5231
26 April 2012

E-Mail ALSPO B/12

Subj: Direct Access Technology Refresh — Person
Profile

Ref: (a) Coast Guard Servicing Personnel Office (SPO) Manual, PPCINST M5231.3,
Part I11, General Transactions, Chapter 1, Manage Competencies

Purpose

Person Profile
Definition

Discussion

The Purpose of this E-Mail ALSPO is to transmit procedures for the
maintenance of member competency data using the “Person Profile” in Direct
Access Il.

The Person Profile describes a person's skills, competencies and
accomplishments.

As part of the Coast Guard’s technology refresh effort to move HR functions
from PeopleSoft version 8.0 (Direct Access I) to a supported version of
PeopleSoft (version 9.1-Direct Access I1), CG-631 will be moving
Competencies, Languages (including Foreign Language Test Results),
Professional Memberships, Education Accomplishments, Licenses and
Certifications data and supporting business processes to the Person Profile in
PeopleSoft version 9.1.

Applications and queries that display or report Person Profile information
(e.g. CG Member Info., e-resume, Personal Data Information File, CGBI-
ESS/OSS) are not changing at this time. Data entered in the Person Profile
will be “messaged” to the appropriate table(s) in the DA | legacy application.
There will be a delay of approximately 15 minutes before updates completed
in the Person Profile are visible in the legacy applications.

Member Test Results (which includes ASVAB Scores and CGI
Correspondence Course completions) and Training Completions are not
moving to the Person Profile at this time.

Continued on next page
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E-Mail ALSPO B/12

Subj: Direct Access Technology Refresh — Person
Profile

Effective Date  Direct Access will be unavailable from 1700 (CDT) Friday, 27 April to 0500
Monday, 30 April. CG-631 plans to conduct project migration, data
conversion, and transition of messaging and interfaces during this time,
access to DA | Competency, Education, Languages, Licenses &
Certifications and Membership applications will terminate at 1700 (CDT)
Friday, 27 April. After the cutover, these legacy applications can be used for
“view only” access to member data. All future updates must be processed
through the new Person Profile.

The Person Profile will be available for use beginning at 1200 (CDT)
Monday, 30 April 2012.

Note: Users with access to the Person Profile (see below) cannot view their
own data in the Person Profile. There is no “view only” component in the DA
Il implementation. Users attempting to access their own records will receive
an error message informing them that they cannot modify their own records.
These users should use the legacy DA | applications to view data.

User Roles for ~ Users at SPOs (CGHRS role users) will have the ability to access and update
Access the areas of the Person Profile described herein. Data entry in the Person
Profile does not require review and approval.

Users at field units that have executed a memorandum of understanding with
their SPO for maintenance of member competency data (CGFIELDADM role
users) will also have access the Person Profile components with the exception
of the Education component.

Educational accomplishments will have to be forwarded to the SPO for data
entry.

Continued on next page
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Subj: Direct Access Technology Refresh — Person
Profile

User Roles for
Access (cont’d)

Procedures

Directives
Affected

Questions

CGFIELDADM role users will also gain access to the Honors & Awards
component, which was moved to the Person Profile in June 2011 (see E-Mail
ALSPO E/11 for data entry procedures).

Educational Services Officers (ESOs) (CGFTESO role users) will have
access to the Languages component so that they may enter Defense Language
Proficiency Test (DLPT) results in the system.

SPO and Field Administrator data entry procedures for Competencies
(including Mass Update procedure), Education Accomplishments (Note: SPO
Access Only), Languages & Foreign Language Test Results (Note: ESO
access also permitted), Licenses & Certifications and Professional
Memberships are attached as enclosures (1) through (6). Additional
information and tutorials are available from within the DA Online Help
(www.uscg.mil/ppc/ps) and PPC’s Person Profile information web page at
www.uscg.mil/ppc/da/personprofile.

The contents of this E-Mail ALSPO message will be incorporated into the
applicable sections of reference (a). This E-Mail ALSPO message provides
interim guidance which shall expire one year from the date of issuance unless
it is incorporated into an appropriate PPC publication, reissued, or cancelled.

Questions regarding the content of this E-Mail ALSPO message may be
directed to PPC Customer Care at:

&  (866) 772-8724/(785) 339-2200

B http://cgweb.ppc.uscg.mil/ccb (Online Trouble Ticket/Inquiry Form)
an PPC-DG-CustomerCare@uscg.mil (E-Mail)

Continued on next page
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E-Mail ALSPO B/12

Subj: Direct Access Technology Refresh — Person
Profile

Released by Internet release authorized.

Is/
J. D. PHILLIPS, CAPT, USCG
Commanding Officer

Enclosures: (1) Competencies and OSCs User Guide
(2) Mass Update Awards or Competencies User Guide
(3) Education User Guide
(4) Languages & FLP User Guide
(5) Licenses & Certifications User Guide
(6) Professional Memberships User Guide

Copy: COMDT (CG-1B1)
FORCECOM (FC-Tepd/Foreign Language Program Manager)
Individual Direct Access “CGFIELDADM?” (Field Unit Administrators) and
“CGFTESO” (Full-Time ESO) Role Users
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UNITED STATES COAST GUARD

Person Profile

Competencies & Officer Specialty Codes (OCSs)

3/5/2012

Prepared by
Commandant (CG-631)
U.S. Coast Guard
1900 Half Street, SW
Washington, DC 20593-0001

Step by step instructions on adding, updating and deleting member competencies in Direct Access

Encl (1)
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Introduction

This section provides the procedure required for entering or updating a member’s competencies. User will be
able to update a member’s competency upon receipt of:

e Competency Code Assignment Letter from Unit Commanding Officer
e  Other form/correspondence authorizing assignment or removal of a competency code.

1 Portal Navigation
The user can navigate to the Person Profiles page using the path below. At any time, if a user needs to return
to the home screen, the user can click the “Home” link in the upper right-hand corner of the window.

Enterprise Menu > Workfor ce Development > Profile Management > Profiles > Per son Profiles

Competencies: This navigation takes the user to the Person Profile screen. competencies and OSC’s are
recorded on the Person Profile screen.

2 Wildcard Search

Direct Access supports the use of three wildcard features when searching for data. The wildcards can be
helpful in finding the exact information that user wants to process. The following are the supported standard
wildcard features.

Character Function

% (percent sign) Match one or more characters.

_ (underscore) Match any single character.

\ (back slash) Escape character — don’t treat the next character as a wildcard.

When attempting to search for a member, you may use the “wildcard” search feature. One commonly used
wildcard is the “_"sign. The use of this sign represents a single letter instead of a group of letters. For
example, if you would like to see all the members whose last names contain the letters “C”, “H” and “N”, in
that order, the “_" wildcard would be used to represent a single letter between the characters in which it is
placed. An example of the search results when a “_" is used is located below.

Add a Mew VWalue

Maximum number of rows to return (up to 300) |300

Empl ID: pegins with -

Profile Type: pegins with - @y
Name: pegins with -

Last Name: begins with -~ |[CH_M

Alternate Character Name: begins with -

[] Include History [¥]Correct History [ |Case Sensitive

Search Clear |Basic Search [EF Save Search Criteria

Search Results

Cnly the first 300 results of a possible 489 can be displayed. Enter more search key information and search again tor

Wiew All First [ 4] 101-200 of 200 [»| Last
Empl ID Profile Type Hame Last Hame Alternate Character Name
AWARDS COORD CHAMDLER (blank)
FERSOMN E CHAMNDLER (blank)
PERSOM £ CHANDRASEMA (blank)
| PERSOMN ¥ CHAMNES (Blank)

| PERSON

RETIREE I
| PERSON |
| RETIREE )
PERSON )
|PERSON I
 RETIREE [
PERSON

(blank)
(2lank)
(blank)
(plank)
(blank)
(blank)
(plank)
(2lank)
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Another wildcard that is commonly used is the “%” sign. This wildcard is used to represent multiple
characters. For example, if you would like to see all members whose last names contain the letters “C”, “H”
and “N”, regardless of the order of the letters in the name, the “%” wildcard should be used. Below is an
illustration of this example.

