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What is TOD?

e Tour of Duty (TOD) is a component of the Mobilization
Common Operating Picture (MOBCOP) suite of applications.
It is an internet site where reserve component Soldiers
(USAR, IRR, ARNG, IMA) can find and volunteer for Active-
Duty tours. Currently access to MOBCOP is limited to
personnel on a .mil network. TOD cannot be accessed via a
.com domain.

* 3 Stages
* The Requirement (Position Phase)

* The Application (Applicant Phase)
* The Packet Processing (Packet Phase)

 To learn more, visit the TOD web site at

P[l)ttps://mobcop.aoc.army.pentagon.mil and select “Tour of
uty”.
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MORCOP TOD COADOS Process

(Other tour types may vary)

HQDA, G-3/45/7 OPERATIONS AND CONTINGENCY PLANS [DAMO-0D0)

TOUR e

1. Add Position
Status: N/A

2. Recommend Position

» Status: Position Recommended

Location: Hiring CMD
Role: FR or TOD Approver

PID Created

Role: TOD Approver

Location: Hiring CMD (HQ)

* OCONUS positions or positions supporting an FTN
will route to ODO Validators for final approval.

3. Validate Position*®

P Status: Validation Requested
Location: HQDA G3/5/7/*

~14 Days

A 4

Position Advertised
(If not restricted to a Soldier)

* Some positions may go to sub-validators prior to
HQDA G 3/5/7 based on the Force Requestor

~30 Days

4. Advertised or Restricted If restricted and SM applies | 6. Approve Soldier Applicant approved 7. Accept Position v

Status: Position Validated P Status: Soldier Recommended »| Status: Soldier Approved

Location: Find Job/Applicant .| Location: Hiring CMD RID Created Location: Applicant

Role: TOD Approver
l Volunteer applies
atue Newvolumteer | _ApPlicant selected T
o . ARNG: To SM’s State of assignment

Location: Hiring CMD USAR: SM’s USAR CaC

Role FR
ARNG and USAR TPU ~110 Days

~45-90 Days

8. Staff Packet
Status: Wait for Staff
Assignment
Location: RCHQ CoC

l

9. Review Packet
Status: Awaiting Review
Location: RC HQ CoC

!

10. Approve Packet
Status: Pending Action
Location: RCHQ CoC

v

11. Approve Packet*

IMA/IRR

11a. Approve Packet

Status: Waiting Approval
IMA: Unit of Assignment
IRR: Position Force Requester

12. Approve Packet
Status: Waiting Approval
Location: HRC: QC

Y

+—— ~14 Days —

=

A

11a. Approve Packet*

Status: Waiting Approval
Location: FR

Y

Packet
Approved

ARNG

11a. Approve Packet*
Status: Waiting Approval
Location: USARC G3 Mob

7

* Some packets may go to
sub commands (RSG/DIV)
such as TRADOC and
MEDCOM for approval first.

13. HQDA Approver
Status: Approved:
Processing in DAMPS
Location: DAMPS-S (SIFR)

Y

14. Order Production
Location: DAMPS OCOIND

A
USAR

Status: Waiting Approval
Location: RC HQ CoC

Note: This flow chart is for
COADQOS tours. Other tour
types may have a different
process.
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TOD COADQOS Process Steps

(Other tour types may vary)

TEUR-RUTY

Step TOD Role Status Location Description

1. Add Position Force Requestor or N/A Hiring Command Hiring command builds the position. Position ID (PID) created to
TOD Approver ID the requirement.

2. Recommend Position TOD Approver Position Recommended Hiring Command Hiring command conducts Quality Assurance/Quality Control

(QA/QC) of the position and submitted to HQDA

3. Validate Position

Validator (Approver)

Validation Requested

HQDA G-3/5/7
(May vary)

HQDA will validate the position is authorized to be advertised

4. Advertise or Restricted

N/A

Position Validated

Find Job Tab

Waiting for a Soldier to apply in the Find Jobs tab (even if
restricted)

5. Select Volunteer (if position is
not restricted)

Force Requestor

New Volunteer

Hiring Command

Waiting for the hiring command to select the Soldier. This step
is N/A if the position is restricted.

6. Approve Soldier TOD Approver Soldier Recommended Hiring Command Waiting for the hiring commandto approve the application.
Once approved, a Requirement ID (RID) is created.

7. Accept Position Volunteer Soldier Approved Volunteer Waiting for volunteer to sign and submit an application in
notifications

8. Staff Packet Staffer Wait for Staff RC HQ CoC Waiting to be routed to CoC

9. Review Packet Reviewer Awaiting Review RC HQ CoC 1 of 3 required reviews at CoC

10. Approve Packet Cmdr Pending Action RC HQ CoC 2 of 3 required reviews at CoC

11. Approve Packet Approver Waiting Approval RC HQ CoC 3 of 3 required reviews at CoC

11A. Approve Packet by FR Approver Waiting Approval Position’s FR Not all packets have to get approved by FR

12. SIPR Systems Approved: Processing in DAMPS DAMPS/MDIS This is the final step in TOD. TOD pushes the necessary data to
SIPR to be approved by HQDA. After approved by HQDA it goes
to OCOIND to produce the orders
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How To Get Help

On the home page, click “What do you need
help with”. The dropdown will present 12 My Helpderk Ruqeests
. . m la( o you need help wnn Total Tidkets: 6
types of help requests that will be discussed e Sa1 Copen cenea [t
Can't Search Find Job / Volunteer
in detail on the next two slides.

