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Purpose Provide a brief summary of the procedures to query and extract a list of qualified 
candidates to fill a requirement in MRTT.  

 
 
References (a) Mobilization Readiness Tracking Tool (MRTT) 

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

 
MRTT 
Candidate 
List 
Extraction 

Log into MRTT with your user name and password. 
 

 
From the “GO TO…” menu, click on “Member Match” from the Sourcing 
Module (SM) column of the “GO TO…” menu. 
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The Member Match window will now appear. 
 
 

 
Please note that there are many columns of information that will be displayed for 
members from the query run.  By enlarging your window horizontally you will 
be able to see all of the columns of information for a specific member.  Columns 
of information that will be displayed are: Select, IMR, EmpID, Name, Rate, Pay 
Grade, Current Mob Status, Class, District AOR, Gender, Current Clearance, 
SPO DeptID, OPFAC, OPFAC Description, PosNo, Competency Codes, DA 
Accomplishments, Course Codes, RSN, and TMT Codes. 
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The system will only query the number of records you select and will 
alphabetize results by the members’ last name.  If querying for more than one 
member, be sure to select the number of records you would like to query first.  
In order to ensure that you see all qualified candidates, select ALL for record 
count. 
 
 

 
 
Member 
Match Query 
Fields 

 
The following are available fields used to query candidates for matching a 
requested member: EmplID, Name (partial), Comp. Codes, OPFAC, Rate, Class, 
Gender, Pay Grade Range, Servicing Distict, DA Codes, Course Codes, and TMT 
Codes. 
 

 
The first field of query if the Employee ID or EMPLID “EmpID” field.  Type in a 
member’s EMPLID into the “EmpID” field and click on the “Search” button to 
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search for the member.  This will retrieve one record for display from the query. 
 

 
The search result of the query will be displayed under the Members area matching 
the EMPLID that was inputted for query. 
 

  
The next available field of query is the “Name (partial)” field.  Input the last name 
of a member and click on the “Search” button to search for the member.  
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The search results of the query will be displayed under the Members area 
matching the name that was inputted for query.  Multiple results will be displayed 
if available.   
 

 
Competency Field:  A competency is a collection of tasks with the associated 
skills, knowledge, abilities, and wherewithal (tools, methods, information, 
doctrine, procedures, materials, etc.) needed to perform the tasks to a 
predetermined, measurable, performance standard.  The tasks are usually related 
as parts of a larger process in support of or contributing to the goals of the 
organization, unit, or work group.  You can also download the complete list of 
competency types in the Competency Dictionary from the U.S. Coast Guard Pay 
and Personnel Center’s website at 
http://www.uscg.mil/ppc/da/CompetencyDictionary.xls.  Clicking on the 
binocular icon to the right of the “Comp. Codes” field will open the Lookup 
Competency window.   
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You can search for a competency by entering in its competency code into the 
“<Code>” field or a brief description of the competency into the “<Description>” 
field and then clicking on the “GO” icon.  Search results will then be displayed.   
 

 
To select the particular competency, click on the competency displayed in the 
search results and it will be displayed in the bottom text field.  Do this for all 
competencies that you will be querying for.  When you are finished with entering 
in all required competencies, click on the “OK” button.   The Lookup 
Competency window will now close and selected competencies will be displayed 
in the “Comp. Codes” field of the Member Match window. 
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The next available field of query is the “OPFAC” field.  Clicking on the binocular 
icon to the right of the “OPFAC” field will open the Lookup OPFAC window.   
Use this field if you are searching for qualified candidates at a specific unit or 
within an AOR, you can use the OPFAC field to narrow the search. 
 

 
You can search for an OPFAC by entering in the OPFAC into the “<OPFAC>” 
field or a brief description of the OPFAC into the “<Description>” field and then 
clicking on the “GO” icon.  Search results will then be displayed.   
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To select the particular OPFAC, click on the OPFAC displayed in the search 
results and it will be displayed in the bottom text field.  Do this for all OPFACs 
that you will be querying for.  When you are finished with entering in all 
OPFACs, click on the “OK” button.   The Lookup OPFAC window will now 
close and selected OPFACs will be displayed in the “OPFAC” field of the 
Member Match window. 
 

 
Rate Field:  Clicking on the drop down menu on the right of the “Rate” field will 
open the menu.  Select the appropriate rate that you will query for.  The selected 
rate will now appear in the “Rate” field of the Member Match window.   
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Class Field:  Clicking on the drop down menu on the right of the “Class” field 
will open the menu.  Select the appropriate component that you will query for.  
The selected component will now appear in the “Class” field of the Member 
Match window.   
 