Find an Existing value Add a Mew Value

Maximum number of rows to return (up to 300) (200

Empl 1D begins with ~ |

Profile Type: pegins with - | (=N
Name: pegins with - |

Last Name: begins with — [CH%6M

Alternate Character Hame: begins with '—|
[l include History [¥] Correct History [[|Case Sensitive

Search || Clear |Basic Search Sawve Search Criteria

Search Results

Cnly the first 300 results of a possible 1459 can be displayed. Enter more search key information and sea

Miew All First III 1-100 of 200 IL—I Last
Empl 1D Profile Type Name Last Name Alternate Character Name
i PERSOM ¢ CHACOM blank})

PERSCOM ¥ CHACOM blank})

RETIREE B CHACCOM (Blank)

PERSOM ¥ CHACOM blank}

FERSCHM 3 CHACCOM Dlank)

PERSOMN E CHACOM blank)

PERSOM 3 CHACOM blank}

FPERSCM I CHACCOM (Blank)

PERSOM I CHACOM blank}

AWARDS COORD § CHACCOM blank)

PERSOMN B CHACOM blank)
E PERSOM E CHADBAMD (Blank}
Jo b FERSCHM ] CHADBOURME (Blank)
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3 Entering a new Competency

When information about a member’s competency is received and ready to be entered into Direct Access,
navigate to the following page:

Portal Link: Person Profile

Menu path: Main Menu > Workforce Development > Profile Management > Profiles > Person Profiles

Direct Access also remembers recently used pages. If you have used the Person Profile page recently, you can
go to Favorites > Recently Used > Person Profiles

3.1 Locating the Member
1. Use the Search record to pull up the member’s Person Profile using the member’s EMPLID or name.

HINT: When attempting to search for a member, you may use the Direct Access “wildcard” search
feature. Refer to section 3. Wildcard Search for further instruction

Person Profiles

Enter any information you have and click Search. Leave fields blank for a list of all values.

B G LN [ Add a New Value

Maximum number of rows to return (up to 300); |300

Empl ID: begins with ~ | ::::L

Profile Type: begins with - | @,
Name: begins with v|
Last Hame: begins with v|

Alternate Character Name: begins with v|

[[linclude History  [¥] Correct History [C] Case Sensitive

Search || Clear |BasicSearch [EF Save Search Criteria

2. Click the Search button. If the search returns more than one record, be sure to select the correct
member’s record that has “PERSON” in the Profile Type column

\PERSON I thlark) |
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3.2 Viewing Competencies

1. Follow the instructions in section “4.1. Locating the Member” to search for the member’s record.
The main Person Profile page will display.

Person Profile

Empl ID: PO —
Profile Type: PERSON Fersan

“Profile Status: IACNVE 'l

*Description: |

Profile Actions: | <5elect Action= =1 ) 0 =

[ You have successfully saved those profile changes that do not require approval,

Qualifications Education

~ Competencies (Approval Not Required) ze | Find : First “0 15 of 6 D0 Last

{1} Competency *Effective Date E ion Type Proficiency View History

2MINET 2M InstructarRecerdifier 013002012 ApprovediOficial Good E% El

ANT-gPD  AMEMNEIOMUNGFIENE - gyp3001 1 Approvedioficial Good m

Q0DLT 225 WLHE UMW Q0D 062072006 Approved/Official Good El
Dperations Research :

ORaNLST  heralions Research D5/22/2004 Approvedioficial Goad |

QDY Quartermaster of the Yatch | 02/0272009 ApprovediOfficial Good B i}

[#] Add Mew Competencies

Competencies Qualifications Education

Save

Competencies content section will display under the competencies link. A list of the member’s
current competencies will display in the section.

+ Competencies (Approval Mot Required)

(1] Competency *Effective Date Evaluation Type Proficiency

ZMIMST 20 InstructorFecerdtifier 0173002012 ApprovediOfficial Good El
AntennafGraund Plane ;

ANT-GPD Diesian 0453002011 ApprovediOfficial Good E

QODLT 225WLE UMY 00D Q62052006 ApprovediOfficial Good E
Operations Research !

ORAMLET fn:f?t'ms Research 0512212004 ApprovediOficial Good i}

IO Guartermaster ofthe Watch 02f02¢2009 Approved/Official Good F% @

[|£| Add Mew Cormpetencies ]

2. If the member has more than five competencies, they won’t display unless you click “View All.”

3. Click on the “+ Add New competencies” link to add new competencies to a member’s profile.



Competencies & Officer Specialty Codes (OCSs) User Guide

=

4. Competencies with the same competency codes are grouped together. The —' icon in the “View
History” column signifies that the member has received the competency more than once. Click on
the icon to view all instances of the competency.

Person Profile

View Historical Items

Competencies (Approval Not Required) Customize | Find | View All| First Bl 4.2 0F2 I3 | ast
Effective Date Competency 1D *Evaluation Type *Proficiency

01/3002012 2 Instructor/Recertifier ZMINET ApprovediOfficial Good

011712012 2M Instructor/Recertifier ZMINET ApprovediOfficial Good

Return to Profile

3.3 Adding a New Competency
Follow the steps below to add a new competency to a member’s profile.

1. Toadd a new competency to the member’s profile, Click on the click “+ Add New Competencies”.

~ Competencies (Approval Not Required) | E | mi First K 1-5 of 6 o Last

(1] Competency *Effective Date Evaluation Type Proficiency View History

2MINET 2 InstructorRecertifier 0173062012 ApprovediOfficial Good F% ﬁl
AntennafGround Plane )

AMT-GPD Desian 0453002011 ApprovediOfficial Good iﬁl

QOoDLT 225 WLAE UMY Q0D 062072006 ApprovediOofficial Good lﬁl
Operations Research .

ORanLsT  Shefafions Research 05122/2004 ApprovediOfiicial Good ]

o] eyt Quartermaster of the Watch 0200272009 ApprovediOofficial Good E% @

[+] Add Mew Competencies <l
—

2. Onthe “Add New Competencies” page, enter the following fields:

Note: All the fields will be blank if the member does not have any competencies present in the
system.
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Add New Competencies

Empl 10:

Profile Type:

Add itemn details. Select OK to apply changes and return. Select Cancel to return. Select Apply and
Add to continue adding additional items.

*Effective Date:

*Competency:

Ewaluation Type:

*5tatus:

Rating Model:
Proficiency:
Verified By:
Year Last Used:

Year Acquired:

Years Of Experience:

PERSOMN Person

4

01/20/2012 0 *

Approved/Cfficial

Active -

PSCM Competency Management Scale
+Good -

On the Job Training -

Ok Cancel Apply and Add Ancther
Field Description/l nstructions
* Effective Date This field defaults to today’s date. You can change the date. By clicking on the
(Required) calendar icon. Effective date should be the date the competency was assigned to the

member, i.e. the date the member’s CO certified the member as qualified to hold the
competency or the date the member graduated/completed the course of instruction.

Guidelines for entering Effective Date:

e DO NOT enter the current date for an effective date unless the member received
the competency on the same day that the record is being entered into Direct
Access.

e DO NOT user a date in the future

* Competency
(Required)

Enter the competency code or, search for the competency code by clicking on the
magnifying glass. The magnifying glass will bring up the menu options.

Note: Competency codes are grouped by Knowledge, Skill, Ability and Other. You can
sort by using the Content Group functionality. Example below shows all the
competency codes that are related to sub-group of SKILL.

