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1.0 INTRODUCTION

Drill Manager (DM), a module of the Requirements Transition and Manpower Management System
(RTAMMS), was developed for Marine Forces Reserve (MARFORRES) to manage the annual drill
schedule, muster Marines, and manage Additional Paid Drills (APDs). In addition to these
administrative functions, individual Marines use DM to track the status of drills all the way from
scheduling to payment.

The processes described in this document apply to Selected Marine Corps Reserve (SMCR) and
Individual Mobilization Augmentee (IMA) Marines.

e Audience and Communities

e MCMEDS Sub-Module

e System Requirements

e Licensing and Installation

e Drill Manager Account and CAC Access
e My Account and Permissions

e Drill Manager Help

e Drill Manager Support Desk

1.1 Audience and Communities

RTAMMS serves both Active Duty and Reserve Marines who are joined by Reporting Unit Code
(RUC) to SMCR units or IMA detachments. RTAMMS also supports service members from each of
the other branches of the military, civilians (support personnel), and the Reserve Medical Entitlements
Determination (RMED) section of the Wounded Warrior Regiment (WWR).

Each of these communities interact with RTAMMS differently in some key areas, including account
creation and management, scheduling drills, and using the Marine Corps Medical Entitlements Data
System (MCMEDS) sub-module. This user manual highlights these distinctions between processes as
necessary.

All user accounts regardless of community are in one or more of the following categories:

Table 1: RTAMMS User Account Types

Account Type Roles and Capabilities Help Sections

These users hold only the default user role. This allows

certain types of drill requests to be submitted, view the | Introduction DM Overview
unit schedule, and track drills through completion, DM Home DM Schedule
certification, and ultimately paid.

Standard Users

1
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Account Type Roles and Capabilities Help Sections

These users hold one or more additional roles in

RTAMMS. This includes capabilities to manage user
Administrative accounts; schedule, reschedule, and approve drill All Sections (except HHQ
Users requests; annotate, certify, and submit the muster sheet; | Roles)

perform corrective actions, run reports, and manage

Additional Paid Drill (APDs) allocations.

Higher Headquarters (HHQ) users have view-only
access to all subordinate units, and can also run reports
Headquarters DM | for those units.

Support HHQ Roles

RTAMMS Support representatives have universal
access for troubleshooting.

These are RTAMMS users who also hold MCMEDS MCMEDS Sub-Module My
roles to create and submit cases for a unit. These roles Account
MCMEDS Users are concurrent with DM roles. Account Management

RMED user roles are unique to MCMEDS and are
covered in the MCMEDS user manual. MCMEDS User Manual

1.2 MCMEDS Sub-Module

MCMEDS is a sub-module of RTAMMS that may only be accessed through RTAMMS. The sub-
module is only visible to users who have MCMEDS user roles associated to the RTAMMS accounts.
Whereas DM was developed to manage and track drills from scheduling to payment, the mission of
MCMEDS is to support the Wounded Warrior Regiment in the submission, reporting, and tracking of
Line of Duty (LOD) and Medical Hold (Med Hold) cases.

This user manual only covers MCMEDS functionality where it overlaps with Drill Manager,
specifically in the area of account management and assigning MCMEDS user roles. For a full
explanation of MCMEDS functionality, see the MCMEDS user manual, which can be viewed from the
Help menu in the application header (see Application Header).

1.3 System Requirements

Users must have each of the following to use Drill Manager:
e An Internet connection (DSL or faster for optimal performance)
e Internet Explorer (version 11.0 or higher)
e A Drill Manager account
e Avalid Public Key Infrastructure (PKI)
e A Common Access Card (CAC) and a CAC reader
e PIV Authentication Certificate added to CAC

2
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NOTE: When logging into RTAMMS, the user must select their Authentication Certificate upon being
prompted for certs. If the user does not have an Authentication Certificate, they must go to the DEERS
self-service website: https://www.dmdc.osd.mil/self_service and follow their steps to activate the PIV
Authentication Certificate.

14 Licensing and Installation

Drill Manager is a product of the United States Marine Corps (USMC), designed specifically for
MARFORRES. It is available to all Marines and Civilian personnel responsible for creating, updating,
or viewing drill events.

To use Drill Manager, the user must submit a completed DD Form 577 to the unit’s DM Manager to be
added as a new RTAMMS user. See Drill Manager Account and CAC Access.

1.5 Drill Manager Account and CAC Access

As a Reserve Marine, a Drill Manager account is automatically created when assigned to unit in
MCTFS/Marine OnLine. Drill Manager reads this information from the Operational Data Store
Enterprise (ODSE) database and assigns the Reserve Marine default permissions for that unit.

If this information is not current or if the user is not a Reserve Marine, the user must contact one of the
following account managers to help set up an RTAMMS account before the user can log in:

e Reserve Marine (SMCR): Contact the unit’s DM Manager.

e Reserve Marine (IMA): Contact either the unit’s Operational Sponsor or the IMA Program
Manager.

e All other users (Active Duty, Civilian, other military branches) supporting an SMCR Unit. Contact
reserve unit’s DM Manager.

e All other users (Active Duty, Civilian, other military branches) supporting an IMA Unit. Contact
reserve unit’s Operational Sponsor or the IMA Program Manager.

RTAMMS Support can be contacted for all issues related to RTAMMS accounts. For a new account,
the user’s Electronic Data Interchange Personal Identifier (EDIPI) and Social Security Number (SSN)
must be provided (See Add User Account).

Once an RTAMMS account is set up and the user is assigned to the correct unit, the user will follow
the steps below to access Drill Manager:

e Insert CAC.

e Go to https://rtamms.mceits.usmc.mil/. The supported browser is Internet Explorer (version 11 or
higher).

e Select the PIV Authentication Certificate and enter Personal Identification Number (PIN).
The Privacy Act Warning and the HIPAA Warning appear:
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You are accessing a U.5. Government (USG) Information System (IS) that is provided for USG-authorized use only.
By using this IS (which includes any device attached to this IS), you consent to the following conditions:

* The USG routinely intercepts and monitors communications on this IS for purposes including, but not limited to, penetration testing, COMSEC monitoring, network operations and defense, personnel
misconduct (PM), law enforcement (LE). and counterintelligence (CI) investigations.

* At any time, the USG may inspect and seize data stored on this IS.

» Communications using, or data stored on, this [S are not private, are subject to routine monitoring, interception, and search, and may be disclosed or used for any USG authorized purpose.

* This IS includes security measures (e g . authentication and access controls) to protect USG interests -- not for vour personal benefit or privacy.

+ Notwithstanding the above, using this IS does not constitute consent to PM, LE or CI investigative searching or monitoring of the content of privileged communications, or work product, related to personal
representation or services by attorneys. psychotherapists. or clergy, and their assistants. Such communications and work product are private and confidential See User Agreement for details.

HIPAA Warning - Applies to any system accessed by this connection which contains data related to the health of an individual:
Protected Health Information in this system is subject to Public Law 104-91, the Health Insurance Portability and Accountability Act of 1996 and the Final Privacy Rule and Final Security Rule codified in 45

CFR § 160 and 164, DoD 6025.18-R, “DoD Health Information Privacy Regulation™ and DoD 8580.02-R, “DoD Health Information Security Regulation.” Information in this system may only be used and/or
disclosed in strict conformance with these authorities. Appropriate sanctions against members who fail to comply with the security policies and procedures are allowed under 45 CF R § 164 308(1)(u1)(C)

See User Agreement for details.

Figure 1: Privacy Act and HIPAA Warning

1. Read both warnings and click I Accept to continue to the DM Home page (see Drill Manager
Home).

1.6 My Account and Permissions
Only default permissions associated to a standard user’s RTAMMS account are required. All other
users must request specific user roles from the unit’s DM Manager.

For a standard user to self-manage an RTAMMS account, click the My Account hyperlink from top
right of any screen:

My Account Accessibility Help

Figure 2: My Account Hyperlink

Four things can be done from the My Account menu:
1. View Account Details and Permission Requests
2. Request Permissions
3. Set Email Preferences
4. Upload Documents.
NOTE: The uploaded document can be no more than 10Mb.

16.1 View Account Details and Permission Requests

After selecting My Account, the User Account Details displays with a Current Permissions and
Requests (past and present) drop down list:
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Account Management

HQTRS MAG-41 ATH MAW {00048)

Personal Info:
Last Hame:

Contact Info
Address: UnitMBRA (RA)
First Name: Phone: RUC:20002
Rank:CIV Email) Unit Phone:
EDIFI: Join Drate:NfA.

unit Info:

Login Enabled:true

urrent Permissions and Requests: Requested  « @

ole Unit ~ Date Requested ~ Date Modified ~ Approver ~ Status ~
Reviewer @ HQTRS MAG-41 4TH MAW (00045} 0810512017

Requested

Figure 3: User Account Details

A. Click Email Preferences to select which notifications to receive from Drill Manager.
B. Click Request Permissions to select user roles and submit a request for approval.

C. Select a status to view the corresponding permissions requests below.

Select the check box for one or more pending requests, and then click Delete Request to remove
and cancel the request.

E. Click the hyperlinked Role to view account request details.

NOTE: In the account request details, click the hyperlinked File Name (Authorization) to view the
attached authorization document.

1.6.2 Request Permissions

To create a permissions request, click Request Permissions (My Account > User Account Details >
Request Permissions). Provide the required information as shown below:

Reques! Primisssosy

st Tree: giacs = .-_ﬁ|I @ 'I
]
Ll T . - @

= g g
[ PR @
.

Bad typs

SRR 1348 DD oo 57T

Figure 4: Request Permissions
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A. Select the Unit Type from the list box.
B. Select the Unit from the list box (detachment / OpGroup / MCC / RUC if IMA was selected above).
C. Select a Role to assign from the list box.

NOTE: Only one permission can be selected at a time per request. The MCMEDS roles in the list box
are the only roles available outside the RMED community. Additional MCMEDS roles may only be
assigned by the MCMEDS Manager.

D. Select an Expiration Date for the request, subject to the approval of the DM Manager. The default
expiration is three years from the present date.

E. Enter the Justification for the request.

F. For Approver/Trusted Agent, Muster Official, and Muster Manager roles, the user must upload an
Assumption of Command Letter and/or DD Form 577 (PDF or .doc/.docx) to support the request.
Click Choose to add the document.

G. Uploaded documents appear here with a link to view the document, the date it was uploaded, the
document type, and a delete button.

H. Click Submit to submit the request for approval.
I. Click Cancel to go back to My Account without submitting a request.

NOTE: For SMCR units, the DM Manager at that unit will approve requests. For IMA users, the IMA
unit OpSponsor or IMA Program Manager will approve requests.

1.6.3 Set Email Preferences

Standard users do not need to set email preferences. DM only generates notifications for expiring user
roles (45 days prior to expiration) or for events related to one of those roles.

To enter an email address and select notifications to receive, click Email Preferences (My Account >
User Account Details > Email Preferences). Notifications are grouped by user role:
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BULK FUEL CO C 6TH ESB 4TH MLG (22327)

Set Email Preferences -/

Email: [[RUSMC MIL x| @ @

Email Notifications

[ Amended muster attendanca sppraved
] Amended muster attendance denied
[l amended muster attendance retumed
[ changs maksuw

[l change makeu

[ change makew

[ corrective action returmed
Dl request dedlined
Drills spproved

[ brits canceted

[l mtemeds Requast Denied
I Memeds Retumed for Edit
Muster certified

Muster countersigned
Muster decartified

[ Muster returned for edit

[ rramus ex
[aramms excep
[ rramms xcept

Figure 5: Set Email Preferences

A. Enter the Email address for DM to send the selected notifications.

B. Select the check box for any category of notices to receive email notifications for it. Clear the
check box to not receive notifications for that category.

C. Click Save to save changes to email preferences and return to account details.
D. Click Cancel to return to account details without saving changes to email preferences.

When DM generates a notice, it will now send an email version of that notice based on the user’s
preferences. The user can review the notice text or click the provided hyperlink to go to the
corresponding screen in DM.

1.6.4 Upload Documents

The user can upload a document to the account by clicking Choose Document (My Account > User
Account Details > Choose Document).

e Any of the following document types can be uploaded:
o DD Form 577
0 Assumption of Command Letter
0 RA Waiver

1.7 Drill Manager Help

Drill Manager provides three types of user assistance. To access help options, point to the Help menu
in the application header:

7
FOR OFFICIAL USE ONLY



FOR OFFICIAL USE ONLY

e Bl https://rtamrmspreprod.mceits.usme.mil/dashboard/dashboard faces
[El Drill Manager Home b 3 BMC Remedy (Search) _
File Edit View Favorites Tools Help
5 [l Remedy E] TAM [E] QAApp [E] PROD gf* Manpower Codes Lookup owa EMarinEOnLinE El MissA [ PREPROD

UNCLASSIFIED // FOR OFFICIAL USE ONLY

MARINES _ IDMS Cognos Support User Unit Management My Account Accessibility

Home  Schedule Reports Corrective Action  Administration 9

Cycle Information . 0

ODSE Cycle: 10/01/2018

Figure 6: DM Help Menu

A. Select DM User Manual to open a new window with a PDF version of the user manual.

B. Select DM Training Site to open a new window and go to the Drill Manager Training Site on the
M&RA Portal. This includes the DM Training environment, Computer Based Training modules,
and the schedule and locations for classroom training.

C. Select Customer Help Center to open a form with several options for contacting DM Support (see
Help: Customer Help Center).

D. Select Release Notes link to open link to M&RA portal to view Release Notes and Differences
Training.

NOTE: The MCMEDS User Manual and the IDMS User Manual are only available from within the
associated sub-module. It opens directly when Help is selected from the application header within
MCMEDS or IDMS.

1.7.1 Help: Customer Help Center

Use the Customer Help Center to submit a standard help request or contact RTAMMS Support
directly:
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Figure 7: Help Request Form
A. Click the hyperlink to open the online version of the user manual in a new window (see Help:
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Online User Manual).

The user’s contact information can be entered in the fields provided. This information will be
populated by the database and some fields will be non-editable.

Select if the request is regarding another user (if non-reservist please input the reserve RUC the
user is in support).

Select which system/sub-module the issue occurs.
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E. Select the Problem or Request Topic from the list box.
F. Enter which drills dates with issues, if applicable.

G. Enter a description of what the user did.

H. Enter a description of what the user expected to happen.
I. Enter a description of what actually happened.

J.  Click Submit To Support to submit the help request.

K. Click Clear Form to erase all information and start over.

NOTE: Be as clear and specific as possible in the optional description fields. This information helps
RTAMMS Support personnel understand issues and troubleshoot problems more efficiently.

1.7.2 Drill Manager Support Desk
For assistance with Drill Manager, call or email the RTAMMS Support Desk:
1.7.2.1 RTAMMS Support Desk

Hours: 0700-2100 EST, 7 days a week (excluding federal holidays)
Email: RTAMMS_ HELPDESK@usmc.mil
Phone: 1-800-520-1363, Option 1

RTAMMS also provides online user manuals for both the MCMEDS and Inventory Development and
Management System (IDMS) sub-modules and a Customer Help Center (Help: Customer Help Center),
which can be accessed from the Help link in the application header.
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2.0 DRILL MANAGER OVERVIEW

There are two core processes in Drill Manager:

1. The Paid Drill Process. This involves standard users (as drill participants) and the administrative
users who process the drill at each step from the initial request to its eventual payment.

2. APD Allocations. Each unit’s APD Manager must request allocations from HHQ, distribute to
subordinate units, and monitor the balance of APDs allocated versus APDs used by each unit.

This section explains how each user role interacts with these core processes, along with flow charts and
definitions of statuses. It also explains how the user roles interact with one another. Finally, this section
explains how to navigate DM and how to use standard features that appear throughout the module:

e User Roles

e Drill Manager Processes and Flows

e Navigation

e Standard Features

2.1 User Roles

Drill Manager has the following user roles that determine the user’s access and permissions:

User Role

APD Manager

Approver

Drill Approver
(Reserve
Affairs)

Drill Approver
(For IMA)

Career Planner

Table 2: Drill Manager User Roles

Explanation

Manages distribution of Additional Paid Drill
allocations for a unit.

Approves the unit schedule, individual requests,
and Certifies the muster sheet.
Certifies corrective action requests

Approves Late Drill requests routed to Reserve
Affairs (RA) for adjudication

Approves drills for the IMA community. Cannot
certify the Muster Sheet.

Able to access Individual Drill History and view
drill schedules

Recommended User
Training Office (S-3), or
appointed IMA OpSponsor

Commanding Officer, Officer-in-
Charge or Operational Sponsor

Current FY requests O5 or
higher.

Previous FY requests as
designated

Operational Sponsor or designee

Unit Career Planner
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User Role

DM Manager

DM Manager
(M&RA RUC
30002 MCC 80)

Diary Exporter

FHD Manager

HHQ Viewer

MCMEDS Case
Administrator

MCMEDS Case
Reviewer

Muster
Manager

Muster Official

FOR OFFICIAL USE ONLY

Explanation

Responsible for new account setup, assigning or
removing user roles, and processing permission
requests at the unit level.

Responsible for new account setup, assigning or
removing the following roles for RUC 30002,
MCC 80: Drill Approver, APD Manager, and
RPMC Manager

Able to export drills at the work section/MCC
level

Manages the funeral honors detail allocation/
deallocation process.

View only access to all subordinate units through
the Inspectors tab. Can print all data and
export/print reports.

Generates LOD and Med Hold requests for
individual Marines at the unit level and submits
for review.

Performs unit level review of LOD and Med Hold
requests prior to submission for approval.

Prepares the muster and exports transactions into
the Unit Diary Marine Integrated Personnel
System (UD/MIPS). Initiates corrective action
requests. Also has all the capabilities of the Proxy
role. Required research failed Validation Checks
under the Corrective Actions tab one day after
exporting transactions into the UD. Required to
retrieve, work, and maintain the Drills Certified
not Exported report (PDF format) in command
files for current plus two years.

Substantiates attendance at a drill.
View Only corrective action.

Recommended User

Commanding Officer, Officer-In-
Charge, Inspector-Instructor, Site
Commander, Personnel Officer,
Administrative Officer, Sergeants
Major, First Sergeants, or
Administrative Chief. The DM
Manager must hold the grade of
E8 or higher or be an E6 or above
with the PMOS of 0111
(Administrative Specialist).

M&RA staff

IMA Community

FHD Manager at MFR

As assigned by RTAMMS
Support

Administrative Chief, Limited
Duty Coordinator (LDC),
Medical Department Coordinator
(MDR), Alternate

CO/OIC/1-1, OSO, OpSponsor

Administrative Specialist in the
grade of E5, GS-5, or higher

Administrative Specialist in the
grade of E4, GS-5, or higher.

12
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User Role Explanation
Prox Submits individual drill requests or reschedule
y requests on behalf of another Marine.
Reviews Rescheduled Inactive Duty Training
) (RIDT) and APD requests for an individual
Reviewer

Marine and makes recommendations to the
Approver/Trusted Agent.

User may view Budgeted Drills dashboard and
summary view of the Aged Drills report. User
may load/update Drills Budgeted values.

RPMC Manager

User may view Budgeted Drills dashboard and

RPMC Viewer summary and detailed view of the Aged Drills
report.

Schedule Schedules drills for full unit, partial unit, and

Creator individual Marines. Manages the unit calendar

and resolves schedule conflicts.

Requests individual drills and tracks request
progress throughout paid drill process.
Can view unit schedule.

Standard User

Acts as the approver in the absence of the CO,

Trusted Agent OIC, or OpSponsor.

Recommended User

Platoon Sergeant. Grade of E4,
GS-5 or higher

Small Unit Leaders. Grade of
E4, GS-5 or higher

HQMC and P&R users

HQMC and P&R users

Ops Officer/Chief. Grade of E5,
GS-5, or higher

Individual Marines

I-1, site commander, another
commissioned officer, warrant
officer, E7 or above, or GS-7 or
above.

The user roles matrix below shows which areas of DM each user role can access. However, in sections
accessible to multiple user roles, individual roles have unique capabilities:

Table 3: Drill Manager User Roles Matrix

User Roles Matrix Home  Schedule  Reports A&Zﬁgt .Ggr?t I\ljlgn[:t DLiJaTiEes Holds Czrcrt?g;i;/e
APD Manager b i b b

Approver/Trusted ° ° ° °
Agent

Career Planner b b i

DM Manager b b °

FHD Manager o ® ° °
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User Roles Matrix

MCMEDS Case
Administrator

MCMEDS Case
Reviewer

Muster Manager
Muster Official
Proxy

Reviewer

RPMC Manager
RPMC Viewer
Schedule Creator
Standard User
Trusted Agent

FOR OFFICIAL USE ONLY

Home  Schedule  Reports A,\;(;?:ljgt ,\';\gpr?t I\ljlgrgt D%Jar:’iites Holds C%:rt?g:ui;/e
. .
. .
° ¢ d ° ° °
[ [ ) ) °
. .
. .
[ J
[ J
[ [ ] )
[ [ ] )
[ J [} Y °

NOTE: while all user roles can see the Reports section, only the roles marked above will see report
content. Also, the HHQ Viewer role is not listed in the matrix above. It technically has access to all
roles through the Inspectors tab, but only in whatever combination the user has selected (see HHQ
Roles and Capabilities).

Only the users with the following permissions can open/view the muster sheet:
e Muster Official

e Muster Manager

e Trusted Agent

e Approver

If the current user role does not give the user the access the user needs, the user can go to My Account
and submit a request for permissions (see My Account and Permissions).

The following rules and considerations apply to holding and assigning user roles:

e Two person integrity. Because DM is a pay system, the Muster Manager/Muster Official and the
Approver/Trusted Agent cannot be the same person. Two different people must sign off on all
payment transactions or corrective actions.

e Least privilege. The DM Manager should only assign users the roles needed to perform specific
tasks. This avoids blurring of responsibilities for tasks and also avoids unnecessary complexity in
how user roles interact.
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Drill Manager Processes and Flows

There are two primary workflows in Drill Manager:

1. Lifecycle of a Drill — how drills are scheduled, approved, certified, and ultimately paid.

2. APD Management — how funding for drills (allocations) is distributed throughout the unit

hierarchy.

Throughout the life cycle of a drill, it is also important to understand the statuses of a muster sheet,
which holds the actual record of a Marine’s attendance at a drill.

2.2.1

Pay Process for Drills

Lifecycle of a Drill

Muster Statuses

APD Management Process Flow

Pay Process for Drills

The following table shows the steps that must occur before a Marine is paid for a drill:

Step

[op}

Action

Create Drill

Approve Drill

Save Muster

Submit Muster

Certify Muster

Export Muster

Table 4: Pay Process for Drills
Action Defined

Request created and submitted. A notification
is sent to the Approver/Trusted Agent.

Request approved. A notification is sent to the
Muster Official to substantiate attendance.

Muster sheet created and saved with
attendance annotations.

Muster sheet submitted. A notification is sent
to the Approver/Trusted Agent.

Muster sheet reviewed and certified.

Muster sheet exported and is available to be
processed to issue payment.

Initiator (Role)

Individual Marine, Schedule
Creator, or Proxy

Approver or Trusted Agent

Muster Official or Muster
Manager

Muster Official or Muster
Manager

Approver or Trusted Agent

Muster Manager/UD Exporter
(IMA only)

NOTE: This table is an overview of the pay process. For the full paid drill matrix that includes next
steps, who can cancel, and how to initiate corrective actions, see Full Paid Drill Matrix.

2.2.2

Lifecycle of a Drill

The flow chart below shows the complete life cycle of a drill:
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Figure 8: Lifecycle of a Drill

NOTE: Muster Managers can also request corrective actions for certified and exported musters. All
such requests are reviewed by the unit’s Approver/Trusted Agent (TA) (see Corrective Actions).

2.2.3

Muster Statuses

A drill’s muster sheet changes status many times throughout the lifecycle of a drill. DM uses the
muster status to determine which drills to show in certain views. Refer to the table below to interpret

these statuses.

Status

Draft

Requested

Set By

Individual Marine
Schedule Creator
Proxy

Individual Marine
Schedule Creator
Proxy

Table 5: Muster Statuses

Definition

Drill request has been created, but not
submitted to Approver/Trusted Agent.
Requestor not authorized to attend.

Drill request has been submitted to
Approver/Trusted Agent for review and
approval. Requestor not yet authorized to
attend. In the case of drill requests submitted
after the current FY, the Approval is routed
to the next O5 billet or higher in the chain of
command. Drills requested with a previous
FY are approved by HQMC.

Visible By

Requestor Schedule Creator
Approver/Trusted Agent /
TA

Requestor Schedule Creator
Proxy
Approver/Trusted Agent

16
FOR OFFICIAL USE ONLY



Status

Approved

Declined

Returned for
Edits

Cancelled

Reschedulable

Musterable

Muster Saved

Muster
Submitted

Muster
Certified

Muster
Returned

Muster
Exported

Set By

Approver/Trusted
Agent

Approver/Trusted
Agent

Approver/Trusted
Agent

Approver/Trusted
Agent

Individual Marine
Proxy

Approver/Trusted
Agent

Muster Official
Muster Manager

Muster Official
Muster Manager

Approver/Trusted
Agent

Approver/Trusted
Agent

Muster Manager
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Definition

Drill request has been approved on the unit
calendar. Requestor is now authorized to
attend drill.

Drill request has been declined. Requestor is
not authorized to attend drill.

Drill request has been returned for edits.
Requestor is not authorized to attend drill.

Approved drill request has been cancelled
and is no longer scheduled on calendar.
Requestor is not authorized to attend drill.

An approved drill that has not commenced is
available to be rescheduled (RIDT).

An approved drill request is also musterable,
meaning the Muster Sheet can be created.

Muster Sheet has been saved, but not
submitted. Approver/Trusted Agent cannot
take action on Saved Muster Sheet.