 
Gender Field:  Clicking on the drop down menu on the right of the “Gender” field 
will open the menu.  Select the appropriate gender that you will query for.  The 
selected gender will now appear in the “Gender” field of the Member Match 
window.   
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Pay Grade Range Field:  Clicking on the drop down menu on the right of the 
beginning pay range field will open the menu.  Select the appropriate beginning 
pay grade that you will query for.  The selected pay grade will now appear in the 
beginning pay grade field of the Member Match window.  Clicking on the drop 
down menu on the right of the ending pay range field will open the menu.  Select 
the appropriate ending pay grade that you will query for.  The selected pay grade 
will now appear in the ending pay grade field of the Member Match window.    
 

 
Servicing District Field:  A Servicing District is defined as the district that 
members will be mobilized to vice the district they are coming from.  For 
example, if a member from D14 is mobilized to fill as position in D8, the 
Servicing District would be D8.  Clicking on the drop down menu on the right of 
the “Servicing District” field will open the menu.  Select the appropriate servicing 
district that you will query for.  The selected servicing district will now appear in 
the “Servicing District” field of the Member Match window. 
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DA Codes Field:  DA Codes allows you to search for C Schools, End of Course 
Tests, and Competencies that have been entered into Direct Access.  Clicking on 
the binocular icon to the right of the “DA Codes” field will open up the Lookup 
School window. 
 

 
You can search for a school by entering in the school’s code into the “<Code>” 
field or a brief description of the school into the “<Description>” field and then 
clicking on the “GO” icon.  Search results will then be displayed.   
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To select the particular school, click on the school displayed in the search results 
and it will be displayed in the bottom text field.  Do this for all schools that you 
will be querying for.  When you are finished with entering in all schools, click on 
the “OK” button.   The Lookup School window will now close and selected 
schools will be displayed in the “DA Codes” field of the Member Match window.  
 

 
Course Codes Field:  Course Codes refer to Coast Guard A or C courses.  Course 
Codes can also be located at the U.S. Coast Guards Training Quota Management 
Center’s website at http://www2.tracenpetaluma.com/tqc/CourseSearch.asp.  
Clicking on the binocular icon to the right of the “Course Codes” field will open 
up the Lookup Course window. 
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You can search for a course by entering in the course’s code into the “<Code>” 
field or a brief description of the course into the “<Description>” field and then 
clicking on the “GO” icon.  Search results will then be displayed.   
 

 
To select the particular course, click on the course displayed in the search results 
and it will be displayed in the bottom text field.  Do this for all courses that you 
will be querying for.  When you are finished with entering in all courses, click on 
the “OK” button.   The Lookup Course window will now close and selected 
courses will be displayed in the “Course Codes” field of the Member Match 
window. 
 
 



MRTT Candidate List Extraction – Job Aid 

 Page 14 of 18 
Continued on next page. 

 
TMT Codes Field:  This field pulls codes from the Training Management Tool 
(TMT).  Some courses not listed in the TQC formal course list will be listed here, 
specifically National Incident Management System (NIMS) Incident Command 
System (ICS) courses.  Additionally, TMT codes will provide currency 
information for qualifications that have a recurring qualification/currency 
requirement to be considered “qualified” or “certified” (e.g., weapons, coxswain, 
ICS, etc.).  Clicking on the binocular icon to the right of the “TMT Codes” field 
will open up the Lookup Qual window. 
 

 
You can search for a qualification by entering in the qualification’s code into the 
“<Code>” field or a brief description of the qualification into the “<Description>” 
field and then clicking on the “GO” icon.  Search results will then be displayed.   
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To select the particular qualification, click on the qualification displayed in the 
search results and it will be displayed in the bottom text field.  Do this for all 
qualifications that you will be querying for.  When you are finished with entering 
in all qualifications, click on the “OK” button.   The Lookup Qual window will 
now close and selected qualifications will be displayed in the “TMT Codes” field 
of the Member Match window. 
 
 
                                                                                                          

Sample of 
Queried 
Candidates 

 
In the above example, a list of (25) maximum candidates was queried for the 
following characteristics: Selected Reserve, Male, District 11, course codes of 
Yeoman First class, Yeoman Second class and Yeoman Third class.   
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Viewing 
Service 
Member’s 
Record 

 
You can view more detailed information of each queried result by clicking on 
“Select” to the left of each search result.  This will open the specific service 
member’s record. 
 

   
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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Exporting  
Queried 
Candidate 
List 

After you have completed a query for candidates, such as in the previous example, 
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).  
Normally files should be exported into Microsoft Excel (.xls) so they can easily be 
imported into vetting templates used in FC-1. 
 
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. 

 
 
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 .xls 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.   
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Viewing the 
Exported File 

Information from the exported candidate list include: EMPLID, Name, Rate, Pay 
Grade, Current Mob Status, Class, District AOR, SPO Dept ID, OPFAC 
Description, Competency Codes, DA Accomplishments, Course Codes and TMT 
Codes. 

   
 

 
  End 

 
 
If you selected to save the file, click the Save button again to save the exported file 
from the Save As window that opens. 

 
 
 
 