Reference: Competency Dictionary
https://cgportal.uscg.mil/lotus/mypoc?uri=dm:fdb6a6004098cf7885d3973b01f2374b&verb=view

*Evaluation Type

This field defaults to “Approved/Official”. DO NOT change this field

(Defaulted)

*Status This field defaults to “Active”. DO NOT change this field

(Required)

Rating Model This field will default to a Rating Model associated to the competency being selected.

This is a display only field and cannot be changed.
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*Proficiency Click the drop down arrow to select the member’s Proficiency for the competency.
(Required)
Verified By This field defaults to “On the Job Training”. This field indicates the means by which

the competency was verified.

Refer to the Competency Dictionary to select the Verified By field value associated with

the competency being selected
Year Last Used This field is optional. Enter the year the competency was last used.
Year Acquired This field is optional. Enter the year the competency was acquired.
Years of This field is optional. Enter the cumulative years of experience using/demonstrating the
Experience competency

For fields that have the ‘Lookup’ icon next to it, you may narrow the search by clicking on the icon
and entering a value in one or many of the search fields on the Lookup page.

Content Item I D: Enter all or part of the competency code
Content Group Type: N/A

Content Group: N/A

Description: Enter all or part of the title of the competency

oo

Look Up Competency

Content Type: COMPETEMCY
Cortert Hem 10: |hegins niith ﬂl
Cortert Group |,M=__!alins with =] |SKILL

Type:
Cortert Group: | begins with jl
Description: | beginzs with ﬂl

Look Up Clear Cancel [asic Loakup

Search Results
Onby the first 300 results of 3 possible 74943 can be displayed. Enter more search key
information and search again to reduce the number of search results.

Wi 100 First 4| 130001300 || Last
Contert Hem 10 Content Group Type Contert Group Description

2P R SHILL caT Microminiature Repr Tech
ZMBEFR SKILL EHT Miniature Bepr Tech

ASFCERT SkILL A Airrame & Fowerplant Cert
AEPINSE SKILL | FAA Inspection Autharization

Aot lurs b SKILL Las| Aoi Int Weps Sys haint Tech
ACETIC SHILL caT ACET Computer Technalogy
ACET/E SKILL CHT ACET Electrical/Electronics
ACETI SkILL EMGI ACET Mechanical Technolagy.

3. Click “OK” to return to the Person Profile page.
4. Click “Save” at the bottom of the Person Profile page to commit the changes.

NOTE: If the wrong competency was selected, delete it and repeat Step 4.3.
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3.4 Adding a Previously Granted Competency
Follow the steps below to add a new row for a competency that currently exists in the member’s profile.

NOTE: The same competency can be granted multiple times. In these cases, the procedure to add the
competency to a member’s Person Profile is slightly different. To add another instance of the same
competency, follow these steps:

1. Locate the competencies content section on the competencies tab. A list of the member’s current
competencies will display.
2. Inthe competency column, click on the existing competency row.

When a competency + Competencies (Approval Not Required) CL 7 | Find U Rt K g ore DN Laet
I_S granted mUItIpIe 10 Competency *Effective Date Evaluation Type Proficiency Wiew History
times, only the most
recent entry will be MINST 2M InstructorRecertiier | 01/30/2012 ApprovedsOficial Good B i
displayed in most
DA 1/8.0 applications ANT-GPD W 04/30/2011 Approvedioficial Good m
and reports Leslon
00DLT 225 VLB UM 00D <yiai2006 Approvedroficial Good i
ORanLgT  [2eeralions Research 05/22/2004 A diOfficial Good il
analyst nprove icia oo
IR Quartermaster of the YWatch 02/02/2009 ApprovediOfficial Good % EI

[#] Add Mew Competencies

3. The user will be directed to the “Update Competencies” page. Click on the [+] sign in the top right
corner of the Detail box to insert a new effective dated row.

NOTE: Data from the previous record will be brought forward and populated on the new row.

Person Profile

Update Competencies

Empl ID:

Profile Type: FERSON Person

Update item details, then select OK to apply changes and return. Select Cancel to return without any
changes.

Find | View All First Kl 4.0f1 I3 [ ast

“Effective Date: 06/202006 [ =9
Competency: QoDLT 225 WLB Unw 00D

Evaluation Type: Approved/Official
*Status: Active hd

Rating Model: GDOD Good (Single Tier)

Proficiency: Good -

Verified By: On the Job Training -

Year Last Used: 2006

Year Acquired: 2006

Years Of Experience:

10
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4. A new competency record is created with the current date populated in the Effective Date field.

Also, the record will say “1 of x” in the upper right corner of the record. Any fields that were
populated on the previous competency row will be brought forward and populated on the new row.
Person Profile
Update Competencies
Empl ID:

Profile Type: PERSON Persan

Update item details, then select OK to apply changes and return. Select Cancel to return without any
changes.

[*Effective Date: 01/30/2012 [ ] ﬂo (=]
Competency: QODLT 225 WLB UMW 00D

Evaluation Type: ApprovediOfficial

*Status: Active hd

Rating Model: GOOD Good (Single Tier)

Proficiency: Good -

Verified By: On the Job Training A

Year Last Used: 2006

Year Acquired: 2006

Years Of Experience:

Complete the fields (if necessary) as indicated in section “4.3 Adding a New Competency”.

NOTE: The effective date for the new competency cannot be prior to the existing row. If a
competency needs to be recorded that is prior to the current entries, the user will have to follow steps
in “4.5. Adding a Historical Dated Competency for the Same Type” to enter a historical competency
row.

Click “OK to return to the Person Profile page. Upon returning to the Qualifications tab, the
multiple records %' icon will display.

Click “Save” at the bottom of the Person Profile page to commit the changes.

3.5 Adding a Historical Dated Competency for the Same Type

3.5.1

The effective date of the competency being entered cannot be prior to the effective date of the
existing competency. If the effective date of the competency being entered is prior to the effective
Date of the competency that has already been entered, you will need to enter the new competency
below the competency that already exists and adjust the effective dates of both competency entries
PRIOR to saving the page.

Adding a Historical Dated Row Mid-Stack

Follow the instructions in section “4.1. Locating the Member” to search for the member’s record.

From the competency content section, select the competency record in which a historical dated row
will be entered.

11



Competencies & Officer Specialty Codes (OCSs) User Guide

~+ Competencies (Approval Not Required)

(1] Competency *Effective Date Evaluation Type Proficiency View History

2MINET 2h InstructonRecertifier 0153002012 ApprovediOfficial Good E% ﬁl
AntennalGround Plane )

AMT-GFD Design 04i30i2011 ApprovediOficial Good m

Q0DLT 225 WLH UAY Q0D @2012 ApprovediOfficial Good B (i}
Operations Research '

ORANLET gn:{?;tmns Researth 051222004 Approvedificial Good (i}

QIO Quarermaster of the Watch 02/02/2009 ApprovediOficial Good B m

Add Mew Competencies
——

3. Click “View All” in the top right corner of the Details bar to view all current rows on the member’s
record.

Person Profile

Update Competencies

Empl 10:

Profile Type: PERSON Person
Update item details, then select OK to apply changes and return. Select Cancel to return without any
changes.

Find View All K o2 D fas

*Effective Date: o1a02012 +9 o
Competency: OODLT 225 WLB Uw 00D

Ewaluation Type: Approved/Official
*Status: Active -

Rating Model: GOOoD Good (Single Tier)

Proficiency: Good -

Verified By: On the Job Training -

Year Last Used: 2008

Year Acquired: 2008

Years Of Experience:

The user will see all the effective dated rows for the competencies.

