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MRTT Job Aid:

Building Requests & Requirements

Purpose Provide branch with standard operating procedures in the use of the Mobilization
Readiness Tracking Tool (MRTT) and other administrative processes pertaining to
the branch’s functions in the mobilization of reservists.

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

User Roles e Each user is assigned one or more user roles in the MRTT system. The roles to
which you are assigned determine the features you can access.

a. View Only - Can view any module but cannot edit, delete, or add any
record to the system.

b. Planner - Can upload a CPRL. Sees all non-activated CPRLS.

c. Requestor - Can build a request and validate it so it can be approved.
Requestors see requirements belonging to them or to someone for whom
they are a delegate provided that the status is Al (additional info
required) SI1 (sourced internally), or PA (Pending Approval). They also
see requirements belonging to them or someone for whom they are a
delegate that has been processed (either mobilized or demobilized).
They can activate a CPRL. Requestors select the Tasked Approver for
each requirement when they submit the requirement for Approval.

d. Approver - Can build a request, validate, and approve a request.
Approvers cannot source a request. They see Requirements tasked to
them or to someone for whom they are designated that are in VH
(validated), PS (partially sourced), or RV (reviewed) status. The
approver role can belong to members from District, Area, FORCECOM
(FC-1), or PSC-PSD-SSB can generate a RFF Message, provided they
were the original creator/approvers.

e. Sourcer - Can build a request, validate, approve, and source a request.
Sourcers see all Approved or Partially Sourced requirements (both 1A
and CPRL) tasked to their Disctrict, or if they belong to Area,
FORCECOM (FC-1) or PSC-PSD-SSB, requirements belonging to that
group. If the sourcing end date is less than the requirement end date, the
Sourcer is now forced to select Partially Sourced, Sourced, Shortfall to
PSC-PSD-SSB, or Shortfall to FORCECOM (FC-1) as the tasking
status. If one of the Shortfalls is selected, the requirement returns to the
appropriate scorecard. Sourcer can generate an orders ready message.

f.  Processor - Can process a sourced request and check-out Service
Members. Sees all records considered in processing (P — in processing,
M — mobilized, D — demobilized, S — sourced but not yet in processing,
or PS — partially sourced but not yet in processing) within their SPO.
SPO is based on the SPO DeptID of the Service Member to be
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processed.

g. System Administrator - Can do all of the above plus administrative
functions. Sees all requirements meeting the above criteria on each
scorecard, without consideration of Tasking District or Tasked
Approvers. Can also re-task a requirement to another District.

The Unique Request Identifier (URI) is a unique five digit number that is
automatically generated by the Mobilization Readiness Tracking Tool (MRTT)
when each request is generated. The Requirement Tracking Number (RTN) is
the four digit unique number that comes after the URI.

For example, if a request is generated for 5 Yeoman for the same time frame at
the same location, the URI is the same ‘10018’ and each requirement for each
individual Yeoman is ‘0001’, ‘0002’, “0003’, etc. The RTN is the total number
that would be “10018-0001, 10018-0002’, etc.

As a requirement flows through the system, users take actions that assign
various statuses to the requirement. These statuses reflect the current location
of the requirement in the MRTT system flow. You use the Status page to task
actions on a requirement such as validation, approval, sourcing internally, etc.
As you take these actions, a status is assigned. You view the status of each
requirement on the Requirement page. The following describes each
requirement status.

a. Approved (A) - Requirement was approved.

b. Additional Info Required (Al) - An Approver/Sourcer has requested
additional information.

c. Cancelled (CNL) - Requirement was canceled at some point during the
review process.

d. Denied (D) - Requirement has been denied.

e. Pending Approval (PA) - Requirement is pending Approvers/Sourcers
approval.

f. Partially Sourced (PS) - Requirement has been sourced for a portion of
the period of time between the Begin Date and End Date. For example,
if the Begin Date is 2007.09.09 and the end date is 2008.09.09 and the
requirement is only sourced from 2007.09.09 to 2007.12.31, the
requirement is partially sourced.

g. Reviewed (RV) - Requirement has been reviewed but has not yet been
approved or denied.

h. Sourced (S) - Requirement has been approved and sourced.

I. Validated to Approver (VH) - Requirement has passed validation and is
awaiting review at Step 2 by an Approver/Sourcer.

The Build-A-Request function allows you to construct a mobilization request
for a single requirement or for multiple requirements. This feature is only
available to users whose assigned user roles are authorized to process requests.
The Build-A-Request page is used to capture the base information for the
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request. Once you save the base request information on the Build-A-Request
page, the Request page displays to allow you to add or modify requirements
within the request.
When you create a request, any field with red asterisks is required. If you
attempt to send the request to the Approver with missing or invalid
information, error messages display in red underneath the buttons on the
Request Package tab. You must correct the errors in order to send the request
to an Approver.
Procedure:
a. Upon logging into MRTT, ensure your keyboard Caps Lock in ON so
that all information entered into MRTT is capitalized.
b. Mouse over the “GO TO...” button and select and click “Build-A-
Request” from the RTM menu column that appears.

BuerT

Module; Application .

Table Maintenance Uszer Administration Reportz Downloads
MRTT Navigational Map

RTM S P MRTT
Scorecard Scorecard Scorecard Table Maintenance
CPRL Import Reguirements Member Proceszing  User Administration
CPRL Management Seurcing Reports
I' “olunteers Downloads !T
Reguesiz Add Member Change Password
-

Reguirements Member Match

c. The Requesting Dept ID is the identification number of the unit that
issues the request for forces or personnel augmentation request.

Enter the Requesting Dept ID by clicking the binocular button next to
the field. The Lookup OPFAC window will now appear.

@

Request Package Validation Manage Requirements Message

~R

t Information

LRI === Date Created \ Request Type: Iﬁ
4
Requesting DeptlD: * I & Requesting OPFAC: I
Dest DeptlD: * I !-‘-C: I
™ Use Requesting Dept Info

Grouping Category: * I ;I CPRL Title: I ;I

ljescur:e Request & I Requested By: * I

Phone Numnber: ® I Email: = I

Justification: =]
[
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Search for the Dept ID by entering a description and clicking “GO”.
After the Dept ID is found, simply click on it to enter it in the
Requesting DeptID field.

Lookup | OPFAC

N N

<Dept. ID> <Code> FORCECOM m
009700 21-75110 \ FORCECOM (FC-1} d
003701 21-75110 FORCECOM (FC-2}

009702 21-75110 FORCECOM (FC-3}

003703 21-75110 FORCECOM (FC-4} J
003705 21-75110 FORCECOM (FC-5)

003706 21-75110 FORCECOM (FC-a)

003707 21-75110 FORCECOM (FC-T}

003708 21-75110 FORCECOM (FC-8)

003711 21-75110 FORCECOM (FC-09E1)

03712 21-75110 FORCECOM (FC-13)

003713 21-75110 FORCECOM (FC-15)

003714 21-75110 FORCECOM (FC-17)

009715 21-75110 FORCECOM (FC-22) ﬂ

The Requesting DeptID field will now contain the selected Dept ID. The
Requesting OPFAC field will then self populate with data.

;@ P | Request
* Request Package Validation Manage Requirements Message

URI:- == Date Created Request Type: |1~ hd
\ \

M

Requesting DeptiD: = |009700 | Requesting OPFAC:  |21-76110 - FORCECOM (FC-1)
Dest DeptiD: * | | Dest OPFAC: |

™ Use Requesting Dept Info
Grouping Category, * j CPRL Title: I

Requested By: = I

*

I
Reszource Request &: |
I

Phone Number: * Email: * I

Justification:

The Destination Dept ID is the identification number of the unit at
which duty is to be performed.

Note: Maybe different from the mobilization side listed on reserve
member’s orders.

Enter the Destination Dept ID by clicking the binocular button next to
the field. Lookup OPFAC window will now appear.
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Request Package Validation lanage Requirements Message

=

t Information

R #5% Date Created Request Type: Iﬁ
AN
Requesting DeptiD: *  [003700 \@ Requesting OPFAG:  [21-757110 - FORCECOM (FC-1)
Dest DeptiD: * | | Dest OPFAC: |
" Use Requesting Dept Info
Grouping Categony: * I LI CPRL Title: | LI

Eogs st i
F-;'e_our-e Request &: I Requested By = I

Phone Number: * I Email: * I

Justification: =]

|

Search for the Dept ID by entering a description and clicking “GO”.
After the Dept ID is found, simply click on it to enter it in the Dest
DeptID field.

