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PLANNING

(@) Coast Guard Incident Management Handbook, COMDTPUB P3120.17 (series)

(b) Reserve Force Readiness System Staff Element Responsibilities, COMDTINST
5320.4 (series)

(c) Coast Guard Manpower Mobilization and Support Plan, COMDTINST M3061.1

(d) Federal Emergency Management Agency Mission Assignments: Operational
Acceptance and Execution, COMDTINST 3006.1

(e) Obtaining Personnel Resources to Meet Surge Requirements, COMDTINST
5400.1 (series)

(F) Personnel and Pay Procedures Manual, PPCINST M1000.2 (series)

(g) Contingency Preparedness Planning Manual, Vol I11 Exercises, COMDTINST
M3010.13 (series)

PURPOSE. The purpose of this tactics, techniques and procedures is to show how the
incident commander can properly make Mobilization Readiness Tracking Tool (MRTT)
entries, and how to use the MRTT to help manage incident response logistically.

ACTION. This Coast Guard tactics, techniques, and procedures publication applies to all
personnel who manage and employ the use of the MRTT. Internet release is authorized.

DIRECTIVES/TTP AFFECTED. None.

DISCUSSION. The MRTT was created to give field users the ability to create, source, and
track short-term assignments independent from a single, centralized control node. Hosted
on an enterprise-wide platform, MRTT does not supplant existing human capital
management systems, but complements their functionality to aide commanders in
reallocating their manpower as circumstances require. Proven during contingencies,
MRTT has also emerged as the system best suited to manage temporary assignments filling
routine staffing short-falls. By exercising MRTT in making short-term assignments within
local and regional commands, units and programs can formally establish a history of
staffing shortages informing strategic resource planning and allocation. This also helps
ensure the ready proficiency of contingency staffing personnel called to initiate
mobilization in support of the Incident Command System.
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5.

10.

DISCLAIMER. This guidance is not a substitute for applicable legal requirements, nor is
itself a rule. It provides guidance for Coast Guard personnel and does not impose legally-
binding requirements on any party outside the Coast Guard.

ENVIRONMENTAL ASPECT AND IMPACT CONSIDERATIONS. While developing
this publication, Integrated Process Team (IPT) members examined environmental
considerations under the National Environmental Policy Act (NEPA) and determined they
are not applicable.

DISTRIBUTION. FORCECOM TTP Division posts an electronic version of this TTP
publication to the CGTTP Library on CGPortal. In CGPortal, navigate to the CGTTP
Library by selecting References > Tactics, Techniques, and Procedures (TTP).
FORCECOM TTP Division does not provide paper distribution of this publication.

RECORDS MANAGEMENT CONSIDERATIONS. Integrated Process Team (IPT)
members thoroughly reviewed this publication during the TTP coordinated approval
process and determined there are no further records scheduling requirements per Federal
Records Act, 44 U.S.C. Chapter 31 8 3101 et seq., National Archives and Records
Administration (MARA) requirements, and Information and Life Cycle Management
Manual, COMDTINST M5212.12 (series). This publication does not have any significant
or substantial change to existing records management requirements.

FORMS/REPORTS. None.

REQUEST FOR CHANGES. Submit recommendations for TTP improvements or
corrections via email to FORCECOM-PI@uscg.mil or through the TTP Request form on
CGPortal. In CGPortal, navigate to the TTP Request form by selecting References >
Tactics, Techniques, and Procedures (TTP) > TTP Request.

Send lessons learned applicable to this TTP publication via command email to
FORCECOM TTP Division at CMD-SMB-CG-FORCECOM.

Digitally signed by
SHAW.PATRICK 300 covernment,
J1179100912  &Xvratncosioostz

Date: 2015.12.28 14:02:43 -05'00'
PATRICK J. SHAW
Commander, U.S. Coast Guard
Acting Chief, FORCECOM TTP Division (FC-P)
By Direction of Commander,
Force Readiness Command
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Introduction

In This Chapter

CGTTP 1-16.7

MRTT and Contingency Staffing TTP

Chapter 1.
Introduction

This chapter overviews the contents of this tactics, techniques, and
procedures (TTP) publication. It also defines the use of notes, cautions, and
warnings in TTP publications.

This chapter contains the following sections:

Section Title Page
A Introduction 1-2
B Notes, Cautions, and Warnings 1-3
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Section A: Introduction

Al
Mobilization
Readiness
Background
Information

A.2. TTP Scope

Mobilization is the selection, assembly and preparation for tasking by a
supported commander of all forces responding to a contingency event
(exceptional beyond routine operations). Forces mobilized to support
contingency operations may be sourced from entire standing commands,
improvised composite units, force elements, and individual augmentees
(IAs).  United States Coast Guard (USCG) personnel in each of these
categories may come from the active component, reserve component,
auxiliary, or civilian workforce. Further, personnel from other military
services (Department of Defense [DOD] or foreign), employees from other
government agencies, private industry experts, or civilian volunteers may
fulfill additional staffing mission requirements.

Each individual member must be accounted for from the date they are
selected to support a contingency mission until they are demobilized and
returned to their permanent duty station. To avoid dangerous confusion and
errors in response planning, contingency staffing managers must efficiently
and accurately fill personnel needs while ensuring constant accountability
of attached personnel.

The Mobilization Readiness Tracking Tool (MRTT) allows field users to
create, source, and track short-term assignments independent of a
centralized control node. Hosted on an enterprise-wide platform, MRTT
does not supplant existing human capital management systems, but helps
commanders reallocate their manpower when required. Proven during
contingencies, MRTT is best suited to manage temporary assignments and
filling routine staffing short-falls.

When using MRTT to make short-term assignments within local and
regional commands, units and programs establish a history of staffing
shortages and improve strategic resource planning and allocation. This
also helps contingency staffing personnel to work proficiently when
initiating mobilization for the Incident Command System (ICS).

This publication provides standard TTP for incident commanders to
properly make MRTT entries, and use MRTT as a tool to help logistically
manage an incident response.

Chapter 1: Introduction 1-2
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Section B: Notes, Cautions, and Warnings

B.1. Overview The following definitions apply to notes, cautions, and warnings found in
TTP publications.

NOTE: | Anemphasized statement, procedure, or technique.

A procedure, technique, or action that, if not followed, carries the

CAUTION: | il of equipment damage.

A procedure, technique, or action that, if not followed, carries the risk

WARNING: ¢ personnel injury or death.

1-3 Chapter 1: Introduction
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Roles and Responsibilities of Contingency Staffing

Introduction

In This Chapter

This chapter discusses the roles and responsibilities of contingency staffing
during an event. It covers how, where, when, why, and who will use
MRTT. The chapter discusses integration of the USCG process within the
ICS to improve responses when ordering, tracking, and managing
incidents. Furthermore, it describes MRTT modules, and defines the roles
of users and the MRTT support staff.

This chapter contains the following sections:

Section Title Page

A Mobilization Readiness Tracking Tool 2-2

B User Modules 2-12

C Module Menus 2-15

E Mobilization Readiness Tracking Tool Help Desk 2-18
and Surge Staffing Branch

2-1
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Section A: Mobilization Readiness Tracking Tool

Al
Mobilization
Readiness
Tracking Tool
(MRTT)

A.l.a. Incident
Command Duties
Using MRTT

NOTE:

Chapter 2: Roles and

MRTT Required Use Under ICS

RESQURCE Unit Leader (RESL)
SCKN/DMOB UNIT RESOURCE UNIT will track member’s assets and
Leaders LEADER pre-staged resources. When
-f ﬁ 5 resources are re-
leveled/reallocated to new

requirements, resource unit

w will make the new entries.

Recorder

SCKN)/Demobilization

Ur.ﬂt Leader (DMOB | LOGISTICS

will check members in

and out of incident or if =

Check in/Recorder is -'. LOGISTICS section will request personnel resources,
stood up. a \g when organic resources are unavailable. The ICS
ordering manager (ORDM) requests personnel.

S

Identify personnel to perform contingency staffing functions. Capture CG
ersonnel resources regardless of how the ICS structure is setup and wherever ICS
is stood up.
Figure 2-1 MRTT requirements under I1CS

An Incident Command Post (ICP):

e Records personnel requirements in MRTT and track until filled.
e Validates or cancel old requirements.

e Extends member’s duty at an incident if needed.

e Re-levels/allocates organic resources in MRTT for ICP.

e Coordinates staffing as members arrive.

e Checks members in and out of an incident.

e Reports: Reports provide a common operating picture (COP) and is the
core situational awareness (SA) capability for effective decision
making, rapid staff actions, and appropriate mission execution. In
MRTT it is your force lay out.

> Run reports on surging forces.
> Run reports on demobilizing forces.

Consider how tasks affect LOGISTICS (i.e., lodging, food,
transportation, and medical) and adjust as appropriate.

Responsibilities of Contingency 2-2
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A.1.b. Who needs
to use the MRTT

A.l.c. Where do
we need to use the
MRTT

A.1.d. When do
you need to use
MRTT

A.l.e. Why use
MRTT

A.1.f. How is
MRTT used

A.2. Functional
Definitions of
Incident Types
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During an incident, identify members who will be in charge of contingency
staffing. These people capture track and request personnel. A yeoman is
not required. However, yeomen know the USCG competency system.

Use MRTT in all contingency events that exceed the routine employment
capability of permanently assigned personnel under a local, regional, or
theater commander, or impacted program director. Specifically, MRTT is
initiated whenever contingency staffing is activated by an incident
management team (IMT), ICP, or Unified Area Command (UAC).

All other entities that support contingency operations throughout the
USCG must be prepared to convey and broker staffing requirements and
resources via MRTT. Manage all routine short-term assignments requested
by field commands, mission communities, or programs through MRTT.

MRTT is used for Type 1, Type 2 or Type 3 incidents. When contingency
staffing needs exceed sector capability, forces are ordered through a
request for forces (RFF) for USCG staffing and a request for assistance
(RFA) for other federal agency staffing.

MRTT is the only system that draws information from the USCG
Enterprise Data Warehouse to track unit/team compositions and 1A(s) from
selection to final demobilization (DEMOB). Since MRTT is an enterprise
system, assignment actions at any level are visible to all users, service-
wide. This open visibility ensures the best, most equitable use of personnel
resources while providing node-to-node mutual quality check functionality
between contingency staffing users.

MRTT produces detailed reports of emergent workforce demands, tracking
of personnel needs, and projected staffing risk thresholds that would be
difficult and time consuming to replicate from other sources.

MRTT provides force layout, forecasts incoming responders, and forecasts
departing personnel by using the reports and the geospatial map. See
Chapter 9 Geospatial Map for further instructions on how to use the
geospatial map.

Per reference (a), Coast Guard Incident Management Handbook,
COMDTPUB P3120.17 (series), there are five (5) types of incidents. The
types of incidents discussed in this TTP will be National Incident
Management System Type 1, Type 2, and Type 3. These are characteristics
of incident types:

Chapter 2: Roles and
2-3 Responsibilities of Contingency
Staffing
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A2a Typel Most complex type of incident. National resources manage and operate
Incident incident.

ICS activates all command and general staff positions.

The incident extends into multiple operational periods.

An incident action plan (IAP) is written for each operational period.
Staffs all of the functional units.

Have over 500 operation personnel per period and usually over 1,000
total incident personnel.

Establishes branches.

Agency administrator holds agency briefings, updates the incident
complexity analysis, and the written delegation of authority.

Resource advisors are usually present at the incident base.

The impact on the local jurisdiction requires additional staff for
administration and support.

Type 1 examples include: Hurricane Katrina/Rita, Deepwater Horizon
(DWH) Response, and Super Storm Sandy.

A.2.b. Type 2 A complex type of incident. National resources could manage and
Incident operate incident. Exceeds local control capabilities and could go into
multiple operational periods.

ICS activates most or all command and general staff positions.

The incident extends into multiple operational periods.

An incident action plan (IAP) is written for each operational period.
Staffs many of the functional units.

Have less than 200 operation personnel per period and usually less than
500 total incident personnel.

Agency administrator holds agency briefings, updates the incident
complexity analysis, and the written delegation of authority.

Type 2 examples include: Santa Barbara Pipeline oil spill, devastating
floods, and earthquakes.

A.2.c. Type 3 An incident in which capabilities exceed initial response. National
Incident resources added to incident reflect its complexity.

Chapter 2: Roles and

ICS activates some or all of the command, general staff, division/group
supervisor, and unit leader level positions.
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e Manages incidents with a significant number of resources until
containment is achieved, or continues to expand until it transitions to a
Type 1 or 2 incidents.

e The incident could extend into multiple operational periods.

e Anincident action plan (IAP) may be written for each operational
period.

e Type 3 incident examples include: M/T Carla Maersk spill, large
industrial fire, and tornado.

Incident command (IC) uses MRTT reports to maintain a COP and manage
critical resource allocations. The logistics section chief relies heavily on
MRTT.

The planning section chief (PSC) maintains SA by accounting for incident
personnel and their locations. The resource unit leader uses this
information to reallocate resources.

During an incident, personnel staff contingency surges. These contingency
staffing personnel capture, track, and request personnel.

When an ICS command is active, use MRTT. It is critical for incident
commanders to establish COP. At the start of an incident, record initial
incident responders and use the RFF process.

Using MRTT from the start assists with forecasting incoming and
departing personnel, and provides force layout. During an incident, MRTT
use extends beyond the IC. MRTT should be used by all levels of the
incident response including but not limited to the IC, UAC, district/ AREA
IMT, deputy commandant for operations and deputy commandant of
mission support (DCMS).

Under ICS, the planning section and logistics section handle the
contingency staffing role.

In the contingency staffing planning stage, the resources unit, situation
unit, and DEMOB unit play these roles:

e Resource unit leader (RESL): The RESL provides the status of all
assigned tactical resources and personnel to the situation unit leader
(SITL). The resources section determines the status of assigned
personnel and checks performance data integrity based on MRTT
reports (refer to Chapter 10 MRTT Reports ).

Chapter 2: Roles and
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A.4.b. ORDM

NOTE:

A.4.c. Required
staff
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» Check-in/status recorder (SCKN): SCKNs work for the RESL to
check-in personnel at check-in locations and account for all
resources assigned to an incident.

e SITL: The SITL is the primary node for information management. The
SITL collects, organizes, processes, and disseminates incident
information. When building the incident COP, the situation unit uses
the personnel status reports provided by the RESL.

e Demobilization unit leader (DMOB): The DMOB develops the incident

DEMOB plan. The RESL supplies personnel status updates to the
DMOB to develop the DEMOB plan. Depending upon the type of
incident, DEMOB can be very complex. Additionally, there may be
unique procedures required for DEMOB depending on the personnel
type (i.e., active duty, reserve, and civilian) that the DMOB needs to
account and plan for in the DEMOB plan.

In the logistics section, the ordering manager (ORDM) is responsible for
placing all orders for personnel.

The example provided below is based on staffing for a one 12 hour
operational cycle and does not take into consideration time off.

The number of people required in this section depends on the size of the
incident and duration. For example, a basic Type 2 incident running one
(1) 12 hour shift may have the following number of staff:

e Planning section:
» One (1) in DEMOB.
» One (1) in check-in.
> One (1) in resources.
e Logistics section:

» One (1) entering MRTT data.

» One (1) completing personnel RFF and associated message
traffic/email.

» One (1) running reports and completing data integrity checks.

When planning the staffing you will need to plan for days off if the
incident response is a sustained effort. If you have a Type 1 incident or a
spill of national significance, your sections may be running 24 hours a day

Responsibilities of Contingency 2-6
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with multiple operational periods. Increase staffing to cover the sustained
duration and account for time-off or break requirements.

For example, DWH had four (4) teams of three (3) people each. Within
each team, one made the MRTT entry; one issued funding travel order
number/ line of accounting (TONO/LOA); and one drafted the message
traffic. Two teams worked during the day and two teams worked at night.
Someone checked-in with the check-in recorder at Base New Orleans, and
then one with DMOB. They also had one person review the ICS-213 RR
forms to verify accuracy and detail.

When an ICP runs out of organic resources from a sector and needs to
order external resources from the district, you may be entering a Type 2
incident. This often happens during a Type 3 response. It is time to start
using MRTT for ordering personnel resources.

The ICP captures all responding forces to accurately report purposes. The
personnel requirements list (PRL) functionality can help expedite this
capture. To capture your responding members, follow the steps in Chapter
4, The Personnel Requirements List . Otherwise follow the steps in
Chapter 3, Making a Requirement.

Instant visibility of ICS
command structure

SECTORS can
capture their initial
incident command
footprint and all CG
personnel
responding by
activating their
WQSB. Use the
Personnel
Requirement List
(PRL) functionality
in MRTT

Figure 2-2 Visibility of ICS

Per reference (b), Reserve Force Readiness System (RFRS) Staff Element
Responsibilities, COMDTINST 5320.4 (series), the RFRS is a dedicated
and specialized service-wide readiness infrastructure that matches
resources with requirements.
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A.7. Funding an
Incident

A.7.a. Active
Duty for
Operational
Support
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RFRS attains and maintains readiness to activate rapid deployment of the
USCG Reserve when surge operations require additional personnel.

RFRS staff is an invaluable resource on how to effectively and efficiently
access the reserve component to support surge requirements. They can
provide advice and support to the incident/sector command on reserve
recall and can find reserve personnel to fill voluntary or involuntary
requirements. See section titled below Funding an Incident for more
information. The RFRS staff should help to ensure relevant District (DXR)
process is followed when requesting and recalling reserve personnel.

At the ICP level, the resource unit leader should consult with the
applicable RFRS staff on all ICS 213 RR personnel requests before
sending to the logistics section for ordering external resources. Consult the
sector RFRS staff and look at the sector’s reserve force to fill personnel
requirements organically. If a sector does not have assigned RFRS staff,
the servicing DXR may be consulted regarding reserve personnel
availability and readiness.

If the RFRS staff fills an incident requirement with a reserve candidate, the
incident contingency staff will build the requirement (See Chapter

3 Building a Request in the RTM ) and source the member (See Chapter

6 The Sourcing Module (SM)) to the requirement tracking number (RTN).

Funding comes in a variety of ways, and is incident specific. After
identifying and activating funding for the incident, enter the personnel
funding lines (TONO/LOA\) into MRTT when building the RTN.

Funding data in the MRTT RTN at the earliest opportunity assists in
expediting the personnel orders processing. It is also an effective means of
documenting associated costs by person. The finance/admin section chief
or funds managers can run MRTT reports to see who is assigned to their
TONOs. Only one person can be assigned to a RTN at a time and this
allows for no confusion on which TONOs are assigned to personnel.
Below are descriptions of potential sources of funding that may be used.

Active Duty for Operational Support — Active Component (ADOS-AC)
(10 U.S.C. 12301(d)): When an incident command or district commander
determines the number of active duty personnel available is insufficient to
support an incident response, selected reserve (SELRES) personnel may be
employed. District commanders have the authority per reference (c),
Coast Guard Manpower Mobilization and Support Plan, COMDTINST
M3061.1 (series) and authorization from COMDT (CG-131) to voluntarily
activate, with the consent of the member, up to 110 reserve personnel for
up to 30 days.

Responsibilities of Contingency 2-8
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This authorization is renewed annually via the AREA’s annual Title 14
guidance message.

Sector/incident commanders can use ADOS-AC for an incident response
upon approval from district and must follow all DXR ADOS request
procedures. Before district authorization, incident/sector/district
commanders should keep in mind that the requesting unit (sector or
district) must fund short-term ADOS-AC with AFC-30 funds.

Title 14 (14 U.S.C. 712): Title 14 is for involuntarily recalls of SELRES to
help USCG active duty forces prevent or mitigate imminent, serious
natural or manmade disasters, accidents, catastrophes, acts of terrorism, or
transportation security events. The Secretary of the Department of
Homeland Security (SECDHS) has recall authority of SELRES under Title
14. The SECDHS annually authorizes the commandant of the Coast Guard
to recall a pre-determined number of SELRES under Title 14. Once the
Commandant receives this annual authorization, the Commandant
authorizes the AREA and director of operational logistics (DOL) to recall a
pre-determined number of SELRES for their area of responsibility (AOR).
Title 14 recall authorization must be renewed annually. Review the
AREA’s annual message providing procedural guidance for Title 14 recall.

Incident commanders (ICs) requesting to use Title 14 recall authority must
contact their respective districts for authorization. Additionally, ICs
should consult with their supporting sectors and the associated RFRS staff
before requesting authorization from the district commander. Make
district requests for Title 14 authority through message traffic to LANT-1
or PAC-1 as appropriate and include the requested information in the
AREA’s annual Title 14 guidance message.

Title 14 and ADOS-AC are for reserve personnel only.

This is the most commonly used funding source. The CG uses AFC-30
funds for temporary duty (TDY) and ADOS-AC orders. The AFC-30
funds manager identifies funds for the respective unit paying.

When there is a pollution incident (or a potential pollution incident)
requiring response actions under the National Contingency Plan, the on-
scene coordinator has two funding sources available. They are:

e The Oil Spill Liability Trust Fund (OSLTF).
» Cap is one billion dollars ($1,000,000,000.00).

Chapter 2: Roles and
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A.7.e. OSLTF
and Superfund

A.7.f. RP

A7.g. FEMA
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» Used for oil discharge removal actions only.

e The Comprehensive Environmental Response Compensation and
Liability Act fund (commonly known as the Superfund).

» Cap is eight and one-half billion dollars ($8,500,000,000.00).

» Used for hazardous material releases removal actions only.

The OSLTF and Superfund are used when there is no responsible party
(RP) or guarantor, when costs have exceeded the RPs limit of liability and
the RP or guarantor is unwilling to pay above their limit, and when the RP
is not willing to pay for the cleanup at all.

The Federal On-Scene Coordinator and Federal On-Scene Coordinator
Representatives are the only personnel authorized to access the OSLTF and
Superfund. Coordinate with respective sector incident management
division, if you wish to use OSLTF or Superfund to fund incident response
costs.

A responsible party (RP) is the entity that caused the incident. By law,
the RP is financially responsible for the cost of the clean-up up to their
limit of liability. Typically, the RP will pay for the actual recovery costs
and the USCG will charge the RP for personnel and equipment costs.

In some instances a special line of accounting will be set-up for the
incident by the RP. For example, British Petroleum (BP) is the responsible
party for the DWH oil spill. Once BP assumed financial responsibility for
the incident a special line of accounting was set-up by BP especially for the
incident.

Federal Emergency Management Agency (FEMA) Mission Assignments
(MA) and the Stafford Act states that when there is a Presidential
Declaration of Emergency or major disaster, the funding method is dictated
by the Stafford Disaster Relief and Emergency Assistance Act (Stafford
Act). During such an incident, FEMA is the lead government agency.

FEMA authorizes necessary activities and reimburses responding agencies
for incurred costs. FEMA will issue MAs. These MAs are work orders
issued to Federal agencies directing completion of a specific task, like
funding, managerial controls, and other information. See reference (d)
Federal Emergency Management Agency (FEMA) Mission Assignments:
Operational Acceptance and Execution, COMDTINST 3006.1 for more
information regarding FEMA MAs.

Responsibilities of Contingency 2-10
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A.7.h. USAID United States Agency for International Development (USAID) is the lead
agency for assistance to foreign nations. A Memorandum of Understanding
with the USCG permits USAID to request assistance via MAs similar to
FEMA.

A.7.1. Other Other federal agencies can request USCG assistance using the RFA

Federal Agencies  process. This is an agency to agency process where the requesting agency
requests assistance from USCG headquarters. If the USCG accepts, they
notify the requesting agency that provides funding for the USCG personnel
including TDY costs and overtime for civilian employees.