12
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Person Profile

Update Competencies

Empl 10

Profile Type:

PERSOCM

Person

Update item details, then select OK to apply changes and return. Select Cancel to return without any

changes.

l *Effective Date:

01/30/2012 W) I

Competency:

Ewaluation Type:
*5Status:
Rating Model:

Proficiency:
Verified By:
Year Last Used:
Year Acquired:

Years Of Experience:

O0oDLT
Approved/Cfficial

Active -

GooD

Good

Cn the Jeb Training

200
e
—

*Effective Date:

08/20/2006 H

Competency:

Ewaluation Type:
*5tatus:

Rating Medel:
Proficiency:
Verified By:
Year Last Used:
Year Acquired:

Years Of Experience:

O0oDLT
Approved/Official

Active -

GooD

Good

Cn the Jeb Training

200
[ 2000
=

Find | View 1 First &) 42 of 2 1 Last

+9 o

225 WLB Uhw ool

Good (Single Tier)

225 WLB Uhw ool

Good (Single Tier)

4. Click the -+ sign located on the most historically dated row. Using the example above the most
historically dated row is: 06/20/2006.

5. A new competency record is created with the historical date populated in the Effective Date field.

The Details box will display “1 of 3” in the upper right corner of the record. Any of the fields that
were populated on the historical dated row will be brought forward and populated on the new row.

13
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Details

*Effective Date:
Competency:

Evaluation Type:
*Status:

Rating Model:
*Proficiency:
Verified By:
Year Last Used:

Year Acquired:

Years Of Experience:

*Effective Date:
Competency:
Evaluation Type:

*Status:

Rating Model:
*Proficiency:
Verified By:
Year Last Used:

Year Acquired:

Years Of Experience:

*Effective Date:
Competency:

Evaluation Type:
*Status:

Rating Model:
*Proficiency:
Verified By:
Year Last Used:

Year Acquired:

Years Of Experience:

01 F30/201 2 &)

QoDLT 225WLE i QoD
A pproved/Dificial
I Active hd I
[elala'n] Good [Single Tier)
| Good ;l

|Onthe Jab Training LI

2008
2008
,7

0601 /2011 El

QOoDLT 225WLA i QoD
A pproyved fOficial

I Active hd I

GO0 Good [Single Tier)
I Good ;l

IOnthe Jak Training j

T
T o,
.

DE/20/2006 B1]

QoDLT 225WLE i QoD
A pproved/Dificial
I Active b I
[elala'n] Good [Single Tier)
| Good ;l

|Onthe Jab Training LI
2006
2006

14
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6. Adjust the Effective Date of the new row to reflect the effective date of the competency. Using the
example provided below, the new effective date for the competency is.06/01/2011

7. Complete the additional fields according to the instructions in section “4.3. Adding a New
Competency”.

8. Click “OK” to return to the Person Profile page.

9. Click “Save” at the bottom of the Person Profile page to commit the changes.

3.5.2 Adding a Historical Dated Row End of Stack

Inserting a row end-stack is the process of adding a row AT THE END of one or multiple existing records.
For example, if the user is entering a competency with a January 1, 2001 Effective Date and two
competencies currently exist with the Effective Dates of June 1, 2003 and April 1, 2002 the user will be
required to enter the January 2001 row end-stack.

Follow the following steps to enter a historical dated competency end-stack:

1. Follow the instructions in section “4.1. Locating the Member” to search for the member’s record.

2. From the competencies content section, select the competency to be updated or corrected. If the
member has received the competency multiple times, be sure to select the correct competency

record.

= B 4] ]

{1} Competency *Effective Date E ion Type Proficiency View History

2MINST 2M InstructorRecertifier SRR ApprovediOficial Good = i

ANT-GPD Ww 04/30/2011 Approvedioficial Gaod i

00DLT 225 WLE UMWY 00D 062052011 Approvediofiicial Good B m
Dperations Research ’

ORAMLST Sn:fitt'ms Besp il 05/22/2004 Approvedoficial Good m

CIR OV Guartermaster ofthe Ywateh 02022009 AppravediOfficial Good % @

The user will be directed to the “Update Competencies” page.

15
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3. Click “View All” in the top right corner of the Details bar to view all current rows on the member’s
record.

Person Profile

Update Competencies

Empl I10:

Profile Type: PERSOMN Person

Update item details, then select OK to apply changes and return. Select Cancel to return without any
changes.

Find | View &l Fir=t &0 1of2 B Lot
L — ==

=9 =

01/20/2012 &)

ZMINST

*Effective Date:

Competency: 2M Instructor'Recertifier

Ewvaluation Type:

Approved/Official

Active -

*Status:

Rating Model: GO0D Good (Single Tier)
Proficiency: Good v

Verified By: ©On the Job Training -

o
—
—

Year Last Used:
Year Acquired:

Years Of Experience:

16
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4. Click the sign located on the most historically dated row. Using the example above the most
historically dated row is: 0/17/2011.

Person Profile

Update Competencies

Empl 1D

Profile Type:

FERSOM

Ferson

Update itemm details, then select OK to apply changes and return. Select Cancel to return without any

changes.

*Effective Date:
Competency:
Ewaluation Type:

*5tatus:

Rating Model:
Proficiency:

Verified By:
Year Last Used:
Year Acquired:

Years OFf Experience:

01/3002012 W

2ZMINST
Approved/Official

Active -

GooD

Find | View 1 F

2M Instructor/Recertifier

Good (Single Tier)

Good

Cn the Job Training

—
—
—

-

i re
rst 1-2 of 2

+9 o

*Effective Date:

011172012 ([H

Competency:

Ewvaluation Type:
*Status:

Rating Model:
Proficiency:
Verified By:
Year Last Used:
Year Acquired:

Years Of Experience:

2ZMINST
Approved/Official

Active -

GOOoD

2M Instructor’Recertifier

Good (Single Tier)

Good

Cn the Job Training

-

&0 =

17
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5. Adjust the competency Effective Date of the LAST row to reflect the date of the new competency
being entered on the record. Using the example provided below, the new effective date for the

6.

competency is: 01/04/2010

Person Profile

Update Competencies

Empl 10:

Profile Type:

PERSCN

Person

Update item details, then select OK to spply changes and return. Select Cancel to return without any

changes.

Find | View 1 First B! 12 of 3 L Last

“Efiective Date: T 50 =
Competency: 2ZMINST 2M Instructor’Recertifier
Ewvaluation Type: Approved/Official
*Status: Active hd
Rating Model: GoOoD Good (Single Tier)
Proficiency: Good A
Verified By: ©n the Job Training -
Year Last Used:
Year Acquired:
Years Of Experience:
Efective Date ooz s %9 =
Competency: ZMINST 2M Instructor/Recertifier
Ewvaluation Type: Approved/Official
*Status: m
Rating Model: GOOD Good {Single Tier)
Proficiency: Good hd
Verified By: Cn the Job Training -
Year Last Used:
Year Acquired:
Years Of Experience:
|'Effective Date: |:'1-":'4-"ED12 E'r I ﬂa =]
Competency: ZMINST 2M Instructor’Recertifier
Ewaluation Type: Approved/Official
+Ciatus: Active -
Rating Model: GOoOoD Good {Single Tier)
Proficiency: Good hd
Verified By: ©On the Job Training -
Year Last Used: |
Year Acquired:
Years Of Experience:

Complete the additional fields according to the instructions in section “4.3. Adding a New

Competency”.
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7. Click “OK” to return to the Person Profile page.

8. Click “Save” at the bottom of the Person Profile page to commit the changes.

4 Correcting a Competency Record

4.1 Correcting a Competency Code

If the competency code needs to be corrected, the user MUST first delete the competency record and re-enter
it using the correct competency code. Follow the steps in section 6. Deleting a Competency to delete a
competency record.

4.2 Correcting other Competency Data

1. Follow the instructions in section “4.1. Locating the Member” to search for the member’s record.

2. From the competency content section, select the competency to be updated or corrected. If the
member has received the competency multiple times, be sure to select the correct competency
record.