Lookup | OPFAC

N N
@

<Dept, ID> <Code> FORCECOM

009700 21-75110 FORCECOM (FC-1) ;I
009701 21-75110 FORCECOM (FC-2)

009702 21-75110 FORCECOM (FC-3)

009703 21-75110 FORCECOM (FC-4) J
009705 21-75110 FORCECOM (FC-5)

009708 21-75110 FORCECOM (FC-6)

009707 21-75110 FORCECOM (FC-7)

009708 21-75110 FORCECOM (FC-8)

009711 21-75110 \ FORCECOM (FC-09EL}

009712 21-75110 FORCECOM (FC-13)

009713 21-75110 FORCECOM (FC-15)

009714 21-75110 FORCECOM (FC-1T)

009715 21-75110 FORCECOM (FC-22) ;l

The Dest DeptID field will now contain the selected Dept ID. The Dest
OPFAC field will then self populate with data.

d

Request Package Validation Manage Requirements Message
TRt Date Created: Request Type: |14 ‘l
Requesting DeptiD: \|009700 3| Requesting OFFAC\‘IZL?SHU _FORCECOM (FC-1)
Dest DeptiD: = Joog71z | Dest OPEAC: |21-75110 - FORCECOM (FC-13)
[ Use Requesting Dept Info
Grouping Category: * I LI CPRL Title: I d
Eescurce Request#: I Requested By. & I
Phone Number: * I Email: * I
Justification: =]
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e. Grouping categories used by FC-1:

Defense Contingency — Named defense operation under which CG
reserves are mobilized IAW Title 10 US Code. Also known as (OCO)

Disaster Response — Manmade or natural disaster response where
members are mobilized under Title 14 US Code for domestic
emergencies, or Title 10 US Code for international disaster assistance.

Then select the Grouping Category by clicking the category for the
request from the Grouping Category field’s drop down menu.

@ id Request
& Request Package WValidation Manage Requirements Message

LRI, *=*** Date Created Request Type I A 'I
Requesting DeptiD: = [009700 Ll Requesting OPFAC:  [21-75110 - FORCECOM (FC-1)
Dest DeptiD: = Joos712 Ea Dest OPFAC [21-75110 - FORCECOM (FC-13)

I Use Requesting Dept Info

Grouping Category: * CPRL Title I ;I
F;!a:curca Request Requested By * I
Phene Number: * Email: * I
Justification: =

f. Next, enter the Resource Request Number into the Resource Request #
field. The preferred format is:

For OCO (military outloads and overseas contingency support):

Unit_Type of Duty_Order Type_Fiscal Year_3 Digit Request Number
Example: FC13_ADMIN_T10 FY10 001

For Disaster Response:

Unit_Type of Duty_Disaster Name_Fiscal Year_3 Digit Request
Number
Example: FC-13_Yeoman_HaitiEarthquake_FY10 001
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@ & Ul Request 15294

Request Package Validation Manage Requirements (1) Message

— Request Information

URI: 15204 Date Created: 1/14/2010 11:2000AM  RequestType: [& 7]

Requesting DeptD: = [009700 3| Requesting OPFAC:  [21-75110 - FORCECOM (FC-1)
Dest DeptiD: * [oog712 | Dest OPFAC: [21-75110 - FORCECOM (FC-13)
Grouping Category. = I:[HIH ;I

Resource Request¥. [FC93_ADMIN_T10_FY10_001 Requested By: = [

Phone Number: * | Email * |

Justification: ;l

NOTE: The 3 digit request number starts with 001, the next proceeding
request created under this Resource Request number will be 002.

g. Enter the rank and name of person requesting the requirement in the
format “BMCM JOE COASTIE” into the Requested By field.

h. Enter the person requesting the requirement’s phone number into the
Phone Number field in the format *XXX-XXX-XXXX".

i. Enter the official CG email address of the person requesting the
requirement into the Email field.
ﬁl | Request

Request Package Validation Manage Requiremants Message
R t Information
URI; === Date Created Request Type: I 4 e
Requesting DeptlD: *  [009700 2 Requesting OPFAC:  [21-75110 - FORCECOM (FC-1)
Dest DeptiD: * Joos712 el Dest OPFAC: |21-75110 - FORCECOM (FC-13)

M Use Requesting Dept Info

Grouping Category: * ILZ"'. ;I CPRL Title I ;I
RmmealiEnmEai |FC13-T10-FY10;(?/ Requested By: * [BMCI JOE COASTIE /
Phone Number. * [s10-437-0000 & Email: * JioE coasTE@USCE ML ™
Justification =]
=

J. Copy and paste the Request for Forces message from CGMS into the
Justification field. If no message is available paste or enter any notes
pertaining to the justification of this request, emails for request, or
resource request number from ICS-213RRCG.
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®

Request Package Validation Manage Reguirements Message

Request Information

URI === Date Created: ?;pt'“‘

Requesting DeptiD: * 009700 B Requesting OPFAC: 21-75110 - FORCECOM (FC-1)

Dest DeptlD: * 009712 | Dest OPFAC: 21-75110 - FORCECOM (FC-13)
[Muse Requesting Dept Info

Grouping Category: *  [2DHIN CPRL Title [

Resource Request®  £cq3 ADMIN_T10_FY10_001 Requested By: * BMCM JOE COASTIE

Phone Number: * 510-437-0000 Email: * JOE_COASTIE@USCG.MIL

Justification: PASTE REQUEST FOR FORCES CGMS MESSAGE, JUSTIFICATION NOTES, EMAILS CR

ANY OTHER JUSTIFICATICN INFORMATICN HERE.

k. Click on the floppy disk icon located on the task bar at the top of the
requirement to save the request.

I.  The request will now have been saved and built. The URI number will
be displayed at the top center of the request.

"@ ol =E Request 1002

Request Package Validation Manage Requirements (1) MeXzage

Request Information

URL: 1002 Date Created: 2/26/2010 11:04:00 PM _I?;::est
Requesting Dept!D: * Requesting OPFAC:
Dest DeptiD: * Dest OPFAC:

[l Use Requesting Dept Info
Grouping Category: * _—._‘ N
Fiesource Request & . Requested By *
Phone Number: * Email: *

Justification:

m. You may now close the request by hovering over the CG emblem on the
top left and clicking “Close” from the drop down menu or continue to
manage the request’s requirements by clicking the “Manage
Requirements” tab under the 5 digit URI number.
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@ i i Request 15294

Request Package Validation lManage Requirsments (1) Message

ate Created: 1/14/2010 11:20:00 AM unestType I:— 'I

RFF lessage 009700 Requesting OPFAC: IE'i—TE'I 10 - FORCECOM (FC-1)
|IIHJE:"i2 Dest OPFAC: |2'i-75'|1|] - FORCECOM (FC-13)
Close I _I
Resource Requestfi:  [FE33T90-Fv10-001 Requested By: * [BmCM JOE COASTIE
Phone Number: * If-1']--137-l:\l:l\]l] Email * IJ':)E COASTE@USC!

Justification:

To view a request in your scorecard, mouse over the “GO TO..."” button and

select and click “Scorecard” from the RTM menu column that appears.
Table Maintenance User Administration Reportz Dow

MRTT Navigational Map

RTIM _ SM MPM MRTT

¥ Scorecard { Scorecard Scorecard Table Maintenance
CPRL Impcrr\ Reguirements Member Processing  User Administration
CPRL Management Sourcing Reports
Build-A&-Reguest Wolunteers Downlocads
Requestz Add Member Change Password
Reguirements Member Match

Next click on the “Display My Scorecard Report” button to enter your
scorecard.
Message Board (2}
2009.11.29 2253 NEW VERSION DEPLOYED e

MRTT VERSION 1.6 HAS BEEN DEPLOYED. PLEASE EMAIL
USCGDEVELOPMENT@IDEAMATICE.NET IF YOU ENCOLINTER AMY
ERRORS. PLEASE ENSURE YOUR POP-LIP BELOCKER IS DISABLED!
THE MEW FEATURES AND FIXES CAN BE FOUND IN THE RELEASE
CONTEMTS DOCUMENT ON THE DOWNLOADS PAGE

20038.04.02 1119 POP UP BLOCKER

IFYCU SELECT AN ICON AND MOTHING APPEARS, YOU MAY HAVE TO
ALLOW POP UPS FROM THIS SITE” PLEASE DO THIS IN ORDER TO =
LUSE THE SYSTEM PROPERLY

Your scorecard will now appear. You may browse through requests in your
area of responsibility along with its current status. Clicking on the RTN of a
request will bring up its requirement in a separate window.
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WIDUUIE: KEQUIFEMENT ITACKING  USEI: 51 EFHEN LHENG UFFAL: £1-Unt<s  MOIE: SYSIEMAgmin

GO TO... Scorecard CPRLImport CPRL Management Build-A-Request Requests Requirements Modules

= Requirement Tracking Module Scorecard report for STEPHEN

CHENG
|A Regquirements (2) CPRL Reguirements (0} RFF-Ready Reguirements (0}
1A Requirements ] Group Update E Export £ Refresh Grid
RESOURCE LAsT
(2] \Q‘ RTN REQ. £ STATUS APPROVER UPDATED BEGIN DATE  END DATE MANAGE
D‘ 1002-0001  FC13_ADMIN... PENDING REQUESTORS STEPHEN 02/26/2010  03/28/2010 Request |3
[[] 10010001 022610 PENDING REQUESTORS TESTUSER  02/26/2010  03/28/2010  Reauest

To view a previously built request by searching for its RTN, mouse over the
“GO TO...” button and select and click “Requests” from the RTM menu
column that appears.

Next input the URI or RTN of the request you are searching for in the RTN
field and click “Search”.