ETS /MRD Update
How do | Upload Files
| do not see a position that was restricted to my SSN

Received : Sases 7 21 do not see any positions on Find Job / Volunteer i'““’m
S 31 do not see my Notifications s
+ 233011 2021-08-14 3 | need roles for TOD Closed
+ 233012 2021-09-14 2 My PHA, HIV, or APFT are out of date. New
+ 233010 2021-09-14 3 System Won't Let Me Submit My Application Assigned

Unknown - General Question
Update Packet

Order
& Eﬂ Tour of Duty Training (Click row to download document)
[P My Helpdesk Requests -
Create New Helpdesk Request: | Wnat 00 you need heip with? v|| Total Tickets: 6 Position Manager Training

Add Mission Location

Cant Search Find Job / Volunteer
ETS/MRD Update

How do | Upioad Files

e Soon vt s o s : o e tned I yOu @are not on the home
not see my Notifications ot 20101230 A Soldiers Guide to Voluntad
eed roles for TOD c 20101229. How to Find a Position . .

screen, click this Help
button.

PHA. HIV, or APFT are out of date
stem Won't Let Me Submit My Application
inknown - General Question
Update Packet

oTore. 2
20110103: Active Duty Tours and Prog
20100301: How 1o Seek Prefiminary R

{.

User Cef
Next C|
Import;
Take Cf

04/08/2022 Tour of Duty 101 7
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How To Get Help

My Helpdesk Requests
Create New Helpdesk Request: | \What do you need help with? ~|| Total Tickets: 6 These are the
at do you need help with?
Add Mission Locaton - statuses of any
Can't Search Find Job / Volunteer
ETS / MRD Updat
These are vour How do | Up]uTuaFeues Open or CIosed
y B | do not see a position that was restricted 1o my SSN. tiCketS If the t‘lcket
preVious tickets : 31 do not see any positions on Find Job / Volunteer *
- - s - 1 do not see my Notifications ’
) pf ool ccvpmt | for TOD has been RFI'd to
YOU can C||Ck the + > : Eigl: 3:3173344 EL:T::(:IaSIVOI}rAPFTare out of date.
+ 233010 2021-09-14 7 System Won't Let Me Submit My Application you’ then the
symbol to see the Unknown - General Question _
¢ Update Packet A status will change
comments. .
to “Waiting for
User”

These are the help desk ticket types to choose from

It is very important to choose the correct ticket type for your issue. This will help expedite your ticket and
potentially prevent it from being denied

It is very important to input as much accurate information on the tickets as possible, such as the Position ID
(PID) and the Request ID (RID). Providing the correct PID and RID will allow the system to automatically
provide the support team the necessary information to troubleshoot your ticket.

These ticket types will be discussed more in detail on the next slide

The different request types are built the way they are for a reason. Many of the processes have been automated.
Choosing the correct type could result in an automatic resolution of your problem.

If you submit a ticket type that is incorrect for the problem you describe, it will be denied, and you will be asked
to resubmit using the correct ticket type.

04/08/2022 Tour of Duty 101 8
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Types of Helpdesk Requests

1) Add mission location: Request to add a mission location to the available options in TOD

2) Can’t search Find Job / Volunteer: Provides instructions to filter search results

3) ETS/MRD Update: TOD data is feed from ITAP with ETS/MRD information. This ticket request allows you to update TOD with
updated information by providing supporting documentation such as a sighed extension or re-enlistment contract.

4) How Do | upload Files: Provides instructions to upload files to your resume. These files will also be available on any application
submitted. It is important to select the correct “description” type when uploading documents. Positions that have required
documents will be validated based on the description types.

5) I do not see any positions that was restricted to my SSN: If a position has been restricted to you, it will instruct you to click
“Find Job” to begin the application process.

6) | do not see any positions on Find Job / Volunteer: Provides instructions to filter search results

7) 1 do not see my notification: Provides instructions to use the Global Search Tool to search for your notifications. Please see the
“Global Search Tool” job aid on the TOD home page training documents for more details.

8) I need roles for TOD: Allows you to request roles in TOD for your command. Please see the “How to Request Roles” job aid on
the TOD home page training documents for more details. The support team does not grant roles in TOD. The administrators at each
command make determinations on access levels. The user support tickets are sent directly to those administrators.

9) My PHA, HIV or APFT are out of date: Provides details on the data feeds that TOD obtains from ITAP and how to address the
“red bubbles” on an application.

10) Unknown question: This ticket is only for issues that the other tickets types don’t address. Please explain in detail the issue
you are having.

