 Order Type:  Resene
Order End Date: 04/18/2014 Order Status: Proposed
Route for Approval
Approval Type: |Autharize Order =
User ID: |
Dept of Approving SPO: I
Comment: DXR approving recommended order.
Approve Push Back Deny
Approve Order
= Reserve Authorize Order:Pending (DViewHide Comments
One level Approval
Pending
DXR
Approver from USERID field

— Comments

SPO at 04/11/14 - 8:52 AM
User Guide Short Term ADT-AT order requires approval.

. Save | @‘- Return to Search | [El Add |

Reserve Orders | Travel | Motes | Funding | Leave | Approval | Audit

Figure 112: Approving Recommended Order
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6. Once the order and TONO has been approved, the Order Status field will update
to Authorized. The AWE will update with the new approved status.

" Reserve Orders | Travel || Motes || Funding || Leave ' © Audit

Test Employee EMP EmplID: 1234567 Empl Record: 0 )
Trans ID: 2250293 ‘Order Action: Go
Order Begin Date:  04/07/2014 Order Type: Resemne
Order End Date: 04/18/2014 Order Status: Authorized

Approval Type: Authorize Order

User ID:

Dept of Approving SPO:

Comment:

Approve Order
= Reserve Authorize Order:Approved (2 View/Hide Comments
One level Approval

Approved

o DXR
Approver from USERID field
04/11/14 - 2:45 PW

= Comments

DXR at 04/11/14 - 2:45 PM
DXR approving recommended order.

SPO at 04/11/14 - 8:52 AM
L PR T T . .

Figure 113: Approved Recommended Order

7. Click on the Funding tab to view the generated and approved TONO details.

' Reserve Orders || Travel | Notes " Leave || Approval [ Audit |

Test Employee EMP EmplID: 1234567 Empl Record:

Trans ID: 2250293 Order Action: ﬂ
Order Begin Date:  04/07/2014 Order Type: Reserve

Order End Date: 04/18/2014 Order Status:  Authorized

#of Days | Term: 12 | ShorTerm Duty Type: Active Duty for Training-AT

Duty Department: 000001 CGC GALLATIN Authority: 10 U.5.C. 12301(b)

Empl Category: SEL  Selected Resemve TRAYPAY CAT: B IMAw/Selective Svc Sys
Project Code: @,

Reimbursable Agreement Number:

Customize | Find | View A1l B | 2 Fist Fl 43013 0 et

" summary |RGLESS  LOA Detais |

Travel Order Number Line of Accounting Funding Type _Ill_l:cp:ment :,::ral m.::::em (F:i:grlaYdear .S:;?::ting :'r::]:nT DS::::I:O':: :::;:"em Izsue Date ED;IIe:twe
Site Number

1114314PRCEBULD00 2P32199900RC07371302100 Travel Rl 14 | 4 P RC sUU 000 0411112014

7214314PRCBUTO01 2P32199900RC0737130122R FICA 72 14 k| 4 P RC sUT 001 04/11/2014

7214314PRCBUTO00 2P32199900RC0737130117H Pay 72 14 k| 4 P RC suT ooo 0411172014

5] save | [Gh Retum to Search

Figure 114: TONO Details

To review an Order, refer to section 8.6.1 Find/Review and Order (Including Audit).
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8.5 Reserve Order Processes for SPO

8.5.1 Create an Order (Short Term)

The Reserve Orders page can be accessed by navigating to the following menu path
from the portal homepage in the Reserve Administration pagelet.

Reserve Administration

Reserve Drills Annual Screening Questionnaire

Reserve Member Balances Member Status Change

Training Status

MGIB Enroliments

Figure 115: Reserve Orders Link

Wiew Member Drills

1. For this example, a Short Term ADT-AT order with a Single Travel Claim will be
created. All of the fields on this tab are required to be filled out to add a new
order.

2. Click Add a New Value tab and enter the member’s EmplID.

3. The Empl Rcd and Trans ID are defaulted to 0.

4. Select the Duty Type from the drop down.

5. Use the calendar tool to select a Begin Date.

6. Use the calendar tool to select an End Date.

7. Click Add.

Reserve Orders

Find an Existing Value '.' Add a New Val -

Empl ID: 1234567 @,
Empl Record:| 03,

Trans ID: | 0

Duty Type: |A|:1i\.'e Duty for Training-AT j
Begin Date: |04/07/2014 Eﬂ
End Date: 0411812014 [5

Add

Find an Existing Value | Add a New Value

Figure 116: Add a New Value
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8. The Reserve Order page will display. The Trans ID will display 0 since the order
has not been created. The order will be created once the fields have been filled,
the order has been saved and the Trans ID has been generated. The Route for
Authorization button will become available after the order has been saved.

Travel | Notes | Funding | Leave | Approval | Audit

Test Employee EMP Empl ID: 1234567 Empl Record: 0 o
Trans ID: 0 Order Action: ﬂ o
Order Begin Date:  04/07/2014 Order Type: Reserve
Order End Date: 04/18/2014 Order Status: Proposed
# of Days | Term: 12 | ShorfTerm Duty Type: Active Duty for Training-AT
Duty Department: Authority: 10 U.8.C.12301(b)
Empl Category: SEL  Selected Reserve TRAYPAY CAT: B IMA w/Selective Svc Sys
Purpose: WQ Civil Rights - General Route forAuthorization
Payment for Duty: Pay and Allowances e
Payment for Travel: Single Travel Claim hd
Duty Department: Poooot 12, cee GaLLATIN
Dept Benefitting: [007489 @, sECSTPETE INSPECTIONS DIV
Dept Funding: 008073 @, D7 PLNG & FORCE RDNS DIV (DX)

Days of ADT-AT Satisfied: 12
Authority (Ref): [
Auth, Official (Name, Rank): |

» Contingency
Compliance

“

(@ save e

Reserve Orders | Travel | Motes | Funding | Leave | Approval | Audit

Figure 117: Reserve Orders Page

9. Select a Purpose using the lookup tool.

10. The Payment for Duty for an ADT-AT order is defaulted to Pay and Allowances
and cannot be changed. This is different for each order type.

11. For Payment for Travel select Single Travel Claim.
12. Select a Duty Department using the lookup tool.

13. The Department Benefitting is defaulted to the member’s current department
from Job Data.

14. Select a Department Funding using the lookup tool.
15. The Days of ADT-AT Satisfied will be defaulted.

16. Enter a valid Authority Ref.
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17. Enter a valid Authority Official.

18. The Contingency section is collapsed for orders not requiring a contingency.

19. The Compliance section is collapsed at all times, click on the section to validate
that the order is compliant. Orders that are non-compliant cannot be routed for

authorization.

20. Click Save. The Trans ID will generate.

Travel || Motes || Funding | Leave | Approval | Audit

Test Employee EMP Empl ID: 1234567 Empl Record: 0
Trans ID: 2250293 Order Action: x Go
Order Begin Date:  04/07/2014 Order Type:  Resene
Order End Date: 04/18/2014 Order Status: Proposed
# of Days | Term: 12 | ShortTerm Duty Type: Active Duty for Training-AT
Duty Department: Authority: 10U S.C 12301(b)
Empl Category: SEL  Selected Reserve TRAYPAY CAT: B  IMAwi/Selective Svc Sys
Purpose: [8H 2, civil Rights - General Route for Authorization
Payment for Duty: [Pay and Allowances =
Payment for Travel: |Slngle Travel Claim j
Duty Department: 000001 @ CGC GALLATIN
Dept Benefitting: [o07499 @ sEC ST PETE INSPECTIONS DIV
Dept Funding: 008073 @, D7 PLNG & FORCE RDNS DIV (DX)
Days of ADT-AT Satisfied: ’—12
Authority (Ref): I

Auth. Official (Name, Rank): |
¥ Contingency
Compliance

“

. Save [E®
Reserve Orders | Travel | Notes | Funding | Leave | Approval | Audit

Figure 118: Saved Order

21. Click on the Travel tab and review the travel itinerary and make any updates to
travel and click Save.

22.Click on the Notes tab, refer to section X. Make any changes and click Save.
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8.5.2 Create an Order with Contingency

1. To submit an order request for a long term ADOS-AC order with a contingency,
navigate to the order page from the portal homepage using the Reserve Order
link in the Reserve Administration pagelet.

Reserve Administration =
Reserve DOrills Annual Screening Questionnaire

Reserve Member Balances Member Status Change

Training Status View Member Drills
MGIB Enroliments

Figure 119: Reserve Orders Link

2. Click on Add a New Value.

Reserve Orders

Find an Existing Value Add a New Value

Empl ID: 2016256 @
Empl Record:| 0@,

Trans ID: I 0

Duty Type: | Act Dty Operational Suppor-AC x|

Begin Date: |05/05/2014 Eﬂ
End Date: 11/03/2014 [#

Add

Find an Existing Value | Add a New Value

Figure 120: Add a New Value

3. Click Add a New Value tab and enter the member’s EmplID.
4. The Empl Rcd and Trans ID are defaulted to 0.

5. Select the Duty Type from the drop down.

6. Use the calendar tool to select a Begin Date.

7. Use the calendar tool to select an End Date.

8. Click Add.
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Emplilx: 2345878 Empl Record:

Urdar Acton:

Order Begin Do Ressrve

Order Type:

Crdar End Dat Order Status: P

# of Days ( Term 183 / Longlerm Duty Type:
Duty Departmant AtsThoaty:

Emgl Category: £l Selsced Ressne TRAYPAY CAT: & Driming Pay Status

Purpase:

Payment for Duty:

Payment for Trave:
Duty Depanment:
Dept Benefitting

Dot Funding:
Days of ADT-AT Satisfiea:

Authariey iRef;:
Auth. Official (Hame, Rank):

Figure 121: ADOS-AC Reserve Order

9. The Reserve Order page will display. The Trans ID will display 0 since the order
has not been created. The order will be created once the fields have been filled,
the order has been saved and the Trans ID has been generated. The Route for
Authorization button will become available after the order has been saved.

10. Select a Purpose using the lookup tool.

11. The Payment for Duty for an ADT-AT order is defaulted to Pay and Allowances
and cannot be changed. This is different for each order type.

12. For Payment for Travel select Single Travel Claim.
13. Select a Duty Department using the lookup tool.

14. The Department Benefitting is defaulted to the member’s current department
from Job Data.

15. Select a Department Funding using the lookup tool.
16. The Days of ADT-AT Satisfied will be defaulted.
17. Enter a valid Authority Ref.

