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Overview

* Off-duty in-processing allows AWCTS records to be initiated
when a Management Analyst or HR Specialist is not on duty.

* This functionality allows the initial, 24-hour risk assessment
to be completed without delay.

* Management Analysts designate “On-Call” users to
complete the partial in-processing.

* Soldiers will not be assigned to a Company, or to specific
user roles. They will show up on Soldier rosters for all users
within the WTU with a case status of “Pending In-
Processing.”

* A Management Analyst or HR Specialist will need to
complete in-processing the Soldier and assign user roles the
next business day.

NOTE: This function is for new WTU Soldiers, not transfers.
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* Management Analyst designate On Call users in the Admin
module.

On Call User: -Yes v
ocial Worker v

Available Roles Selected Roles

Administrator * || Social Worker

aaaaaaaaaaaaaaaaaaa

* Open the user’s profile and select Yes in the “On Call User”
dropdown.

NOTE: There is no limit to the number of users assigned On
Call privileges.
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Perform Off-duty In-processing

* On-call users will have IN-PROCESS in their menu bar
header.

SOLDIERS IN-PROCESS APPOINTMENTS ASSESSMENTS ACTIONITEMS REPORTS

* Enter the Soldier's SSN and click Search.

Initiate Off Duty In-Processing

* AWCTS will search for the Soldier.
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No previous AWCTS record
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* |If the Soldier has never been in a WTU before, verify the
Soldier’s information and select “Initiate In-Processing.

Initiate Off Duty In-Processing

CCCCC

Soldier

Name: Mcdaniels, Earnest

AOQCIMOS:

* The case will open and the Risk Assessment can be
completed.

* The Soldier will appear as “Pending In-processing” on the
Soldier roster for all users.

” -
Pending In-
processing d

Mcdaniels, Earnest 1603
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Previously out-processed Soldier

* If a Soldier has a previous WTU record, the most recent

record will open.
* Select Assignment from the case menu.

NAME RANK STATUS
Arrington, Henrietta SPC Outpatient

SSN DOB cDR
+++ ++ 9685 18 Nov 1956

Summary Generate Handbook  Print

EEd WTU Physical Location

Assignment

Soldier / Relationship
Information

Goal Setting / Scrimmage £ wr, wger Armed Forces
Europe gwer

Risk Assessment

Self-Assessment

Emergencies: Reason for WTU Entry:

Action Plan WTU Information

IDES/MEB Briefing No
C leted:

Appointments

Case Logs

Attachments Scrimmage/FTR: Days to Target Transition Date:

Service Information Risk Assessment Summary Key:
CER | | Pagesize:|25 ~ 1 items in 1 pages Lo
Other Cases RA Date Status CDR PSG/SL NCM sw @ Moderate-Low/Guarded
03 Aug 2016 Active o e ]
o High/Severe
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* Select the Reopen link.

Assignment

5 my|
RMC: RHC-A Platoon: 1st

* Return to the Soldier roster and open the “Pending In-
Processing” case to complete a Risk Assessment.

NOTE: DO NOT use the Risk Assessment in the Out-
Processed case record. Close the record and access the new
record from the Soldier roster.
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Complete In-Processing

* Management Analysts and HR Specialists can complete in-
processing.

* Select ASSIGNMENT from the menu bar header.

HOME SOLDIERS IN-PROCESS ASSIGNMENT APPOINTMENTS ASSESSMENTS ACTIONITEMS REPORTS

* Soldiers in-processed by On Call users will be on the
Pending In-Process tab.

Assignments Print
Pending In-Process | Bulk Reassignment | Pending Assignment | Case/Workload | 3
\
-Lui-wLnln Page size: |25 T | Page 1 of 1, rows 1 to 23 of 23
Soldier SSN wte  Program Date In-Processing Began Intiated By
Henrietta 8685 Fort Belvoir NDtEEdII{.’L_ON call
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, S Complete In-Processing

* Open the Assignment section of the Soldier’s case and
select the In-Process link.

AW2 RCC: N/A

* Complete the Soldier In-Process screen and Submit.

* To cancel, select Cancel In-processing, enter a reason and
Submit. This will close the case.
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