3. Change/correct the appropriate fields.

4. Click “OK” to return to the Person Profile page.

5. Click “Save” at the bottom of the Person Profile page to commit the changes.

5 Deleting a Competency

As with any delete function, use extreme caution when performing delete transactions. It is possible to delete
the wrong record or records, especially if the member has multiple instances of the same competency. If a
record is erroneously deleted, it will have to be recreated.

Note: If this is a competency that has just been added, the “-“button used to delete some records will not
appear until the user leaves the page and returns. The easiest resolution is to click “Return to Search” and then
re-enter the member’s profile.

5.1 Deleting a Single Competency

1. Follow the instructions in section “4.1. Locating the Member” to search for the member’s record.

2. From the competency content section, select the competency to be deleted. If the member has
received the competency multiple times, be sure to select the correct competency record.

3. Todelete a competency that a member has received only once, click the trash can on the competency
row
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¥ Competencies (Approval Not Required) Cuztomize | Find | First © 1.5 0f 6 O Last

(1] Competency *Effective Date Evaluation Type Proficiency View History

2MIMNET 20 InstructorRecertifier 0161752012 ApprovediOficial Good Fl% ﬁ
AntennaiGround Plane .

ANT-GPD Diesian 0473002011 ApprovediCfiicial Good G m

O0DLT 225 'WLB UnY Q0D 062072011 Approved/Official Good B i
Operations Research .

ORANLST gn:fastt'ms Research 05/22/2004 ApprovediOficial Good

CIMOWY Quartermaster of the YWatch 02/02/2009 ApprovediOfiicial Good F% ﬁ

4, Click “OK” to confirm the deletion.

Delete Confirmation

Delete currentiselected rows from this page? The delete will occur when the
transaction is saved.

OK || Cancel |

5. Click “OK” to return to the Person Profile page.
6. Click “Save” at the bottom of the Person Profile page to commit the changes.
5.2 Deleting One Competency where Multiple Instances Exist

1. To delete one competency of multiple records of the same type, select the competency.

+ Competencies (Approval Not Required) CL i Il | B | ] First 4 1-5 of 6 ) | Last
{1} Competency *Effective Date Evaluation Type Proficiency View History

2MIMET 2M InstructorRecedifier 01752012 Appraved/Official Good E% ﬁ
ANT-GPD Ww 04£30/2011 Approvedioficial Good m
00DLT 2258 WiLB UMY 00D 062012011 AppravediOficial Good _— ]
oranLgT | perations Research 02212004 & dioficial Good m

Analyst pprove HE] oo
IR Guartermaster af the YWatch 02/02/2009 Appraved/Official Good E% ﬁ

Person Profile
View Historical ltems

Competencies (Approwval Mot

S —— Customize | Find | Vis

Effective Date Competency [n] *Evaluation Type *Proficien
01/30/2012 225 WLB W 00D OODLT Approved/Official Good
08/20/2011 225 WLB W O0D OODLT Approved/Official Good
08/20/2006 225 WLB W 00D oOoDLT Approved/Cfficial Good
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2. Scroll through the records using the 1) Arrows or 2) Click on “View All” to find the correct record
to delete.

Person Profile

Update Competencies
Empl IO

Profile Type: PERSON FPerson
Update item details, then select OK to apply changes and return. Select Cancel to return without any

changes. 2 —

Find 'View & -ust & 1 of 314 Last
*Effective Date: b1zozo1z |6 e [
Competency: OoDLT 225 WLE W OOD
Ewaluation Type: Approved/Official
*Status: Active b
Rating Model: GooD Good (Single Tier)
Proficiency: Good A
Verified By: On the Job Training -
Year Last Used:
Year Acquired:
Years Of Experience:

3. Once the correct record has been located, click the “-*button in the upper right-hand corner of the
record.

Person Profile

Update Competencies

Empl 1D:

Profile Type: FERSOMN Person
Update item details, then select OK to apply changes and return. Select Cancel to return without any
changes.

Find | View &1l Firzt L0 10f3 O Last

*Effective Date: [o1202012 | é_—'
Competency: OOOLT 225 WLB LW 00D

Ewaluation Type: Approved/Official
*Status: Adtive v

Rating Model: GOOD Good (Single Tier)

Proficiency: Good A

Verified By: On the Job Training -

Year Last Used:

Year Acquired:

Years OFf Experience:

4. Click “OK” to confirm the deletion
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[ Delete Confirmation

Delete currentiselected rowes from this page? The delete will occurwhen the
tranzaction is saved.

Cancel

5. Click “OK” to return to the Person Profile page.

6. Click “Save” at the bottom of the Person Profile page to commit the changes.

5.3 Deleting All Records for a Competency

This process is the same as deleting only one instance of a competency code. Each record must be
deleted individually using the steps outlined in section “6.2. Deleting One Competency where
Multiple Instances Exist”.

To prevent unintentional deletions of competencies, the trash can functionality for multiple
competencies of one type has been disabled.

The following message will appear if you attempt to delete multiple competencies at one time:

You cannot delete an itern with Multiple instances. You MUST delete them
individually in the details page.

The PeopleCode program executed an Errar staterment, which has produced
this message.

Ok

6 Officer Specialty Codes (0OSCs)
This section provides the procedure required for entering or updating a member’s Officer Specialty Codes
(OSCs). Only Authorized users will be able to update an OSC on a member’s record.

Note: Officer Specialty Codes (OSCs) content section has the same functionality asthe Competencies
content section. User should follow the same stepsto enter, update and/or delete an OSC for a member.
6.1 Entering an Officer Specialty Codes (0SCs)

Navigate to the following page in Direct Access to enter an OSC for a member:

Portal Link: Person Profile

Menu path: Main Menu > Workforce Development > Profile Management > Profiles > Person Profiles
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Direct Access also remembers recently used pages. If you have used the Person Profile page recently, you can
go to Favorites > Recently Used > Person Profiles

Person Profile
Empl ID: [—
Profile Type: FERSON Persan

*Profile Status: lm

*Description: |

Profile Actions: [ <Belest Action= =] ) )

E/Yuu have successfully saved those profile changes that do not require approval.

Competencies Dualifications Education

~ Competencies (Approval Hot Required)

{[1] Competency *Effective Date Evaluation Type Proficiency View History

2MIMST 20 Instructor/Recertifier 0153002012 ApprovediOfiicial Good F% El
AntennalGround Plane ;

AMT-GFD Desian 0453002011 ApprovediOfiicial Good ‘ﬁl

QoDLT 225 WLB UMY Q0D 0153002012 ApprovediOfiicial Good F% ﬁl
Operations Research )

ORAMLST fn;rasttmns Ressarch 05/22/2004 ApprovediOficial Good i}

CIMOWY Quarermaster of the Watch 02/02/2009 ApprovediOfiicial Good F% E

[+] Add Mew Competencies

w Officer Speciality Code (Approval Not Required) . | Find B3 ot K g2 0r2 O Lot
(1] Competency *Effective Date Evaluation Type Proficiency

CE-AVIT2 Aviation Safety (O5CY  01/09r2012 Approved/Official Good ﬁ'
Ce-Oaptp | DbSAshore: 0111772012 ApprovediOficial Good i}

Prevention (05C)

||£| Add Mey Officer Speciality Code

Competencies Qualifications Education

Save

1. Officer Specialty Codes are located under the Competencies tab

2. Officer Specialty Codes content section to view, add and update a member’s OSC
information

3. Click “Add New Officer Specialty Code” to add a new OSC for a member
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Process Overview

Introduction This section provides the process and procedure for entering award or
competency data for a large group of members (25 or more) who are
authorized the same honor, award or competency on the same date.

EffectiveDate  This mass update process is effective on 30 April 2012.

Multiple Under this process, the SPO will review proposed data changes and will
Awards or perform the steps to execute the update. The data changes will be staged in
Competency the system by PPC based on the honor/award /competency roster submitted
Data by the SPO.

