Denied IDT — Resubmission Process

Introduction This guide provides the procedures to process Inactive Duty for Training
(IDT) Drills that have been Denied for payment by the Servicing
Personnel Office (SPO).

Denied IDTs can be edited and resubmitted in Direct Access.

Procedures See below.

Step Action

1 When notified by the SPO an IDT has been denied, the command can view the
Denied IDT by selecting the View My Requests (all types) from the Requests
link in Direct Access.

Select the My Submitted Requests radio button, identify any specific
identifying properties and click the Populate Grid button.

View My Action Requests

Severus Snape

bmitted Requests' allows member to bring up only their Action Requests

ests | am Approver For' allows approver to bring up only those Action Requests submitted to them
equests’ allows the approver to pull up their Action Requests and those submitted to them.

|4 Transaction Name field allows us:

21 to select a particular transaction (i &, Abssnce Request, Delsgation, tc.)

I5. Refresh button clears the grid and defaults it back to "My Submitted Requests' and Transaction Status of “Pending’
/6. Populate Grid button populates the grid based on what was selected for the radio button, Transaction Name
[Transaction Status, and what wes entered in the Submission From/Submission To Dates.

® My Submitted Requests O Requests | am Approver For O Al Requests

Transaction Name: All Transactions hd
Transaction Status: Denied hd

Submission From Date:

Submission To Date: el Populate Gnd Refresh
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Click the View Details link to see specific details for the denial.
2 The reason for denial will be identified in the comments.
Drill Approval
= Request Status:Denied (10 View/Hide Comments

One Approval Level

Denied

Albus Dumbledore
CGHRIUR for User's SP0O
04/05M5 - 912 AM

Comments

Albus Dumbledore at 05/05/15 - 9:12 AM
| Member authorized Breakfast and Lunch |

Continued on next page



Denied IDT — Resubmission Process, Continued

Procedures,
continued

Step Action

3 The IDT can now be edited and resubmitted. Select the IDT Drills link from the
Reserve Administration pagelet.

Reserve Administration

| 10T Dils |

Member Training Rating

Annual Screening Questionnaire Reserve Member Balances
Member Status Change Treining Siafus

View Member Drills Officers Less than 50 Paoints
Feserve Crders MGIB Enrollments

BSW Cwder Discrepancies

4 Enter the Department and Drill Date, then click the Search button. Enter an
Empl ID to search for a specific member.

When denied, the IDT status will revert to Scheduled/Approved.

Reserve Drills
Set ID: 00010 @,
Department§|000450 ‘4 CGPAY AND PERSONNEL CENTER High Priority Unit Flag
Drill Date: |[04/04/2015 5§
Loma armoers
[ oo T =
— . Training  Maxmum | T T 0
Empl ID Pl Name SETVE by Faid IDT = prill Type Start Time End Time Drill Status. Approved> DU 7 EEpmS
Record Category | c_tenory Drills Remain Purpose 1 Purpose2 Batch

11234567 |@, 0 @, Harry Potter gL A 43 30 IDT - Multiple _~| [7:30AM | [4:20Pm IS:heduIed v i IAT @ (AT |@, ee7es  [+] =]

5 The IDT can now be edited. In this example, the IDT was denied due to an
incorrect Meal Eligibility Code.

Click the Payroll tab. Click the Meal Eligibility Code drop-down and select
the correct meal code.

Reserve Drills

Set ID: 00010 |@,
Department; | 00450 @, ¢ PAY AND PERSONNEL CENTER High Priority Unit Flag

Drill Date: | 04/04/2015

Load Members Search

Drill Info

=y
Empl ID Mame Pay Code Q:I'EE"“‘H""’ SDAP FLP Code Proficiency
11234567  Potter, Harry  [Ful lem&ann v|| @, @[ & ==

5 Save | |[=] Notify

When finished, click the Save button.

Continued on next page



Denied IDT — Resubmission Process, Continued

Procedures,
continued
Step Action
6 Return to the Drill Info tab. Select the Drill Status drop-down and change the

status to Completed.

If editing and resubmitting a Batch IDT request, change the status for each
individual to Completed.

When finished, click the Save button.
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I Payroll | 9
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Empl ID Paid 107

T F0E e Tyne Start Time End Time  Drill Status  Approved? 2U% Lol LT

R Remain Purpose 1 Purpose2 Batch

Empl . s
Record Category

1123456794, 0 Potter, Harry seL

43 30 IDT - Multiple  »#| |[7:20AM | [4:30PM Completed v AT AT , 69766 * =

The status has been changed to Completed and the Approved check has been
removed.

The IDT has also been forwarded to the SPO for approval.