18. Enter a valid Authority Official.

19. Expand the Contingency section.
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~ Contingency
Operational ID: 0000001.00 @, Operation Noble Eagle Contingency Event

Response to 9/11/2001 for members in WTC, Pentagon and crash site in PA

Contingency Start Date: 09/11/2001 Authority: 10 U.S.C. 12301(d)
‘Contingency End Date:

Reference Authority: [

Notification Date: ,—Eﬂ

1607 Eligibility Code: IEI\gmle—SELRES ﬂ

1607 Eligibility Date: 08/02/2014

' Save | [gh Return o Search | b Add|

Reserve Orders | Travel | Notes | Funding | Leave | Approval | Audit

Figure 122: Contingency
20. Select an Operational ID using the lookup tool.
21. The remainder fields will auto-generate upon selecting an operational ID.

22.The Contingency Start Date is the effective date for the contingency.

23. The Contingency End Date is the date until which the contingency is effective till.

24. Enter the Reference Authority.
25. Enter the Notification Date.
26.The 1607 Eligibility Code displays if the member is eligible for this contingency.

27.The 1607 Eligibility Date is the date until which the member is eligible for this
contingency which is the end date of the order.

28. The Compliance section is collapsed at all times, click on the section to validate
that the order is compliant. Orders that are non-compliant cannot be routed for
authorization.

29. Click Save. The Trans ID will generate.

ﬁ"""'r»‘.'-. Travol | Modes | Funding  Ledwe  Approval | hudit

Tast Empicyon 3 EuP Emplil: 23e567E EmpiRecord: 0

Trans il 2250382 Order Action: L
Orsar Bagin Date: D55

OrdarType:  Resens

Order End Date:  1DOME014 Ordor Statess  Progessd
#of Days | Term: 183/ Langlem Dty Types Act Dty Opevatunal Suppor-AC
Tuty Deparimant: Awthore:  10USC 123010
Empl Category. SEL  Selecled Reverve TRAYPAYCAT: &  Driling Pay Stahes
L ——
Purpose: Route for Authonzation
Paymest for Duty: i
Paymest fof Travst 1Pap =]
Duty Deparimant: @, G ANT GALVESTON
Dept Ranatsiisg: 471 4, D1 EXT AFFMIRE 8TAFF (DF)
Dept Funding: 208144 A D1FLNG & FORCE RONE DNV (0X)
Days of AUT-AT Sabstied: &

ailhority [Refl

Auth, Official (Mame, Rankk
R ——
oomghance |

i s e

Reeserve Orders | Trvel | Hotes | Fanciog | Leawe | Apgrevl | Audé

Figure 123: Saved Order
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8.5.3 Create an EAD Order Using Member Form

1. To create an EAD order using the Member Form from Assignments, for the
portal homepage click on the Member Form link in the Assignments pagelet.

Assignments

AQ Code Setu Create Potential Shopping List
AQD Code Delete Potential Shopping List
Create Mew Job Opening Create Shopping List

Find Job Openings Position Navigator

Browse Job Openings Position Form

Find Applicants Member Navigator

Proxcy Member for eResume

Figure 124: Member Form

2. Enter the EmplID of the member for whom the EAD order is to be created. The
member must be in a Proposed Status in order to create the EAD order.

Member Form

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

Find an Existing Value

Maximum number of rows to return (up to 300). |300

Empl ID: [ begins with =] | @,
Member SL Status:| = = =l
Jab Family: |begins withj| @,
Regulatory Region: | begins with =] | Q@
Salary Grade: [ oegins with [=| | @,
Position Number: |begins withj| @,
Department: |begins withj| @,

Search Clear :Elasic Search [gf Save Search Criteria

Figure 125: Member Form Search Page
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3. Click on the Make Assignment link on the Member Form.

S veron Gommerss | Empioyes Rvsews | Momber Tngs | Aicord Res
EmplID Name Tol SeaTm  Rale Sea Tm I¥ Spec Needs A0 Member Comment
124567 Test Employaa n 00 & cowo €
Pasn Nor Pasition itie Spouss Sv
QIS YN SCHOOL-INSTRUCTOR usco
Department Department Hame Rank
009154 TRACEH PET YN SCHOOL w1
RotagonDi  Mbr SLSwtus  Shopping ListiD Pricrity
oI |P-nF°m=ll vl O ows sPowroR
Tags Helght —
1 &7 TH1=A=22=05012012:2[3 APL=Y} 320
Viigh in Dt Baard 2
047201y I Weight Mat
Most Recent eResume Board 3
g3 [ Realstic COEngsaments
- Date - Posn 5L Posdtion Posn -
Dﬂp‘q Entered Choice stat e Rank Paxn Tithe Dept I Peguartmant Mame City
1 10827 042013 3Tagged  DOOS415E  CAPT w&wurtmm&m 009040 COMMANDANT (GG-5PC) WASHINGTON

State

{1+

T Ty

Posn AD -
roanl Cogse M Tay  Proposd
M8 ADOE W E K

Figure 126: Make Assignment Link

4. Scroll over and click Add Order.

5. This will navigate to the Reserve Orders component where the EAD order

Shopping List ID

Posn Rank
CAPT

Posn SL Stat
Tagged

lember Unit
pntacted Contacted

i r

i r

CP-MULTISM_RUN

Posn Grade
06

AQ Code
ADOS

Customize | Find | B First [ 1-2072 1

Program Outside

Contacted Over Acsn \!‘:‘;st FitUp Ext Regional RCD EAD Recall
C [ r r o (O |O r rFC
r - r r r F r [

Figure 127: Add Order

will be created.

Reserve Orders

" Eind an Existing Value | [EEEERETAETT

Empl ID: 1234567 @,
Empl Record:| 0@,
Trans ID: I 0

Duty Type: | Extended Active Duty =]
Begin Date: [
End Date: [

| Add |

Find an Existing Value | Add a New Value

Figure 128: Reserve Orders Component
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8.5.4 Submit an Order to DXR for Authorization

1. To submit an order for authorization, from the portal homepage navigate to the
Reserve Orders page using the following path: Home> Reserve Administration>
Reserve Orders.

RHeserve Administration

IDT Drills Annual Screening Questionnaire

Rezerve Member Balances Member Status Change
Training Status View Member Drills

MGIB Enrolments

Figure 129: Reserve Orders

2. Enter the TransID of the order requiring authorization and click Search.

Reserve Orders
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a Mew Value
Maximum number of rows to return (up to 300): |300
Empl ID: | begins with =] | @
EmplRecord:  |= =l | @,
Trans ID: |= x| |[2250283
Duty Type: |= j | ﬂ
Beqin Date: |= = | el
End Date: |= =l | &1
National ID: | begins with =] |
Hame: |beginswithj|
Last Name: | begins with =] |
Order Status: |: j | j
Duty Department:l begins with j |
" Case Sensitive
Search || Clear |Basic Search [ Save Search Criteria

Figure 130: Reserve Orders Search Page
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3. The order will display. Click Rout for Authorization.

" Travel | Notes | Funding || Leave || Approval || Audit |

Test Employee EMP Empl ID: 1234567 Empl Record: 0 o
Trans ID: 2250293 Order Action: ﬂ |ﬂ‘
Order Begin Date:  04/07/2014 Order Type:  Reserve
Order End Date: 04182014 Order Status: Proposed
# of Days | Term: 12 | ShorTerm Duty Type: Active Duty for Training-AT
Duty Department: Authority: 10 U.S.C. 12301(b)
Empl Category: SEL  Selected Resenve TRAYPAY CAT: B IMA w/Selective Svc Sys
Purpose: [AH @ civil Rights - General | Route for Authorization
Payment for Duty: [Pay and Allowances =
Payment for Travel: | Single Travel Claim j
Duty Department: [00001 18, coc GALLATIN
Dept Benefitting: 007499 @, SEC ST PETE INSPECTIONS DIV
Dept Funding: 008073 @, D7 PLNG & FORCE RDNS DIV (DX)
Days of ADT-AT Satisfied: ,712
Authority (Ref): [
Auth. Official (Name, Rank): |

Contingency

||

» Compliance

=]

Reserve Orders | Travel | Motes | Funding | Leave | Approval | Audit

Figure 131: Saved Order

4. Enter the user ID of the approving SPO using the lookup tool. The name
matching the EmpID will generate.

5. Enter comments. An order cannot be submitted for authorization or approval
without comments.

6. Click Submit. The AWE will be created and the approval status of the order will
be displayed along with any comments.

" Reserve Orders || Travel | Notes | Funding || Leave Audit |

Test Employee EMP Empl ID: 1234567 Empl Record: 0 o
Trans ID: 2250293 Order Action: I ﬂ |ﬂ|
Order Begin Date:  04/07/2014 Order Type: Resemnve
Order End Date: 04/18/2014 Order Status: Proposed

Approval Type: IAuthorize Order j

User ID: [1234567 @, SPO

Dept of Approving SPO: [041675 | BASE MB SPO (PS)

Comment: User Guide Short Term ADT-AT order requires approval.

| submit |

Figure 132: Route for Authorization ADT-AT
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8.5.5 Submit Travel details

« Per Diem

Current Messing Entitlement |

Messing and Quarters

Per Diem MIE Rate:
Per Diem City: |

Messing: | CIVReduced Per Diem Amt: |

Govt Rate: [ Govt Reduced Per Diem Amt: |
Lodging Rate Factor: | Actual Expense Amount: l—
Lodging Rate: [ ] IAW CMDT LTR of: [

Per Diem Quarters: | i Amount:|

[ Contracted

Travel at TDY Site
" Rental Car " Upgrade Authorization
[ Local Travel (Includes taxi, bus, metro & oth Public Trans)

Upgrade to Size:

Travel at TDY Site
" Rental Car " Upgrade Authorization
" Local Travel {Includes taxi, bus, metro & oth Public Trans)

Upagrade to Size:

w Travel Details
" Combat Zone

" Gov't Transportation Account (GTA)

Mode of Transportation: POC Type: |

[ commercial Carrier {own expense subject to reimbursement) [” Gov't Owned Conveyance
[ Privately Owned Conveyance (POC)

RON Days: | RON Locality: |

Medical Travel: | | Medical Escort: |

= s:|

« Additional Authorized Expenses

Addl Exp
Code

[ =&

Expense

Proposed Amount

+ Delay En route

Begin Date End Date Delay En route

1| e i

Figure 133: Travel Details
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8.5.6 Depart/Report Endorsements

1. Navigate to the Reserve Orders link and access the order.

5

" Reserve Orders " Notes | Funding | Leave | Approval | Audit

Test Employee EMP Empl ID: 1234567 Empl Record: 0
Trans ID: 2250293 Order Action:
Order Begin Date:  (04/07/2014 Order Type: Resenve

Order End Date: 04/18/2014 Order Status: Ready

# of Days | Term: 12 | ShortTerm Duty Type: Active Duty for Training-AT

Duty Department: 000001 CGC GALLATIN Authority: 10 U.5.C. 12301(b)

Empl Category: SEL  Selected Reserve TRAYPAY CAT: B IMAw/Selective Svc Sys

Itinerary Customize | Find | BV | 3 First B 14074 [0 Lost
Seq Travel Travel Actual

Location Description

CG SECTOR PREVENTION
COMMAND

CG SECTOR PREVENTION
COMMAMD

Actual Date: El Location: FLO387 @, CGSECTOR PREVENTION COMMAND
Nature of Duty: [Home |7 Position Number: 00051859 (@, FACILITY INSP
Posn.Job Code: 479094 Second Class Marine Science Te

| Route for Approval |

Other Location: |

¥ Travel Details
} Additional Authorized Expenses

~+ Delay En route

Begin Date End Date

1 A | ==

Delay En route Days

[5) save | |Gt Return to Search |

Resere Orders | Travel | Motes | Funding | Leave | Approval | Audit

Nbr T S Estimated Date Nature of Duty Deptid Description Paosition Description
SEC ST PETE
1 Depart 040712014 Home INSPECTIONS DIV FACILITY INSP
2 Report 04/0712014 Duty CGC GALLATIN
98 Depart 0411812014 Duty CGC GALLATIN
SEC ST PETE
99 Report 04/18/12014 Home INSPECTIONS DIV FACILITY INSP
Travel Orders Find | View Al First " 10f 4 O Last
5
*Seq Nbr: ’_1 Travel Type: |— Trvl Approval: =
Estimated Date: (04/07/2014 @ Department: 007489 Q SEC ST PETE INSPECTIONS DIV

Figure 134: Order Depart

2. Inthe Travel Orders section for sequence number 1, enter the actual date which
the member departed. Verify the Nature of Duty, Department, Location and

Position Number for the Depart row.