GO TO... Scorecard CPRLImport CPRL Management Build-A-Request Requests Requirements Modules

El Request Search Criteria

RTHM: 1002-0001] CPRL. -

Requirement Status: v Competencies: | |

OPFAC Type: - OPFAC [ = URI [
Reqd Ely/ l:l Range Start Range End:

Export: Record Count:

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

Select  URI Req OPFAC Requested By Dest OPFAC Resource Request Mumber Request

No records to display.

If you inputted an URI with multiple RTNs under it, all of the RTNs will be
listed. The request that you searched for should now be found in the search
results. Clicking on “Select” will allow you to view the request in a separate
window.

GO TO... Scorecard CPRLImport CPRL Management Build-AReguest Reguests Requirements Modules (i) (?) &0

El Request Search Criteria

RTN: 1002-0001

Requirement Status: +  Competencies: | |

OPFAC Type - OPFAC: [ = URI: [
Req'd By l:l Range Start: Range End:

CPRL: hd

Requests Found: 1

Export: Record Count:

Drag a column hea}ér and drop it here to group by that column

Select/JRI Req OPFAC Requested By Dest OPFAC Resource Request Number Request|
»
> Select 1002 21-75110 - FORCECOM (FC-1) BMCM JOE COASTIE 21-75110 - FORCECOM FC13_ADMIN_T10_F¥10_001 ADMIN

(FC-13)
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To complete a requirement, view the built request using steps outlined above.
To view a previously built request by searching for its RTN, mouse over the
“GO TO...” button and select and click “Requests” from the RTM menu
column that appears.

The request will now be displayed in a new window. Click on the “Manage
Requirements” tab under the Request RTN in the middle of the screen to begin
managing the requirement for this request.

(- Request 1002

Request Package Validation Manage Requirements (1) Mezsage

Request Information

URI: 1002 Date Created: 2/26/2010 11:04:00 PM - A

Type:
Requesting DeptlD: * Requesting OPFAC:
Dest DeptlD: * Dest OPFAC:

= P

Grouping Category: ADMIN

Resource Request #:

. Requested By: *
Phone Number: * Email: *
Justification: -

Click on the Request’s RTN under the Select column.

@ 0 =rE Request 1002

Reguest Package Validation Manage Requirements (1) Message

Move Requirement to existing Request

TargetURL (1002 [+] RTN to Move: ESR  Move
Requirements in this Request 1 Create A New Reguirement | Refresh Grid | Duplicate Reguiremen
Approved
Select tatus Rate Desig Begin Date End Date Created By Thru
1002- STEPHEN
1l - tivic Viliitats 6 IR s
001 Pending Requestors Validation 02/26/2010  03/28/2010 CHENG 03/28/2010

The requirement will now be displayed for that request in a new window.
Notice that the Request RTN in the middle of the screen now reads as
Requirement RTN.

11
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= =) Requirement 1002-0001

Request Requirement ReceivingAnit Orders BNC History Status alidation Comments
Request Information
URL: 1002 Type: Individual Augmentation (JA)
fEETiEs FC13_ADMIN_T10_FY10_001 Ewaang ADMIN
Request #: Category:
Funding DeptlD: Funding OPFAC:
Requesting - Requesting = _ =
DeptlD: 009700 OPFAC: 21-75110 - FORCECOM (FC-1)
Destination — Destination -
DeptiD: 009712 OPEAC: 21-75110 - FORCECOM (FC-13)
CPRL:

PASTE REQUEST FCR FCRCES CGMS5 MESSAGE, JUSTIFICATICH NOTES, EMAILS CR -

Justification: ANY OTHER JUSTIFICATION INFORMATICN HERE.
Requestor
Requested By: BMCM JOE COASTIE Requestor Phone: 510-437-0000
Created By: STEPHEN CHENG Requestor Email: JOE_COASTIEE@USCG.MIL
Date Created: 2/26/2010 11:04:00 PM

Ensure that all of the request’s information is correct before continuing on to
manage the requirement. If any information is incorrect, close this requirement
window and go back into the request window. Select the “Edit” function from
the drop down menu of the CG emblem to edit any information. Then click on
the floppy disk icon to save the edited request.

It all of the request’s information is correct, click on the Requirement tab to
continue creating the requirement for the request.

= Il Requirement 1002-0001

Request Requirement Receiving Unit Orders BNC History Status Validation Comments
Request Information \
URI: 1002 Type: Individual Augmentation (|4}
(z=wres FC13_ADMIN_T10_FY10_001 CiounRn ADMIN
Request & Category:
Funding DeptlD: Funding OPFAC:
Requesting - Requesting = _ =
DeptiD: 009700 OPFAC: 21-75110 - FORCECOM (FC-1}
Desirzrer 009712 Desizrar 21-75110 - FORCECOM (FC-13)
DeptlD: OPFAC:
CPRL:

PASTE REQUEST FCR FCRCES CGMS5 MESSAGE, JUSTIFICATICH NOTES, EMAILS CR -

Justification: ANY OTHER JUSTIFICATICN INFORMATICH HERE.

Requestor

Requested By: BMCM JOE COASTIE Requestor Phone: 510-437-0000

Created By: STEPHEN CHENG Requestor Email: JOE_COASTIE=USCG.MIL
Date Created: 2/26/2010 11:04:00 PM

On the Requirement tab, begin filling out the requirement information. Click in
the “Title” field and enter the same information used for the Resource Request
Number into the “Resource Request #” field. The preferred format is:
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For OCO (military outloads and overseas contingency support):

Unit_Type of Duty_Order Type_Fiscal Year_ 3 Digit Request Number
Example: FC13_ADMIN_T10 FY10 001

For Disaster Response:

Unit_Type of Duty Disaster Name_Fiscal Year_3 Digit Request Number
Example: FC-13_Yeoman_HaitiEarthquake_FY10 001

Unit_Type of Duty_Order Type_Fiscal Year-3 Digit Request Number
example:
FC13_ADMIN_T10 FY10 001

Request Requirement Receiving Unit Orders BNC History Status Validation Comments

Requirement Information

Title: * FCA3_ADMIN_T10_F¥10_001 Mission Classification: * El
Category
Grouping Category: * |ADMIN El

Personnel Need

Desig/Rating: * [+] Service: COAST GUARD [+]
Pay Grade Start: * El Component: El
Pay Grade End: * El Clearance: El
Competencies: L4 TMT Codes: L4
DA Accomplishment Codes: L4 Courses: L4

Available for Volunteers [

Next in the “Mission Classification” drop down menu, select if this requirement
is to be “Mission Critical”” or “Volunteer”.

= Requirement 1002-0001

Request Requirement Receiving Unit Orders BMNC History Status Validation Comments

Requirement Information

Title: * FCA3_ADMIN_T10_F¥10_001 Mission Classification: * | Mission Critical |

Begin Date: * =l End Date: * [ Mission Critical
olunteer

Category

Grouping Category: * |ADMIN [=]

Personnel Need

Desig/Rating: * El Service: COAST GUARD El
Pay Grade Start: * El Component: El
Pay Grade End: * El Clearance: El
Competencies: £ 4 TMT Codes: L4
DA Accomplishment Codes: L4 Courses: &

Mvailable for Volunteers [

Click on the calendar icon to the right of the “Begin Date” field. A calendar

will appear, click through and select the beginning date of this requirement.

The calendar will close and the beginning date selected will appear in the
13
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“Begin Date” field.
Click on the calendar icon to the right of the “End Date” field. Click through

and select the end date of this requirement. The calendar will close and the
beginning date selected will appear in the “End Date” field.

Creating a Click on the calendar icon to the right of the “End Date” field. Click through
Requirement: and select the end date of this requirement. The calendar will close and the
Category beginning date selected will appear in the “End Date” field.

Click on the drop down menu of the “Grouping Category” field. Select the
grouping category of this requirement.

= i d Requirement 1002-0001

Request Requirement Receiving Unit Crders EINC_ History Status WValidation Comments

Requirement Information

Title: * |FC13_.£.D[.-IIF-J_T1D_F‘r’1D_DD1 | Mission Classification: * | Mis=ion Critical :I
Begin Date: * (2009.10.01 = End Date: *|2010.09.30
Category
Grouping Category: * |[ADMIN -
AD -
AIDS TO NAW CONTINGENCY
Personnel Need AR SUPPORT |
Desig/Rating: * BOATING SAFETY ACTVITY Service: | COAST GUARD [=]
BOA AFETY CONTINGENCY
Pay Grade Start: * /IL RIGHTS - GENERAL Component:| lz‘
Pay Grade End. * AMAND, CONTROL, COMMS Clearance: | [=]
CONTINGENCY PREPAREDNESS
Competencies: CPRL TMT Codes: l:l L4
. CUTTER AUGMENT/OP SUPPORT L Yy
DA Accomplishment Cod|papT =|| Courses: l:l
. DEFENSE CONTINGENCY
Available for Volunteers |pcecyce gperaTion
H H 13 H H 7 H
Creating a Click on the drop down menu of the “Desig/Rating” field. Select the
Requirement: designation or rating of personnel needed for this requirement.
F iy
Personnel | = 5 rement 1002-0001
I5M
Need Request Requ|iss =rs BNC Histary Status WValidation Comments
MV 5 - Pl oo el Sl Tahaadn v
I\
Requirement Information MAT
Title: = FC13_ADMIN ¢ Mission Classification: *
M55 —
Begin Date: *(2008.10.01 |4zap 00930 | [
MSSE B
MST
Category MU
Grouping Category: * E :EI
0s
0SS
Personnel Need PA -
Desig/Rating: * - Service: [cOAST GUARD [+]
Pay Grade Start: * | EI Component:| EI
Pay Grade End: * | El Clearance: | El
Competencies — L .