FEMA reimburses the agencies; it does not usually provide direct
funding. The funding sources noted above are still used for such
NOTE: | incidents. Resource/cost documentation is required for
reimbursement. Consult the National Pollution Fund Center case
officer when using trust fund or other agency funding.
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Section B: User Modules

B.1. User
Module Options

B.1.a. View only

B.1.b. Planner

B.1.c. Approver

B.1.d. Sourcer

B.1.e. Processor
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All MRTT menu options are visible but user role could limit the
functionality. The following is a list of the modules available to different
users.

e View all modules.

e Unable to add, edit, or delete any record to the system.

e Add, edit, delete, and validate a request.

e If additional information (Al) is required, view user account
requirements for themselves or the delegate.

e If requirements have been processed (either MOB or DEMOB), view
user account requirements for themselves or the delegate.

e Activate a PRL.

e When submitting approval requirements, can designate the tasked
approvers.

e Add, edit, delete, and validate, and approve a request for themselves or
the delegate.

e Requirements can be validated, partially sourced (PS), or in review
status.

e If author of request, generate a RFF message.

e Add, edit, delete, validate, approve, and source a request.

e View approved or PS requirements (in Al or PRL) tasked to their
district.

e Generate an orders ready message.

e Add, edit, delete, validate, approve, and source a request.

e Access the IMT processing tab.

Responsibilities of Contingency 2-12

Staffing



B.1.f.
Administrator

B.1.g. System
Administrator

B.2. User Access
To Modules By
Role

CGTTP 1-16.7
MRTT and Contingency Staffing TTP

e Add, edit, delete, validate, approve, and source all requests as part of
routine and contingency operations.

e Isadistrict contingency staffing coordinator.
e Grant user access to MRTT.

e Fix entries made by other users.

e Access all of the above plus administrative functions.

e View all requirements meeting the above criteria on each scorecard,
regardless of tasking districts or tasked approvers.

e Reassign task requirements to another district.
e Restore previously canceled requirements.

e Resend command approval emails for the Volunteer Bulletin Board
(VBB).

e Duplicate any requirements from a validated to approval status.

e Grant access to all users, including administrators and system
administrator.

If a user cannot access a feature or module, a message will display denying
access. See the table on the following page for more information. The
following figure appears when accessing a feature without access rights:

Microsoft Internet Explorer

! } Access denied based on role. Please contact the USCG MRTT Helpdesk at HQS-DG-LST-MRTTHelpdesk@uscg.mil
L]

Figure 2-3 Message received when you attempt to access a feature you don’t have rights to

Chapter 2: Roles and
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Below is a table listing the access for roles.

Administrator

Role Requirement Sourcing Member Administrator
Tracking Module Module Processing
(RTM) (SM) Module (MPM)
Description

Planner Partial access Denied Denied Denied
Requestor Partial access Denied Denied Denied
Approver Partial access Denied Denied Denied
Sourcer Full access Full access | Denied Denied
Processor Full access Full access | Full access Denied
Viewer View only View only | View only View only
Administrator | Full access Full access | Full access Partial access
System Full access Full access | Full access Full access

Table 2-1 User access information

Responsibilities of Contingency

Staffing
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Section C: Module Menus

C.1. Module At the top of every MRTT module home page is a hyperlink to different
Menus functions. User access depends upon the assigned user role. The following
list of functions are the menu options in each of the modules.

C.l.a. Requirement e Scorecard.

Tracking Module

(RTM) » Construct a list of requirements.
e PRL Import.

» Download the import template.

» Import the PRL data into the MRTT.

e PRL management.

» Activate PRL requirements (future release will deactivate, copy,
move, and delete PRL requirements).

e Build a request.

» Complete and build a request.

e Request.
» Search existing requests.

> Duplicate, edit, and add new requirements to a request.

e Requirements.

> View request requirements or individual requirements depending
on how search is performed.

» Edit requirements individually or in groups.

> Approve group requirements.

C.1.b. Personnel e Import Wizard.
Requirements List
(PRL) » Upload a repopulated PRL in Excel format.

e Manage PRLs.

Chapter 2: Roles and
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> Search for PRLs.

> Activate, delete, and edit existing PRLSs.

C.1.c. Sourcing Scorecard.

Module (SM)

» Construct a list of requirements.

e Requirements.
> View the requirement page.

» Search for specific requirements. It is crucial to search for ICS
competencies for contingency staffing.

e Sourced Records.

» Search for members sourced to requirements.

e \/olunteer.

»  Search for volunteer applications.
e Add Member.

» Add non-USCG members and contractors to the list of sourced
members.

e Member Match.

» Search for USCG members to fill a billet.
e Geospatial Map.

» Provide a geographical map of where members are currently
sourced (can be based on major disaster selected).

C.1.d. Member e Scorecard.

Processing Module
(MPM) » System administrator sends notices to the SM which are important
to all users.

» Provides access to the scorecard report.
e Member processing.

» Search for and process USCG personnel including MOB and
DEMOB processing.

Chapter 2: Roles and
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Table maintenance.
» Maintain and update the internal MRTT validation.

» Search tables.

User administration.

» Add users to the database and assign security roles.
Reports.

» Generate MRTT reports.

Downloads.

> Download available documents to local computer.
About.

> Lists the development team’s information, email, and phone.

Change Password.

» Manage and change your password.

Display the online MRTT help desk or SSB.

Log out of the MRTT application.

Chapter 2: Roles and
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Section D: Mobilization Readiness Tracking Tool Help Desk and Surge
Staffing Branch

D.1. MRTT Help The help desk is comprised of a group of volunteer experts from
Desk commands around the USCG. They answer technical questions and
guidance in MRTT use.

PSC-PSD-SSB: Answer questions about USCG requirements, assignments,
etc.

At the start of an event SSB, the Help Desk needs to be notified of the
following:

1. Name of incident.

2. Incident command names. For example: ICP Santa Barbara, UAC
Roberts. (Commands switch from the USCG to the ICS. Commands
could be working jointly with local and state resources.)

D.2. Surge The PSC-PSD-SSB temporarily assigns USCG active duty, reserve,
Staffing Branch  civilian and auxiliary members as follows:
(SSB)

e Temporary Duty (TDY) augmentation requirements validated as
mission-critical.

e Voluntary TDY augmentation.

e RFF validated for individual augmentation requirements for
contingency operations beyond the Incident Commander’s resource
capabilities.

e MOB of reserve component responders when required to support
validated individual augmentation requirements.

Chapter 2: Roles and
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Chapter 3:

Making a Requirement

This chapter discusses how to build requests and edit requirements. It also
discusses PRLs and their similarity to Watch Quarter Station Bills
(WQSBSs). This chapter also discusses how to generate messages and how
to order deployable support elements (DSEs) and deployable specialized
forces (DSFs).

This chapter contains the following sections:

Section Title Page
A Building a Request in the Requirement Tracking 3-2
Module
B Creating and Editing Requirements 3-7
C Adding and Duplicating Requirements to a 3-16
Request
Approving Requirements 3-19
E Group Editing Multiple Requirements 3-22
Searching for Requests and Requirement Tracking | 3-25
Number
G Canceling a Requirement 3-26
H Generate a Request for Forces Message 3-28
I Requesting Teams 3-31

3-1

Chapter 3: Making A

Requirement



CGTTP 1-16.7

MRTT and Contingency Staffing TTP

Section A: Building a Request in the Requirement Tracking Module

A.l. Building a
Request in the
RTM

NOTE:

A.l.a. Requesting
a Department ID

Chapter 3: Making a
Requirement

Navigate through MRTT by using the MRTT Navigational Map. The
graphic below shows the section headings in the MRTT Navigational
Map: RTM, PRL, SM, MPM and MRTT.

1. To build a request, click on the Build-a-Request link under RTM.

MRTT Mavigational Map

L

¥ | pm SM MPM MRTT
 Scorecard Scorecard Scorecand Table Maintenanoe

iReg Butid-A-Regquest Requirements Member Frocessing  User Administration
E' Requests Sourced Records Reports

Requirements Voluntesrs Downloads

PRL Bdd Member Change Password

Impert Wizard BMember Match Help

Manage PRLs Geospatial Map About

Team Title Map

Figure 3-1 MRTT Navigational Map

Use the ICS 213 RR form to build the request. If not using the ICS 213 RR
form when requesting personnel, create a unique identifying number in the
fields.

All fields with a red asterisk are required fields. Use the binocular
icon to select the criteria to enter.

To request a department identification (DEPTID) follow these procedures:

1. Click on the binocular icon to select the requesting command.
2. Use the binocular icon at all times to enter data in the field.

Example: When you click the binocular icon to request DEPTID, a
lookup table will appear.

3. Enter the DEPTID, operational facility number (OPFAC) or description
to look up the unit.

3-2
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The destination DEPTID is the unit DEPTID where the member will be
assigned or the closest unit working with incident command.

ﬁm-mmmmqusc«qm
| hitps/fwwem rcg-mettopms.net/ TESTING Mod R TH Request. anpa -~ &

m %] MRTT - Moblization Readiness Tracking Tool =] -

Lookup | OPFAC

Regquest
iy wvenn

sector
OPFAC Deicrfion
Dest Dept 7 0137000 SECTOR NORTHERN NEW ENGLAND
01-3¥010 SECTOR BOSTON
013 SECTOR SE MEW ENGLAMD
Grouping < 01-30x SECTOR LOMG ELAND SOUND
Major Disa 01-37040 SECTOR NEW YORK
& 02-80012 CGRU VTU MD2 SECTOR 2
05-37080 SECTOR DELAWARE BAY
Resource £ T2 0530050 SECTOR BALTIMORE
y 05-30070 SECTOR HAMPTON ROSDS
% IT0E0 SECTOR MORTH CARCLUINA
RFF OTEG 05-T1105 DO-SECTOR BALTIMORE
sufigar i '

Figure 3-2 Example of requesting command

To request a destination DEPTID follow the previous steps from A.1.a to
request a destination DEPTID. If it is the same, click on Use Requesting
Dept info.

@ | N Request
Request Package Vakdation Hanage Requirementy Mestage
Request Information
UR: wme Date Crepted Beauwest Trpe
Requesting Depeid: = d Bequesting OPFAL
Dest Deptid: * - Dest OFFAC:

Use Requesting Dept info

I - FRL Title:

Grouping Category.

Magot
ooy
[

Resource Requesi & = Requesied By

Phene Humbss. * Email- *
RFF DTG: Mission Assignment 8
husiification:

Figure 3-3 Example of entering in destination DEPTID

In the Grouping Category box, select Disaster Response.

If you do not select Disaster Response, your personnel will not
report accurately on the canned reports.
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At v N

Disaster

Figure 3-4 Example of selecting a Major Disaster

e To select a Major Disaster, select a disaster from the drop-down list.

This is the name of the event. If the name of the event is not populated
in the drop-down box, e-mail the help desk at hgs-dg-Ist-
MRTThelpdesk@uscg.mil.

e You can also contact SSB at ARL-DG-CGPSC-PSD-SSB@uscg.mil.

A.l.e. Resource To select a Resource Request Number, follow these procedures:

Request Number
1. In the Resource Request # box, enter the ICS 213 RR form number.

2. If you don’t have one, create a unique serial number. Precede all the RR
#'s with event name and unit short title.

e EXAMPLE: Hurricane Isaac-Sector HR-10283.

If you don’t have a 213 RR#, it is best practice to use a standard
process resource number for ordering. For example, start
NOTE: | numbering with the alpha-numeric ZZ001 or something similar.
This eliminates confusion with a randomly assigned 213 form
number.

It is a best practice to enter resource request point of contact (POC)
NOTE: | information in the following order: phone number, name, and
email.

Chapter 3: Making a
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A.1.f. Request for
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A.l.g. Mission
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A.2. Saving the
Request

A.3. URI and
RTN numbers
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To enter a RFF/Date Time Group (DTG):

1. In the RFF DTG box, enter the date, time, and group.
2. Copy and paste this directly into the field.

Per reference (d), FEMA Mission Assignments: Operational Acceptance
and Execution, COMDTINST 3006, a mission assignment (MA) is a work
order issued by FEMA or USAID to another federal agency. The federal
agency directs completion of a specific task, cites funding and other
managerial controls, and gives guidance. A MA may be given in
anticipation of, or response to, a Presidential Declaration of an Emergency
or Major Disaster.

The MA number allows for quick and accurate accountability of
requirements/people/cost working for FEMA.

Follow this step next:

1. In the Justification box, enter in any additional information about the
request.

When the request is saved, a Unique Request Identifier (URI) number
appears. It is a good idea to make a note of the URI number at this time.

Build a request for each ICS-213RR. Once the request is submitted, add
additional requirements. One request can have multiple requirments.

19557-0001 19557-0001

URI R%N

Figure 3-5 Example of URI and RTN

e The URI is the request; it is the first set of numbers before the dash.

e The URI plus the numbers following the dash together is the RTN.
RTNSs are the individual requirements assigned to the request.

e Each RTN is a unique number.

Example: You receive a ICS 213 RR. They are asking for 50 pollution
responders. You do not create 50 requests in MRTT. Build one request
and create 50 requirements.
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Figure 3-6 Example of a request
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Section B: Creating and Editing Requirements

B.1. Creating
and Editing
Requirements

B.2.
Requirement
Tab

Note that the Manage Requirements tab contains one created
requirement, which is just a shell of the requirement. In this tab, follow
these procedures:

1.

In the Requirements in this Request table under Select, click the RTN
number.

. Click Create A New Requirement to add a requirement to this request.
. Click Duplicate Requirements to duplicate any RTNs created under

this request. A RTN must be validated to approver status.

RequesiPackage  Vaidalion | Manage Requarzments(1) | MWessage

Move Hequirement b exstng Heques!

TargstURL 3803 = RTH to Move: - [

Renuirements in this Reguast: 1 [reaie A Mew Requesmans -_-:5_'::'-'_'_'_".'..
|Select  Shatus Rate Desiy  BegmDate  End Date Created By ?::"M

| 14780001 ved - DL24/008 O o — 120 |

Figure 3-7 Example of MRTT navigation menu when you want to manage a requirement

To open the requirement, follow these procedures:

1.

In the Requirements in this Request table under Select, click the RTN
number to open the requirement.

. Do not click the Save button or check validated to approver until all

validation criteria are met.

3. Complete any field that is red or has a red asterisk.

. Click Save button.

The program displays a Request Tab. The Requirement Tab displays
information entered into MRTT when the initial request package was
built.

Chapter 3: Making A
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B.2.a.
Requirement Title

Chapter 3: Making a
Requirement

| S Requirement 1499-0001

Request eq Info Orders BNC History Status Validation Comments TOMNO/ACL

Request Information

URI 1499 Type: Indiividual Augmentation (LA)
Resource Regquest & ZZ001 Grouping Category. DISASTER RESPONSE
Funding DeptiD: Funding OPFAC

Requesting DeptlD: 005341 Requesting OPFAC: 01-11404 - USCGC CHASE
Destination DeptlD: 005673 Deestination OPFAC: 01-12103 - USCGE VIGILANT
PRL: Major Disaster: TSES0 - HURRICANE HANNA
Justification:

Requestor

Requested By: 2t Requestor Phone: £66-888-8866

Created By: Requestar Email: joe coastie@uscgmil =3

Date Created 12/1/2015 2:29:00 PM

Figure 3-8 Example of the requirement tab

To look up a requirement title, follow these steps:

1. Click the Requirement tab.
2. Click the binocular icon to look up requirement title.

3. Search for a force element in the first column. Enter ICS, DCMS, long
title name, or a partial name.

4. Click Go and Search.
5. Search by Force Element, Sub Force Element or Short Title.

You should search for your requirement title in the first column. Spread
the columns apart like the columns as in a spreadsheet to see the entire
field. Clicking on any field opens up a pop-up window with more
information about the force element.

3-8
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B.2.b. Mission
Classification

B.2.c. Begin/End
Date

B.2.d. ICS
Command

B.2.e. ICS
Section

CGTTP 1-16.7
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Requirement 1499-0001

Commenis TONCOYACL

Requirement Information

Avadlsbie for Volunteers [

Tithe: = van MOBD3 ] Miggion Classification: * v Mission Critical T|

Team Title: Solicitation DTG v

Bagin Date: * van End Daze: * v

Duration in Days: {Caiculotes End Dare)

Categary

Grouping Category: = | NSASTER RESPOMSE [=]

5 Enmmmand oad WS Lecnion sre snly Reguined for Sisssner Arfeoass)

ICS Command: * ves D1 T [=] 1cssecton; = comamann [=]
Incigans POSN
Personnel Need

Desig/Rating: * vms ADM [+] service COAST GUARD =]
Pay GradeStart *vm | OL0 [~] Companent =]
Fay Grade End: = v 010 " Clearance v_E
Competencies:vis & TMT Codes:vem »

DA Azcamplishment Codes - Carsas F

Note: Primary Duties and Desired Skill S jted to 1000 eharactars

Primary Duties: ve Dhesired Shall 561 v

Bacichn Cate Reasan for Date Change:

Figure 3-9 Example of looking up a requirement title

The available for volunteers box is always checked by default. The
VBB automatically advertises the requirement; if this is not wanted,
simply uncheck the box.

Mission Classification option is always chosen for contingency response.
The chain of command evaluates at the next level up. Refer to reference
(e), Coast Guard Obtaining Personnel Resources to Meet Surge
Requirements, COMDTINST 5400.1 (series) to determine requirements.

Enter Begin/End Dates of the requirement, or enter duration in days, i.e.
21, 30 or 60. The end date will automatically calculate.

Select the ICS Command name from the drop-down list. If your command
does not appear, email HQS-DG-LST-MRTTHelpdesk.

Select the ICS Section for the member. It will be Logistics, Finance,
Administration, Planning, Operations, Command Staff,
Intelligence/Investigations Section or Joint Information Center.

Chapter 3: Making A
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B.2.f. Personnel
Need

B.2.g.
Competency
Codes

NOTE:

B.2.h. Primary
Duties

B.2.i. Desired
Skill Set

B.3. Saving a
Requirement

B.4. Required
Information Tab

Chapter 3: Making a
Requirement

Edit requirements Pay Grade, Rating, Service, Clearance, and Component
as required.

Enter any required competencies. Search for needed requirements in the
Competencies, Training Management Tool (TMT) Codes, Direct Access
(DA) Accomplishment Codes, and Course fields.

Include only the minimum required competencies a candidate needs
to perform in a mission role. Unrealistic or excessive candidate
qualification requirements will often yield few or no search results
for personnel sourcing nodes, causing an RFF to be delayed or
unfilled.

Enter Primary Duties. This helps fill the right candidate. This is important
to have because it is advertised on the VBB.

Enter Desired SKill Set. A job description of skill set is important because
it may not have a competency code. It is advertised on the VBB.

To save a requirement:

1. Click through the Requirement tab by tab.
2. Click the Save button when all edits are completed.

Upon saving a validation, a message appears to inform the requestor of
any missing information.

Follow these steps to enter required information:
1. When the Receiving Unit section appears, enter Primary Receiving Unit
Point of Contact (POC) Information in the fields provided.

2. Enter Secondary Receiving Unit POC Information in the fields
provided.

3. Enter Reporting Instructions in the field provided.

4. In Geographical Location box, enter physical location of where the
requirement (job) is located.
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B.5. Orders Tab
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f ;
Qf'; | Requirement 1453-0001
P 4 =
Recehing Unit
4
Destination GPFAL Geograghical Latatien: = i N
PO Information
POC Hame: * wa Sec POC Name:
FOC Prane: = v Sec. POC Phone:
FOCEMS = wa Sec. POC Emadl
Seconsary Secering Unit PO Information [z the same 12 stove
Miissicen Relazed $1ops
Suaps Required. wa [=] Sops Deze
g NA - Report Dase &
I+Srep FOC Hame: I+S10p FOC Prane
Stop POC Emai
EOE intumatin
Fequires PRE #a [=] FPE Notes
Spetial Mriruttion
Famale Onty Meeds Oversens Baggage U5 Passport Required (Red| Dher
Mase Oty S Passport Reguired (Blue) Cverstas Kreesing
Desaription

Reparting Instruciiend

Figure 3-10 Enter in geographical location into required information tab

When inputting POC info, do not enter a Section Chief phone
number. Designate a single POC or a group distribution for job
inquiries. The inquiries deal with the job and logistics. The VBB
advertises POC information, and personnel interested in the
position will call the number.

For requested orders, enter information for authorized orders per reference
(), Personnel, Pay and Procedures Manual, PPCINST M1000.2 (series)
Chapter 2.

ﬁ Requirement 21746-0002

Pegaest Fequiternent Req infe Orders BNC History Statun Nabdation

Entitlements.
Géndt. Cusners
Bont Messing Saduied Per Diem
Transportation
Miziellaneous
Eszess Bagiage
Confarencs Fas
Communication Charge
Tawi INAround
Pergcnal Fhone

Bewnain Cetrnigha For Days:

BON Location

Figure 3-11 Entering information for requested orders
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B.6. By Name
Candidate
(BNC) Tab

B.6.a. Employee
ID (EMPLID)

B.6.b. BNC Email

B.6.c.
Justification

B.7. History Tab

Chapter 3: Making a
Requirement

A by name candidate (BNC) is someone who has been recommended
(either by the IC, unit, etc.) to fill the requirement. All BNCs require
command approval to be sourced to the requirement. See Chapter 6 The
Sourcing Module (SM) for more information. In order to be chosen for a
requirement a BNC should be fully qualified for the assignment and/or
deployment.

To populate the employee ID (EMPLID), enter a BNC EMPLID. The
BNC'’s information will auto-populate for that member.

PR
b w Requirerent 22772-0002

Figure 3-12 Populating the EMPLID

Proceed with the following steps:

1. The BNC receives an email with instructions to go to the VBB to
volunteer and obtain command approval. At this point the BNC can go
into the VBB and volunteer (See Chapter 5 The Volunteer Bulletin
Board).

2. Enter Candidate Email field if a BNC fills the requirement. A non-
USCG email may be used if the BNC is a reservist. This will quicken
selection and receipt of orders.

3. After a requirement is approved, an email is sent.

If justification is needed, enter Candidate Justification information.

The history tab has the following functions:

e The Source History tab displays the service members sourced for the
requirement. Sourced service member information displays in the grid.

e The Source History grid displays sourcing records in descending order
by the Last Updated date.
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e Editing this information is disabled. The following figure shows the
Source History tab.

Requirement 14925-0001

Requent Fequirernen ] Reog info Ordena Soatun Valdation Commnts TOMOVACL

Sourcing History
g Began (ate s iy

M et 0o diapley

Figure 3-13 Source History Tab

The top of the Sourcing History page displays the time frame of the
requirement. The graph displays the member that has been sourced to that
requirement, for how long, and over the time frame of the requirement.

B.8. Comments  To add notes on the requirement, add it in the Comment box, like the one
Tab shown below.

When canceling a requirement, a comment is required. Please enter a commgnt and click the save
button, or click the cancel button to close the window,

S T

Figure 3-14 Tab used for comments

B.9. Travel Enter a TONO and LOA, if applicable. It is not necessary to include this
Order Number in requirements that have no external or additional payroll and travel costs,
(TONO)/ such as recording initial first response personnel operating in their own
Accounting Line  AOR.

(LOA) Tab

Chapter 3: Making A

313 Requirement



CGTTP 1-16.7

MRTT and Contingency Staffing TTP

B.10. Status Tab

Chapter 3: Making a
Requirement

However, if additional costs will be immediately incurred, always include
this information (with explicit consent of the account manager) as part of
each requirement at the first opportunity. This is usually completed by the
RFF originating support command/ICP or the next higher level
administrative control. Including clear financial information will speed the
processing once the final candidate/group is selected and sourced to the
mission.

Additionally, MRTT can produce reports connecting mission RTNs and
assigned personnel with TONOSs and creditors’ account lines. This helps
manage fund reimbursement plans during or after an event.

& (N Requirement 1499-0001

Trawel indormatos

Py dorm@cn

Fu A babosm stiim

A

Fonating POM infornaticn

Figure 3-15 Tab used for entering TONO/ACL information

The Status Tab is for routing requirements for review and approval, and
approving, canceling, or duplicating requirements. On the status tab, the
Pending Requestors Validation box is automatically checked when the
requirement is created.