3. Click Route for Approval.
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Resenve Orders Travel MNotes

Funding | Leave Audit
Test Employee

______________ EMP Empl ID: 1234567 Empl Record: 0
Trans ID: 2250293 Order Action: Go
Order Begin Date:  04/07/20714

Order Type: Reserve
Order End Date: 04/18/2014

Order Status: Ready
Route for Approval
Approval Type: Departing Endorsement
User ID:

Dept of Approving SPO: 041675

BASE MB SPO (PS)
Comment:

Approve Reserve Travel Depart
~ Reserve Departing Endorsement:Pending (2 viewHide Comments
One Level Approval

Pending
G Multiple Approvers

SPO Supervisor
— Comments
SPO at 04/14/14 - 1:57 PM
Member departed on 4.7_14. User guide example.

5l 2ave | [oh Returnto Search |

|Es-Ada

Reserve Orders | Travel | Notes | Funding | Leave | Approval | Audit

Figure 135: Depart Endorsement Approval

4. Enter comments.

5. Click Submit. The depart endorsement is now awaiting approval from the SPO
Supervisor.

To submit Report endorsement, repeat the steps 1 — 3 for Submit Depart
Endorsement.

United States Coast Guard Reserve Activities User Guide



8.5.7 Multiple Endorsements

This can be used to report a member when (Row 1) Departure and (Row 2) Report
have not been submitted. The SPO can submit a multiple endorsement in lieu of
submitting an endorsement for depart and report separately. This will allow the
SPO Supervisor to approve row 1 and row 2 of the travel order in one transaction.
1. Navigate to the Reserve Orders link and access the order.

2. Fill out row 1 and 2 of the travel orders.

3. Click Route for Approval on row 2 or the maximum row submitting for approval.

Fotsar Diters m; Funding  Leam  Aporoval | haest

Tost imptcyen o EmplEe 1234857 Emet Bucont:
Traas 0 a0 Crser Acsoe H
Ovter Begm Dese:  0an7z0ne Crter Type:  Rieaeeen
Cvter Endaie: 4 Ot Status:  Roady
# o Days 1 Tarm. Dy Type:
Dty Depaciment: Asnomy DU
Empl Categary: TRAYPAYCAT: B
Soq . Tl Frwve Actant
B el T rameeatee R i oty
P 6 SECToR MEVENTaN
f ounote Hame
o bt GHE DI coumio

2 wgen swgon o

4 Dagan ounmaoe oy =6

o e e HE 6 SECTOR PN

¥ CTICHS O o SOMMD
~seqie; [ 1 | T repe— s
= Cgurunaee  [PO0GT C oML
] [ro. o000t CORC ALEUHDRL
Positionuber DON00TT 1, BCU
Busn Job Code: 415097 Sasman Appranace
et Location Fotefo dppronas
4 so

Figure 136: Multiple Endorsements Report to Duty

4. The Comment box will display a comment on the sequence number that
requires approval. Click Submit.

Reserve Orders Travel Notes Funding Leave Audit

Test Employee
Trans ID:
Order Begin Date:

Order End Date:

EMP
2250293
04/07/2014
0418/2014

Empl ID: 1234567 Empl Record:
Order Action:
Order Type: Resernve

Order Status: Ready

0

Go:

‘Route for Approval

Approval Type: |Mumple Trvl Endorsements j
User ID: |

Dept of Approving SPO: WQ BASE MB SPO (PS)
Comment: The approval is set for SEQ_NO=2.

Figure 137: SEQ NO 2 Approval
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Once the SPO Supervisor approves the multiple endorsements, the order status will
update to Enroute.

This method can also be applied to when the member report to the final home
location, the SPO can request a multiple endorsement which will allow the SPO
Supervisor to approve rows 1 - 4 for travel orders.

5. Navigate to the Reserve Orders link and access the order.

6. Fill outlines 1 and 2 of the travel orders.

7. Click Route for Approval.

B gl 12338t

x

bt Mo

Trann e e Ac

Order Bagin Dase
Order En Detec

e Trp

Ovtes St Aleady

ol Dags | Temm:

P 4 BESTOR PREVENTION
ATILRER: AT

5 SECI0R PRIVENTION
COMUAD

YL SRR (| | ——

B namatnd a0
Acnmpue [

nam oty [Fome 5]

Ot Locaton

[+ A
B
[+ Asotuas Autieized s
[~ war 11

ey EndBote [ - ere

O St Y

2 s [ Rt Sewcs
| —— R

e

Figure 138: Multiple Endorsement Line 99

8. The Comment box will display a comment on the sequence number that requires
approval. Click Submit.

Reserve Orders Travel Notes Funding Leave Audit

Test Employee EMP Empl ID: 1234587 Empl Record: 0
Trans ID: 2260293 Order Action: j‘ iGo]
Order Begin Date:  04/07/2014 Order Type: Reserve

Order End Date: 04/18/2014 Order Status: Ready

‘Route for Approval

Approval Type: Multiple Trvl Endorsements hd

UserID: |
Dept of Approving SPO: (041675 @, BASE MB SPO (PS)
Comment: IThe approval is set for SEQ_NO=99.

| Submit

Figure 139: Approval for SEQ NO 99

Once the SPO Supervisor approves the multiple endorsements, the order status will
update to Finished.
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8.5.8 SPO Supervisor Approving Request

1. To approve an endorsement, click on Requests from the Portal Homepage.

—_—
/@ United States Coast Guard
U.5. Department of Homeland Security

MyPage]SeIfSemce Reguests l

Announcements Updated 04 April 2014

Direct Access/Global Pay Awareness Web Page
Global Pay and Tech Refresh Testing Portal Site
IAdd a New Defect

Figure 140: Requests

2. Click on View My Requests (all types).

MyPage SelfService | Requests |

Submit an Absence Reguest Wiew Mv Absence Reguests
Submit a Delegation Request Wiew My Requests (all tvpes}l
Submit a Civilian CA Reguest Submit 8 Supp CA Reguest
Submit an Officer CA Reguest Submit an FSA Reguest
Submit a COLA Unigue Reguest Submit a Drill Reguest

Submit an Advance Pay Request

Figure 141: View My Requests

3. Select the radio button for Request I am Approver for and click Populate Grid.

h My Page Self Service Reguests]
=3

View My Action Requests

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 Requesis 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

' My Submitted Requests & Requests | am Approver For ' All Requests
Transaction Name: |MI Transactions j
Transaction Status: |F'ending j
Submission From Date: El
Submission To Date: Eﬂ I Populate Grid I Refresh

Figure 142: Populate Grid

United States Coast Guard Reserve Activities User Guide



4. The grid will display a list of all transactions that require approvals. Click on the
Approve/Deny link.

View My Action Requests

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 fransaction (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 Mame,
Transaction Status, and what was entered in the Submission From/Submission To Dates

' My Submitted Requests @ Requests | am Approver For ' All Requests

Transaction Name: All Transactions x
Transaction Status: Pending hd

Submission From Date:
Submission To Date: | Populate Grid |

Refresh |

‘Order Approvals Customize | Find A First K 117 of 17 I L ac
Transaction Name Status Member Member's Emplid  Submitted By Approver Submission Date  Approve/Deny
Reserve Authorize Order Pending Test Employes 1234567 SPO DXR 04/11/2014 ApproveiDeny

Figure 143: Transaction List

5. The order page will display. Enter comments and click Approve.

' Reserve Orders | Travel | Motes | Funding | Leave Audit
Test Employee EMP Empl ID: 1234567 Empl Record: 0
Trans ID: 2250293 ‘Order Action: I ﬂ
Order Beqgin Date:  04/07/2014 Order Type: Reserve
Order End Date: 04/18/2014 Order Status: Ready
Route for Approval
Approval Type: |I'v1u|tip|e Trvl Endorsements j
User ID: |
Dept of Approving SPO: |041675 @, BASE MB SPOD (PS)
Comment: The approval is set for SEQ_MNO=99.
Approve Push Back Deny
Approve Order
Reserve Authorize Order:Pending (@ VigwHide Comments
One level Approval
Pending
o 2=
Approver from USERID field
« Comments
SPO at 04/11/14 - 8:52 AM
User Guide Short Term ADT-AT order requires approval.
| Save |oh Retum to Search g Add
Reserve Orders | Travel | Notes | Funding | Leave | Approval | Audit

Figure 144: Approving Recommended Order
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6. Once the order and TONO has been approved, the Order Status field will update
to Authorized. The AWE will update with the new approved status. The order
will now be displayed in the Airport Terminal.

Reseme Orders Travel Notes Funding Leave Audit

Test Employee EMP Empl ID: 1234567 Empl Record: 0
Trans ID: 2250293 Order Action: Go
Order Begin Date:  04/07/2014 Order Type:  Resene
Order End Date: 04/18/2014 Order Status: En Route
Route for Approval

Approval Type: Muitiple Trd Endorsements
User ID:

Dept of Approving SPO:

Comment:

Approve Order

<~ Reserve Authorize Order:Approved (DViewHide Comments
One level Approval
Approved
SPO
Approver from USERID field
04711714 - Z2:45 PM

— Comments

DXR at 04/11/14 - 2:45 PM
DXR approving recommended order.