Available for Volunteers [

Click on the drop down menu of the “Pay Grade Start” field and select the
14
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correct starting pay grade of personnel.
7 . N1

— - rement 1002-0001
Request Requ “° 5 BNC History Status Validation Comments
Requirement Information
Title: * FC13_ADMINO?2 Mission Classification: *
03
Begin Date: * 20091001 [O3E 0.09.30
04 G
05
Category 08
p + [apl©7
Grouping Category: E 08 :EI
0%
Personnel Need 010
o G5-1 ) —
Desig/Rating: * G52 o Senvice: |CDHS GUARD El
Pay Grade Start: * Component: | EI
Pay Grade End: * | El Clearance: | El

Gompetencies — R —

Available for Volunteers [

Click on the drop down menu of the “Pay Grade End” field and select the
correct ending pay grade of personnel. If the requirement is requesting for a
specific pay grade such as E4, select E4 on both of the “Pay Grade Start” and
“Pay Grade End” fields.

Click on the drop down menu of the “Component” field and select the correct
component of personnel.

= Requirement 1002-0001

Request Requirement Receiving Unit Orders BMC History Status Walidation Comments

Requirement Information

Title: * |FC13_.'—".DI'-.-lIr-J_T1D_F‘r’1D_DD1 | Mi==ion Classificatinn: =
Begin Date: * 2009.10.01 | [ End Date: *|2010.09.30 | [

Category

Grouping Category: * |AI:I.1IN El

Personnel Need

Desig/Rating: * [OFFICER [=] Service:  [COAST GUARD N\ [=]

5"
Pay Grade Start: * |DZ EI Component:| e
Pay Grade End: * |DZE EI Clearance:

ACTVE
AUXILARIST
CIVILIAN
CONTRACTOR,

Competencies: I:I L4 TMT Codes:
DA Accomplishment Codes: I:I L4 Courses:

Available for Volunteers [[]

ACTWVE/RESERVE

ANY

Click on the drop down menu of the “Clearance” field and select the correct
security clearance required by personnel for this requirement.

To search for competencies, click on the binocular icon to the right of the
“Competencies” field to open the Lookup Competency window.

15
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[ - Requirement 1002-0001

Request Requirement Receiving Unit Orders BNC_ History Status Walidation Comments

Requirement Information

Title: = [FC13_ADMIN_T10_FY10_001 | Mission Classification: =
Begin Date: * 20091001 | [ End Date: * (20100930 | [

Category

Grouping Category:  * |AI3I-1IN El

Personnel Need

Desig/Rating: * [oFFICER [=] Service:  |COAST GUARD N [=]
Pay Grade Start: * | 0z EI Component: | RESERVE B

Pay Grade End: * [ozE [+] Clearance: |SECRET \\‘%
Competencies: l:l B, TMT Codes: l:l L4

DA Accomplishment Codes: l:l L4 Courses: l:l L4

Available for Volunteers [

Creating a In the Lookup Competency window, click in the “<Code>" field and enter a
Requirement: competency code and then click on “GO” to search for a specific competency.
Personnel Lookup | Competency

Need -

Competency =

| Code | Deschpticn
2MIMNST 2M Instructor/Recertifier
2ZMMREPR Microminiature Repr Tech
ZMRPR Miniature Repr Tech
A&PCERT Airframe & Powerplant Cert
A&PINSP FAA Inspection Authorization
AATWSM Awvi Int Weps Sys Maint Tech
ACET/C ACET Computer Technology
ACET/E ACET Electronics Technology

T | 3

Pagel of 4, items1 to 100 of 400.

|[Lok

To select the desired competency, click on the competency code or description
from the search results. The competency code will now appear in the field box
on the bottom of the window. If you have other competencies to enter, repeat
these steps for each requested competency.

To search for a specific competency using a description, repeat these steps
using the “<Description>” field rather than the “<Code>" field. When all
requested competencies have been entered for this requirement, click on the
“OK?” button near the bottom of the screen. The Lookup Competency window
will now close.

16



Creating a

Requirement:

Personnel
Need —
TMT Codes

22 MAR 2010

Lookup | Competency

<Code> shotgun E

| Code | Description \
MARES \ Shotgun Qualification

4 I / | »
/ Click = row to 2dd the item to the sezrch criteria

[MARES # | ok |

You will now be brought back to the Requirement window. Notice that the
selected competency codes from the Lookup Competency window will now
appear in the “Competencies” field.

= 4 il Requirement 1002-0001

Request Requirement Receiving Unit Orders EINC_ History Status Walidation Comments

Requirement Information

Title: * |FC13_.¢.DI'-.-1IN_T1D_F‘r’1D_DD1 | Mission Classification: * | Mission Critical
Begin Date: * |2009.10.01 E End Date: * (2010.09.30 E
Category

Grouping Category: * |=:I'II. |

Personnel Need

Desig/iRating: * |:I:FFI:JER | Service: |:;:;:;5— GUARD |
7
Pay Grade Start. * | 02 / | Component: | RESERWE |
Pay Grade End: * |!I!25 / | Clearance: |SE!ZRE_ |
»
Competencies: WMARES,MARER MAREF TMTCodes: [ | 4

Available for Volunteers [[]

To search for TMT Codes, click on the binocular icon to the right of the “TMT
Codes” field to open the Lookup Quals window.

17
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= < i Requirement 1002-0001

Request Requirement Receiving Unit Orders EINC_ History Status Walidation Comments

Requirement Information

Title: * |FC13_.i.DI'-.-1IN_T1D_F‘r’1D_DD1 | Mission Classification: * | Mission Critical
Begin Date: * |2009.10.01 E End Date: * (2010.09.30 E
Category

Grouping Category: * |=:I'II. |

Personnel Need

Desig/Rating: * | OFFICER | Senice: | COAST GUARD |
Pay Grade Start: * | 0z | Component: | R E /|
Pay Grade End: * |!I!25 | Clearance: |SE!ZRE_ B/I |
Competencies: A A TMT Codes: I:I &
DA Accomplishment Codes: I:I L Courses: I:I L4

Available for Volunteers [[]

Follow the same procedures for selecting requested competencies in the
Lookup Competency window by either searching in the “<Code>" or
“<Description>” fields. When all TMT codes have been selected, click on the
“OK” button near the bottom of the screen. The Lookup Quals window will
now close.

Lookup | Qual
<Code> <Description> E
| Code migriution \\
1038 SPC-AB BOAT CREW MEMBER |';'|
1039 BO:BOARDING OFFICER CURREMCY REQUIREMENTS T
1040 BTM:BOARDING TEAM MEMBER CURREMCY REQUIREMENTS
1041 CURRENCY BOAT CREW MEMBER (UTE)
1042 CURRENCY ENGIMEER (UTE)
1043 CURRENCY COXSWAIN (UTE)
1044 ALL HAMDS GMT FOR A STATION
1045 MLE: 44 FT SMALL BOAT CREW MEMEBER i
i | 1] | 3
[1]2 3 4 Pagelwemsltolﬂﬂ of 400,
Click = row to 2dd the item to the seanch criteriz

| |Lok |

You will now be brought back to the Requirement window. Notice that the
selected TMT codes from the Lookup Quals window will now appear in the
“TMT Codes” field.

18
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= Requirement 1002-0001

Request Requirement Receiving Unit Orders BMC History Status Walidation Comments

Requirement Information

Title: * |FC13_.'—".DI'-.-1IP-J_T1D_F‘r’1D_DD1 | Mission Classification: * | Mission Critica
Begin Date: * |2009.10.01 E End Date: * (2010.09.30 E
Category

Grouping Category: * |-—3"'. |

Personnel Need

Desig/iRating: * | OFFICER | Service: | COA |
Pay Grade Start: * | 02 | Component: |% / |
Pay Grade End: * | 02E | Clearance: |S:-<: /l |
Competencies: MARES,MARER MAREF TMT Codes: »

Available for Volunteers [

Creating a To search for DA Accomplishment Codes, click on the binocular icon to the
Requirement: right of the “DA Accomplishment Codes” field to open the Lookup School
Personnel window.