Muster sheet has been submitted to
Approver/Trusted Agent for review and
certification.

Muster sheet has been certified. NOTE:
Attendees will not receive pay until Muster
Sheet is exported.

Muster Sheet has been returned for edits.

Muster Sheet has been exported to MCTFS.
Drill attendees should be paid for drill within
3-5 days depending on MCTFS cycles.

Visible By

Requestor Approver/Trusted
Agent Schedule Creator
Muster Manager Muster
Official

Requestor Approver/Trusted
Agent Schedule Creator
Muster Manager Muster
Official

Requestor

Requestor Approver/Trusted
Agent Schedule Creator

Drill Attendees

Muster Manager Muster
Official

Approver/Trusted
Agent/Muster
Manager/Muster Official

Approver/Trusted
Agent/Muster
Manager/Muster Official

Approver/Trusted
Agent/Muster
Manager/Muster Official

Approver/Trusted
Agent/Muster
Manager/Muster Official

Muster Manager
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Status Set By Definition Visible By
Muster Manager has made corrections to the
Muster Sheet Muster Manager Certified Muster Sheet. Muster Sheet must be | Approver/Trusted
Amended g recertified by Approver/Trusted Agent and Agent/Muster Manager
transactions re-exported by Muster Manager.
224 APD Management Process Flow

The flow chart below shows the flow of APD allocations between different levels of the unit hierarchy:
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dditional APDs

MARFORRES

¥ A
| |

|
AP0s Deallocated

I/’ MARFORRES
by MARFORRES

| Receives ARD
Y Allocations for FY

Allocations to
Subordinate Units

~ Request Additlonal APDs N

) ’ | — E—
» Allocaticns to fram Allocations to (" Lowest Unitin
HHO Subordinate Units Hierarchy
A

|
“~APDs Deallocated by HHO 4

Figure 9: APD Flow

2.3 Navigation

There are two ways to navigate in Drill Manager. Notices are the fastest way to navigate and perform
system-generated tasks. If the APD Manager has administrative tasks, the APD Manager will need to
use the application header to navigate. For each of these tasks, the APD Manager must know the views,
how to apply filters, and how to search for specific users.

e Application Header

e Notices
2.3.1 Application Header

All users see the same application header for navigation, MCMEDS access, DM Help, and account
permissions and preferences:

L PR R ) b

o 0 06 @6

Home

Figure 10: Application Header - Standard User

A. Click RTAMMS to enter the sub-module.

B. Click IDMS to enter the sub-module.
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C. Click MCMEDS to enter the sub-module.
D. Click COGNOS to enter the sub-module.

E. Click My Account to view and edit account details, and to request permissions (see My Account
and Permissions).

F. Click Accessibility to go to the US DoD Section 508 website.

G. Click Help to expand the help menu (see Drill Manager Help).

H. Click Home to reload the DM Home page.

I. Click Schedule to view unit schedule.

J. Click Reports to view and run Individual Drill History Report (see Reports for Standard Users).
ﬁ)?:;inistrative users will see additional items in the application header depending on assigned

K. This identifies the logged in user. If this is not the current user, then logout immediately.

L. Click Logout to end the Drill Manager session. The user may login again if desired.

Gognos & Logout
Home Schedule Reports Unit Management UnitDiaries Holds Cormrective Action  Administration @

Figure 11: Application Header - Admin User with Multiple Roles
The Account Management link above is for the DM Manager only. The additional tabs shown are
based on assigned user roles. For a complete matrix of which users can see each tab, see User Roles.
The specific views, filters, and search tools are described in each individual section.

2.3.2 Notices

DM generates a notice that is shown on the Home page and in other major sections in DM. These
notices serve as a high level list of action items for the user’s area of responsibility. When a notice is
selected, DM will take the user directly to the task at hand. The examples, displayed below, show how
notices simplify tasks by cutting out extra navigational steps.
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I Notices - BULK FUEL CO C 6TH ESB 4TH MLG (22327) =

‘iew certified drills @
View cormective action | :}

View unit diaries
View muster holds 8

Schedule EDPs as proxy §

View drills foday 6

Figure 12: Notices (Muster Manager View)

Click this notice to go to Certified Drills.

Click this notice to go to Corrective Actions.

Click this notice to go to Unit Diaries

Click this notice to go to Holds.

Click this notice to go to the Scheduler and select eligible Marines to schedule EDPs.

Click this notice to go to the List view on the unit calendar, showing all drills with the date
“Today.”

NOTE: Notices are not a comprehensive way to manage tasks. If the user is an administrator, the user
will need to take full advantage of views, filters, and searches to swiftly and accurately process drills
and transactions.

In addition to system-generated notices, the user can also choose to receive an email notification for
each type of notice in the user’s area of responsibility. To see notices and set email preferences, see Set
Email Preferences under My Account and Permissions.

24

Standard Features

Drill Manager has several standard features which will appear throughout the application, as described
in the following sections:

24.1

Icons

Bookmarks

Date field and subsequent access to the Date Picker
Contextual Help

Sortable Columns

System Timeout Warning

Icons

Drill Manager uses icons in various contexts throughout the application. Depending on the context, the
icons may or may not have a text label, but the user can hold the mouse over any button or icon to see
help text:
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Icon

——
Lkm
| '

@

e

N

Function

Print

Filter

Refresh

Reset

Collapse

Expand

Previous Date

Next Date

Back

Attachment

Comments

Date Picker

Add Marine

Add Attendee

Save

Edit
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Table 6: Icons
Description

Print the current view.

Filter the current view.

Refresh the current view.

Reset the current view (forms, muster sheet).

Collapse a section of a list tree to view only the section heading.

Expand a section of a list tree to view the next level of information.

Go to the previous date range (day/month etc.).
Go to the next date range (day/month etc.).

Go back to the previous screen.

Indicates that a drill request or other item has an attached file.

Indicates that someone has entered comments for actions taken.

Open a small calendar to select a date instead of entering it manually.

Add a Marine to a muster sheet.

Add one or more attendees to a drill request.

Save changes to an item.

Edit an item. Also indicates an event is in draft status.
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Icon

[>]]

I

L=

Function

Add

Reschedule

Cancel Drill

Delete Drill

Propose Drill

Approve Drill

Return for Edits

Decline Drill

No Drill Date

Muster Sheet

Submit Muster

Certify Muster

Returned Muster

Export Muster

Submit Hold

APD
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Description
Add a new drill (create drill request).

Request to reschedule a drill. Also indicates a rescheduled drill (calendar
month view).

Cancel a scheduled drill.

Delete a drill request.

Submit a drill request. Also indicates a submitted request.

Approve a drill request (Approver/Trusted Agent) and add it to the unit
schedule. Also indicates an approved drill (calendar month view).

Return drill request or muster sheet for editing (Approver/Trusted Agent).
Also indicates a returned request.

Decline a drill request (Approver/Trusted Agent). Also indicates a declined
request (schedule month view).

Indicates that no drills may be scheduled on this date (schedule month view).

Open muster sheet to view or edit it. Also indicates a saved muster sheet
(schedule month view).

Submit muster sheet for certification. Also indicates a submitted muster sheet
(schedule month view).

Certify a submitted muster sheet as ready for export. Also indicates a certified
muster sheet (schedule month view).

Indicates a muster sheet has been returned for edits.

Export a certified muster sheet. Also indicates an exported muster sheet
(schedule month view).

Submit a hold for processing.

Indicates an APD.

22
FOR OFFICIAL USE ONLY



FOR OFFICIAL USE ONLY

24.2 Bookmarks

If the user reports to one unit but interacts with another, the user may want to bookmark the second
unit’s schedule. For example, Peacetime Wartime Support Team (PWST) members are part of the IMA
community but work for the local SMCR unit. Higher Headquarters (HHQ) can also use bookmarks to
track schedules for subordinate units.

To add a bookmark, click + Bookmark from the home page:

Add Bookmarked Unit

jome  Manage Add to Bookmarks | Clear Choices

Unit Name ~

83276 Center for Naval Aviation Technical Training Unit (CNATTU)
83410 SITE SPT (ATLANTA) 4TH RECON BN 4TH MARDIV

88801 INDIVIDUAL READY RESERVE

88E11 TRR Inactive/Active Status List

88830 GENERAL OFFICER ASSIGNMENT UNIT

MOBILIZATION TRAINING UNIT

Figure 13: Add Bookmarked Unit

A. Click the hyperlinked title of any unit type to show only units of that type.
B. Enter a unit name in the search box.

C. Select a unit type from the list box.

D. Click Submit to run the search for a specific unit and see results.

E. Select the check box for each unit to be bookmarked.

F. Click Home to go back to the home page.

G. Click Manage to remove existing bookmarks (see figure below).

H. Click Add to Bookmarks to add all selected units.

I. Click Clear Choices to clear the check boxes for all selected units.

To remove bookmarks, use the Manage Units screen:
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Manage Units

Back Add Bookmarks Remove Selected

Ruc Unit Name

ARAMA SUPPORT

Ruc Unit Name

83276 Center for Naval Aviation Technical Training Unit {CNATTU)

Figure 14: Remove Bookmarks (Manage Units)

A. Click Back to go back to the home page.

B. Click Add Bookmarks to go back to the Add Bookmarks page.

C. Select the check box for each bookmarked unit to be removed.

D. Click Remove Selected to remove all selected bookmarked units.
2.4.3 Date Field Date Picker

Whenever a Date field is clicked on, the date picker icon will appear E Click it to select dates from a
calendar instead of entering the dates manually:

| )

(4] October 2017

&

i 2 3 4 5 6 7

8 9 10 11 12 13 14
15 16 17 18 19 20 21
22 23 24 25 36 27 28
29 30 31

Figure 15: Date Picker

A. Click inside this field to enter the date manually (MM/DD/YYYY format).
B. Click < to see the previous month.
C. Click > to see the next month.

24.4 Contextual Help

For quick help on a specific action, hold the mouse over the item or button. If contextual help is
available, a brief tip will appear:
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Schedule - IDMS  MCMEDS  Cognos My Account  Accessibiity  Help

Home Schedule Reports Unit Diaries Holds Cormrective Action

Figure 16: Contextual Help
2.4.5 Sortable Columns

In many cases, the data displayed in Drill Manager can be sorted by column:

SELECT | FMI & LAST NAME & | EXPIRATION DATE © | HOLD COMMENT &

12162008 Early Mobization
12182008
S I

Figure 17: Sortable Columns

Click the column heading once to sort ascending. Click the column heading again to sort descending.
The list above is sorted by the Expiration Date column in descending order.

2.4.6 System Timeout Warning

If the user goes ten minutes without any activity, DM prompts the user to continue the session:

Your session will expire in 5 minutes. Click to continue current
session.

OK

Figure 18: Drill Manager System Timeout Warning

If the user does not click OK within five minutes, DM logs the user out automatically to protect the
user’s account and the system. If the user has any incomplete processes (such as a drill request in
progress), the user may lose any unsaved data.
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DRILL MANAGER HOME

The home page is the first screen all DM users see after logging in. Standard users can access all
necessary screens in Drill Manager from this dashboard view. Administrative users have the same
basic access, but will see additional tabs based upon assigned user roles.

There are three standard tabs on the home page for all DM users.
e Home Page

e Schedule Tab

e Reports for Standard Users

In addition to these tabs, there are two key actions on the Home Page, both of which are described in
the Drill Manager Schedule section of this manual.

e Toadd adrill, see Schedule Drills (Create Drill Request)

e Toreschedule a drill, see Reschedule as Proxy

3.1 Home Page

When the Home tab is selected, the user will see a dashboard with all the basic DM actions as a
standard user:

MARINE -4} _ DS Lagres My Accourt Accassibibty Hadg
Home Schadule Renors
Motices - BULK FUEL CO C §TH ESB 4TH WLG [22327) -] 3
— My Drills
s N e 9 Fiscal Vear Diill History 2018
Wiewy cirils 1oday

oTe0E 07-30-11.30 L Add [ @

1301530 4 Agld Dol

cCo—— —)
Ay Units 3 ]
e "

Bockmark Number of Drills
My Bookmarks leow mncir ]

0

Datz Ige Yiew

Figure 19: DM Home Page (Standard User View)

A. Click Schedule to view the unit calendar with scheduled drills.

B. Click Reports to run Individual Drill History report.
C. Click any notice to take action (in this case, view a list of requested drills pending approval).
D. Click Add Drill to create a new drill request. See Schedule Drills (Create Drill Request).
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E. Click the Reschedule icon to request a new date and time for any upcoming drill. See Reschedule
Drill.

F. Click the hyperlinked title of any upcoming drill to view drill details. See Edit Drills in Muster
Saved Status.

G. Click the home unit to view its schedule.

H. Click any bookmarked unit to view its schedule. Click Add Bookmark to select and add another
unit’s schedule.

I.  Announcements are only available to DM Service Desk personnel.

J. Click the Anniversary Year tab to view the corresponding chart. Click the Fiscal Year tab to switch
back.

3.2 Schedule Tab

When the Schedule tab is selected, the user will see the unit’s calendar. A standard user can see drills
for the entire unit, but the standard user can only edit his/her own drills. Administrative users can edit
all drills (depends on status).

Standard users should use the schedule primarily as a reference tool. Use Notices to track the status of
individual drills. Drill Manager Schedule explains how to use the schedule views, filters, and other
tools as an administrator.

3.3 Reports for Standard Users

When the Reports tab is selected, the standard user will see just one report listed:

MARINES _ IDMS  Cognos  MyAccount  Accessibiity  Help

Home Schedule Reports

Individual Drill History REPORT BENEFITS

Individual Drill History
Drill Usage Identification:View your schedule

Figure 20: Report List for Standard Users

Click the Individual Drill History title to view the default report with filter and download options:
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Figure 21: Run Individual Drill History Report

A. Select one or more filters for the report. As a standard user, the applicable filters are Fiscal Year,
Drill Types, Date From, and Date To.

B. Click Run Report to view results at right.

C. Click Clear to reset all filters.

D. Click the PDF icon or Excel button to download the report in the selected format.
E. Click Back to return to the previous screen.

NOTE: Administrative users have access to several additional reports. To see these reporting
capabilities and configuration options, see Reports.
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DRILL MANAGER SCHEDULE

There are two ways to get to the unit schedule:

1. Select it under My Units on the Drill Manager Home page.

2. Click the Schedule tab as shown below:
MLARIIMNEISS - D

HOTRS MAG-41 4TH MAW (D00D48)

o Pl Yoo FOERE
B % @0 11 12
12 14 13 & 17 18 17
oI I Xy M oI ON
¥ oM O’ M o1 3 3

- o 1 2 13 L4 i3 1 14 13 L& 17 11 K
T AR 4TH N = = - = = = S g 73 2 1L ] B S <1 -
by ~ 1 17 18 1 2 21 2 2 = :
CET 1 TRANS SVCE CO CL8 -t — o ., m,6 n» 27 2 » Il
75 CLR 45 4THMLG. (08227} 30 11 i . ¥ Ll 3
DT & ATC BLACE S AT W

Figure 22: Drill Manager Schedule

The schedule displays drills in one of several calendar views (day, week, month, and year), as well as a
filterable list view. Administrative users will use the schedule in several ways:

Reference - view calendar dates with scheduled drills, and select drills to view details.
Research - use the filters to find specific drills and muster sheets by date, type, or status.
Add Drills - create drill requests directly from the calendar or list views.

Drill Actions - initiate actions such as Approve, Cancel, Reinstate, or Reschedule from the details
page.
Muster Actions - access the muster sheet directly from the drill details page.

NOTE: While some of the same things can be done by clicking the system-generated notices, those are
simply shortcuts for day-to-day tasks. The calendar and list views are powerful tools to use for deeper
analysis.

The first two sections below cover the views and filters (i.e. drill types and statuses). The two
remaining sections show how to schedule drills and how to perform specific drill actions. Muster
actions are covered under Muster Management:

Calendar View

List View and Filters

About Drill Requests

Schedule Drills (Create Drill Request)
Approver/Trusted Agent Actions
View Drill Details

Drill Returned for Edits
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e Drill Actions
4.1 Calendar View
The calendar view has the following options: Day, Week, Month, and Year. It is most useful for

viewing existing drills or for checking to avoid schedule conflicts before adding another drill. The
calendar Month view is shown below:

Bl ] e s

12 14 45 1§ .
- : Tue
| 20 (29 22 23 26 >
30 — §}
|\&p 2 Muster | #-0720
Submitted TEME
events‘ l i i tJN
7 B 9
/" aooo
cMC
D @(L
1 12 13 14 15 16
¥ osoo TBD v o730
@ cme
ATR
I 1120
CMC
ATR
18 19 2 21 22 23
View drils ready fo muster @ fipmeemsemmsaaa
View approved drils :B g?ﬂ:nxm_ |
View declineddris o T @
View certified musters
View musters returned for edits 4 2 6 27 28 29 0
View submitted musters
View reguested drils
View certified unit diaries
View exported unit diaries

Figure 23: Calendar View

A. Click < to go to the previous month. Click > to go to the next month. This will vary by calendar
view type — for example, in the day view the user would go to the previous or next day.

B. Click any date in bold to go to its day view. Dates not in bold have no drills and cannot be
selected.

C. The standard Schedules box allows the user to switch to a different unit schedule.
D. The standard Notices box allows the user to follow up quickly on system notices (see Notices).

E. Click Previous 4 to go to the previous date range. Click Next # to go the next date range.
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F. Click any of the date range tabs to go to a different calendar view. Click List to go to the list
view (see List View and Filters).

G. Click Add Drill to create a new drill request (see About Drill Requests).
H. Click Print to download the current schedule view as a PDF file and print it.

I. Click the drill title to view its details (see Edit Drills in Muster Saved Status). Green with a ‘&
means the drill request is approved and a muster sheet submitted (but not yet certified and
exported).

J.  Click the drill title to view its details (see Edit Drills in Muster Saved Status). Green with a | #
means the request was approved and that the muster sheet has been exported (participants will
be paid).

K. Click the drill title to view its details (see Edit Drills in Muster Saved Status). Green with a +~
means the request was approved but has not been mustered.

L. Click the drill title to view its details (see Edit Drills in Muster Saved Status). Yellow with a &
means the drill has been rescheduled.

M. Click the drill title to view its details (see Edit Drills in Muster Saved Status). Yellow with a
& means the drill has been rescheduled.

N. Click the drill title to view its details (see Edit Drills in Muster Saved Status). Blue with a
&) means the drill request is pending and needs to be either approved or declined.

NOTE: The user can view a snapshot of a drill’s details by holding the mouse over it.
4.2 List View and Filters

The list view displays all drills at the unit with a powerful set of filters that can be used to research,
monitor, and troubleshoot. For example, use the filters to find all Partial Unit drills with status
“Musterable” within the last 30 days. Also filter for statuses such as “Returned for Edits” or
“Canceled.”

NOTE: The administrator will need to know all of the possible drill and muster statuses: See RIDTS
under “Drill Types”.

The example below shows the list view, filtered for all drills with a status of Muster Submitted:
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Any Rangs = | FiDme To Lasi Hame: Falter

Title ~ Typa = Status =~ Rank = Amandes ~ Hequesied By ~

RIDT Muster Exported 5507
RIDT Muster Exported
RIDT Muster Exported
RIDT Mustir Expedted
RIOT Muster Exported CRL
RIDT
RIDT Cancelled 5561
. -
1252018 50 RIDT Cancalled
oD0ag 1252018 ¢ » 130 E RIDT Feguested HAJ
D048 10292018 O700-1100 I RIDT - €O Feguested HAJ

[eciLl] 10302018 QE00-000 4C Annual Tr3 1 REG Cancelled

10302018 DERG-1230 30 Annual Tra 1 REG Muster Exported

Figure 24: List View
e Click < to go to the previous month. Click > to go to the next month. This will vary by calendar
view type — for example, in the day view the user would go to the previous or next day.
e Click any date in bold to go to its day view. Dates not in bold have no drills and cannot be selected.
e The standard Schedules box allows the user to switch to a different unit schedule.

e Click the Previous icon to go to the previous date range. Click the Next icon to go the next date
range.

e Click any of the date range tabs to go to a different calendar view.

e Click Add Drill to create a new drill request (see About Drill Requests).

e Click the Print icon to download the current schedule view as a PDF file and print it.
e Use the list box to filter by event Type (see Drill Types).

e Use the list box to filter by event Status (see Pay Process for Drills).

e Use the list box to filter by Date.

e Enter a date in the From and To text boxes to filter by a specific date range.

e Enter a Last Name to filter by a specific individual.

o Click Filter to apply the filter options.

e Select the check box for any drill.

e Click the hyperlinked Title of any drill to view its details (see Edit Drills in Muster Saved Status).

NOTE: If returning to this view after working on a drill (i.e., by clicking Back from the drill details
page (Edit Drills in Muster Saved Status), DM will preserve any filters previously applied (H-L above).

Additionally, if approving/disapproving multiple drills from this view, the user must filter on
“Requested” for the status in order for the approve/disapprove buttons to render on screen.
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4.3 About Drill Requests
This section explains the types of requests, which users can create, and the validation checks DM
performs before allowing the request to be completed.
The next several sections give basic information about drill requests:
e Drill Types
e Drills by Community and User Role
e Validation Checks

4.3.1 Drill Types

The following are categories of drills:
e Inactive Duty Training (IDT). This is the standard drill request.
e Additional Paid Drills (APDs). These include:

o0 Additional Training Periods (ATPs) - performed by members of the Selected Reserve
(SELRES) to improve readiness. Additional IDT periods provide individuals and units with
required and necessary training for attaining and maintaining designated readiness levels.

o0 Additional Flight Training Periods (AFTPSs) - authorized for SMCR and IMA aircrew
members for conducting aircrew training and combat crew qualifications training.

0 Readiness Management Periods (RMPs) - performed by members of SELRES units and are
performed to support the ongoing day-to-day operation of the unit.

o Funeral Honors Duty (FHD) - includes both the preparation for and the actual performance
of funeral honors functions at the funeral of a veteran. IRR Marines with RUC 88801 can
muster, certify, and export FHDs. IMA Marines can create FHDs.

e Placeholder Drills. These include Annual Training and No Drill Dates.

e Equivalent Duty Periods (EDPs). These include EIOs and EINs (see Scheduler Tool - EDPs
(Muster Manager)).

e Reschedule Inactive Duty Training (RIDT). This also includes courtesy drills (drills rescheduled
with another unit).

e Appropriate Duty — are performed under a Marine’s own cognizance to attend special functions, to
perform certain tasks or undergo IDT for Reserve Retirement Credit Points, in a non-pay status.
Can be executed by SelRes, IRR and ASL Marines categorized (training category pay group is N or
G).

e Associate Duty - orders that allow IRR Marines to affiliate and participate with Selected Marine
Corps Reserve (SMCR), Mobilization Training Unit, or Active Component (AC) units, in a nonpay
status. Can be executed by IRR, IMA and ASL Marines categorized (training category pay group
is N or G).

e MTU Duty - this drill type is restricted to Marines in RUC 88900 and 889009.
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4.3.2 Drills by Community and User Role

There are three sets of DM users who can create drill requests:

1. Schedule Creators — for SMCR units (and IMA detachments who drill together), the unit’s
Schedule Creator requests regular IDTs and APDs for the unit as a whole (or for selected
attendees).

2. Individual Marines (SMCR, IMA) — requests for APDs may be scheduled by individual SMCR
Marines. IMA Marines who drill independently rather than as a part of a detachment may submit
requests for standard drills as well as APDs.

3. Proxy users, including the Muster Manager, can also schedule or reschedule drills for another
Marine within the unit. The proxy process is described in Reschedule as Proxy.

4.3.3 Validation Checks
All drill requests are checked for schedule conflicts (dates and policy). DM will not create the drill
request unless it passes the following tests:
e Marines cannot attend more than two drills in a single day.
e For certain drill types (FHD, RMP), Marines cannot attend more than one drill in a single day.
e The time for any of the drill periods on a new drill request cannot overlap an existing request.
e Drills scheduled for more than eight hours in a single day must be split into two drills.
e Drills will not be exported if the Pay Status is invalid (not 77000 or 77500) on the date of the drill.
e If a Marine's pay status was invalid at the time of the drill, the Marine is put in a "failed diary".

e If the pay status in ODSE is updated to a valid status for the date the drill was executed, then the
drill can be submitted for pay.

Scheduled drills (TTC 0840) will be placed in a failed diary status upon approval if a Marine's pay
status is invalid at that time.

Drill Manager also requires the user to enter a justification if submitting a request for a drill that has
already taken place.

NOTE: If the Schedule Creator requests an IDT, DM will check to see if any Marines have exceeded
48 drills for the fiscal year. If so, the Schedule Creator may still create the drill request but DM will
automatically mark that Marine as “Not Scheduled” on the muster sheet to be later marked according.

4.4 Schedule Drills (Create Drill Request)

To schedule a drill, the user must select the drill type, select attendees, and select an available date.
Then submit the request to the unit’s Approver or Trusted Agent. The Approver or Trusted Agent
reviews the drill, including input from specified Reviewers (if any), and either declines the request,
returns it for edits, or approves it for the unit Schedule.

The following sections show where the drill request fits in the overall paid drill process:
e Pay Process for Drills

e Lifecycle of a Drill
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The next several sections show how to create drill requests:
e Scheduler Tool - Request IDT

e Scheduler Tool - Unit Schedule Creator

e Scheduler Tool - EDPs (Muster Manager)

e RIDTS and Courtesy Drills

e Yearly Scheduling Deadline

When a Marine transfers to a new unit, the Marine is added to all future eligible drills at the new unit
and a transaction for TTC 0840/0 (Schedule regular drill) is submitted. Prior to those transactions
processing, RTAMMS will create staged transactions for TTC 0840/2 (cancel regular drill) for all
future scheduled drills at the previous unit.