1. If duplicating a requirement, only check Validated to Approver.
Otherwise you cannot duplicate it.
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Requirement 1459-0001

Requett Requarement Ry Enfig CQeders Y History Clatus Waliaton Commenis TONOYACL

Regainement $atus
Pending Requestors Validation 4
Validated 1o Approar, 4
Canceled
Reviewed
Approaned
D

Adsvional info Reguined

Additional Informagion
Tasked ADprower * -
hpprowed Thru 2015.12.31

Taaking Commsnd - |

Figure 3-16 Used for approval and canceling a requirement

Choose from the following statuses:

Check Validated to Approver box when the requirement is validated
and ready for review.

Check Canceled box to cancel a requirement. It cannot be deleted. If
you cancel, you will need to enter an explanation.

Check Reviewed box when ready for approval.

Check Approved when you want to approve the requirement. If
selected available for volunteers, the requirement will now reflect on
the VBB.

Check Denied to deny a requirement.

Check Additional Information required if you have questions,
concerns or need additional information. See Section D Approving

Requirements.
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Section C: Adding and Duplicating Requirements to a Request

C.1. Adding The MRTT automatically creates one (1) requirement when creating a
Requirements request.

To add additional requirements:

1. Go to the Manage Requirements Tab.

2. To edit the default requirement, you must click the RTN Requirement
Tracking Number hyperlink in the Select column of the Requirements
in this Request table.

@ - e —
|

Requési Package  ValidsBon | Manage Requiremients (1) | Mesiags

Move Heguremend o exsing Regees!

Terget UFE 13802 - ATH 1o Mowe - [ e

Rispirdmants in s Regeass 1

Fisdrmth (i

is.dec: Status RateDesip  BegimDate  EndDate Created By

| 14784=0007 Approwved o QL0 [Lrspcte i) ETOM DEVEREAMN 0203005 |

Figure 3-17 Managing requirements

3. To add a requirement click (1) from screenshot above, Create A New
Requirement. It will generate a new requirement ready for editing.

-

@ @ Requirement 1499-0003
Request Package Validation Manage R _Reques q ord BNC g - Comments NO/ACL
Move Requirement to existing Request
TorgetUR: (1499 [x] RTN to Move: Tite: *1ne - Mission Cassfcstion =
Team Tie: Sollcitation DTG we
Begin D 2015.120: End Oat 0151231 | T
o Days: {Calcutotes End Dote)
Requirements in this Request-3
Category
eeeeee S Grouping Category: NO GROUP SPECIFIED =]
5 165 st e ooy secumes fo e ez
1499-0001  Pending Requestors Validation 165 Command: * vaa [5] s section: = =
1499-0002  Additional Info Required Incident POSH
1499-0003  Additional Info Required
[2]  senice COAST GUARD ]
5] =
=] [
- t 4
» 4
‘Siill Se fiek ited 10 1000
Desires S Set:vss
-
Backfi Date. Resson for Date Crange:

Figure 3-18 Requirement editing
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To duplicate a requirement:

1. To duplicate a requirement, ensure the task screen is in Validate To
Approver status.

2. Click (2) from screenshot above to duplicate the requirement.

3. Click the Select button, to select the requirement ID you want to
duplicate.

Requirement Duplication

This feature of METT aliows you to duplicate requirements that you have already created, The requirement wal be
duplicated with the exception of the by name candidate

i RTN  RequestiD P=sssirement D

Status action |

10650001 73503 Validated to Approver Select
10650002 73533 75007 \alidated to Approver Selact
10650003 73523 75008 ‘Validated to Approver Select
10650004 73503 75009 Vabhdated to Approver Selact

Figure 3-19 Duplicating requirements

4. Select how many times you want to duplicate a requirement.

Requirement Duplication

This feature of MRTT allows you to duphcate requeements that you have already created The requrement will be
duphcated with thir exception of the by name candidate

RTH: 1708-0001
RequirernentiD: 2516
Regquestl: 2415

Figure 3-20 Selecting amount of times to duplicate in a requirement

Chapter 3: Making A
Requirement
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C.2.a. Copies of To copy a requirement:
the Requirement

1. Click the Add button to create copies of the requirement you have
selected.

2. Click the Reset button to return to the list of requirements, without
duplicating the requirement.

3. Click the Close button to close the Requirement Duplication page.

@* s wl Roquest 1065

FuquestPackage  Valdabon | Manage Reguiements (4] | Message

Move Requirement tn existing Request

Targat LR | 1042 - ATH 1 e (EE ~ ——

Raquiremenis in this Reguest 4

Creste & b Bogurement | Belresh Grd | DupSosts Reguremanty
Belecl  Slabin RaleDesky  Degnbete  EndDate  Creatediy Phptoued
A ey 4
Apg
Appr

Figure 3-21 Managing numbers of duplicates

US0GE MOBILIZATION READINESS TRACKING TOOL

Misdidle: Applacation Agmen  LHed OPFAC: Al

Hemermrma—d {hophs sl

That Teasture of MATT aliow you b3 dopliabe requirementt Shat you hive Blresdy treated The requiremerd mill
be duplicsted with The gsception of the by neme cendidaie

Regues! I} Regquinemant ID Slaten
E 1338-0001 110744 120810 Walidaledin

Agpeover Salect

;1:3& B002 110744 130547 Walidaled o Appiedr  Sieled

| 13380003 110744 130588 alidaled 1o Appiver Salid
1
5 v,

The Requirements istegfidow have bean sawed!

Figure 3-22 Click close to duplicate requirements

Chapter 3: Making a 3-18
Requirement



CGTTP 1-16.7
MRTT and Contingency Staffing TTP

Section D: Approving Requirements

D.1. Approving  The approval process ensures requirements are accurate and warranted.
Requirements

The system does not validate data until you click the Save button. If
you did not enter information into one of required fields or you
NOTE: | entered invalid data, the errors will display in red at the bottom of
the requirements page. Correct these errors before you send the
requirement to the approver.

D.2. Status Tab  To approve the requirement, click the Status Tab to start the approval
process.

Requirement 1499-0003

= .
Request Bequirament Req Info Oirder BMNC
Reguirement Status

Pending Requestars Valisaton Ll

Valifatad to Appraver ¥

Canceled

Reviewed
Approved

Denied

Agditional info Required
Additional Information

Tasked Approver: * -

Figure 3-23 Status Tab

Approved They

Tasking Command.

You cannot duplicate a requirement in approved status. The

NOTE: requirement must be in Validate to Approver status.

Chapter 3: Making A
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D.2.a. Reviewed
and Approved

D.2.b. Tasked
Approver

D.2.c. Tasking
Command

Chapter 3: Making a
Requirement

To approve a requirement, check Reviewed and Approved. Before
sourcing a member, the requirement has to be in Approved status. To
check the status of your requirement, look at the bottom right hand corner.

& B Requirement 1499-0004

Request Regquirement Reg Info Orders BNC History Status Validation Comments TONO/ACL

Requirement Status
Pending Requestors Validation:
Validated to Approver:
Canceled: /
Reviewed: /
Approved:
Denied:
Additional Info Required:

Additional Information
Tasked Agprover: - G
Approved Thru:
Tasking Command:

=

Figure 3-24 Status changed to approved

To task the approver, select the Tasked Approver for the requirements.

Follow these steps to change the Tasking Command:

1. Select the next higher level in Tasking Command.
2. For sectors, select your district.

3. For districts select yourself, unless you are transferring the RFF to
AREA.
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D.3. Validation A validation error appears when information is left out or not entered
Tab correctly. The following picture shows the requirement Validation Tab
with errors.

R ” Requirement 1499-0003

Request Requirement Reg Info Orders BRC History Status Vahdaton (17) Comments
TONCSACL
Tab Validation Message Type
? jequirement Pay Grade Start is required. HARD
€ fequirement Pay Grade End s required. HARD
€ Qequirement Desig/Rating ks required, HARD
€ fealnie Geographical Location it required, HARD
€ feqlnfo POC Name is required. HARD
€ fealnio POC Phone is requined. HARD
€ feqlnie POC Ernail is required. HARD
€ Pequirement A Requirement Title is required. HARD
€ Qequirement Mission Classification is required. HARD
c atus A Tasked Approver 15 required. HARD
€ ot The Tasked Approver you entered was not found, HARD
€ fars The Tasking Command is required for Approval, HARD
[Hint: Click the imagd™ sill.most column o redinect bo the tak that containg the error)

| Save Falied, Please read the validation errors w_m-—-" Additional Info Required

Figure 3-25 Validation of requirement
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Section E: Group Editing Multiple Requirements

E.1. Group
Editing

-

RTM
Scorecard
Build-A-Requgst
Requests
Requirements
"PRL
Import Wizard
Manage PRLs

H:l

MRTT Navigational Map

SM

Scorecard
Requirements
Sourced Records
Volunteers

Add Member
Member Match
Geospatial Map
Team Title Map

P
Scorecard
Member Processing

G MRTT ek

F

MRTT

Table Maintenance
User Administration
Repons

Downloads

Change Password
Help

About

Figure 3-26 Figure shows how you select requirements

To group edit multiple requirements:

1. To edit requirements, search by clicking the Requirements link.
2. Enter in your URI to see the requirements associated with a request.

Module: 2375040 L

[l i
| L L
Range St il Range End [ I B

ERE

Requirements Found: 3

B Group Update  Export. [EN
Draga olumn heada and arop 1 hae 10 group by thit cokumn

Mistion

O see Source RN Suna UR Recyaament Tt Team T Cashon | MR hyGndeSun PyGrdetrd BagnDme  EndDue Aporowed Ty
boo[] e G MM A 1 n Wemn (ol ANY i o SV 1 R 1
v 0 e G MMM K 1M m BE LS I 7 LR T
v M G MBOB K IW w0 U DANS LA

Figure 3-27 Entering the RTN to find a request
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To edit or approve multiple requirements at once, use group updates. Note
that you can only use the group update function for RTNs of the same URI.
Also, the RTNs must hold the same status (e.g., approved, validated to
approver).

Follow these steps to group update a RTN:
1. If you want to duplicate, duplicate while in the request under manage

requirement. Refer to the Section C Adding and Duplicating
Requirements to a Request.

2. Click Group Update and a window appear as when working in a
requirement.

USCG MOBILIZA)
Module: B75110 Use

Requirements Found: 1

Drag a columan header and drop it hare 10 group by that column

] Seea Source RTN

eme Tt Tearn Tite

Requ E
VO ome Suwm BAN A w Man (sl ANY 2§ ) Lo LAAs LA
(R TR A E T T ™ LS uAVES LA
v G fum MR A M8 0 it LA 11 S 31

Figure 3-28 An example of group updates

A (~) sign will appear in fields where the data has more than one type of
entry for that group of requirements.
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&} Requirement Global Update (2)

Request Requirement Req Info Ordlers St Validation

Requirement Information

Aveilable for volumeers o

Tith: * Practice MEssion Clagsification: * | Mission Critical
Team Title:

Begin Date: * | 20051201 EndDate: * | 20151231

Category

Grouping Category. = | NOGROUR SPECIFIED W

(KT Commans sas i°T Sacren v sasy Magured for Das e REspansa)

1C5 Command: * | MR PORTSMIOUTH o5 Section:  * | COMMAND L
incident POSM:

Perionngl Need

Desig/Rating: * W Senice COAST GUARD o

Pay Grade ST . " Component bt

Fay Grade End:; * Ed e Clearance et
Competencies: ’_—| TMT Codes: |—|

D4 Accomplishment Codes Courses |

Priemary Duties: Desired Sl Set

Figure 3-29 Requirement information tab

E.2. Multiple To edit and approve a large group of multiple requirements at one time,
Requirements group approve the RTNs by clicking Approved on the bottom right hand
side of the page.

@ ] Requirement Global Update (3)

Request Reguirem ment Rieg Info Oediers Caatuis Validsfica
Rigest eime it Statsi

Pending Requestors Valsdation:

¥alidated 1o Apprower

Canceled

Rgvigwed

Approved.

Denied

Adaitionsl Info Reguired

Addiional l=dnrmalion
Tasked pprover - O
Appgidved Thiu

Tasking Command

Approved

Figure 3-30 Editing large groups with multiple requirements
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Section F: Searching for Requests and Requirement Tracking Number

F.1. Searching To search for a request:

for Requests
1. To edit your request, duplicate, or add a requirement to your request,

click on the Request link.

2. To edit, group edit, and approve your requirements, click on the
Requirements link under RTM column. Refer back to Creating and
Editing Requirements for further help.

Q MRTT, EXI—

| MRTT Navigational Map

¥ T rm s MP MRTT

Scorecard Scorecard Scorecard Table Maintenance
iReq) Build-A-R¥quest Requirements Member Processing User Administration

! Request Sourced Recoras Reports ‘

m,‘ Requirements  Volunteers Downloads

PRL Add Member Change Password

Import Wizard Member Match Help

Manage PRLS Geospatial Map About

Team Title Map

Figure 3-31 Searching for requests

F.2. Searching To search for an RTN:

for RTNs
1. Search for a requirement by entering information into different filters the

URI/RTN, PRL, Start/End date, etc.
2. Click Search to get results.

O
H i
C

Drag a column hesder and drog it here to group by that column

Sedect URl Req OPFAC Requested By Dest OPFAL Resource Request Number Request Group

Mo records to display.

Figure 3-32 Searching for multiple RTNs
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Section G: Canceling a Requirement

G.1. Canceling a
Requirement

Chapter 3: Making a
Requirement

Requirement 1499-0004

Request Requirement

eq Info
Requirement Status
pending Requestors Validation: M
Validated to Approver. ¥l
Canceled: @
Reviewed O
Approved: O
O
O

Denied

Additional Info Required:

Additional Information

Tasked Approver: * i -
Approved Thi 20160101 |
Tasking Command [ hd

Figure 3-33 Canceling a Requirement

To cancel a requirement:

1.

Initially search for a request (see Chapter 3 Section F Searching for
Requests and RTNS).

The request page automatically appears.

. From the request page, click the Select hyperlink corresponding to the

requirement you want to cancel.

3. From the requirement page, click the Status tab.

. From the Status tab, click the Canceled checkbox.

The following figure shows the Status page with a canceled
requirement. When the Canceled checkbox has been selected, the
Comments window appears and you must add a comment before
canceling the requirement.

. On the Status page, click the Close button.
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a8 Requirement - Windows Internet Explorer 2340

B hittps: [ /veave uscgemritcpms.net TESTING Mod BT Reguivement s regile 10

Requirement 14925-0001

Reguiest Hbary eatun Validshion (7]

Requsrement Seatus
Pending Requestons Validation

Fegquirerment

Yaligated to ApDrover

Candeled:
Renewsd.
Comments
Approved
Denled When canceling & requirement, & comment |5 reguined. Pease giiter & comment and

click thé 45ve buston, of dick the tancel Button to tia

Agdduianal Infe Requined

Additionsl Infeemation
Tasked Approver =
Approved Theu
Tazking Command:

Figure 3-34 Adding a comment to cancel a status
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Section H: Generate a Request for Forces Message

H.1. Generatea  To generate a RFF message:

RFF Message
1. Go to the RTM scorecard by using the MRTT navigation menu, and

click Scorecard under the RTM module. This opens the Scorecard.

USCE MOBILIZATION READINESS TRACKING TOOL

- u
LQ‘ MRTT’u rwiie ] . U OFFAC 30255 Role: Symamadimin | Logeat
-J) Reciremant Tracking Mocule Scorscard report for -

FRL Requirements ) RFF-Ready Raquinements (75)

o 053700 - SECTOR R
ey HAMPTON ROADS
» (6-T110 DR
PO ok
¥ 27 oR
» B 05-TI05- CGDAVE ]
» 16 05-30070- SECTOR HAMPTOM ROADS oR
» o oR
» i1} 5-TIL05 - 60 AVE oR
¥ 1 5-300 - SSETCR o
= HAMPTON ROADS
' 204 ]
LI ) )

Figure 3-35 Choose RFF ready requirements

2. Click on the arrow of the URI you want to select for message
generation.

3. Select only one URI with its associated RTNs per RFF message (i.e.,
ICS 213RR = URI).

USCG MOBILIZATION READINESS TRACKING TOOL
OPFAC: 32492395 Robes Sysoemacmen | Logous

00 0571105 - CODANVE 057115 - CGD AVE oR
GE 053070 - SICTOR WAM osamm - stcron =
WIS 307510 €6 LANTAREA 2075120 - C6 LANTAREA oR
<] @
APPROVED 09080 106
APPROVED WS DS
APPROVED. ROSLE  0DEL
4 LANTIMT- RESL HURRICANE JONES. APPROVED oM  lame
51

Figure 3-36 Click on the URI to create a message

4. Click on each RTN individually or select all.
Only RTNs that are in an approved status will appear.

Chapter 3: Making a
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USCE MOBILIZATION READINESS TRACKING TOOL

117 9571105~ CGDEVE

aquir o
s T
"
b IGlE 05-37070- SECTOR MAMPTON RDADS
1015 075130 - C6 LANTAREA

s
ki 1150002 LANTIMT - PSC APPROVED
APPROVED

Figure 3-37 Choosing one or multiple requirements

5. Next, click on Generate Message (see example in Appendix B).

@ M RTT. USCG MOBILIZATION READINESS TRACKING TOOL
Lot

Module: Application Admin DPFAC: 23-75110 Role: Administrator

vaiidation and Generation Data

Message Type: RFF Message

MessaneTvoe Validation Mezsage
MessageType Validation Message

MNo records to display.

Figure 3-38 Final step in generating a message

The message template is now created, follow these procedures to create a
RFF message.

6. Copy the generated text and paste in Coast Guard Administrative
Official Information Exchange (ADMINOIX) or in an email.

Chapter 3: Making A
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USCG MOBILIZATION READINESS TRACKING TOOL

Module: Applic DPFAL

Validation and Geseration Data
Masange Ty RFF Masaage

1 ISC 2138E #{0000 jURI ¥

SUB.J: FERSONNEL RECQOEST IS0 (DISASTER = UNIT SHORT T.
23925

A, OBTAINING FERSCHMNEL RESOURCES TO MEET SURGE REQUIREMENTS.
COMDTINST 5400.1 (SERIES)

B. LANTARRERINST 1330.1, 3HORT-TERM FERSCHNEL SUFPORT WITHIN
ATLANTIC ARER

€. PACARERINST 1330.1C, SHORT-TERM PERSCHNEL SUPFORT FOR
OFERATIOHAL AND SUFPORT UNITS WITHIN THE PACIFIC AREA

D. OORST GUARD COMPETENCY MANAGEMENT SYSTEM MANUAL, COMDTINST
M53I00.2 (SERIES)
1. REQUEST FOR FORCES FOR COMMANDANT (CG=DO0=X) .
REQUIRES FERSONNEL TO REPORT WITHIN {(24/48/72) HOURS
BTN TITIE FRHE CoHP

EST IS5 MISSICH CRITICAL AND
ZAN WITH BELOW REQUIREMENTS.
BEGIN END

e m

Click heve bo neregabe bo the Request

Figure 3-39 Example of RFF message
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Section I: Requesting Teams

I.1. Requesting AREAs can request multiple DSFs. DSFs include:

AREA

Deployable e National Strike Force.
Specialized .

Forces (DSF) Tactical Law Enforcement Teams.
and Deployable e Port Security Units.

Support

Elements (DSE) Maritime Safety and Security Teams.
e Salvage Engineering Response Team.

e Maritime Transportation System Recovery Unit.
e Maritime Security Response Team.

e Coast Guard Incident Management Assist Team.
e Public Information Assistance Team.

Every DSE is included in the MRTT force element table. Per reference
(9), DCMS Contingency Support Plan 9930 — 15, there are three (3) types
of DSEs that can be requested from DCMS.

The three (3) types of DSEs are:

e Logistic support element.

e Individual support specialist.

e Emergency response team (ERT).

Chapter 3: Making A
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1.2. Guidance

NOTE:

Chapter 3: Making a
Requirement

@ | 3 Requirement 1499-0004

Reguest Requirement Req Info Orders BNC Hestory Status Validation Comments TONO/ACL

Requirement Information

available for volunteers B

BeginDate: *wa  [p1c7702 End Date: * va 2016.0101

Duration in Days: | (Calculates £nd Date)

Category
Grouping Category:  * | DISASTER RESPONSE W

[1cP rampton roads @\ NG vl
InGOEnT PESN ] O ———
Personnel Need
Desig/Rating: * vee [amr” v senvice: [coasT Guaro ~]
PayGrade Start: * e |E4 v component [acrve/meserve |
Pay Grade End: * vie [oa v Clearance: [ V|
Competencies: ves ICS Ty obilization TMT Codes: vs | &
Da Accomplishment Codes: & Courses: | &

Nete: Primary Duties and Desired Skill Set fields are fimited 1o 1000 characters

Primary Duties: ves Desired Skill Set:vas

€noracrorat )

Backfill Date: Reason for Date Change: v

Figure 3-40 Entering deployable support elements

To request DSEs or DSFs.

1. When requesting a team, use the lookup table and search for the required
team. Not all area DSFs are pre loaded as teams. Discuss with DSF
manager the specific capabilities and MRTT to determine the correct
team make-up to meet a requirement.

2. Identify which IC is requesting the team.
3. Assign the section for the team.

The most important part of building a request for ERTs is defining
the required capabilities for the team. Create one requirement per
request.

4. Enter the team capabilities in the Desired Skill Set field. This is the
most important part of building a request for DSEs and DSFs. Create
one requirement but multiple capabilities for the team. DCMS or
AREA will fill the request with members based on this field.

e Example: You need a personnel support team for hurricane
evacuation. They must complete 1,000 evacuation orders and travel
claims. You will need cash and a USCG mutual assistance team to
assist the support team. The capability requirements increase when
supporting more members (e.g., 100, 1,000, to 7,000 members).
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| W Requirement 1499-0004

Request Requirement Reqinfo Orders BNC History Status Validation Comments TONO/ACL

Requirement Information

available for volunteers

Tite: v [omoce mer | > Mission Classification: * s
Team Title: [ ] Solicitation DTG: via
Begin Date: *vea }m = End Date: * v ‘:\.ST =y

Duration in Days: :{Cﬁ-‘w‘ﬂﬂ £nd Dote)

Category

Grouping Category:  * [DisasTER RESPONSE V|

(15 Commang o K3 Seccion are oy Requires for Bsaiter Rezponie)
1CS Command: * v |CP Hampton roads V| icssection: * [PLANNING ~]
wotesos [ ]

Personnel Need

Pay Grade Start: * wia e 4 component:

competenciessas (IS Type 3 Derctization. | 49 et [ |®
O E— —

Note: Primary Duties and Desired Skill Set fieids are limited to 1000 characters
Primary Duties: v ooz U T Desired Skill Set:vas
8 is reponsible for
prm—— P

Backfill Date: Reason for Date Change: 4

Figure 3-41 Enter in desired capabilities

1.3. Building a When requesting teams:
request
1. Build only one RTN per request.
2. Complete the rest of the tabs per Chapter 3 Section A Building a
Request in the RTM.

DCMS/AREA will assign RTNs and personnel to support the DSE/DSF
request.

USCE MOBILIZATION READINESS TRACKING TOOL

EFFAE: 530745 Mole: Ssemaamin | Losout

Requirements Found: 1

Drag a eoshurmin header ind dhep i Bere 15 gip by Bhat cokame,

L3 Ededi Seace  13MS00 L) x4 el o5 s e :.1..“. L1 L
Figure 3-42 Building the RTN

When LANT/DCMS receives the request for DSEs, the DSE coordination
group fills the requests. The DSE coordination group completes a
SharePoint form on DOL-4 sites with deploying personnel.

Do not change the requesting unit URI. DOL assigns members to the
request URI in MRTT.,

Chapter 3: Making A
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NOTE:

1.3.a. Searching
for a Force
Element

Chapter 3: Making a
Requirement

This is the process DOL follows to complete a request for a DSE.
AREA captures members in MRTT for DSF requests.

1. Type in DCMS or general and click Go.

All the DCMS, ERTs, or AREA DSFs appear (this is an example of a
complete title description. The function does allow you to type in partial
names to retrieve more results).