11) Update packet: A ticket option for hiring commands to make changes to an active packet

04/08/2022 Tour of Duty 101 9
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Update Resume
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Resume

® Increases your opportunities to be selected for a voluntary active-duty position

® |If a Force Requestor generates a packet on your behalf, TOD will use data (rank, address,
Unit, etc.) from a resume that has been updated within 6 months

® You can upload documents such as OERs, PT cards, Retirement Points Verification.
Uploaded documents will automatically be accessible with each application submitted.

® Important: Positions built that require documents uploaded will compare the document
title of your uploaded documents to the description title of the required documents. If
they do not match, TOD will not allow you to submit your application. Example: If the
required document states, “PT Card 705” and your document title is “PT Card DA Form
705”, it will not pass the validation and allow you to submit your application.

® The special notes portion of the resume (bubbles) is automatically provided by a data feed
from a variety of sources. The only flag that will prevent you from submitting an
application is an ETS/MRD that expires during the duration of the tour you are applying
f("jor. If this date is incorrect, please submit an “ETS/MRD Update” ticket with supporting
ocumentation.

04/08/2022 Tour of Duty 101 11



Role: Any User
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Task: Update Resume

Slide: 3 of 5

Update Resume

1) Click Find Job to display advertised
positions

Alerts  Position 1D Location Start End Tour Tour Type Soldier Category
| | [ | | o |[Sr——— e
233363 s-4ncd FT JACKSON, SC 01012022 010222023 Mobilzation 108TH TRAINING COMMAND ARNG.USAR IMA IRR RetireeRecall
@ 23382 DRILL SERGEANT ssG 00G FT JACKSON, SC 01012022 0170222023 365 Mobilization 108TH TRAINING COMMAND ARNG USAR IMA IRR RetireeRecall
® 2338 oRILL SPRGEANT ssG 006 FT JACKSON, SC 01012022 0110212023 385 Mobilzation 108TH TRAINING COMMAND ARNG.USAR IMA IRR RetireeRecall
© 3341 HEALTH TECH ser &8x FTBUISS TX 01012022 0170212023 365 Mobilization ARMY RESERVE MEDICAL COMMAND ~ ARNG,USAR IMA IRR RetireeRecall
© . . 01012022 0170222023 365 Mobilization Power Projection Enablers ARNG,USAR IMA IRR RetireeRecall
.4 2) Click Post Resume Online to open your resume ouowaezz . owmao . 2%s Mobgzauon oy Prfcin s ARNGUSARIMAIRR ReteeeRecal
E 2212022 212022 i
o) 02721720 08721720 180 Mobilization COMMAND ARNG USAR IMA IRR RetireeRecall
™ 233274 EQUIP REC/PARTS SP spc 924 ALEXANDRIA, VA 0310222022 0611822022 109 COADOS - Other RHC-A UsaR
@ 233062 THIS IS DEMO DATA. This field is where the duty d sfc 424 STUTTGART, GERMANY 1 COADOS - Other AFRICOM ARNG.USAR IMAIRR
THIS I A ATA. Thi wh
@ 23281 mes’e: DEMOD .98KC % Wies, .ty JeecioNon i c e s1C NEW ORLEANS, LA 12/3072021 12/3012021 1 ADOS-AC - REMBURSABLE  USACE IMA ARNG USAR IRR
T it T/ AT
™ 2321 HEES X OEMO DATA- (TR ok 1o where e duty deaciio¥on i: 0y 254 MACDILL AFB, FL 06/01/2023 0912012023 121 ADOS-AC - OPADOS G3 JORTCOMMUCATIONS SURRORTES S0 (AR A
entered ELEMENT
b T y
& 231475 e:":e': DEMO/DRTA (e Seid ia where fs duty dSiciemon o i 006 FT HOOD, TX 020172020 12/1672020 320 COADOS - Other 1st Amy IMA USAR, ARNG IRR
Page[T_Jof 1 [20 v] View 1-12,

04/08/2022
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Task: Update Resume
Slide: 4 of 5

Update Resume

“Attention: 21 =

HQDA, G-3/45/7 OPERATIONS AND CONTINGENCY PLANS [DAMO-0D0)

Return to Find Job I

Contact Info

Soldier Category [Usar v|

Rank (€6 v| e . 5 . s .
st e i This I.S the contact information portion of the resume. Update any information
First Name that is not read only.

Address [323 wesT BROADWAY |

Country [UNTEDSTATES v

city state (A 2

Zip Code

AKO Email

o]
o
=
[e]
z
=]
=]
o]
c
3
®
]
o
2

Alternate Email

[
Primary Phone Extension |: DSN 0
Secondary Phone [ extension [ "Josn O
Personnel Info
Date of Rank
s emm— lamy Resene v This is your personnel information portion of the application (continued on the next slide)
Current UIC of Assignment Unit Name
MOS (Primary)
MOS (secondary) ]
ate of Birth [102/1569 ,

Note: Some information from your resume will populate an application. It is important to keep it updated.