44.1 Scheduler Tool - Request IDT

The Scheduler guides the user through each step of requesting a drill and adding it to the unit schedule.
The options for each of the seven steps in the process will vary by requestor, selected attendees, and
drill types. The Scheduler also handles all the business rules and policies that affect drill requests,
including APD allocations.

The figure below depicts Step 1 of the basic seven step process for an individual creating an IDT.

Schedule Drills at MAG-41 4TH MAW (00048) for FY 2019

Step 1 Step 2 Step 3 Step 5
Fiscal Year Select Drill Type Attendee(s) Attachments

Fiscal Year: 2019

-

Cancel

Figure 25: Use the Scheduler to Create a Drill Request.

1. Select a Fiscal Year. Drills created past the drill deadline within the current FY will be routed to
the first O-5 for approval. Drills created for a previous FY will be routed to HQMC for approval.

2. Select the Drill Type and the number of drill periods. The drill type determines the available
options on subsequent Scheduler pages. For a complete list of drill types, see Drill Types.

3. Select the Attendance Type. The Schedule Creator can also select either the full unit, New Joins or
several individual Marines from the unit.

4. Select the Drill Title, enter a Location and Description, and select the date and time for each drill
period. Drills cannot be scheduled for a No Drill Date unless the drill type is an FHD. If the drill
attendee is already scheduled for annual training on the date selected, a warning message appears.

NOTE: If the unit’s yearly schedule deadline, the new join cutoff, or backdate period has passed, a
warning message will appear, preventing drills from being scheduled. See Yearly Scheduling Deadline.
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Steps 5-7 below are optional. Once Step 4 is reached, the request may be submitted for approval at any
time.

5.

Click Attach to add files to the drill request.

NOTE: When attaching a file, max file size cannot exceed 10MB

6.

Enter one or more email addresses for carbon copy recipients (optional) and click Reviewers to
select one or more Reviewers (also optional).

Review the information on the Confirmation page, and then click Submit to send the request to
selected Reviewers and the applicable Approver/Trusted Agents.

NOTE: When the Approver/Trusted Agent approves the drill request, all applicable users will receive
an email notification.

The following sections describe how to navigate within the scheduler and how to select reviewers:

4411

Scheduler Navigation

Select Reviewers

Scheduler Navigation

There are two ways to navigate the scheduler:

1.
2.

N oo o &

Via the numbered tabs at the top of the page as shown in the section above.
Via the navigation buttons at the bottom of the page. Both options are shown in the image below:

Schedule Drills at MAG-41 4TH MAW (00048) for FY 2019 ‘

Step 1 Step 2 Step 3 Step 5
Fiscal Year Select Drill Type Attendee(s) Attachments

Fiscal Year: 5549 -

Cancel

Figure 26: Scheduler Navigation
Click any of the tabs to jump forward or backward to the corresponding step. To skip ahead, first
enter information in each required field (*). The scheduler can go back at any time.
Click any of the buttons to navigate one slide at a time, to save the request, submit it, or cancel it:
Click << Back to return to the previous step.
Click Next >> to go to the next step. First enter information in each required field (*).

Click Save as Draft to save the request without submitting. A draft can be saved for each of the six
steps, but the request will not be reviewed or considered by the Approver/Trusted Agent/ until the
required fields (*) are completed and the request is submitted.

Click Submit to send the request to the Approver/Trusted Agent for consideration.
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9. Click Cancel to leave the Scheduler without creating or submitting the request.
4412 Select Reviewers

Depending on the unit’s policy and command structure, the scheduler may be expected to add one or
more Reviewers to the drill request. The reviewer will receive a notice for the drill request and may
recommend an approve/disapprove action to the Approver/Trusted Agent. Use this screen to select one
or more Reviewers for the drill:

Select Reviewers

LAST MAME FIRST HAME ) 1] j

B
-
=
=
=
=
-
=

@JI Select Cancel Q
Figure 27: Select Reviewers

A. Select the check box for each Reviewer to be added to the drill request. Clear the check box for any
reviewer to be removed from the drill request.

B. Click Select to add the selected reviewer(s) to the request.
C. Click Cancel to close the window without saving changes.

442 Scheduler Tool - Unit Schedule Creator

The unit Schedule Creator can request drills for either the entire unit, or for one or more selected
attendees. See the basic seven-step process for Schedule Creator creating a drill, or see the
accompanying text below:

Schedule Drills at MAG-41 4TH MAW (00043) for FY 2019

Step 1 Step 2 Step 3 Step 5
Fiscal Year Select Drill Type Attendee(s) Attachments

Fiscal Year: 5549 -

Figure 28: Use the Scheduler to Create a Drill Request.

1. Select a Fiscal Year. Drills created past the drill deadline within the current FY will be routed
to the first O-5 for approval. Drills created for a previous FY will be routed to HQMC for
approval.
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2. Select the Drill Type and the number of drill periods. The drill type determines the available
options on subsequent Scheduler pages. For a complete list of drill types, see Drill Types.

3. Select the Attendance Type. The Schedule Creator can select either the full unit or several
individual Marines from the unit.

4. Select the Drill Title, enter a Location and Description, and select the date and time for each
drill period. If any of the Marines in the unit are already scheduled for a drill on that date, a
message will appear with a list of the ineligible Marines. Adjust the attendees list accordingly.

NOTE: If the unit’s yearly schedule deadline, the new join cutoff, or backdate period has passed, a
warning message will appear, preventing the drill from being scheduled. See Yearly Scheduling
Deadline.

Steps 5-7 below are optional. Once Step 4 is reached, the request can be submitted for approval at any
time.

5. Click Attach to add files to the drill request.

6. Enter one or more email addresses for carbon copy recipients (optional) and click Reviewers to
select one or more Reviewers (also optional).

7. Review the information on the Confirmation page, and then click Submit to send the request to
selected Reviewers and the applicable Approver/Trusted Agents.

NOTE: When the Approver/Trusted Agent approves the drill request, all applicable users will receive
an email notification.

443 Scheduler Tool - EDPs (Muster Manager)
Whenever a Marine misses a Regular IDT, the Approver/Trusted Agent must specify a makeup
determination (see Certify Muster with Makeup Determinations).
e Toresolve an IDT for which the Reservist received an excused or unexcused absence (EA or UA).

e Toresolve an IDT for which the Reservist was marked unsatisfactory due to performance,
tardiness, or leaving the drill.

The Approver/Trusted Agent will evaluate the absence and specify either a paid makeup drill (EIO) or
an unpaid makeup drill (EIN) in accordance with policy. This generates a Schedule EDP notice for the
Marine and for the unit’s Proxy user:

Notices - 3 CIV AFF GRP MARFORRES « Notices - 3 CIV AFF GRP MARFORRES

View requested drills View requested drills

Schedule EDPs Schedule EDP= as proxy

Figure 29: Schedule EDP Notice

When the Marine, Muster Manager, or Proxy clicks the notice, DM launches the Scheduler for EDPs.
The wizard guides the user through the process of selecting and scheduling makeup drill dates,
including courtesy drills.
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See the basic six step process for scheduling makeup drill dates and courtesy drills, or see the
accompanying text below:

Schedule EDP drills

Step 1

Select Marine
Marines with EDPs

Last Mame First Hame Rank

Cancel

Work Section:

work Phome:

Figure 30: Schedule EDP Dirrills.

1. If scheduling as an individual Marine, the Marine Info populates automatically. If scheduling as
the Proxy user or Schedule Creator, click Select Marine to view eligible Marines. A popup
with Marines eligible to schedule EDPs will appear.

2. Select the check box for each drill to make up.

3. Select a makeup date, time, and location for each missed drill. The makeup drill can also be
requested to be performed with another unit as a courtesy drill. If this option is chosen, click
Select Unit and select a courtesy unit.

NOTE: If the unit’s yearly schedule deadline, the new join cutoff, or backdate period has passed, a
warning message will appear, preventing from scheduling the drill. See Yearly Scheduling Deadline.

Steps 4-6 below are optional. Once Step 4 is reached, the request may be submitted for approval at any
time.

4. Click Attach to add files to the drill request.

5. Enter one or more email addresses for carbon copy recipients (optional) and click Reviewers to
select one or more Reviewers (also optional).

6. Review the information on the Confirmation page, and then click Submit to send the request to
selected Reviewers and the applicable Approver/Trusted Agents.
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NOTE: When the Approver/Trusted Agent approves the drill request, all appropriate users will receive
an email notification.

When an EDP is scheduled it is linked to the original missed drill and it will no longer show up in the
list of drills that require a makeup.

e When a Marine’s status on an EDP muster sheet is EA or UA, the link to the original missed drill to
the EDP drill will be removed upon certification of the absence. The Marine may schedule another
makeup date and the originally missed drill dates will appear in the list for scheduling EDPs.

e When a Marine’s status on an EDP muster sheet is UA the link to the original missed drill to the
EDP drill will remain in place. No further action can be taken on that originally missed drill.

o If the missed EIO or EIN is mustered UA or EA, the system will automatically specify the
makeup determination as follows:

o For a missed EIN, the system automatically sets the makeup determination to EIN. The
Marine must make up the missed EIN within 12 months of the original drill date.

o For a missed EIO, the system checks the original drill date. EIOs must be made up within
60 days of the originally scheduled drill (within the current fiscal year). If 60 days have
passed, the system automatically sets the makeup determination to EIN.

e Marines with EIOs or EINs to make up are still able to schedule and execute all other forms of
drills.

The complete policy on usage of EDPs is outlined in MCO P1001R.1 Marine Corps Reserve
Administrative Management Manual (MCRAMM).

444 RIDTS and Courtesy Drills

The Schedule Creator, Muster Manager, or Proxy users can reschedule approved Regular IDTs. This is
the only drill request process that does not use the scheduler tool.

To reschedule a Regular IDT, click Reschedule & from the DM Home page or from the Drill Details
page. See Reschedule Drill for more details on the process.

In order to schedule a courtesy drill with another unit, the Marine must start by submitting an RIDT
request with the parent unit (see Reschedule Drill). The courtesy unit must muster the drill, and then
the parent unit must submit, certify, and export the transaction(s).

When a Marine reschedules (or proxy reschedules) a drill, the failed diary will be checked to see if the
Marine has a failed validation for the “scheduled drill (TTC 0840)” that is being rescheduled. If so, the
request will not be allowed until the failed diary for the scheduled drill has been resolved and
resubmitted. A message will be presented advising that the Muster Managers should check the Failed
Diary records with a Transaction Type of “SCHEDULED” and resolve the pay status of the Marine.

User with the role of Approver/Trusted Agent may cancel an RIDT in any status when the Marine’s
unit is different than the unit associated with the RIDT. This includes off-site (courtesy) drills.

e Anightly job looks for RIDTs that should be canceled based upon the Marine’s unit association
and sets the drill status to CANCELED, the attendance status to NOT_MEMBER, and submit a
TTC (0840/2) to the TSO.

e The RUC sent with the TTC will be the RUC of the Marine’s current unit.
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If the Marine has dropped from the reserves, a TTC will not be sent; however, the RIDT will be
removed from RTAMMS.

Figure 31: Change to Courtesy Drill or the Courtesy Unit

Select “Yes” from Courtesy Drill drop down list.
Click on the Select Unit button.
Select the Courtesy Unit (location) where the Marine will drill.

oo w>»

Click on the Save Changes button.

The location of an RIDT/Courtesy Drill can be changed or removed by the following Users when status
of the drill is requested:

e Schedule Creator
e Proxy

e Muster Manager
e Approver

e Trusted Agent

The location of an RIDT/Courtesy Drill can be changed or removed by the following Users when status
of the drill is Draft or Returned for Edits:

e Schedule Creator
e Proxy
e Muster Manager

The location of an RIDT/Courtesy Drill can be changed or removed by the following Users when status
of the drill is Approver:
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e Approver
e Trusted Agent

The RIDT/Courtesy drill is updated when the “Save Changes” button is clicked. When the Edit button
is clicked, the drill date can be changed. Updates are made when the “Save” button is clicked.

445 Yearly Scheduling Deadline

All units are required to schedule drills prior to the yearly scheduling deadline. Drill Manager will
validate the drill date falls within the yearly scheduling deadline during the creation and approval
process of scheduling and rescheduling drills. Drills created past the drill deadline within the current
FY will be routed to the first O-5 for approval. Drills created for a previous FY will be routed to
HQMC for approval.

NOTE: This does not apply to IMA personnel or flying units operating as IMA units.

HQMC Manpower Managers can revoke and/or modify the schedule deadline, as required (see Modify
Schedule Deadlines). Schedule Creators, Muster Managers, and Proxies can schedule a Regular Drill
for newly joined, individual Marines after the yearly deadline (prior to the New Join Cutoff Period)
provided that a full unit drill is not scheduled and the Marine’s drill count does not exceed 48 drills.

4.4.6 IRR Muster Duty Allowance (MDA)

RTAMMS will be the authoritative data system (ADS) for reporting reserve drills (IRR Muster Duty
Allowance). The IRR MDA Muster submodule supports the creation of an MDA, email notification to
Marines scheduled to attend and the reporting of the drill transaction into MCTFS for those Marines
who attended.

UNCLASSIFIED // FOR OFFICIAL USE ONLY

MARINES _ IDMS Cognos Support User Unit Management My Account Accessibility Help

Home Schedule JIRR MDA Muster § Reports  Administration

Figure 32: IRR Muster Duty Allowance Muster

Muster Duty Allowance (MDA):
e Scheduled MDA in advance for a specific date and location

e RTAMMS provides the capability to use the list of scheduled Marines and send an email regarding
the muster to their MCTFS email account.

e Filters (State, City or multiple zip codes) support the creation of a scheduled MDA
e Filter by Enlisted and Officer

e Search results can be reduced by a percentage option
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446.1 Creating Muster Duty Allowance

Create New Muster Upload Muster Sheet JETES

{1 of 1)

Drill Status ~ Drill Date ~ Requested Date ~ Requested by ~ Submitted Date ~ Submitted by ~

Na records found.

Figure 33: Creating Muster Duty Allowance Muster

Schedule Creators and Muster Managers have two options to create an MDA event. The first option is
to create an MDA event using search filters. The second option is to schedule an MDA event by
uploading an Excel or .csv file that contains the EDIPIs of the Marines who attended. The figure
above, depicts the MDA home page.

. Select a Fiscal Year for search.
. Select a Status of a muster sheet to search.

. Filter your search.
. Select the Create New Muster button to create muster sheet.

A

B

C. Select a Date to search.

D

E

F. Select the Upload Muster Sheet button to create muster sheet by uploading a file.

G. Select the back link to return to main screen.

4.4.6.2 Muster Duty Allowance Muster Screen

INIVIDUAL READY RESERVE (28801)

C © B © G @ d

oum cetmes 5 e evinmit s sy [ s o o it e s o
J_K_L_M—NI*—O“UM —R_S-T-U-V

Rank = Rank Type ~ i~ Last Name ~ city ~ Zip o
sttus ~ EDIPI ~ RECC ~ Email ~ Address ~ state ~ fome PhAR Drill Date

Figure 34: Muster Duty Allowance screen

Once an MDA is created attendees on the muster sheet are, by default, marked as present. The
Schedule Creator or Muster Manager can mark the member as “NS” or delete the member from the
muster sheet. The following outlines the options on the MDA muster sheet.

A. Enter a date to be used for MDA in the Drill Date field.

B. Enter the place of the MDA in the Location field.

C. Select the Drill Details button to view the drill detail screen.
D

. Select the Find Marines button to add Marines to the muster sheet, see Section 4.6.4.4 — Find
Marine to Add Marine to an MDA.

Select the Submit Muster button to submit the muster sheet to certifier.

m
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Select the Save Muster button to save changes to muster sheet.

Select the Send Email button to send emails to Marines listed on muster sheet.

Select the Export as Excel button to download an Excel copy of the muster sheet.

Select the Back link to return to the main screen.

The Status column displays status of each Marine on muster sheet.

The EDIPI column displays the EDIPI of the Marine.

The Rank column displays the rank and can be used to filter or sort the results shown on the page.

. The Rank Type column can be used to filter or sort the results shown on the page by O or E.

The First Name and Middle Initial column can be used to filter or sort the results shown on the
page by first name.

The Last Name column can be used to filter or sort the results shown on the page by last name or
sort.

The RECC column displays Marine’s RECC.

The Email column displays Marine’s email.

The Address column displays Marine’s address.

The City column displays Marine’s city.

The State column displays Marine’s state.

The Zip column displays Marine’s zip.

The Home Phone column display’s Marine’s home phone.

. The Drill Date column displays the drill date of the MDA.

The @ Delete icon will remove the Marine from muster sheet.
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4.4.6.3 Muster Duty Allowance Drill Details

* Drill Details ®

Drill Title: Mu§ter Duty Allowance for IRR

Description: | 0 i

1000 characters remaining

Number of Marines: 0
| Number Present:
i Officer Count: 0 |
Officer Present:
Enlisted Count:

Enlisted Present:

History: Date Submitted By Status Comment
10/07/2019 09:59 CIV SUPPORT SUPPORT  Saved muster Muster created

9 Sawe Cancel Q P

Figure 35: Muster Duty Allowance Drill Details screen

The MDA Drill Details pages provides the details of the event and provides the user with the ability to
change the description.

A. Input Description for the drill.
B. Select the Save button to save changes and exit the Drill Details screen.
C. Select the Cancel button to exit the Drill Details screen.
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Find Marine to Add to Muster Duty Allowance

MONIDHIAL READY RESERVE (B1801)
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Figure 36: Find Marine to add to Muster Duty Allowance Muster

Schedule Creators and Muster Managers user the Find Marines feature to search for and select
Marines to add to muster sheet. Search criteria supports searching by multiple States, Cities, Zip
Codes and by First Name, Last Name or EDIPI. Once the results are displayed on the page, the
user can further reduce the list with the Reduce results by % filter. To search by states enter one or
more states within States search criteria.

To search by cities enter one or more cities within Cities search criteria.

To search by zip codes enter one or more zip codes within search criteria. To capture a larger
section of a metropolitan area the user can enter the beginning of a zip code, for example entering
802 would retrieve Marines living in the greater Denver metropolitan area.

To search by first Name enter a first name within the search box.
To search by last Name enter a last name within the search box.
To search by EDIPI enter an EDIP within the search box.

To reduce search results by a percentage enter a percentage number within the Reduce results by %
search box.

Select the Search button to retrieve results.
Select search criteria.
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Select Add to Muster button to add Marines to the muster sheet.
K. Select the Export as Excel button to download the muster sheet.

Select the check box to add Marines to the muster sheet. If the top check box is selected, all
Marines displayed on the screen will be added to the muster sheet.

(&)

r

. The Rank Type column can be used to filter or sort by rank type.
The Rank column can be used to filter or sort by rank.
The First Name column can be used to filter or sort by first name.
The Last Name column can be used to filter or sort by last name.
The State column can be used to filter or sort by state.
The City column can be used to filter or sort by city.
The Zip column can be used to filter or sort by zip code.

» O PO ZZ

4.4.6.5 Creating Email to Send to Muster Duty Allowance

Send Email to all drill a"‘zIndees

Enter email text (max 2000 chars):

= E 9 ABS |
TEST|

0.9

Send Email 3 P

Figure 37: Email body to send to Marine on the Muster Duty Allowance Muster

The Send Email button will display an Email popup where the user can enter a maximum of 2000
characters which will be sent to the scheduled Marines MCTFS email account.
A. After email message has been entered select the Send Email button to send email.

B. Select the Cancel button to exit screen without sending an email.
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4.4.6.6 Uploading CVS file to create Muster Duty Allowance
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Figure 38: Upload CVS file to create the Muster Duty Allowance Muster

This is the second option users have to create an MDA event. Schedule Creators or Muster Managers
can select the Upload a Muster Sheet button and then choose an Excel or .csv file. Marines will
automatically be marked as present, however, the user may remove the member or mark them as not
scheduled (NS).

A. Select the +Choose button to select and upload an Excel or .cvs file from the local computer.
After the file has been uploaded click on the column that is the EDIPI column.

Select the Confirm button to create a muster sheet.

Select the Cancel button to exit the upload screen.

moo

Select Back link to exit and return to the previous page.

4.4.6.7 Certify Muster Duty Allowance
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Figure 39: Certify Muster Duty Allowance Muster screen

Approvers or Trusted Agents have the option to Return the Muster for edits or Certify the Muster.
Once the MDA is certified RTAMMS will export the drill and send transactions to MCTFS for
payment of the MDA.

A. Select the Certify Muster button to certify muster sheet.
B. Select the Return Muster button to return the muster sheet for edits.
C. Select the Export as Excel button to download the muster sheet.
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D. Select the Back link to exit and return to the previous page.

E. When the Certify Muster button has been selected a popup warning will appear to confirm the
muster certification, select the OK button.

F. Select the Cancel button on the popup warning to return to the muster sheet without certifying.

T

N
Muster has been certified and submitted to the TSO for processing

he MCTFS transaction records will be available after the next MCTFS cycle.

he records can be viewed from the Transaction Research Report located on the the Corrective Action menu.

Figure 40: Certify and submitted Muster Duty Allowance Muster to TSO screen

4.5 Approver/Trusted Agent Actions

The Approver/Trusted Agent reviews initial drill requests and either approves, returns for edits, or
declines the request. The Approver/Trusted Agent can also cancel an approved drill or reinstate a
canceled drill.

The following sections describe the typical actions an Approver/Trusted Agent performs for a drill:
e |Initial Drill Requests

e Cancel Approved Drill

e Reinstate Drill

45.1 Initial Drill Requests
The Approver/Trusted Agent reviews all initial drill requests and takes one of three actions: return for

edit, approve, or decline. Approver/Trusted Agents may approve or decline a drill request by clicking
Approve from the schedule list view or from the drill details page:

- = <]
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o7I0-1130 CHC Annupd Traming Regueemests REG Faquetied Fuall ot

* * 0®

1111273007 1830=-1330 CHMC Annusd Trening Reguirsmaats REC Raguavtsd Full Unit

Figure 41: Approve (Decline) Drill Request

A. Click Approve to approve the selected requests. The Approver/Trusted Agent will be prompted to
enter a comment (optional) with the approval. An email notification will be sent to the drill
requester once approved.

B. Click Decline to decline the selected requests. The Approver/Trusted Agent will be prompted to
enter a reason for declining (required).
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C. Click Return for Edit to send the selected requests back to the requestor for edits. The
Approver/Trusted Agent will be prompted to enter a reason (required).

D. Select the check box for each drill request to be approved, declined, or returned.

E. Click the hyperlinked Title to view drill details (see Edit Drills in Muster Saved Status). The same
options (approve, decline, or return) are available on that page.

DM checks drills for policy compliance when drills are approved and displays a warning accordingly.
If a warning for any of the following scenarios is displayed, review the information carefully before
confirming approval:

e Approval Warning: IDT/EIO Limit
e Approval Warning: Outside Current Fiscal Year
451.1 Approval Warning: IDT/EIO Limit
DM warns if the Approver/Trusted Agent attempts to approve a drill request that will put a Marine

over the 48 IDT/EIO limit:

e Todisregard the warning and approve the drill request, click OK. The affected Marine(s) will be
automatically marked Not Scheduled (NS) on the muster sheet.

e To see which Marines are affected, click the link provided. Put this information in the comments if
declining the request or return it for edits.

NOTE: This warning will display if approving individual drills from the drill details page. If approving
multiple drills together, DM will not check the drills individually.

4512 Approval Warning: Outside Current Fiscal Year

DM warns if the Approver/Trusted Agent attempts to approve a drill request that falls outside the
current fiscal year. The Approver/Trusted Agent may still approve the request, but will need to provide
a justification in the approval comments.

45.2 Edit Approved Drill Date (IMA Only)

Users with Approver, Trusted Agent, or the IMA Drill Approver roles may change drill dates and times
for the following approved drill types: Reg IDT, ATP, AFTP, FHD, Appropriate Duty and Associate
Duty. The Edit Drill Dates button is available from the List View or from the Drill Details screen of
the selected approved drill, see the figure below.
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Figure 42: Edit Drill Dates button from List View (IMA Only)
45.3 Cancel Approved Drill

To cancel an approved drill, click a notice (View Approved Drills) or go the schedule list view and
filter for Approved drills. Click the hyperlinked drill title to view its details page and click Cancel to
remove the drill from the unit schedule and send a notice to the creator.

When cancelling a Reg IDT period that has RIDTSs in any status associated to it, a popup message will
appear listing Marines who have a scheduled RIDT pending and those who have already performed an
RIDT for the Reg IDT period being cancelled, see the figure below.

This list can be saved or exported and provides awareness of Marines who may go over 48 drills due to
an RIDT that has already been executed for the IDT being cancelled.

If RIDTs have been performed and are in a Muster Saved status, the user will be presented with the
popup but will be unable to complete the cancellation process until that Muster Saved status is
changed. Once all RIDTSs requiring action have been resolved the Reg IDT will be available for
cancellation.

RTAMMS will automatically submit cancellations for the Reg IDT and any associated RIDTSs that
have not yet been performed.
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Figure 43: Cancel Approved IDT with RIDTs associated

454 Reinstate Drill

To reinstate an approved drill, click a notice (View Canceled Drills) or go the schedule list view and
filter for Canceled drills. Click the hyperlinked drill title to view its details page (shown below):

Drill Details

Bk To Colendar

Figure 44: Reinstate Canceled Drill

NOTE: In addition to the Approver/Trusted Agent, the Muster Manager can also reinstate a canceled
drill.

Click Reinstate to put the drill back on the unit schedule and send a notice to the creator.
When reinstating a canceled drill, a justification must be entered, which will appear in the drill history.

When an IDT or RIDT drill is approved, the code will check to see if a drill is already in the queue for
a given Marine and date. If a drill is detected in the queue, the 0840 TTC will not be sent until the drill
in the queue has been processed.