[Z] MRTT - Mobilization Readiness Tracking Tool

Lookup | Codes

| general

| ForceElement §
CAIT DAMAGE ASSESSMENT TEAM [CDAT - DiCMS)
CASHIER TEAM [CASH - DCMS) GEMERAL
CONTINGENCY STAFFING SUPPORT TEAM (C55T - DCMS)
DAMAGE ASSESSMEMT TEAM [DAT - DCMS) GEMERAL
FOOD SERVICE ASSISTANCE & TRAINING TEAM (FSAT -
GEMERAL SUFPORT
LEGAL SUPPORT TEAM (LST - DCMS) GEMNERAL
MEDICAL SUPPORT TEAM (MEDT - DCMS) GEMERAL
MOBILE MEDICAL LUINIT (MBAL - DCMS) GENERAL
MOBILE SUPPORT UMIT (MSU - DCMS) GEMERAL

To search in the Force Element column, follow these steps:

| Sub | Short |

CAIT  CDAT
CASH CASH
C55T 85T
DAM... DaT
FRAT  FSAT
GEME... GEM
LST L5T
SUPE.. MEDT
MMU MM
MOB... M5

12

Figure 3-43 Searching for Force Elements

3-34

Pegel of 2 el ta 10 of 14,

2. Select the ERTSs listed as GENERAL. It is highly recommended to
search from the first field.

3. To see the entire field, spread the columns apart like the columns in a
spreadsheet.

4. Click on any field and a pop-up window appears with more information
about the Force Element.
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[Z) MRTT - Mobilization Readiness Tracking Tool ﬁ

Lookup | Codes

| genedal | k y . m
| Foesetemmnt: Lsa PrimanDuties | DesiredSkilset |

g = 1]
CAIT DAMAGE \Dmglosee} | raT CAIT DAMAGE
CASHEERTEAM (CASH CASHTEAM  CASH CASH TEAM
COMTINGENCY CSSTGENERAL  CSST CONTINGENCY
DAMAGE DAMAGE DAT Damage
FOOD SERVICE FSAT GENERAL  FSAT Food Senvice
GEMERAL SUPPORT  GEMERAL GENSUPPORT  GENERAL
LEGAL SUPPORT LST GEMERAL  LST AlSTisa
MEDICAL SUPPORT SUPERVISOR MEDT SUP
MOBILE MEDICAL MM p
MOBILE SUPPORT MOBILE ML

(1 Fagelof Z memsL to 10 of 14,

Figure 3-44 Additional information about Force Elements
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Chapter 4.
The Personnel Requirement List

Introduction This chapter discusses using the PRL to apply projected force structures to
planned and unplanned events. The PRL can be used like a WQSB when
an event happens. PRLs can quickly track the initial foot print of an
incident as well as the responding personnel.

In This Chapter  This chapter contains the following sections:

Section Title Page
A Download and Populate Spreadsheet 4-2

Uploading a Personnel Requirement List 4-7

B
C Manage and Activate Personnel Requirement List 4-9
D

Activating Personnel Requirement List 4-13
Requirements to an Existing Request

4-1 Chapter 4: The Personnel
Requirement List (PRL)
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Section A: Download and Populate Spreadsheet

A.1. Download The PRL is in a standardized format. Information must be properly entered
Spreadsheet for data to be validated in MRTT.

@ MRTT, EE——
e
E

RTM SM
Scorecard Scorecard
8 Bulid-A-Request Requirements
\ Requests Sourced Records
Requirements Volunteers
PRL Add Member
* mport Wizard  Member Match

Manage PRLs Geospatial Map
Team Title Map

PN
Scorecard
Member Processing

MRTT

Table Maintenance
User Administration
Reporns

Cownloads

Change Password
Help

About

Figure 4-1 MRTT navigation menu-import wizard

USCG MOBILIZATION READINESS TRACKING TOOL

Module:

PRL User: RAYMOND DALTON OFFAC:

PARL Import Wizard @

* Download the import template using the link below.
& Shestl containe sl Ih-n- olumn hesders that must be used.
x = 'I“I 1hil it be followed Bricd 1o impddting the PRL

Shaad conbai

o up ﬂldmg you must submit & help desic ticket 1o have yod
Dnm‘lluau CompetencyTMT/Course codes

Figure 4-2 Example of import wizard
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You can download the competency dictionary, TMT code list,
course codes and DA accomplishment code from the PRL Wizard

screen. This helps you complete entries in the PRL spreadsheet.

This is an example of a filled out PRL spreadsheet. To populate a
spreadsheet:

1. Enter in the EMPLIDS of the members in the PRL. This assigns the
members into the activated positions.

1 - &
= L W W o P a
\
2 UTC ForceElementShotTiti TEAM TITLIPOSITION TITLGRADE STAR GRADEEND  RATE SecCr  COMPETENCY CODE TMT CODE COURSE CODE BNC EMALD Source Position Number
ANZ

L
310 PERS/ADMM SUP Boat Crew 2 Boarding Officer  ES s YHL1,YHLS 24 341090 MEQD002

mmmm
g g i
0 o 9
i 3 3
e o
g P L
E g
°

@ &

]ﬂzqeea’gqq
}
6z x z o o

Figure 4-3 Example of excel sheet filled out

When entering data in the spreadsheet fields, you must use data that is
consistent with the database. See Chapter 4 Section A, Download and
Populate Spreadsheet for a table that describes the fields that are included
in the PRL spreadsheet import template.

2. Source the member to the requirement in the SM. Instructions are found
in Chapter 6, The Sourcing Module (SM).

To see the validation rules, data format, and sample data associated
with the PRL spreadsheet import template, click on Sheet 2 in the
PRL spreadsheet import template that you downloaded. You can
change Excel sheets by clicking on the tabs at the bottom of a file.

Continue with these steps to download the PRL template:

3. Before you upload the PRL template, contact the MRTT help desk to
create a PRL name in MRTT (e.g., Sector Hampton Roads WQSB
Heavy Weather, DOL Personnel Support Team, Sector Puget Sound
T10, etc).

4. From the import PRL data page, click on the Download PRL
Spreadsheet Import Template hyperlink.

The file downloads as a blank Excel spreadsheet. Descriptions of each
column appear in the table on the second page.

Chapter 4: The Personnel
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5. Enter information in all columns.
6. Use the MRTT navigation map to click on PRL Import Wizard.
The import data page appears.

7. Once you finish modifying your PRL spreadsheet, you are ready to
import it back into the system.

8. Be sure to enter data in all of the required template fields and save the
spreadsheet as another name.

Chapter 4: The Personnel
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Field Description/ Null Value Validated
A.2. PRL Allowed Against Database
Spreadsheet Description Notes (DB) During
Import Template Import
Fields : : :
PRL title This populates in the resource Request # No No
Field.
Requirement Unique requirement identifier to cross No No

serial number | reference with source contingency
personnel requirement list (CPRL)
developed by Coast Guard planners per
reference (g) Contingency Preparedness
Planning Manual Vol Il1-Exercises,
COMDTINST M3010.13 (series).

OPFAC Future sorting of data by Administrative No Yes
Target Unit —-OPFAC.

DEPTID Future sorting of data by DEPTID. No Yes

Receiving unit | The receiving unit is where No Yes
MOB/activation is likely to occur.

Unit type code | Use as standard reference to list of No No

(UTC) capabilities per (g) Contingency
Preparedness Planning Manual Vol 111 -
Exercises, COMDTINST M3010.13
(series), tucha data, and other deliberative
planning material. The TUCHA file is the
DOD authoritative standard reference file
for registration of military organizations
by type and is used to compile
transportation data required for
movement planning.

Force element | Provides a description of Force Element No No
short title identified by the UTC.
Team title Provides a unique title that can be used to Yes No

differentiate requirements. Example: if
my PRL requires five (5) boat crew
members, each member would be listed
separately.

Table 4-1 PRL spreadsheet import template fields

Chapter 4: The Personnel
Requirement List (PRL)
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number

PRL. PRLs that come out of the
deliberative planning process will have a
position number attached.

Field Description/ Null Value Validated
Allowed Against DB
Description Notes During Import
Position title Provides a unique title to differentiate NO NO
requirements. Example: if my PRL
requires five (5) boat crew members, each
member would be listed separately.
Grade start Specifies requirement by pay grade. NO YES
Populates in RTN fields.
Grade end Specifies requirement by pay grade. NO YES
Populates in RTN fields.
Rate Specifies requirement rate. Populates in NO YES
RTN fields.
Security Specifies any security clearance YES YES
clearance requirements. Populates in RTN fields.
Competency Specifies competency codes are listed in YES YES
code the competency dictionary.
TMT and course | Specifies training, certification, currency YES YES
codes requirements tracked in TMT.
BNC name You can enter in member name. YES NO
BNC EMPLID | Pre-identifies a person to fill requirement YES YES
during the deliberative planning process.
Populates in RTN fields.
Source position | Place holder for future capability with the YES NO

Table 4-2PRL spreadsheet import template fields (continued)

Chapter 4: The Personnel
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Section B: Uploading a Personnel Requirement List

B.1. Uploadinga 1. Inthe MRTT Navigational Map window, select Import Wizard in the
PRL PRL list.

G MRTT I

_ MRTT Navigational Map
F I

L T SM MPM MRTT
Scorecard Soorecard coorecard Table Maintenanoe

i Reg Bulld-A-Request Requirements Member Processing User Administration
; Requests Sourced Records Reports |
| Requirements Volunteers Downlosds
n PRL Add Member Change Password
| Import Wizard Member Match Help
Manage PRLs Geospatial Map About
Team Title Map

Figure 4-4 MRTT Navigation Map highlighting import wizard

The PRL Import window appears.

- USCG MOBILIZATION READINESS TRACKING TOOL
€ MRTT

Modube: PRL  User: Test User OPFAC: 285D Role: Systembdmin

PRL Impurl: Title Select Upload File | Impaort PRI
Select the PRL Title for upload then click "Mext™:
FRL Title -

Figure 4-5 Importing PRL window

2. In the PRL Import page, choose an option from the Select the PRL
Title for upload drop-down list, then click “Next.”

The Lookup window appears.

Chapter 4: The Personnel
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Lookup | Code

Code Description

DEADWHALE DEAD WHALE CLEANUP
HOUMARQLS  HOUMA REQUIREMEMTS

LANT CPRL LANT CPRL NOV 2008

LANT IFO LANT AREA JFO TEAMS
LANTAREAL LAMT AREA IMAT TEAMS
PACCPRLO PAC CPRL 06.02.2008

PAC IMAT PACAREA IMAT TEAMS

PAC JFO PACAREA JFO TEAMS

SECHR1 SECTOR HR ALL HAZARDS WQsB
SECHR2 SECTOR HR SEVERE WX WQsB
SECTORPUGE D13 T10 OCO MILITARY QUTLOAD REQUIREMENTS

Figure 4-6 Choosing the PRL to import

3. In the Lookup table, select the title of the PRL you are about to upload,
and click Go.

4. On the upload file screen, click Select and locate the pre-populated PRL
you would like to upload into the system.

5. Click Next to import the spreadsheet.

Once you receive the validation message, your PRL has been successfully
uploaded. When the PRL spreadsheet is imported, a validated green
confirmation box appears which instructs you to proceed to the manage
PRLs to view.

PRL Spreadshest was imported and validated successfully, Please goto Manage PRL: to
EW.

Figure 4-7 The import PRL validation message will appear as seen above

Chapter 4: The Personnel
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Section C: Manage and Activate Personnel Requirement List

C.1. Manage
PRL

C.2. Activate
PRL

To view an uploaded PRL from the MRTT Navigational Map, click on
Manage PRLs under the PRL section heading.

8 MRTT, ooz |
[ vt |
E E |

]
o ‘ RTM sM MPM MRTT
 Scorecard Scorecand Scorecard Table Maintenance

|g,_.q'r! Bullg-A-Request Requirements Member Processing  User Administration F

.l: Requests Sourced Reconds Repors
i Requirements Volunteers Downloads |
|| PRL Add Member Change Password

i Import Wizard Member Match Help
¥ Manage PRLs Geospatial Map About
Team Title Map
% :_ el e

Figure 4-8 MRTT Navigation Map where you can manage PRLs

To activate a PRL requirement:

1. In the MRTT Navigational Map window under PRL, select Manage
PRLs.

2. Select the uploaded PRL and click Search.

3. Check the requirement(s) that you would like to activate (you can
activate one or more using the Group Update option).

The requirements listed in the PRL are in the sample web grid below.

S MRTT, EraEEE—

A B ey

| LANT CPRL NOV 2008

CRFAL Tyoe b OPFAL [ L. J

maqa By | Marge G o mange Eng

Search Clear Fields

Requirements Found: 0
Drag & colunn habder and drop it here to group by that column
[0 Select TeamTite  Reguiresment Title BNC PAL Titke OPFAL  DeptiD Recening Unt DeptD

N records to displey.

Figure 4-9 Example of PRLs

Chapter 4: The Personnel
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PRL Requiremen t Global Update (3)

Category
Grouping Category:  * [¥] rritie LANT CPAL NOV 2008 =]
1C5 Command [®] 1cs section =]

Incitent B

Personeet feed

Desig/Ratieg- * o =] COAST GUARD [=]
= =
T - =
TNLLYMLS - -

-5 -

PRL Data

s = Positien Num e

Farce Eiement Lanze = $hart Titie

Esement Desc
Rertource Recuest

Figure 4-10 Complete all requirements on this tab

4. In the PRL Requirements Global Update window, complete all the

required PRL fields in each tab.

5. Under the status tab, click Save.

The PRL is ready to be activated.

%9 nips//wwwauscg-mrttepms.net/TreqiD=73[74|75] - PRL Requirement - Windows Intemet Ex.. isl=h el

@ -} PRL Requiramant Global Updata (3)

dit eqinfo Orders Status Validation

Detete toan o
u Chose l
[

Gy

hitpss//wwwv.use +" Trusted sites | Protected Mode: Off 2 Kook -

Figure 4-11 PRL global requirement updates

6. Click USCG Shield icon and a drop-down box will appear.
7. Click Activate.

Successfully activated PRLs are assigned URIs and RTNs automatically.
These PRL requirements are ready to be sourced and placed on the VBB.

Chapter 4: The Personnel
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C.2.a. Update To update a current PRL:
Currently Loaded
PRL 1. Go to Manage PRL link.

2. Find your current PRL, and click on all PRL requirements.

Depending on the size of your PRL spreadsheet, clicking the Search
button could help you go to the next page of the PRL requirements.

S0 MOBILIZATION READINESS TRASING TOOH

P i
€5 PR R - Wekows intwnan Erplorm provided by 12 Coest Gawed
B hetp s st metteprn et e Mo L R, e

AL ISR Aoker bywmasmin | Lags

5 :
e =
|
H i
b - N ¢ I
- -

Compamane

s_E 8§ _E B B K

NP wenen bl VAR e, el T Bty : vt | Postected Made On LN .
v sy s PELTY @ e P e . 5 "

EE|ECE(EEIEE
IS SO W Ak s S A
gibs e el e il

Figure 4-12 Managing your PRL

3. In the PRL Requirements Global Update window, click on the USCG
Shield icon (upper left corner).

4. Select Delete from the drop-down menu.

You must delete all PRL requirements before reloading a PRL
spreadsheet.

5. Click OK.

Windows Internet Explorer ==

we‘ Are you sure that you want to delete requirement record(s)?

| [ 0K I [ Cancel
Figure 4-13 Delete requirement box
C.2.b. Grayed out PRL requirements are activated and approved. To add
Re-Activating a another requirement:
PRL already
activated 1. In the PRL Requirements Global Update window, select Activate from

the drop-down menu.

Chapter 4: The Personnel
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PRL Requirement Global Update (2)

Regyuest B e Beg Info Oirders Status Wahdamion

Awallabbe for Voluntzers
Tiqka: = Miggbon Cipgsifioation: = |

Begin Date: = End Diata: =

Duaration in Gays: (Cofcuigres End Dovef

Categorny
Grouping Category  * TER - | FRLTitle

TS Commaind IC5 Sectioe

nCideEnt POSN.

Personnel Hesd

Desig/Rating: ~ - Sendoe
Fay Grade Start: * - Component
Fay Grade End: = Clearnce:
Competencies TIAT Codes
BA Accomelshment Cedes fourzes

Activated

Figure 4-14 Pre-activated PRL requirements

. If you won’t source this requirement, click Edit and check the

Available for VVolunteers box.
This sends the RFF to the authorized sourcer for posting on the VBB.

Chapter 4: The Personnel
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Section D: Activating Personnel Requirement List Requirements to an

Existing Request

D.1. Activating

PRL
Requirements

B VT - Wichization Reicbess Yeackng Yool - Wrsdowt el Explosrs provided by U £ £oadt Board

- I ey it et riining Modd PRL /BecwiaP L aspn = g | 4o | || s
PR Ry 5 Cout Goard

- e - Ma

. W amcg- M net Snng Mod P RLPRLUEsqurerment.aspa reaiOs LIHLITHLIN IR

B F PRL Requiremant Glabal Updata (4)
"
—

USCE MOBILIZATION

OPTAL 124288

@ frtrema | Protested bisdie: O ek~ I coumunoao

2
2
)
2 2 R

Selest IR HE WS B30 H B AR RO R
e HOGRHEWE 055MD0  00%S SECTER HALFTOH BOAES D & ST - BT e

4 WCCRMEWX  05DE 0TS SUCTOR WALIPTON ROADS MO &0 STAY BT contn

4 b

Figure 4-15 Activating PRLs

To activate a PRL, follow these steps:

1. From the Manage PRL search, select the uploaded PRL and click
Search.

2. Check requirement(s) you would like to activate. (Activate one or more
at a time using the Group Update option.)

3. Complete the steps in Chapter 4 Section B, Uploading a PRL in the
required fields for the PRL requirements.

To complete sourcing entries, refer to Chapter 6 Section A, Sourcing
Members.

Chapter 4: The Personnel
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Send the URI via ADMINOIX, email or by phone.

%,

5} MRTT - Mobilization Readiness Tracking Tool =

Lookup | Code

Description

CGC Bertholl MECS
IdealE2413

USCGC LEGARE OSCS/05L
D5 1000

D501

D501

D5001

D502

D503

5002

Williarm Crswell

Figure 4-16 Completing sourcing entries
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In This Chapter
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Chapter 5:
The Volunteer Bulletin Board

This chapter discusses the VBB in MRTT. VBB is the most effective way
to quickly solicit volunteers for a mission requirement. Attracting
volunteers is usually preferred over involuntary assignments when there is
adequate processing time.

It is important to balance job detail with flexibility when soliciting in VBB
so that qualified volunteers form a reasonable pool of candidates. Every
member applying for a requirement on the VBB must FIRST get command
approval. This includes BNCs. If included for VBB solicitation, reserve
personnel require specific activation authority and funding sources.
However, they are highly desirable in many cases because there is no
adverse impact to home unit operations.

This chapter contains the following sections:

Section Title Page
A Volunteering Via Volunteer Bulletin Board 5-2
B Command Point of Contact Approval 5-7
C Volunteer Status and Canceling Applications 5-9
5.1 Chapter 5: The Volunteer Bulletin

Board (VBB)
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Section A: Volunteering Via Volunteer Bulletin Board

Al The VBB is accessible from the internet and USCG intranet. There are no

Volunteering Via USER accounts or passwords needed to access the VBB; however they

VBB must be a USCG member in our DA. Command POCs do not need an
account either; they can approve volunteers via pop-up window.

A.2. Enter Members select their search criteria in a variety of ways. Follow these

Search Criteria  steps to choose the search criteria:

and Search

1. In the Volunteer Bulletin Board module, search by Component,
Geographical Location, Pay Grade or Rating.

Use

Seap 1: Ernar your sasrch crisena and chek Saamh

Step 2 Chack one o mon Dpportunites in the gnd and ciick Submit Aop.

Stap 3 Fill out the miormaton on the USCG Inserest form that 15 doplayed and dick Subme
Note: To gut access 1o your appbcanion heaiory dlick the following bk View Appbcaton Hestgey

Drag a colurnn header and drog it here 1o groun By That column

5 Major - = x i ographic  Geographic .
[ am e ix Primary Duties Desired 5l Set i Componer
Druaiter Fagpon Location

0 records to Splay

Figure 5-1 Searching the VBB for criteria

2. Enter a percent sign (%) in RTN box to view all current USCG unfilled
requirements or enter the RTN directly in the box.

USCG MOBILIZATION READINESS TRACHING TOOL

RO e b B 0

furaitahln Gppartusities ()

Cmig m oot besder ael tris 4 Pene'®s rogs S el ciloen

rmm e ::c;r:rr-' CosgWghic Locaton,  Componart  Rale Lk Tire :‘_‘_f'“' : WA DegnOate  EnaDute

T #5000 EeDaT CREN- FERS Leee ) 13 L) ACSVERESE. . Bad Lty E Rl e T 32
™ tatero0m NIT - P, OFFICER: [ran TS L ACTWERESE  AET EL ] = E 030520 M08 M0H »

Figure 5-2 Enter % in RTN box to view all unfilled requirements
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3. Double click on any field with information to view additional
information about the job.

Figure 5-3 Selecting additional information

4. Select one or more RTNs to apply for by clicking applicable RTNs and
clicking Submit App.

e thee el stepes 10 apply for Vohamees Opporurmities
Seap 1: Emar your search crieria and chick Saarch

Sty more Opportunities in the grid and
Seap 3 Fill out the infoermasion on the USCG I 2
Mote: To gut acoess to your applcation hatory chick &

W

78880 -
HURRICANE  LDATSON OFACER TYSE 1 Incd CoNUS. ALREAMA B
FAREN

- 78880
= 10050006 LNOL HURRICANE  LLAZSON OFRCERTYRE L ndd ons AL MCEIE BN
7RO .
~ 10050007 Wl HURRCAME  LLNSON OFRCER TYPE Lingd. COMUS AL MOELE S
WAREN
78880 -
L 1000-0011 BOULLUTION RES2 HURRICANE  Acts under the Cosst Guand FO. CONUS ALABAMA M5

caREN

Figure 5-4 Submitting an application
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it wwwanc-nettopms.net - MRTT - Vohmbeer Agplication Form - Prosolt =101 %]

A3 Fl” Out the !M‘;’T’ USCG MOBILIZATION READINESS rme:;:ll,l'._
informationon N e oo s
USCG Internet i M L wmm
form and Submit | .
1 Harna: * |
Emad | r 4
Confirm Emnail: * [
|
=
=
goe 2 4 inkeenst

Figure 5-5 Entering personal information on application

1. In the window that appears, fill in all information in the Personal
Information tab.

2. Click the Command POC Information tab.

MTT‘ USCG MOBILIZATION READINESS TRACKING
TEETIA: TOOL

Mociube: ‘ihsiesr Bultin Bosrd

Ingtructions:
Erter all the required fields (7 on the three tabs and click Sedm

Personal information | Command POC information. | ResumeComments

. d houbd be your uni's XPO, GINC X0, or 00
POC Narme:
POCEmail: *
Cardiren Email: *

FOC Phone —

Figure 5-6 Entering POC email

3. Enter supervisor’s name in the POC Name field, or enter the name of
member in authority to approve in the supervisor’s absence. Each
command establishes its own policy on who has the authority for
command approvals.

4. When a paper chit, email chain or phone approval is complete, the
member receives a command approval email. Approve it in MRTT.

Chapter 5: The Volunteer Bulletin
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A.5. Member
Notification
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If members prefer to add additional comments about their resume, enter
them into the Resume Comments tab. The text box holds up to 8000
characters.

USCG MOBILIZATION READINESS TRACKING TOOL

© MRTT

Module: Volunteer User: Guest OPFAC:— Role: Guest

Instructions:
Enter all the required fields (*) on the three tabs and click Submt

Personal Info Command POC | Resume/Comments

Please enter any resume data or comments below. (8000 character max)
* Please create a resume in 2 Word Document or other text format then/fut and paste below (will be
converted to text)

* Please be sure 10 2ddress any required or desired skills that you pbssess regarding education,
training, or expenence that are apphcable to the solicitation in yoyfresume

Submit Close

Figure 5-7 Import resume into dialog box

After submitting an application, the member receives an email notification
that he/she has applied for RTNs and is pending command approval.