04/08/2022 Tour of Duty 101 13
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Role: Any User
Task: Update Resume

Slide: 5 of 5

Update Resume

Active Federal Service (yrs)

Pay-Entry Base Date 2/3/2003

ETS/MRD 121252034
Clearance Level __~]

Special Notes

@ APFT Passad mors than 12 months ago (0/012015) You can address any discrepancies in the
!’ Security Clearance still valid. Issued on 09/22/2009 .
@ o crnce 0 CLEARMNCE, TAP lsrance v ' SECRET. Special Notes comment block and upload

) HIV data not available

) Height/Weight data is not available

@ Resume Rank and ITAP Rank match

@ ETS/MRD more than 18 months (12/25/2

Flags

The ETS is read only. If this is incorrect submit an ETS/MRD update
ticket with supporting documentation.

supporting documentation.

034)

@ Physical Health Assessment (PHA) no longer valid. Last examined on 10/01/2018

@ No Permanent Profile (PULHES = 112111)

Special Notes

Upload Files <
-«

1) Click Upload Files to add
documents to your resume

‘

o

2) Click Choose File to / Description ~]

DA 705 [APFT]

. [DAZOS[APFT) |
browse fO ryour fl | e. I certify that the file | am uploading ca DA 5500 [BODY FAT CONTENT WORKSHEET)
NCOER

QER
BIO
DAPHOTO

Security Clearance Verification Form

3) Select the applicable title of your file, check the Voo Waiver Statement (WAS) =
box confirming it is not classified and click Upload —

When finished updating, click
Post Resume to save it

to add it to your resume.

04/08/2022
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Find Position
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Pay.Entry Base Date
Active Federal Service (yrs)
ETS/MRD

Clearance Level

Special Notes

Flags

Special Notes

Upload Files <
-«

21372003

121252034

Role: Any User

Task: Fin

d Position

Slide: 2 of 3

Find Positions

The ETS is read only. If this is incorrect submit an ETS/MRD update
ticket with supporting documentation.

L ]

@ APFT Passed more than 12 months ago. (05/01/2019)

@ Security Clearance sill valid. Issued on 09/22/2009

@ Resume clearance is NO CLEARANCE, ITAP Clearance level is SECRET.
@ Soldier has no dental restrictions

#) HIV data not available

€ Height/Weight data is not available

@ Resume Rank and ITAP Rank match

@ ETS/MRD more than 18 months (12/252034)

You can address any discrepancies in the
Special Notes comment block and upload
supporting documentation.

@ Physical Health Assessment (PHA) no longer valid. Last examined on 10/01/2018

@ No Permanent Profile (PULHES = 112111)

1) Click Upload Files to add

documents to your resume

Create Date

=

Description

2) Click Choose File to
browse for your file.

—

‘l

File Name:
el

Description

When finished updating, click
Post Resume to save it

3) Select the applicable title of your file, check the
box confirming it is not classified and click Upload
to add it to your resume.

04/08/2022

Tour of Duty 101

| certify that the file | am uploading ca DA 5500 [BODY FAT CONTENT WORKSHEET]

v]

DA 705 [APFT]

NCOER

OER

BIO

DAPHOTO

Security Clearance Verification Form
OTHER

Volunteer Waiver Statement (VWS)
Retirement Points Verification

16
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Find Position

When the results are returned, you can type text in the blocks above each bretp | =
column and the system will instantly reduce the results to just what you have
specified. You can also search in the Position ID column for a specific position. |

Alerts | Position ID Tour Type Soldier Category

233363 5.4 NCOIC 2v FT JACKSON, SC 108TH TRAINING COMMAND
@ 23382 DRILL SERGEANT ssG 006 FT JACKSON, SC 108TH TRAINING COMMAND ARNG USAR IMA IRR Re
® 23336 DRILL SERGEANT ssG 006 FT JAGKSON, 5C 108TH TRAINING COMMAND ARNG USAR IMA IRR Re
©® 2330 BEHAVIORAL HEALTH TECH seT 88X FT BLISS, TX ARMY RESERVE MEDICAL COMMAND  ARNG,USAR IMA IRR Refire:
©® 23333 DRILL SERGEANT ssG 006 FT JACKSON, SC 385 Power Projection Enablers ARNG USAR,IMA IRR RefireeReca
) 233336 HEALTH CARE SPEC sPC 68w FT BLISS, TX 385 Mobilization Povier Projection Enablers ARNG USAR,IMA IRR. RetireeRecall
. 76 OPERATIONA N
@ 23331 #1 Wheeled Vehicle Mechanic PFC 918 02/21/2022 08/21/2022 180 Maobilization cz?";mn ONAL RESPONSE ARNG.USAR,IMA IRR RetireeRecall
@ 233274 EQUIP REC/PARTS SP sPC s2a ALEXANDRIA, VA 0310212022 0611812022 109 COADOS - Other RHC-A USAR
@ 233082 THIS IS DEMO DATA. This field is where the duty d SFC 424 STUTTGART, GERMANY 1 COADOS - Other AFRICOM ARNG USAR,IMA IRR
1- i y
@ 232281 !::Lsr:: EISSCH EVIES. Ve i s s 1 ket homentlion e | g s1C NEW ORLEANS, LA 1213012021 12/3012021 1 ADOS-AC - REIMBURSABLE |  usace IMA ARNG, USAR IRR
THI ATA f ! T ATIONS SUPI
@ 2322 e SR e s e S e B e 254 MACDILL AFB, FL 061012023 0972012023 121 ADOS-AC - OPADOS G3 JOINT COMMUNICATIONS SUPPORT 4 o6, USAR IMA
entered ELEMENT
- THI ATA. This field iption i
& 231475 m(l’: DEMO DATA. This flekd Is whers the duly descripfion s | ., 00G FT HOOD, TX 0210172020 121672020 320 COADOS - Other 1st Amy IMA,USAR ARNG.IRR

The “Tour Type” filters the different types of tours available for volunteers.