Entry/Mass

Update

The table on the following provides an overview of the mass update process:

Continued on next page
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Process Overview, Continued

Multiple Awards or Competency Data Entry/Mass Update (continued)

Stage

Who doesit

What happens

1

SPO

Prepares a roster of personnel authorized the honor/award or
competency. The roster shall be in Microsoft Excel (spreadsheet) file
format and include, at a minimum, the employee IDs (The employee
IDs must appear in a single column and must be the first column in the
spreadsheet) and names of personnel authorized the award or
competency.

Transmits the following to PPC Customer Care via trouble ticket
(http://cgweb.ppc.uscg.mil/ccb/):

1. The roster (spreadsheet prepared in stage 1 above) and the data for
the entry (2.A — Honor/Award or 2.B — Competency)
2. A. Data for the award entry:

(a) Honor/Award (Required) — Provide the award code and title
of the honor or award (A listing of award codes is available at
http://www.uscg.mil/ppc/da/awards.xls). Example —
CGMA/CG Unit Commendation Ribbon

(b) I'ssueDate (Required): Provide the date the award was
granted .

(c) From Date (Optional): If the award is for a specific period of
time, provide the beginning date for that time frame. If the
From Dateis provided, the To Date must be provided as
well.

(d) To Date (Optional): If the award is for a specific period of
time, provide the ending date for that time frame.

(e) Grantor (Optional): The agency or organization granting the
award.

2.B. Data for a competency entry:

(a) Competency Code (Required) — Provide the competency code
and title as listed in the Competency Dictionary
(http://www.uscg.mil/ppc/da/CompetencyDictionary.xIs)

(b) Effective Date (Required)

(c) Proficiency (Required) — Normally the default “3-Good” is
used. Other options, as listed on the Add New Competencies
screen for an individual are also valid.

(d) Verified by (Required) — Normally the default “On the Job
Training” is used”. Other options, as listed on the Add New
Competencies screen for an individual are also valid.

Continued on next page
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Multiple Awards or Competency Data Entry/Mass Update (continued)

Stage | Who doesit What happens

2 SPO Complete the Problem/Issue Information section of the trouble ticket
as shown below:

Problem/lssue Information

User Role HELP

for this issue: | am a Command, SPO or ADMIN supportuser -

Category: PERSONNEL ACTION o B 5
Type: TRAINING AND PERFORMANCE DATA - |
Reason: HONORS AND AWARDS - "

Note: For the “Reason” line, select “HONORS AND AWARDS” or
“COMPETENCIES” as appropriate.

Follow the instructions at
http://cgweb.ppc.uscg.mil/cch/attachment.asp#guide to attach the
spreadsheet to the trouble ticket.

3 PPC Defines and creates a unique Mass Update ID (the HEAT ticket
number without any leading zeros) for the requester using the data
provided.

4 Notifies the SPO point of contact when the Mass Update is ready for
review and execution.

5 SPO Data Entry | Reviews the mass update and forwards to the SPO Supervisor/Auditor

Technician (CGHRSUP Role User) when ready. (See Manage Mass Update—
(CGHRS Role Validate the Data on page 4.)
User)
6 SPO Executes the mass update when ready. (See Executing the Mass

Supervisor/Auditor | Update—Committing the Data Change on page 6)
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Manage Mass Update—Validate the Data

Introduction Managing the mass update allows a user to validate the transactions prior to
applying them. Individual EMPLIDs can be removed or double-checked to
ensure that the proper information is being updated.

Navigation Portal Link: Manage Mass Update

Menu Path: Main Menu > Workforce Administration > Collective Processes
> Mass Update > Manage Mass Update

Procedure Follow the steps to manage the mass update:
1. Use the magnifying glass to search for the correct mass update ID
(The Mass Update ID isthe PPC Customer Care (HEAT) Ticket
Number without any leading zeros prefixed with * CGAWD” (for
Awards) or “* CGCOMP” (for Competency) (e.g. The Mass Update ID
for PPC Customer Care Ticket #01177108, Award Mass Updateisis
CGAWD1177108).

i+

Manage Mass Updates ¢
¥

Mass Update ID: Chs USER GUIDE @, Testmass update for user Initiated

guide

Section: -

Element: -

Empl ID: @,

Transaction Status: - Search

2. Click "Search."
3. Validate the results.

4
Manage Mass Updates L
3
Mass Update ID: ChS USER GUIDE D, Testmass update for user Initiated
guide
Section: -
Element: -
Empl ID: Q
Transaction Status: - Search
3
1tataond
Person Empl T ction _
Mass Update n Record Hame Status Detail. Execut,
CMS USER =
GUIDE a Feady - ) Execute =
|5) save | =] motity

Continued on next page
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Manage Mass Update—Validate the Data, Continued

Procedure

(Cont’d)

4. To see the status of each EMPLID, check the “Transaction Status” field.

a.
b.
C.

d.

An EMPLID that is ready to be executed will show “Ready.”

An EMPLID that has been executed without error will show “Success.”
An EMPLID that encountered an error during execution will show
“Failure.”

Setting an EMPLID to “Cancel” will remove them from the mass update
when it is executed. This can be used to remove EMPLIDs that should not
be included in the mass update.

The “Warning” status indicates that there is a potential problem with the
EMPLID’s set up. Click the “Details” icon to check the warning messages.

5. Remove any individuals that need to be removed by clicking the “-* button on the
row to be removed or by setting the EMPLID’s Transaction Status to “Cancel.”.

6. Save.

7. CG SPOs will notify the SPO manager that the mass update is ready for execution
(see the next section). Note: The Notify button at the bottom of the screen can be
used to create and send an email to the SPO manager if desired.
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Executing the Mass Update—Committing the Data
Change

Introduction There are two ways to execute a mass update. Each EMPLID can be executed
from the Manage Mass Updates page or all EMPLIDs can be executed from
the Execute Mass Update page.

Executing from  Follow these steps to execute the mass update from Manage Mass Updates
M anage M ass page:
Updates
1. Verify that the Transaction Status for each EMPLID is set to “Ready.” (see previous
section).

" -
Person Empl Hame Transaction Details e

s UG D Record Status
- F% Execute [=]

CME USER 0
GUIDE =

2. Click the “Execute” button.
3. Repeat for each EMPLID.

Executing from  SPO supervisors should review the Mass Update from the Manage Mass

ExecuteMass  Update page as described above prior to executing the mass update.
Update

Navigation Portal Link: Execute Mass Update

Menu Path: Main Menu > Workforce Administration > Collective Processes
> Mass Update > Execute Mass Update

Procedure Follow these steps to execute the mass update using the Execute Mass Update
page:

1. Create a new Run Control ID by clicking on the Add a New Value tab. (Note: You can
reuse Run Control ID’s. If you’ve used this process before, just open the ID you created
and update the Mass Update ID field to match the ID provided by PPC for this update).

Continued on next page
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Executing the Mass Update—Committing the Data
Change, continued

Procedure (Creating a new run control ID)
(Cont’d) Execute Mass Updates

Enter any information you hawve and click Search. Leave fi hlank for a list of all values.

Find an Existing Walue Add a Mew Walue

Waxirmurm number of rows to return (up to 300|200
Run Control ID: begins with = [ms3

[[] case Sensitive

Search Clear jElasic Search [EF Save Search Criteria

(The Add a New Value page)

Find an Existing Yalue Add a Mew Yalue

Run Control ID: [cm s3]

Add

Find an Existing Yalue | Add a Mew Value

2. If creating a new Run Control ID, enter a name for the Run Control ID (use your initials
for example) and click the Add button.

3. Enter the Mass Update ID (The Mass Update ID isthe PPC Customer Care (HEAT)
Ticket Number without any leading zeros prefixed with * CGAWD” or “ CGCOMP” (e.g.
The Mass Update ID for PPC Customer Care Ticket #01177108 is CGAWD1177108), or
if using an existing Run Control ID, verify that the correct Mass Update ID is displayed.

