MRTT Candidate List Extraction - Job Aid

Purpose

References

MRTT
Volunteer List
Extraction

Provide a brief summary of the procedures to query and extract a list of volunteers

from the MRTT Volunteer Bulletin Board (VBB) of a requirement.

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

Log into MRTT with your user name and password.

mrr USCG MOBILIZATION READINESS TRACKING TOOL

Module: Application Admin User: STEPHEN CHENG OPFAC: 21-06824  Role: SystemAdmin

=% oy
(D&

Table Maintenance User Administration Reports Downloads Change Password Modules

MRTT Navigational Map
MPM
Scorecard

RTM
Scorecard

sm
Scorecard

MRTT
Table Maintenance

CPRL Import Requirements Member Processing  User Administration
CPRL Management Sourcing / Reports
Build-&-Request Downloads
Requests Member l Change Password

Reguirements. Member Match TRAINING

Message Board (4)
2010.02.01 0112 NEW VERSION DEPLOYED

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

ERRORS. PLEASE ENSURE YOUR POP-UP BELOCKER |15 DISABLED! 3
THE NEW FEATURES AND FIXES CAN BE FOUND IN THE RELEASE
CONTENTS DOCUMENT ON THE DOWNLOADS PAGE

I3

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

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

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

MOBILIZATION READINESS TRACKING TOOL

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

mrl: USCG MOBILIZATION READINESS TRACKING TOOL [

Module: Sourcing User: STEPHEN CHENG OPFAC: 21-06824  Role: Systemadmin

GO TO... Scorecard Requirements Sourcing Volunteers Add Member Member Match Modules \(BI \(‘_?) @

=] Requirement Criteria

URIRTN EmplD Last Name (partial): Geographical Location &

Desig/Rating: - Pay Grade: - Department ID & Approval Status -

(" “Searcn W Clear Flelds
'olunteers Export: Record Count:

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

App. Package Mumber  EmplD Mame RTN Selected  Active Status Rate  Department PayGrade [—

Mo records to display.

. +

<
The Volunteers window will now appear.
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MRTT Candidate List Extraction - Job Aid

m‘.‘:!‘: USCG MOBILIZATION READINESS TRACKING TOOL |

Module: Sourcing User: STEPHEN CHENG OPFAC: 21-06824  Role: SystemAdmin

Scorecard Requirements Sourcing Volunteers Add Member Member Match Modules \(l) |('§ @I
=] Reqmrementcme'y
URIRTH 1016 EmplD: LastName (partial). Geographical Location L4
DesigiRatinF Pay Grade: I:E Department ID: L4 Approval Status: I:B 1

Volunteers Export: [E=elEd  Record Count: ETIIER

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

200

300
App. o
Package EmplID Name RTN Selected Active  Status Rate Department Pay(Gra ALL
MNumber =

No records te display. o

Enter in the URI or RTN of the request or requirement into the “URI/RTN”
field. Depending on the number of volunteers that may be listed by the search,
select the correct number of volunteers that you would like to display from the
query from the “Record Count” drop down menu. Results will be listed in
alphabetical order by the member’s last name. Click on the “Search” button to
continue.

p

MTT' USCG MOBILIZATION READINESS TRACKING TooL_ [
Module: Sourcing _User: STEPHEN CHENG  OPFAC: 21-06824 _ Role: Systemdmin
3 i i RGP
Scorecard Requirements Sourcing Volunteers Add Member Member Match Modules i) I\'LI @I

= Reguirement Criteria

URIRTN: 1016 EmplD: Last Name (partial). Geographical Location L4
DesigRating: [+] PayGrade:[  [+] DepadmentiD > Approval Status: [ [+]

Export: [EE=alPs  Record Count: EXCIIES

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

QE;E::“V EmplD Name RTN Selected  Active Status Rate Department PayGrade
o my 1259376 CHENG, STEPHEN C. 10160001 False True APPROVED LTIG  FORCECOM [FC-1} 02
o 1044 2006680 FERNANDEZ, MARIO 10160001 False True PENDING T FORCECOM (FC-1) o3 I
o 1045’ 1101124 BLACK, DAWN 10160001 False True DECLINED L FORCECOM (FC-17) o3

Volunteers for the requirement will now be listed in the VVolunteers section of
the Volunteers window. The volunteers are listed chronologically by application
number or the order in which their application for the requirement was received
by the application.
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MRTT Candidate List Extraction - Job Aid