COADOS are tours in support of Contingency Ops such as OEF and OSS. They can be overseas or stateside but must directly support
those missions.

Mobilization are vacant positions in mobilizing Units.

ADOS-AC are positions supporting AC Units or commands but are not in support of contingency operations.

ADOS-RC are positions supporting RC Units or commands but are not in support of contingency operations.

Click on any position to see more details and to apply for the position

04/08/2022 Tour of Duty 101 17
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Apply for Position
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()UR-DUTY

Home Notifications

Position Management

Role: Any User
Task: Apply for Position
Slide: 2 of 6

Apply for Position

Find Volunteer - Reports Utilities 1

 Global search Tool | elp [ (cac ocirofl

Return to Positions Grid I

Position Type

Position ID
Supporting Command
Request Type

Detail Type

FY.

Program Type

Soldier Category
Priority Level
Reference #

Special Instructions

233378

ARNG-AV

ADOS-RC

Title 10

0

COUNTER DRUG FCA-Y7402

The details of the position type is displayed here

ARNG ¢4———

Ensure your Soldier category is authorized for this position

Position Info

Start Date

Mission Date Spec
Location Description
Unit Name

Para

IA#

Duty Description
MOs
RANK

Minimum Rank Accented

10/1/2022

ARNG ARMS
Z34C UNIT NAME AA
000

THIS IS DEMO DATA. This field
is where the duty d

04/08/2022

Tour Length
Mission Location

Supporting Unit/ Agency

Line

Restrict by Specific MOS
Restrict by Specific Rank

Maximum Rank Acceoted

100
ROCK ISLAND ARSENAL, IL
ARNG

End Date 1/8/2023
Report ToUIC Z34CAA
Supporting UIC  Z34CAA

MOBTDA NO DMD NO

Position information is displayed here (con’t on
next slide too)

Restrict to Rank Range  YES

Tour of Duty 101
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Apply for Position

]QUR"’ e =

Home Notifications. Position Management Find Volunteer _ Reports Utilities 1

i

a# Additional details of the position
THIS IS DEMO DATA. This field
Duty Description is where the duty d . .
Mos 152 Restrict by Specific MOS NG Restrict by Entre MOS Series NO Pay particular attention to the MOS and rank
RANK E8 Restrict by Specific Rank NO Restrict to Rank Range YES reql_“red. |f restricted’ vou m ust possess the
Minimum Rank Accepted Maximum Rank A . .. .
AT R ACEER i Rank Acespte. MOS/rank required. If it is not restricted, then
Clearance Secret Clearance Level Required NO
Mission Description THIS IS DEMO DATA. This is demo data. This field contains the mission description for the requirements 1o fill the position. THIS IS DEMO you can ap pl\/ even If your ran k and MQOS are
DATA. This is demo data. This field contains the mission description for the requirements to fill the position. THIS IS DEMO DATA. This is demo .
data. This field contains the mission description for the requirements to fill the position. THIS IS DEMO DATA. This is demo data. THIS IS DEMO different.
DATA. This is demo data. This field contains the mission description for the requirements to fill the position. THIS IS DEMO DATA. This is demo

data. This field contains the mission description for the requirements to fill the position. THIS IS DEMO DATA. This is demo data. This field
contains the mission description for the requirements to fill the position

06 Name COL DEMO O. SIX 06 Email DEMO.C.SIX@MAIL MIL
POC Name MR DEMO P. OCNAME POC Email DEMO.POCNAME@MAIL MIL
POC Phone 888-222-1212 DSN Extension
Force Requestor ARNG Sub Command ARNG-RI

Required Documentation

0 You can initiate an application by I
clicking “Apply for Position”

Apply for Positio: Add to Favorites
T beveopeaiorrabRGRET by Wkecs Lic | customer support | Accesbairseetonses . gl T

Click on Add to Favorites to save it to your favorites tab.

04/08/2022 Tour of Duty 101 20



MOBCOP

HQDA, G-3/45/7 OPERATIONS AND CONTINGENCY PLANS [DAMO-0D0)

TEIUR-DUTY

Role: Any User
Task: Apply for Position
Slide: 4 of 6

Apply for Position

ot (200 =

About

 Sign Out

il |

Return to Find Job |

Contact Info

Soldier Category
Rank

Last Name
First Name
Address
Country

city

Zip Code

AKOQ Email
Alternate Email
Primary Phone

Secondary Phone

Personnel Info

Date of Rank

Service Component
Current UIC of Assignment
MOS (Primary)

MOS (Secondary)

Date of Birth

This is the contact information portion of the application

I323 WEST BROADWAY

[UNITED STATES v

GARDNER State
014403105

[EMO.N.IDITQU.mI@mail.mil

7036957844 Extension

Extension

H

5/3/2015

Army Reserve v

ZROFAO Unit Name

10/2/1989

m

Il

This is your personnel information portion of the application (continued on the next slide)

Important: The application will auto populate personnel information from your resume and other authoritative databases. It is
important to update this information before you apply for the position. Some data is read only.