SPO at 04/11/14 - 8:52 AM

Figure 145: Approved Recommended Order
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8.5.9 Finish an Order

There are three methods used to finish an order which are Manual, RELAD and
Order Processing App Engine.

The Manual method is used to finish short term orders and back to back orders. To
manually finish an order the following actions must be completed.

e All travel rows must be approved
e All actual dates must be filled in

e Order status is set to finish

All long term orders, except for those that are back to back, must use Separation
Order with RELAD to be marked finished.

To finish a Long Term order using the RELAD method the Separation component
will run a daily batch process and pick up the Long Term orders and mark the Order

Finished by performing the following actions:

e Use the Trans ID on the Long Term order to create a RELAD with the same
TransID

e It will set the Order End Date on the Long Term order to the Separation
Order

e [t will set the date of the last report row to the Separation Date

e For any other report rows, the system will set the actual dates to estimated
dates

e On the Long Term order travel page it will set the location, department and
position to the one that is listed on the Separation order

e It will mark all Unapproved travel rows to Approved

e Finally, it will set the Long Term order status to Finished and create an Audit
record for the Long Term order

The Order Processing App Engine run on a nightly basis and sets orders with an end
date equal to or less than the current system date to finish. All of the travel rows are
set to approve and the travel dates are filled in.
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8.5.10 Amend an Order

Amending an order allows the SPO to change the order travel rows which include
the order begin and end dates. Orders in a Proposed status cannot be amended.

To amend an order, search the order to be amended.

Reserve Orders

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

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300} (300

Empl ID: [begins with =] | @,

Empl Record: |: = 0@,

Trans ID: [= =

Duty Type: |: j | j
Begin Date: |: = [

End Date: [= = El

National ID: [begins witn =] |

Name: |begins withj|

Last Name: [ begins with =] |

Order Status: |: j | j

Duty Department:l begins with j |

[ case Sensitive

Search || Clear BasicSearch [ Save Search Criteria

Figure 146: Search Order to Amend

Select the order action to Amend Order and click Go.

Travel Motes Funding Leave Approval Audit
Test Employee EMP Empl ID: 1234567 Empl Record: 0
Trans ID: 1776460 Amend Mode Order Action: |Amend Order j iGo:
Order Begin Date:  07/01/2011 Order Type: Resernve
Order End Date: 06/30i2014 Order Status: En route
# of Days | Term: 1096/ Longterm Duty Type: Extended Active Duty
Duty Department: 010081 PSC RPM-2 Authority: 1W0USC 12311
Empl Category: TRAYPAY CAT:

Figure 147: Amend Order
The fields that are allowed to be amended are now editable. Make the necessary
changes. Making changes to the Actual Dates will update the order Begin Date /End
Date, recalculate the duration of the order, the term and eligibility of the order.

The changes will not be saved until the approval request has not been submitted.
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8.5.11 Cancel an Order

All orders can be cancelled and will need to go through an approval process upon
doing so.

e Ordersin a Proposed status can be cancelled but do not have to go through
an approval process and will be cancelled immediately.

e Orders with an Enroute status when cancelled will have their pay group
automatically changed.

e All leave associated with a cancelled order will be cancelled.
8.5.10.1 Cancel Order Without TONO
1. To cancel an order without TONO, search for the order to be cancelled.

2. Inthe Order Action drop down select Cancel Order and click Go.

EECEETE Trevel | Motes || Funding | Leavs | Approval | kot

Test Cmployes EmpP Emplilr 123455 Empl Record: 0
Trans I0: GETAEIE Order Action: | Cancel Drder 5 |Ga

Ordie Begin Date: 0803201

Order Type:  Hos
Ordor End Date:

Drder Status:  Authonzed

#olDays (Term: 35 | ShorTerm Duty Type:  Act Dty Operational Support-AC
Dty Department: 000005 CG STA YANKEETOWN Authority: 1usc

Empl Categony: SEL  Selected Reserve THAYPAYCAT: & Diilling Pay Stetus

[Basiciotormaton
Purpase: : Route for Authonzation
Payment for Duty:
Payment 1or Travelt
“luty Department:

Dot Banahtting: 007181 4, SEC MUAMI A

Degpt Funding: 008073 4, D7 PLNG & FORCE RDNS DIV (DX)
Deys of ADT-AT Satisfied: 15 Gowt Credit Card Holder: [

Authority (Redl

Auth. Official (Marme, Rank):

Figure 148: Cancel an Order

3. The Approval page is display. Enter comments and click Submit. The Order will
be routed to approvers for cancellation.

Reserve Orders Travel Motes Funding Leave m Audit

Test Employee EMP EmplID: 123456 Empl Record: 0

Trans ID: 9874546 Order Action: | Cancel Order j' Go
Order Begin Date:  06/03/2014 Order Type: Reserve

Order End Date: 06/27/2014 Order Status:  Authorized

Route for Approval

Approval Type: |Can|:e\ Order j
UserD: |
Dept of Approving SPO: O, BASE MB SPO (PS)
Comment: Cancel please.

Submit

Figure 149: Cancelling an Order
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4. The approver will then access the request from Request page and enter any
comments and approve the request to cancel the order.

Reserve Orders Travel Motes Funding Leave Audit

Test Employee EMP Empl ID: 123456 Empl Record: 0
Trans ID: QE7AB46 Order Action: I j
Order Begin Date: (0G/03/2014 Order Type: Reserne
‘Order End Date: 06/27/12014 Order Status:  Authorized

Approval Type: |Cancel Order j

User ID: |

Dept of Approving SPO: I—

Comment:

: Approve Push Back Deny

RSV Order Cancel Approval
= RSV Order Cancel:Pending (EViewHide Comments

One Approver Level

Pending

@ Multiple Approvers
SPO Supervisor

=~ Comments
SPO at 07/21/14 - 12:48 PM
Cancel please.

[5) seve | [oh ReturntoSearch| i Refresh | [ Add |

Figure 150: Approve Cancellation

5. Once the cancellation has been approved the AWE status and the Order Status
will reflect the changes.

Reserve Orders Travel Motes Funding Leave Audit

Test Employee EMP Empl ID: 123456 Empl Record: 0 ) )
Trans ID: Q874546 Order Action: I Go_
Order Begin Date:  06/03/2014 Order Type: Resene
Order End Date: 062712014 Order Status: Cancelled

Approval Type: Cancel Order

User ID:

Dept of Approving SPO:

Comment:

RSV Order Cancel Approval
= RSV Order Cancel:Approved () View/Hide Comments

One Approver Level

Approved
« SPO Supervisor
SPO Supervisor
0772114 - 1:48 PM

Figure 151: Cancelled Order
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8.5.10.2 Cancel order With TONO

1. To cancel an Order with TONO, search and select the Order. In the Order Action
drop down select Cancel Order with TONO and click Go.

Travel Motes Funding Leave Approval Audit

Test Employee EMP Empl ID: 1234567 Empl Record: 0
Trans ID: 2100984 Order Action: ﬂ Go
Order Begin Date:  04/11/2014 Order Type: | smend Order
Order End Date: 041712015 Order Status: |Cancel Drer
1ce L4

# of Days / Term: 372 | Longterm Duty Type: Generate DD214

Print Order
Duty Department: Authority: 10 US.Co123010d)
Empl Category: ISL Inactive Standby List TRAYPAY CAT: | Inactive Standby Reserve

Figure 152: Cancel Order with TONO

2. The Approval page will display. Enter comments in the comments box. This Order
will then be routed to the SPO to be processed for cancellation.

Reserve Orders Travel Motes Funding Leave Audit

Test Employee EMP Empl ID: 1234567 Empl Record: 0 R
Trans ID: 2100984 Order Action: Cancel Order and TONO | Ge |
Order Begin Date:  04/11/2014 Order Type: Reserve
Order End Date: 041172015 Order Status: Authorized

Approval Type: Cancel Order

User ID:

Dept of Approving SPO: 007181 SEC MIAMI ADMIN/PERS DIV

Comment:

RSV Order Cancel Approval

= RSV Order Cancel:Pending (& ViewHide Comments
One Approver Level
Skipped
- —
— 5PO Supervisor
08/26/14 - 12:52 PM

Pending

C") Multiple Approvers
SPO Supervisor

— Comments

SPO at: 08/26/14 - 12:52 PM
Cancel Order with TONO.

Figure 153: Submit Order with TONO for Cancellation
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3. The Approving SPO will then access the order cancellation request by using the
following navigation path: Home> Request> View My Request (all types).

On this page select Request I am Approver for and click Populate.

View My Action Requests

Test Employee

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

2."Requests | am Approver For' allows appraver 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

' My Submitted Requests @ Requests | am Approver For  All Requests
Transaction Hame: |40 Transactions =l
Transaction Status: [Pending =l
Submission From Date: (081812014 5
Submission To Date:  [08/26/2014 |[5 | Populate Grid | | Refesh

Transaction Name Status Member Member's Emplid Submitied By Approver Submission Date Approve/Deny
Approve/Deny

Order Approvals

Transaction Name & Status Member Member's Emplid  Submitted By Approver ission Date  App 1y

RSV Order Cancel Pending JOMATHAN MOSS 2001521 Anthony Suco Trisha Maftal 08/26/2014 Approve/Deny

Figure 154: Select Order Cancellation Approval

4. On this page enter comments and click Approve.

" Reserve Orders || Travel | Notes | Funding | Leave Audit |

Test Employee EMP Empl ID: 1234567 Empl Record: 0
Trans ID: 2100984 Order Action: I j | Go |
Order Begin Date:  04/11/2014 Order Type: Resenve
Order End Date: 0411712015 Order Status: Authorized

Route for Approval

Approval Type: [ Cancel Order =]

User ID: |

Dept of Approving SPO: I

Comment: Order with TOMNO now cancelled.

 Approve  PushBack  Deny

Figure 155: Approve Order Cancellation Request
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The updated AWE status will display.

" Reserve Orders | Travel || Motes | Funding || Leave Audit |

Test Employee EMP Empl ID;: 1234567 Empl Record: 0 o
Trans ID: 2100984 Order Action: |E|
Order Begin Date:  04/11/2014 Order Type: Reserne

Order End Date: 041712015 Order Status: Cancelled

Route for Approval

Approval Type: Cancel Order
User ID:

Dept of Approving SPO:

Comment:

RSV Order Cancel Approval
G2 View/Hide Comments

= RSV Order Cancel:Approved

One Approver Level

Approved
« SPO Supervisor
SPO Supervisor
08/26M4 - 1:23 PM

Skipped

SPO Supendsor
SPO Supervisor
08/26M4 - 12.52 PN

ol
Jrasry

= Comments

SPO Supervisor at: 08/26/2014 - 1:23 PM
Order with TONO now cancelled.

Figure 156: Updated SWE Status

The order will reflect the new order status.