Example: A drill is cancelled and a new drill is requested for the same date of the cancelled drill. If
the 0840 TTC for cancelling the first drill has not processed in MCTFS, the new drill will be held until
the cancellation is processed.
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WPNS/RFL PLT CO F 223 4TH MARDIY (77142)

Edit drill dates in status
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Drill Number Current Drill Date Current Start Time Current End Time MNew Date Mew Start Time New End Time
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4.6 View Drill Details

Each drill has a details page, whether it has just been requested, is freshly approved, or has had its
muster certified. The event status (Lifecycle of a Drill) or muster status (Muster Statuses) combined
with the user’s role and permissions determine the available actions. The example below shows three
action icons; for additional icons and corresponding actions, see Icons.

DULK FUTL CO C GTH 50 4TH MLG [F323T)

Drill Details

Dater: 111172017 Time: 1130 - 1530 Locathon: MC BALL  Status: Requessed
Dwili Type:  Flegular DT
Tithe: CMC Asaual Trainisg Requirgments
D s gt
Amenders: Froll Unif

Havarseers

Fils Hama Fils Typs Fils Sirs

LOL DL WEEKEMD, o Adaba BOF 3187 Kb '} @

Hisdory & Comerntts 0

(=Pl Submitted By Shatun Comament

Figure 45: Drill Details

A. Click Back to Calendar to go back to the unit schedule.

Click Edit to make changes to the drill (see Drill Returned for Edits). A drill may only be edited in
draft status by the originator of the request.

@

C. Click Delete to delete the drill request. A drill may only be deleted in Draft, Requested, Returned
for Edit or Requested Late status by the originator of the request or by any other Schedule Creator,
Proxy or Muster Manager that exists within the same unit as the creator.

Click 4 Previous to go to the previous drill in the list view.
Click # Next to go to the next drill in the list view.
Click Choose to select and upload a file from computer.

® mm o

Click @ Delete to remove the attachment.
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H. Click the hyperlinked file name to open it.
I.  The History & Comments section tracks all actions made on the request to date.

NOTE: A drill request can only be deleted or a drill canceled by the originator of the request or by any
other Schedule Creator, Proxy or Muster Manager if the muster sheet was never saved, and is in a
Draft, Requested, Returned for Edit or Requested Late status. Users with DM roles can delete drill
types for which the role has the capability to create. Once the Muster Official opens and saves a
muster (see Open Muster Sheet), the drill can only be canceled by the Approver/Trusted Agent.

4,7 Drill Returned for Edits

Use this page to edit the details of a drill request — in the example below, the Approver/Trusted Agent
has returned the request for edits:

e ————" 000

S’

M

. © w @ =
= Toms: goog = T quap * Lt [T F 0
—————— . ®
o ®
LspRos IB
@
— e @
Figure 46: Edit Drill Details
A. Click Cancel to go back to the unit schedule.
B. Click Request to resubmit the request.
C. Click Save to save changes to the request without resubmitting.
D. Click Delete to delete the drill request.
E. Click ¢ Previous to go to the previous drill in the list view.
F. Click# Nextto go to the next drill in the list view.
G. Enter the Date or click on the date field to user the date picker == (see Date Picker).
H. Select the Time from the list boxes.

Enter the Location.
Select the Drill Title from the list box.
Enter a CC Email.

A “
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L. Enter the Description.

M. Click Attach to add another file attachment. Click @ Delete to remove the attachment. Click the
hyperlinked file name to open it.

N. Select attendees for the drill. If choosing Selected Attendees, select the Company, Platoon, and
Work Station from the list boxes.

NOTE: Platoon and Work Station have been replaced by RUC and MCC, respectively.
O. Click Reviewers to edit the reviewers assigned to the request.
NOTE: The drill details will vary by drill type (see Drill Types)

4.8 Drill Actions

The status of a drill and the permissions of the user (see User Roles) together determine what actions
can be performed on the drill.

e Reschedule Drill
e Reschedule as Proxy

e Review Drill
48.1 Reschedule Drill

Scheduled IDTs can be requested to be rescheduled by clicking Reschedule i from the schedule page
(Drill Manager Schedule) or drill details page (View Drill Details). The user may select multiple drills
to be rescheduled for a Marine. See Reschedule By Proxy to reschedule multiple Marines at one time.
Once the drills being rescheduled have been selected there is a page that displays the common
properties for all of the Marine’s RIDTs being scheduled. The values will be applied to each RIDT
being rescheduled but only need to be entered once, see below.

DET B MW55-472 MAG-29 4TH MAW [03330)

- Select details

Reschedule Request for

® Abdanos Readcn

Crhes (hisbony nequired) -
L ———
Courtesy: Mo

Add CCEmall: | e

B fid] Canosl oo v fla 15.04 Kb

B dmim_iapants e Excal Spragditeat 548 Kb

Figure 47: Common Properties for RIDTs
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Once the common properties have been entered the user will be able to select dates and times for the
RIDTs. In the figure below, the user will select a New Drill Date. Times are automatically entered
starting at 0700 but may be manually changed. If the same date is selected for a second RIDT, the
Start Time is automatically set to 4 hours from the Start Time of the first RIDT on that same date.

Example: RIDT 1 is scheduled for Jan 10th at 0700. A second RIDT is also scheduled for Jan 10th,
the system will automatically set the start time of the 2nd RIDT to 1100.

The system will automatically adjust Start Times if there is an overlap of the 4 hour drill periods on the
same day but times may always be adjusted outside of the 4 hour drill period if required.

UNCLASSIFIED N FOR OFFICIAL USE ONLY
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Figure 48: Reschedule Drill Dates and Times

NOTE: If the unit’s yearly schedule deadline, the new join cutoff, or backdate period has passed, a
warning message will appear, preventing the drill from being scheduled. See Yearly Scheduling
Deadline.

If a rescheduled drill has been executed, Marines may create a non-1DT drill on the same day as the
IDT drill they rescheduled.

e For example: An IDT drill is scheduled for 07/12/2019. A Marine reschedules that drill to
07/01/2019 and executes that drill. The Marine can now create an APD, EPD, or non-paid drill on
07/12/2019

4.8.2 Reschedule as Proxy

When there is a scheduling conflict for an IDT, it is often the unit’s Proxy user (or Muster Manager)
who resolves it by reviewing the complete unit schedule and then rescheduling drills on the behalf of
individual Marines. When more than one Marine is being rescheduled at the same time, the drill date
(and time) being rescheduled must be the same for all Marines selected and the reschedule date and
time must also be the same. The figure below depicts the screen where the Proxy selects Marines by
clicking in the checkbox next to the Marine(s).
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Figure 49: Selection of Marines for a Reschedule Request (Proxy User)

As depicted in the figure below, once Marines have been selected the only drills that will be available
to reschedule are those that are available for rescheduling by all the Marines selected. For example, if
five Marines are selected to be rescheduled but one of those Marines has already rescheduled a
Saturday drill, that Saturday drill will not be available for selection since it was not available to all five
Marines.
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Figure 50: Reschedule Request Date Selection (Proxy User)

A. Select the check box for each drill to be RIDT.

B. Message when one or more of the Marines selected has an RIDT for the dates that are not
selectable.

When rescheduling the drill of multiple Marines the RIDT will have common attributes such as the
Absence Reason and Courtesy drill information as shown in the figure below. The selection of the
Time and Date of the RIDT will also be the same for the selected Marines. This results in a single
muster sheet for all Marines rescheduled in a group.

WPNS/RFL PLT CO F 2/23 ATH MARDIV (77142)

Reschedule Request for 2 selected Marines A

* Absence Reason:

* Comment: | 9

Courtesy: .o - o
Ssied @

Offsite Unit: MAG-41 4TH MAW (00043) G
Add CC Email: | | G

Q00

= Back Next> Cancel

Figure 51: Reschedule Request Reason and Courtesy Unit screen
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Select the View Attendees button to see list of Marines for the RIDT.

Enter the Description for the RIDT reason.

If the RIDT is an offsite drill, select “Yes” from Courtesy Drill drop down list.

Click on the Select button. Select the Courtesy Unit (location) where the Marine(s) will drill.
Offsite Unit Name.

Enter a CC Email.

Select the +Choose button to select and upload a file from the local computer.

T G mmoow»

Back to return previous screen with the reschedule process (see Reschedule Drill)

Next to continue with the reschedule process (see Reschedule Drill).

[

Click Cancel to close this screen without continuing the reschedule request.
4.8.3 Edit Drills in Muster Saved Status

The Approver/Trusted Agent may either cancel or edit the drill dates for drills in the Muster Saved
status. Use the schedule list view (see Drill Types) to find drills in the Muster Saved status. Select a
drill to view its details page:

BULK FUEL CO C ETH ESE 4TH MLG {22327)

Drill Details

cancel Drill | EdiDrilDates | Muster Sheet [P ofetnn

8 Previous Next

Date: 11/22/2016 Time:0730- 1130 Location: HTC Luke AFE  Status: Muster Saved
Drlll Type:  EIN
Tile:  Unit Directed Training
Description:  Drill missed: 03/06 07-00

attandess:

Figure 52: Edit Drill Dates (Drill Details Page)

Click Cancel Drill to cancel it and generate notifications to affected users. Click Edit Drill Dates to
view and edit dates:

HQTRE MAG-41 4TH MAW (00048)

Edit drill dates in saved muster sheet

Drill Number Current Drill Date Current Start Time Current End Time New Date HNew Start Time New End Time
1 10/06/2017 0530 0920 1010612017 0530 = 0830

2 10/06/2017 1230 1630 1000872017 120 - 1830

Figure 53: Edit Drill Dates (List of Drills in Muster)

Select new dates and times for each drill shown, and click Save to submit the changes. DM will check
for schedule conflicts before finalizing the changes.
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484 Review Drill

Users with the Reviewer role for a unit will receive notices when there is a drill request waiting for
review. The schedule list view (see Drill Types) is available for users to find drill requests. Either path
will lead to the screen shown below:

LLK FUEL

B Phia Vel LY

Figure 54: Drills Needing Review

A. Click Review to go to the drill details page for the selected drill and enter comments.
B. Select the check box for the drill to be reviewed.
C. Click the hyperlinked drill Title to go to its details page and enter comments.

The drill details page appears below with an option to enter comments with recommendation as the
reviewer:
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Figure 55: Drill Details - Reviewer Comment

When Reviewer Comment is clicked, the Reviewer will see the screen below:

Review (maximum 500 characters)

A

Sﬁﬁuuzlem e TEIning
-
oK conce (@)
# 4

Figure 56: Add Reviewer Comment
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A. Enter Reviewer Comment.
B. Click OK to add recommendation to the drill request.
C. Click Cancel to close the screen without adding a comment.

Role as a Reviewer will vary by unit, but typically the Reviewer will be making recommendations for
scheduling RIDTs or for using APD allocations.

4.9 Load Regular Drill Ceiling

The Budgeted Drills Dashboard functionality gives the Reserve Personnel Marine Corps (RPMC) roles
the ability to load fiscal year (FY) drill amounts based upon the funding letter from P&R. This
functionality provides the ability to view the current burn rate of drills, by type, and will support
management of drill budgets.

49.1 RPMC Roles

The Budgeted Drills Dashboard is limited to two roles: RPMC Manager and RPMC Viewer. Only
users with the RPMC Manager Role have the capability to load/update Budgeted Drills.

4.9.2 Budgeted Drills Dashboard

A Drills Budgeted link is available on the Drill Manager Reports page. This link is available to users
with either the RPMC Manager or RPMC Viewer role. When selected, the link will navigate the user
to a new page, the Budgeted Drills Dashboard.

The Budget Drills Dashboard page contains an FY filter on the left hand column. The current,
previous, and next fiscal year will be available. The default selection will be the current FY.

The Budget Drills Dashboard page contains the following columns:
e Drills Budgeted

e Drills Scheduled

e Dirills Exported

e Est. FY Demand

e Budget by Forecast

e Forecast by % of Budget

e Executed Drills % of Budget.

The Budget Drills Dashboard page contains the following rows:
e SMCR Officers

e SMCR Enlisted

e SMCR Total

e IMA Officers

e IMA Enlisted
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e |MA Total

If the user has the RPMC Manager role, the Officer and Enlisted fields in the Drills Budgeted column
will be editable and allow the user to enter the drill totals. There is a Save button that will appear at the
top of the page.

The Total fields are not editable. The fields will initially be populated by the values for the selected
fiscal year. If the user selects the Save button, the values will be persisted to the database and the totals
will be updated on the display. If the user attempts to navigate away from the page after making
modifications without saving changes, the user will be prompted with the following message:

“You have unsaved changes. If you leave this page they will be lost. Would you like to stay on this
page?” with “Yes” and “No” options.

If the user selects “Yes”, the page remains the same; if “No” is selected the system will navigate away
from the page and any changes will be lost.

The “Drills Scheduled” column will be populated by querying the Scheduled Events table for the
number of drills in the selected Fiscal Year with the following status:

Approved

Saved Muster
Submitted Muster
Return for Edit

Certified Muster

The “Drills Exported” column will be populated by querying the Scheduled Events table for the
number of drills in the selected Fiscal Year with the following status:

e Exported
And the following attendance status:
e Satisfactory

The “Est. FY Demand” column will be populated by adding the respective fields from the Drills
Scheduled and Drills Exported sections.

The “Budget minus Forecast” column will be populated by subtracting the respective value of the Est.
FY Demand section from the value of the Drills Budgeted section.

The “Forecast as a % of Budget” column will be populated by dividing the respective fields from the
Est. FY Demand section by the value from the Drills Budgeted section.

The “Executed Drills as a % of Budget” column will be populated by dividing the respective fields
from the Drills Exported section by the value from the Drills Budgeted section.

The view from the Budget Drills Dashboard page may be exported into to Excel.
4.9.3 Budget Drills Nightly Calculation

Each night the system will calculate the Drills Scheduled, Drills Exported, Est. FY Demand, Budget
minus Forecast, Forecast as a % of Budget, and Executed Drills as a % of Budget values for each of
these categories:
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For each of the calculated values that exceeds one of the following thresholds an email will be sent to
the e-mail address in the system for all users with either the RPMC Manager or RPMC Viewer role
with the text “Warning: The <Marine Type> Executed Drills as a % of Budget has exceeded the N%
threshold.” where N will be replaced by the threshold that has been exceeded.

85%
90%
95%
96%
97%
98%
99%

The corresponding Budgeted Drills record in the database will be updated to reflect that an email has
been sent for that threshold, and emails will not be sent again until the next threshold is reached for that
category.
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MUSTER MANAGEMENT

When an individual or unit completes a drill, the Muster Manager or Muster Official will go to the drill
and fill out the muster sheet to record the performance of all participants. This performance record is
then submitted to the unit’s Approver/Trusted Agent to be verified and certified so participants can be
paid:

ﬁndivlduaUUnlt
. Completes Drill Certify Muster

¥ -L ¥

" - - - T
LT
Create Mustsr { Save Muster Subsmit Muster 1 2 = ML.JSLEI Zy Export Muster
Reviewed

Return Muster -\\ Marine is Pald>

Edit Muster

[ rauster Manager or Official

Approver |

Figure 57: Muster Management Process Flow

Once the drill date has passed, its status in DM changes to “Musterable.” The Muster Manager or
Muster Official can then open and edit its muster sheet. Once the muster sheet has been certified, the
Muster Manager exports the transactions.

Each of these steps, and initiate corrective actions, are described in the following sections:

5.1

Open Muster Sheet

Edit Muster Sheet

Print Muster

Submit Muster

Certify Muster

Decertify Muster

Unit Diaries (Export Muster)
Holds

Corrective Actions

View Approved Muster Sheet

Users with Approver, Trusted Agent, Muster Manager or Muster Official roles have read-only access
to unit muster sheets as soon as the drill is in an Approved status.

5.2

Open Muster Sheet

To open a muster sheet, navigate to a drill that has a muster sheet or is musterable.

A. Go to the unit schedule list view (see List View and Filters) and filter by the appropriate status.
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B. Click any muster-related notice in the Notices box to view the drill.

C. Go to the event details page of any drill that has a muster sheet or is musterable.

Once the correct drill is selected, click the Muster Sheet button to open the muster sheet. The version
displayed will depend on status, see figure below.

CAUTION: If a muster is opened before the drill has taken place, do not save it. Attendees cannot be
removed, drill cannot be rescheduled, or canceled if the muster sheet has been saved (see View Drill
Details).

DM scrubs muster sheet statuses nightly, providing the most up-to-date statuses for the Marines on the
muster sheet. This includes deleting non-members and updating statuses that have changed since the
muster was last saved.

53

Edit Muster Sheet

If the muster sheet has not yet been submitted, it can be edited as shown below:
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This shows the Muster Status (e.g. Saved, Certified) and Drill Type.
A.

®© Mmoo W

Figure 58: Edit Muster Sheet

Company, Platoon, or Work Section.

Click the Back button to return to the previous page.

Click Reset to clear all statuses and start over.

Use the Filter box options to filter the Marines shown on the Muster Sheet at right by Name, Rank,

Use the Status box to filter the list of Marine shown at right by Status.
Click Deselect All to clear all selected cells in the status columns at right.

Click Display Scrub to view a list of all historical changes made to the muster sheet.

Click Print to download the muster sheet as a PDF file and print it (Print Muster).
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Click Excel to export the muster sheet as a Microsoft Excel file.

Select the check box for each viewing option to be enabled. Clear the check box for each option to
be disabled.

Click Select to select the entire column to update statuses. There is one column for each drill
period.

Click any selected cell to view the status menu. NOTE the several of the statuses expand to display
additional status options.

Select any status to apply it to all selected cells. Click close to exit the status menu.

CAUTION: Do not save the muster until reviewed and all attendees are confirmed. A Marine cannot
be removed from a saved muster sheet without using the Corrective Actions process (Corrective
Actions).

NOTES:

Marines that are 60 days post mobilization are pre-populated with a N6 drill status and a comment:
“Not Scheduled - 60 days post mobilization.” This drill status may be modified by the user.

Marines with a drill date greater than the member’s associated RECC date will have a pre-
populated drill status of NS and a comment will be added with the RECC Date.

Marines with pre-populated attendance statuses from Marine Reserve Order Writing System
(MROWS)* orders, Reserve End of Current Contract (RECC) expirations, medical, mobilization
orders, and Active Duty for Operational Support (ADOS) over 30 days are not editable.

o0 MROWS orders will be checked to see if they overlap IDT, RIDT, APD, and EDP drill
dates. When the muster sheet is submitted, 0840/2 TTCs will be sent for any Marine
determined to be on MROWS orders.

Marines who have transferred to another unit will have a pre-populated status on all drill dates at
the previous unit following the transfer of NOT_MEMBER. RTAMMS will stage transaction for
TTC 0840/2 (cancel regular drill) for drills at the previous unit where attendance has been set to
NOT_MEMBER.

On the first of every month, DMM will send an email notification to the Approver/Trusted Agent
for all Marines who have nine or more UAs.

If the cursor is hovered over the date for any drill period, the text changes. Click the red/underlined
date to delete the drill period from the muster. This is an option if one or more drill periods need to
be mustered in a separate muster sheet.

Marines with a No in the Scheduled column of the muster sheet means the drill was not scheduled
in MCTFS due to an invalid MCTFS Pay Status.

o If the Marine failed pay status validation on Export of the drill muster, then an additional
Failed Diary Record will be created with Transaction Type EXPORTED. If this happens,
the failed SCHEDULED transaction will have to be resubmitted successfully before the
EXPORTED transaction can be sent.

o If the Marine passes pay status validation on Export of the drill muster, the transaction will
be placed on hold until the Scheduled pay status validation in Failed Diary Records has
been resubmitted.
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e Select the check box for any Marine to enter a Hold (see Print Muster).
e When editing a muster sheet, keep the following in mind:

0 A muster cannot be saved more than seven days prior to the drill event. The Save Muster
button will appear unavailable.

o0 Additional actions will be available as the muster sheet changes status. Each action has its
own icon (see Icons) and will be explained in the following sections.

o0 A single muster sheet can have no more than six drill periods (click on the middle date).

e \When a Marine’s unit association does not match the Drill’s unit association, the attendance status
of the Marine will be automatically set to NOT_MEMBER.

o The Status will not be editable

o If the UMS contains only members who are marked as NOT_MEMBER due to a lack of
unit association, a message will be presented informing the user that the UMS requires
cancellation.

0 UMS that contains only members who are marked as NOT_MEMBER due to a lack of unit
association will have a Cancel button.

e When a Muster Official or Muster Manager manually sets a Marine to NOT_MEMBER who is still
part of the unit in ODSE, the Marine will remain on the muster sheet.

e |f the Marine’s RUC from ODSE is not found in the RTAMMS database, the unit association will
be set to the unit with the RUC of TEMP.

54 Print Muster

When printing the muster sheet, Drill Manager starts by exporting and displaying it as a PDF. If the
muster sheet does not fit on the page, following changes can be made:

e Delete any drill periods that are not needed on the printed version.

e When selecting a printer, change the layout to Landscape to fit more drill periods on the printed
page.

5.5 Submit Muster

For the Muster Manager or Muster Official, a saved muster sheet will have an option to submit it:

BULK FUEL CO C 6TH ESB 4TH MLG (22327)

Muster Sheet

Figure 59: Submit Muster

Click Submit Muster to send the muster to the Approver/Trusted Agent to review and certify (see
Certify Muster).

NOTE: Once the muster sheet has been saved, Marines can be added to the muster sheet that are not
listed on the muster sheet.
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CAUTION: A saved muster cannot be submitted until all the drills on it have taken place and all
muster statuses have been recorded.

5.6 Certify Muster

Once a drill has been submitted, the Approver/Trusted Agent must review it and decide whether to
certify it or return it for edits, as shown below:

BULK FUEL CO C 6TH ESB 4TH MLG (22327)
Muster Sheet @ @

(T

Figure 60: Certify Muster

A. Click Certify Muster to approve the muster.

B. Click Return for Edit to return the muster for changes.

The following sections describe the actions available when certifying a muster:
Confirm Muster Certification

Reason for Returning Muster

Certify Muster with Makeup Determinations
5.6.1 Confirm Muster Certification

Certifying a muster is the equivalent of issuing paychecks to all the Marines who completed the drill.
The Approver/Trusted Agent must confirm this step as an extra precaution to protect the validity of the
information:

Confirm Muster Certification

| have reviewed the muster sheet in accordance with MCO P1001R.1,
the Marine Corps Reserve Administrative Management Manual. By
approving this Muster Sheet | confirm that | have reviewed the status of
each Marine and to the best of my knowledge agree that the
Government should pay the attendees accordingly.

Figure 61: Confirm Muster Certification

A. Click OK to confirm muster certification.
B. Click Cancel to go back to the muster sheet without certifying.

5.6.2 Reason for Returning Muster

When returning a muster for edit, the Approver/Trusted Agent must give a reason so the Muster
Manager or Muster Official knows what information needs to be corrected:
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Reason for Returning (Required):

Figure 62: Reason for Returning Muster

A. Enter the Reason for Returning in the text box.
B. Click OK to return the muster with the explanation entered.
C. Click Cancel to go back to the muster sheet without returning the muster for edits.

5.6.3 Certify Muster with Makeup Determinations

If Marines were marked absent for any reason, the Approver/Trusted Agent must set makeup
determinations before certifying the muster:

Unable to Certify

4 marines still need a makeup determination set before you can certify the
muster. Set EIO or EIN where necessary and click Save

Figure 63: Unable to Certify Muster (Makeup Determinations)

To set makeup determinations and certify the muster, follow the steps shown below:
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Figure 64: Certify Muster with Makeup Determinations
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A. Click Require Makeup Determination to filter the muster sheet. This can also be done by selecting
“Requires a makeup” from the Status list box to the left.

B. Click Select to select all of the Marines shown (one Marine can be selected or pick several Marines
by following the instructions at bottom left).

C. Click the arrow to view makeup options for the selected Marines, and then select EIO Makeup
(paid) or EIN Makeup (unpaid). This will update the status of each selected Marine.

NOTE: EIOs and EINs are discussed under EDPs (see Scheduler Tool - EDPs [Muster Manager]).

D. Click Save to process makeup determinations. Changes must be saved before the muster can be
certified.

E. Click Certify Muster to complete the certification process.
5.7 Decertify Muster

The Approver/Trusted Agent can decertify a certified muster and return it to the Muster Submitted
status for editing and recertification (see Certify Muster). The option to decertify only appears for drills
with a Muster Certified status:

HGTRS MAG-41 4TH MAW [D0048)

Muster Sheet

Figure 65: Decertify Muster

Click Decertify to return the muster to Muster Submitted status. The Approver/Trusted agent will be
prompted to enter a justification, which will appear in the Drill History (see View Drill Details).

5.8 Unit Diaries (Export Muster to UD/MIPS)
The final step in the muster workflow is to export the transactions in the certified muster sheet to the

MCTFS database so Marines can be paid for completed drills.

The unit diary contains all of a unit’s musters for a given day. Once a muster has been certified, the
Muster Manager must take the final step of sending the transactions in the unit diary to the MCTFS
database to be processed for payment.

The unit diary will have one of three statuses:
1. Certified — all of the musters for that date have been certified and are ready to export to MCTFS.

2. Exported — all of the musters for that date have been successfully exported to MCTFS and have
been made available to be processed for payment.

