
Inactive Duty for Training (IDT) 

Member Initiated Process 

Overview 

  
Introduction This guide provides the procedures for Reserve members to schedule, edit or 

withdraw IDT requests.   

  
Process The following process initiates creditable service and payment for Reserve 

Inactive Duty for Training orders. 
 
Types of Inactive Duty which can be scheduled in Direct-Access: 

• Inactive Duty for Training (IDT) 
• Additional Training Period (ATP) 
• Readiness Management Period (RMP) 
• Funeral Honors Duty (FHD) 

 
Stage Who Does It What Happens 

1 Member Enters desired drill types using Submit a Drill 
Request under DA Self Service Requests. 

2 Supervisor/ 
Command 

Reviews member’s request and authorizes 
(approves) drills using View My Requests 
under DA Self Service Requests. 

3 Member Performs drills as scheduled or Withdraws 
request previously submitted.  

4 Supervisor/ 
Command 

Approves drills after verification member 
performed as scheduled.  Or can Deny drill as 
submitted, returning request to submitter. 
Note: Supervisor/Command must be hold 
Reserve Self Service Command 
(CGRSVCMD) or Reserve Drills 
(CGRSVDRL) to view/enter/approve IDT 
drills. 

5 Servicing 
Personnel 
Office 

Upon notification from command the member 
performed IDT, approves orders for pay. 

 

  
Contents  

Topic See Page 
Member Initiated Process 2 
Withdrawing or Editing an IDT Request 8 

  

 Continued on next page 
  



Member Initiated Process 

  
Introduction Members may request IDT Drills using Direct Access Requests 

  
Procedures The following procedures outline the process for members requesting IDT 

Drills. 
 

Step Action 
1 Select the Requests link from the Direct Access home page. 

 
 

2 Select Submit a Drill Request. 
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Member Initiated Process, Continued 

  
Procedures, continued  

 
Step Action 

3 The Action Request to Submit Schedule Drills will appear. 

 
 

  

 Continued on next page 
  



Member Initiated Process, Continued 

  
Procedures, continued  

 
Step Action 

4 Request Details section - Complete the fields as described in this table. 

 
 

Field Description/Entry 
Drill Date Enter date or click on calendar and make a selection. 
Start/End Time Enter time using military format. 

Single IDT/ATP – 4  or more hours 
Multiple IDT/ATP – 8 or more hours 
RMP – 3 to 24 hours 
FHD – 2 or more hours 

Drill Type Click the drop-down and make a selection. 

 
 
ATP Additional Training Period – 

Multiple or Single 
FHD Funeral Honors Duty 
IDT Inactive Duty for Training -  

Multiple or Single 
IDT Single + ATP Inactive Duty for Training Plus 

ATP Single 
IDT Single + Funeral IDT Single Plus Funeral 

Honors 
RMP Readiness Management Period 
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Member Initiated Process, Continued 

  
Procedures, continued  

 
Step Action 

4 
(cont) 

Request Details section (continued) 

 
 

Field Description/Entry 
Meal Eligibility Click the drop down and make a selection. 

 
 
Meal eligibility authorized for Enlisted personnel only. 

If And Then 
Not 
Authorized 
Lodging 

Arrives same day, not 
remaining overnight. 

Authorized 
Lunch. 

Works past 1800 
hours. 

Authorized 
Lunch & Dinner 

Authorized 
Lodging 

Arrive night before for 
1 paid multiple IDT 
drill the next day. 

Authorized 
Breakfast and 
Lunch. 

Arrives on day of 1st 
drill for paid multiple 
IDT drill and remains 
overnight between 
drills. 

1st day 
Authorized 
Lunch and 
Dinner, and 2nd 
day Authorized 
Breakfast and 
Lunch. 

Arrives night before 
for 2 paid multiple 
IDT drills. 

1ST Day 
Authorized All 
Meals, and 2nd 
day Authorized 
Breakfast and 
Lunch. 

Note: ALCOAST 070/15 provides policy regarding 
payment of Subsistence Allowance to members on IDT. 
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Member Initiated Process, Continued 

  
Procedures, 
continued 

 

 
Step Action 

4 
(cont) 

Request Details section  (continued) 

 
 

Field Description/Entry 
Department Enter the Department where the duty is to be performed. 
Duty Purpose 1 Click the drop-down and make a selection. 

 
 

Duty Purpose 2 Click the lookup icon and make a selection (Table same as 
for Duty Purpose 1).  Only used if performing: 

• Multiple IDT 
• Multiple ATP 
• Single IDT + ATP Single 
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Member Initiated Process, Continued 

  
Procedures, continued  

 
Step Action 

4 
(cont) 

Request Details section (continued) 

 
 

Field Description/Entry 
Pay Code: Click the drop-down and make a selection. 

 
 
Full Pay is authorized for both periods of: 

• IDT or ATP Multiple 
• IDT Single + ATP Single 

Half Pay is authorized for a single drill, or when pay 
is only authorized for one period of a multiple 
drill 

None A single or multiple drill is performed for 
points only. 

  
  

5 Click the Get Details button.   

 
Direct Access will auto populate: 

• Paid IDT Cap: - Number of drills authorized for pay for current FY. 
• # of Paid Drills: - number of paid IDT’s scheduled and/or completed 

during current FY. 
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Member Initiated Process, Continued 

  
Procedures, continued  

 
Step Action 

6 Request Approvers section. 

 
• Enter the Approver Empl ID and Tab.  Or use the lookup icon to search 

for an approver.  
• Comments are required. 

 
When completed, click the Submit button. 
 

  

  
  



Withdrawing or Editing an IDT Request 

  
Introduction A member may withdraw or edit a previously submitted IDT request if it 

has NOT been previously authorized?   
 

• Edit – If a member discovers a previously submitted IDT request 
has incorrect information. 

• Withdraw – A member wishes to withdraw a previously submitted 
IDT request. 

 
Once an IDT has been authorized only the command or SPO may Approve 
or Deny the request.  

  
Procedures The following procedures outline the process for members requesting to 

withdraw or edit a previously submitted IDT Drill. 
 

Step Action 
1 Click the Requests link from the Direct Access home page. 

 
 

2 Click the View My Requests (all types) 

 
 

3 The View My Action Requests page will display. 

 
 

  

 Continued on next page 
  



Withdrawing or Editing an IDT Request, Continued 

  
Procedures, continued  

 
Step Action 

3 
(cont) 

Click the My Submitted Requests radio button: 

 
 
Field Name Description 
My Submitted Requests Displays requests submitted by the member. 
Requests I am Approver For Displays requests member is an approver for. 
All Requests Displays all requests for member. 

 
• My Submitted Requests - Click the My Submitted Requests radio button. 
• Transaction Name – Click the drop-down arrow and select Schedule Drills. 
• Transaction Status – Click the drop-down arrow and select Pending. 
• Click the Populate Grid button. 
 

4 A list of all submitted drills in a pending status will display.   

 
 
Click the View Details link. 

  

 Continued on next page 
  



Withdrawing or Editing an IDT Request, Continued 

  
Procedures, continued  

 
Step Action 

5 The Schedule Drills page will display. 

 
 
Member may now edit or withdraw the IDT request: 

• Withdraw – Sets Reserve Drill Approval status to Terminated.  
When terminated member may enter a new IDT request. 

 
 

• Edit – Edit any of the available fields and enter any comments.  
Then click the Resubmit button.  The IDT request will be 
resubmitted to original approver. 
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