04/08/2022
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Apply for Position

Setentont |2 ®

Notifications -
Date of Birth
Marital Status Additional personnel data
Gender
Dependents
Pay-Entry Base Date
Active Federal Service (yrs) :'
ETSIMRD 12/25/2034
Clearance Level

Special Notes

Flags

Special Notes

04/08/2022

@ APFT Passed more than 12 months ago. (02/01/2018)

@ Resume Clearance and ITAP Clearance maich

© No Security Clearance on file

@ Soldier has no dental restrictions

@ Fosition grade doesn't maich Soldiers grade. (Position grade is ES , g
© HIV data not available

@ Height/Weight data is not available

@ Resume Rank and ITAP Rank match

@ sSoldiers MOS doesn't maich the MOS for the position the SM is requ
@ ETS/MRD more than 18 months (12/25/2034)

@ Pnysical Health Assessment (PHA) no longer valid. Last examined o

@ No Permanent Profile (PULHES = 111111)

Special notes portion of the application (continued on next slide). The status
of the PHA, HIV, Dental and APFT bubbles in the Special Notes section is
determined automatically by a data feed from a variety of sources. You can
address any discrepancies in the Special Notes comment block and upload
supporting documentation to your resume or by clicking the Upload Files
(shown on the next slide).

@ Soldier is not a rollover.

@ Soldier Category mismatch: Resume Indicates: USAR / ITAP Indicates: ARNG

An ETS/MRD that expires during this tour will prevent you from accepting a position. Other “red bubbles”
will not prevent you from accepting a position, but the actual issues may need to be addressed before

the packet will be approved.

Tour of Duty 101 22




MOBCOP

HQDA, G-3/45/7 OPERATIONS AND CONTINGENCY PLANS [DAMO-0D0)

Role: Any User
Task: Applying for Positio
Slide: 6 of 6

Apply for Position

—

pezr el Jlrcac ol

W SONIET TTaS TIU UETaT TESTTCIoS
@ Position grade doesn't match Soldiers grade. (Position grade is E8 , Soldiers grade is E6)
@ HIV data not available

@ Height/Weight data is not available

Fl -
g8 @ Resume Rank and ITAP Rank match

@ Soldier's MOS doesn't match the MOS for the position the SM is requesting.(Position MOS is 152, Soldier MOS is 118, )

@ ETS/MRD more than 18 months (12/25/2034)

@ Physical Health Assessment (PHA) no longer valid. Last examined on 02/01/2018
@ No Permanent Profile (PULHES = 111111)

@ Soldier is not a rollover

@ Soldier Category mismatch: Resume Indicates: USAR / ITAP Indicates: ARNG

Documents that are part of your resume will appear
in the data grid below. You can also upload them by

Special Notes

clicking the Upload Files button underneath the
required documents area. Ensure you select the

— Any documents required by the
[DAtoseR < hiring command will be

P Cana ] displayed here.
Upload Files |

proper document type (such as DA 705 [APFT], OER)
from the description dropdown so that it matches
the required document’s title.

Download Delete File Name File Size

Once you have updated all the
information, click “Apply for
Position”

Create Date

Description

==
Apply for Position Add to Favorites
——

Note: After you click apply, TOD will check for errors. If any errors exist, you will need to correct them. If no errors exist, you will get
“Position Application Successfully Submitted” and a status od “New Volunteer” in your notifications

04/08/2022 Tour of Duty 101
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Accept a Position

Note: If the hiring command restricted the position to you and generated the application
for you, then this process does not apply to you. You will however need to sign & submit
the packet via the Notifications tab.
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Accept a Position

» If you have been selected by the hiring command, you will need to accept or decline the position.
Even if you were restricted to a position by the hiring command.

» If you do not accept or decline within a certain time period (internally determined by the hiring
command), the offer may be withdrawn, and the position offered to another Soldier.

» Accepting a position does not mean you will be ordered to Active Duty — now you must formally
volunteer, and your request is then reviewed by your chain of command and if required, HQDA.

« If you are selected by the hiring command for the position, you will also need to sign and submit
your application as well.
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Accept a Position

If you have been approved for a attentiont [ 2T T

Tour of
DOD rej

Announcements

DA Photo|
Pholo Ang

New Port;
2016-03-11 TOD Dow
2013-11-27 User Rolg
2013-09-23 TOD Upd,
2013-08-06 Newest T4
2013-03-01 Feb 2013|
2013-01-11 NEW Prof

| S
Welcome tofTour of Duty!

uty is an unclassified, intemet based system to access Reserve Component manpd
uirements. This is an integrated system that validates requirements, advertises opp|
the voluliteer selection process for individual RC Soldier missions.

buncement 01/12/2022
for MOBCOP Login
for Maintenance
Fertification

es 09/18

D Updates

elease Notes

fssional Profile!

| attention button.

position, you will see this red

Attention!

