MRTT Requirement Sourcing - Job Aid

Purpose

References

MRTT
Candidate
List
Extraction

Provide a brief summary of the procedures necessary to successfully source a
requirement in MRTT.

(a) Mobilization Readiness Tracking Tool (MRTT)
(b) United States Coast Guard Mobilization Readiness Tracking Tool
(MRTT) User Reference Manual Version -1.6 Revised

Log into MRTT with your user name and password.

MTT' USCG MOBILIZATION READINESS TRACKING TOOL

in

Module: Application Admin  User. STEPHEN CHENG OPFAC: 21-06824  Role: SystemAdmin
Table Maintenance User Administration Reports Downloads Change Password Modules I(_i;l (’3:\ @I
MRTT Navigational Map

MPI MRTT
Scorecard Table Maintenance AST GUARD

RTM SM
Scorecard Scorecard

CPRL impart Y
CPRL Management
Build-A-Reguest
Regquests Add Member Change Password

Member Processing  User Administration

Reports.

Volunteers Downloads

Regquirements Member Match TRAINING

Message Board (4)
2010.02.01 0112 NEW VERSION DEPLOYED

MRTT VERSION 1.6HF HAS BEEN DEPLOYED. PLEASE EMAIL
USCGDEVELOPMENT@IDEAMATICS.NET IF YOU ENCOUNTER ANY

ERRORS. PLEASE ENSURE YOUR POP-UP BLOCKER IS DISABLED! 3
THE NEW FEATUURES AND FIXES CAN BE FOUND IN THE RELEASE
CONTENTS DOCUMENT ON THE DOWNLOADS PAGE

| v

2010.01.31 1604 PATCH DEPLOYMENT ON 1/31/10 AT 11:30PM EST

APATCH WILL BE DEPLOYED ON SUNDAY, 31 JAN. THE MRTT SITE
WILL BE DOWN FROM 11:30PM EST TO 12:00AM EST. THANK YOLI.

2010.01.28 1509 PATCH DEPLOYMENT ON 1/29/10 AT 12:00AM EST i

MOEBILIZATION READINESS TRACKING TOOL

Change Password EventlLog Refresh
From the “GO TO...” menu, click on “Requirements” from the Sourcing
Module (SM) column of the “GO TO...” menu.

USCG MOBILIZATION READINESS TRACKING TOOL [

Module: Reguirement Tracking User: STEPHEN CHENG OPFAC: 21-06824  Role: SystemAdmin

GO TO... Scorecard CPRLImport CPRL Management Build-A-Request Requests Requirements Modules ICD (@ @I

= Requirement Search Criteria

URIRTN L ] CPRL: - 5
Requirement Status: - Competencies | |9

OPFAC Type: - OPFAC: e URL: ]

Reqd By: I:l RangeStatt [ | A RangeEnd: [ |

# GroupUpdate  Export: Record Count:

Drag a column header and drop it here to group by that column

Select  Source  RTN Status  URD Requirement Title pesion Rate Rank Pay Grade Start
Classification

Mo records to display.

[ [

[
The Requirement Tracking window will now appear.
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MRTT Requirement Sourcing - Job Aid

HMRTT

TESTING

USCG MOEILIZATION READINESS TRACKING TOOL [

GO TO...

Module: Requirement Tracking User: STEPHEN CHENG OPFAC: 21-06824  Role: Systemadmin
Scorecard CPRLImport CPRL Management Build A Request Requests Requirements Modules

=1 Requirement Search Criteria
URIRTN 1015

CPRL - 5
Requirement Status: - Competencies | |Q

OPFAC Type: - OPFAC: [ em URL: ]

ReqdBy. L 1]

Range Start: Range End

Use must enter at least one criteria for results to
display

& Group Update Export:
Drag a column header and drop it here to group by that column

Record Count:
Select  Source RTN Status  URI Requirement Title oo Rate Rank Pay Grade Start
Classification
Mo records to display.

1

< ] )
Enter the URI of the request or R

TN of the requirement into the “URI/RTN”
field and click the Search button to query the request or requirement.

FMRTT

TEIHE

GO TO...