3. Pending — some of the musters for that date have been exported, but others are not yet in an
exportable state.

The following sections describe unit diary actions:
e Export Diaries (Certified Musters)

e View Exported Diaries
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e View Pending Diaries
5.8.1 Export Diaries (Certified Musters)

When the Muster Manager selects the Unit Diaries tab, the page defaults to Certified as the Drill
Status:

N T
Fiscal Year: [2018 @
Unit Diaries - Diary Status: CERTIFIED
UnitType: sy - @
1 Carfified diary
Unit: | 5003 - HOTRS M - @ (10f1) 1]
Unit ~ Drill Date ~ Status ~ Type ~ Action
DY conmea @ 00048 10/01/2017 CERTIFIED REGULAR Submit Transaction @
us:
(1 0f1) (1]

Figure 66: Export Certified Musters

A. Enter the Fiscal Year to view.
B. Use the list box to select the Unit Type to view.

C. Use the list box to select the Unit to view. For IMA detachments, the Muster Manager can select
the entire detachment or specify an individual MCC or RUC.

D. Use the list box to select the Diary Status to view.

E. Click Submit Transaction to send the certified muster to MCTFS (See Submit Transactions).
The following sections describe actions related to submitting transactions:

e Submit Transactions

e Cannot Submit Transactions
5.8.1.1 Submit Transactions

This screen lists all of the certified musters for the selected date. Uncertified drills will be shown in a
second panel below.

HTR S WUAG-A1 ATH MAW (st

Drills certified on this date @
Dute Tives Tepe = e~ Laad Uipawis: =~ Lasi Upadabed By = B vl Gre

Figure 67: Submit Transactions
A. Click Export to send all of the transactions in the certified musters to MCTFS to process for
payment.

B. Click Back to go back and view all certified musters for all dates (see Export Diaries [Certified
Musters]).

C. Click the number in the Attendance column to view attendees for any muster.
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CAUTION: Scrutinize each individual transaction carefully before approving it for payment. Although
it is possible to amend errors with a Corrective Actions request, the unit should rarely, if ever, need to
resort to such a request.

5.8.1.2 Cannot Submit Transactions

If there is a mix of certified and uncertified musters for a given date, transactions will not be able to be
submitted until all been certified:

n Therde ate b Covliend deills ready bod eaport Al fecards of & Qreen dirp haveg The Lo dndl Nyge el Lhaind JMesdince Met Both be cevidend belode sapoimang (RIDT and 01T sie conssbednd e samee Srdl Drge|

WAG 4% TH RAW [B0051)

Drills awaiting export or certification on this date

Dass Tt Typs = Status = Land Liptate: = Last Updsisd by = Atterdurcs
How B 3007 FEB0-TH30 RIDT Munter Saved VRORETNT 146

Drills already exported on this date
Date L Type = Blabus =~ L gt = Last Updated by = Atbrrdsay

K 0 200F VN300 REQ Muster Exporied TS T a2 Fulll Uit

Figure 68: Cannot Submit Transactions
5.8.2 View Exported Diaries

If the Unit Diaries status filter is set to Exported, the Muster Manager will see the screen shown below:

BULK FUEL CO C §TH ESE 4TH MLG (22327)
Fiscal Year. @
Unit Diaries - Diary Status: EXPORTED
UnitType: spor |« @
§ 51 Exported disries
Unit: | ggosg - HQTRS M4 =

{1 of 1) [ 1]
. Unit ~ Drill Date ~ Status ~ Type ~ Action
Diary . @ vee
status: =P @ . .
iew Transaction Details

00048 10/01/2016 EXPORTED REGULAR
00048 10/02/2016 EXPORTED REGULAR
00048 10/03/2016 EXPORTED REGULAR
@ 00043 10/14/2016 EXPORTED REGULAR o
00048 10/15/2016 EXPORTED REGULAR =t
00048 10/16/2016 EXPORTED REGULAR View Transaction Detail
00048 10/17/2016 EXPORTED REGULAR View Transaction Detail
00048 10/18/2016 EXPORTED REGULAR View Transaction Detail
Schedule EDPs as proxy 00048 10/13/2016 EXPORTED REGULAR View Transaction Detsils
p 00048 10/20/2016 EXPORTED REGULAR View Transaction Detail
View drills today
00048 10/21/2016 EXPORTED REGULAR View Transaction Detail

Figure 69: View Exported Diaries

A. Enter the Fiscal Year to view.

@

Use the list box to select the Unit Type to view.

C. Use the list box to select the Unit to view. For IMA detachments, the Muster Manager can select
the entire detachment or specify an individual MCC or RUC.

D. Use the list box to select the Diary Status to view.
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E. Click View Transaction Details to see details of the drills exported for the selected drill date:

HOTR S WAG AT JTH MAW i)

Drills exported on this date
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Figure 70: Drills Exported on This Date

A. Click Back to return to the list of exported diaries (see View Exported Diaries).
B. Click the hyperlink in the Attendance column to view attendees for the drill.

5.8.3 View Pending Diaries

Pending Diaries have some musters that have already been certified and exported successfully, but
other musters have not yet been processed:

L a4t T i oo

Fiscal Year: [2017 @
Unit Type: gucr =

Unit Diaries - Diary Status: PENDING @

Update Diary Status

4 Pending diaries eligible for export

L Oeees |
(E)

Unit & Drill Date ~ Status ~ Type ~ Action

Uit 60048 - HQTRS MY » @

Diary :
status: Pending - @

00048 11/08/2016 PENDING REGULAR Submiit Transaction

00048 03/10/2017 PENDING REGULAR Submit Transaction
Notices - HQTRS MAG-41 4TH MAW (00048} e 00048 03/11/2017 PENDING REGULAR Submit Transaction

00048 06/16/2017 PENDING REGULAR Submit Transaction
View certified drills (10f1)

View corrective action
View unit diaries

View muster holds
Schedule EDPs as proxy
View drills today

Figure 71: View Pending Diaries

>

Enter the Fiscal Year to view.

@

Use the list box to select the Unit Type to view.

O

Use the list box to select the Unit to view. For IMA detachments, the Muster Manager can select
the entire detachment or specify an OpGroup, individual MCC or RUC.

D. Use the list box to select the Diary Status to view.

m

Click Submit Transaction to see all drills for that date (see figure below)
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F. Click Show Eligible for Export to refresh the list, showing which unit diaries are ready to be
exported.

G. Click Update Diary Status to refresh the list, showing which unit diaries are pending.

HQTRS MAG-41 4TH MAW (00048)

ey -
O 6

Drills awaiting export or certification on this date

Date Time Type =~ Status = Last Update: ~ Last Updated by: ~ Attendance
Aug 1, 2017 0730-1130 FHD Approved OTIR20T 12:26 Partial Linn @
A 1, 2017 0700-1100 ATP Requestied 08162017 0808 Fartizl Lni
Aug 1, 2017 03300730 ATP Requesied 08182017 0613 Partial Lini

Drills already exported on this date

Date Time Type = Status -~ Last Update: ~  Last Updated by: ~ Attendance
Aug 1, 2017 T300-1700 RIDT Muster Expoed 02017 14:09
Aug 1, 2017 0730-1130 RIDT Musiter Exporied 02072017 14:09

Figure 72: Pending Diary (Drill Details)

A. Click Export to export the remaining musters in the diary. The Muster Manager can only do this if
all remaining musters appear as Certified in the Status column — in this case, the drill has been
approved but not yet mustered.

B. Click Back to go back and view all pending diaries (see View Pending Diaries).
C. Click the hyperlink in the Attendance column to view attendees for that drill.

5.9 Holds

If there is a problem with an individual Marine’s record on the muster sheet, The Muster Manager can
enter a hold. The record will not be exported with the rest of the muster sheet until the hold expires.

5.9.1 Enter Holds

To enter a hold, select the check box in the Hold column on the muster sheet (see Edit Muster Sheet)
and enter the required information:
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Held Until Future Date

Enter & dabe: DBAS0N0 @
Tree record ".-'-:-e hieid umtl tha date

Enfer Reason Tor Hold

[ox] [cance |
< ©

Figure 73: Enter Hold

Enter the hold date. The hold will automatically expire after this date passes.
Enter the Reason for Hold in the text box.

Click OK to enter the hold.

Click Cancel to close the window without entering the hold.

o0 ®w >

Holds will be visible in the following places:

e The “hold until” date will appear on the muster sheet.

e The Muster Manager will see the Holds section on the navigation menu.
e The Muster Manager will see notices related to holds.

e All users will see an entry in the Drill History on its details page (View Drill Details) that the
muster was held, for whom it was held, and by whom it was held.

5.9.2 Monitor and Submit Holds

The Muster Manager is responsible for monitoring holds that have been entered on a drill’s muster
sheet (see Print Muster) and determining when to submit the records to MCTFS. To manage holds,
click the Holds tab:

Home Schedule Repords Unil Dianes Holds  Comeclive Action  Adminisiration

HOTRS MAG-A1 4TH MAW (D004E)

Muster Records Pul on Hold

¥ Reconds with slats Explred
Hold Expiration

Rank = Fisl Name = Last Hama ~ Dwill Typa = Dvill Dats = Expon Date ~ Dt = Hold Commany =
@ = REG 12123015 13f13/301% 12/18/301% pansding [T
o730 18:45 chedk status
SGT REG 12F12/2015 12131015 1220/ P01 5 check status of
o730 18:45 Joim and was

rrsgibg notified

Figure 74: Holds Page

A. Use the list box to select the Hold Status (Expired or Unexpired).
B. Select the check box for each desired record.
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C. Click Submit Holds to send the selected records to MCTFS.

5.10 Corrective Actions

Drill Manager is a pay system, and all entries should be thought of as payable transactions. The Muster
Official, Muster Manager, and Approver/Trusted Agent must review every muster sheet to ensure the
accuracy and validity of each transaction. However, if a mistake is discovered after the muster has been
certified or exported, the Muster Manager may initiate a Corrective Actions request. This process is
defined in Corrective Actions.
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6.0 CORRECTIVE ACTIONS

The Muster Manager and Approver/Trusted Agent must rigorously review every item line by line
before passing it on to ensure the accuracy and validity of each transaction. In the rare instance a
Marine must be deleted from a scheduled drill event, the Muster Manager may click the Corrective
Actions tab, see figure below, to initiate a request. If the Approver/Trusted Agent accepts the
justification provided, the Marine will be deleted from the muster sheet.

Users possessing a Muster Official role will have a view only and print capabilities to Corrective
Actions.

Only drill events with the following statuses may have an individual deleted from attending the
scheduled event:

e Muster Certified
e Muster Exported
e Muster Returned
e Muster Saved

e Muster Submitted

All efforts should be made to delete a Marine from attending the drill prior to the event occurring
(Muster Saved status). In the event the drill is in the Muster Exported status, Drill Manager will
perform the necessary steps to delete the erroneous transaction in MCTFS to recoup the payment the
deleted attendee has been paid.

The Corrective Actions tab is shown below:

Motices - HQTRS MAG-41 4TH HQTRS MAG-41 4TH MAW (00048)
MAW (00048) (-]

Cancel
View certified drills

View corrective action

Delete Attendee from Muster Sheet

View unit diaries

View muster holds Change Drill Attendance on Exported Muster Sheet

Schedule EDPs as proxy
Change EDP Determination
View drills today

Research Failed Validation Checks

Research Transactions Submitted by DMM

Transaction Research Report

View Resubmitted Transactions

Figure 75: Corrective Actions

Click any of the hyperlinks to perform the corresponding action:
e Delete Attendee from Muster Sheet (Corrective Action)

e Change Drill Attendance (Amend Exported Muster)

e Change EDP Determination
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Research Failed Validation Checks
Research Transactions Submitted by DM
Transaction Research Report

View Resubmitted Drills

Delete Attendee from Muster Sheet (Corrective Action)

When this corrective action is selected, the Muster Manager will see all current unit requests:

C.

D.

E.

Figure 76: Delete Attendee - View Requests
Use the filter at left to find requests by specific criteria (name, EDIPI, Approval Status, Drill Status,
etc.).

Click Create New Request to search for a Marine to delete from a muster sheet (Create New
Request).

Click Delete Request to remove requested change.
Click Cancel to return to the main Corrective Actions screen.
Click the hyperlinked Marine name to view request details (Delete Attendee Request Details).

The table below lists all the possible statuses for a corrective actions request (delete attendee):

Table 7: Corrective Action Requests - Approval Status

Status Explanation Set By

The request has been created for

Requested the Approver/Trusted Agent to Muster Manager

Declined

review.

The request has been declined

as invalid. Approver/Trusted Agent
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Status Explanation Set By

The request has been returned

Returned for edits.

Approver/Trusted Agent

The request has been approved.
Approved Marine has been deleted from Approver/Trusted Agent
the muster.

The request has been deleted by

Removed .
its creator.

Muster Manager

NOTE: Delete attendee can only be requested in the following muster status:
e Muster Saved

e Muster Submitted

e Muster Returned

e Muster Certified

The following sections describe corrective actions (delete attendee requests):
e Create New Request

e Delete Attendee Request Details

6.1.1 Create New Request

To create a new request, first search for the Marine by last name and EDIPI:

Wil Chawr

Figure 77: Delete Attendee - Create and Submit New Request

A. Enter all required search criteria and any optional criteria, and then click Filter.
B. Select the checkbox for an eligible drill.

C. Click Submit Request. A prompt will display to enter a justification for the request:
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e

Justification for request (Required):
Maximum 200 characters

200 characters remaining

OK Cancel P

Figure 78: Justification - New Request to Delete Attendee

Click OK to submit the request to the unit Approver/Trusted Agent for review (Approver/Trusted
Agent Actions).

6.1.2 Delete Attendee Request Details

The request details screen is shown below:

= I
v
i
S
Figure 79: Delete Attendee Request Details
6.2 Change Drill Attendance (Amend Exported Muster)

When this corrective action is selected, all current unit amend muster requests will display:
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Dl Dl = Ol Tims = Ol Taps =

Figure 80: Change Drill Attendance - View Requests
A. Use the filter at left to find requests by specific criteria (name, EDIPI, Approval Status, Drill Status,
etc.).

B. Click Create New Request to search for a Marine to delete from a muster sheet (Create New
Request).

C. Click Cancel to return to the main Corrective Actions screen.

D. Click Delete to remove any requests that are pending Approver/Trusted Agent review.

E. Click the hyperlinked Marine name to view request details (Amendment Request Details).
The table below lists all the possible statuses for a corrective actions request (amend muster):

Table 8: Muster Amendment Requests - Approval Status

Status Explanation Set By
The request has been created for the
Requested Approver/Trusted Agent to review. Muster Manager
Declined The request has been declined as invalid. Approver/Trusted Agent
Returned The request has been returned for edits. Approver/Trusted Agent

The request has been approved. Marine has

been deleted from the muster. Approver/Trusted Agent

Approved
Removed | The request has been deleted by its creator. Muster Manager
The following sections describe corrective actions (amendment requests):

e Create New Request
e Amendment Request Details
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6.2.1 Create New Request

To create a new request to amend a muster sheet, first search for a Marine by last name, and EDIPI:
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Figure 81: Change Drill Attendance - Create and Submit Request

A. Enter all required search criteria and any optional criteria, and then click Filter.
B. Select the checkbox for an eligible drill.
C. Select the new attendance status from the drop-down.

D. Click Submit Request. The Muster Manager will be prompted to enter a justification for the

request:

Justification for request (Required):
Maximum 200 characters

200 characters remaining

OK Cancel

Figure 82: Justification - New Amendment Request

6.2.2 Amendment Request Details

The request details screen is shown below:
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Requeat Date: 11282018 13:53
Requested by: —
Justification: test

Old Makeup: EID

New Makeup: EIN

Attendance Status: UNEXCUSED_ABSENCE

F

Figure 83: Amendment Request Details

6.3 Change EDP Determination

When selecting this corrective action, the Muster Manager will see a list of drills available to modify
from EIN to EIO or EIO to EIN:

WA D0 T TANE (34 ATH WARTRY [3H449)

IEF deimrminaiion
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Figure 84: Change EDP - View Requests

A. Use the filter at left to find requests by specific criteria (name, EDIPI, Approval Status, Drill Status,
etc.).

B. Use the checkbox to select the Record.

C. Click the hyperlinked Marine name to view request details (See Change EDP Determination
Details).

D. Click Create New Request to search for a Marine to change the EDP determination (See Create
New Request).

E. Click Delete Request to Delete the existing request.

F. Click Cancel to return to the main Corrective Actions screen.

83
FOR OFFICIAL USE ONLY



FOR OFFICIAL USE ONLY

The following sections describe corrective actions (change EDP determination):
e Create New Request

e Change EDP Determination Details
6.3.1 Create New Request

To create a new request to change the EDP determination for a drill, first, search for a Marine by last
name, and EDIPI:

CITEES 1T

Unit Fype: gounn -

ge EDF defermination

Uret

0SS MAAL = Search rebumed | dril
Cirigincsl Dvill Mgt =~ EC# Dvill Dake =~ EDP [vill Statws ~ Msring = Dwiginal Mskewp Type ~  Modified Makeup: Type

IVILZOI0 08:30 ILIWIOIS 0000 REGUESTED ] £ -

Fust

—— @ X3 [W¥eh Pay)
EE MRt Py
Date From: 31018
Duse T+ | gananis
Filier Chear

Figure 85: Change EDP - Create and Submit Request

A. Enter all required search criteria and any optional criteria, and then click Filter.
B. Select the check box for an eligible drill.
C. Select the New Makeup from the list box.

D. Click Submit Request. The Muster Manager will be prompted to enter a justification for the

request:

Justification for request (Required):
Maximum 200 characters

200 characters remaining

OK Cancel

Figure 86: Justification - Change EDP Request
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Change EDP Determination Details

The request details screen is shown below:

6.4

ol | Do o | Export as Exoad  [RF2

Uviginal Drill Didie * (2 N ECHP il Shatan = L el Mabcwp Type Moddied Maheup Type Hegers] St =

L0 20LE OF: 30 130/ 3018 07 36 REQUESTED Eld 2y REQUESTED

ILOL20LE 10530 107305018 12108 REQUESTED ak REJUESTED

Figure 87: Change EDP Determination Details

Research Failed Validation Checks

DM checks all unit diary transactions (exported unit diaries) before submission. A transaction will fail
if a Marine in the unit diary transaction meets any of the following conditions:

DM has submitted a transaction with the same drill date and same drill type.
The number of paid drills submitted and processed will exceed 48 drills for the fiscal year.
The Marine’s status prevents DM from processing drill payments.

When a drill is approved, all Marines on the drill are validated for a valid pay status. If the pay
status is not valid, a Failed Diary will be created.

The Marine’s pay status is validated upon scheduling a drill and the schedule transaction will
fail if it is invalid at the time a drill was scheduled.

NOTE: A nightly job determines if a failed diary is ready to resubmit. When the nightly job
determines that a failed diary is ready to resubmit, it will resubmit the diary without user intervention.

When the Muster Manager selects Research Failed Validation Checks from Corrective Actions, the
Muster Manager will need to use the Search Criteria filter options. For example, in the Status field,
the dropdown contains a value called “Ready to Resubmit” which will render all values that are ready
to resubmit. See additional details regarding the Search Criteria below.

The Muster Manager must review this list, correct the failed drill, then resubmit the transaction:
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Figure 88: Failed Validation Checks - View Results

e Click the Last Name hyperlinked Drill Date to view the drill details history, including which
validation checks it failed (Failed Validation - Drill Details History).

e NOTE: the search results are limited to 200 and a pagination control will be visible if there are
more than 20 rows of data.

e Click Resubmit drills to resubmit the selected drills This button will appear unavailable for 24
hours after resubmitting a transaction to prevent resending the same transaction multiple times.

e Click Cancel to return to the main Corrective Actions screen.

e Click Back to return to the previously viewed screen.

e Failed transactions may have unintended consequences such as:

e Marines will be prevented from rescheduling a drill in a Failed Diary.

e [Ifadrill is canceled, any Failed diaries associated with the drill will be set to the status
“REMOVED”.

e When a Failed Diary is created, the status is set to “pending”. Transactions for scheduling (0840)
and muster (0842/0843 etc.) will not be sent for a given Marine until the “pending” status is set to
“resubmitted”.

e Itis possible for a Marine to be in an invalid pay status when a drill is approved and then be in a

valid pay status when the drill is exported. In this scenario, if the Failed Diary created when the
drill was approved has not been resubmitted by the time the drill is exported, a new Failed Diary of
type “export” will be created. There will be 2 Failed Diaries attached to the same attendance
record.

Additional detail is provided for three of the Search Criteria dropdowns:
Search Criteria - Transaction Type:

- Schedule. This will return Failed Diaries created when a drill was approved.
- Export. This will return Failed Diaries created when a drill was exported.
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It is possible, and likely, that the same "attendance record™ will be visible when Schedule or Export is
chosen. A Marine will show under “schedule” and “export” in the following scenarios:

e Pay status is invalid when drill is approved and invalid when exported

e Pay status is invalid when drill is approved, but valid when drill is exported, but user has not yet
resubmitted the “schedule” transaction.

A Marine will show under export only if pay status is valid when the drill is approved but invalid when
the drill is exported.

Search Criteria - Status:

Pending — This means that the Failed Diary is not ready to be resubmitted. This can happen because 1)
pay status is still invalid, or 2) pay status is now valid but an associated “schedule” transaction is still in
“pending” status.

Removed — This means that the Failed Diary is no longer valid. Under normal circumstances, this will
happen when a drill associated with a Failed Diary is canceled.

Resubmitted - When a diary resubmitted, its status will be set to Resubmitted.

Ready to Resubmit - This is a derived, or logical, status. When the user selects this value, and clicks
“filter”, pay statuses are rechecked and if a record is eligible for resubmission, it will be displayed in
the data table and checkboxes will be selectable (Only Muster Manager and Support user can
resubmit).

NOTE: If the Muster Manager search with transaction type “Export* and status “Ready to Resubmit”,
it is possible that no records will be displayed even though a Marine’s pay status is good. This will
happen if the Marine still has a pending “schedule” transaction.

Search Criteria - Validation Type:

If transaction type is set to schedule, the only validation type that will show in the LOV is “invalid pay
status”.

When transaction type is “export”, the following applies:

Invalid Pay Status - this will find exported drills where the Marine's pay status was considered invalid
on export, but there was not a failed diary when the drill was approved. The scenario for this is that a
Marine's pay status was valid when the drill was scheduled and approved, but the pay status became
invalid by the time the drill was exported

Schedule Pending - This will find exported drills where the pay status is valid but there are “schedule”
transactions that must be resubmitted. To submit this category of failures, select transaction type
"Schedule”, status "Ready for Resubmit" and validation type "Invalid Pay Status". When selecting, and
resubmitting “schedule” transactions, the associated “export” transaction will be automatically sent and
its status will be updated to “Resubmitted”.
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Figure 89: Failed Validation - Drill Details History
6.5 Research Transactions Submitted by DM

The Muster Manager can search all transactions by unit and drill date:

Bl T T L Ll e ~ Py Raws - e = Sequence =~ Lo = Cycle Dadw ~ Enghsh Tam -
FELN 108 [umL, WG 0§

Figure 90: Research Transactions Submitted by DM

Select search criteria at left and click Filter to view all matching records. A drill transaction can be
resubmitted, unless it is for a full unit.

6.6 Transaction Research Report

All transactions can be searched by date or EDIPI and failed drills can be resubmitted.
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HOTRS MAS-41 4TH BLAW (DO04E]

Unit: HGTRS MAG-41 4TH MAW (00048}, Returned 2 records
) GERT] (1]
T
Last Hamb Fmr:wu EDEP1 ~ Dﬂll:‘md' Sk ~ Pn-ium 800 - CLSC = | Wald ~  |DeilDats ~ Dot .
From DeW= om0 7 SATISFACT: 77000 [ M true @ 08/20/2017 09/20/2017
11:30 10:37
To Date: SATISFACT: T7000 o M e 08/20/2017 05202017
08307 07:30 10:37
o, bl 0 =3
FilirfCiead

Figure 91: Transaction Research Report

Select search criteria at left and click Filter to view all transactions.
A. Enter Search Criteria to filter the list of transactions.

B. Validate if the transaction was successful. A false validation equals a drill failure

C. Select Last Name hyperlink to view the Transaction Research Details (See “Transaction
Research Details screenshot below.)

D. Select Resubmit Drills to process failed transactions.

Marine: ! + Drill date: DB/20/2017

Drill data from Drill Manager

Drill Type  New Status  Old Rabes Hiwteny WValid Pay Status El= DLSC Drill Date  Dote Exported DLSC
REG | true T7000 o N 08/20/2017 0% 20/2017 W
11:30 10037
REG [ True T7000 o M 08/20/2017 O%20/2017 N
07:30 10:37

Transaction response from TSO web service

T Saquence Trameaction English Walidatson Meisage Tenestamp
0843 o 842 -0-2-5-00-201 FO820 TRANSACTION ACCEFTED 0920,/ 017 18:13
Q840 ] 060916 SCHEDULED REG DRILL  MCTFS TRANSACTION REQUEST 09/ 16/ 2016 20,41
Z0E70E30 1 B SUCCESSFULLY ACCEFTED.
Q840 o 20160916 SCHEDULED REG DRILL  MCTFS TRANSACTION REQUEST 09/ 16/ 2016 20,41
J0ET0E20 1 Al SUCCESSFULLY ACCEFTED.