" Travel || MWotes | Funding || Leave | Approval | Audit |
Test Employee EMP Empl ID: 1234567 Empl Record: 0
Trans ID: 21008584 Order Action: ﬂ |E|
Order Begin Date:  04/11/2014 Order Type: Resernve
Order End Date: 041712015 Order Status: Cancelled
# of Days | Term: 372 1 Longterm Duty Type: Invol Active Duty, Title 10
Duty Department: Authority: 10 US.C12301(d)
Empl Category: 151 Inactive Standby List TRAYPAY CAT: |  Inactive Standby Reserve

Figure 157: Cancelled Order with TONO
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8.5.12 Linking an Order

A member who is currently on long term orders and has a new long term order be
authorized immediately after the current order, they can be linked.

To link these types of order, create and authorize the order to be linked. Open the
order. For the Linked Order (previous) use the lookup tool and select the previous
order. In the Link Type drop down, select Back to Back. Click Save.

" Travel | Motes | Funding | Leave || Approval || Audit |
Test Employee EMP Empl ID: 1234567 Empl Record: 0
Trans ID: 2101244 Order Action: I j | Go |
Order Begin Date:  02/27/2014 Order Type: Resene
Order End Date: 09/30/2014 Order Status: Authorized
# of Days | Term: 35 [/ ShortTerm Duty Type: Act Dty Operational Support-AC
Duty Department: 000001 CGC GALLATIM Authority: 10 U.S.C. 12301(d)
Empl Category: SEL  Selected Reserve TRAYPAY CAT: A Drilling Pay Status
Basic Information
Purpose: AC |9, Contingency Preparedness | Route for Authorization |
Payment for Duty: Pay and Allowances =
Payment for Travel: Single Travel Claim hd
“Duty Department: 000001 Q. CGC GALLATIN
Dept Benefitting: 007865 @, MSU CHICAGD
Dept Funding: 003194 @, DY PLNG & FORCE READINESS (DX)
Days of ADT-AT Satisfied: 15/  Govt Credit Card Holder: [~
Authority (Ref): [
Auth. Official (Name, Rank): |
Linked Order (previous): 2101245 @, Link Type:l Back to back j
» Contingency
5] save | |Gt Returnto Search | | Previousin List | y=| MNextinList |

Figure 158: Link New Long Term Order
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8.6 Common Order Processes

8.6.1 Find/Review an Order (Including Audit)

This section reviews each tab of the order and provides a description of the contents
of each tab.

Reserve Orders m Motes Funding Leave Approval Audit Order Header =
Test Employee EMP Empl ID: 1234567 Empl Record: __#~T

Trans ID: 864080 Order Action: ﬂ

Order Begin Date: 0442511994 Order Type: Resemnve

OrderEnd Date:  (05/06/1994 Order Status:  Finished I Reserve Header |
# of Days | Term: 12 Duty Type: Active Duty for Training-AT g

Duty Department; 000651 Authority:

Empl Category: SEL  Selected Reserve TRAYPAY CAT: A Drilling Pay Status

Figure 159: Reserve Order Tab

The Reserve Orders tab contains two headers, the order header and the reserve
header. All of the fields in these two headers are view only. The order header is
displayed on all of the order tabs while the order header is not.

The Order Action drop down menu allows users five different options. Users can
print orders with the status of Authorized, Ready, En route and Finished. Orders
with a status of Proposed and Cancelled cannot be printed.

The Order Action drop down also allows users to Amend an order, cancelled an
Order and the TONO for an order can be cancelled.
The Basic Information section is where the details of the order are entered.

Basi 0 Lo

Purpose: WQJ Route for Authorization
Payment for Duty: Pay and Allowances =

Payment for Travel: Single Travel Claim =
*Duty Department: [oooss1 @y

Dept Benefitting: [oo1518 @

Dept Funding: ’WQJ

Days of ADT-AT Satisfied: 12
Authority (Ref): |
Auth. Official (Name, Rank): |

Linked Order {previous): QJ Link Type: | j

Figure 160: Basic Information
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The Contingency section is where the order contingency is entered.

Operational ID: |

Contingency 5tart Date: Authority:
Contingency End Date:
Reference Authority: |
Notification Date: [

1607 Eligibility Code: [ =l

1607 Eligibility Date: i

+ Contingency

Figure 161: Contingency

The Compliance section displays a list of compliance rules that are required to be
compliant before the order can be routed for authorization.

Overall Compliance: Compliant | Recalculate
Customize | Find | Visw A E First T 114 0f 14 T Last

i Summary " Waiver |

Rule ID Description Compliant Waiver?
TraPayCat Training Pay Category Check Compliant M

Agell Age 59 Maximum Compliant M

1095end Maximum ADOS days at order end Mot Applicable M

16yAD SV 16 Year maximum AD Service Mot Applicable M

IWTCS 30 year TCS Officer Mot Applicable M

WeighComp LastWeigh-In Compliant Mot Applicable M

0daDT 30 Day ADT-OTD Maximum Mot Applicable M

Cirill Scheduled Drill Conflicts with Order dates Compliant M

OblgSery Insufficient Reserve Obligated Service Compliant M

1095beq Maximum ADOS days at order begin Mot Applicable M

ITIS 30 year TIS Enlisted Compliant M

Weighln Last Weigh-In Completed Mot Applicable M

ORDOverlap |Overlapping orders Compliant M

20yADSv 20Years maximum AD Service Compliant M

5] save [oF RetunioSearch | Previousinlist 4| NextinList &% Refresh
Reserve COrders | Travel | Notes | Funding | Leave | Approval | Audit

|

Figure 162: Compliance
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The Waiver tab of the compliance section displays any waivers that applicable to

any of the compliance rules.

Overall Compliance:

Compliant

’Surrrnary B Vvaiver

E—

1-14 of 14

Rule 1D Waiver Code Description
TraPayCat
AgeB0
1095end
16yADSV
30yTCS
‘WeighComp
30dADT

Drill
OblgServ
1095beqg
3TIS
Weighln

ORDOverlap

20yADSV

‘Grant Date Expiration Date

[5] save  [5h Aetum to Search | Previous in List | Nextin List | |3 Refresh

Reserve Orders | Travel | Notes | Funding | Leave | Approval | Audit
N

Figure 163: Waiver Tab

The Travel tab contains the Itinerary for the order.

Customize | Find | El |

Position Description Location Description

Itinerary
Seq Travel Travel _ N L
Nbr Type Approval Estimated Date Actual Date Nature of Duty Deptid Description
1 Depart Approved 042511994 042511994 Training
2 Report Approved 04/25M1994 042511994 Training
98 Depart Approved 05/06/1994 05/06/1994 Training
99 Report Approved 05/06/1994 05/06/1994 Training
Travel Orders st Kl 1014 I 1ot
T
*Seq Nbr: Travel Type: |— Trvl Approval: Approved EI
Estimated Date: |04/25/1994 Department: 001518
Actual Date: 04/25/1994 Location: ME0025
Nature of Duty: | Training |5

Pasition humber:[ |

Posn Job Code:
Other Location: JCGRU M & RDET PORTLAND |

Route forApproval |

}» Per Diem

} Travel Details
¥ Additional Authorized Expenses

~ Delay En route

Begin Date End Date Delay En route Days

1 B el ==

} Dependents Authorized for Travel

Figure 164: Travel Tab
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Current Messing Entitlement |

Messing: |

Govt Rate: |

Messing and Quarters

CIVReduced Per Diem Amt: [ |
GovtReduced Per Diem Amt: | |

Lodging Rate Factor: |

Lodging Rate: [
Per Diem MIE Rate: | |

Actual Expense Amount: |:|
IAW CMDT LTR of: |:|

Per Diem City: |

Per Diem Quarters:

amownt[ ] I contactea

I~ Rental Car ™ Upgrade Authorization
I~ Local Travel {Includes taxi, bus, metro & oth

Travel at TDY Site

Upgrade to Size:

Public Trans)

I~ Combat Zone

[T Gov't Transportation Account (GTA)
Mode of Transportation:
RONDays: [ |

Medical Travel:

~ Travel Details

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

ROM Locality: | |
Medical Escort: | |

I Privately Owned Conveyance (POC)
POC Type: | 5| |

v Additional Authorized Expenses

Addl Exp Code Expense

Proposed
Amount

ENE

Figure 165: Travel Details

The Notes tab displays the clauses that are associated with the order.

 Reserve Orders || Travel \/ Funding [ Leave [ Approval 0 Audit

Test Employee EMP
Trans ID: 264080

Order Begin Date:  04/25/1994

Order End Date: 05/06/1994

# of Days | Term: 12 1

Duty Department: 000651

Empl Category: SEL  Selected Reserve

Empl ID: 1234567 Empl Record: 0
Order Action:

Order Type: Reserve

Order Status: Finished

Duty Type: Active Duty for Training-AT
Authority:

TRAYPAY CAT: A Drilling Pay Status

*Sequence Number: ’_1 PHA: 00/00/00

Annual Screening

Secret]

*Contract Clause: RS0 @, |Eligibility / Readiness Requirements [have / have NOT] been met.
Physical Exam: 00/00/00

Dental Exam: 00/00/00
Dental Class: (no class Ill ar IV)

Current Security Clearance / Date: [Mone, Classified, Secret, Top

Questionnaire: 00/00/00

[ Show on Printed Order

[5] save | (ot Retur to Search | Previous in List | NextinList | £ Refresh | | Add |

Reserve Orders | Travel | Notes | Funding | Leave | Approval | Audit

Figure 166: Notes Tab
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The Funding tab displays the of the TONO and LOA details.

Reserve Orders || Travel | Notes \/ Leave || Approval O Audit |

Tes! Employee EWP EmplID: 1234567 Empl Record:
Trans ID: 2250293 Order Action: j'
Order Begin Date:  04/07/2014 Order Type: Reserve

Order End Date: 04118120714 Order Status: Authorized

#of Days / Term: 12 | ShorTerm Duty Type: Active Duty for Training-AT

Duty Department: 000001 CGC GALLATIN Authority: 10 U.8.C. 12301(b)

Empl Category: SEL  Selected Reserve TRAYPAY CAT: B IMAw/Selective Svc Sys
Project Code: @,

Reimbursable Agreement Number:

am
Customize | Find | view ~1 | B | 3

— —
First 1-30f3

Last

| RCLCLERSA ( LOA Detais |

Travel Order Number Line of Accounting Funding Type T“:“p:'"e“' f,';“;" Eggé'ﬂ::.'em fi:gﬁ“em ';:;‘:‘;':""9 ::3::":' :s;':'.'.:'?."e: m‘m"'e"‘ Issue Date E;'t’:""e
1114314PRCBUU000 2P32199900RC07371302100 Travel 1" 14 31 4 P RC suu 0oo 0411172014
T214314PRCBUTO01 2P32199900RC0737120122R FICA 72 14 31 4 P RC suT 001 041112014
7214314PRCBUTO00 2P32199900RCO737130117H Pay T2 14 31 4 P RC suUT 000 04/11/2014
5] save | [oh Returnto Search

Figure 167: Funding Tab
The Leave tab displays the leave balance for the member.