Viewing the
Member’s
Volunteer
Bulletin
Board
Application

MIK USCG MOBILIZATION READINESS TRACKING TOOL i

Module: Sourcing User: STEPHEN CHENG OPFAC: 21-06824  Role: SystemAdmin

- - 7N (5 G
GO TO... Scorecard Requirements  Sourcing Volunteers Add Member Member Match Modules i) '\3‘ @l
=] Requirement Criteria

Geographical Location: &

Approval Status: l:EI

URIRTN 1016 EmplD

Desig/Rating I:EI Pay Grade: I:EI Department ID: »

Last Mame (partial):

m

olunteers Export: [RE=sgl  Record Count: ECIJIES

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

App. Package

Number EmpID Name RTN Selected Active Status Rate Department PayGrade
o 1043 1259376 CHENG, STEPHEN C. 10160001 False True APPROVED LTIG  FORCECOM [FC-1) o2
o 1044 2006680 FERMAMDEZ, MARIO 1016-0001  False True PENDING LT FORCECOM (FC-1) 03
o 1045 1101124 BLACK, DAWHN 1016-0001  False True DECLINED T FORCECOM [FC-17) a3

By clicking on the application package number to the left of the member’s
EMPLID from the search results of the VVolunteer window will open the
member’s application from the MRTT Volunteer Bulletin Board.

M‘rf USCG MOBILIZATION READINESS TRACKING
L TRAINING TOOL

Module: Volunteer Bulietin Board

Instructions:
Enter all the required fields (%) on the three tabs and click Submf

Personal Information | Command POC Information I Resume/Comments I Summary |

| »

Application
Package Number:

EmplD: *

Name: *

m

Email: *
Confirm Email: *

Home Phone:

Work Phone:
Rating/Desig: * COMM

Clearance: |EECRE_

.
Passport BLUE

Permanent Unit: *
ya

You can view information regarding the member’s application to the requirement
from the four tabs of information here. Click on the close button to return to the
Volunteer window.

Component: *

Gender:
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MRTT Candidate List Extraction - Job Aid

Viewing the

Se rvi Ce Module: Sourcing User: STEPHEN CHENG OPFAC: 21-06824  Role: SystemAdmin

M e m be r , S GO TO... Scorecard Requirements  Sourcing Volunteers Add Member Member Match Modules i) '\3‘ @l
R d =] Requirement Criteria
URIRTN: 1016 EmplD Last Mame (partialy Geographical Location: &
Desig/Rating I:EI Pay Grade: I:EI Department ID: » Approval Status: l:EI
olunteers Export: [RE=sgl  Record Count: ECIJIES
Drag a column header and drop it here to group by that column
App. Package .
EmpID ame RTN Selected Active Status Rate Department PayGrade
Mumber
[x] 1043 1259576" CHENG, STEPHEN C. 10160001 False True APPROVED UG FORCECOM (FC-1) 02
o 044 2006680 FERMAMDEZ, MARIO 1016-0001  False True PENDING LT FORCECOM (FC-1) 03
o 1045 1101124 BLACK, DAWHN 1016-0001  False True DECLINED T FORCECOM [FC-17) a3

By clicking on the member’s EMPLID from the search results of the Volunteer
window, you will open the service member’s record.

USCG Service Member:- CHENG. STEPHEN C.

Basic Info. Addl. Info. Comp. Codes(1) DA Accomplishments(35) Courses(24) TMT Validation

[ — Va |/ / /|

Employee |1D: 1259376 Mame: *

Rate: FPay Grade: * G2

Class: * Selected Reserve Gender * Male

Address Line 1: | | Address Line 3: | |
Address Line 2: | | Address Line 4: | |
iz | | State: California

Zip: | | Main Phone: * | |
Current Clearance: Clearance Date:

Readiness Information

Inv. Type: Last Physical: 6/17/2008 Current Mob Mode:

MRTT District: District 11 Salary Plan: OFF Updated Shots: Mo
ASQ Updated: Last Dental: 3172010 Employee RCD: 0
Duty Type: E Dental Class: 2 Flu Shot Updated: Mo
Overweight: Mo

|
From the service member’s record you can view information of the member from
the Basic Information, Additional Information, Competency Codes, DA
Accomplishments, Courses, TMT and Validation tabs.
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MRTT Candidate List Extraction - Job Aid

USCG Service Member- CHENG. STEPHEN C.

Add. Info. Comp. Codes(1) DA Accomplishments(35) Courses(24) TMT Validation

Basic Info.