DA Codes _ Request | Requirement  ReceMngUnit  Orders BNC _ History  Status  Validation  Comments

Requirement Information

Title: * |FC13_.3.D|".'III"~I_T1U_F‘r’1U_UU1 | Mission Classification: * | Mission Critic
Eegin Date: * |2009.10.01 E End Date: * |2010.09.30 E
Category

Grouping Category: * |-—3"'. |

Personnel Need

Desig/Rating: * OFFICER | Senvice: | COA

|
Pay Grade Start: * | 02 | Component: | R
Pay Grade End: * | 02E /| Clearance: |S:,1: |
WARES MARER MAREF % / TMT Codes: B
DA Accomplishment Codes: I:I L4 Courses: I:I L4

Mvailable for Volunteers [

Competencies:

Follow the same procedures for selecting requested competencies bin the
Lookup Competency window by either searching in the “<Code>" or
“<Description>” fields. When all DA Accomplishment codes have been
selected, click on the “OK” button near the bottom of the screen. The Lookup
School window will now close.
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Requirement:

Personnel
Need —
Course Code
Lookup

22 MAR 2010

Lookup | School

<Code> <Description> E

| Code | cription

000001 AEC - (ARCHIVED) h I.;.I

000003 ATC - (ARCHIVED)

000005 ADC - (ARCHIVED)

000007 AMC - (ARCHIVED)

000008 (Archived - CG Institute)

000003 BMC - (ARCHIVED)

000011 BTC - (ARCHIVED)

000013 CSC - (ARCHIVED) Al
€ [T | ¢

1]2 3 4

Page 1of 4, items 1 to 100 of 400.
Click 2 row to add the item to the seanch criten E\

Lok |

You will now be brought back to the Requirement window. Notice that the
selected DA Accomplishment codes from the Lookup School window will

Requirement Information

now appear in the “DA Accomplishment Codes” field.

= 4 Requirement 1002-0001

Request Requirement Receiving Unit Orders

BNC History Status Validation Comments

Title: = |FC13_.i.DI'-.-lII‘-J_T1D_F‘r'1D_DD1 | Mission Classification: * |Mizzion Critical

Begin Date: * 20091001 | [F

Category

End Date: *|2010.09.30 | [

Grouping Category: * |;3I'II.

Personnel Need

Desig/Rating: * |:I:FFI=JER | Service: |:::::;S_ GUARD |
Pay Grade Start: * |:I:2 | Component: |RESER'-\-"E |
Pay Grade End: * |!I!25 | Clearance: |SE!ZRE_ |

Competencies:

DA Accomplishment Codes: |OPSBO,ADVADMPR

Available for Volunteers [

MARES MARER, MAREH @ TMT Codes: |1148,1147,1152 e

Cowses: [ |®

To search for courses, click on the binocular icon to the right of the “Courses”
field to open the Lookup Course window.

20
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= & Requirement 1002-0001

Request Requirement Receiving Unit Orders BMNC History Status Validation Comments

Requirement Information

Title: * |FC13_.¢.DI".1II"J_T1D_F‘r’1D_DD1 | Mission Classification: * | Mission Critical
Begin Date: * (2009.10.01 E End Date: * |2010.09.30 E
Category

Grouping Category: * |=3I'II. |

Personnel Need

Desig/Rating: * |:I:FFI::ER | Sarvice: |:;:j ARD |
Pay Grade Start: * |:I:2 | Component: | RE |
Pay Grade End: * |!I!25 | Clearance: |SE. ET /|

Competencies:

TMT Codes: [1148,1147,1152 "’/
ousess [ |®

Available for Volunteers [

Follow the same procedures for selecting requested competencies bin the
Lookup Competency window by either searching in the “<Code>" or
“<Description>” fields. When all course codes have been selected, click on the
“OK” button near the bottom of the screen. The Lookup Course window will
now close.

Lookup | Course

<Code> <Description E
| Code @vimion \

000001 AEC - (ARCHIVED) =
000003 ATC - (ARCHIVED)

000005 ADC - (ARCHIVED)

000007 AMC - (ARCHIVED)

000008 (Archived - CG Institute)

000009 BMC - (ARCHIVED)

000011 BTC - (ARCHIVED)

000013 CSC - (ARCHIVED) i

4 | 1 | 3
[1/2.3 4 Page 1 of 4, items 1 to 100 of 400.

| : — ek

You will now be brought back to the Requirement window. Notice that the
selected Course codes from the Lookup Course window will now appear in the
“Courses” field.
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= < i Requirement 1002-0001

Request Requirement Receiving Unit COrders

EINC_ History Status Walidation Comments

Requirement Information

Title: * |FC13_.¢.D|".'1IN_T1D_F‘r’1D_DD1 | Migsion Classification: * | Mission Critical
Begin Date: * |2009.10.01 E End Date: * (2010.09.30 E
Category

Grouping Category: * [ADNIN |

Personnel Need

Desig/Rating: * |:I:FFI::ER | Semvice: |
Pay Grade Start: * | 0z | Component: | RESERWE |
Pay Grade End: * |!I!25 | Cleatgnce: |SE! T |
Competencies: WARES,MARER MAREFR TMT Codes: »

DA Accomplishment Codes: |OPSBO ADVADMPR Courses: 200650,351200,35121 4

Available for Volunteers [[]

Creating a Check the “Available for VVolunteers” checkbox to make this requirement
Requirement: available for volunteers in the MRTT Volunteer Bulletin Board.

Need —_ Request Requirement Receiving Unit Orders ENC_ History Status Validation Comments
E/Iaklng the Requirement Information
Aeql';lrbelmint Title: * |FC13_.¢.Dr-.-1IN_T1D_F‘r’1D_DD1 | Mission Classification: * | Mission Critical
vallaple to
Begin Date: * (20091001 | [ End Date: * 20100930 | [
Volunteers
Category
Grouping Category: * |=3I'II. |
Personnel Need
Desig/Rating: * |:I:FFI:JER | Service: |:;:;: ARD |
Pay Grade Start: * |=I:2 | Component: |RESE |
Pay Grade End: * 0ZE | Clearance: |SE::RE‘ |
Competencies: JIARER MAREF # TMT Codes: [1148,1147.1152 | #®
DA Accomplishment Codes: SE!O__L.D"\."P.DI-.-1F'R Courses: 200650,,351200,35121 4
Available for Volunteers
Clicking this checkbox will advertise this requirement
on the Volunteer Bulletin Board
Creating a Click on the Receiving Unit tab to move onto the next tab of the requirement.
Requirement:
Receiving
Unit

22
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= =L Requirement 1002-0001

Request Requirement Receiving Unit Orders BMNC History Status Validation Comments

Requirement Information

Title: = FCA13_ADMIN_T10_FY10_001 Mission Classification: * |Mission Critica
Begin Date: * (20091001 | & End Date: * (20100930 | [
Category

*

Grouping Category: ADMI

Personnel Need

Desig/Rating: * FFICER Service: ARD

Pay Grade Start: * 02 Component: | RE

Pay Grade End: * 02E Clearance: |SECRET

Competencies: MARES MARER MAREH & TMT Codes: (1148 1147 1152 L4
DA Accomplishment Codes: |OPSBO,ADVADMPR & Courses: 200650,351200,35121 B

Available for Volunteers

On the Receiving Unit tab, begin filling out the receiving unit information.
Click on the binocular icon to the right of the “Geographical Location” field to
search for the geographical location code.

= I i Requirement 1002-0001

Request Requirement Receiving Unit Orders

BNC History Status Validation Comments

Receiving Unit

Destination OPFAC: 21-75110 Geographical Location: * L4
Primary Receiving Unit POC Information \

POC Name: *
POC Phone: *
POC Email: *

] Secondary Receiving Unit POC Information is the same as above.

Secondary Receiving Unit POC Information

POC Name:
POC Phone:
POC Email:

Reporting Instructions

Rep. Instructions: *

Tinndinn Damnetar

The Lookup Code window will now open. Click in the “<Code>" field and
enter a geographical location code to search for. Click on the green “GO”
button to search. Select the geographical location by clicking on the
geographical location from the search results.
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Lookup | Code

<Codex» <Descriptionz m
Code \\kscri:}tion \
02053150 AR, PINE BLUFF i
02053450 AR, RUSSELLVILLE
02053595 AR, SHUMAKER
02060000 CALIFORNIA / il
02060010 CA, ALAMEDA i
02060080 CA, ANAHEIM
02060200 CA, AUBURN
02060210 CA, AVALON
02060240 CA, BAKERSFIELD i
123456780910 . Page 1 of 16, items 1 to 200 of 3124,

To search for a geographical location by description, click in the
“<Description>" field and enter in the geographical location in the format:

State Abbreviation, City Name
Example: CA, ALAMEDA

Then click on the green “GQO” button to search for the geographical location
code. Select the geographical location by clicking on the geographical location
from the search results.

Lookup | Code

< CA, ALAMEDA \ 0| \
Code | Description
02060010 CA, ALAMEDA \

The Lookup Code window will automatically close and you will return to the
Requirement window. Notice that the “Geographical Location” field will now
contain the geographical location code you selected from the Lookup Code
window.
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.= Requirement 1002-0001

Request Requirement Receiving Unit Orders BMC History Status Validation Comments

Receiving Unit

Diestination OPFAC: 21-75110 Geographical Location: * 02060010 ‘0

Primary Receiving Unit POC Information
POC Name: *
POC Phone: *
POC Email: *

] Secondary Receiving Unit POC Information is the same as above.