USCG MOBILIZATION READINESS TRACKING TooL [

Module: Reguirement Tracking User: STEPHEN CHENG OPFAC: 21-08824  Role: SystemAdmin
Scorecard CPRLImport CPRL Management Build-A-Request Requests Requirements Modules

El Requirement Search Criteria

URIRTN

Requirement Status: - Competencies \ |Q
OPFAC Type - OPFAC ™ URL: ]
ReqdBy L ]

Range Start Range End

Requirements Found: 1

# GroupUpdate  Export: Record Count:
Drag 3 column header and drop it here to group by that column
Rsae}\‘suurce RTN Status  URI Requirement Title E‘:i;:lation Rate Rank Pay Grade Start
> [ Seled Sowce 10050000 A 1015 FC-13_ADMIN_T10_FY10_001 Voluntesr N B
< I i
The queried request or requireme

| 2
nt will now be displayed in the search results.
Clicking on Select will open the requirement to be viewed. Clicking on Source

will open the Sourcing window for the requirement.
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T I Sourcing for RTN 1015-0001
Requirement Operational Detail Sourcing TONOMACL Message Member Match Validation (6) History

Sourcing Informatk

(Uge the Member Match tool to select a member)

EmplD: * Mame:

Begin Date: * W EH Pay Grade:

Report Date: * | &= Rate:

End Date: * m | Clearance:

Member Comps: z I;'I:;EE:A Accomplishment 2
Member Courses: i Member TMT Codes: i
Override

Explanation:

= Competency Override = Accomplishments Override [Tl course Override [CI TMT Override

By Name Candidate

Type EmpID MNarne 22‘:'5 Rate Clearance OPFAC OPFAC Desc
Select @ By Name 1250376 CHEMG, STEPHEN C 02 LTIG  Secret 2- FORCECOM (FC-1)
— Candidate ‘ : 06824

The Sourcing window will open in the Sourcing tab. Click on the Requirement
tab to continue.

— Sourcing for RTN 1015-0001
Requirement Operational Detail Sourcing TONOIACL Message WMember Match Validation (6) History

Requirement: FC-13_ADMIN_T10_FY10_00M \

RTN 1015-0001 Req. Status: Approved Rec. Component RESERVE
Begin Date: Jul 07, 2010 End Date: Sep 30, 2011 Approved Until: Jul 31,2010
. FC- . .
Res. Request #: 13_ADMIN_T10_FY10_001 Clearance: Secret Designated Rate: YN
Start Pay Grade: E4 End Pay Grade: W4 MISSI.DU . Volunteer
Classification:
= FORCECOM Coopng PERSONNEL SUPPORT
Command: Category: |
Requesting - Requesting = ~ Y 1
DeptD: 009700 OPFAC: 21-75110 - FORCECOM (FC-1)
Destination = Destination -
DeptiD: 009712 OPEAC- 21-75110 - FORCECOM (FC-13)
Reporting Instructions: Requirement Competencies:
REPFCRT IO FC-13, CG ISLAND, RLRMEDR, CR o fa
Justification: Other Description:
P OXO0XO0XZ APR 10 ZUI ASN-PC1098000049 o o

FM COMCOGRRD FORCECOM ALAMEDR CR//FC-13//

Rgmt. DA Accomplishment Codes: Rgmt Courses:
- 000176,000275, 000373 -

Rgmt. TMT Codes: -

| Sourcing In Progress

Ensure all data is correct on the Requirement tab. After validated for accuracy,
click on the Operational Detail tab to continue.
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MRTT Requirement Sourcing - Job Aid

On the Operational Detail tab, click on the drop down menu of the Operational
Category field and select the correct Operational Category: Major Disasters;
Orders Type: Title 14 U.S.C. 712 - INVOLUNTARY;

Funding Cost Center: 33272 MODU DEEPWATER HORIZION RESPONSE
Tasking Command: Your District

Servicing District: District 8

Tasking Status: SOURCED

The Operational Detail screen should be virtually the same with the exception of
Servicing District.

9% 4R [98|~ | % MRTT - Mobilization Readi... | €8 Source [~
@ po = Sourcing for RTN 17124-0001
& Requirement Operational Detail Sourcing TOMOACL Message Member Match Validation
\ History
Operation Detal / /
Operational Category: * MAJOR DISASTERS fgking Command: District 1 - task
Order Type: * TITLE 14 .S.C. 712 - INVOLUNTARY 'jﬁucing District Dictrict 8
Funding Cost Center: * 33272 - MODU DEEFWATER HORIZON RESPONSE Tasking Status: * SOURCED .