1259376 Name: * | |
Pay Grade: * —

elected Reserve Gender: * Male

| | Address Line 3: | |

| | Address Line 4: | |

| | State: California

| |

Main Phone: * | |

Clearance Date:

Readiness Information

Inv. Type: Last Physzical: 61772008 Current Mob Mode:

MRTT District: District 11 Salary Plan: OFF Updated Shots: Mo
ASQ Updated: Last Dental: 3120010 Employee RCD: o
Duty Type: E Dental Class: 2 Flu Shot Updated: Mo
Cwverweight: No

Mouse of the Coast Guard shield and click on Close to exit the service member’s
record and return to the VVolunteer window.

Viewingthe  Hmerr. o T

M RTT Module: Sourcing User: STEPHEN CHENG OPFAC: 21-08324  Role: SystemAdmin

Scorecard Requirements Sourcing Volunteers Add Member Member Match Modules \Ci:l |(’§| @I

= Reguirement Criteria
URIRTN: 1016 EmplD: Last Name (partial). Geographical Location L4
DesigRating: [+] PayGrade:[  [+] DepadmentiD > Approval Status: [ [+]
'olunteers Export: [EEMTaIES  Record Count: ESIJIES
Drag a column header and drop it here to group by that column
App. Package
EmplD Mame RTN lected  Active Status Rate Department PayGrade
Number
o 1043 1259376 CHENG, STEPHEM C. 1016-000! False True APPROVED LT/G  FORCECOM (FC-1} o2
o 1044 2006680 FERMAMNDEZ, MARIO 10160001 False True PEMDING LT FORCECOM (FC-1) o3
o 1045 1101124 BLACK, DAWN 10160001  False True DECLINED LT FORCECOM [FC-17) o3

By clicking on the RTN to the right of the member’s name from the search results of
the Volunteer window will open the requirement that the VVolunteers applied for.
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MRTT Candidate List Extraction - Job Aid

Request Requirement Receiving Unit Orders BNC History Status Validation Comments

e S ST S

URL: 1016 Individual Augmentation (I4)

Resource .
— FC-13_PERS_T10_FY10_001 Grouping Category: PERSONMEL SUPPORT

Funding } .
DeptiD: Funding OPFAC:

Ezg;'g_sﬁ”g 009700 Requesting OPFAC: 21-75110 - FORCECOM (FC-1)

g:;ttilga_'“c’” 009712 Destination OPFAC: 21-75110 - FORCECOM (FC-13)

CPRL:

P OX0OXOX APR 10 ZUI ASN-FC1104000022
FM CCMCCGARD FCRCECCM ALAMEDA CA//FC-1//
TC CCMLANTARER CCGARD PCRTSMCUTH VA//LANT-1//

CEEDONE BRASTON MRS STW S

m»

Justification:

1

Requestor

Requested By: CDR MICHAEL WAMPLER Requestor Phone: 510-437-3564

Created By: STEPHEN CHENG Requestor Email: MICHAEL W WAMPLER@USCG.MIL
Date Created: 4/14/2010 4:26:00 PM

| Ao
Clicking on the different tabs will allow you to view specific information and data
pertaining to the requirement.

— [T = Requirement 1016-0001

Request Requirement Receiving Unit Orders EINC_ History Status Validation Comments

Type: Individual Augmentation (I4)

3_PERS_T10_FY10_001 Grouping Category: PERSONMNEL SUPPORT
Funding OFFAC:

oo Requesting OPFAC: 21-75110 - FORCECOM (FC-1)

z:‘t'lgf_'“c’” 009712 Destination OPFAC: 21-75110 - FORCECOM (FC-13)

CPRL:

P OXOXOX APR 10 ZUI ASN-PC1104000022
FM CCMCCGARD FCRCECCM ALAMEDE CR//FC-1//
TC CCMLANTARER COGARD PORTSMCUTH VA//LANT-1//

CEEDOKNTE RASTON MRS STV S

m

Justification:

1

Requestor

Requested By CDR MICHAEL WAMPLER Requestor Phone: 510-437-3564

Created By: STEPHEN CHENG Requestor Email: MICHAEL WWAMPLER@USCG.MIL
Date Created: 4/14/2010 4:26:00 PM

| Approved
When you are finished with viewing the requirement, mouse over the Coast Guard
shield and click Close to return to the VVolunteer Window:.
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MRTT Candidate List Extraction - Job Aid

Exporting
Queried
Volunteer List

After you have completed a query for volunteers for a requirement, you can export
the query results from MRTT to two file formats. The first being comma-
separated values (CSV) and second being Microsoft Excel (.xls).