Secondary Receiving Unit POC Information

POC Name:
POC Phone:
POC Email:

Reporting Instructions

=

Rep. Instructions:

ann dina Doarsnetnr

Next click on the “POC Name” field in the Primary Receiving Unit POC
Information section. Enter in the rank and name of the receiving unit POC.

Click on the “POC Phone” field and enter in the phone number of the receiving
unit POC in the format of “XXX-XXX-XXXX".

Click on the “POC Email” field and enter in the official CG email address of
the receiving unit POC.

.= Requirement 1002-0001

Request Requirement Receiving Unit Orders BMC History Status Validation Comments

Receiving Unit

Diestination OPFAC: 21-75110 Geographical Location: * 02060010 ‘0

Primary Receiving Unit POC Information
POC Name: * BMCM JOE COASTIE
POC Phone: * 510-437-0000

POC Email: = JOE_CO%STIE@USCGH.IILI/

] Secondary Receiving Unit POC Information is the same as above.

O

Secondary Receiving Unit POC Information

POC Name:
POC Phone:
POC Email:

Reporting Instructions

Rep. Instructions: *

ann dina Doarsnetnr

If there is a secondary POC for the receiving unit, enter in that information
within the Secondary Receiving Unit POC Information section of the
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Receiving Unit tab following the steps used for the Primary Receiving Unit
POC Information. Otherwise, click the “Secondary Receiving Unit POC
Information is the same as above” box to indicate there is none. Primary
Receiving Unit POC Information will automatically be copied to the

Secondary Receiving Unit POC Information fields.
T\ = 3 W Requirement 1002-0001

Request Requirement Receiving Unit Orders ENC_ History Status Validation Comments

Receiving Unit

Diestination OPFAC: 21-75110 Geographical Location: * 02060010 0

Primary Receiving Unit POC Information
POC Name: * BMCM JOE COASTIE

POC Phone: * 510-437-0000

F'Oy: * JOE_COASTIE@USCG.MIL|

Secondary Receiving Unit POC Information is the same as above.

Secondary Receiving Unit POC Information

POC Name: BMCM JOE COASTIE

POC Phone: 510-437-0000

POC Email: JOE_COASTIE@USCG.MIL|
Reporting Instructions \

*

74

Rep. Instructions:

W Cinmmend | b Trmndinm Damnetnr

Lastly, click on the “Rep. Instructions” field in the Reporting Instructions
section of the Receiving Unit tab. Enter or paste any pertinent reporting
instructions here.

= I i Requirement 1002-0001

Request Requirement Receiving Unit Orders EINC_ History Status Validation Comments

Receiving Unit

Destination OPFAC: 21-75110 Geographical Location: * 02060010 4

Primary Receiving Unit POC Information

POC Name: * BMCM JOE COASTIE
POC Phone: * 510-437-0000
POC Email: * JOE_COASTIE@USCG.MIL

Secondary Receiving Unit POC Information is the same as above.

Secondary Receiving Unit POC Information

POC Name: BMCM JOE COASTIE

POC Phone: 510-437-0000

POC Email: JOE_COASTIE@USCG.MIL|

Reporting Instructions /
MEMBER TO REPORT TQ FC-13, ALAMEDA, CA ON 010CT2009. | -

Rep. Instructions: *

Creating a
Requirement: By Name Candidate is defined as an individual who the requesting unit has
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Candidate
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pre-identified to fill a requirement. If the requesting unit has already identified
a possible candidate, click on the “BNC” tab to enter the candidate.

= & i Regquirement 1002-0001

Request Requirement Receiving Unit Orders BNC History Status Validation Comments

Receiving Unit

Destination OPFAC: 21-75110 Geographical Location: * 02060010 g

Primary Receiving Unit POC Information

POC Name: * [BMCIM JOE COASTIE |
POC Phone: * [510-437-0000 |
POC Email: * [JOE_coAsTIE@USCG.MIL|

Secondary Receiving Unit POC Information is the same as above.

Secondary Receiving Unit POC Information

POC Name: [BMICM JOE COASTIE |
POC Phone: [510-437-0000 |
POC Email: [JOE_COASTIE@USCG.MIL|

Reporting Instructions

MEMBER TO REPORT TO FC-13, ALAMEDA, CA ON 010CT2009. | -
Rep. Instructions: *

On the By Name Candidate (BNC) tab, click on the binocular icon to the right
of the “EmplID” field. The Lookup Employees window will now open.

To search for the member by EMPLID, enter their EMPLID into the
“<Employee ID” field and click on the green “GO” button. Click on the
member from the search results to select the member. The Lookup Employees
window will now automatically close.

Lookup | Employees

1259376

| Emp | MName
1259376 CHEMG, STEPHEN C.\ LTIG 21- Secret  Select...

If you choose to search for the member by name, enter a part or their full last
name into the “<Name>" field and click on the green “GO” button. Click on
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the member from the search results to select the member. The Lookup
Employees window will now automatically close.

Lookup | Employees

| Emp | MName
2066847 CHENG, DAVID L - Mo Reqular
1259376 CHEMG, STEPHEN C. 02 LTIG 21- Secret  Select...
1232130 CHEMGERIAM, MATTHEW MT UMK Staff Auili...

You will now notice that the selected member’s information will now be
contained in the BNC tab.

= & i Requirement 1002-0001

Request Requirement Receiving Unit Orders BHNC History Status Walidation Comments

By Name Candidate
EmplD: » Name: CHENG. STEPHENC.
Status: Selected Reserve Pay Grade: 02
Rating'\Desig.: LTJG Current Unit: 21-06824
Clearance: Secret Unit Desc: FORCECOM (FC-1)
Candidate

Justification:

Clear Candidate Data

Next enter any justifications for the candidate such as CGMS message, email
or notes into the “Candidate Justification” field.

= & Requirement 10020001

Request Requirement Receiving Unit Orders BNC History Status Walidation Comments

By Name Candidate
EmplD: Q Name: CHENG, STEPHEN C.
Status: Selected Reserve Pay Grade: 02
Rating\Desig.: LTJG Current Unit; 21-06824
Clearance: Secret Lnit Desc: FORCECOM (FC-1)
) PREVIOUSLY SELECTED BY REQUESTING UNIT AS STATED IN EMAIL BETWEEN FC-13 AND MEMBER
Candidate DATED 08AUG2009.

Justification: \
Clear Candidate Data \
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Requirement:

Comments

22 MAR 2010

You can clear the member you selected in error by clicking on the “Clear
Candldate Data” button on the bottom left of the BNC tab.

= Requirement 1002-0001

Request Requirement Receiving Unit Orders BNC Histary Status Walidation Comments

By Name Candidate

EmplD: 1259376 & Name: CHENG. STEPHEN C.
Status: Selected Reserve Pay Grade: 02

Rating\Desig.: LTJG Current Unit: 21-06824
Clearance: Secret Unit Desc: FORCECOM (FC-1)

PREVIOUSLY SELECTED BY REQUESTING UNIT AS STATED IN EMAIL BETWEEN FC-13 AND MEMBER

Can_d_idat_e DATEDABAUG2008.
Justification:

Clear Candidate Data

If you have any additional comments to provide for this requirement, click on
the Comments tab.

— = Requirement 1002-0001

Request Requirement Receiving Unit Orders BNC History Status Validation Comments

By Name Candidate

EmplD: 1259376 & Name: CHENG, STEPHEN C.
Status: Selected Reserve Pay Grade: 02
Rating\Desig.: LTJG Current Unit: 21-06824
Clearance: Secret Unit Desc: FORCECOM (FC-1)
PREVIOUSLY SELECTED BY REQUESTING UNIT AS STATED IN EMAIL BETWEEN FC-13 AMD MEMBER
Candidate DATED 08AUG2009.

Justification:

Clear Candidate Data

Click on the “Add Comment” link to open the “Comment” field. Enter any
comments that you may have for this requirement into this field. Click on the
floppy disk icon to save the comment. The “Comment” field will now
automatlcally close and you will be brought back to the Comments tab.

= IS Requirement 1002-0001

Request equirement Receiving Unit COrders BMNC History Status Walidation Comments
_'ﬁddComrnent’

MName Comment Last Updated
d EMPLID 12535376 PREVIQUSLY SELECTED AS -
@ CANDIDATE BY REQUESTING UNIT. |

V\ 4

Mo recordst}display. \

You will now notice that the comment you entered has been displayed into the
Comment tab. A number representing the number of current comments on this
requirement is now displayed in the Comment tab link.
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= Requirement 1002-0001

Request Requirement Receiving Unit Orders BNC History Status Validation Commen?ﬂ

[“Add Comment /
MName Comment / Last Updated

»
V4 STEPHEM CHEMNG EMPLID 1258376 PREVIOUSLY SELECTED AS CAMDIDATE BY REQUESTING UNIT.  2/27/2010 1:35:52 AM

Validating
Requirement
to Approver

Now click back onto the Request tab and go through each tab to proof all the
data that you have entered to ensure its validity. You will validate data entered
into the Request, Requirement, Receiving Unit, and BNC (if any) tabs. Make
any corrections to incorrect data. If all data is correct, click on the Status tab to
contlnue

= Requirement 1002-0001

Request Reqmrement Receiving Unit Orders BNC H|story Status Validation Comments (1)

Request Information \ \ ; -\ \

URL: 1002 Type: Individual Augmentation (A}
FzzziEs FC13_ADMIN_T10_FY10_001 SErng ADMIN
Request & Category:
Funding DeptlD: Funding OPFAC:
Requesting - Requesting = _ =
DeptiD: 009700 OPFAC: 21-75110 - FORCECOM (FC-1)
Destination = Destination -
DeptiD: 009712 OPEAC: 21-75110 - FORCECOM (FC-13)
CPRL:
PASTE REQUEST FCR FCRCES CGMS MESSAGE, JUSTIFICATICN WCTES, EMAILS CR -

Justification: ANY OTHER JUSTIFICATION INFORMATICHN HERE.