Iﬂk Requests

A

ver to support Army and Create New Helpdesk Request: | What do you need hek
rtunities, and manages

y

Clear Fiter | ®an (open (Closed | Retresn

1( | 1l
Ticket ID Created Modified Your application has been approved! Navigate to the

Notifications tab, click the RID link, sign and submit your

Ef

Clicking the red attention button
will display this message.

L B B equest

The Togin process for all DAMPS/MOBCOP a
TOD will be down this aflemoon starting.
Users vill now be expected o complete a...
To leamn about the updates that were pus
The following updates were pushed to Tou

We have pushed an exciling new upgrade ¢
COADOS Drawdown Tool

position.

Click Notification to open the
notification screen to accept your

I By Mission Location

Order Number

Tour of Duty Training (Click row to download document)

Subject ContentType
20101229: How to Post a Resume PDF
20101229: How to Accept and Sign a Request POF
20101230: A Soldiers Guide to Voluntary Active Duty POF
20101229: How to Find a Position FDF
20101229: What is Tour of Duty PDF
20110103: Active Duty Tours and Programs PDF
20100301 How to Seek Preliminary Release PDF

04/08/2022
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Sign and Submit Packet

If you volunteered for a position and was selected by the hiring command or the hiring
command restricted the position to you, you need to accept the position and also sign &
submit the packet via the Notifications tab. The packet is the marriage of the requirement
(Position ID/PID) with an application resulting in the automatic generation of a packet
(Request ID/RID)
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Notification Screen

Note: Any information in red font can be actioned by you.

TEQUR-DUTY

et [0 ®

Total Notifications: 1

e
[_] Action Only (7 Daysl ®30 Days (60 Days (90 Days (180 Days (365 Days CAll Time IQ""' |

Action Position 1D

Click the Red X
to kill the
packet,
Important!: A
killed packet
cannot be
revived and is
permanent.

RID Reference # Status Soldier Name Force Requestor Supporting Command Type Location

IDITQU DEMO N |USARG 3TTTHTSC |COADOS: Other  MACDILL AFB, FL

A red “Soldier Approved” status indicates you have been approved for this
position. Click the red RID status or anywhere else on the position (other
than the RID) to bring up the action history, position info, personnel info,
special notes and the action button to accept/decline the position. This
screen will be shown on the next slide.

Click the red RID number to go directly to the
application and bypass the information shown by
clicking the “Soldier Approved” status.

uic Start Date

ZSOAAA 20220508

Py B Soldier Approved 21

The default notification screen only shows notifications less than 30 days
old. If you think it has been over 30 days since the hiring command
approved you, click the additional days to extend the notification results.

Tour  Notification

04/08/2022
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Position and Packet Detail Screen

Clicking somewhere in the position row (other than the RID) in your

notification screen will display this information.

Return to Notifications List | Show Private Data

Selected Notification ID: 2033605 Status: Soldier Approved Position ID: 233365 Position Application ID: 644555 RID: 277689 Start Date: 2022-05-07

Soldier Na TQU DEMO and: 37 c Force Requestor: USARC Type/Detail: COADOS: Other Packet Status:
ion Duty Ti
| I Pasition Info I Personnel Info T Special Notes I Action
D ) e
6 7 8

User
Congratulations your appiication has been approved! However, you
are not done yet, you still need o submit your offici ou can
System Generated do this by clicking the red RequestiD link from the Notifications tab or  2022-03-04 11:53
by clicking the green Sign and Submit Packe! button visible from the
Notifications Action History tab
- Iditqu, Demo Soldier CREATED 2022-03-04 11553
- CTR Kinder, Donald 37TTTHTSC Approver Soldier Approved a 2022-03-04 11:53
- CTR Kinder, Donald 37TTHTSC Force Requestor Soldier 2022-01-05 10:41
- Iditqu, Demo 807TH MDSC Soldier Application submitted = 2022-01-05 10:36

@ Clicking Action History will display the action history of the position.

OCIicking the Position History will display all the position information

© Checking Personnel Info will display your personnel information obtained from your resume, application and
other databases.

O Clicking Special Notes will display your personnel bubbles and uploaded documents.

© Clicking Action will display the action screen that allows you to escalate to the first line of approval

© Clicking Help Desk will open the Help Desk ticket tool

@ Clicking Add Comment will allow you to add a comment for the application.

© Clicking the Sign & Submit Packet will take you to the application acceptance screen.