UNCLASSH =@
abioply | Pehvis Al | g Pamnd | g LAl KL~
B DX Jww [oet Fgesl Jook detions el
" o—— P
Toc
o
Subjict; | MATT Vohrtoor Aoceivesl Ragaeet

-

This email 18 to inform you chae Bar voluntesTed £of onE OF mOCe Cequirements in the Mobilicasion
Readiness Tracking Tool (MRTT) asd ceduests yous approval. Flease cllek ob the bhelov Byperlink

HEEDS 4 WP, uSeg-mrLEopms . net/ TESTING Hob . VI Commandhppeoval . aaps TE= 14 J0RES S o=

o

It the above Link 15 BASE &SLLWE, Please SSpY AAd DPASLE the abave URL (56 Uhe sddeess Bar ¢ an Internet EXplofes windev
and sicher press che sntear key oF olick the Go DULLGh.

If you have Sy QueBciond, plesse sERd & Eessege to HOS-DG-LET-BRTTHaipdesmluscg.®il oT CONLAST WP BT Che mambers Lisced
be ot

Regards,
The HETT Suppere Staff.

UBSD Helpbesk: (202) 3TI=2243
IDEARATICT. Nelpbesk: (703] POI-4572

Figure 5-8 Member notification message
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Congratulations!!! You have now completed an application for

.| USCG requirements. Notification of application approval or denial
NOTE: |. . . L. . .
is sent via email. Another email is sent to notify you if you have been
selected, not selected, and if the requirement has been canceled.

Chapter 5: The Volunteer Bulletin 5.6
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Section B: Command Point of Contact Approval

B.1. Command The member's command POC receives an email regarding a member who
Notification volunteered for a request. Follow the next procedure for POC approval:

1. The member’s command POC clicks on the hyperlink to access the
approval page.

B 0T Wokabeer Agproval Request - Message (Plain Ted) ===
abeply | CEPepirte Al | ) Pormand -RR -]
B Lt Y rewt  Fgmat ook Sctond  leo
* e— D
fm: METT vohaeer A trenl Boquedt
=
Figure 5-9 Command notification message
NOTE: | REMINDER: You do not need an account to approve volunteers.
2. In the Approval window, enter in individual’s EMPLID.
3. To view the applicant’s information, click on their name (which is
represented as a hyperlink).
gjgl"_‘h‘-.' 5 voluntesred for the ToBowing 4 requirsments:
hpprove? | RTN Tk :t,,.;;w_t Geographi Lecation. | Compenart. | Rate  Unk Type
Figure 5-10 Selecting the applicants name
4. To approve, check the check box in the approved column for the
appropriate RTN. This signifies command endorsement.
5.7 Chapter 5: The Volunteer Bulletin

Board (VBB)
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MTT USCO MOBILIZATION READINESS TRACKING TOOL gl

RS . i i (b (S|

Figure 5-11 Approval screen

5. Check the Under penalty of law, I certify that | am the individual
with the Employee ID listed above check box at the bottom.

6. Click Submit to approve a member’s application for USCG
requirements.

The member receives an email once you approve or deny their
application.

Non-USCG members need to contact the help desk for temporary
.| EMPLID. This includes Department of Homeland Security and

NOTE: . . .

DOD supervisors who approve subordinates volunteering on the

VBB.

Chapter 5: The Volunteer Bulletin 5.8
Board (VBB)
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Section C: Volunteer Status and Canceling Applications

C.1. Volunteer An applicant will receive an interest form confirmation message and an
Status email about their volunteer submission, as seen in the figure below.

Click on the hyperlink to view the status of the request(s).

From do_p_pepleBumegmemiEsand e Wy 612005 2% PR
Pu
oyt WARTT iphamttt Satus Update

i Jokn Do, G

This email ix to inform you that the status of your recent MRTT voluntege”Requests has been updated, To
view the current status, please click on the below hyperlink

https s/ faw us-coast - guard . net S uscg. martE/ TESTING/MOD . VR Vo lunteerStatus . aspalb=ARSLDO]

ar

If the above link i3 not active, please copy and paste the above URL Ento the address bar of an Internet
Explorer window and either press the enter key or click the Go button.

If you have any questions, please send a message to WQS-DG-L51-METTHelpdeskBusce mil or contact us at
the nusbers listed below:

Reégards,
The MATT Support Staff.

USLG HelpDesk: (202) 372-2243
IDEAMATICS HelpDask: (703) $03-2972

Figure 5-12 Email regarding VBB submission

5.9 Chapter 5: The Volunteer Bulletin
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C.l.a. Status
Explanations

Chapter 5: The Volunteer Bulletin

Board (VBB)

The following is a list of application status stages:

e Pending: Your application is awaiting command endorsement.

e Approved: Your command approved your application and it has been
forwarded for consideration.

e Declined: Your command denied your application. Please direct
questions to your supervisor.

e Sourced: You have been selected to fill the position.
e Canceled: Rescinded by volunteer.

e Canceled: Requirement has been canceled.

L, P

b L reira At (5 LTSI T sy
i LG e LIS -B00E COMUL ::::r'::i
aby RO LY LHE1-0000  COMUS :_::":'::__
F 3 EEialered

ity iy of s ekl el b e B cub e eed @ (e B g (0 bl @leirm

Figure 5-13 Status Screen
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C.1.b. Member If a member has been selected, the status will be Sourced. The member is
Selected selected and will be notified by official means.

T3 CNGS! YOAR SOlnEoT IoTRISEER)
Step 1 Emtar yur Emgcrs i

nr e S s with e sntsred Empil)

Status oF pour Volunieer requesis;

o i hoen ot BN sraphs) G nacel U2 PyGrady PryGray. Bege
a0
e o o anos

o : i 010

any

¥ cos 1

PRREVED  fratere ot o ance t = 10

'

Ursedems besercliong puomsr Bissivem

&b PENDING Your sppkcaiion i myading Command Erdorsermen

] APPROVED: Your Cormenand approwed your appsc slion and i has been forwarded o cons wchorabion
m DECUNE D Your Commeand donsed your apmoic ation Pioans deoct ueestions 10 yOur SLEHIN SO

U SOURCED You have Deen selecied io 1l ihe posion

# CANCELED: Requrerment has been cancebed

Figure 5-14 Status screen showing sourced member

C.2. Active

The member’s application can be changed from Active to Inactive when
Application

there is a status change. For example, if a member was not sourced for one
of the requirements (RTN) but someone else was, the RTN is no longer

available to volunteers. This will change every members’s application to
inactive.

To cancel your voluisor requesi{s)

Step 1: Ender you nplayes I0

iy e e g and chach T carenl ceacibn

Step & When complete, click Sufmif

Acve e ParyGracky ParyGrack Bege
—_— s appkaton] AT RME Type [ Sat (B | Cwe
ESLEI
Inscine o =} 20
D0 eckw 0 56 o o0 200
NOIG.  Bnactivg LG e A, T I [ 30}
1 ERTTLE
\E somcin A i O Tt s i 10 w010
: 17545 AL BEY
APFRINED fihactie - CONUS MEETTE ANy Et E10 201
! 1T i AL, WA . e
APPRONED \naan f o ConUS NETYE B B E10 w10
)
Undsntnniing Four Sasis

& PENDNG: Your apokcation is swiling Comvmind Endorssment

@ APPROVED: Your Comimand approved your appbcabon and & has been forwaited for consadesation
). DECIINED: Vo Coeimins] deniaed winr mplkcaion. Pl iract Guesions 10 jir Styrvit

(# SOURCED. You have been selected 1o Bl Bhe posdon

(# CANCELED Requremen has been canceled

Figure 5-15 Inactive status screen
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C.3. Canceling Follow these steps to cancel an application:

Applications o _ o _
1. To cancel an application, you need to view your notification email and

click the link to the application.
2. Check the boxes on the ones you want to cancel and then click Submit.

8 MRTT

NG B 20000 COMU At
& L e 195600000 COMUS oonans
& LA, N

FINDING azen 195000008 COMUS ol Bt ANY

a—wda-.lwﬁnnlrﬂ ndrraiusl mth the Empioyes D ted sbave

Figure 5-16 Cancel application screen

C.4. Application  Follow these steps to check application history:

History
1. Click on the MRTT - Mobilization Readiness Tracking Tool link from

the MRTT login page.

2. Enter in criteria to search by: URI/RTN, Component, Geographical
Region, Rating, Pay Grade, etc.

3. Click on the Search button.

O MRTT

s the following seps 1o apply for Volumess Opponunmes
Step | Enter your searnch critena and chick Seanch
Step 2 Chack ona o more Opponurinies in tha gnd and chick Suém dop.
Step 3 Fill out the informaticn on the USCG interest form that i displs and dlack: Subat
Hote: To get acoess to your apphoabon hestony click the followng lnk Yigw Sppboabon Heptory

B ——

~ Requiremant Crieria

Avalable Opportunites (83)

Figure 5-17 Example of how to view application history
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4. Enter EMPLID, check the disclaimer checkbox, and then click the
Submit button.

S MRTT

Instructions:
Step 1: Enter your Employes ID
Step 2: Check the checkbox to indicate weff are the parson with the entared EmplD
Siep 3: When complate, click Subg
Siep 4: An email will be senlieour email on file with a link 1o access your application history

EmpdD: *

@v penalty of law, | certify that | am the individual with the Employee ID listed above.

I T

Figure 5-18 Enter EMPLID
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Introduction

In This Chapter
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Chapter 6:
The Sourcing Module

This chapter discusses how to search and assign (source) personnel to fill
requirements. In the sourcing module, you enter members into the
requirement, add non-USCG personnel like contractors and DOD
supervisors, search for volunteers, and view sourced records. You can
look through member matches to find qualified candidates and match
personnel to requirements. You can also set search criteria by unit, district
or USCG wide.

This chapter contains the following sections:

Section Title Page
A Sourcing Members 6-2
B Viewing Volunteers 6-12
C Viewing Sourced Members 6-14
D Searching For Candidates 6-17
E Generate Message Orders 6-18
6-1 Chapter 6: The Sourcing Module

(SM)
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Section A: Sourcing Members

A.l. Sourcing To source an RTN, you have to locate it first. This can be done in one of
Members two ways.

A.l.a. Locate The scorecard is listed by major commands, i.e. district, LANTAREA,
RTN by DCMS, or via the Requirements page.

Scorecard

MF.TT Navigational Map

KPLY MRTT
§ Scorecard Scorecard Scorecard Table Maintenance
Req. Build-A-Request Requirements Member Processing User Administration !1
E’ Requests Sourced Records Reports
¥ Requirements Volunteers Downloads
PRL Add Member Change Password
Import Witard Member Match Help
Manage PRLS Geospatial Map About

Team Title Map

Figure 6-1 Searching by scorecard and requirements

1. From the MRTT Navigational Map, click on the Scorecard link under
the SM column and then click Display on the Scorecard Report.

£ MRTT, —
gy Senmio Mo et e e D
14 Rwcuirermants Tarked to your ADA (3 PR Reguicements Taked 1o your ADR (D), Drdens-Rascly Sourced Requirermants 5} Volurteer Reguirements Tusked 1o you 408 (3)
1A Requirements Tasked fo your ACGR
0 o~ TIMLE Micaon Clateifcasior RESOURCE RES) # STATUS DeenORFAC Dy GEOLOE ASDROVER
MEes YN MISSION CRITICAL Pl APPROVID UECGE VIGRANT UMITRD STATES
Mmoo PRACTICE MISSION CRITICAL oo APOROVED USCOC VagRANT UPTED STATES
390005 PRACTICE NISSION CAITICAL Zm01 APPROVED USCHE VIGRANT UNITED STATES

Figure 6-2 A scorecard report

The Scorecard provides four tabs as follows:

¢ 1A Requirements tasked to your AOR.

¢ PRL Requirements tasked to your AOR.

e Orders-Ready Sourced Requirements.

¢ Volunteer Requirements tasked to your AOR.

Chapter 6: The Sourcing Module
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The Status column reflects the current sourcing status of each RTN on
your Scorecard.

2. Click on the hyperlink under the RTN column to open the RTN for
sourcing.

i
150 VOLUNTEER PAL23 G0 LARVES APPRONED
B3 MEMEER MATCHTOOL MEMBER MATCH - AFFROVED
15 D9 (DAL LCDR VOL SUP FY10 09-DAA LCDR SUP APPRONED
Rk VOLUNTEER 015C%-05C 150 C6C USCBE SENECA APFROVED
WRE B VOLUNTEER STAMEVPORT-T10- AFFRIVED
R S VOLUNTEER STAMAVPORT-TLS- APFROVED
(1513 -5 VOLUNTEER STAMEYPORT-TIO- APFRIVED
13 ET2 CGC TAMPA DECOS VOLUNTEER USCGE TAMPA APFRIOVED
U6 F5LCGC TAMPA DECOR VOLUNTEER USCGC TAMPA APFRONED
=nr- BM3 CGC TAMPA DECDD VOLUNTEER USCOC TAMPA APERONTD
150 TAO CGC MELLON DEC 09 MISSION CRITICAL TAD CGE MELLON APFRIONED
-3 ECW CGC MELLON DEC 05 MISSION CRITICAL EOW CGC MELLON AFPRINED
f1=7+3 VOLUNTARY TITLE 10/ TADODOG  VOLUNTEER DOG JLDECR TITLE APRRONED
H o MISSION CRITICAL AN/URN-IS TACAN  MISSION CRITICAL MESION CRITICAL APFRONED
15241 PALPAL DOG VOLUNTEER TOV/ADOS  VOLUNTEER PaL/2-DOG- APFRONED
AR SHORT TERM ADOS-ACETLTBOFCS  VOLUNTEER FC-55 14DEC09 APFRIOVED

1/234

Figure 6-3 Opening up a RTN

A.1l.b. Locate To locate RTN by requirements, do the following:

RTN by
Requirements 1. From the MRTT Navigational Map, click on the Requirements link

under the SM and enter the RTN in the URI/RTN search field. This
search method will return only the specific RTN you are searching for.

2. Click the Source hyperlink to open the requirement for sourcing.

L Eeled) lsuty  MNT.00 L] R T10 Fhix Migiion et M (-]

» selegt Seune  MMTE00F 5 F NG higion Ertsl B (0]

Figure 6-4 Requirement page

Chapter 6: The Sourcing Module
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A.2. History Tab  When sourcing a member, the History tab appears first and displays
individuals sourced to the RTN.

Sourcing for RTN 22143-0001

o Regusrement Ohpes. Detinil Sourcing TOROVACL Message Flember batch V sledation

Sourcing History
Celect Ciptiss ';j:s:.:-. EmgID Marme Etegin [lade End Date ::'T_F:"E ng Lag|
Mo regoeds to dspley,
Figure 6-5 Sourcing history tab
A3. The Requirement tab displays the request and requirement information.

Requirement
Tab

Sourcing for RTN 22143-0001

[ps. Detadd Sourcing TONGOACL Miszage Memnber Match Validstion

RE ME/DCEM £5 FY 14
Req Status B Rec. Component RESERVE

Begin Date End Date S/30/ 2014 Approved Linkil!

TID MU BALTIMORE

Res. Reguest & MO EM BE EY 14 Clearance: Designated Rate:  ANY
= Mission A

Start Pay Grade:  E6 End Pay Grade: £ OlsssHication Mission Critical
Tasking A Grouping PR e E
Coemaind CG-5FLC Categons DEFENSE CONTINGENCY
Reguesting Requesting . ESOY - SORi PO
Deptin: 005488 OPFAL 33-52000 - SFLC MOBILE SUPPORT BR
Destination Destinatien e =

g - 5F] ILE SUFPORT BR
P 009408 OPFAC 3§-52000 - SFLC MOBILE SUFPORT BR

Reason Date
31 Dat
Baciefill Date: Changsd
S Command: D IC5 Section:
Incigent FOSH Wajor Disaster:
PFrimary Duties. Desined Skill Set
SUPERVISE WAREHOUSE OFERATION & EXPERIEMCE WITH SHIPPING AND RECFEVING OF HAZMAT, CLASS B
COMMERCIAL VEHILES AND MICROGOFT WORD/ERCEL

REQOTTING |ASTUCTCAS: Raquirement Compatendies;
Justification: Other Desteription
R JEIR32T JUN 13 = =
FM COMOOGARD SFLC BALTIMORE MO - -

Figure 6-6 Request and requirement information
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A.4. Operations
(Ops) Detail Tab

A.4.a. Operational
Category
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The Operations (Op) Ops Detail tab contains details about the response
and orders type. This is the first tab where the sourcer enters details.
Information is entered on all items marked with a red asterisk.

Sourcing for RTN 22213-0004 |

upporied Command

aisking Statas: =

Selecr & Direqt DTG

FIE (o

Fiscal Yesr - Drepd. 10 . Days

Figure 6-7 Details about response and orders

There are five choices listed under the Operational Category drop-down
menu:

e Named contingency.

» DOD named events (e.g. Operation Desert Storm, Iraqi Freedom,
Enduring Freedom).

e Major disaster.
> Hurricanes, floods, etc.

» Most often you select major disasters as the Operational Category.

e Operational support.
> Daily operations of the USCG.

» Commonly used for DXR shops and PSC for ADOS orders.

e Exercises.

» USCG and Non-USCG exercises.

e Planned operations.

» Large planned events and operations like Summer Stock and Mass
Migration.

Chapter 6: The Sourcing Module
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A.4.b. Orders
Type

A.4.c. Tasking
Command

A.4.d. Supported
Command

A.4.e. Tasking
Status

NOTE:

A.4.f. Funding
Cost Center

A.5. Sourcing
Tab

Chapter 6: The Sourcing Module

(SM)

The order type corresponds to the type of personnel being sourced.

e Active duty personnel: Active Duty TDY
e Civilian personnel: Civilian TDY
e Auxiliary personnel: Auxiliary TDY

e Reserve Personnel:
» The majority of the order types listed are reserve personnel.

» Carefully select the appropriate order type. If type of response has
not been selected, consult your RFRS or DXR staff.

Select the district you are currently supporting and member who is filling
the requirement. You also re-task the RTN to someone else’s scorecard.

The district that is being supported for an event.

This is the default to sourcing in progress. You manually change this to
sourced when you have completely sourced a member to the RTN.

If tasking status is not manually changed to sourced it adversely
affects reports.

The funding cost center is a unique cost center created specifically for the
incident. Care should be taken to select the appropriate named incident/cost
center. Refer to Chapter 2 Mobilization Readiness Tracking Tool A.7.

In the Sourcing tab, complete sourcing dates and select volunteers or
BNC. Follow these steps under the sourcing tab:

1. Click the Check to Notify box when complete. This notifies the service
personnel officer (SPO) distribution list of member deployment.

6-6



A.6. TONO/
ACL Tab
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@ BE Sourcing for RTN 1499-0004
History Requirement Ops. Detai Sourcing TONOYACL Message Member Match Validation
Sourcing information
[usn the Mermber Maich tool to select 3 member) Chack 1o Notify IR ——

Empil: = Nama:
Bgn Dae: * Py Grase
Duration in Days: Class

Faport Date: * Fate

End Date: * Clarance.

Marmbar Comps Mir. Dl Azcomplshemant Codes
Member Courses Member TMT Codes
Ovarride Explaration

p— = = =
Ll competency Overrice || Accomplishments Override L Course Override LI TRWT Override

By Mame Candidate /

Qual x

Figure 6-8 Sourcing tab

Ra

e Type Erm
By Namae Candidate

Continue with these steps:

2.

Enter in the Begin Date of the sourcing. This could be the start date of
the member's orders. The orders start date may be before the report
date to allow for travel to the ICP. The requirement dates default to the
date created for 30 days, so make sure you edit the dates to correct
sourcing dates.

. Enter in the Report Date. It is the date the member reports to the ICP

ready for duty.

. If you have a BNC listed in the BNC field, you select the member by

clicking the hyperlink.

. If you want to review the BNC’s readiness, click the individual medical

readiness icon.

The TONO/LOA tab displays the TONO and accounting data information.
If this information was entered in the RTN, it shows up on this tab.

Chapter 6: The Sourcing Module
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A.7. Message
Tab

Chapter 6: The Sourcing Module

(SM)

Sourcing for RTN 1499-0004

Requirement

History Ops. Detail Sourcing Message Member Match Validation

[] click here to spit the Tono and Accounting Line(s) over two Fiscal vears

Travel Information

S E—
O {7 I )

o ves st v g —— T
Transportation Mode (Secondary) Rental Type Rental nd: [ B

Pay Information
el P

N E—
e s OO

Funding POC Information

POC Name: POC Phone: POC Email:

Figure 6-9 TONO/ACL tab

The Message tab allows you to select a message template based on the
type of orders you issue. To fill the requirement, search for appropriate
personnel by using multiple filters. This depends on civilian, reserve, and
active duty type orders.

*@ b = Sourcing for RTH 15286-0001
Raquiramend Operational Datall Sourdng TOMOMCL Messagn LemBer Match

His gy

Walldalicn

Ovder Message nformalion

Massnge Tomplais. * -

COV OF Support Orders

RFF REQUEST

T10 ADNDS LONG TERM DROERS
T10 AL DISASTER ORDERS
T10 ADOS SHORT TERM ORDERS
L0 CONTINGERCY OOOMUS ORDERS
T10 CONTINGERCY ORDERS

T14 DISASTER ORDERS

TOY AD DISASTER ORDERS

TO¥ AD COMTRHGENCY ORDERS
TOH AD GCONUS ORDERS

TOY AD CRDERS

B LY P PR ARRL RS

Figure 6-10 Message tab *Acronyms for these orders are only used in the programming screen
shot
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A.8. Member
Match Tab

A.8.a. Search
categories
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The Member Match tab allows you to search for candidates to fill the
requirement. Use multiple filters to find the right candidate.

Gender - Pay Grade Range: - Te »| Supported Command

A Member Codes

Comp. Codes: AND = DA Codes !_ | AND .

719
|® |a0 | TMTCodes [ | »

Course Codes

Drag a column header and drop it here To Group Dy that column

Mo records to display.

Figure 6-11 Member Match

You can search by:

EMPLID.

Name.
Competency Codes.
OPFAC.

Rate.

Class.

Gender.

Pay Grade Range.
By District AOR.
DA Codes.
Course Codes.
TMT Codes.

Once you have searched and found an appropriate candidate, source the
person to the RTN by following these steps:

1. Click the hyperlink by the member's name. This sources the member to
the RTN and populates the member's information on the Sourcing Tab.

2. Click Save once you have completed all fields. The floppy disk icon
saves your record.

A validation error appears if a field is missed. It reflects green if it has been
sourced.

Chapter 6: The Sourcing Module
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Verify the tasking status on the Ops Detail page is “sourced”. The

NOTE: validation won’t be ""sourced"" otherwise.

A.9. Sourcing Below are some best practices to consider before you source a member to a
Considerations RTN:

e Are personnel from your own AOR? Districts can only source
personnel from their district command. If the district does not have
the resources to meet the requirement, the requirement must be
forwarded up the chain of command or re-tasked as appropriate.

e Does member meet the specified needs of the requirement? If there
are any questions regarding the stated need in the RTN, the sourcer
should request clarification from the requester.

e Is member medically ready for MOB? This question especially
comes into play when sourcing reserve personnel.

e Does member have command endorsement for voluntary assignments
to be absent from permanent unit and fill the temporary position?

e Are there currently significant work-life issues that would prevent the
member from filling the position?

e If member is a reservist, has member been vetted against all applicable
policy requirements (1095, 16/18 year rule, etc.)?

e When multiple, equally qualified candidates are available, is member
the most financially responsible choice?

e Does member have the government travel card to cover official travel
Costs?

e Does member have passport (official red passport, not blue tourist
passport)? Can the member get a passport and visa before the report
date?

