How to Enroll New Civilian Hires

For new, Civilian hires (would also include 'new' Auxiliary members):  An applicant is hired into the Civilian PMIS system.  This information is periodically synchronized with Direct Access.  When the new hire is detected by Direct Access, an Employee ID + Record are created.  Emplid is important because it is a unique serial number for each employee....The benefit is that EMPLID does not require the same level of protection that members' SSN's do.

Until this 'hire' process takes place, Unit Training Coordinators are not able to use the Electronic Training Request...The paper version Short Term Resident Training Request (STTR) CG-5223 (in JetForms) will need to be used (links from the TQC website --- and faxed either to the HQ Program Manager or TQC as appropriate --- also linked from the TQC website.)

TQC web address:  http://wwwstage.uscg.mil/hq/tqc/index.htm

Once received, a Temporary Applicant ID will be created in order to schedule the new hire for training.  IMPORTANT:  The correct SSN must be included on the Training Request.  The SSN is the hook between the ApplicantID and yet to be created EMPLID that will allow the two records to merge once the employee is 'hired' by the system.

To prevent further confusion down the road:  There is a slightly different process for "NON-EMPLOYEES", such as International Students, DOD personnel, and/or Contractors, who may require CG training, but will never be 'real' CG Employees.