Next select the Sourcing Tab and add Begin, Report and End Date in accordance
with mobilization message.

z@ P Sourcing foer RTN 1015-0001

Requirement  Operational Detail Sourcing = TONO/ACL  Message Member Match  Validation (6)

Sourcing Information \
(Use the Member Match tool to select a member)
EmplD: * / MName:
Begin Date: * m &= Pay Grade:
Report Date: * ‘/ Rate:
End Date: * m = / Clearance:

History

X - Mbr. DA Accomplishment -
Member Comps: i Codes: i
Member Courzes: i Member TMT Codes: »
Override

Explanation:

a Competency Override 0 Accomplishments Override [ course Override ] TMT Override

By Name Candidate

Type EmplID MName 22‘&1& Rate Clearance OPFAC OPFAC Desc
Select @ By Name 1250376  CHENG, STEPHENC. 02 LTIG  Secret 2 FORCECOM (FC-1)
- Candidate ’ 06824 N

Ensure the “Begin Date” and “End Date” fields contain the correct data. If the
begin date or end date are incorrect, click on the calendar icon next to the
respective field and enter in the correct date.
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™ Sourcing for RTN 1015-0001
Requirement Operational Detail Sourcing TOMOMACL Message Member Match Validation (6) History

Sourcing Information

(Use the Member Match tool to select a member)

EmplD: = MName:
Begin Date: * 2010.07.01 | / Pay Grade:
Report Date: * =l /Rate:
End Date: * ‘ July 2010 / b [oE
Member Comps: '; :; :5 :? ; 2 3| Mbr DA Accomplishment =
Thursday, July 01, 2010 i
Member Courses:| 11 12 13 14 15 16 17| Member TMT Codes: a9
Override 8 19 20 21 22 23 M4
Explanation: 25 26 27 28 29 30 31
1 2 3 4 5 6 7 jshments Override [[] Course Override [] TMT Override

By Name Candidate

Type EmplD MName (p}::de Rate Clearance OPFAC OPFAC Desc
Select @ By Name 1259376 CHENG, STEPHEN C 02 LTIG  Secret 21 FORCECOM (FC-1)
— Candidate ‘ : 06824

Note: INCONUS = 1 day Travel Time and OUTCONUS = 2 days Travel Time
added to report date for Begin Date.

P Sourcing for RTN 1015-0001
Requirement Operational Detail Sourcing TOMOIACL Message Member Match Validation (6) History

Sourcing Information

(Uze the Member Match tool to selecta member)

EmplD: * Name:

Begin Date: * m E Pay Grade:

Repert Date: = m | Rate:

End Date: * 0100731 | = Clearance:

Member Comps: z gl:;eiA Accomplishment z
Member Courses: i Member TMT Codes: ¢ /
Override

Explanation:

= Competency Override [E Accom plishments Override [l course Override [C] TMT Override

By Name Candidate

/ Type EmplD Name E::‘de Rate Clearance OPFAC OPFAC Desc
Sel t‘ q By Name 1259376 CHENG, STEPHEN C 0z LTIG  Secret - FORCECOM (FC-1)
2sed Candidate ' ‘ eer 06824

If there was a by name candidate entered into the requirement, the member will
be listed in the By Name Candidate section of the Sourcing tab. If the by name
candidate is to be sourced into the requirement, click on Select to the left of the
by name candidate.
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T o Sourcing for RTN 1015-0001

Requirement Operational Detail Sourcing TOMOMACL Message Member Match Validation () History

Sourcing Information /

(Use the Member Match tool tyéect a member) /
EmplD: * 1259376 Name: CHENG, STEPHEN C.
Begin Date: * m &= Pay Grade: 02

Report Date: * 2010.07.00 [ Rate: LTJ[&

End Date: * m = Clearance: Secret\

MAREE - Mbr. DA Accom%vment -

Member Comps:

x Codes: x
Member Courses: i Member TMT Codes: ¢
Override
Explanation:

0 Competency Override a Accomplishments Override [l course Override ] TMT Override

By Name Candidate

Type EmplID Mame ;::de Rate Clearance OPFAC OPFAC Desc
Eoieck @ By Name 1259376  CHEMG, STEPHEN C 02 LTIG  Secret - FORCECOM (FC-1)
Candidate ‘ : 08824

Selecting the by name candidate will populate the candidate’s information into
the sourcing tab. Click on the Message tab to continue.

NOTE: If there is no by name candidate listed or if the listed by name candidate
is not to be sourced into the requirement, click on the Message tab to continue.

U8 & |E8|- |+ MRTT - Mobilizstion Readi... | & Seurce x ||
@ o= | Sourcing for RTN 17110-0205
P Requirement Operational Detail Sourcing TONO/ACL Message Member Match Validation
Histary /
Order Message Information /
Message Template: * | T14 DISASTER ORDERS |

RFFREOEST %
T10 ADOS LONG TERM ORDERS
T10 ADOS DISASTER ORDERS a

T10 ADOS SHORT TERM ORDERS

T10 CONTINGEMCY OCOMNUS ORDERS
T10 CONTINGEMCY ORDERS

T14 DISASTER ORDERS

TDY AD DISASTER ORDERS

TDY AD CONTINGENCY ORDERS

TOY AD OCOMNUS ORDERS

TOV AD ORDERS

TOY AUX DISASTER ORDERS

Next, click on the drop down menu of the “Message Template” field and select
the correct message template.

m

Click on Member Match Tab to continue.