Chapter 6: The Sourcing Module
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any mission deemed
necessary by the
President

Citation | Enabling In response to: Type &
Authority Limitation:
14 Secretary of Serious natural or Involuntary- Not
U.S.C. Homeland manmade accidents | more than 60 days
712 Security or catastrophes per four-month
period or 120 days
per two year period
10 Congress Full Mobilization- | Involuntary-
U.S.C. War or national Duration of war or
12301 emergency declared | national
@) by Congress emergency plus six
months
10 Secretary At any time: Active | Involuntary-
U.S.C. concerned duty for training- Annual training,
12301 annual training operational
(b) missions (not to
exceed 15 days)
10 Designated At any time- Voluntary-
U.S.C. authority ADOS-AC/RC
12301 (ADOS or
(d) Extended
Active Duty)
10 President Partial Involuntary- Not
U.S.C. Mobilization- more than 24
12302 National emergency | consecutive
declared by the months.
President
10 President Presidential Involuntary- Not
U.S.C. Recall- SELRES more than 365
12304 augmentation for days.

Table 6-1 Titles 10 and 14 Authorities of the U.S.C. conferred to recall reservists to active duty

6-11
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Section B: Viewing Volunteers

B.1. Viewing Volunteers are highly desirable and should be considered first if the

Volunteers sourcing cell and the self-referrals are truly qualified and eligible. Users
use VBB to search for volunteers that have submitted applications. This
search also allows users to view the status of a volunteer’s application.

MRTT Navigational Kiap

SM
| Scorecard Scorecard

MRTT
Tabie Maintenance

th' Bulld-A-Request Requirements ember Processing User Administration

m Requests Sourced Recor Reports

'. Requirements  Volunteers Downloads
PRL Add Member Change Password
Import Witard Member Match Help
Manage PRLs Geospatial Map About

Team Title Map

Figure 6-12 This displays the volunteer link in the MRTT navigation map

Search for volunteers who have submitted applications using the VBB, by
following these steps:

1. Under SM, click the Volunteers.
2. Enter requirement criteria and click on Search.

L MRTT, . -

]

F EEEE
E £33

E £
[

Figure 6-13 Searching for submitted applications

Chapter 6: The Sourcing Module
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B.2. Web Grid
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Once a user has entered in their search criteria and clicked on Search, the
applications matching the criteria are displayed on the web grid. The
following is a list of columns in the volunteer search web grid.

e The App Package Number column displays the number that was
assigned to the application when it was submitted. By clicking on this
hyperlink, a user can view the completed volunteer application.

e The RTN column displays the RTN that the volunteer applied for. By
clicking on this hyperlink a user can view the original RTN.

e The Selected column displays volunteer selection status. A value of
true means the applicant was selected. A value of false means the
application was not selected or the application has not been filled yet.

e The Active column displays the status of the RTN that the volunteer
has submitted an application for. A value of true means that the RTN
has not been sourced yet. A value of false means that the RTN has been
sourced.

e The Application status column displays the status of the volunteer’s
application. A value of pending means that the command has not yet
made a decision on the volunteer’s application. A value of approved
means the command has approved the volunteer for this requirement
(but does not mean they have been sourced to it). A value of denied
means the command denied the volunteer for this requirement and they
will not be considered as a candidate.

Chapter 6: The Sourcing Module
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Section C: Viewing Sourced Members

C.1. Viewing Under the SM section heading:
Sourced
Members 1. Select Sourced Records to view sourced members.

. MRTT_ ESEN

MRTT Navigationa! Map

1

M MRTT
 Scorecard Scorecard Sclbcecard Table Maintenande
Req Build-A-Request Requirements Wember Processing User Administration

m Requests Sourced Records Reports

8§ Requirements Volunteers Downloads
l PRL Add Member Change Password
| import Wizard  Member Match Help
| Manage PRLs Geospatial Map About

| Team Title Map

Figure 6-14 MRTT Navigational Menu showing sourced members

The following information describes the fields in the Sourced Record. Each
field has a unique description described on the following page.

Chapter 6: The Sourcing Module
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C.2. Record
search in SM
repository

C.3. Execute a
Search
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Field Description
EMPLID Allows you to search by Employee ID.
Last Name Allows you to search by service member last name. Enter one or more characters
followed by the wildcard character (%) to do a search by partial last name.
Cost center Allows you to select a cost center from the drop-down list.
District Allows you to search based on a geographic location from the drop-down list.
Mob-Mode Allows you to search by MOB mode. Valid options include: MOB, DEMOB, and

Terminated.

Competencies

Allows you to search for a competency code.

RTN Allows you to search by a RTN.
PRL Allows you to search based on PRL code.
Operational Allows you to search by operational category (contingency, major disaster, or
category operational support).
OPFAC Allows you to search for requirements by OPFAC.

Sourcing status

Allows you to search based on sourcing status. Valid options include: partial sourced,
sourced, and planned for internal sourcing.

Major disaster

Allows you to search by major disaster name (Hurricane Irene, Hurricane Sandy, etc.)

Table 6-2 Describes fields of the sourced record

To search for a record in the SM repository:

1. First enter your search criteria on the browse page. Click Search and
your results display in the results grid.

2. Then select a row to display information.

To execute a search:

1. From the sourcing home page, click on Sourcing to display the Sourcing
Search page.

2. Enter your search criteria in the Member Search Criteria and/or the
Source Search Criteria fields. Enter search criteria in one or more
fields. You do not need to enter data in all of the fields.

Chapter 6: The Sourcing Module
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NOTE: To start over again or to execute a new search, click on Clear Fields.
" | This erases all characters in the Search Criteria fields.

After you enter your search criteria, follow these steps
3. Click on Search or press the Enter key. The records matching your
search criteria display in the results grid at the bottom of the page.

4. Click on the Select button that corresponds to a requirement to display
the sourcing record.

L MRTT, EECI— -

# Meber Search Criteria

A Source Search Criterls

Figure 6-15 This is an example of search results from searching in Sourced Records
Module

Next continue with these steps:
5. Click on the Select to view the sourcing record.

6. Clicking on the arrow leads you to another Select hyperlink. This link
takes you to the requirement record.

Chapter 6: The Sourcing Module 6-16
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Section D: Searching For Candidates

D.1. Member
Match

The Member Match tab displays a search feature that allows the sourcer
to view a group of potential candidates based on several different criteria.
Below are your filters:

EMPLID.

Name.

Competency Codes.
OPFAC.

Rate.

Class.

Gender.

Pay Grade Range.
Supported Command.
DA Codes.

Course Codes.
TMT Codes.

MRTT Navigationa' Map

LM M MPI MRTT
§ Scorecard Scorecard Table Maintenance
th; Bullg-A-Request Requirements Mgfnber Processing User Administration
m; Requests Sourced Records Reports
'. Requirements Volunteers Downloads
PRL Agd Member Change Password
Import Wizard Member Match Help
Manage PRLs Geospatial Map About
Team Title Map

Figure 6-16 Displays the Member Match link, in the MRTT navigation map

This hyperlink displays the same member match used in the sourcing
record. By entering any combination of search criteria, the Member Match
returns all those members in the USCG that match that criteria entered.

Chapter 6: The Sourcing Module
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Section E: Generate Message Orders

E.1. Generate The 3" tab on the SM scorecard is the Orders-Ready Sourced

Message Orders  Requirements scorecard. Orders messages are source based messages that
display the order information and are intended to be copied into the orders

for members.

The requirements on the scorecard are sourced. There are currently 13
templates:

Civilian OP Support Orders.
RFF Request.

T10 ADOS Long Term Orders.
T10 ADOS Disaster Orders.
T10 ADOS Short Term Orders.

T10 Contingency outside the contiguous United States (OCONUS)
Orders.

T10 Contingency Orders.

T14 Disaster Orders.

TDY Active Duty Disaster Orders.
TDY Active Duty Contingency Orders.
TDY Active Duty OCONUS Orders.
TDY Active Duty Orders.

TDY Active Duty Training Orders.
TDY Auxiliary Disaster Orders.

TDY Auxiliary Orders.

TDY Civilian Disaster Orders.

A system administrator can edit the template in the table maintenance
section of the application. However, since the markup language tags are

specific to the table structure/naming schema, the user cannot enter in new

fields into the template.

Chapter 6: The Sourcing Module
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NOTE:

E.2. Steps to
Generate
Message
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Remember: System Administrator, Administrator, Processor, and
Sourcer roles all have the ability to view Sourced Requirements
assigned to their Tasking Command.

MTHIOLS 125300 P

Figure 6-17 Figure of the Orders Ready Sourced Requirements Tab

Follow these steps to generate a message:

1. From the Orders-Ready Sourced Requirements tab, check the
requirement box(es) for the message and then click on Generate
Message on the top of the scorecard.

2. A validation screen appears along with any validation errors. If there are
no errors, a blank screen will appear with the option to Generate or
Close. Click the Close button to cancel message generation and the
Generate button to generate the message.

3. Click on Generate.
4. The message generates in the text area.

Validation and Generation Data

Message Type.  Order Message

MES3AGE CORDER3 TDY ARCTIVE i#2

SUBJ: ISSUANCE OF CIVILIAN TDY TO 01-13302 - OGC HAMMERHEAD/CGC BOINT KELLS @ 1059
i.

RTN RESCURCE REQ N TITLE

105%=-0001 TESTO1Z009 ICE OPEFATIONS IN

RTH EMFPID s DEPARTMENT ID BEGIN ERD
1058-0001 BDOZ1E2 CE P3U 301 20JAN0% 19FEBOS

2. D1-13302 -
PRIMARRY POC
LT

CGC HAMMERHEADSOGC POINT WELLS

LN

| L] Meassage(s) Generated Successhully

Figure 6-18 Displays that a message was generated successfully
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NOTE:

You have now successfully generated a message. Proceed with these steps
next:

5.

Click on the Close button to exit out of the message generation screen.
You are now back on the Orders-Ready Sourced Requirements
scorecard.

. Click on Refresh Grid towards the top of the scorecard. Once the

scorecard refreshes, the requirement you just generated a message for is
no longer listed on this scorecard.

You can generate messages for more than one requirement at a

time, as long as they are from the same URI.

Some important pieces of information to keep in mind:

Once you have a sourced record, you can generate message orders,
copy and paste in email or use ADMIN OIX.

One of the most important tasks to a MOB or personnel is
communicating orders information to the member’s unit.

Basic orders information should be LOA's, 72 document types, and/or
information about reserve Title 14/Title 10.

Explain any other entitlements like quarters and messing availability,
personal protective equipment, as well as equipment necessary to
complete the mission.

The order templates have very basic and minimum amount of
information required for orders.
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Introduction

In This Chapter
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Chapter 7:

Member Processing Module

This chapter discusses the processing of the incident management team and
SPO processing team. The member processing module instructs on
mobilization of members from home units, and to checking in and out
members from an incident command. It is used to manage the responding
forces. The chapter also discusses updating member information and
printing member T-cards.

This chapter contains the following sections:

Section Title Page
A Service Personnel Officer Processing 7-2
B Incident Management Team Processing 7-4
C Updating Members Information 7-9
D Print Member T-Card 7-12

7-1
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Section A: Service Personnel Officer Processing

A.l. Service Mobilization and demobilization of service personnel officers are
Personnel processed on the MOB processing tab of MRTT. The MOB Processing tab
Officer (SPO) consists of MOB checklist and DEMOB checklist. ~ This information
Processing includes the MOB and DEMOB dates as well as, checklists from reference

(F), Personnel and Pay Procedures Manual, PPCINST M1000.2 (series)
(Chapters 2 and 11) which lists all recall process tasks.

A2 Go to the MOB Processing tab to complete the check-in process for
Mobilization recalling USCG reservist members.
processing

1. Check all tasks on Checklist Task.

2. If you cannot complete the checklist, click the Save button. The record
is saved with a MOB mode of In Process and a red X will be visible on
the MOB Processing tab.

3. Once you complete all tasks on the checklist, click the Save button. A
green check mark appears on the MOB Processing tab. The service
member has been processed for recall.  This checklist is only used for
USCG reservist. It is not for active duty personnel.

Member Processing:

Garsts TONC/ACL w Processing IMT Processing 1S 225 Validation Hstory Commants

Mobiliration Checklist:

Mokl ization Date 20100530
Wte: Thils is the date AD member is deployed to inzident. If reserve, this i the dute member i3 Brought on A ordeds.
dist Task
o,

Engure member redemes a copy of mobdizabon message.

Member submits TOY Travel Reguest Worksheet, CG-2070 1o uni admin via FIPRNAEOT, funds Ap@rOving oiffscial frequired
when unit funds are used. ¥ funded by another source indude a copy of the authorzation: message, memo, e-mail, eic)
and approwving official,

Counsel member on traved and pay entitlemsnis.
Set up travel arrangements. The Travel Manegement Office must be used to armange offical travel

Creirdeta trzal arolsr B e jo 8 TIRMIE racena mchdDatenn aacira una) ramnlshs tha rharbficn par DODLA riankar 11

=4

Demabiliration Theddi:
Demobilization Gate 207110730 Feburn Home Date:

Figure 7-1 Example of member processing menu
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A.3.
Demobilization
processing
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To demobilize a service member, complete the DEMOB checklist and
enter a DEMOB date. Follow these procedures:

1. Check all DEMOB tasks on the Checklist Task.

2. If you cannot complete the checklist, click the Save button. A red X will
be visible on the MOB Processing tab.

3. Once you complete all tasks on the checklist, click the Save button. A
green check mark appears on the MOB Processing tab. The service
member has been processed for DEMOB.

4. Enter in a date in the Return Home Date field when the member returns
from TDY.

Chapter 7: Member Processing
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Section B: Incident Management Team Processing

B.1. IMT Commands ordering external resources check members in and out on the
Processing IMT processing tab.

Member Processing: 1104852

fhirard sl TORDACL }‘: MO8 Pigiwiing PAT Broceisng K51 Wilsdatsin Hirt2 ey Ciorrirmirits
T isForrurrioe

Has Mot Retumed Home il PO Chack 15 Moty
Tiie *

weigend Chapi-in Date = riery Doty abe
Est Ceplowvmess Durgticn rigaghend AL iprenEnt

Mamiser 2l Phohe

M Bl uinit Superviios
Ledgoryg Mamar Lodgeng ASdreti
Lndgong Fhone Eenzpl Caer

Figure 7-2 MRTT navigation map showing IMT processing

B.2. Ordering Follow these steps to order external resources:

External

Resources 1. Under MPM, click on Member Processing to search for the member
you want to update.

MRTT Navigational Map

2 [Rm M MPM MRTT

Scorecard Scorecard Scorecard / Table Maintenance
\Req Bulld-A-Request Requirements Member Processing User Administration
m Requests Sourced Records Repons

Requirements  Volunteers Downloads

PRL Add Member Change Paszword

Import Wizard Member Match Help

Manage FRLs Geospatial Map About

Team Title Map

Figure 7-3 MRTT navigation map showing Member Processing under MPM column
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NOTE: | Requestors, Approvers and Sourcers cannot access the MPM.

2. Search by EMPLID or by Last Name. It is best to use EMPLIDs to
ensure you get the right member.

FLMRTT, N
# Ndmber Search Criveria
= P
- T (A
~ - r )
AT | W veme T v

A

v St ORr Aelary Nk FERC
L4 Coilian None oy

] g COUL4IT Chviban Hene NS

seag 00085 Chian Nena

" eo 0007338 han Sacret L=

. St 00027296 an et v

) e ! O Aoy NA

0 S 00008501 Cwiian Secret 0

Figure 7-4 Searching by EMPLID or name

3. Click on the arrow to expand the member history. Member may have
multiple sourcing records from multiple incidents.

4. Click Process to open up the member processing window.

SLMRTT, I
~ Masiot Search Critaria
e PR
e -~ e ]
e - e )
# Sourcing Sasech Criters.
wegery: | ~] -

N ielac cocasms a1 %

Hio child reconds 10 dispiay.
» sec T 31 Cvilan Svon R
» Seiact 00027256 &1 Ciian Secret Vo

Figure 7-5 Expanding the member history
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B.3. Member
Processing

B.4. IMT

Processing Tab

Chapter 7: Member Processing

Module

NOTE:

The following is an explanation of tabs under Member Processing:

General tab has basic information about the requirement.
TONO/ACL has the TONO and accounting data information.

MOB Processing tab has MOB/DEMOB checklists to be completed
by the members command ADMIN/SPO.

IMT Processing tab has basic information on the member.

ICS 225 is the completed incident evaluation form which records the
member’s performance. It can be entered into MRTT to capture the
deployment history of members.

Validation, History and Comments tabs have general information
about the member and the requirement.

The IMT Processing tab has information that the IMTs use to check-in/out
a member when they arrive at the incident and depart the incident. This tab
is accessed by processors and administrators in MRTT. MPM cannot be
accessed by requestors, approvers and sourcers.

F

!‘: R F Member Processing:

Incident
Demob Daue:

Incident

Es1. Deploysent Duration Assignment

- InCigent
Whember Lell Fhone Location -

e

5 r Em
MembarEna Supervisor

Loaging

Lodging Mams Addiess

Losging Prese Remai Car

Bisiug stad Funds

igure 7-6 Member processing "*Has Not Returned Home"

The field “Has Not Returned Home” automatically changes when a
date is entered in the Returned Home date field under the MOB
processing tab. It reflects the member has “Returned Home Safely”.
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If the SPO was notified when the member was sourced in the SM,
NOTE: | the SPO will be notified when there is an incident DEMOB date.
Entry of date triggers email notification.

NOTE: | Check the box in the IMT processing to notify the members SPO.

B.4.a. Member Update member’s location and ICS section as shown below.
Location & ICS
SeCt'On @ RE Member Processing:

Tiasadad X M0 Frocrag L r L Vialichakizn

Loden PR one Eewsl Cor .

T L
~
+ mdd s seenid G | Rl
Ftu Loislon Lovslon Mare Lowsbon Dale

Figure 7-7 IMT processing tab

B.4.b. ICS 225 The ICS 225 tab is an Incident Personnel Performance Rating form.

Tab Supervisors rate a member’s performance on a scale from 1-5 in response
to a series of questions. The rating is an average of the total ratings,
including those of other jobs performed by the member. Upon checking out
of an incident, fill out this form in DEMOB. The rating breakdown is as

follows:
Rating Type Description Icon
Exceeded Member’s average rating is greater than or | &
Expectations equal to 35.
Met Standards Member’s average rating is greater than or | A
equal to 25 but less than 35.
Unacceptable Member’s average rating is less than 25. (3]

Table 7-1 Incident Personnel Performance Rating

Chapter 7: Member Processing
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Rating icons appear within the “Rating” field in the following tabs
NOTE: | web grid: Member Match (SM), Sourcing Tab of the Requirement
(SM), and ICS 225 tab of the member record (MPM).

@ | N Member Processing:
General TONO/ACL # MOB Processing IMT Processing 05 225 Validation History Comments

Incident Personnel Performance Rating: Score = 45 pts

Rated ByiHame): :Tcst User Supervisor Home Unit:
Supenviser Position: Remarks
Rating Factars M/A 1 - Unacceptable 2 3 - Met Standards 4 5 - EBxcesded Expectations
A. Knowledge of the Chck fzx deserigion Chck fee deserigion Chck boe deserigion o
job/Professional Competence & - o -
Using ICS: O O O O 0 vl
B. Planning/Preparedness & Chcicor deseripion Chcicior description Chciclor description
ability to abtain . o . o - o
performance/results: U L U L L ||
hick fox deserigion._ Oick o deeription_ Oick o decription_
C. Adaptability/Attitude: - - -
O O O O O v]
W
Chcicior dascrigiion. Chcicior descrigtion. Chcicior descrigtion. |
Figure 7-8 Rating example
Chapter 7: Member Processing 7.8
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Section C: Updating Members Information

C.1. Finding To update member information you must first find the member.

Member

Information 1. Under the MPM section heading choose Member Processing to find
members.

MRTT Navigational Map

2 IR Sm MPI MRTT
| Scorecard SCorecard Scorecard Table Maintenance
I.th.; Build-A-Regquest Requirements Member Processing User Administration
mi Requests Sourced Records Reports
I.: Requirements Volunteers Downloads N
PRL Agd Member Change Password
Import Wizard Member Match Help
Manage PRLs Geospatial Map About

Team Title Map

Figure 7-9 Click on Member Processing link to search for the member you want to update

It is best to search by EMPLID to find the member; however you can
search by name or partial name. To do so, continue with these steps:

2. Once you find your member, click the arrow to expand the member
deployment history. The most recent deployment appears at the end.

3. Select Process to get member processing.

Mo child records 1o display

s » Co Cwarance
" 1 Ol o

1 Senurcing Teaeus e Bl Begin Dute
3 40 T L2 Civibar ES PR
» e Do0272%8 (=24 Chikany Sacret 2oy

Figure 7-10 Searching by last name

Chapter 7: Member Processing
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C.2. Working for
Same or
Different IC

C.3. Incident
Command
considerations

If member is working for the same IC, you can update the Job Title,
Location and ICS section. These changes reflect on the Geospatial Map
and IMT processing report.

?‘i‘} L F Member Processing: 1104892
Gerrs TONO/ACL 2 MOB Processing IMT Procesang 1S 225 Vabdation Hetery Comments
IMT tatormation:
# Retained Home Sabely /
Tiale =3 .
AEREEAT CRELh-in D18 wunn | nciden Demat DAt Use lookup ICON to

change job title.
Complete search and
selectnew job.

Est Deployment Duration: 7 ncident Assignment

Member Cell Phone

Mbembeer Email Uit Supendason

Loaging Name LoOging ASaress

Lodging Phong Rental Car

Obiligated Funds

Update membey 0B, LOCATION OR SECTION
Tochange the members work location

or ICS section click add and fill in fields.

+  Add new record % Refresh
Gew Location Logaticn Narme ICS Saction Lascaticn Date

’ 0244355 T, HOUSTOMN LOGISTICS

Figure 7-11 Updating the Member Processing tab

If the member is going to be assigned to a different IC:

e DEMOB this member in the current requirement.
e Assign the member to the new requirements.

Remember requirements are generated by Incident Commands and should
be built in MRTT to accurately account for members.

By updating member info, you are able to keep up with the fluid changes at
an IC and retain a COP of members working at the command. With the
ICS command and ICS sections you have a working personnel allowance
list and useful reports to sustain the event.

Chapter 7: Member Processing 7:10
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C.4. Updating
Members
Location

C.5. Updating
Members Job
Title

C.6. Updating
Members Section
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4+ | Add new record % | Refresh

Geo Location Location Name ICS Section Location Date

&

AL, BIRMINGHAM LOGISTICS 2015.04.22

02511760 VA, NORFOLK LOGISTICS 2015.04.29 @

Click check mark when complete.

Figure 7-12 Updating member information

Sometimes the member has to change the work locations but will still work
for the same IC. Update the work location.

If a member is driving daily to multiple locations but returns to the incident
command geographic location, leave it the same.

Update the member job titles. Members are ordered into a designated job
or start off in one job but might switch at some point.

Update job titles for personnel management and COP. If you immediately
change the member job title that was originally sourced, complete a new
RFF request. Since the job was sourced by a higher command with distinct
requirements, complete new request.

This is similar to changing jobs. If you switch jobs you may change ICS
sections (i.e. from logistics to planning).

Only change member information if they are still working at the same IC.
If a member changes ICs, the member has new requirements that should be
generated by that IC.

Chapter 7: Member Processing
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Section D: Print Member T-Card

D.1. Member T-  T-Cards have member information, member incident check-in time, and

. , . .
Cards check-in date. Request a member’s T-Card when checking in at an
incident.
b ton e Shateg e Vbt £ ghigh i
g T o —
Front Back
DateiTime Checked in: incident Location: Tirme:
2015-05-19 142304 AL. BIRMINGHAM
" Status: )
[ Assigned []OVS Rest []OVS Pers
rimary omac Tatien: ] Availasie [0S Mech [CJETR
Notes:
Manifest: | Total Weight:
ClYes L Incident Locat Time:
Method of Travel to Incident: neident Location e
Ay [JPOV []Bus [JAir []Other
Stabis:
Home Bass ;ﬂ,hl;nld [ ]{J.:S Rest ;0'5 Pars
Departure Paint: [] Available [ ]OvS Mech [ETR
HNotes:
ETO: | Eva:

Figure 7-13 Member T-card example

D.2. Search for To print a member T-card, find the member first.

members by
EMPLID or 1. Under the MPM, select Member Processing to find members.