Execute Mass Updates

Run Control ID:  cmsd Report anager Frocess Monitor | RUM
Mass Updates Customize | Find | E | H First K4 or1 D Last
*Seq *Mass Update ID Description ;ﬂt:ts:sUpdate

| 1 |CMS LUSER GUIDE Q Test mass update far user guide Initiated Iﬂ Iﬂ
Parallel Processing

[C1Run Instances in Parallel Mazimum of Instances:

Transactions per Instance:

[5] save | [Gh Returnto Search | =] Motity | (Bl dad| [ Lpsatebisplay|

4. Click the “Run” button.

Continued on next page
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Executing the Mass Update—Committing the Data
Change, continued

Procedure
(cont’d) 5. Setthe server to "PSUNX."
Process Scheduler Request
User ID: BE746 Run Control ID: crms3
Server Name: ¥ | Run Date: D8/27IZ011 B
Recurrence; *  Run Time: 12:08:00PM Resetio Current Date/Time
Time Zone: @
Select Description Process Hame Process Type *Twpe *Format Distribution
Mass Undate HR_MASS_UPD Application Engine  Weh * TAT + Distribution
QK Cancel
Ensure that the mass update intended to be run is checked.
Click “OK.”

Go to the Process Monitor.
Refresh periodically until the process shows that it successfully completed.

© N

After the mass update is executed, you can verify that the data populated
correctly by looking at a member’s Person Profile.
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1 Introduction

Individual USCG education (degree) information is maintained in the Person Profile of Direct Access.
Authorized users enter and maintain this information. The information is available to USCG members via
self-service. This section provides the procedure for adding, updating, and deleting Education via the
Person Profile page.

2 Portal Navigation
The user can navigate to the Person Profiles page using the path below. At any time, if a user needs to
return to the home screen, the user can click the “Home” link in the upper right-hand corner of the window.

Enterprise Menu > Wor kfor ce Development > Profile Management > Profiles > Per son Profiles

Education: This navigation takes the user to the Person Profile screen. Education is recorded on the Person
Profile screen.

3 Wildcard Search

Direct Access supports the use of three wildcard features when searching for data. The wildcards can be
helpful in finding the exact information that user wants to process. The following are the supported
standard wildcard features.

Character Function

% (percent sign) Match one or more characters.

_ (underscore) Match any single character.

\ (back slash) Escape character — don’t treat the next character as a wildcard.

When attempting to search for a member, you may use the “wildcard” search feature. One commonly used
wildcard is the “_"sign. The use of this sign represents a single letter instead of a group of letters. For

example, if you would like to see all the members whose last names contain the letters “C”, “H” and “N”,
in that order, the “_" wildcard would be used to represent a single letter between the characters in which it

is placed. An example of the search results whena “_" is used is located below.

Add a New Value

Maximum number of rows to return (up to 300): |300

Empl 1D:
Profile Type:
Name:

Last Hame:

begins with
begins with
begins with

begins with

Alternate Character Name: begins with
[Tlinclude History [¥] Correct History

Search

Clear

-
-
- |CH_M
-

[Tl case sensitive

Basic Search [@f Save Search Criteria

Search Results

Cnly the first 300 results of a possible 489 can be displayed. Enter more search key information and search again to

Miew All

First ﬂ 101-200 of 200 LI Last

Empl D Profile Type Hame Last Name Alternate Character Hame
AWARDS COORD CHAMNDLER (blank
FPERSOM E CHAMNDILER (blank
PERSOM E CHAMNDRASEMA (blank
PERSOM r blank)

| PERSOM ¥ (blank)
| RETIREE ¥ (blank)
PERSOM k blank)
\RETIREE L blank)
|PERSOM L (blank)
PERSOM L blank)
. RETIREE L L blank)
FPERSOM E CHAMNEY (blank)
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Another wildcard that is commonly used is the “%” sign. This wildcard is used to represent multiple
characters. For example, if you would like to see all members whose last names contain the letters “C”, “H”
and “N”, regardless of the order of the letters in the name, the “%” wildcard should be used. Below is an
illustration of this example.

Find an Existing Value Add a Mew WValue

Maximum number of rows to return (up to 200) (300

Empl ID: begins with - |

Profile Type: pegins with | =N
Hame: begins with - |

Last Name: begins with ~ [CH%6MN

Alternate Character Name: begins with -~ |

[l include History [ Correct History [| Case Sensitive

Search ||  Clear |gasic Search Save Search Criteria

Search Results

COnly the first 200 results of 8 possible 1459 can be displayed. Enter more search key information and sea

Miew All First E 1-100 of 200 I£| Last
EmplID Profile Type Hame Last NHame Alternate Character Name
R PERSOM 5 CHACOM (Blank)

PERSOM § CHACOM blank)

RETIREE B CHACOM blank)

PERSOM I CHACCOHM Dlank)

PERSOM L CHACOM blank)

PERSOM E CHACOM blank)

PERSOM 3 CHACOM blank)

PERSOM I CHACOM (Blank)

PERSOM 5 CHACOM blank)

AWARDES COORDY & CHACOM blank)

PERSOM | CHACOM (Blank)
E PERSOM E CHaDBAMND blank)
Doy b, S PERSOM ] CHADBOURME (Blank)
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4 Entering a Degree

When information about a member’s Education is received and ready to be entered into Direct Access,
navigate to the following page:

Portal Link: Person Profile
Menu path: Main Menu > Workforce Development > Profile Management > Profiles > Person Profiles
4.1 Locating a Member

1. Use the Search record to pull up the member’s Person Profile using the member’s EMPLID or
name.

HINT: When attempting to search for a member, you may use the Direct Access “wildcard”
search feature. Refer to section “3. Wildcard Search” for more information.

Person Profiles

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value . Add a Mew Value

Maximum number of rows to return (up to 300} |300

Empl ID: begins with - |  e—
Profile Type: begins with - | @&,

Hame: begins with - |

Last Hame: begins with - |

Alternate Character Name: begins with - |

[Tl iInclude History [#] Correct History [ Case Sensitive

Search Clear |Basic Search @".3' Save Search Criteria

2. Click the Search button. If the search returns more than one record, be sure to select the correct
member’s record that has “PERSON” in the Profile Type column.

| |PERSOMN EI !I ' (bl arkd I

Note: If a member has both a Person Profile and an Awards Coordinator Profile, then that member is a PHS

officer who is or has been assigned to the Coast Guard for duty. Use the “PERSON” profile to record the
data.
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4.2 Viewing Degrees
1. Click the Education tab.

Person Profile

Empl 1D: e ——
Profile Type: PERSOM Person

*Profile Status: Active M

*Description:
Profile Actions: =SelectAction= M ® 0 5
Competencies Qualifications
~ Competencies (Approval Not Required) Customize | Find | View i | BV | 3 Fist £ 45016 I ast
1D Competency *Effective Date  Evaluation Type Proficiency View History
L - . v e 01/30/2012 Approved/Official Good F% El
———— [ 04/30/2011 Approved/Official Good m

07/2712009 Approved/Official Tier 1 El

f 3 01/30/2012 Approved/Official Good % ﬁl
B een sy . 05/22/2004 Approved/Offiicial Good i}

Add Mew Competencies

A list of the member’s current Degrees will be displayed in the Education content section.

Person Profile

Empd ID: - S T

Profila Type: PERSOMN Person

*Profile Status: Active -

*Description: = zem —

Profile Actions: <Seledt Action> - ® o S

i Degree Major Code Qualifying
B Il I Biology | i
MSPH Master of Public Health PUBLIC HLTH ' i

[#] Add Mew Degress

2. If amember has more than five degrees, only the first five will be displayed. Click on the View
All link to display all of the member’s degrees. Check to see if the degree, with a different
effective date, has previously been entered on the member’s record.
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3. If the degree is new, proceed to section “4.3. Adding a New Degree”. If the degree currently
exists, proceed to section “4.4. Adding a Previously Granted Degree of the Same Type”. To add a
historical dated degree, proceed to section “4.5. Adding a Historical Dated Degree of the Same

Type”.