Page 6 of 9
Continued on next page.



MRTT Requirement Sourcing - Job Aid

i Sourcing for RTN 1015-0001

Requirement  Operational Detail  Sourcing  TONO/ACL  Message | MemberMatch | Validation (6)  History

=] Member Criteria

EmplD 1259376 / Mame (partial} Comp. Codes: 4
OPFAC B Rae - Class -
Gender: - Pay Grade Range: ~| To - Senvicing District -

DA Codes: ®  Course Codes: 000176.000275.0/ ® TMT Codes: td

[seecs 2] e
Drag a column header and drop it here to group by that column
Select  IM EmplD Name Rate Pay Grade Current Mob Status ~ Class District AOR Gender

Mo records to display.

If there is no by name candidate listed or if the listed by name candidate is not to
be sourced into the requirement, enter the employee ID of the member in
accordance with the mobilization message into the “EmpID” field and click on
the Search button.

L 2o Sourcing for RTN 1015-0001
Requirement  Operational Detail  Sourcing  TONO/ACL ~ Message = MemberMatch | Validation (6)  History

=1 Member Criteria

EmplD: 1259376 Nare (partial) Comp. Codes ®
OPFAC B Rate - Class: -
Gender: h Pay Grade Range: | To - Senvicing District: -
DA Codes: B Course Codes: 000176,000275,01 4 TMT Codes: .

[<soec [2]

Drag a column header and drop it here to group by that column

Select /AM EmplD MName Rate Pay Grade Current Mob Status ~ Class District AOR Gender
Seled Q 1259376  CHENG, STEPHEN C, LTIG 02 ;ZI:::: District 11 M

Under the Member Match tab if EMLID is correct the name displayed in MRTT
should match the mobilization message. Click on Select see next page.
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T o Sourcing for RTN 1015-0001
Requirement Operational Detail Sourcing TOMOMACL Message Member Match ‘Validation (6) History

Sourcing Information /

(Use the Member Match tool to gélect a member) /

EmplD: * 1259376 Name: CHENG, STEPHEN C.

Begin Date: * m &= Pay Grade: 02

Report Date: * 2010.07.00 [ Rate: LTJC&

End Date: * m = Clearance: Secret\

Member Comps: ‘ym; - PE\:-’!:;'EEA Accom%m ent | B |

Member Courses: ‘ o

Member TMT Codes: | m |

Override ‘
Explanation:

0 Competency Override a Accomplishments Override [l course Override ] TMT Override

By Name Candidate

Type EmplID Mame ;::de Rate Clearance OPFAC OPFAC Desc
Eoieck @ By Name 1259376  CHEMG, STEPHEN C 02 LTIG  Secret - FORCECOM (FC-1)
Candidate ‘ : 08824

You will then be brought back to the Sourcing tab. Notice the member you
selected from the Member Match tab will now have been populated into the
Sourcing tab.

O (e ) e

[ Cancel

H Save <
w\jiew
=

If there were no errors discovered, source the member by hovering over the
Coast Guard Insignia and select SAVE.
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Requirement Operational Detail Sourcing TONOMACL Message Member Match Validation History

',@ P Sourcing for RTN 1015-0001

Sourcing History

v > Passed Begin End Reporting
Validation EmplD T Date Te g Last Updated Export  Delete
3

A ed True 1259376 2010.07.01 20100731 2010.07.01  4/14/2010 1:06:00 AM ] i}
Extension

::0 Delete

-LJ Close

—

Mouse over the Coast Guard shield to initiate the left drop down menu and click
on Close to properly exit out of the Sourcing window and return to MRTT.

Go back to the Requirement Tracking window and search for the requirement
again.

USCG MOBILIZATION READINESS TRACKING TOOL |8

Module: Aegurement Trackng _User: STEPHEN CHENG OPFAL: 2108824 Role: Systemudmn

Scorecard CPRLIMport CPRL Mansgement  Duikl-A-Request Hequests  Requirements Modules

~ Requiremant Search Lritenia

URIRTH: 1015 CPRL:

Requirement Hatus: il Competendies L]
OPFAC Typre - OPFAC - IR

Req'd By Range St | Range End |

Select Suwice RIN Statu: Rl Requuernen t Title .Clnssificm-or\ Rate Rank Pay Gracde Sttt Pay Grade End Begin Date
[ > aslect  uwige  1015-0001 3 w1 FL-13_ADMIN_T10_FY¥10_001 Voluntee M 2] v enn
Notice that the Status of the requirement has now changed to show it has been
sourced.
End
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