Name

MRTT Navigational Map

2 R SM MPM MRTT

Scorecard Scorecard Scorecard Table Maintenance
i Req)| Build-A-Request Requirements Member Processing User Administration
E Regquests Sourced Records Reports

] Requirements Volunteers Downloads

PRL Add Member Change Password

Impost Wizard Member Match Help

Manage PRLs Geospatial Map About

Team Title Map

Figure 7-14 Select member processing

2. Search by EMPLID or by Name. Use EMPLIDs to ensure you get the
right member.

3. Click on the arrow to expand the member history. Member may have
multiple sourcing records from multiple incidents.

Chapter 7: Member Processing

Module 712



D.3. Print T-
Card
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4. Click the Process link to open up the member-processing window. A
Member Processing window appears.

USO8 MORILIZATION NEADRNESS TRACKING TOOL

d =" St $ [Ee samma,
g e s ‘
g ety et 8
d i St §
" e | -
g == [re 5 i Pre A PreRp
& e U kS & = e i &t 9 i e
T it . e e St
» can  LEM e e omey sy - i i -

Figure 7-15 Expanding member history h

From the Member Processing screen, do the following:

1. Click on the Coast Guard Shield icon on the upper left corner of the
screen. A drop-down list appears.

2. Click on Form.

3. Click on T-Card.

f =
() | Member Processing: 1104892
AIACL X MOB Processing IMT Prescessng K515 Validaticn History Comments
Cancel
]
e e N
Yiew b pegME BuyiEmde

Eoerrs ¥ TCard Fequesting OFPAC
ST ——— Desnnaon OFFAD

Cloge
. Cuerant QFRAL
IS0 -

[t Certer Code 1E PR Tale T
feq Wniln

& Redyced Per
Govt. Duarters: Diss:
Trasresportation Darys Ovemighe
RO Location:

Figure 7-16 Choosing member T-card

4. Print member T-Card on card stock or regular paper.
5. Fold T-Card in half.

Chapter 7: Member Processing
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Introduction

In This Chapter

CGTTP 1-16.7
MRTT and Contingency Staffing TTP

Chapter 8:
Advanced Entries

This chapter discusses how to correct data and who has authority to edit
entries. This shows how to extend member at an incident or just extend the
requirement.

This chapter contains the following sections:

Section Title Page
A Correcting Data 8-2
B Extending a Member and Requirement 8-6
C Extending the Requirement 8-8
D Adding Non-Coast Guard Personnel to 8-10
Mobilization Readiness Tracking Tool

8-1 Chapter 8: Advanced Entries
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Section A: Correcting Data

A.1l. User Access Different users will have different access levels to RTN editing. Below is a
table of roles and editing access levels.

Role Access to RTN Editing

View only Cannot edit RTN data, only view.

Planner Can upload a PRL. View all non-activated PRLs and RTN data.
Requestor Can build a request and validate for approval. Can edit self-built

RTNs. RTN is locked for requestor when RTN status is updated
to approved.

Approver Can build, validate, and approve a request. Cannot source a
request. RTN is locked for approver when RTN status is
updated to approved.

Sourcer Can build, validate, approve, and source a request. Can edit self-
built RTN. RTN is locked upon member checked into the MPM.

Processor Can build a request, validate, approve, and source a request.
Processors can edit any RTN. RTN is locked upon member
checked into the MPM.

Administrator Can perform all of the functions of a processor in addition to
grant access to all roles below them. Can edit any RTN even if
member checked in the MPM.

System Can perform all of the functions of an administrator plus system
Administrator administration. Can edit any RTN even if member checked in
the MPM.

Table 8-1 Who can correct data in a requirement

Chapter 8: Advanced Entries 8-2



A.2. Update
Request
Information

A.2.a. Update
Requirement
Page

A.2.b. Update
Request Page
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To update request information:

1. From the MRTT Navigation Map, click on Requests under RTM column.

2. Perform a search for a request, requirement or sourced records. See Chapter
3, Section F, Searching for Requests and Requirement Tracking Number for
instructions on how to perform a search for a request.

3. Click Edit.
4. Update one or as many fields as necessary.

5. Click Save to record your changes.

On the requirement page, continue with these steps:

1. Click Edit.
2. Update data entries (e.g., data pertinent to approval for sourcing).
3. Click Save to record your changes.

Requirement 1499-0002

Request Sxwgremant Req Info Orders BNC History Status Validation Comments TONO/ACL

Request Information \ t
ber 1489 Type Individual Augmentation (1a)

Resource Request # ZZ001 Grouping Category: DISASTER RESPONSE
Funding DeptiD: Funding OPFAC:

Requesting DeptiD: 005341 Requesting OPFAC

Destination DeptiD: 005573 Destination OPFAC:

PRL: Major Disaster:

Justification:

Requestor

Requested By: Joe Coastie Requestor Phone: B85-388-8888

Created By: Requestor Email: joe.coastie@uscgmil
Date Created 12/1/2015 2:29:00 PM

Figure 8-1 Requirement page

On the request package page, continue with these steps:

1. Click Edit.

2. Edit request package.

3. Add requirements.

4. Click Save to record your changes.

8-3 Chapter 8: Advanced Entries
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A.2.c. Update
Single Sourced
Record Page
for a Member

Chapter 8: Advanced Entries

Request 1231

Manage Requirements Meszage

Reguest Information

URE: 1231 Dara Cranted 5 PReguest Type:

Requesting Deptil: = Requesting OPFAC

Dest Depsil: = Dest OPFAL

Grouping Category *

Major Digater: *

[y e for Dster

L

Phone umber Ensi * O

RFF DTG

Justifieation:

Mission Assignmant &

Figure 8-2 Request page

Additional Info Required

On the requirements page, look

1. Click Edit.
2. Edit member record.

for the edit icon in the sourced record page.

3. Click Save to record your changes.

Seurging

L

Sourcing for RTN 1002-0001

Req. S2atus Rt Companant

Begin Dae Lng Do TIEFI0LY Approved Until TIRIULY

M Rich-Sechdam
Res Reguest & -G;"' 3 meRich-Sechis Clesrsnce Designaned Rate OFFICER

Missinn
F 02 7 ") ¢ i CriLi

Stadt Pay Grade: 02 End Pay Grase o CimsaWiewon: Mission Critice
Tasking - . Grauping .

i CHAASTER RESPOS
Command. - Category b ER PCReSE
Reguesting - c: . ARG 1 P 4 .
gl potats Requesting OPFAC 0T-71107 - OG0 SEVEN
Destinstion " Destingtion A | e

2t 07-71107 - CGO SEVEN
Deptil oo OFFAC - ki
Reszon Dane
ATl |

B D Changed
WS Commuana SFQ REIARE] IS Srvine PLARMERG
incident POEM Majar Diiamser PETTE - HURBCANE RICH

Primary Duties

PLANNING SECTHON CHull TVPE 1. The PEL, & mamber of the
General Staft, is tedponsibie for the sollection, avelsstion,
B L T )

REQOITING |ASIUCTions
BEING SLEEPING BAG

Sustificarion

Desired Shill Set

- Prafigient in Office

Reguirement Competenties

Onher Description:

Figure 8-3 Single sourced record page for a member via requirement tab
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A.2.d. Editing  To edit a sourced record complete the following steps:

Sourcing
History Record 1. Search the Sourced Record link under SM column.

2. Click on the record.

3. Click on the Select link under the History Tab. This will open up the record.
4. Click Cancel.

5. Click Edit.

6. Now edit in the sourced record.

Sourcing for RTN 1005-0006

History Requirement Ops. Detail Seurcing TONO/ACL Message Member Match Validation (3)

\ Sourcing History

Passe Be Reportirg
Select  Status la..;—d EmpID MName X End Date :p" 9 Last Updated Export Delete
Validation Date Date
Select Sourced False 2014.05.29 2014.07.27 2014.0529 9/1/2015 1:08:00 PM > 7 ]
i/ /2015 105
Select Sourced  False 2014.05.29 2014.07.27 2014.05.29 :E[D AU 10500 > i ]

Figure 8-4 Editing sourcing history record for a member via history tab
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Section B: Extending a Member and Requirement

B.1. Extendinga To extend a member sourced to a requirement, find the members sourcing
Member record. Follow these steps:

1. Click on Sourced Records under SM column on the MRTT
Navigational Map.

MRTT Navigational Map

M MPM MRTT
| Scorecard Scorecard Scorecard Table Maintenance
Bulld-A-Request Requirements Member Processing User Administration

| Requests Sourced Records Reports
Requirements Violunteers Downloads
PRL Add Member Change Password
Import Wizard  Member Match Help
Manage PRLs Geospatial Map About
Team Title Map

Figure 8-5 Accessing sourced members record

2. Search by RTN, EMPLID, or Last Name.
3. Select the member record for extension.

8 MRTT’n EEEN - Mo
| A Memoer Search Criteria |
N e | I
Cost Genter { Jq it )
Campeiences: | | Mad hiode: |

[Number of Records Found: 606

Drag 2 column header and drop it here to group by that column

Select Sourcing Status EmpiD Name Begin Date End Date Reporting Datep Sourding Date Sourcing EmplD Sourcing Nan
. St 5 20040529 0040727 20140529 0140529 9995999 TestUser
v Seet S 20150400 20150727 20150400 04052 5995959 Test User

Figure 8-6 Select the member record you want to extend
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4. Click Extension from the drop down menu below the Coast Guard
shield icon in the upper left hand corner.

Sourcing for RTN 1005-0006

nt Ops. Detall Sourcing TOMNO/ACL Meszage Member Match Walication [3)
Edh A
Cancel
Save o 10 SHMCT B mamow) Check to Netty

v g T e—
Messag ' e @ PayGrade W4
G (Colcusares End Dote ) Clasy

%23 | T Fae PERSS

=ttt lr27 | T Clearance. Secret

2“‘“" [eeccs crwus Maser st B]  wabr pa sccomplisnment coces: | 0GPC,0GRC CGFC.0GF

amoy e g i

soinid [oo017s,c00es co0us 00082, %] pagrrner ThIT Costs 2983,2064 24144229 6380

: Compatancy Override [ agzamptsrmams ciaerica E] Course Override D'-MT Cvarrida
By Name Candidate
5: W Ra Type EmpiD *ame vy Rase Clarance OPFAC OPFAC]

= Trade
Mo records to daplay

v

’REO%-I

Figure 8-7 Selecting an extension

5. Enter sourcing end date. The new end date changes the requirement
dates.

6. Click Save.

8B Source - Windoe Inbeent Exphecer proided by U, 5. Coast Guard b e
& rap 9 SMVSousce. bl

Figure 8-8 Entering in new sourcing end date
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Section C: Extending the Requirement

C.1. Extending To extend the requirement but not the member, follow these procedures:
the Requirement
1. Click on Requirements under SM column on the MRTT Navigational
Map

2. Search for your RTN.
3. Click the requirement link under the RTM.

| S Requirement 1232-0002
Reguest Requiremerit Feqinlo Oeders BNC History Status Vialdation Comuments TOMOACL
Request Inforrmation
URi: 1132 Tipe: ndividual Augmentation {14,
Rescurce Request® 211 Grouping Categony.  DISASTER RESPONSE
Funding DepaiD: Funding OFFAL:
Requesting Deptid: bovsTy Requesting OFFAC
Destination Depaid: 007577 Destingtion OPFAL
PRL: Major Digasmer
Buszification:
Requestor
Risquessted By Requestor Phone:
Creaned By: Requestor Email 4
Dats Crastad 5/15/1014 11100 M

Figure 8-9 Sourcing member by RTN

4. Open up the requirement from the Coast Guard Shield icon and select
Extend Requirement.

k) W Requirement 1002-0001

Comments TONO/ACL

Figure 8-10 Choosing to extend requirement
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. Enter the new requirement end date in the End Date field.

. Enter in the same date for all three fields (End Date, Approved Thru

Date, Approved Backfill Date).

. Select one of the three reasons from drop-down list for Reason for Date
Change: TDY Extension, Reserve Active Duty of Operational
Support, New Member Backfill. This feature is used more for the

reserve community.
. Click Submit.

=] MRTT - Extend Requirement End Date
To extend the Requirement End Date:

Step 1: Enter the new Requirement End Date in the End Date field

Step 2 Enter Approved Thru Date

Step 3: Enter Approved Backfill Ciate
Step 4: Select a Reason for Date Change
Step 5 Click Submit button

Flaase Note: Changing the Requirement end date will change the Requirement to a status of PS(Panially

Sourced)

All azsociated sourcing records in 8 Sourced stabus will changs to a status of Partially Sourcad

End Date: * 2013.0730

Approved Theu Date: * 2013.07.30

Backfill Date: * i

Reason for Date Change: 2

TOY Etanzion
Besarve ADOS
Hew bember Backfill

Figure 8-11 Example of filling three categories in Member extension

8-9
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Section D: Adding Non-Coast Guard Personnel to Mobilization Readiness
Tracking Tool

D.1. Adding To account for USCG contractors and chaplains, add a member record in
Non-Coast MRTT. A sourcer or system administrator adds members to the service
Guard Personnel member list.

to MRTT

Follow these steps to add a member:

1. From MRTT Navigational Map, under SM column, click Add
Member. A New Member screen appears.

G MRTT_ CO—

MRTT Navigational Map

¥ 7R M MPI MRTT

Scorecard Scorecard orecard Table Maintenance
i Regl| Build-A-Reguest Requirements Member Professing User Administration
E; Requests Sourced Records Reports

I.j Requirements  Volunteers Downloads

PRL Add Member Change Password

Import Wizard Member Match Help

Manage PRLs Geospatial Map About

Team Title Map

Figure 8-12 Navigation Map-Add Member

2. Enter information on the Basic Information tab.

» When entering a name in the Name Field, you will enter in last
name followed by a comma and first name (i.e. Coastie, Joe).

» On Readiness Information section, enter the member’s district of
origin in the MRTT District field.

Chapter 8: Advanced Entries 8-10
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New Member

Courses TMT Validation

Comp. Codes. DA Accornplishments

Employes I1D: Name; =
Rane - Pay Grade: * -
Clags: = - Gender; = -
Address Line 1 Address Line &
Address Line 2t Address Line 4
City: State: -
T Main Phone: =
Cument Clearance: Clearance Date:

Readiness information
inw, Type: Last Physical Cwrrent Mob Mode:
MATT District Salary Flan: Updated Shots:
ASQ Updated Last Dental: Employee RID:
Duty Type Dental (1ass Flu Shot Updated:
Ovenveight:

Figure 8-13 Entering new member basic information

3. Click on the Save button when complete.

. MRTT generates a generic EMPLID for the member. Use the EMPLID
to search for the member and sourced member.

Mew Member

Cowies T Walidation

- Codies D& Accomphshments

Dheparirent
Degt 10c = oy Deept. Name:
Dept. ATU Dept OPFAC
Diskrict
Dept 10: = - Dept Name:
Depr. ATLE Depr. OFFAC
SPO
Dot 1D Dot Name
Depr ATL Dept OFFAC

Figure 8-14 Additional Information needed
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Introduction

In This Chapter

Chapter 9:

Geospatial Map

CGTTP 1-16.7

MRTT and Contingency Staffing TTP

This chapter discusses how the geospatial map gives you a COP of forces
deployed for multiple events or one event. It is a boots on ground truth of
responding forces. The geospatial map breaks down members by district
administrative target unit (ATU), geographic location, and assigned
incident command.

This chapter contains the following sections:

Section

Title

Page

A

Using the Geospatial Map

9-2

9-1

Chapter 9: Geospatial Map
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Section A: Using the Geospatial Map

A.1. Access the Access the geospatial map from the MRTT navigation map. The geospatial
Geospatial Map  map is a COP of force layout. The map is viewed in real time and based on
our most current information.

& MRTT L ——

e

i Regq

RTM

Scorecard

! Bullg-A-Request
i Requests
Requirements
PRL

Import Wizard
Manage PRL:

SM

Scorecard
Requirements
Sourced Records
Volunteers

Add Member
Member Match
Geospatial Ma
Team Title Map

KPP
Scorecard
Member Processing

MRTT Navigational Map

MRTT

Taple Maintenance
User Administration
Repors

Downloads

Change Password
Help

About

w3

Figure 9-1 Accessing the geospatial map

A.2. Filtering Filter your data according to the following criteria:

Data

e Major Disaster: Filters out by disaster codes.

e Major Commands (MACOMS): Filters major commands and
responders.

Chapter 9:Geospatial Map
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Figure 9-2 Filtering data

A.2.a. Filter by
Major Disaster

Figure 9-3 Entering disaster codes

Select the Disaster Code to narrow your criteria.
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A.2.b. Filter by
MACOMS

Figure 9-4 Entering MACOMS

To find out what personnel are responding by MACOMS, follow these
steps.

1. Select your criteria to show responding forces by MACOMS.

2. To find out who is assigned to a district ATU command, click on the
district.

3. To find out where members are assigned by geographic location click on
a red dot on the map. Red dots represent a sourcing record where the
members are physically located.
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A.3. Filter by To pull up the geographical location of members of a district unit, click on
District a district. This also produces a list of ICS command locations within the
district. Red dots represent a sourcing record where the members are
physically located.
Figure 9-5 Selecting a district
A.3.a. Filter View members assigned to different Incident Commands.
Members in an
Incident
Command

Figure 9-6 Accessing a member in an incident command
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A.3.b. Filter by Follow these steps to see sourced requirements in the Geospatial map:

Sourced
Requirements in 1. View the ICS Command of a member and their job description.

:\r}le Geospatial 2. Click on the Source hyperlink to go to the member sourcing record.
ap
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Figure 9-7 Searching for a sourced document
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Introduction

In This Chapter
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Chapter 10:
MRTT Reports

This chapter discusses the different type of reports commonly used by an
Incident Command to help monitor, manage and support responding
forces.

This chapter contains the following sections:

Section Title Page
A Reports 10-2
B Disaster Response Status Report 10-4
C Incident Management Team Processing Report 10-8
D Major Disaster Demobilized Report 10-12
E Major Disaster Sourcing Records 10-15
F Major Disaster Deployed Personnel Report 10-18
G Request Status Report 10-23
H Disaster Inbound and Outbound Personnel Report | 10-26
I Open Requirements and Sourced by Date Report 10-29
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Section A: Reports

A.l. General Each report has a different purpose. Some reports are intended for IMTs
Reporting and others are for headquarters and AREA commands.
Instructions

Running a report is a multi-step process.

1. From the MRTT Navigation Map under MRTT, select Reports.
2. From the Select a Report drop-down list, click a report.

3. Click Run Report.

4. Select criteria.

5. Click View Report.

Each report can be exported into different formats.

G MRTT_ I

MRTT Navigational Map
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PRL Add Member Change Password
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Team Title Map

Figure 10-1 MRTT Navigational Map - choosing reports
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Figure 10-2 Choosing administrator scorecard
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A.2. Reports for
Incident
Commander
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Figure 10-3 Choose and view a report
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Figure 10-4 Reports are exportable to different formats

There are five different types of formats you can send to an incident
commander.

e IMT Processing — Contains all of the details on IMT Processing tab.
This includes who has checked in, checked out and who has returned
home safely after DEMOB. See section C of this chapter for more
information on these reports.

e Major Disaster Sourcing — Contains historically sourced records to a
single incident. See section E of this chapter for more information on
these reports.

e Request Status — Status of an individual request generated from an ICS
213 RR form. See section G of this chapter for more information on
these reports.

e Disaster Inbound/Outbound personnel — Roster of personnel reporting
and departing within increments of 7/14/21/30/45 days. See section H
of this chapter for more information on these reports.

e Open Requirements and Sourced — Status of all generated
requirements. Good for sending along with RFF situation report.
See section | of this chapter for more information on these reports.
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Section B: Disaster Response Status Report

B.1. Generating  The Disaster Response Status report shows all incidents and their

a Disaster requirements during a selected timeframe.
Response Status
Report To generate a disaster response status report follow these steps:

1. From the MRTT Navigation Map under MRTT, select Reports.
2. Select Disaster Response Status report from the drop-down menu.

3. Enter your time frame dates. A report with all requirements by status
with sourced dates in that timeframe appears.

SLMRTT, T
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Figure 10-5 Requirement with sourced dates in certain timeframe

This report gives you the status of all requirements built for incidents. You
can see from below:

e 150 requirements were sourced with members.

e 17 requirements were expired where no action was taken on the
requirements.

e 122 requirements were validated to the approver.
e 3requirements were approved.
e 31 requirements were canceled, probably due to error.

e 4 requirements were created but pending approval status.
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Requirements By Status
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Figure 10-6 Requirements by status
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Figure 10-7 Disaster response data fields
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B.3. Glossary of e
Terms in Data
Fields

RTN: The requirement tracking number is the unique number given to
a requirement.

Title: Job title of the requirement.

Resource Request #: Number generated from the ICS 213 RR request.
Status: The requirement status.

Begin Date: The begin date for the requirement.

End Date: The end date for the requirement.

Geographical: The geographical location of the requirement.

Destination Department: The destination department is the supported
Coast Guard command.

EMPID: The member’s employee identification number.

Sourced Member: The member who is sourced to the requirement.
Rate: The rate of the member.

Pay Grade: The pay grade of the member.

Class: The member class or component.

Home Unit: The members’ home unit.

Current OPFAC: The members home OPFAC.

Cost Center: The cost center is the name of the incident.

Order Type: The order type issued to the member. It should match the
component type of the member.

TONO (Travel): The travel order number.

Accounting Line (Travel): The accounting line for the travel orders.
Begin Date: The sourced begin date for the member.

End Date: The sourced end date for the member.

Source Duration: The cumulative amount of sourced time.
Sourcing Status: The sourcing status of the requirement.

IMT Report Date: The date the member reported into the IMT.
IMT Report Date: The date the member departed from the IMT.
Passed Validation: All records go through validation rules to ensure
data integrity.

> Record validation will be True if it passes.

> Record validation will be False if it doesn’t pass.

Chapter 10: MRTT Reports 10-6
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On VBB: The requirement on the VVolunteer Bulletin Board will be
True or False.

Mission Assignment #: The Mission Assignment number is the
number issued by FEMA, or USAID.

Run reports to check the date integrity. If Passed Validation is
FALSE, you will have inaccurate reports. Research the problem
and fix validation errors.
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Section C: Incident Management Team Processing Report

C.1. Generating
alMT
Processing
Report

The Incident Management Team Processing report includes all the details
on the IMT Processing tab. Follow these steps to view who has checked in,
checked out, and who has returned home safely after DEMOB.

1. From the MRTT Navigation Map under MRTT, select Reports.

2. Select Incident Management Team Processing Report from the drop-
down menu.

3. In the Major Disaster field, select the incident.

4. In the Supported Command field, select the district of the supported
command.

5. In the Geolocs field, select all of the pertinent geographical location(s).

8 MRTT'Q T -
Magor Disaater: | MUSEICANS (RENE =l Supported Command: -
Gesioes: v Choet [Sebect s v |
an [ &

Dustrt 1
Deatrat 5§
Dustrct 7
Duatracn 8
Dupbract §
Dustract 11

Figure 10-8 Selecting a IMT process report

This report gives you a member’s estimated arrival based on sourced dates
and if they have checked into the incident.

Figure 10-9 Sourced dates
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Figure 10-10 IMT processing data fields
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C.3. Glossary of e
Terms in Data
Fields

RTN: The requirement tracking number is the unique number given to
a requirement.

Title: Job title of the requirement.

EMPID: The member’s employee identification number.

Name: The member who is sourced to the requirement.

Class: The member class or component.

Rank: The rank of the member.

PDS Unit: The member’s home unit.

Current Location: The geographical location of the requirement.
Estimated Arrival: The estimated sourced begin date of the member.
Check-in Date: The date member checked into the IMT.

Check-out Date: The date member checked out of the IMT.