[Drill Data from MCTFS
e = Sequence =~ Dvill Dage =~ Cyels Date = TranzactionErglish = Cormection = Error Code = Error Descnption

0843 a 20170820 09y 20,3017 0G4 2 -0 3 - 50~
01 F0EI0

Figure 92: Transaction Research Details
6.7 View Resubmitted Transactions

The View Resubmitted Transactions will allow users to view resubmitted transactions. User can also
delete resubmitted transactions, if the transactions has not been submitted to MCTFS.
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I Staged Transactions - drills that have not yet besn processed can be deleted.

ki W) Transacicrs m
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RFL CO € 1/23 11/16/2016 14:53 REG SATISFACTORY  10/14/2016 11:00
4TH MARDTV
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RFLCOC 1/23 111652016 14:53 RIDT SATISFACTORY 10/ 14/ 2006 12:00
4TH MARDIV
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Figure 93: View Resubmitted Transactions
6.8 Approver/Trusted Agent Actions

The Approver/Trusted Agent is responsible to review all corrective action requests. This can only be
done by selecting the corresponding notice:

IRIDGE “
Y C 6TH ESB 4TH BRIDGE COMPANY C 6TH ESB 4TH MLG

View approved drills

View declined drils Delete Attendee from Muster Sheet

View certified musters

View submitted musters Change Drill Attendance on Exported Muster Sheet

View reguested drills

View drills returned for edits Change EDP Determination

View change drill attendance

requests Research Failed Validation Checks

View corrective action requests . .
Research Transactions Submitted by DMM

Figure 94: Approver/Trusted Agent Actions - Select Notice

6.8.1 Review Delete Attendee Requests

The Approver/Trusted Agent and Muster Official only sees requests that have been submitted by the
Muster Manager:
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Figure 95: Review Delete Attendee Requests
A. Enter Search Criteria (optional) to filter the list of pending requests.
B. Select the check box for each request to be approved, return for edits, or decline.

C. Click the hyperlinked Marine name for any request to see its details (see Delete Attendee
Request Details).

D. Click Approve to approve the selected request(s) and delete the Marine from the muster. A
prompt will display for a justification to be entered (see Approve Request Justification).

E. Click Decline to deny the request. A prompt will display for a justification to be entered (see
Decline Request Justification).

F. Click Cancel to go back to the unit calendar.

6.8.2 Review Muster Amendment Requests

The Approver/Trusted Agent and Muster Official only sees requests that have been submitted by the
Muster Manager:
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Figure 96: Review Muster Amendment Requests

. Select the check box for each request to be approved, return for edits, or decline.

. Click the hyperlinked Marine name for any request to see its details (read only - see

Amendment Request Details).

. Select the Makeup Type (required - see Certify Muster with Makeup Determinations).

. Click Approve to approve the selected request(s) and delete the Marine from the muster. A

prompt will display for a justification to be entered (see Approve Request Justification).

Click Return for Edits to send the request back to the Muster Manager for more information. A
prompt will display for a justification to be entered (see Return for Edits Justification).

Click Decline to deny the request. A prompt will display for a justification to be entered (see
Decline Request Justification).

. Click Cancel to go back to the unit calendar.

Approver/Trusted Agent Justifications

The following sections show the comment screens to justify approving, returning, or declining a
request:

Approve Request Justification
Return for Edits Justification
Decline Request Justification

92
FOR OFFICIAL USE ONLY



FOR OFFICIAL USE ONLY

6.8.3.1 Approve Request Justification

By approving a request, the Approver/Trusted Agent are affirming that the Approver/Trusted Agent
erroneously certified or exported the original muster sheet in order for the Marine to be paid, and that
the Approver/Trusted Agent wishes to override that action:

s

Approve

If you are approving two change requests for the
same Marine on a given day, you MUST approve them
both at the same time. If you do not, the request will
not process correctly.

Comments for Approving {Required):
Maximum 200 characters

Figure 97: Approve Request Justification

Enter the logic for approving the request and click OK. Click Cancel to close the window without
approving the request.

6.8.3.2 Return for Edits Justification

By returning a request for edits, the Approver/Trusted Agent is requiring the Muster Manager to
provide additional evidence supporting the request. The Approver/Trusted Agent should never approve
a request if not satisfied with the justification provided.

Reason for Returning (Required):

Maximum 200 characters

OK Cance

Figure 98: Return for Edits Justification

Enter text to inform the Muster Manager what information is believed to be missing from the request
and click OK. Click Cancel to close the window without returning the request.
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6.8.3.3 Decline Request Justification

By declining a request, the Approver/Trusted Agent is disagreeing with the Muster Manager’s
assessment that the original muster was submitted or exported erroneously. If the Muster Manager
wishes to pursue the request further, a new request must be provided with additional evidence.

Reason for Declining (Required):

Maximum 200 characters

OK Cance

Figure 99: Decline Request Justification

Enter the logic for declining the request and click OK. Click Cancel to close the window without
declining the request.
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7.0 REPORTS

All users technically have access to the Reports section, but not all users will have reports available:

Home  Schedule Reports

Individual Drill History REPORT BENEFITS

Individual Drill History
y Drill Usage Identification:View your schedule

Figure 100: Reports

Standard users will only see the Individual Drill History. The Reviewer, Proxy, DM Manager, and
APD Manager roles will not see any reports at all unless another concurrent role is held.

All other users will see all of the reports described below:
e Report Descriptions
e Report Setup

7.1 Report Descriptions

The main page of the Reports section lists each available report with a description and summary of
benefits, as shown in the example below:

Drill Unit Summary REPORT BENEFITS

View the drill status and drill type for Marines in your unit.
yp y Drill Usage Identification: Identify which Marines are utilizing the different types of available drills.

Figure 101: Drill Unit Summary Report

Click the report title to go to the report setup page and print it (see Report Setup). The table below lists
all available reports with summary and benefits:

Table 9: Report Descriptions with Summary of Benefits
Report Name Report Description Summary of Benefits

This report includes only drills Management:
where the Last Update field isa | The Aged Drills Report provides managers a view of

Aged Drills week or more prior to the aging drills that have not yet exported. Users assigned to
Report current system date and have a DM Role or RPMC Viewer Role have access to a
not been exported. The view is detailed view, RPM Managers have a summary view.
based upon the user’s role. Exportable into Excel.
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Report Name

APD
Summary

Unit Roster

Drills Certified
Not Exported

Drills Created
but Never
Mustered
Report

Drill Unit
Summary

Excused
Absences
Report

FY Drill
Execution
Summary
Dashboard

Individual
Drill History
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Report Description

View the usage of additional
paid drills.

View the Marines within the
unit

View all drills that were
certified for the unit but not
exported.

View all drills that were
scheduled for the unit but not
mustered.

View the drill status and drill
type for Marines in the unit.

View all excused absences
within the unit. Sorted by
Reservist's name and includes

original drill date, reason for the

excused absence, and type of
makeup and certifier of the
makeup.

The FY Drill Execution

Summary Dashboard identifies

all drills that are satisfactory
and exported in addition to

currently scheduled drills for the

remainder of the FY.

View all of current user’s drill
events.

Summary of Benefits

Trend Analysis:
Identify trends that impact the usage and scheduling
of APDs.

Drill Usage Identification:
Identify which types of APDs are utilized within a unit
and their usage.

This report is a roster of the Marines joined to the unit.

Management:
Identify transactions that need to be exported and
processed for payment.

Management:
Identify drills awaiting action (i.e. canceling the drill or
annotating the muster sheet).

Drill Usage Identification:
Identify which Marines are utilizing the different
types of available drills.

Trend Analysis:
Identify trends among Marines who are repeatedly EA.

Management:

Users with MSC or higher level permissions will have
access to the Drill Forecast Dashboard and shows not
only the current drills usage but also the scheduled drills
that have not yet been executed. Exportable into Excel.

Review current user’s complete drill history and search
for individual drills.
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Report Name

RIDT
Requests

Roles Report

Scheduled
Drills

Unexcused
Absences
Report

Unit
Utilization
Report

User Contact
Report
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Report Description

View RIDT requests within the
unit.

View all users in the unit who
hold DM roles, along with the
date each account was last
accessed. This report also
include roles the member in the
unit may hold in another unit.
Click on the name hyperlink in
the display to see the RUC
details of a user’s roles.

View the scheduled drills and
makeup drills with pay for each
member of the unit.

View all unexcused absences
within the unit. Sorted by
Reservist's name and includes
original drill date, type of
makeup and certifier of the
makeup.

View all RUCs utilizing DM.

View contact information for all
users who hold roles in the unit.

7.2 Report Setup

Summary of Benefits

Trend Analysis:
Identify trends, such as a Marine who repeatedly
submits requests to reschedule drills.

Readiness Analysis:
Compare RIDT statistics with other metrics, such as
drill attendance percentage.

Management:

Identify Marines who hold DM roles within a unit;
quickly identify users who are not accessing accounts
and may need those roles removed.

Trend Analysis:
Identify trends such as utilization rates (drills scheduled
vs. drills available) for the fiscal year.

Trend Analysis & Management:
Identify Marines who are repeatedly UA in order to
determine if separation action may be required.

Management:
At a unit level, this report will display the deployment
details of the unit.

Management:

Verify contact information for users within a unit
and view last login date of any user into Drill
Manager.

Although reports have different types of contents, there are two basic steps to setting up any report:

e Filter Report

e Print Report
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Filter Report

Each report page has a filter box, as shown below:

7.2.2

SMCR - @

00043 - HQT @

Fiscal Year: -@.
e D
S —

Date From: ,a
Date To: @

Run Report Clear fa

Unit Type:

Unit:

Figure 102: Filter Report

Select a Unit Type filter from the list box.

Select a Unit filter from the list box.

Enter a Fiscal Year filter.

Last Name.

EDIPI.

Enter the Date From or click the date field to use the date picker (see Date Picker).
Enter the Date To or click the date field to use the date picker (see Date Picker).
Click Run Report to apply the filter.

Click Clear to reset the filter and choose new values.

Print Report

To print the report, choose the desired format as shown below:
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Scheduled Drills ©

Figure 103: Print Report

A. Click PDF to download the report as a PDF file and print it.
B. Click Excel to download the report as a Microsoft Excel file and print it.

C. Click Back to go back to the report description without printing the report.
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ACCOUNT MANAGEMENT

The DM Manager and the MCMEDS Manager have an Account Management link in the application
header:

MARINES - IDMS Cognos Account Management Unit Management My Account Accessibility Help

Home Schedule Reports APD Management Administration

Figure 104: Account Management Access

Click Account Management to add users, manage existing user accounts and permissions, and review
permission requests:

i ol 1)

Tk R

Mamier Oficial Cargir Paness AP Warsgsr Poary

St ihoster Sl Sotedule Crtalel

Figure 105: Account Management

A. The Filter allows the DM Manager to narrow the list of users or search for a specific user. Enter
the Last Name, First Name, or EDIPI. Drop down list boxes can be used to select Unit, Rank, or
existing Roles.

B. Click Filter to apply the current filter to the list of users.
C. Click Clear to reset the filter and view all users.

D. Click Add User to add a civilian, Active Duty Marine, or other service member to Drill
Manager (see Add User).

E. Click the hyperlinked Last Name of any existing user to view user account details (see User
Account Details).

F. Click the View hyperlink to view all permissions for a Marines with roles at more than one
RUC.
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The following sections describe how to manage users and permissions:

8.1

Add User

User Account Details
Permission Requests
Grant User Permissions
Edit User

Rules and Notifications for Expiring User Roles

Add User

The add user functionality is used for creating a user role for non-Reserve personnel that are required
to use Drill Manager. Non-Reserve personnel include Active Duty Marines, Active Reserve Marines,
Other Service Personnel (Navy, Air Force, Army, Coast Guard), Civilian Employees, and Contractors.

NOTE: Make sure the user does not already have an account. An existing non-reservist user who does
not have current roles or permissions with any unit, cannot be found unless that user submits a
permissions request for a role at the DM Manager’s unit.

When Add User is clicked, the DM Manager will see an additional Privacy Act Statement:
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Privacy Act Statement x

In accordance with the Privacy Act of 19?4 (Publll: La\\r 93-579), this nofice
|nforms you of the purp for in this system

i ts Transition and M t System (RTAMMS])).
Please read it before providing |nfurrnat|on to this system.

AUTHORITY: Executive Order 9397; Title10 USC, Part |, Chapter 506,
Section 5042; Title 10 USC, Subfitle E, Part 1, Chapter 1005, Section 10147,
Ready Reserve Training Requirements; and Title 10 USC, Subfitle E, Part 1,
Chapter 1007, Section 10204 Personnel Records; 10 USC 5013; 10 USC
Chapter 1209-Active Duty, Sections 12322 and 12301; 10 USC 5041; 10
USC, Part 1 Chapter 506 Section 5042; 10 USC, Subtitle E, Part 1, Chapter
1007, Section 10204; 10 USC, Chapter 55, Medical and Dental Care,
Subsection 1072; 5 USC 301; DoDl 12411, 25 Feb 04; DoDI 1241.2;
SECNAVINST 1770.30; Marine Corps Order (MCO) P1001R.1J, Marine
Corps teserve Adminisirative Management Manual (MCRAMM); MCO
177024, Neotice of Eligibility (NOE) Benefits for Members of the Marine Corps
Reserve.

PRINCIPAL PURPOSE: This System of Records is governed by Privacy Act
System of Records Noti 01040-3, which can be downloaded at:
hitp:/dpcld defense.gov/ yISORNsIndex/DOD-wide-SORN-Arficle-

Information collected by this System will be used to authenticate the identity
of an individual Marine Reservist as well as populate required data fields
pertinent te the drill accounting processes. Additionally, data is used by
individual Marines to schedule Reserve drills and account for personnel
attending drills. Leaders in a Marine's chain of command will use the data to
approve requested drills and submit accountability reports. The system also

PP the W d Warricr Regil and Reserve Reporling Units in the
decmon making processes for Line of Duty Determinaticns and
ion Pay R ion will also be used to facilitate

Medical Hold submissions and tracking, until the Marine is discharged via a
medical beard or retumed to duty.

REI'ENTIOM AND SAFEGUARDS: The informaticn collected in this System
will be d in a datab with resfricted, imited access by authorzed
personnel who are properly screened, cleared, and frained. The database is
protected by password, unique user IDs, and applicable layers of security
access within applications. Records in this file system will only be retrieved by
name and social securily number These records are unscheduled and are

idered Permanent, d ition is not authorized. Once disposition has
been determined, the SORN and this PAS Pop-up Screen will be updated fo
reflect the disposition instructions

ROUTINE USES: To various officials outside the Department of Defense
(DoD) specifically identified as a Routine Use in Privacy Act System of
Records Motice M01040-3 for the stated specific purpose of that Routine Use.
Additionally, infermation may be shared outside the DoD pursuant fo the
blanket roufine uses established by the Department of Defense Privacy Office
that apply to all DeD Privacy Act Systems of Records and posted at
http-fidpeld defense gov/Privacy/SCORMsIndex/Blanket-Routine-Uses/

DISCLOSURE: Information on this form is mandatory.

| have read and agree to the TERMS OF USE and provided the RTAMMS
Privacy Act Statement information to the Record Subject

1 Accept | Decline

Figure 106: Privacy Act Statement

This statement appears as an additional layer of accountability, since the DM Manager is about to
assign users the ability to edit and otherwise manipulate information leading to financial compensation.

Click I Accept to continue to the Add User page:
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Unit Type: | gpce

ORI 00048 -

* Branch 5
Coty: 0 - Cantractor
* FASCN:

“RENK oy -

Rol68: | app Manager - @
“Expiration 4.0
alon a2z

@

Figure 107: Add User Account

A. Select the Unit Type and the corresponding unit.
B. Enter the user’s information in the fields provided.

C. Enter the user’s Electronic Data Interchange Personal Identifier (EDIPI). There are two simple
ways a user can provide a personal EDIPI:

1. In Internet Explorer, go to Tools > Internet Options > Privacy > Certificates > Personal. The
EDIPI is the 10 digit number at the end of the user’s name under “Issued To.”

2. Ask the user to send a digitally signed email, and then reply to that email. The user’s EDIPI will
now appear under Tools > Internet Options > Privacy > Certificates > Other People.

NOTE: An RTAMMS account cannot be created without entering a 10 digit EDIPI.
D. Select the Role to be added to the user’s account from the list box.
NOTE: Only one permission can be selected at a time per request.

E. Enter the Expiration Date for the assigned roles, or click the date field to use the date picker. This
field defaults to three years from the current date.

F. Click Choose to add an authorization document. A current form is required for all DM users.
G. Click Save to create the new user account.
H. Click Cancel to go back to the previous page without creating an account.
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8.2 User Account Details

The User Account Details page is shown below:

Coniadt info
Rabdrmsa O W LALF BT 15804
P
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dam Dot i

Current Pemmissions and Requests; & s G

By 4 [ Tgin Ko sind + Vi bhbebard = Bggrmam = e

AP Macage: L= ] Lol ) w1 Bigoieat
E1ARy e Magmen Varaam G L= ] L) el ] dpgoead
wili, Flararean 0 AT HD RO SR R I Agiewrl
S Maagn L= SRR e S el

Figure 108: User Account Details

A. Click Edit user data. Enable Login to enable an account that has been disabled due to 60 days of
inactivity. This button is only available for DM Managers if the selected individual’s user account
has been disabled.

B. Click Grant Permissions to change permissions for the user (see Grant User Permissions).

C. Click Request Permissions as Proxy to request permissions for the user as a proxy agent (see
Request Permissions as Proxy).

D. Click Back to Accounts to return to the previous page (see Account Management).
E. Select a status to apply the corresponding filter to the list below.
F. Click the hyperlinked Role to view details of the request.

8.3 Permission Requests

If there are pending requests, the DM Manager will see a View permission requests notice in the
Notices box (see Notices). If the DM Manager clicks the notice, the screen below appears:

Arcomged Wasagrees] baney =i nes ieoprenly

EDFl~ BUC= CO= PLa WE= [

- Jnaan O Marage Cuw Hevesw Cne Admemtans AP0 Samager
FTARMSE Lot i oo bl st e, St o b Trnabid g

Figure 109: View Permission Requests

A. Click Add User to set up a new user account (see Add User).
B. Click the hyperlinked Last Name of any user to take action on the pending request.

When selecting a user to take action on a permissions request, the user’s account details are displayed:
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Figure 110: Approve/Decline Permission Request
A. Edit user data. Click Back to Accounts to go back to the Account Management page without
responding to the request (see Account Management).

B. Click Grant Permissions to edit the full range of permissions for the current user (see Grant User
Permissions).

C. Click Request Permissions as Proxy to request permissions for the user as a proxy agent (see
Request Permissions as Proxy).

D. Click Back to Accounts to go back to the Account Management page without responding to the
request (see Account Management).

E. Click Approve to add the selected user role. A prompt to add comments is displayed (optional).

F. Click Decline to reject the requested user role. A prompt to add the reason for declining is
displayed (required).

G. Select the check box for each requested role to be approved or declined.
H. Click the Role hyperlink to view the details of the permissions request.

When permissions are assigned, consider the following:

e MCO 1001R.1 sets the policy for grade restrictions that apply to DM roles. DM will warn the DM
Manager if the user requesting the role falls outside those restrictions. The DM Manager can
override the warning and approve the request, but by doing so, the DM Manager is personally
certifying that the user is qualified.

e Expiration dates. See Rules and Notifications for Expiring User Roles.

e The unit should have an efficient permissions hierarchy (see User Roles). Multiple roles can be
assigned, but too much complexity can lead to confusion about who is responsible for each step of
the paid drill process.

8.4 Grant User Permissions

This screen allows the DM Manager to add or remove permissions for a user who has not submitted a
permissions request.

e Modify User Permissions (IMA)
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Modify Permissions (SMCR)
Request Permissions as Proxy

NOTE: The DM Manager can only modify permissions for a user who is already assigned to the DM
Manager’s unit. If the user is assigned to a different unit, the user must submit a permissions request
for the current unit’s DM Manager to approve. Conversely, to assign a user from the DM Manager’s
unit to a different unit, the DM Manager can submit a proxy request.

When assigning permissions, the DM Manager should consider the following:

A

8.4.1

MCO 1001R.1 sets the policy for grade restrictions that apply to DM roles. DM will warn the DM
Manager if the user requesting the role falls outside those restrictions. The DM Manager may
override the warning and approve the request, but by doing so, the DM Manager is personally
certifying that the user is qualified.

The unit should have an efficient permissions hierarchy (see User Roles). Multiple roles can be
assigned, but too much complexity can lead to confusion about who is responsible for each step of
the paid drill process.

Modify User Permissions (IMA)

The Modify Permissions screen for the IMA community is shown below:

A

B.

Moty Persiniman *E_$I
o -
- .0
- = - @
C I
....... ®
e

Figure 111: Modify Permissions (IMA)

Use the IMA Unit field to select what unit, OpGroup, RUC, and MCC the permissions will apply
to.

Select a Role from the Roles box.

NOTE: Only one permission can be selected at a time per request.

C.

D.

Enter the Expiration Date field for the assigned roles, or click the date box to use the date picker.
This field defaults to three years from the current date.

Click either the Download hyperlink to access the DD Form 577 or click the Choose button to
attach an authorization document. For Approver/Trusted Agent, Muster Official, or Muster
Manager, one of the following documents must be attached to justify assigning the role:
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e Assumption of Command Letter
e DD Form 77
E. Click Submit to save changes to the user’s permissions.
F. Click Cancel to go back to the previous page without saving changes to the user’s permissions.

8.4.2 Modify Permissions (SMCR)

The Modify Permissions screen for the SMCR community is shown below:

oo "0

Figure 112: Modify Permissions (SMCR)

A. Use the list boxes to select a unit — the assigned permissions will take effect for the selected unit.
B. Select a Role from the list box.
NOTE: Only one permission can be selected at a time per request.

C. Enter the Expiration Date for the assigned roles, or click the date field to use the date picker. This
field defaults to three years from the current date.

Click either hyperlink to download the forms on file for the account.

Click Choose to add an authorization document. For Approver/Trusted Agent, Muster Official, or
Muster Manager, one of the following documents must be attached to justify assigning the role:

m O

e Assumption of Command Letter
e DD Form 577
F. Click Submit to save changes to the user’s permissions.
G. Click Cancel to go back to the previous page without saving changes to the user’s permissions.

8.4.3 Request Permissions as Proxy

If a user has been manually added to the unit, the DM Manager can assign that user to another unit by
requesting permissions on the user’s behalf. The DM Manager at the other unit must approve the
request to complete the move.

If the user was manually added, proxy request option will display on the account details page:
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Figure 113: Request Permissions as Proxy

Click Request Permissions as Proxy to initiate the request process (see Request Permissions).
8.5 Edit User

For sponsored users (civilians, contractors, etc.) reporting to the unit, the DM Manager will also see an
Edit option on the User Account Details page:

Figure 114: Edit User Option

Click Edit User to see the Edit User page with account information:

e E—

Name:

Middle l:l

Initial:

] E—

Name:

* Branch
e O - Marine Corps

*Rank: [ ggr

Y —
L E—

Number:

Figure 115: Deactivate User

Other than basic user information, the key function here is to change the account status. Clear the
Active check box to deactivate the user account. The DM Manager will be prompted to confirm this
when the Save button is clicked and close the page.

CAUTION: Do not use this feature to remove permissions. If the DM Manager deactivates an Active
Duty Marine, the user will become invisible to other units. Only the DM Manager who deactivated the
user account will be able to view it and reactivate it.

To reactivate a user account, return to this page and select the Active check box.
8.6 Rules and Notifications for Expiring User Roles

All user roles must be assigned with an expiration date. This applies to both existing users whose roles
are modified and to new users.

DM will assign a default expiration date of three years, but the DM Manager has the ability and
discretion to increase or decrease the duration.
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* Expiration IUE.I'14~"2015 Fer

Date:

Comments for Approving (Optional):
This role is the responsibility of the Administrative Office (S-1). The
Muster Manager must hold the grade of E§, GS-5 or higher. By clicking
OK you are certifying this individual meets the criteria for this role.

-

Cancel

Figure 116: Approve Permissions Request

All users will receive an email notification from DM 45 days before a role is about to expire,
instructing the user to contact the DM Manager to renew or update account permissions.
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9.0 UNIT MANAGEMENT

The DM Manager and HQMC Manpower Manager have access to Unit Management. For SMCR units,
the DM Manager can edit the unit name and contact information only (see Unit Management (SMCR
View)). In the IMA community, the DM Manager can also create additional OpGroups, RUCs and
MCCs (see Unit Management (IMA View)). In the RA community, the HQMC Manpower Manager
can edit unit details and add new units (see Unit Management (RA View)).

e Unit Management (SMCR View)
e Unit Management (IMA View)
e Unit Management (RA View)

9.1 Unit Management (SMCR View)

The SMCR DM Manager sees the screen below:

Figure 117: Unit Management (SMCR View)

A. Click any of the DM section titles to go to it.
B. Click the hyperlinked RUC to edit unit information (see Edit Unit Details [SMCR]).

9.11 Edit Unit Details (SMCR)

For SMCR units, the contact phone number and fax number can be edited as shown below:

Figure 118: Edit Unit (SMCR)

A. Enter the Contact Number for the unit.
B. Enter the Fax number for the unit.
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C. Click Save to save changes.
D. Click Cancel to go back to the previous page without saving changes.

9.1.2 Modify Schedule Deadlines

The HQMC Manpower Manager can modify the drill deadline, backdate limit, and new join cutoff
days for regular drills. From the Unit Management page, click Bulk Settings (only visible to HQMC
Manpower Managers). The Set Schedule Deadline Values window opens:

I Set schedule deadline values |

Apply Choices to ALL -
honth For Drill Deadline: DEC -

Ciay of Month Drill Deadline: 1 -

Drill Backdste Limit:

Mew Join Drill Cutoff Days:

Apply Cancel

Figure 119: Set Schedule Deadline Values
9.2 Unit Management (IMA View)

The IMA DM Manager sees the screen below:

Notices - MARINE CORPS. o )
e - MARINE CORPS LIAISON OFFICE-ANDREWS (1WN)

S S/ .. S .......

Figure 120: Unit Management (IMA View)

Select a platoon/RUC from the dropdown box and click Edit Platoon to view and edit its details the
Contact Number or Fax Number (see Edit Unit Details [IMA]).