Requestor

Requested By: BMCM JOE COASTIE Requestor Phone: 510-437-0000

Created By: STEPHEN CHENG Requestor Email: JOE_COASTIE@USCG.MIL
Date Created: 2/26/2010 11:04:00 PM

An Approver is defined as a member of the command whom is delegated
authority to approve personnel resource requirements for the unit. Click to
check the “Validated to Approver” box to indicate all data has been validated.
Next click on the binocular icon to the right of the “Tasked Approver” field.

= Requirement 1002-0001

Request Requirement Receiving Unit Orders BMNC History Status Validation Comments (1)

N

Requirement Status
Pending Requestors Validation:

‘Validated to Approver:
Canceled:
Reviewed:
Approved:

Denied:

i i

Additional Info Required:

Additional Information

Tasked Approver: * »

Approved Thru: 20091031 | [ \

Tasking Command:
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The Lookup Tasked Approvers window will now open. To search by a tasked
approver’s name, enter part or the entire last name of the tasked approver into
the “<Name>" field and click on the green “GO” button. Click on the tasked
approver in the search results to select them. The Lookup Tasked Approvers
window will now automatically close.

Lookup | Tasked Approvers

Code

Description

ADAMS,
AGUIRRE, LUIS
ALEXANDER,
ARCE, AILEEN
ARVIE, LEE
AUSTRIA, JAIME
AYRISS, SCOTT
BAIRD,
BARAJAS,
BARRY, MARIE
BENMETT,

District 13
DOG
District 1
District 7
District 11
District 5
District &
District 5
District 11
District 1
District 9

To search for a tasked approver by area of responsibility, enter the area of
responsibility into the “<AOR>" field and click on the green “GO” button.

Click on the tasked

approver in the search results to select them. The Lookup

Tasked Approvers window will now automatically close. You will now be
returned to the Status tab where you will notice the Tasked Approver you have

selected is now i

nputted into the “Tasked Approver” field.

o Request Requirement Receiving Unit Ordei EINC_ Hist& Status Validation Comments (1)
Requirement Status
Pending Requestors Validation:
Validated to Approver:
Canceled: ]
Reviewed: ]
Approved: [
Denied: ]
Additional Info Required: [
Additional Information
Tasked Approver. * ARVIE, LEE L4
Approved Thru: ’M =)

Tasking Command:

Finally, mouse over the CG Emblem and click on “Save” from the drop down
menu or click on the floppy disk icon on the top menu bar to save this

requirement. The re

quirement will now have been saved.
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Click on the Validation tab to view any validation errors in the requirement. If
any validation errors exist, fix those errors and save the requirement again. If no
validation errors exist the requirement has now been created and the Validation
tab will read “No records to display.”

— ™ Requirement 1002-0001

Request Requirement Receiving Unit Orders EINC_ History Status Validation Comments (1)

Vi

Tab Validatio%ssage Type

Mo records to display. KB

If you need create numerous requirements that are the same or similar in data,
you can duplicate a requirement to save time from having to create each one
individually. To duplicate a requirement, navigate to the Manage Requirements
tab of the request after searching the request by URI. Click on “Select” from the

The Request window will now open. On the Request window, click on the

Manage Requirements tab to manage requirements.
=\ = Request 1002

- i = _
u‘ Request Package Validation Manage Requirements (1) Mezsage
Request Information \R
URI: 1002 Date Created: 2/26/2010 11:04:00 PM T;q:e’“

Requesting DeptlD: * Requesting OPFAC:
Dest DeptlD: * Dest OPFAC:

Grouping Category: * ADMIN

Resource Request #: Requested By: *

*

Phone Mumber: * Email: *

Justification:

Now click on the Duplicate Requirements link to open the Requirement
Duplication window.
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@ A0 = Request 1002
Reguest Package Validation Manage Regquirements (1) Message
Move Requirement to existing Request
Target URI: | 1002 |Z| RTN to Move: E [ Mo
Requirements in this Request: 1 Create A New Reguirement | Refresh Grid | Duplicate Reguirements
. . Approved
Select Status Rate Desig Begin Date  End Date Created By Thru
1002- . i o STEPHEM I
00l Validated to Approver OFFICER 10/01,/2008  09/30/2010 CHENG 10/31/2009

In the Requirement Duplication window, click Select on the RTN of the
requirement that you would like to duplicate.

MTT’ USCG MOBILIZATION READINESS
TESTING TRACKING TOOL

Module: Requirement Tracking User: STEPHEN CHENG OPFAC: 21-06824 Role: SystemAdmin

Requirement Duplication

This feature of MRTT allows you to duplicate requirements that you have already
created. The requirement will be duplicated with the exception of the by name

candidate.
RTH Request ID Requirement ID Status action
1002-0001 103920 107448 Validated to Approver Select
/7

Click on the dropdown menu to select the number of times you would like to
have this requirement duplicated. You can select a number from 1 to 100. So by
selecting 100, you will duplicate the requirement 100 times and will have a total
of 101 requirements after duplication by including the original requirement.
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USCG MOBILIZATION READINESS
BrRTT RN

Module: Requirement Tracking User: STEPHEN CHENG OPFAC: 21-068824 Role: SystemAdmin

Requirement Duplication

This feature of MRTT allows you to duplicate requirements that you have already
created. The requirement will be duplicated with the exception of the by name
candidate.

Selectthe number of replications to be created for
this request.

RTM: 1002-0001
ReguirementlD: 107448
ReguestiD: 103920

Click on the Add button to complete requirement duplication.

MRTT will now duplicate the requirement you selected and display them in the
Requirement Duplication window. Each new requirement will have an
individual RTN as seen here. Click the Close button to close the Requirement
Duplication window and return to the Manage Requirements tab of the request.

MTT USCG MOBILIZATION READINESS
TESTING TRACKING TOOL

Module: Requirement Tracking User: STEPHEN CHENG OPFAC: 21-06824  Role: Systemadmin

Requirement Duplication

This feature of MRTT allows you to duplicate requirements that you have already
created. The requirement will be duplicated with the exception of the by name

candidate.
RTHN Request ID Requirement ID Status
|1002-UUU1 103920 107448 Yalidated to Approver Selem|
10020002 103520 107449 Yalidated to Approver Selem|
1002-00[]3 103920 107450 Yalidated to Approver Select|

The Requirements listed above have been saved!

The newly duplicated requirements will not be shown in the Request window.
Click on Refresh Grid, to refresh the Request window. You will now notice that
the number of requirements to manage in the Manage Requirements tab has
changed as well as the duplicated requirements now being listed in the Request
window. To open a specific requirement window and make individual
requirement data edits, click on the RTN of the specific requirement you would
like to edit under the Select column.
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=l Request 1002
Reguest Package Validation Manage Requirements (3) Message
Move Requirement to existing Request
TargetUR: 1002 [+] RTN to Move: ] {  Move™
Requirements in this Request: 3 Create A New Reguirement | Refresh Grid | Duplicate Reguirements
Approved
Select Status Rate Desig Begin Date End Date Created By Thru
1002- " P . STEPHEN P
001 alidated to Approver OFFICER 10/01/2008  09/30/2010 CHENG 10/31/2009
1002- - P i STEPHEN P
0002 alidated to Approver OFFICER 10/01/2009  09/30/2010 CHENG 10/31/2009
1002- - P = STEPHEN P
0003 Validated to Approver OFFICER 10/01/2008  09/30/2010 CHENG 10/31/2009

Enter the RTN or URI for the requirement into the “RTN” field and click on search.
If you entered the URI of the requirement and there are more than one RTN for that

particular URI, all RTNs will be listed in to search results. Click on Select to the left
of the RTN of the requirement you are to approve to open its Requirement window.