Special Ops Assigned: Any special job requirements the member is
fulfilling.

Estimated Duration: The estimated total number of sourced days.
Lodging Name: The lodging name where the member is staying.
Lodging Address: The lodging address where the member is staying.

Lodging Phone #: The lodging phone number where the member is
staying.

Member Cell #: The member’s cell phone number.

Member Email: The member’s email address.

Unit Supervisor: The member’s supervisor at the incident command.
Vehicle: Does the member have a vehicle? True or False?

TONO (Trav): The TONO assigned to the member.

ACCT # (Trav): The accounting data line assigned to the member.
Obligated: Verification of obligated funds.

» True — there are obligated funds.

> False — there are no obligated funds.

Comment Field: This comment field is available for additional
comments.

ICS Command: The ICS command assignment of the member.
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e |CS Section: The ICS Section of the member.

e Return Home: Verification the member has returned home safely after
demobilizing from the IMT.

» True — Member has returned home.

> False — Member has not returned home.
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Section D: Major Disaster Demobilized Report

D.1. Generating  This report provides you a DEMOB snapshot. This data is based on the
a Major Disaster DEMOB date in the IMT Processing tab. It is not based on sourcing end
Demobilized dates. Follow these steps to generate a major disaster DEMOB report:
Report

1. From the MRTT Navigation Map under MRTT, select Reports.

2. Select Major Disaster Demobilized Report from the drop-down menu.
3. In the Major Disaster field, select the incident from the drop-down list.
4. Enter an End Date. Enter the date of the report.

F MRTT, Er——
Setect s Ragort. | Disaster Demoblized [IMT) =l
MajorDisaster | 79553 RED RIVER FLOODS (MR 09) [»]  EncDate  3/31/2009 =2
% Show!H
i 4 of2 b bl ] 100% = od |Het e 3 &

Demobilized Personnel for 79853 RED RIVER FLOODS (MAR 09) as of 3/31/2008

SUMMARY

56 (100.0 %)

- MOSILIZED

Figure 10-11 Selecting a major disaster DEMOB date

Below is a snapshot of how many members are mobilized and
demobilized. You can see what type of orders were issued.

16 (28.3 %)

I 1687 DEMOBILIZED
. 116 MOBILIZED

187 (61.7 %)

Figure 10-12 Snapshot of mobilized and demobilized members
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Figure 10-13 Mobilized members by order type
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D.3. Glossary of
Terms in Data
Fields

CGTTP 1-16.7
MRTT and Contingency Staffing TTP

|
MST3
Class Rag.lar
Current ATU 08
Current OPFAC 33268
Dapartment MESU BATON ROUGE
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(DX

Order Typa ActireDuty TDY

Bagin Data 2014/03/26
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End Date | 2014/04/04
Total Days 7

Mob Mode DEMOBILIZED

Figure 10-14 Major Disaster DEMOB data fields

EMPID: The member’s employee identification number.
Name: The member who is sourced to the requirement.

e Rate: The rate of the member.

e Class: The member class or component.

e Current ATU: The ATU for the member’s home unit.

e Current OPFAC: The OPFAC for the member’s home unit.

e Department: The department name of the member’s home unit.

e District: The district that the member works in geographically and has
direct access to.

e Order Type: The order type issued to the member. It should match the
component type of the member.

e Begin Date: The sourced begin date for the member.
e Geographical: The geographical location of the requirement.

e End Date: The sourced end date for the member.
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e Total Days: The total number of sourced days for the member.

e MOB Mode: The member is mobilized while assigned to the IMT.
Manually enter in a DEMOB date when demobilized.

Chapter 10: MRTT Reports 10-14
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Section E: Major Disaster Sourcing Records

E.1. Generating  The Major Disaster Sourcing Records report is a large collection of
a Major Disaster  sourced records for an incident.

Sourcing
Records report 1. From the MRTT Navigation Map under MRTT, select Reports.

2. Select Major Disaster Sourcing Records from the drop-down menu.

3. In the Major Disaster field, select the incident.

Select a Report: | Disaster Sourced [IMT] E| Run Report

MajorDisaster | <Select a Value> El

Figure 10-15 Select major disaster sourcing record
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E.2. Data Fields

E.3. Glossary of
Terms in Data
Fields

Chapter 10: MRTT Reports
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Figure 10-16 Major Disaster Sourcing Records data fields

EMPID: The member’s employee identification number.
Name: The member sourced to the requirement.

Pay Grade: The pay grade of the member.

Rate: The rate of the member.

Class: The member class or component.

RTN: The requirement tracking number is the unique number given
to a requirement.

Requirement Title: The job title of the requirement.

Resource Request #: The number generated from the ICS 213 RR
request form. Each ICS 213 RR’s should be unique.

Current ATU: The ATU of the member’s home unit.
Current OPFAC: The OPFAC of the member’s home unit.
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e OPFAC Description: The name of the member’s home unit.
e Destination OPFAC: The destination OPFAC for the USCG unit.
e OPFAC Description: The name for the destination USCG unit.

e Cost Center: The cost center usually combined with the name of the
incident.

e Operational Category: The operational category of the requirement.
e Major Disaster: The name of the disaster.
e Geographical: Geographical location of the requirement.

e Servicing District: The district being support for a disaster. This entry
comes from the requirement status tab of the RTN.

e Order Type: The order type issued to the member. It should match the
component type of the member.

e Requirement Status: The sourcing status of the requirement.

e Sourcing Status: The sourcing status of the requirement.

e Passed Validation: All records go through validation rules to ensure
data integrity.
» Record validation will be True if it passes.

> Record validation will be False if it doesn’t pass.
e Begin Date: The sourced begin date for the member.

e End Date: The sourced end date for the member.

Run reports to check the date integrity. If Passed Validation is
FALSE, you will have inaccurate reports. Research the problem
and fix validation errors.
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Section F: Major Disaster Deployed Personnel Report

F.1. Generating A Major Disaster Deployed Personnel report gives a snapshot of the forces.
a Major Disaster It is similar to the Major Disaster Sourcing Records report in that it is a

Deployed large incident data report of sourced records.
Personnel
Report 1. From the MRTT Navigation Map under MRTT, select Reports.

2. Select Major Disaster Deployed Personnel Report from the drop-
down menu.

3. In the Major Disaster field, select the incident.
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Figure 10-17 Major disaster deployed personnel report
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Figure 10-18 Total number of personnel sourced graph

This information is very valuable to senior leadership during large,
protracted events. It is also very valuable when assessing force strength
demands for lessons learned in After Action Reports.
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F.2. Sourced Below is a snapshot of sourced personnel by order type. You can see what
Personnel Order type of orders were issued.
Types

Sourced Personnel OrderTypes

23 ADOS Title 10 U.5.C. 12301
-
Il 523 ActiveDuty TDY

168 TITLE 14 U.S.C. 712 -
- INVOLUNTARY
[ 123 Civilian TDY

Figure 10-19 Sourced personnel order types

F.3. Sourced Below is a snapshot of sourced personnel by class.
Personnel Class

Sourced Personnel Class

I 167 Selected Reserve
I 521 Regular

I 123 Civilian

1 5 Public Health Service
[ 1 Inactive Ready Reserve

Figure 10-20 Sourced personnel class
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F.3.a. Sourced Below is a snapshot of sourced personnel by district.
P(:,-‘rSC).nnel By Sourced Personnel By District
District

[ 141 District 5
I 52 District 8
I 234 District 1
[ 47 District 7
[ 38 District 9
[ 34 District 11
[112 District 13
[ 6 District 17
1238 DOG
I 3 MNon CG
I 2 District 14

Figure 10-21 Sourced personnel by district

During initial ramp-up and sustainment phases of a major contingency, this
graphic is extremely valuable when establishing mission risk and second
event capacity thresholds by each AOR. It can also be used to operationally
re-level available manpower capacity and project future garrison
positioning.
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F.5. Glossary of
Terms in Data
Fields
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Figure 10-22 Major Disaster deployed content for data fields

e EMPID: The members employee identification number.

Name: The member who sourced the requirement.

e Rate: The rate of the member.

e Pay Grade: The pay grade of the member.

e Class: The member class or component.

e Current ATU: The ATU for the member’s home unit.

e Current OPFAC: The OPFAC for the member’s home unit.
e Department ID: The DEPTID for the member’s home unit.

e Department Description: The name of the member’s home unit.

e District: The district that the member works in geographically and has
district access to.
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e Requested By: The requesting POC.

e Requesting OPFAC: The requesting OPFAC.

e Regesting Department: The unit genereating the requirements.

e Destination OPFAC: The destination OPFAC for the USCG unit.
e Destination Department: The name for the destination USCG unit.
e Geoloc: The geographical location of the requirement.

e Begin Date: The sourced begin date for the member.

e End Date: The sourced end date for the member.

e Resource Request #: The resource request number generated from the
ICS 213 RR request form.
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Section G: Request Status Report

G.1. Generating
Request Status
Report

To view the status of an individual request generated from an ICS 213 RR
form, follow these steps:

1. From the MRTT Navigation Map under MRTT, select Reports.

2. Select Request Status Report from the drop-down menu.

3. In URI field, enter URI associated to the ICS 213 RR#.

4. The report appears with the basic information on the request and who is
ordered into the positions.

& MRTT,

Select s Report: | 213 URI Request Status [IMT] El Run Report

URT

]

Figure 10-23 Request status report

Request Report for URI: 1499

EMPID | SOURCED MEMBER

| 14500004 YN 220 Approved 122015 12Aems 0203 USCEC VIGILANT
IMW Practice Z200 Appioiied 1201005 12212015 O1-12103 USCGC VIGILANT
iHEMDDB Practice zn Approved 12012016 1202018 0112108 USCEC VIGILANT
14580004 Z0 Adgiionzl Info Required 1202015 DIDIR0IE 0112103 USCGC VIGILANT

Figure 10-24 Basic information from request
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G.2. Data Fields

RESOURCE
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Figure 10-25 Request status data fields
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RTN: The requirement tracking number is the unique number given to
a requirement.

Title: The job title of the requirement.

Resource Request #: The number of the requested resource.
Status: This is the requirement status.

Begin Date: The sourced begin date for the member.

End Date: The sourced end date for the member.

Destination OPFAC: The destination OPFAC for the USCG unit.

Destination Department: The department name for the destination
USCG unit.

EMPID: The member’s employee identification number.
Sourced Member: The member that is sourced to the request.
Rate: The rate of the member.

Pay Grade: The pay grade of the member.

Class: The member class or component.

Current OPFAC: The OPFAC for the member’s home unit.

Cost Center: Cost Center which is usually combined with the name of
the incident.

Servicing District: The district being supported for a disaster. This
entry comes from the requirement status tab of the RTN.

Order Type: The order type issued to the member. It should match the
component type of the member.

Begin Date: The sourced begin date for the member.

End Date: The sourced end date for the member.

Sourcing Status: The sourcing status of the requirement.

Passed Validation: All records go through validation rules to ensure
data integrity.

> Record validation will be True if it passes.

> Record validation will be False if it doesn’t pass.
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Section H: Disaster Inbound and Outbound Personnel Report

H.1. Generating  The Disaster Inbound and Outbound Personnel report accounts for
Disaster Inbound personnel reporting and departing in increments of 7/14/21/30/45 days.
and Outbound

Personnel 1. From the MRTT Navigation Map under MRTT, select Reports.

Report 2. Select Disaster Inbound and Outbound Personnel Report from the

drop-down menu.
3. In the Major Disaster field, select the incident.

4. In the Source Duration field, select the increment of days you want to
view.

5. In the Inbound/Outbound field, select a value.

Select the interval for the report. The increments of 7/14/21/30/45 days end
on the date when the report was run. The longer the interval, the further
back the report will cover. The dates are the sourcing begin and end dates.
This information will assist the ORDM to prepare the daily staffing report,

if required.
8 MRTT.u T -
Seiwct » Raport | Disaster inbound and Outbound Personned .L m
Major Disaster: 79853 RED RIVER FLOOOS (MAR 09) [»] Source Date: =
Source Duratio Tnbound/OutBound | <Select  Value> [=]

«Select o Values [w]
| <Select s va _"_.",

Figure 10-26 Sourcing intervals

o) T
S MRTT, L.
Selecta Report | DISASTEr INDOUNG and Outbound Personnel [ v Run Report

Major Disaster: 79853 RED RIVER FLOODS (MAR 09) Z} Source Date:

Source Duration: | «Select a Value> [v] Inbound/OutBoung#” <Select a Value> [w
<Select a Value>
INBOUND

Figure 10-27 Inbound/outbound reports
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Tite

Other
Incident Command Post / POC E
Physical Location TX, GALVESTON

RTM 22683-0023
EMPLID

Full Name

Member's Rate

Member's Pay Grade

Component Selected Resarve

Order Type ADOS Title 10 U.5.C,

1232301 (d) Voluntary - ADSW or
= A

=
Sourace Begin Date { Order 2014/03/24
Bagin)

Source Report Date 2014/03/24
Source End Dale (Order End) 20M14/03/28
1S58 Command A SGALVESTOM

COMMAND

Figure 10-28 Disaster inbound/outbound personnel data fields

e Title: The job title of the requirement.
e Other: Other reporting requirements.

e Incident Command Post/POC: The Incident Command Post/POC
member’s name.

e Physical Location: The geographical location of the requirement.

e RTN: The requirement tracking number is the unique number given to

a requirement.
e EMPLID: The member’s employee identification number.
e Full Name: The member who is sourced to the requirement.
e Member’s Rate: The rate of the member.
e Member’s Pay Grade: The pay grade of the member.

e Component: The member class or component.

e Order Type: The order type issued to the member. It should match the

component type of the member.

e Source Begin Date: The sourced begin date for the member.
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e Source Report Date: The sourced report date for the member.
e Source End Date: The sourced end date for the member.

e ICS Command: The ICS command that the member is currently
assigned to.

e ICS Section: The ICS section that the member is currently assigned to.
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Section I: Open Requirements and Sourced by Date Report

I.1. Generating
Open
Requirements
and Sourced by
Date Report

1.2. Data Fields

The Open Requirements and Source by Date report provide a lot of
information on the status of each requirement built at the incident.

1. From the MRTT Navigation Map under MRTT, select Reports.
2. Select Open Requirements and Sourced by Date Report from the

drop-down menu.
3. In the Major Disaster field, select the incident.

Performs ®echnical level msponse operafions
nertaining 1o oil and
542

Figure 10-29 Open requirements and sourced by date data fields
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1.3. Data Fields

Title: The job title of the requirement.
Other: Other reporting requirements.
ICS Command: The member’s command.

Cost Center: The cost center usually combined with the name of the
incident.

Physical Location: Geographical location of the requirement.

RTN: The unique number given to a requirement.

Desired Rate: Desired requested rate for the requirement.

Min Pay Grade: Minimum pay grade range requested.

Max Pay Grade: Maximum pay grade range requested.

Requested Begin Date: Begin requirement date requested.

Requested End Date: End requirement date requested.

Duration of Requested Dates: Duration in days of the requirement.
Required Competencies: Requested competencies of the requirement.

Required DA Accomplishments: Requested DA accomplishments of
the requirement.

Required Courses-Other: Requested courses of the requirement.

Required TMT Codes: Requested TMT competencies of the
requirement.

Positional Skills: Desired positional skills requested for the
requirement.

Primary Duties: Primary duties needed for the requirement.

213 Form Number: ICS 213 RR number from the form which links
the 213 number to an MRTT request.

BNC EMPLID: The BNC EMPLID as the requested source to fill the
requirement.

BNC Full Name: The BNC name as the requested source to fill the
requirement.

BNC Component: The BNC member class or component.

RFF Message DTG: The date, time, or group of the request for forces
message.

Approved/Sourced: The status of the requirement.

Current RTN: The requirement tracking number is the unique number
given to a requirement.
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EMPLID: The EMPLID of the sourced member to the requirement.
This can be different from the BNC in the requirement.

Full Name: The name of the sourced member to the requirement.
Member’s Rate: The member’s rate.

Member’s Pay Grade: Pay grade of the member.

Component: The member class or component.

Order Type: The order type issued to the member. It should match the
component type of the member.

Travel TONO: Travel order number for travel orders.

Travel ACCT: Travel accounting line for the travel orders.

PAY TONO: Travel order number for pay on AD reserve orders.
PAY ACCT: Travel accounting line for pay on AD reserve orders.
FICA TONO: Travel order number for FICA on AD reserve orders.
FICA ACCT: Travel accounting line for FICA on AD reserve orders.

Source Begin Date (Order Begin): The sourced begin date for the
member.

Source Report Date: The sourced report date for the member.

Source End Date (Order End): The sourced end date for the member.
IMT Report Date: The date the member reported into the IMT.

IMT Depart Date: The date the member departed the IMT.

Message DTG: The message, date, time, group, release of RFF up the
chain of command.

ICS Command: ICS command that the member is currently assigned.
ICS Section: ICS section that the member is currently assigned.
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ADMINOIX

AD

ADOS-AC

Al

AOR

ATU

BNC

BP

Clv

COP

CPRL

DA

DB

DCMS

DEMOB

DEPTID

DMOB
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Appendix A:
Glossary and Acronyms

Administrative Official Information Exchange.

Active Duty.

Active Duty for Operational Support-Active Component.

Additional information.

Avrea of responsibility.

Administrative Target Unit.

By name candidate.

British Petroleum.

Civilian.

Common operating picture.

Contingency personnel requirement list.

Direct access.

Database.

Deputy Commandant for Mission Support.

Demobilization.

Department identification number.

Demobilization Unit Leader.

A-1

Appendix A: Glossary and

Acronyms



CGTTP 1-16.7

MRTT Contingency Staffing TTP

DOD

DOL

DSE

DSF

DWH

DXR

EMPLID

ERT

FEMA

Force Elements

GEOLOCS

ICP

ICS

IMT

LOA

Appendix A: Glossary and

Acronyms

Department of Defense.

Director of Operational Logistics.

Deployable Support Element.

Deployable Specialized Forces.

Deepwater Horizon.

District Reserve Force Readiness.

Employee identification number.

Emergency Response Team.

Federal Emergency Management Agency.

Force elements include all USCG cutters and squadrons, aircraft and
augmentation forces, per reference (g) Contingency Preparedness Planning
Manual Vol I1I, COMDTINST M3010.12 (series).

Geographical locations.

Individual augmentees.

Incident action plan.

Incident command.

Incident command post.

Incident Command System.

Incident management team.

Line of accounting.
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MA

MACOMS

MOB

MPM

MRTT

OCONUS

OPFAC

OPS

ORDM

OSLTF

POC

PRL

PSC

PSC-PSD-SSB

PS

RESL

RFA

RFF

RFRS

Mission assignment.

CGTTP 1-16.7
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Major Commands.

Mobilization.

Member processing module.

Mobilization Readiness Tracking Tool.

Outside the contiguous United States.

Operational facility number.

Operations.

Ordering manager.

Oil Spill Liability Trust Fund.

Point of contact.

Personnel requirement list.

Planning section chief.

Personnel Service Command- Personnel Division-Surge Staffing Branch.

Partially sourced.

Resource unit leader.

Request for assistance.

Request for forces.

Reserve Force Readiness System.
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RP Responsible party.

RTM Requirement tracking module.

RTN Requirement tracking number.

SA Situational awareness.

SCKN Check in/status recorder.

SECDHS Secretary of the Department of Homeland Security.

SELRES Selected reserve.

Short Title Short title is a name for force elements.

SITL Situation unit leader.

SM Sourcing module.

SPO Servicing Personnel Office.

SSB Surge Staffing Branch.

Sub-Force Force elements that may augment existing units or be combined with other

Elements force elements to create larger teams, details, units or forces. Examples of
sub-force elements are Command and Control Teams, Logistics Support
Teams, etc.

T-Card T-Cards have member information, member incident check-in time, and

check-in date. They serve as member verification during check-in.

TDY Temporary duty.
T™MT Training management tool.
TONO Travel ordering number.
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TTP
UAC
URI
USAID
USCG
uTcC
VBB

WQSB

Tactics, techniques, and procedures.
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Unified Area Command.

Unique requesting identifier.

United States Agency for International Development.

United States Coast Guard.

Unit type code.

Volunteer bulletin board.

Watch Quarter Station bill.
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Appendix B:

Examples of Reports and Flow Charts

B.1. Example of
Admin OIX
sample request
for short term
ADOS-AC
Reserve
Personnel
Support

B.2. Contingency
Staffing Flow
Chat

ADMIN OIX SAMPLE REQUEST FOR SHORT TERM ADOS-AC
RESERVE PERSONNEL SUPPORT

From: Requesting Unit

To: CMD-SMB-CG-PSC@USCG.MIL

Info: DXR/DX

Email Subject Line: REQUEST FOR REQUEST FOR SHORT-TERM
ADOS-AC RESERVE PERSONNEL SUPPORT

Body of Email:
A. Active Duty for Operational Support (ADOS), COMDTINST 1330.1D
B. Reference Command Approval Correspondence

1. IAW Ref A, (unit) is requesting for the following reserve personnel
support:

. Rate/Rank:

. Component: Reserve

. Date required: Start date to End date

. Required Qualifications:

. Required Security Clearance:

. Description of Duties:

. Candidates/Volunteers: None Identified.

. MRTT URI RTN#: XXXXX-XXXX.

10. Funding Department ID:

11. Accounting data/TONOs for new ADOS orders:

12. Reporting Instructions: //Unit Address/contact number/reporting
information//

13. Requesting Unit POC: //RATE/RANK/FIRST/LAST// at XXX-XXX-
XXXX or

email: First.M.Last@USCG.MIL.

14. DXR/DX POC: [//IRATE/RANK/FIRST/LAST// at XXX-XXX-
XXXX or email:

First.M.Last@USCG.MIL.

O©oo~NOoOOThwWwN

On the following page you will find a USCG Contingency Staffing Flow
Chart.
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U. 8. Coast Guard Contingency Staffing Flowchart

Sector! IMT
identifies Document on 1G5
personnel - 213RR
reguirements on
IC5-212 RR
Sectar / IMT
£nigrs into MRTT,
sends RFF to
District*
Y
District entersinto Docr :'g‘.?r” n CGME orders for
MRTT ’ ™ personnel to
m incident
Reguest
District sends RFF e x
twoAREA [ tor Forces (RFF)
mMessage
Y
N Soame Yes o s
A5 Es valdaes o o o | CEME to Surge Staffing
P P AREA *| Branch {55B) with By
Mame Candidste (BMC)
Mo
Y
- Diocument in S5B send CGME
WSEFF MRTT | orders for personnel
to incident
L fies METT - CGHQ/ |
FEE Notifies AREA *| CGHO sends RFAT
m athar Agency

MNo

* Call NSF, CG-IMAT, DCM3S watch or otherfaor
immediate dispatch of DSF. Continue resource
request process.

Figure B-1 1 U.S. Coast Guard Contingency Staffing Flow Chart
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Appendix C:
Adding a Force Element to MRTT

Add a Force Element to MRTT
for a Contingency Response

Sometime there is a need to capture a FORCE ELEMENT never used before during a contingency. It is important to
capture the skill set use and the job description for future contingency responses

REQUIRED FIELDS TO CREATE FE

FORCE ELEMENT TITLE

This is the long title of job.

SUB FORCE ELEMENT TITLE

This is the sub element of the Force Element.
Example would be a Deputy Logistics Section
Chief.

SHORT TITLE

Need a short title for the position like ICS; LSC3,
IC3, PSC1

OPTIONAL FIELDSBUT HIGHLY RECOMMENDED

These are the prerequisites for the member to be qualified in the position listed above. You can use the lookup feature
in MRTT with member match to find the qualifications needed.

COMPCODES

Competency codes from DA

TMTCODES

TMT codes

COURSECODES

Course codes from DA

DACODES

Accomplishment codes from DA

PRIMARY DUTIES

what are the duties of the position, be generic

DESIRED SKILLSET

what other requirements needed to complete the
job that is not already identified above.

Incident Section Chief verification signature

Appendix C: Adding a Force

c-1 Element to MRTT
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