© Clicking the Position History will display the validation history of the position.
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Sign and Submit Form

ey e ficac oamall

Total Notifications: 1

[ Action Only ()7 Days ®30 Days (60 Days ()90 Days (180 Days

) Mission Start Date - Less than 90 days.
@ ETS/MRD more than 18 months (12/25/2034)

1
. 9 HIV data not available.
CI |ck the red R' D L RID Reference # " APFT Passed more than 12 months ago. (02/01/2018) Supporting Command Type Location uIcC Start Date Tour  Notification

© Heighieighdatas o avalale AN S .

num ber to open @ No Permanent Profile (PULHES = 111111)
@ Physical Health Assessment (PHA) no longer valid. Last examined on 377THTSC ' COADOS: Other.  MACDILL AFB, FL ZSOAAA 20220508 21 2022-03-04
S Ik COADOS: Other FB, f (ZS0AAA  2022-05-0¢ i 2022-03-0.

the application
form

) Packet initiated by the Soldier

@ Soldier MAY have 16 or less years of AFS.

@ Soldier less than 730 days toward his 1095

) This request will not count against COADOS numbers for USARC
@ The Soldier is authorized: HOR

1 unds d that gh at the ion of my tour | may be within 2 years
of qualifying for an active duty retirement under 10 USC 1293, 3911, 3914, itis
current Army policy that | will be released from active duty at the completion of
my tour unless continued retention on active duty is considered in the best
interested of the Army by the Assi: S y of the Army (Manp and
Reserve Affairs).

| here by consent to my release from active duty at the completion of this tour.

Tour length (according to the missions start and end dates): 21
i Mission Location: MACDILLAFB, FL
The S Ign a n d Current Address: 323 WEST BROADWAY, GARDNER, MA 014403105
Submit form will
1 Iam ing for an assi | that it is my

IOOk d Iffe re nt fo r responsibility to read my orders carefully. Based on the mission requirements
(duration and location) my tour is eligible for HOR entitlements. However the

ea Ch to ur ultimate entitlement determination will be made by HRC at the time my order is
produced.

Have you been briefed on your entitlement benefits? O Yes ® No
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Sign and Submit Form

The Sign and Submit form is scrollable and contains 3 sections

Oa ) Mission Start Date - Less than 90 days.
- @ ETS/MRD more than 18 months (12/25/2034)
Clear] # HIV data not available
@ APFT Passed more than 12 months ago. (02/01/2018)
# Height/Weight data is not available.
@ No Permanent Profile (PULHES = 111111)
@ Physical Health Assessment (PHA) no longer valid. Last examined on
[ 02/01/2018
) Packet initiated by the Soldier
@ Soldier MAY have 16 or less years of AFS.
@ Soldier less than 730 days toward his 1095.
) This request will not count against COADOS numbers for USARC.
@ The Soldier is authorized: HOR

) &
OanTime & @

Upper section contains your personnel metrics and any flags that may need to be
addressed before your packet is approved.

I understand that although at the completion of my tour | may be within 2 years
of qualifying for an active duty retirement under 10 USC 1293, 3911, 3914, it is
current Army policy that | will be released from active duty at the completion of
my tour unless continued retention on active duty is considered in the best

Middle section contains
questions specific to this

interested of the Army by the Assistant y of the Army (M:
Reserve Affairs).
I here by consent to my release from active duty at the completion of this tour.

and

Tour length (according to the missions start and end dates): 21

Mission Location: MACDILL AFB, FL
Current Address: 323 WEST BROADWAY, GARDNER, MA 014403105

I am volunteering for an assignment. | understand that it is my
responsibility to read my orders carefully. Based on the mission requirements
(duration and location) my tour is eligible for HOR entitlements. However the
ultimate entitlement determination will be made by HRC at the time my order is
produced.

Have you been briefed on your entitlement benefits? O Yes ® No

—

type of tour. You must
select an option for each
one to apply.

Soldier's Comments:

0 character entered.

The lower section contains a
comment option and the
action buttons. Click Sign &
Submit (only visible if there
are no validation issues) to
accept this tour. Click close to
return later.

Based on the UIC, you have been identified as structured under:
[Undetermined]

Signed Date:

L1 Sign & Submit
. »

—ﬁm

Note: The mobilization and COADOS tour applications will not let you submit them without clicking the consent checkbox

04/08/2022
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Task: TOD101 |

Summary

If you have been restricted to a position or selected by the hiring command, you will need to accept or decline the
position.

If you do not accept or decline within a certain time period (internally determined by the hiring command), the offer
may be withdrawn, and the position offered to another Soldier.

Accepting a position does not mean you will be ordered to Active Duty — now you must formally volunteer, and your
request is then reviewed by your chain of command and if required, HQDA.

If you volunteered for a position and was selected by the hiring command or the hiring command restricted the
position to you, you need to accept the position and also sign & submit the packet. The packet is the marriage of the
requirement (Position ID/PID) with an application resulting in the automatic generation of a packet (Request ID/RID)

As a general rule, the support team does not kill packets, cannot revive packets, does not validate positions, and
does not approve applications or packets. The support team also does not skip escalation or push packets forward in
scenarios where there is no technical problem.

For additional TOD resources, discussions and support, visit the TOD MilSuite at
https://www.milsuite.mil/book/community/spaces/apf/sinet/tourofduty> Be sure to bookmark the page to be alerted
when new products or discussions are added to the page.
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