" Reserve Orders | Travel | Motes | Funding |(EEEICOM [ Approval | Audit |

Test Employee EMP Empl ID: 1234567 Empl Record: 0

Trans ID: 864080 Order Action:

Order Begin Date:  04/25/1994 Order Type: Reserve

Order End Date: 05/06/1994 Order Status: Finished
# of Days | Term: 12 Duty Type: Active Duty for Training-AT

Duty Department: 000651 Authority:

Empl Category: SEL  Selected Reserve TRAYPAY CAT: & Drilling Pay Status

Leave Balances

Current Leave: 10.000000 AD Leave: 10.00 Reserve Leave: 0.00
AD Leave Sold: 0.000000 AD Sellable Leave: 10.00 Total Sellable Leave: 10.00

Total Leave To Selk: 0.0

5] save (G RetumnioSearch 1] Previousinlist 4] NextinList &% Refresh [Ek Aagd |

Eeserve Orders | Travel | Motes | Funding | Leave | Approval | Audit

Figure 168: Leave Tab
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The Approval tab displays the approval history for the order. The reserve header is
not displayed on the Approval tab.

" Reserve Orders | Travel | Notes | Funding [ Leave \’ Audit |

Test Employee EMP EmplID: 1234567 Empl Record: 0
Trans Dz 264080 Order Action: I ﬂ
Order Begin Date: 04/25/1994 Order Type: Reserve

Order End Date: 05/06/1994 Order Status: Finished

Route for Approval

Approval Type: | ﬂ
User ID: |

Dept of Approving SPO: IW BASE MB SPO (PS)
Comment:

Figure 169: Approval Tab

The Audit tab displays the history of changes for the order. This page is read only.

" Reserve Orders |[ Travel |[ Notes | Funding | Leave || Approval \

Test Employee EMP EmplID: 1234567 Empl Record: 0

Trans ID: 2250293 Order Action: I ﬂ

Order Begin Date:  04/07/2014 Order Type: Resemnve

Order End Date: 04/18/2014 Order Status: Ready

# of Days | Term: 12 | ShorTerm Duty Type: Active Duty for Training-AT

Duty Department: 000001 CGC GALLATIN Authority: 10 U.S.C. 12301(b)

Empl Category: SEL Selected Reserve TRAYPAY CAT: B  IMAw/Selective Svc Sys

Approval History Customize | Find | View A First I 1.5 0r5 I Last

N N Approval Travel
User ID Name Datetime Modified Status Approval Type Seq Nbr Comments
System : Requester (9876543) is approver
on step number 1, path 1, stage 10, which
4 9876543 | SPO 05/05/2014 1:04:59PM Pending Mutiple Travel Approvals 2 has self-approval disabled! (18081,1031)
5P0:The approval is set for

SEQ_NO=2.

Order History Customize | Find | B | 3 First £ 1220 of 20 I Last
" Summary " Order Header | OrderTravel | Order Funding | Details |

User ID HName Datetime Modified Action Audit Record Name
19876543 SPO 05/05/2014 1:04:58PM Change CG_ORDER_TRAVEL
29876543 SPO 05/05/2014 1:04:58PM Change CG_ORDER_TRAVEL
3|9876543 3P0 05/05/2014 1:04:58PM Change CG_ORDER_TRAVEL

Figure 170: Audit Tab
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8.6.2 Entering Order Notes

The order Notes tab displays any clauses for the order. Additional notes may be
added to the order using this page.

Reserve Orders || Travel @ Funding || Leave || Approval | Audit

Tse_s_t_E_l:n_glpy_e_e EMP Empl ID: 1234567 Empl Record: 0 ) .
Trans ID: 2250293 Order Action: ﬂ  Go
Order Begin Date:  04/07/2014 Order Type: Reserve

Order End Date: 04/18/2014 Order Status: Ready

#of Days | Term: 12 | ShorTerm Duty Type: Active Duty for Training-AT

Duty Department: 000001 CGC GALLATIM Authority: 10 LLS.C12301(0)

Empl Category: SEL  Selected Resenve TRAYPAY CAT: B IMAw/Selective Svc Sys

Find | View A1l First Bl 4 of 4 I Last

*Contract Clause: RS0 @, [Eligibility / Readiness Requirements [have / have NOT] been met. - #[=
,—1 Physical Exam: 00/00/00
PHA: 00/00/00
Dental Exam: 00/00/00
Dental Class: (no class Il or V)
Annual Screening Questionnaire: 00/00/00
Current Security Clearance [ Date: [Mone, Classified, Secret, Top
Secret] =l

[¥" Show on Printed Order

*Sequence Number:

: S-E\re |§\?‘ Return to Search: [L A.clcl

Reserve Orders | Travel | Motes | Funding | Leave | Approval | Audit

Figure 171: Order Notes Tab

1. To add additional clauses to an order, click ||,

2. Use the lookup tool to add a Contract Clause.

3. Enter a sequence number.

4. To prevent a clause from showing on the printed order check the Show on
Printed Order check box for the associating clause. This change can be made at

anytime.

5. Click Save.
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8.6.3 Selling Leave

Reserve Orders Travel MNotes Funding m Approval Audit

Test Employee EMP EmplID: 1234567 Empl Record: 0
Trans ID: 2250293 Order Action:

Order Begin Date:  04/07/2014 Order Type: Reserne

Order End Date: 04/18/2014 Order Status: Ready
# of Days | Term: 12 | ShortTerm Duty Type: Active Duty for Training-AT
Duty Department: 000001 CGC GALLATIN Authority: 10 U.5.C.12301(D)

Empl Category: SEL  Selected Resernve TRAYPAYCAT: B IMAw/Selective Svc Sys

Current Leave: 0.000000 AD Leave: 0.00 Reserve Leave: 0.00
AD Leave Sold: 0.000000 AD Sellable Leave: 0.00 Total Sellable Leave: 0.00
Total Leave To Sell: 0.0
Save [F Return to Search i Refresh Ek Adcl:

Reserve Qrders | Travel | Motes | Funding | Leave | Approval | Audit

Figure 172: Leave Tab

e The balances are as of current date and do not include forecasted leave for
end of order.

e The system will not allow the user to enter more leave to be sold than the
Total Sellable Leave.

e Total Leave to sell is disabled for LongTerm orders. To sell leave the order
type must be RELAD.

The fields on this page are listed below in the table along with a description.

Field Name Description

Current Leave Global Pay accumulator of cumulative leave days available
Reserve Leave Global Pay accumulator of reserve leave balance

AD Leave Sold Global Pay accumulator of Active duty leave days sold

AD Leave Current Leave minus Reserve Leave

AD Sellable Leave lesser of (60 days minus Reserve Leave) OR (AD Leave)
Total Sellable Leave | AD Sellable Leave plus Reserve Leave

Table 10: Leave Fields
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8.6.4 Order Compliance

Below is the Order Compliance page which displays the following:

e Alist of each compliance rule and if it is compliant, non-compliant or not
applicable.

e Displays the overall compliance of an order if it is compliant, non-compliant
or non-compliant with waiver based on the compliance of all rules combined.

e Displays the waiver status as Y for yes if a rule has a waiver in the member’s
person profile.

e Not all rules can be waived.

e An error message will display if a request for approval (in any status) is
made and the overall compliance is non-compliant.

e Compliance is calculated upon save and when the recalculate button is
pressed.

e Compliance is enforced throughout the life of an order, including if the order
has been amended (begin or end dates have been changed).

Overall Compliance: Compliant Recalculate

.' a i-‘ Waiver

Rule ID Description Compliant Waiver?

TraPayCat Training Pay Category Check Compliant M

Agedl Age 59 Maximum Compliant M

1095end Maximum ADOS days at order end Mot Applicable M

16yAD SV 16 Year maximum AD Service Mot Applicable M

30yTCS 30 year TCS Officer Mot Applicable M

WeighComp  Last Weigh-In Compliant Mot Applicable M

30dADT 30 Day ADT-OTD Maximum Mot Applicable M

Dirill Scheduled Drill Conflicts with Order dates Compliant M

OblgServ Insufficient Reserve Obligated Service Compliant M

1095beg Maximum ADOS days at order begin Mot Applicable N

3yTIS 30 year TIS Enlisted Compliant M

‘Weighin Last Weigh-In Completed Mot Applicable M

ORDOwerlap  Overlapping orders Compliant M

20vADSv 20 Years maximum AD Service Compliant M

5] save [Ch ReturntoSearch 1| Previousinlist 4| MextinList % Refresh E
Reserve Orders | Travel | Motes | Funding | Leave | Approval | Audit

Figure 173: Compliance
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Below is the Waiver tab which displays the following:

o Ifthere is a valid waiver, the system will display the wavier code, description,
grant date and expiration date.

e Waiver grant date must be before or equal to the order begin date.
e Expiration date must be greater than or equal to the order end date.

e The compliance will be marked “Non-Compliant with Waiver”.

Overall Compliance: Compliant | Recalculate |

Rule ID Waiver Code Description Grant Date Expiration Date

First K1 444 of 14 I | ast

Customize | Find | View 21 | B | T

TraPayCat
AgeBl
1095end
16yADSHY
3YTCS
WeighComp
30dADT

Crill
OblgServ
1095beg
30yTIS
Weighln
ORDOverlap

20yADSHV

[5) save | [G" Retumto Search | [f] PreviousinList| 4] NextimList| |&% Refresn

Reserve Orders | Travel | Motes | Funding | Leave | Approval | Audit
e

Figure 174: Waiver Tab
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8.6.5 Create/Submit Reserve Waiver

1. To create and submit a Reserve Waiver for a member, locate the member’s
Person Profile record.

Person Profile

Empd 10: 1234567 Test Employee
Profile Type: PERSOM Person

*Profile Status: |Adive vl

*Description: | Test Employee O =
Profile Actions: [ <Select Action> = ®

" Qualifications || Education || Mobility | Waivers

+ Competencies

Competency Content Type *Effective Date

Figure 175: Person Profile

2. Click on the Wavier tab and click Add New Waiver.

Person Profile

Empl ID: 1234567 Test Employee
Profile Type: PERSON Person

*Profile Status: [Acie =]

*Description: Test Employee 0S5
Profile Actions: [<select Action= ED

" Competencies || Qualifications || Education | Mobility

w Reserve Waivers

There are currently no Reserve Waivers for this profile. Please add one if required.

Add New Reserve Waivers

Figure 176: Waiver Tab

United States Coast Guard Reserve Activities User Guide



3. The Waiver page will display.

Person Profile

Add New Reserve Waivers
Empl ID: 1234567
Profile Type: PERSON
continue adding additional items.