To export the queried results, click the “Export” drop down menu located on the
right portion of the Members query results title bar and select which file format
you would like to export to.

MTK USCG MOBILIZATION READINESS TRACKING TOOL (=

Module: Sourcing User: STEPHEN CHENG OPFAC: 21-08824  Role: SystemAdmin
ﬁ Scorecard Requirements Sourcing Volunteers Add Member Member Match Modules \(i\ @ @

= Reguirement Criteria

URIRTH 1016 EmplD: Last Name (partial}; Geographical Location: B

Desig/Rating: : Pay Grade : Department 1D > Approval Status: I:EI

m

Record Count: EXIES

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

App. Package

Murmber EmplD Name RTN Selected  Active Status Uepartment PayGrade
Q 1043 1259376 CHENG, STEPHEN C. 1016-0001 False True APPROVED LTIG ~ FORCECOM [FC-1) a2
o 1044 2006680 FERNANDEZ, MARIO 1016-0001  False True PEMDING LT FORCECOM (FC-1} o3 N
o 1045 1101124 BLACK, DAWN 1016-0001  False True DECLINED LT FORCECOM (FC-17) o3

After selecting the file format you would like to export to, MRTT will open a File
Download window for you to save the exported file. Notice the difference in the
file extensions, one being .csv and the other .xlIs from the File Download window.
Click on the Open button to open and view the file. Click on the Save button to
open the Save As window and browse to the location you would like to save the
file to.

File Download @ File Download @
Do you want to open or save this fjlé? Do you want to open or save this fife?
E;‘aj Name: MRTTData.csv ﬁ"j Name: MRTTData.xls
i Type: Microsoft Office Excel Comma Separated Values ... Type: Microsoft Office Excel 97-2003 Worksheet, 18.0KB

From: www.uscg-mrttcgms.net From: www.uscg-mritcpms.net
I I
Open Save Cancel I Open Save Cancel I

i - 1 While files from the Intemet can be useful, some files can potentially [ e I While files from the Intemet can be useful, some files can potentially
\a ham your computer. f you do not trust the source, do not open or \a ham your computer. f you do not trust the source, do not open or
= save this file. What's the risk? = save this file. What's the risk?
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MRTT Candidate List Extraction - Job Aid

Viewing the
Exported File

If you selected to save the file, click the Save button again to save the exported file

from the Save As window that opens.

Save As . @
u@ |- Desktop » - | 45 ‘ | Search o
‘ Organize v o Views - ‘ New Foldery 7
Favorite Links Name Sizd Create a new, empty folder. te modified ;
EI Documents i |i|

4 | Cheng, Stephen LTJG
% SCCheng on D11M.. ”l
| Recent Places
B Deskiop l Public
% Recently Changed ‘
= [ | SCCheng on
[l Pict: i
B pictures ﬂ* D11MW-ZFC501000
Maore » i
Folders ~ Lh Network il
P
File name:  [GIARIPEERIE -
Save as type: [Ml:msoﬂ Office Excel 97-2003 Worksheet 7]

Information from the exported candidate list include: Name, Selected, Active,
Status, Rate, Department, and Pay Grade.

0 R Y i ——)
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Home | Inset  Pagelayout  Formulas  Data  Review  View @ - 7 x
o a |
= 1 N . A E == = . P fl | Semhset~ || X -
= i Arial 10 - [& W] = =" Swepret General ijj‘ ﬁ‘}ﬁ _’;‘d 2 etete - || 7]~ ? lﬁ
Past - || g - - A-||E = =|E &= = - - g =0 .00l Conditi | Fi it Cell . Sort & Find &
= g [ ) [ ] e o[RS St (o S | - S T
Clipboard Font & Alignment & Number & Styles Cells Editing
Al - 5 ‘ Name ¥
A B c D E F G K
1 Selected [~] Active [~ Status [~|Rate [~ Department [+] PayGrade = (3
2 (CHENG, STEPHEN C FALSE TRUE APPROVED LTJG FORCECOM (FC-1) 02
3 |[FERNANDEZ, MARIO FALSE TRUE PENDING LT FORCECOM (FC-1) 03
4 BLACK, DAWN FALSE TRUE DECLINED LT FORCECOM (FC-17) O3
5
H 4 b 1 4% [ m
Ready | |EEE e~ v |
End
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