9.3 Unit Management (RA View)

The HQMC Manpower Manager sees the screen below:

111
FOR OFFICIAL USE ONLY



FOR OFFICIAL USE ONLY

Marine Units fF \9/ X Q_J

Unit type: |
T—" 13 CET EETT I
Unit Lever . B Horia] 00006000000 BB
Ruc ~  Admin Ruc ~ Name ~ Level ~ Mce ol cuzam Doto | Now Jm:c"w" B“tm“ Drills ~ APD ~ IDMS ~ Deployed ~
Dvilling Uit .
20001 45230 MARFORCOM (OPGROUP) OPGROUP  IMA 10012017 385 365 v L
Apd 20002 20002 MARFORCYBER (OPGROUP) OPGROUP  IMA 10012017 385 365 L v
Consumer v
20002 20002 MARFORSOUTH (OPGROUP) OPGROUP  IMA 1000112017 385 365 o o
Rtamms =
Enabled 20016 46653 MARFORRES (OPGROUP) OPGROUP IMA 100172017 365 365 v «
Deployed To: . 20021 45650 MARFORPAC (OPGROUP) OPGROUP IMA 10012017 385 365 L b
20700 46150 MARFOREURJAF (OPGROUP) OPGROUP  IMA 09302018 385 365 v L
Admin Rua:
l 20900 45040 MARSOC (OPGROURP) OPGROUP  IMA 09302018 385 365 v L
Rue: [ 21480 21480 JOINT (OPGROUP) OPGROUP  IMA 09302018 385 365 v L
MCC: 1 30002 46252 MCICOM (OPGROUP) OPGROUP IMA 097302018 365 365 L4 L4
31354 45030 TECOM (OPGROUP) OPGROUP IMA 10012017 365 365 « «
Platoon: [
36030 46252 DC PPE0 (OPGROUF) OPGROUP IMA 09/302018 385 365 L b
Work Section: |
53720 45740 HQ MARCENT (OPGROUP) OPGROUP  IMA 10012017 365 385 v v
Filter Clear
54008 54008 HEMDERSON HALL (OPGROUP) OPGROUP  IMA 09302018 385 365 4 b

Figure 121: Unit Management (RA View)

A. The link for Unit Management for HQMC Manpower Managers is located in the application
header. The fields in the Search Criteria box change based upon the Unit Type selected.

w

The hyperlink in the RUC column will open up another screen to edit unit information (see Edit
Unit Details [RA]).

Click Save Changes to save any changes made to any units.
Click Add New Unit to add a new unit to DM (see Add New Unit).
Click Back to go back to the previously viewed page.

mmo o

The Bulk Settings button allows the user to apply settings to SMCR, IMA, ALL or selected units
for the following items: Month for Drill Deadline, Day of Month Drill Deadline, Drill Backdate
Limit and New Join Drill Cutoff Days.

9.3.1 Add New Unit

To add a new unit, enter the information as shown below (the exact fields will vary depending on
whether the unit is an SMCR, IMA, or AD reserves unit):
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Add a new Marine Unit

*Unit Type: A ﬂ
* Level: ~]
* Parent Level: ~]
* Parent: [v]

* Name:
*Ruc:
* Admin Rue:
*MCGC:
Uses AFDs: [ ]
Deployed: [ ]

Date Deployed:

Comments:

* Contact Number:
* Address:
~ city:
* state: | select — [v]
* Zip Code:

Fax:

Figure 122: Add New Unit

The Add New Unit screen, figure above, changes based upon the selected Unit Type from the list box.
Items with an asterisk (*) by the field are required fields.

9.3.2 Edit Unit Details (RA)

Unit details can be edited as shown below (the exact fields will vary depending on whether the unit is
an SMCR, IMA, or AD reserves unit):
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Edit MAG-41 4TH MAW (00048) @

unit Type: SMCR

= Level: REZT i‘
* parent Level: [jsc ]
*Perent: 15T CIv AFF GRP FHG MARFORRES (14038} ll
“Hama: MAG-41 4TH MAW Subaordinats Units:
*Ruc: 00043

* Admin Ruc: 48742
“MCC: z3g
Driling Wnit: (7]

Month For Drill [sEp [ W
Deadline: _I

Day of Month Orill |3 ¥
Deadline: _I

Drill Eackdats Limit: op

Maw Jaln Crill 2
Deadline:

Uses AFDe: []

IDME Enabled: (7]

Deployed: /]
Dats Deployed: jy 6, 2014

Comments:

= Contact Number: 703-785-1235
= Addrees: 123 ELM
*City: FAIRFAX
* State: amciNa [>]
= Zlp Cade: 20232

Fax:

Figure 123: Edit Unit (RA)

1. Enter values for each field. Fields marked with asterisks (*) are required.

2. When a unit is created as an APD consumer (Uses APDs is checked) the following will be done:

APD accounts will be created in the current fiscal year and the previous fiscal year.

A check will be done to see if APD accounts exist in the next fiscal year at the top level APD
manager's unit. If the top level accounts exist, then APD accounts in the next fiscal year will be
created for the new unit. If the top level accounts do not exist, no action will be taken.
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e APD accounts for all units will automatically be created when the top level APD manager
navigates to the next fiscal year.

3. Click Save to save any changes made to the unit.
4. Click Back to go back to the previous page without saving changes.
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10.0 APD MANAGEMENT

The APD Management section is only visible to users with the APD Manager role. The APD
Management module tracks the amount of Additional Paid Drills allocated to units by higher
headquarters. The APD Home page reflects the type of APD broken out by officers or enlisted.

There is a three-part hierarchy to APD Management:

1. Higher Headquarters (all the way up to MARFORRES, IMA Detachment and then Reserve Affairs)
2. My Requests

3. Subordinate Requests

While all APD allocations are ultimately controlled by Reserve Affairs, APD Managers are responsible
to distribute allocations down the line to subordinate units:

Reguest —| MARFORRES
Additional APDs

f 3
| I

o I
MARFORRES = APDs Deallocated
2 Allocations to Z :
I{/ Reckhi et Subordinate Units [~ b MARFORRES
Y Allocations for FY e

- Request Additional APDs N

. L . .
> Allocations ta fram .| Mlocations to (" Lowest Unit in
HHCL Subordinate Units Hierarehy
* I

““APDs Deallocated by HHO, #

Figure 124: APD Management Process Flow

The following sections describe how to manage APDs:
e APD Allocation: Home Page Views

e APD Allocations: Home Page Subordinate Activity
e Request APDs

e My Requests

e Allocation History

e Deallocations

e Subordinate Requests for APDs

e Reserve Affairs Authorization (Increase Allocations)
e APD Managers

APD Summary Report reflects percentage used, as well as, totals for Allocated, Sub-Allocated,
Scheduled, Unused, and Balance.
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S MAG-41 4TH MAW (00048)

APD Summary

Figure 125: APD Summary Report — Percentage Used

10.1 APD Allocation: Home Page Views

APD Managers will see a slightly different Home Page depending on the APD Manager’s level in the
hierarchy. For example, the Reserve Affairs APD Manager authorizes rather than creating APD
Requests, and not all APD Managers will have subordinate units.

e APD Manager with Subordinate Units

e APD Manager without Subordinate Units

e APD Manager at Reserve Affairs

10.1.1 APD Manager with Subordinate Units

If the APD Manager has subordinate units, the Home Page appears as shown below from the
perspective of Reserve Affairs:

Requests Management a

Subordinate Reguests @
My Reguests
Allocation History @

Nofices - HOTRS MAG-41 4TH
MAW (00048) a
View drills today @

View APD management

View APD managers

APD Allocation: Home Page
(3)

Home

E HQTRS MAG-41 4TH MAW home page - i@ @ 4 Fiscal Year 2018 &

ATP/RMP-O ATP/RMP-E AFTP-O AFTP-E FHD-O FHD-E

HQTRS MAG-41 4TH MAW (00048) Balance 80 1534 1774 o

e =]

HQTRS MAG-41 4TH MAW (00048) Allocated 190 448 926 60
HQTRS MAG-41 4TH MAW (00048) Used 6 18 o 1]
HQTRS MAG-41 4TH MAW (00048) Scheduled 9 o o o

o = o
w o o Ele

HQTRS MAG-41 4TH MAW (00048) Deallocated o o o o

Figure 126: APD Allocation - Home Page (APD Manager with Subordinate Units)

o w >

History).

®© mmo

Click Subordinate Requests to manage Subordinate Requests (see Subordinate Requests for APDs).
Click My Requests to manage My Requests (see My Requests).
Click Allocation History to see a history of unit allocations and deallocations (see Allocation

Click any of these APD notices to go to the respective detail pages.
Click Request APDs to request additional APD allocations from HHQ (see Request APDs).
Select a different View from the list box.

Click € Previous to go to the previous Fiscal Year. Click # Next to go the next Fiscal Year.
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Manager without Subordinate Units

If the APD Manager has no subordinate units, the Home Page appears as shown below:

Requests Management a

My Requests @
Allocation History @
Nofices - DET A MWCS5-48
{FWD) MACG-48 4TH MAW
(00408)

View drills today

View APD management

| e |
APD Allocation: Home Page

Home

(13 4 Fiscal Year 2018 &

E DET AMWCS-48 (FWD) MACG-48 4TH MAW home page - I@

|DET A MWCS-48 (FWD) MACG-48 4TH MAW (00409) Authorized

DET A MWCS-48 (FWD) MACG-48 4TH MAW (00409) Balance

ATP/RMP-O ATP/RMP-E AFTP-O AFTP-E FHD-O FHD-E

View APD managers

o E=RE-

DET A MWCS-48 (FWD) MACG-48 4TH MAW (00409) Allocated

DET A MWCS-48 (FWD) MACG-48 4TH MAW (00403) Used

16
8
1]
8
DET A MWCS-48 (FWD) MACG-48 4TH MAW (00409) Scheduled o
o

o o o

o o co|Ele |5
o o o|ERe S
o o o|ERe S
o o co|Ele|a

DET A MWCS-48 (FWD) MACG-48 4TH MAW (00409) Deallocated

Figure 127: APD Allocation - Home Page (APD Manager without Subordinate Units)

Click My Requests to manage My Requests (see My Requests).

Click Deallocations to view Deallocations (see Deallocations).

Click any of these APD notices to go to the respective detail pages.

Click Request APDs to request additional APD allocations from HHQ (see Request APDs).
Select a different View from the list box.

Mmoo w >

Click € Previous to go to the previous Fiscal Year. Click ® Next to go the next Fiscal Year.

10.1.3 APD Manager at Reserve Affairs

The APD Manager at Reserve Affairs sees the Home Page as shown below:

Edit RA Authorization

APD Allocation: Home Page

Edit Authorization

Subordinate Requests

Home
My Requests
Allocation History E M&RA (RA) home page - i@ @ 44 Fiscal Year 2018 &
Nofices - MERA (RA) (30(]]2)9 ATP/RMP-O ATP/RMP-E AFTP-O AFTP-E FHD-O FHD-E

[MaRA (RA) (30002) Authorized

M3RA (RA) (30002) Balance

View drills today

o 0 [} o D]

View APD manage!

Search For Unit (-]

[E—

M&RA (RA) (30002) Allocated 9036 29134 10845 280 384 7722

Figure 128: APD Allocation - Home Page (APD Manager at Reserve Affairs)

Click Subordinate Requests to manage Subordinate Requests (see Subordinate Requests for APDSs).
Click any of these APD notices to go to the respective detail pages.
Enter a unit name and click the arrow to search for a subordinate unit.

o w>»

Click Edit Authorizations to manage available allocations (see Reserve Affairs Authorization
(Increase Allocations)). This option is only available to the APD Manager at Reserve Affairs.

m

Select a different View from the list box.

Click €1 Previous to go to the previous Fiscal Year. Click ® Next to go the next Fiscal Year.
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10.2 APD Allocations: Home Page Subordinate Activity

In addition to the default Home Page view, APD Managers with subordinate units can also use the list
box on the Home Page (APD Allocation - Home Page (APD Manager with Subordinate Units), Go to
drill down into specific aspects of subordinate activity. Each of the views will display the total
authorizations by APD type, the remaining balance of allocations by APD type, and a breakdown by
APD type for each unit that is specific to the selected view.

e Allocated to Subordinates

e Allocations Scheduled by Subordinates

e Allocations Used by Subordinates

e Sub-Allocated by Subordinates

e Balance of Subordinates (Assign Allocations)

e Deallocated from Subordinates
10.2.1 Allocated to Subordinates

In this view, the APD Manager can review all of the allocations that were passed down to subordinate
units. The screen below is from the perspective of Reserve Affairs:

APD Allocation: Authorized
Allocated to Subordinates
E Allocated to Subordinates - i 4 Fiscal Year 2018 &
ATPIRMP-O ATP/RMP-E AFTP-O AFTP-E FHD-O FHD-E
'HQTRS MAG-41 4TH MAW (00048) Authorized 285 2000 2700 50 0 0
HQTRS MAG-41 4TH MAW (00048) Balance &80 1534 1774 (1] 0 0
Total Authorized 190 448 926 (1] 0 0
HMLA-775(-} MAG-41 4TH MAW (04780) Authorized (1] 0 184 10 0 0
MALS-41 MAG-41 4TH MAW (01136) Authorized 62 90 0 (1] 0 (1]
MWS5-471 MAG-41 4TH MAW (00510) Authorized 20 100 (1] 0 (1]
MWS5-473 MAG-41 4TH MAW (01148) Authorized 20 100 0 (1] 0 (1]
VMFA-112 MAG-41 4TH MAW (01130) Authorized 12 20 112 (1] 0 (1]
VMFT-401 MCAS YUMA AZ (D4802) Authorized (1] 0 180 (1] 0 (1]
VMGR-234 MAG-41 4TH MAW (01234) Authorized 62 108 300 52 0 0
VMM-764 MAG-41 4TH MAW (01764) Authorized 14 30 150 18 0 0

Figure 129: APDs Allocated to Subordinates

This view only shows the APD Manager how many allocations have been authorized. It does not show
how many have been scheduled or used.

10.2.2 Allocations Scheduled by Subordinates

In this view, the APD Manager can review all of the APDs that have been scheduled by subordinate
units but have yet to take place. The screen below is from the perspective of a Division APD Manager
with multiple subordinates:
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APD Allocation: Scheduled

Request APDs

Scheduled
E Scheduled by Subordinates - i 4@ Fiscal Year 2018 &
ATPIRMP-O ATP/RMP-E AFTP-O AFTP-E FHD-O FHD-E

'HQTRS MAG-41 4TH MAW (00048) Authorized 285 2000 20 %o 0 o

HQTRS MAG-41 4TH MAW (00048) Balance 80 1534 1774 1] 1] 1]
HMLA-775(-) MAG-41 4TH MAW (04780) Scheduled 1] 1] 39 2 [1] (1]

MALS-41 MAG-41 4TH MAW (01136) Scheduled 2 9 1} (1] (1] (1]
MWS5-471 MAG-41 4TH MAW (00510) Scheduled 8 25 (1] 0 0 (1]
MWS5-473 MAG-41 4TH MAW (01149) Scheduled 8 8 (1] 0 0 (1]
VMFA-112 MAG-41 4TH MAW (01130) Scheduled (1] (1] 55 0 0 (1]
VMFT-401 MCAS YUMA AZ (04802) Scheduled (1] (1] 14 0 0 (1]
VMGR-234 MAG-41 4TH MAW (01234) Scheduled 38 40 80 14 0 (1]

VMM-764 MAG-41 4TH MAW (01764) Scheduled 9 0 32 4 (1] 1]

Figure 130: APD Allocations Scheduled by Subordinates

This view allows the APD manager to compare the number of allocations scheduled to be used up with
the number of allocations already used (APD Allocations Used by Subordinates). In this case, the
subordinate units have not yet scheduled any allocated APDs.

NOTE: Scheduled allocations can be recouped by canceling the original APD request.
10.2.3 Allocations Used by Subordinates

In this view, the APD Manager can review all of the allocations that have been used up by subordinate
units. The screen below is from the perspective of Reserve Affairs:

APD Allocation: Used

Request APDs

Used

44 Fiscal Year 2018 &

E Used by Subordinates - i

ATP/RMP-O ATP/RMP-E AFTP-O AFTP-E FHD-O FHD-E
'HQTRS MAG-41 4TH MAW (00048) Authorized m_m—m—'au 0 0
HQTRS MAG-41 4TH MAW (00048) Balance 1534 1774 (1] 0
HMLA-775(-) MAG-41 4TH MAW (04780) Used (1] 0 0 (1] 0
MALS-41 MAG-41 4TH MAW (01136) Used 8 2 (1] 0 (1] 0
MWS5-471 MAG-41 4TH MAW (00510) Used (1] (1] 0 (1] 0
MWS5-473 MAG-41 4TH MAW (01149) Used 1] (1] 0 (1] 0
VMFA-112 MAG-41 4TH MAW (01130) Used (1] 2 15 0 (1] 0
VMFT-401 MCAS YUMA AZ (04802) Used 0 0 2 [i] o 0
VMGR-234 MAG-41 4TH MAW (01234) Used 10 18 81 18 o 0
VMM-764 MAG-41 4TH MAW (01764) Used 4 0 32 2 o 0

Figure 131: APD Allocations Used by Subordinates

This view shows APDs that have actually taken place. It does not include APDs that have been
scheduled for future dates.
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10.2.4 Sub-Allocated by Subordinates

In this view, the APD Manager can review all of the allocations that subordinate units have passed
down to subordinate units. The screen below is from the perspective of Reserve Affairs:

APD Allocation: Allocated
Below are the APD allocations currently assigned.
E Sub-Allocated by Subordinates - i 4 Fiscal Year 2018 &
ATPIRMP-O ATP/RMP-E AFTP-O AFTP-E FHD-O FHD-E

HQTRS MAG-41 4TH MAW (00048) Balance 80 1534 1774 [/} 0 0

Total Allocated 30 30 (1] o (1] 1}
HMLA-775(-) MAG-41 4TH MAW (04780) Allocated 0 0 0 1] (1] 0

MALS-41 MAG-41 4TH MAW (01136) Allocated 30 0 (1] (1] 0 0
MWS5-471 MAG-41 4TH MAW (00510) Allocated (1] 0 (1] (1] 0 0
MWSS-473 MAG-41 4TH MAW (01149) Allocated 0 30 0 0 0 0
WVMFA-112 MAG-41 4TH MAW (01130} Allocated 0 0 0 0 0 0
WMFT-401 MCAS YUMA AZ (04802) Allocated 0 0 0 0 0 0
VMGR-234 MAG-41 4TH MAW (01234) Allocated 0 0 0 0 0 0

VMM-764 MAG-41 4TH MAW (01764) Allocated 0 0 0 0 0 0

Figure 132: APDs Sub-Allocated by Subordinates
10.2.5 Balance of Subordinates (Assign Allocations)

The APD Manager uses this view to edit the number of allocations authorized for each subordinate
unit. The screen below is from the perspective of Reserve Affairs:

APD Allocation: Balance
To update balance, type directly into the table cell. You may increase or decrease values. @ @ @
E Balance of Subordinates - i @ 4 Fiscal Year 2018 &
ATP/RMP-O ATP/RMP-E AFTP-O AFTP-E FHD-O FHD-E

'HQTRS MAG-41 4TH MAW (00048) Authorized 28 2000 2700 e o o
HQTRS MAG-41 4TH MAW (00048) Balance 80 1534 1774 0 0 0

HMLA-775(-) MAG-41 4TH MAW (04780) Balance @ [0 | [o | [104 | [8 | 0 0

MALS-41 MAG-41 4TH MAW (01136) Balance [22 | & | [0 | [0 | 0 0

MWSS5-471 MAG-41 4TH MAW (00510) Balance [12 | [75 | o | o | [i] 0

MWSS5-473 MAG-41 4TH MAW (01148) Balance [12 | (62 | [o | [o | 0 0

WMFA-112 MAG-41 4TH MAW (01130) Balance [12 | [18 | [a2 | [o | 0 0

VMFT-401 MCAS YUMA AZ (04802) Balance [0 ] [o ] [164 ] [0 ] 0 0

VMGR-234 MAG-41 4TH MAW (01234) Balance [14 | [0 | [139 | [0 | 0 0

VMM-764 MAG-41 4TH MAW (01764) Balance [1 | [30 | [e8 | [12 | 0 0

Figure 133: Balance of Subordinates (Assign Allocations)

A. Click Request APDs to request additional allocations from HHQ (see Request APDs).

B. Click Save & Notify to save the distribution of APD allocations and notify subordinate units of
APDs allocated or deallocated.

C. Click Reset to clear any changes made since the last save and start again.
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D. Select a different View from the list box. This will take the APD Manager to a new page.
E. Enter the new value in each cell. This will be the new balance for that APD type for each
subordinate unit.
10.2.6 Deallocated from Subordinates

In this view, the APD Manager can review all of the allocations that have been deallocated from
subordinate units. The screen below is from the perspective of a Division APD Manager with multiple
subordinates:

APD Allocation: Deallocated
Deallocated
E Deallocated from Subordinates - i 4@ Fiscal Year 2018 &
ATPIRMP-O ATP/RMP-E AFTP-D AFTP-E FHD-O FHD-E

'HQTRS MAG-41 4TH MAW (00048) Authorized 265 2000 2700 eo 0 0

HQTRS MAG-41 4TH MAW (00048) Balance 80 1534 1774 (1] (1] (1]
HMLA-775(-) MAG-41 4TH MAW (04780) Deallocated 1] 1] 1] 30 1] (1]

MALS-41 MAG-41 4TH MAW (01136) Deallocated 30 1] 1] 1] 1] (1]
MWS55-471 MAG-41 4TH MAW (00510) Deallocated 1] 1] 1] [1] [1] (1]
MWS55-473 MAG-41 4TH MAW (01149) Deallocated 1] 2 1] [1] [1] (1]
VMFA-112 MAG-41 4TH MAW (01130) Deallocated (1] (1] (1] 0 0 (1]
VMFT-401 MCAS YUMA AZ (04802) Deallocated (1] (1] (1] 0 0 (1]
VMGR-234 MAG-41 4TH MAW (01234) Deallocated (1] (1] (1] 40 0 (1]

VMM-764 MAG-41 4TH MAW (01764) Deallocated (1] (1] (1] 22 0 (1]

Figure 134: APDs Deallocated from Subordinates
10.3 Request APDs

APD Managers at all levels, except Reserve Affairs, can request additional APD allocations by clicking
the Request APDs button on the APD Allocation - Home Page (APD Manager with Subordinate
Units). Then the Request APDs screen in Figure 135 will be displayed.

Request APDs

anncel

APDTYPE:  ATPRMP Officer  ~ @

*APDUnits: [ | @

Justification: @

Figure 135: Request APDs

Select the APD Type from the list box.
Enter the number of APD Units to request.
Enter the Justification for the request.

o w>»

Click Submit to submit the request and send a notice to HHQ.
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E. Click Cancel to close the form without submitting a request.
104 My Requests

This page allows the APD Manager to review requests made and see its status:

Sabmeticd Hegureied By ¥ Heguesied AFD Type Shafun B G mrvbed Cornried By

R TEI01T 1% ATPRMP Ol PRI E [ 255
ORI 30 ATR/RMP Erdsted AFPROVED 020
ooy 200 AFTF Eminted APPRONEL L]

ORIAI017 3100 AFTF Officar APPROVED 3700

Figure 136: My Requests

10.5 Allocation History

This page allows the APD Manager to view the history of all allocations and deallocations and who
made the change:

KA, (LA R0
-
User ~ Dats = APD Type = Amowd <
SWIWIIT 13:59 FHD Officer X
AT 13:09 ATREMP Eninted s
ORI I0AT L339 FHD Endebed T
2T 13:59 AFTE Bslited i1
ORI I0AT 1339 ATHEMP Officar =%y
W INIIT 13:99 AFTF Ofeer 16213
ORI I0AT L4 FHD Endebed 191
{ PRI I T L0 ATREMP Offecpr W77
MERA (RN 30000 CAMITILT 14:00 FHD Dfficer
BRRA [ RAK 0000 ) SRR T L0 AFTF O 13
MBRA [RAN 30000) ST 103 AFTF Eslted a3
BSRRA [RAK 30000 ) ORI T L0 ATHEMP [nlgted 1445

Figure 137: Allocation History

A. Select which records to view (Authorized, Allocated, Deallocated, Scheduled, or Used).
B. Click Excel to export the results into Microsoft Excel.

10.6 Deallocations

This page allows the APD Manager to view any APDs that have been deallocated and are no longer
available:
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Number of de-allocations (2)

AMOUNT & DE-ALLOCATED BY 2 DATE DE-ALLOCATED &
ATRRMP Dfficer MARFORRES 117262010
FHD Officer MARFORRES 1172372010

Figure 138: Deallocations
10.7 Subordinate Requests for APDs

APD Managers use this page to review APD Requests received from subordinate units:

subgrdinate Requests

R ivat - Y — APD Types fre. # Cageiied fr—
VIHFA-117 MAG-E) 4TH £l ATHFMF Oficar =
HEA
VTR -] 17 MAG-E] 4TH z ATFSRMF [nlated DLLLED L
M
VIFA: 117 MAG-81 4FH ATPIRME OFer
LT
VHIFA-1 17 MAG-4E 4TH 112 AETP Dffowr ATRIAVED 113
LR
VMR- 113 MAG-41 4TH T ATP/RMP Enlnbed AITECVED = an
M -
VHLR-234 MAG-41 4TH wa AFTP Offhcer APFECED 00
AW
VEGR -2 34 MAG-4] dTH i ATHEHF Cificer
M
VHIGH- 234 HAG-41 4TH & AFTP Enindnd EFENID an
M

B @ VIRGH -2k MAG-ET 4TH 14 AFTP Erdested REGUESTE
A

Figure 139: Review Subordinate Requests

A. Click Back to go back to the previous page.
B. Click to the hyperlinked Submitted date to see the request details and take action:
C. Click Subordinate Requests from any page in the APD Management section to see the current page.