Details

*lssue Date: "38!'15."2014

*Status: I Active =]

Waiver Status: | =l
[~ Waiver Aviation Flag

Request Date: | Bl
Renewal Date: | £l
]

Expiration Date: |

Bl
*Waiver Code: | @,

Test Employee

Person

Add item details. Select OK to apply changes and return. Select Cancel to return. Select Apply and Add to

Find | View Al First BN 4 of 4 L | ast

(]

Physician:

Description:

oK | Ccancsl

 Apply and Add Another

Figure 177: Add New Waiver

e Issue Date: This the effective date of the waiver which must be on or before

the order end date to apply.

e Waiver Code: Is selected when creating the waiver. This is assigned to a rule

on the compliance setup page.

e Status: This is where the waiver can be activated to be applied to the order or

deactivated so it does not apply to the order.

e Expiration Date: This is when the waiver expires. It must be on or after the

order begin date to apply.

e Remaining fields are not applicable to

United States Coast Guard Reserve Activities User Guide
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8.6.6 Add/Update Member Weigh-In Information

1. To add Member Weigh-In information for a member, click on the Mobility tab on
the Person Profiles page and select Add New Weigh-In Information.

Person Profile

Empl ID: 1234567 Test Employee
Profile Type: PERSON Person
*Profile Status: Active :['
*Description: Eugene Porterfield 0
Profile Actions: |<Se|ecMctiun> = @
Competencies Qualifications Education Waivers
v B g L4 a
D Content Item ID Content Type Eye Color Hair Color
Physical .
PHYSCHAR Characteristics PHYSCHAR Brown @

[+] Add New Physical Characteristics

=

There are currently no Weigh-In Infarmation for this profile. Please add one if required.

|ﬂ Add New Weigh-In Information

Save

Figure 178: Member Weigh-In Information

2. Fill out the required fields marked with an * since those are required fields.

®lf the member is overweight, the Overweight check box will have to be checked, if
this box is not checked for an overweight member, then when the Reserve Orders
component validates the member’s weigh-in information it will check out ok and not
be marked non-compliant.

8.6.7 DD214

For Long Term Reserve Orders the DD214 is generated with a RELAD. To generate
a DD214 for a Short Term Reserve Order refer to the Separations User Guide section
11.10 Generating a DD214 for Short Term Reserve Orders.
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8.7 Order Setup and Configuration

8.7.1 Contingency Setup

1. To setup a new contingency or modify an existing contingency, from the portal
homepage on the Enterprise menu, click Reserve Activities, Setup, and
Contingency Ops.

Enterprise Menu

[*lAdminister Workforce
[+ Compensate Employees
#Define Business Rules
[#Direct Access PeopleTools
[#Monitor Workplace
[F1Self Service
[*1Self Service
#Develop Workforce
[*IHuman Resources
[#Recruiting
#\Workforce Administration
[*|Benefits
[+|Global Payroll & Absence Mgmt
#\Workforce Development
[#IPCS Orders
[IReserve Activities
[*Reports
SiSetup

-Contigency Ops

=Duty Purpose Table

- Order compliance
-Member Status Change
-Resemnve Orders
-Reserve Drills
-Annual Screening Questionnaire
-Resenve Member Balances
- Additional Expense Setup

Figure 179: Contingency Setup

2. Click Add a New Value for a new contingency and click Add.

Contigency Ops

Find an Existing Value Add a New Value
Contigency ID: INE'."'."

Add

Find an Existing Value | Add a New Value

Figure 180: Add a New Value

United States Coast Guard Reserve Activities User Guide



3. The Operation Begin Date, Authority Code and Short Description are required
fields. Click Save. The Operational ID will generate.

Contingency Operations Setup

Operational ID: 0000000004

Operation Begin Date: 04/01/2014 E.‘.J
Operation End Date: Bl
Hamed Contingency Code: ’7
Accounting Cost Center: l—

Program Element: Q>

TONO Program Element:

Event Type:
Authority: 10 U.S.C. 12301(a)

Duty Type:
Activation Authority:

Short Description: |UserGuide

K | KN [

Description:

@ save [ aga.

Figure 181: Contingency Operations Setup
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8.7.1.1 Modify an Existing Contingency

1. To modify an existing contingency, navigate to the contingency page
(Contingency Setup 7.6). Contingencies can be searched for with or without
entering any search criteria.

Contigency Ops

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

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 200} |200
Search by: Contigency ID begins with |

Search | Advanced Search

Find an Existing Value | Add a Mew Value

Figure 182: Modify Existing Contingenc

2. From the search results list select the contingency to modify.

Contigency Ops

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

Find an Existing Value Add a New Value
Maximum number of rows to return (up to 300). [300

Search by: Contigency ID begins with

Search Advanced Search

Search Results

View All First [q] 1-610f61 [3] Last
Contigency ID Authority Start Date for Gen Standing PO End Date  Duty Type Description
;12306 03/20/2014 03/27/2014 (blank) |a

0000000002 12301(h) 04/01/2014 04/30/2014 ADOS-AC Test Contingency
0000000003 12301(a) 04/01/2014 04/30/2014 ADHC User Guide
0000000004 12301(a) 04/01/2014 (blank) (olank)  User Guide
0000001.00 12301(d)|09/11/2001 (blank) ADOS-AC Operation MNoble Eagle
0000003.00 12301(d)|09/11/2001 09/30/2005 ADOS-AC MTSA
0000004.00 12301(d)|09/11/2001 (blank) ADOS-AC Expeditionary SPOE
0000005.00 12301(d) 08/30/2005 (blank) ADOS-AC Hurricane Katrina
0000006.00 08/30/2005 (blank) ADOS-AC Hurricane Rita
0000007.00 712 08/30/2005 (blank) TITLE14 Hurricane Katrina
0000008.00 12301(d) 09/24/2005 (blank) ADOS-AC Hurricane Wilma
000000800 712 10/21/2005 (blank) TITLE14 Hurricane Wilma
0000011.00 |12301(a)|09/11/2001 (blank) TITLE10 Operation Noble Eagle
000001200 12302  |09/11/2001 (blank) TITLE10 Operation Moble Eagle
0000013.00 12302 |09/M11/2001 (blank) TITLE10 Expeditionary SPOE
0000014.00 12301(b) 08/30/2005 (blank) ADT-AT  Hurricane Rita
0000015.00 |12301(h) 08/30/2005 (blank) ADHC Hurricane Rita
0000016.00 12302  |09/11/2001 09/30/2005 TITLE10 |MTSA

T

Figure 183: Contingency Search Results
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3. Make any necessary changes and click Save.

Contingency Operations Setup

[E save | [Gh Retumnto

Operational 1D: 0000000004

Operation Begin Date: 0410172014 [5]

Operation End Date: 04/30/2014 [5]

Hamed Contingency Code: ’UGi

Accounting CostCenter: [A1 |

Program Element: 10 O“

TONO Program Element: 10

Event Type: Contingency Event hd
Authority: 10 U.S.C. 12307(3) =
Duty Type: ADHC jlnd
Activation Authority: 123

Short Description: [User Guide

Description:

Search | f1:| Previous in List | G Nextin List |

Figure 184: Contingency Changes
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8.7.2 Accounting Setup

To access accounting setup, from the portal homepage on the Enterprise menu click
Reserve Activities then click Setup. From here, click on the appropriate link depending on
what is being setup — Program Element Budget, Department Accounting or Order Funding
Project Code.

[~IResemne Activities

[+Reports

2Setup
- Contigency Operations
-Duty Purpose Table
=Order Compliance
-Contract Clause Setup
-Resene Duty MNotes
-Program Element

Budget
-Deparment Accounting

- Crder Funding Project
Code
-Project Code Setup
=-Additional Expense
Setup
-Resenve Orders

Figure 185: Accounting Setup

8.7.2.1 Add a New Program Element Budget

The Program Element Budget requires annual setup of PE per fiscal year and Used
to lookup TONO/LOA fields for Reserve.

1. To setup a new Program Element Budget, click on Add a New Value. Using the
look up tool select the Budget Period and Program Element and click Add.

Program Element Budget

Find an Existing Value |
I e

Budget Period: @,
Program Element: @,

Add

Find an Existing Value | Add a New Value

Figure 186: Program Element Budget
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2. Fill out all fields below and click Save.

Accounting Appropriation
Accounting Allotment Fund Code
Accounting Allotment Level
Document Sequence Number

PE Budget

Budget Period: 15 2015 Fiscal Year 2015
Program Element: AQ MNAPS

Point of Contact: Q@

*Accounting Region: I :l'

*Accounting Appropriation:

*Accounting Appropriation Limit: '_
*Accounting Allotment Fund Code: l_
*Accounting Allotment Level: |—
*Accounting Cost Center: '—

Document Sequence Number: 000

Estimate:

Figure 187: Add PE Budget

8.7.2.2  Edit an Existing Program Element Budget

1. To edit an existing Program Element, enter the search criteria and click Search.
Select the Program Element that requires editing.

Program Element Budget
Enter any information you hiave and click Search. Leave fields blank fi

Find an Existing Value Add a Mew Value

Maximum number of rows to return (up to 300); |300

Budget Period: Ibegins withj| @,
Program Element:lbegins withﬂ| QJ
Search Clear :Easic Search [ Save Search Criteria

Search Results
View All First [4] 1-1000f 157 |»| Last
Budget Period Program Element

a3 10
13 AS
13 AT

Figure 188: Search Existing Program Element Budget
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2. Make the necessary edits and click Save.

PE Budget

Budget Period: 13 2013 Fiscal Year 2013
Program Element: 10 PiA & FICA for non Rsv-funded

Point of Contact: 1069533 @, Montreville Holcombe
*Accounting Region: IK :I'

*Accounting Appropriation: 301

*Accounting Appropriation Limit: 299

*Accounting Allotment Fund Code: |10

*Accounting Allotment Level: |U—
*Accounting Cost Center: 70098
Document Sequence Humber: 2BK

Estimate: 3000.00

[5) save | [G Retum o Search | 7] Previous inList | 5] NextinList |

Figure 189: PE Budget Edits

8.7.2.3 Update Department Accounting

1. To update Department Accounting, enter the values for the department to be
edited and click search. Select the department to be edited.

