Step by Step Guide on How to Run Unit based MTL Report in CGBI

Running MTL Report for Unit

Use the following path to your Unit’s Training Tab:
http://cgbi.osc.uscg.mil/2.0/portal/   > Unit View > Training
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Select next to Position Based courses - this will then run an MTL report for

all required and prearrival trai

ing on board.
You can run either a Current or 180-Day pipeline.
Current (existing employees) can be selected instead of 180-Day Pipeline

(inbound employees) and All Positions can be selected instead of Positions with
Requirements.
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Unit View

The Unit view provides a user with their unit related information and access to Views, Cubes, and Reports. Refer to the following topics for information on how to
correct Unit information:

The following are the default settings in this view:
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Select details next to Position Based courses – this will then run an MTL report for all required and prearrival training on board. 
You can run either a Current or 180-Day pipeline.
Current (existing employees) can be selected instead of 180-Day Pipeline (inbound employees) and All Positions can be selected instead of Positions with Requirements.
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 and Export Excel.  
This will provide export all the information from CGBI into an excel file.  
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Then select the. (7 and Export Excel.

This will provide export all the information from CGBI into an excel file.
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Select Yes and this will then give you the excel spreadsheet. 


Once you have the excel sheet you can add filters to make data collection easier to manage.
*All data must be selected prior to conducting the following steps to enable filters. 
In Excel, once on the Home tab, in the Editing options, select Sort & Filter, then select Filter.

It is helpful to delete the first 5 lines of the spreadsheet prior to filtering.   
These filters will allow you to sort the data by the following categories:
Prearrival

· Completed – Courses completed
· Enrolled – Member will receive orders 6 weeks prior to CLCVN date
· Requested – ETR submitted in Direct Access
· Not Requested – No ETR submitted in Direct Access for specific training
· Cancelled – Orders issued by TQC, unit cancelled orders
· No Show – Orders issued by TQC, mbr did not report to training
· Waived – Program Manager waived training
· Session Wait pipeline – Quotas are not available for particular course
· Empty Billets – No one assigned to billet
Required

· Completed
· Enrolled
· Requested
· Not Requested
· Cancelled
· No Show
· Waived

· Session Wait pipeline
· Empty Billets

Here is an example of how you can filter all the data for CGBI and come to accurate account of completed prearrival and required training based on MTL positions. 

	CGC NEVERSAIL
	Pre-arrival 
	81.20%
	 

	 
	Required
	60%
	

	 
	Combined
	76.10%
	

	 
	
	
	

	 
	Pre-arrival
	130
	*Total training quotas for assigned position per PAL

	 
	Completed
	106
	

	 
	Waived
	0
	

	 
	Cancelled
	1
	

	 
	No Show
	0
	

	 
	Requested
	3
	

	 
	No Request
	17
	

	 
	Empty Billets
	2
	

	 
	Ssn waitpipe
	1
	

	 
	
	
	

	 
	Required
	46
	* Total training quotas for assigned position per PAL

	 
	Completed
	28
	

	 
	Enrolled
	5
	

	 
	No Request
	9
	

	 
	Request
	3
	

	 
	Cancelled
	1
	 


Once you have the excel sheet you can identify double billets by looking at position title and if there are two people assigned.  Those numbers are counting against you for training and not providing an accurate account of training completed.

Here is an example of a double billet entry for CGC NEVERSAIL for the ET2 position onboard:

	Position
	Course
	Type
	Attendance
	Status
	Course Date
	Duration (days)
	First Name
	Last Name
	Rank

	MIL 00034794 (ET2) DUTY
	CIWS MK15 MAINTENANCE (241433)
	Prearrival
	Completed
	Pipeline Training
	6/4/2007
	 180
	JOHN
	SEAS
	ET1

	MIL 00034794 (ET2) DUTY
	CIWS MK15 MAINTENANCE (241433)
	Prearrival
	Not Requested
	Pipeline Training
	2/7/2011
	 180
	SAMUEL
	WAVES
	ET2

	MIL 00034794 (ET2) DUTY
	MINIATURE ELECTRONIC REPAIR (241436)
	Prearrival
	Completed
	Pipeline Training
	10/4/2010
	 26
	SAMUEL
	WAVES
	ET2

	MIL 00034794 (ET2) DUTY
	MINIATURE ELECTRONIC REPAIR (241436)
	Prearrival
	Not Requested
	 
	 
	 
	JOHN
	SEAS
	ET1

	MIL 00034794 (ET2) DUTY
	MODULE TEST & REPAIR (501579)
	Prearrival
	Completed
	Pipeline Training
	12/6/2010
	 5
	SAMUEL
	WAVES
	ET2

	MIL 00034794 (ET2) DUTY
	MODULE TEST & REPAIR (501579)
	Prearrival
	Completed
	Unit Request
	2/22/2011
	 4
	JOHN
	SEAS
	ET1

	MIL 00034794 (ET2) DUTY
	WEAPONS SYSTEMS FUNDAMENTALS (501580)
	Prearrival
	Completed
	Pipeline Training
	1/7/2008
	 26
	JOHN
	SEAS
	ET1

	MIL 00034794 (ET2) DUTY
	WEAPONS SYSTEMS FUNDAMENTALS (501580)
	Prearrival
	Completed
	Pipeline Training
	8/30/2010
	 26
	SAMUEL
	WAVES
	ET2


Double billet positions onboard will receive only the training allocated for one specific billet.  There are insufficient quotas and funding available to allow for formal schooling of multiple personnel assigned to the same billet.  
When building a unit summary report to be accurate and exclude double billet positions you need to manually annotate the data and ensure that this information is not included in your overall completion by adding it as a side note.
Populating the rest of the summary sheet includes filtering and counting the different categories and adding those numbers in your summary report.  