AL oo womumamon reoness o o |

Module: Requirement Tracking User: STEPHEN CHEWG OPFAC: 21-06824  Role: Systemadmin

L Scorecard CPRL Import CPRL Management Build-A-Request Requests '/E\‘ I/,}\I @I
Requirements Modules NS
El Requirement Search Criteria
RTMN: 1002 CPRL: -
Requirement Status - Competencies: | |q
OPFAC Type: - OPFAC: [ = URL: ]
Req'd By: /|:| Range Start: = Range End: =

Requirements Found: 3 & Group Update Export: Record Count:

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

[[] Select Sgdrce RTN Status  URI Requirement Title g‘:iassssi;:lation Rate Rank
> [[] Select™ Source 1002-0001 VH 1002 FC13_ADMIN_T10_FY10_001 Mission Critical ~ OFFICER
> [ Select Source 1002-0002 VH 1002 FC13_ADMIN_T10_FY10_001 Mission Critical ~ OFFICER
> [7] Select Source 1002-0003 VH 1002 FC13_ADMIN_T10_FY10_001 Mission Critical ~ OFFICER

On the Requirement window, click each of the tabs to ensure all data of the
requirement is correct before approving it. Once all data has been validated, click on
the Status tab.
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= A Requirement 1002-0001

Request Requirement Receiving Unit Orders ENC_ History/itatus Validation Comments (1)

Request Information

URL: 1002 Type: Individual Augmentation (A}
FEzsies FC13_ADMIN_T10_FY10_001 S Tz ADMIN
Request #: Category:
Funding DeptlD: Funding OPFAC:
Requesting Requesting E _
DeptiD: 009700 OPEAC: 21-75110 - FORCECOM (FC-1)
DEIEiEn 009712 ey 2175110 - FORCECOM (FC-13)
DeptlD: OPFAC:
CPRL:
PASTE REQUEST FCR FCRCES CGMS MESSAGE, JUSTIFICATICH NCTES, EMARILS CR -

Justification: BANY OTHER JUSTIFICATION INFORMATION HERE.

Requestor

Requested By: BEMCM JOE COASTIE Requestor Phone: 510-437-0000

Created By: STEPHEN CHENG Requestor Email: JOE_COASTIE@USCG.MIL
Date Created: 2/26/2010 11:04:00 PM

Click on the box to the right of the “Reviewed” and the “Approved” fields and click
on the dropdown menu of the “Tasking Command” field. Select the command that

will be tasking this requirement.
' — - Requirement 1002-0001

Request Requirement Receiving Unit Orders EINC_ History Status Validation Comments (1)

Requirement Status

Pending Requestors Validation:
Validated to Approver;
Canceled:
Reviewed:
Approved:

Denied:

Additional Info Required:

Additional Information

Tasked Approver. * ARVIE, LEE &

Approved Thru: 20091031 =l

Tasking Command:

Mouse over the CG Emblem and click on Save or click on the floppy disk icon in
the top menu to save the requirement.
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Requirement 1002-0001

Requirement Receiving Unit Orders BNC History Status Validation Comments (1)

=

Request

[ Cancel = Validation:
Er:
H Save

H
View 3
_L Close

—
Additional Info Required: D

Additional Information

Tasked Approver. * ARVIE, LEE L4
Approved Thru: 20091031 | [E
Tasking Command: FORCECOM lz‘

Notice that the elements in the Status tab of the requirement will now be grayed out.
The requirement is now approved and available for volunteers in the MRTT
Volunteer Bulletin Board (VBB).

BNC History Status Validation Comments (1)

Request Requirement Receiving Unit Orders

Requirement Status
Pending Requestors Validation:
Validated to Approver:
Canceled: ]
Reviewed:
Approved:
Denied:

Additional Info Required:

Additional Information

*

Tasked Approver:
Approved Thru:

Tasking Command: FORCECO

On the Requirement window, click each of the tabs to ensure all data of the
requirement is correct before approving it. Once all data has been validated, click
on the Status tab.
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= A Requirement 1002-0001

Request Requirement Receiving Unit Orders EINC_ History Status Validation Comments (1)

Request Information

URL: 1002 Type: Individual Augmentation (JA)
FEmmrE FC13_ADMIN_T10_FY10_001 Sz ADMIN
Request #: Category:
Funding DeptlD: Funding OPFAC:
Requesting Requesting E _
s 009700 Reques 21-75110 - FORCECOM (FC-1)
DesiieT 009712 DzsivaleT 21-75110 - FORCECOM (FC-13)
DeptlD OPFAC:
CPRL:
PRSTE REQUEST FCOR FCORCES CGMS MESSAGE, JUSTIFICATICHN MOTES, EMAILS CR <

Justification: BANY OTHER JUSTIFICATION INFORMATION HEERE.

Requestor

Requested By: BMCM JOE COASTIE Requestor Phone: 510-437-0000

Created By: STEPHEN CHENG Requestor Email: JOE_COASTIE@USCG.MIL
Date Created: 2/26/2010 11:04:00 PM

Click on the box to the right of the “Reviewed” and the “Approved” fields and
click on the dropdown menu of the “Tasking Command” field. Select
“FORCECOM” as it will be tasking this requirement.

= Requirement 1002-0001

Request Requirement Receiving Unit Orders EINC_ History Status Validation Comments (1)

Requirement Status

FPending Requestors Validation:
‘Validated to Approver:
Canceled: ]
Reviewed:
Approved:

Denied:

o O

Additional Info Required:

Additional Information
Tasked Approver: * ARVIE, LEE L4

Approved Thru: 20091031 =

Tasking Command:

Mouse over the CG Emblem and click on Save or click on the floppy disk icon in
the top menu to save the requirement.
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- Requirement 1002-0001
t RQ

quirement Receiving Unit Orders EINC_ History Status Validation Comments (1)

Q Cancel = Validation:
Er:
H Save

=
:
OOEREOEE

Additional Info Required:

Additional Information

Tasked Approver: * ARVIE, LEE |
Approved Thru: 20091031 | [E
Tasking Command: FORCECOM EI

Notice that the elements in the Status tab of the requirement will now be grayed
out. The requirement is now approved and available for volunteers in the MRTT
Volunteer Bulletin Board (VBB).

Request Requirement Receiving Unit Orders EINC_ History Status Validation Comments (1)

Requirement Status

FPending Requestors Validation:
Validated to Approver:

Canceled: ]
Reviewed:

Approved:

Denied:

Additional Info Required:

Additional Information

* | |

Tasked Approver:

Approved Thru:

Tasking Command: |-.:<_:..: |

If you search for the URI of the requirement again from the requirement search
function, you will notice that the Status of this requirement has now changed,
indicating that it has been approved.

MTT' USCG MOBILIZATION READINESS TRACKING TOOL
Scorecard  CPRLImport  CPAL Management  DulkdARequest Reguests Regueements Modsbes

= Raquiramest Saarch Critaria

RTH 12

Recurement Status -

GRFAC Typ - I

Rega By T ror] Range End m

Competensy

Requirernent Tk ,'a = ! Pay Grade Start  Pay Grade End in Date. Appeoved Thiy

> Seley  Gewsce 10000001 A 10z FC13_ADMIN_THO_FY10,001 oz o2 009.30.01 20000930 2091031 MARES MARER, MAREP
> Belect Sowce 10020002 WH 1002 FC1I_ADMIN_TI0_Fr10 001 =+ o 203000 150900 209100 MARLS MARIR MARLP
) Sl Spwcs 10020003 WM 1002 FC13_ADMIN_T20,F110, 001 oz o2t 20093001 oo 20091051 MARES MARER MARER

To cancel a requirement, go to the Status tab of the requirement to be cancelled.
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Requirement Then check the box of the “Canceled” field.
i

i Requirement 1002-0002

Request Requirement Receiving Unit Orders BMNC History Status Validation Comments

Requirement Status
Pending Requestors Validation:

Validated to Approver:
Canceled:
Reviewed: ]
Approved: =
Denied: ]
Additional Info Required: =
Additional Information
Tasked Approver: * ARVIE, LEE L4
Approved Thru: ’M [
Tasking Command: El

A Comments window will now open. Enter specific comments as to why the
requirement will be cancelled and hit the Save button on the bottom of the
window.

Comments

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

This requirement is no longer necessary and has been cancelled by
requiresting unit per Email between FC-1 and FC13 dated 09 AUG 2009.|

MRTT will now confirm that the requirement has been cancelled and the
Comment window will now display the message seen below. Click the Close
button to return to the Requirement Search window.

To confirm that the requirement has been cancelled, re-enter the URI of the
requirement into the Requirement Search window’s “RTN” field and click on
the Search button. You will now see that the Status of the requirement has been
changed to reflect that the requirement is cancelled.
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e g T 88 e Y Aot At s e svnsmies sy

card CPRLImport CPRLManagement Build-A-Request Requests Requirements Modules

RTN: 1 CPRL: -

Requirement Status - Competencies: \ |4'

Req'd By: Range Start: Range End:

rements Found: 3 8 Group Update Record Count:

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

[C] Select Source RTN Status  URI Requirement Title z’:‘::s‘i';:‘mim Rate Rank Pay Grade Start  Pay Grade End  Begin Date
> [7] Select Source 1002-0001 A fl FC13_ADMIN_T10_FY10_001 Mission Critical ~ OFFICER 02 028 2009.10.01
> [ Select Source 1002-0002 CNL” 1002 FC13_ADMIN_T10_FY10 001 Mission Critical ~ OFFICER 02 02 20091001
5> [ Select Source 1002-0003 VH 1002 FC13_ADMIN_T10_FV10_001 Mission Critical ~ OFFICER 02 028 20001001
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