Department Accounting

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

Find an Existing Value

Maximum number of rows to return (up to 300); |300

SetID: [oegins witn =] | @,
Department: [oegins witn =]

Description: |begins withj|

Company: |begins withj| @,
Location Set ID: |hegins withj| @,
Location Code: | begins witn [=| | Q@
Manager ID: [oegins witn =] | @,

Budget with Department: [ begins with [=] |

[ Case Sensitive

Bearch | Clear |BasicSearch [ Save Search Criteria

Search Results

Only the first 300 results of a possible 17149 can be displayed. Enter more search key information and search again t

Wiew All First IZ‘ 1-100 of 200 Iﬂ Last
Set D Department Description Company Location Set ID Location Code Manager 1D

(7% 000812  |E/EHMESDIS AND 00010 MD0016 (blank)
00007 000813  |R/ED RIPDC RIRTA AND 00010 MD0017 (blank)
00007 000814  |NOAA OGP AND 00010 MD0018 (blank)
00007 000815 |REFMIOER AND 00010 OR0021 (blank)

Figure 190: Department Accounting Search
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2. Fill out all of the fields on this page. To insert a new row click on the ™! and fill

out all of the fields and click Save.

Dept Accounting

SetID: 00007 DeptlD: 000812 E/EI-MESDIS
ATU: 85 OPFAC: 1 Type: NOAA
Customize | Find | View A1 | B | 3 First Kl 1074 D Last
@RS  Benefiting Dept |
Ac ing % "0 prog,
*Duty Type *Duty Term N Appropriation
Region Limit Element
= = = @ =

5] save | [Gh RetumtoSearch | 7] PreviousinList | [s5] NextinList |

Figure 191: Department Accounting Edit

3. Select the Benefiting Dept tab. Fill out the fields and click Save.

Dept Accounting

SetlD: 00007  DeptlD: 000812 E/E-NESDIS
a5 OPFAC: 1 Type: NOAA

ATU:

A By First K14 o 1 1 st

Customize | Find | View

W 38| Benefiting Dept

*Duty Type *Duty Term Cost Center

| =l | - [ E|

[5) save | |G Rewmtosearch | {7 PreviousinList | [s=] NextinList |

Figure 192: Benefiting Dept
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1. To add a new Funding Project Code, enter the project code and click Add.

2.

8.7.2.4 Add a New Order Funding Project Code

Funding Project Code Setup

Project Code: 000166

Add

Find an Existing Value | Add a New Value

Find an Existing Value Add a New Value

Figure 193: Add Funding Project Code

Fill out the fields and click Save.

Project Code

Project Code: 000160

*Functiona\Areawanenlcafr\"”gmt 'l
*Short Description: Carlngmt

*Description: |Car|'v1ngmt

[5) save

Figure 194: Save Project Code
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8.7.2.5 Edit an Existing Order Funding Project Code

1. To edit an existing Order Funding Project Code, enter the search criteria and
click search. Select the Project Code to be edited from the search results.

Funding Project Code Setup

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

Find an Existing Value Add a Mew Value

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

Project Code: | begins with [~ [o00166
Functional Areafownenl = j | j
Description: |begins withj|

[~ Case Sensitive

Search || Clear |BasicSearch |§ Save Search Criteria

Search Results

Only the first 300 results of a possible 2896 can be displayed. Enter more search key informatip

View All First [4] 1-100 of 200 [p] Last
Project Code Functional Area/Owner Description

000166 _ Investigator, First Class (IW1)

000180 _ Information Systems Technician, First Class (IT1)

Figure 195: Edit Existing Project Code

2. Make the necessary edits and click Save.

Project Code

Project Code: 000166

*Functional ArealOwner: I-‘\D Payslip =]
*Short Description: Investigat

*Description: [Investigator, First Class (V1)

5] save | |Gt ReturntoSearch | [1-] Previous inlist | WZ] MextinList | Bk add| [ updatemisplay|

Figure 196: Existing Project Code Edit
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8.7.3 Order Notes

To setup Order Notes, from the portal homepage, navigate using the Enterprise
Menu following this navigation path: Reserve Activities> Setup> Reserve Duty
Notes.

1. Toadd a new order note, click Add a Value. Leave the Duty Type blank and click
Add.

Reserve Duty Notes

Find an Existing Value Add a Mew Value

Duty Type:l j

Add

Find an Existing Value | Add a New Value

Figure 197: Add New Order Note

2. Enter a Seq Nbr.

3. Select a Contract Clause.

4. Selectif you want a Contingency associated with this note.

5. The comments are pre-generated. Click Save.

Duty Type:

Find | View Al First I 4 of 4 I Last

. +|[=
Seq nor:l 3 Contract Clause: 008 /@&, SEP-ENL Contingency?: [~ =]

comment |THIS SEPARATION ACTION HAS BEEN AUTHORIZED PURSUANT TO CGPSC-
EPMWRITTEN DECISION AND 1S I35UED BY 5. MATADOBRA, COR, CHIEF,
ADVANCEMENT AND SEPARATIONS BRAMCH - BY DIRECTION OF COMMANDER,
COAST GUARD PERSONMEL SERVICE CEMTER.

: Save: IE Nntify:

Figure 198: New Order Note
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8.7.3.1 Edit Existing Order Note

1. To edit an existing Order Note, select the Duty Type from the drop down and
click Search.

Reserve Duty Notes

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

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300} (300
Search by: Duty Type begins with| Active Duty for Training-0TD =]

Search :Advanc:ed Search

Find an Existing Value | Add a New Value

Figure 199: Edit Existing Order Note

2. All of the Order Notes associated with the Duty Type will be displayed in a
collapsed view. To view all of the notes, click View AlL

Reserve Duty Motes
Duty Type: Act Dty Operational Support-AC

Order Notes Find | View All First = 1 of 17 I Last

Seq Wbl 2 Contract Clause: M01 @, NDAApremo Contingency?: = #H[=

Comment [Y0U are ordered to active duty for a period of less than 30 days for medical/dental &
screening andfor care. Ifyou are not determined to be medically qualified for
deployment, you will be released from active duty and returned to prior status. If
you are determined to be medically qualified for deployment, you are further
ordered to active duty for a combined period not to exceed the stated duration of
these orders. unless sooner released by proper authority. ﬂ

: S.a\re @" ReturntuSaarch: El ND‘LIf_','

Figure 200: View All Order Notes

This page allows the user to edit the Contingency and wording of the Contract
Clause. After making any changes, click Save.

On this page users may also re-order the clauses in which they will be displayed by
editing the Seq Nbr.
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8.8 Reserve Order Reports

The following reports are associated with Reserve Orders:

Reserve Orders Extract

RSV Orders w/Invalid Accounting
Unfinished Reserve Orders
Amended Reserve Orders

8.8.1 Reserve Orders Extract Report

This report displays orders for a member. Enter the EmplID, Begin Date not less
than and the End Date not greater than and click View Results.

CG_RSV_ORDERS_EXTRACT - Reserve Orders Information

Empl ID: @,
Order Status: |_QJ
Duty Type: @,

Beqgin Date not less than: [05/01/2014 Ei,]
End Date not greater than: |07/21/2014 [5{]
Duty Department; Q@

Budget Dept: @,
Contigency ID: @,
' Yiew Results |

Download results in . Excel SpreadSheet TSV TextFile XMLFile (2 kb)

Empl | Order Order Order Order End Term of | Duty . Du
s b e Record| Type Status |Begin Date Date lritE Orders | Type LT Purp
ADOS- L
12250431 0|Resemne |Cancelled |06/03/2014 | 06/2712014 ShorTerm | usc |AH
AC
123071(d)
ADOS 10
212250423 0|Reserve |Finished |07/01/2014|07/21/2014 ShorTerm |, “lus.c.  |AE
RC 14230100

Figure 201: Reserve Orders Extract Report
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8.8.2 Reserve Orders with Invalid Accounting Report

This report displays all of the orders that have invalid accounting. Enter the
EmplID, Begin Date not less than and End Date not greater than and click View

Results.

CG_RSV_ORDERS_INVALIDACCT - Reserve Orders Invalid Account

Empl ID: @,
Order Status: [ &
Duty Type: @,

Begin Date not less than: |01/01/2014 [
End Date not greater than: |07/21/2014 ¥
Duty Department: @,

Budget Dept: @,
Contigency ID: @,
| View Results

View Al Main Content

Download results in . Excel SpreadSheet SV TextFile XML File (3 kb)

Empl | Order Order Order Order End

Trans1D | Empi ID Record| Type Status |Beqgin Date Date

Alternate

Term of | Duty
Orders | Type

Authority

Duty |Pay
Purpose | for

10
1(2026763 0|Reserve |Finished |01/06/2014|0117/2014 |RSV_CONV|ShoriTerm = US.C.  |AT Pay!
AT
12301(b)
ADDS 10
2|2250431 0|Reserve |Cancelled|06/03/2014 |06/27/2014 ShortTerm |’ “usc |AH Payi
AC
12301(d)
10

Figure 202: Reserve Orders with Invalid Accounting

8.8.3 Unfinished Reserve Orders

This report displays all of the orders that are not yet finished. This is a real time

report which will run once the link is clicked on.

CG_RSV_ORDERS_UNFINISHED- Reserve Orders Unfinished

Download results in ©  Excel SpreadSheet CSVTextFile xMLFile (1862 kb)

View Al
Payment
Empl | Order | Order Order Order End Term of | Duty . Duty |Payment D
LS b | Sy Record| Type |Status|Begin Date Date QUEIE Orders | Type SITRTILE Purpose | for Duty Trf:\rfel Depag
ADT- i o
1 |2056239 0|Reserve |Ready |07/08/2014 |07/19/2014 |RSV_CONV | ShortTerm usc. |AT PaylAllow ne 04203
AT Claim
12301(b)
ADT- 1o One
2 |2058975 0|Reserve |Ready |07/13/2014 |07/19/2014|RSY_CONV |ShorTerm |~ "~ |US.C.  |AB PayiAllow - 00855
AT Claim
12301(b)
E ADOS- i o
3 |2250422 0|Reserve rrjm 07/06/2014 |07/118/2014 ShortTerm |, ~ Uus.c. |AT PaylAllow m”fm 00045

Figure 203: Unfinished Reserve Orders
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8.8.4

Amended Reserve Orders

This report displays all of the orders that have been amended. Enter the EmplID,
Begin Date less than, End Date not greater than and click View Results.

CG_RSV_ORDERS_AMENDED - Reserve Orders Amended

Empl 1D

Duty Type:

Order Status:

I ¥
[
[ &

Begin Date not less than: |02/03/2014 [5]
End Date not greater than: |07/21/2014 =

Duty Department: @,
Budget Dept: @,
Contigency ID: @,
| View Resulis |
Download results in . Excel SpreadSheet CSV TextFile XMLFile (2 kb)
WView All
P
Empl | Order Order Order Order End Term of | Duty ) Duty |Payment
e Record| Type Status |Begin Date Date LEnTiE Orders | Type LT Purpose | for Duty
ADOS- 10
1|2250431 0|Reserve |Cancelled |06/03/2014 |06/2712014 ShortTerm usc |AH Pay/allow
AC
12301(d)
ﬁ.l"ll"‘ll“i 10

Figure 204: Reserve Orders Amended
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