Subordinate Request

(Ou(E u(F)

Date: @ 10/14/2017

Fiscal Year: 2018
Requestor: WMGR-234 MAG-41 4TH MAW
APD Type: AFTP Enlisted

Number of APDs requested: 14
Justification: For NAVLOG Flight Ops

Available Balance: 0

* Amount to grant: —1 @

COMMENT {optional) @

Figure 140: Approve/Deny Subordinate Request

A. Request details, including Justification.
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W

Enter the number of APDs to grant, if any. The APD Manager may enter more or fewer APDs than
requested.

Enter a Comment for the action taken, if desired.
Click Approve to approve the request and send a Notice to the requesting unit.
Click Deny to deny the request and send a Notice to the requesting unit.

mm oo

Click Cancel to close the form without taking action.
10.8 Reserve Affairs Authorization (Increase Allocations)

Reserve Affairs receives the Fiscal Year authorization of Additional Paid Drills from Headquarters
Marine Corps. The authorization can be increased during the Fiscal Year by Headquarters Marine
Corps.

The APD Manager at Reserve Affairs uses this page to enter the initial APD Authorization by type and
to modify those levels if granted additional authorization during the Fiscal Year:

RA Authorization I

mcancel

4a Fiscal Year 2018 &
Type Current Authorization Additional Authorization New Authorization
ATP/RMP Officer 9036
ATP/RMP Enlisted 25134
AFTP Officer 10845
AFTP Enlisted 280

FHD Officer 384

LRI

FHD Enlisted 7722

Figure 141: Reserve Affairs Authorization (Increase Allocations)

Enter the Additional Authorization for each APD Type and click Save when finished. Click Cancel to
exit the form without updating the authorization.

10.9 APD Managers

The APD Manager can view a list of APD Manager points of contact at parent and child units. Click
the View APD managers’ hyperlink from the APD notices section to open the APD managers list.

Apd Managers

Name ~ Unit ~ EMail Address ~ Phone Number ~

Figure 142: APD Managers
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11.0 FHD MANAGEMENT

The Funeral Honors Detail (FHD) Management section is only visible to users with the FHD Manager
role. The FHD Management module allows FHD Managers to manage the current funeral honors detail
allocation and deallocation process. The FHD Home page reflects the FHD officer and enlisted
balances for the unit:

Home Schedule Reporis APD Management FHD Management Administration

Come ][ weromescun

UnitType: gyucn . MARFORRES Balance
(B) omeer: 315

Unit: 00043 - HQTRS MAE » Enlisted: 7167

HQTRS MAG-41 4TH MAW Balance

Officer:

Enlisted: (
Amount to Allocate
Officer [0 ] @

S —

Figure 143: FHD Management

A. Click FHD Management to access the FHD Home page.
B. Select the Unit Type and Unit to manage.
C. Enter the amount of officer and/or enlisted to allocate to funeral honors detail.

D. Click Save to save the changes.
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12.0 HHQ ROLES AND CAPABILITIES

There are two ways to get read only access from Higher Headquarters to all subordinate
units. The HHQ Viewer role gives the user access to the Inspectors tab. In addition to this
unique user role, any user with permissions at the HHQ RUC in the unit hierarchy will have
read only access to subordinate units: Higher Headquarters:

e HHQ Viewer Role (Inspectors Tab)
e HHQ View Subordinate Units (Capability)

12.1 HHQ Viewer Role (Inspectors Tab)

The HHQ Viewer is the only user with access to the Inspectors tab. By default, the Inspector
has view only access to the Home, Schedule, and Reports sections for Higher Headquarters.

Figure 144: Inspectors (HHQ Viewer)

If the Inspectors tab is selected, the user can select any unit in Drill Manager, select one or
more permissions, and click Assign Roles.

12.1.1 Assign Roles

For example, if the user selects the Muster Manager role for a unit, the user will be able to
view and print everything that the Muster Manager sees at that unit. The user will also have
access to all reports for the selected unit.

To change roles or switch to a different unit, go back to the Inspectors tab and assign new
roles.
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12.2 HHQ View Subordinate Units (Capability)

e All users at an HHQ RUC will have view only access to all subordinate units. These units
will appear in the following locations:

e Drill Manager Home (Schedules box).
e Drill Manager Schedule (Schedules box in any of the calendar views).
e List boxes and filters throughout the application.

< June 2012 >

|
EEIEE - : -

4- 5 6|7  B| 9|12

Figure 145: HHQ View of Subordinate Units

Click any of the units shown in the Schedules box to view its drill schedule with read only
access.
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APPENDIX A REVISIONS

Rev/Chg.  Release Date Description

Author: Nadine Caputo

1.0 XXXX | 111812009 || ot Draft

Author: Daniel Archer
2.0 XXX X 02/23/2010 Rewrite with new screenshots and additional functionality
for initial fielding of application.

Author: Daniel Archer

Updated template and add new functionality from
maintenance releases, including web services and corrective
actions.

3.0 XXX X 11/20/2010

Author: Daniel Archer

31 URARAR 03/04/2011 Added descriptions for new reports.

Author: Daniel Archer
3.2 X XXX 09/15/2011 Updated for enhancements and bug fixes in 2011.3
quarterly release.

Author: Daniel Archer
3.3 X XXX 12/15/2011 Updated for enhancements and bug fixes in 2011.4
quarterly release.

Author: Daniel Archer

4.0 XXX.X | 02/10/20106 Updated for MCMEDS integration.

Author: Daniel Archer
5.0 XXX X 06/21/2012 Updated for enhancements and bug fixes in 2012.2
quarterly release.

Authors: Daniel Archer, Sarah Stewart
51 XXX X 09/27/2012 Updated for enhancements and bug fixes in 2012.3
quarterly release, restructured around new Scheduler tool.

Author: Sarah Stewart
5.2 XXX X 12/20/2012 Updated for enhancements and bug fixes in 2012.4
quarterly release.

Author: Sarah Stewart
5.3 X XXX 03/28/2013 Updated for enhancements and bug fixes in 2013.1
quarterly release.

Author: Sarah Stewart
54 X XXX 06/27/2013 Updated for enhancements and bug fixes in 2013.2
quarterly release.

Author: Sarah Stewart
55 XXX X 09/26/2013 Updated for enhancements and bug fixes in 2013.3
quarterly release.

Author: Sarah Stewart
5.6 XXX X 12/31/2013 Updated for enhancements and bug fixes in 2014.1
quarterly release.
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Rev/Chg.

5.7

5.8

5.9

6.0

7.0

8.0

9.0

10.0

Release

XXX X

XXX X

1.0.20.18

1.0.21.0

1.0.23.0

1.0.26.0

1.0.27.0

1.0.28.0

FOR OFFICIAL USE ONLY

Date

04/24/2014

09/18/2014

05/26/2015

10/23/2015

03/10/2016

12/29/2016

01/25/2018

05/18/2018

Description

Author: Sarah Stewart
Updated for enhancements and bug fixes in 2014.2
quarterly release.

Author: Sarah Stewart
Updated for enhancements and bug fixes in 2014.3
quarterly release.

Author: Jen Wright
Updated for enhancements in 1.0.20.18 release. ECP
RTAMMS_373

Author: Chrissy Bristow
Updated for enhancements for the 1.0.21.0 release.

Author: Janice Wong
Updated for enhancement for 1.0.23.0 release.

Initial version updated for RTAMMS, Total Force
Information Technology System (TFITS) Consolidated
Systems Integrator (TCSI), under Contract M67854-14-D-
4802, Delivery Order 0041.

Author(s): Janice Wong

Updated version for RTAMMS, Total Force Information
Technology System (TFITS) Consolidated Systems
Integrator (TCSI), under contract M67854-14-D-4802;
Delivery Order: M6785417F4826.

Updated Section 4.4.4 with new rules on when the
system will cancel RIDTs due to the member’s
unit association(RTAMMS_734)

Updated Section 5.2 with new rules about
members when their unit association has changed
(RTAMMS_680)

Updated Section 4.6 and Appendix D with new
capability for a Schedule Creator, Proxy and
Muster Manager being able to take action on drills
created by other users in the same unit.

Added the DM Manager at M&RA (RUC 30002
and MCC 80) to the User Roles Table 2
(RTAMMS_676).

Updated screenshots to reflect the new Primefaces
upgrade effect on the GUI

Updated version for RTAMMS, Total Force Information
Technology System (TFITS) Consolidated Systems
Integrator (TCSI), under contract M67854-14-D-4802;
Delivery Orders: M6785418F4813 and M6785418F4807.

Updated screenshot figures 45 and 51 to showing
the added Platoon column on the Unit Muster
Sheet. (RTAMMS_219)

Updated comments for the Roles Report in Table
9: Report Descriptions with Summary of Benefits
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Rev/iChg.  Release Date Description
Author: Tad Counseller

Updated version for RTAMMS, TCSI under contract
M67854-14-D-4802; Delivery Order M6785418F4826.

e  Muster Official - View Only View to Corrective
Action (RTAMMS_477)

e Courtesy RUC Correction Functionally

11.0 1.0.29.0 | 12/26/2018 (RTAMMS_504)

e Modification to List View — Late Drill Requests
(RTAMMS_546)

e Allow an EDP determination change after export
of the drill (RTAMMS_631)

e Warning message for RIDTS displayed when
Unit Reg IDTs are cancelled (RTAMMS_641)

Updated version for RTAMMS, The Consolidated Systems
Integrator (TCSI), under Contract M67854-14-D-4802,
Delivery Orders M6785419F4821 and M6785419F4822.

e Enhance APD Summary Report (RTAMMS_39)

e AddaTTC for IRR Muster (RTAMMS_189)

e Enhance RIDT Scheduling Wizard
(RTAMMS_323)

e Require users to Reinstate a cancelled drill

12.0 1.0.30.0 | 10/28/2019 (RTAMMS_854)

e Update attendance records for RIDTs, EDPs or
APDs when MROWS orders are authenticated or
cancelled (RTAMMS_899)

e  Automate sending all Drill Transactions from the
Research Failed Validation Check feature when
the status is Ready to Resubmit (RTAMMS_1014)

e Allow APDs to be performed on Original Drill
Dates when RIDTs have been executed
(RTAMMS_1036)

Updated version for RTAMMS, TCSI Contract M67854-
14-D-4802, Delivery Order M6785420F4807 in support of
Release 1.0.31.0. Updates include:

o RTAMMS 222: Provide the IMA Drill Approver
& Approver Roles with the ability to edit

e RTAMMS _1037: Provide ability to schedule
multiple Marines within the RIDT scheduling
wizard

e RTAMMS 1139: Provide capability to view Unit
Muster Sheet
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APPENDIX B

Acronym
ADOS
AFTP
APD
APPS
AT
ATC
ATP
CAC
CBT
CCB
CMC
COMMARFORRES
DM
DMM
EA
EDIPI
EDP
EIN
EIO
FAQ
FHD
FOUO
HHQ
HIPAA
HQ
1&I
IDT

FOR OFFICIAL USE ONLY

ACRONYMS

Definition
Active Duty for Operational Support
Additional Flight Training Period
Additional Paid Drills
Applications
Annual Training
Authority to Connect
Additional Training Period
Common Access Card
Computer Based Training
Configuration Control Board
Commandant of the Marine Corps
Commander, Marine Forces Reserve
Drill Manager
Drill Management Module
Excused Absence
Electronic Data Interchange Personal Identifier
Equivalent Duty Period
EDP - Without Pay
EDP - With Pay
Frequently Asked Questions
Funeral Honors Duty
For Official Use Only
Higher Headquarters
Health Insurance Portability and Accountability Act
Headquarters
Inspector-Instructor

Inactive Duty Training
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Acronym
IMA
IRR
LDC
LOD
MARFORRES
MCMEDS
MCTFS
MDR
METL
MHFH
MFR
MROWS
MSC
NM
NS
ODSE
PKI
PME
PTP
PWST
RA
RECC
RIDT
RMP
RS/SC
RUC
SELRES
SES
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Definition
Individual Mobilization Augmentee
Individual Ready Reserve
Limited Duty Coordinator
Line of Duty Benefits
Marine Forces Reserve
Marine Corps Medical Entitlements Data System
Marine Corps Total Force System
Medical Department Coordinator
Mission Essential Task List
Military Funeral Honors
Marine Forces Reserve
Marine Reserve Order Writing System
Major Subordinate Command
Not a Member
Not Scheduled
Operational Data Store Enterprise
Public Key Infrastructure
Professional Military Education
Pre-Deployment Training
Peacetime Wartime Support Team
Reserve Affairs
Reserve End of Current Contract
Rescheduled Inactive Duty Training
Readiness Management Period
Record Status / Strength Code
Reporting Unit Code
Selected Reserve

Supporting Establishment Systems
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Acronym
SMCR

SME
SSN

TBD
TCSI
TFAS

U

UA
UD/MIPS
USMC
WWR

FOR OFFICIAL USE ONLY

Definition
Selected Marine Corps Reserve
Subject Matter Expert
Social Security Number
To Be Determined
The Consolidated Systems Integrator
Total Force Administration System
Unsatisfactory
Unauthorized Absence
Unit Diary/Marine Integrated Personnel System
United States Marine Corps

Wounded Warrior Regiment

134
FOR OFFICIAL USE ONLY



APPENDIX C

Term
Absence comment

Additional
Training Flight

Additional Paid Drill
(APD)

APD Manager

Additional
Training Period

APD Allocations

APD Allocations
Authorized

APD Allocations
Balance

APD Allocations
Scheduled

APD Allocations
Used

Anniversary Year

Approved

Approver/Trusted
Agent

Attendees

Bookmarks
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GLOSSARY

Definition

When requesting to reschedule a drill, if “Other” is selected as the reason, use
this text field to explain the reason.

AFTPs are performed by SMCR and IMA aircrew members training to attain and
maintain flying proficiency and sustain mobilization.

APDs must be requested and approved by the APD Manager. APDs may only
be requested if the unit has APD allocations remaining for the current fiscal
year.

This DM user role is typically assigned to the unit’s Ops Officer/Chief, who
assumes responsibility for distributing APD allocations within the unit and to any
subordinate units. The APD Manager may request additional allocations from
Higher Headquarters as needed.

ATPs are performed by individuals and units to complete the training required for
attaining and maintaining designated readiness levels.

MARFORRES receives authorization for a certain number of APDs per Fiscal
Year, which it then passes on to subordinate units as allocations.

The total number of allocations MARFORRES receives at the beginning of the
year and can pass on to subordinate units.

The number of unused APD allocations at any unit.

The number of APDs that have been scheduled against the APD Allocations
Balance, but have not yet taken place. The allocations will not be used up until the
drill takes place.

The number of APD allocations that have been used up (as registered when the
drill has taken place and been mustered).

A period of 12 consecutive months (365/366 days) during which a member must
accrue a minimum of 50 points (including membership) in order for that period to
be credited as a qualifying year for retirement purposes. The anniversary date is
the date on which the anniversary year commences.

The status of a drill request that has been reviewed by the Approver/Trusted Agent
and formally approved.

This DM user role is typically assigned to the unit’s CO or Ops Sponsor, who
must formally approve all drill requests and certify all musters.

Marines who are listed on a requested drill and whose attendance is required once
the drill has been approved.

DM users may bookmark the schedules of other units (view only access) in
addition to the user’s own unit.
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Term

Calendar Views

Certify Muster

CMC Annual Training
Requirements
CMC Directed

Courtesy Drill

Corrective Actions

Customer Help Center

Date Picker

Deallocations

DM Manager

Drill Period

Drill Status

Equivalent Duty
Period (EDP)

EIN

FOR OFFICIAL USE ONLY

Definition

The DM Schedule tab offers five different calendar views: Day, Month, Week,
Year, and List. The time-based views show a complete picture for a date range,
while the list view is used to sort events by a variety of factors over a selected
date range.

Once a muster has been completed and submitted by the Muster Manager, it is
sent to the Approver/Trusted Agent, who reviews the data and formally certifies
the drill status of each Marine. If unsatisfied with the data, the Approver/Trusted
Agent may return the muster and request edits.

This drill request template refers to annual training requirements as specified by
the Commandant of the Marine Corps.

This drill request template refers to training that will take place under the
direction of the Commandant of the Marine Corps.

If a Marine requests to reschedule a drill, the request may be to drill with another
unit at a more convenient place and time.

If an error is discovered after a muster sheet has been certified or exported, the
Muster Manager may ask the Approver/Trusted Agent to delete the record. The
Muster Manager must then create a new and accurate record in its place.

The Customer Help Center provides users with options for contacting DM
Support, including a detailed support request form.

The Calendar icon opens the date picker when a date field is clicked on, which is
used to select a specific date or date range instead of entering it manually.

At any time, a unit may take APD allocations away from subordinate units and
redistribute. The affected unit will receive a Notice with a comment explaining
the deallocation.

The DM Manager user role is typically assigned to the Personnel Officer / Chief,
who assigns or removes user permissions and reviews permissions requests from
other users.

For IDTs, there are regularly scheduled unit training periods, additional IDT
periods, and equivalent training (associate and appropriate duty).

On the muster sheet, this column contains several status codes indicating whether
or not each Marine was present as scheduled and if the drill was performed to
satisfaction. In the schedule list view, this refers to the status of the drill and its
muster sheet within the overall process.

An EDP is performed by an officer or enlisted Reservist for one of two reasons: 1)
To resolve an IDT for which the Reservist received an excused or unexcused
absence.

An unpaid EDP that may only be performed to make up an absence from the
previous 12 months. Only two EINs may be performed in a single day; there is no
limit to the number of EINs that may be performed in a Fiscal Year.
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Term
EIO

Event Details

Exported Muster

Fiscal Year

Funeral Honors Duty
(FHD)

Holds

Inactive Duty for
Training (IDT)

Individual Drill
Request

Individual
Mobilization

Maintenance
Manpower Home
Portal

METL Based Training

Menu Bar

Muster Manager

Muster Official

Muster Sheet
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Definition

A paid (makeup) EDP that must be performed within 60 calendar days of the
missed IDT. EIOs are limited to two per day and no more than four per Fiscal
Year.

This page displays the full details of an event along with buttons for any available
actions (as determined by its status).

A certified muster may be exported by the Muster Manager to MCTFS, where it
will be processed so that Marines can be paid for drills performed.

Drills and APD allocations are accounted for the 12-month period beginning
September 1st and ending August 31st of the following calendar year.

This drill request type is for performing military funeral honors in order to fulfill
training requirements.

If the Muster Manager knows that a Marine’s drill status will result in a failed
transaction on export, a hold can be entered to put that transaction in pending

This is the default drill request for SMCR and IMA Marines. Also referred to as
an RIDT (Regular Inactive Duty Training).

SMCR and IMA Marines may request to perform a drill as long as the unit has
APDs allocated.

An individual member of the SelRes who receives training and is pre-assigned to
an AC organization, the Selective Service System (SSS), or a FEMA billet that

This drill request template is to satisfy maintenance requirements.

This is the home portal for Manpower and Reserve Affairs (M&RA). Marines
can access Drill Manager from this page.

This drill request template is for drills in which the Marine will perform training
related to the Mission Essential Task List (METL).

The menu bar appears at the top left of every page in Drill Manager. It contains
tabs for each section in which a user is authorized to work.

This user role is typically assigned to the Personnel Officer/Chief, who prepares
the muster sheet and exports its transactions to MCTFS to be processed for
payment.

This user role is typically assigned to the officer who substantiates attendance at a
drill.

The muster sheet lists all of the Marines who were scheduled on the original drill
request. The Muster Manager or Muster Official enters a status code for each
Marine to indicate presence/absence and performance. These entries are then
substantiated by the unit’s Approver/Trusted Agent before the muster sheet is
exported to MCTFS.
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Term

Notices

Online User Manual

Other

Pending APD Request

Pending Drill Request

Pending Permissions
Request

Permissions Request

Professional Military
Education

Pre-Deployment
Training (PTP) Block
|

Pre-Deployment
Training (PTP) Block

Proxy User

Readiness
Management Period

Rescheduled
Individual Duty for

Returned for Edit

Safety Stand-Down
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Definition

DM users will see a notice for each action item, change of request status, or any
action by another user that may affect the user. Notices appear as a hyperlinked
message summarizing the event. Clicking the notice will take the user to the
appropriate page to view details and take action.

The Online User Manual can be accessed from the Help link in the DM
application header. It is a searchable index of help topics outlining detailed, step-
by-step instructions for completing tasks in DM.

This drill request template is used by IMA Detachment Members if none of the
other templates apply.

This refers to a request for additional APD allocations that has been submitted to
the APD Manager but has not yet been approved or declined.

This refers to a drill request that has been submitted to the Approver/Trusted
Agent but has not yet been approved or declined.

This refers to a permissions request that has been submitted to the DM Manager
but has not yet been approved or declined.

Users may submit requests for additional DM roles to the DM Manager from the
My Account page. The DM Manager reviews the requests and takes action.

This drill request template is used if the drill satisfies Professional Military
Education (PME) requirements.

This drill request template is used to cover medical, legal, employment, and other
expenses related to an event that occurs in the 90-180 day period prior to
deployment.

This drill request template is used to cover additional expenses related to an event
that occurs in the 90-180 day period prior to deployment.

This user role is assigned to a leader such as the Platoon Sergeant, enabling the
proxy to create drill request on the behalf of other Marines in the Platoon.

This drill request template is used when members of SELRES units are
performing a drill that supports the ongoing day-to-day operation of the unit,
accomplishing unit administration, training preparation, support activities, and
maintenance functions.

Thisisan IDT period that has been rescheduled for a different date and time. The
unit Approver/Trusted Agent must approve the reschedule request.

This can refer to either a drill request or a muster sheet that the Approver/Trusted
Agent has returned for edits, usually because of incorrect or inadequate
information. The Approver/Trusted Agent provides guidance on what changes
need to be made.

This drill request template is used for drills pertaining to safety training for the
unit.
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Term

Schedule Creator
Selected Marine
Corps Reserve
Suballocations
TBD

Trusted Agent

User Roles
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Definition

This role is typically assigned to the unit’s Operations Officer / Chief, who
schedules drills for the entire unit.

This refers to SMCR Marines who use Drill Manager.

Suballocations are APDs that have been allocated to subordinate units by an APD
Manager.

This drill template is blank and can be titled as needed.

This user role is assigned to the Inspector-Instructor, who functions as the
Approver/Trusted Agent in the absence of the unit’s Chief Officer.

Standard DM users do not have any special permissions assigned. Users
responsible for approving drills, approving and certifying musters, managing
roles for other users, and managing APDs will be assigned necessary permissions
by the DM Manager.
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APPENDIX D

Step
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FULL PAID DRILL MATRIX

This table shows each step in the paid drill process in full detail. Each of the steps (1-6) must be completed before a Marine will be
paid for a drill:

Status

Created/
Requested

Approved

Saved
Muster

Submitted
Muster

Certified
Muster

Exported
Muster

What Role Initiates
This Status

Individual Marine,
Schedule Creator or
Proxy

Approver/Trusted
Agent

Mustering Official
or Muster Manager

Mustering Official
or Muster Manager

Approver/Trusted
Agent

Muster Manager

Table 10: Full Paid Drill Matrix

Status Definition

The drill request has been created
and submitted to
Approver/Trusted Agent.

The drill request has been
approved and the Marine may
now attend the scheduled drill.

The muster sheet has been
created and saved by the
Mustering Official or Muster
Manager.

The muster has been submitted to
the Approver/Trusted Agent for
review.

The muster sheet has been
approved and "Certified".

The Muster sheet has been
exported to MCTFS

Next Step in the Drill Manager
Process

Approver/Trusted Agent is notified and
takes action on drill request.

Once a drill has been approved the
Mustering Official is notified to
substantiate the attendance at a drill.

After a drill has been completed, the
saved muster sheet is submitted to the
Approver/Trusted Agent to be
reviewed.

Once a muster sheet has been
submitted, the Approver/Trusted Agent
is notified to review and certify the

Once a muster sheet has been certified,
the Muster Manager prepares the
muster and exports the transactions to
MCTFS

Drill is available to be processed within
the Total Force System for pay

Who Can Delete /
Cancel This Drill

Individual Marine,
Schedule Creator or
Proxy.

Approver/Trusted Agent

Muster Manager and
Approver/Trusted Agent
("Corrective Actions")

Muster Manager and
Approver/Trusted Agent
("Corrective Actions")

Muster Manager and
Approver/Trusted Agent
("Corrective Actions")

Muster Manager and
Approver/Trusted Agent
("Corrective Actions")
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1. Drills that are in Draft, Requested, Returned for Edit or Requested Late status can be deleted by the original creator of the drill
request, to include the Individual Marine, Schedule Creator or Proxy for the unit.

2. Drills that are in "Approved" status can be cancelled by the Approver/Trusted Agent for the unit.

3. Drills that are in a Draft, Requested, Returned for Edit or Requested Late status can be submitted (edit) by any Schedule Creator or
Proxy for the unit. A Muster Manager can only submitted (edit) RIDT, APD and EDPs that are in a Draft, Requested, Returned
for Edit or Requested Late status.

4. Dirills that are in "Muster Saved", "Muster Submitted”, "Muster Returned”, "Muster Certified", or "Muster Exported" statuses can
have a Marine deleted from the Muster Sheet. Corrective Action is initiated by the Muster Manager and approved by either an
Approver/Trusted Agent. Once approved, the individual will no longer be required to attend the drill period. Corrective Actions
can only be used to delete an individual from a muster sheet; it cannot be used to cancel a Full Unit or Partial Unit drill.

NOTE Corrective Action cannot be used for RIDTs or EDPs, if an individual needs to be deleted from muster sheet for these drill
types units must contact MFR AAU for waiver to delete attendee from Muster Sheet.
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