4.3 Adding a New Degree

Follow the steps below to add a new degree to a member’s profile.

1. Toadd anew degree, click on the “Add New Degrees” link located below the Education content
section.

Person Profile

Emipdl ID:

Profile Type: PERSON Person
*Profile Status: Artve -
*Description:

Profile Actions: =Seled Action> v & e S

ompelenci ali i Education

B - = e - BT e s g
i  LADP i “Customize | Find | View AN} #5] B First B0 12082 04 Lasi
D Degree Major Code Qualitying

B ligge Graduate Biology i |
MSPH Master of Publ alth PUBLIC HLTH ]
+] AddNew Deqrees sl

2. Onthe Add New Degrees page, enter the following fields:

The Major Code field
is not marked as a
required field in the
system. However, if
the Major Code is left
blank the member’s
degree information will
not be displayed in the
CG Business
Intelligence (CGBI)
Officer or Employee
Summary Sheet.

| gl

Field Description/l nstructions

*Date Acquired Enter the date the Degree was issued. Also known as the Effective

(Required) Date. Click on the [ icon to choose a date.

*Degree Enter the Degree or select it from a listing that will be displayed by

(Required) clicking @, and performing a Lookup in the Degree Table search
box. A single click on any column in that row will take you back
to the Degree page with the Degree field populated.

, Major Code (See Enter the Major or select it from a listing that will be displayed by

sidebar) clicking @ and performing a Lookup in the Major Table search

box.

*Status (Required)

Leave as Active

Country

If not USA, click the @, and enter search criteria in the Lookup
Country search dialog box. Valid values are pre-defined in the
Table.
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Field Description/l nstructions

State Enter the State abbreviation or click the @, to display the Lookup

State Table. Enter partial search criteria. Click Search to display
possible matches. A single click on any column in that row
retrieves the page.

School Code Enter the School Code or select it from a listing that will be

&

displayed by clicking ~ and performing a Lookup in the School

Table search box.

Minor Code If applicable, enter the Minor or select it from a listing that will be

&

displayed by clicking ~ and performing a Lookup in the Minor

Table search box.

Average Grade Enter the Grade Point Average (optional, this field may be left
blank if the average grade in not provided on the documentation
provided).

Graduated Click this checkbox on to show the employee has graduated.

Checkbox

Terminal Degree N/A. Do not select.

for Discipline

Checkbox

Qualifying N/A. Do not select.

Accredited N/A. Do not select.

Checkbox

Educator N/A. Do not use.

OK Click OK to Save the page.

NOTE: The entry will not be saved to the Person Profile until you
click SAVE at bottom of the Person Profile page

For fields that have the ‘Lookup’ icon next to it, you may narrow the search by clicking on the
icon and entering a value in one or many of the search fields on the Lookup page.

a. Content Item ID: Enter all or part of the degree code
b. Content Group Type: N/A
c. Content Group: N/A

d. Description: Enter all or part of the title of the degree

After you click OK, you will be returned to the Person Profile page. The new degree will be
displayed in the summary grid.

3. Click the Save button located at the bottom of the Person Profile page to commit the entry.
NOTE: If the wrong degree was selected, delete it and repeat Step 4.3.

4. Click on “Return to Search” to enter information on a different member or Home to return to the
Portal Homepage.

4.4 Adding a Previously Granted Degree of the Same Type
Follow the steps below to add a new row to a Degree Code that currently exists in the member’s profile.

NOTE: The system allows a degree with different effective dates to be entered on a member’s record
multiple times. Adding a new effective dated row involves adding a new row to the education data history.
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Click the Education tab. A list of the member’s current degrees will display under the Degrees
content section

Person Profile
Empl ID: —

P
Profile Type: PERSON Person
*Profile Status: Active -
*Description: P E—
Profile Acions: <Select Action> - ® o S

Customize | Eind | view A1 | BT | #
D Degree Major Code Qualifying
B Collags Graguate Biology & i
MSPH Master of PublicHealth ~ PUBLIC HLTH C i)
= .

In the Degree column, click on the existing degree record.

B8 College Graduate Biology , o
MSPH Master of Public Health PUBLIC HLTH i

The user will be directed to the “Update Degrees” page.
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Person Profile

Add New Degrees

Empl ID:

Profile Type: PERZOM Perzon

Add itemn detailz. Select OK to apply changes and return. Select Cancel to return. Select Apply and Add 1o
continue adding additional tems.

Details Find | Wiew Al First 4] 1of 1 [} Last

€
*Date Acquired: 05161933 [ [+
“Degree: S OQ' Bachelors Degree

Major Code: 730 @ BIOLOGY , GEMERAL
*Status: Im

Countrny 54 @ United States

State: =T Connecticut

School Code: 128020 @, UMIERSITY OF COMMECTICUT
Minor Code: Qu

Average Grade: I—

I¥ Graduated

[ Terminal Degree for Discipline
™ Qualifying

" Accredited

Educator: @

IMPORTANT: The system does not allow the entry of duplicate entries in a member’s profile. If
you enter a membership with a Date Acquired date that already exists in the member’s profile,
you will receive an error message. You must indicate a different date to resolve the error.

10
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3. Click on the sign in the top right corner of the Detail box to insert a new effective dated row.

Person Profile

Add New Degrees

Empl 10:

Profile Type: PERSCR Perzon

Add item details. Select OK to apply changes and return. Select Cancel to return. Select &pply and Add to
cortinue adding additional tems.

Details

*Date Acquired: D318/ 338 rﬂ
‘Degree: B Qﬁ Bachelors Degree
Major Code: 750 @, BIOLOGY , GEMERAL
*Status: m

Country: L=a qs United States
State: T Connecticut
School Code: 123020 @, UNIVERSITY OF COMMECTICUT

Minor Code: qa
Average Grade:

I Graduated

™ Terminal Degree for Discipline
™ Qualifying

I Accredited

Educator: @’

11
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4. A new degree record is created with the current date populated in the Date Acquired field. The
Details box will display “1 of 2” in the upper right corner of the record. Any fields that were
populated on the previous degree row will be brought forward and populated on the new row.

Details Find | st 20 1 of 2 1) ot
*Date Acquired: W Eﬂ lﬂ o lﬂ
Degree: B Bachelors Degree
Major Code: Tao BIOLOGY, GEMERAL
*Status: Im
Country: LISA @ United States
State: ICT Cannecticut
School Code: 128020 Q UNIVERSITY OF CONMECTICUT
Minor Code: @,
Average Grade: ’—
¥ Graduated
I Terminal Degree for Discipline
I Qualifying
[ Accredited
Educator: | @

5. Complete the fields (if necessary) as indicated in section “4.3. Adding a New Degree”

6. Click OK to return to the Person Profile page. Upon returning to the Person
Profile page, the multiple records icon Flia' will be displayed on the row for the newly added

degree.
al Not Required ize | Find | view o[ B 1 8 Fiet K ) I
+ Degrees (Approv: equired) Customize | Find | View Al | 5 | 2 Firet &Y 42 of 2 L8 [ ast
1D Degree Major Code Qualifying View History
B College Graduate Biology % E
MSPH Master of Public Health |PUBLIC HLTH El

7. Click the Save button located at the bottom of the Person Profile page to commit the entry.

8. Click on “Return to Search” to enter information on a different member or Home to return to the
Portal Homepage.

12
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Adding a Historical Dated Degree of the Same Type

The Effective Date of the degree being entered cannot be prior to the Effective Date of the existing
degree. If the Effective Date of the degree being entered is prior to the Effective Date of the degree
that has already been entered, you will need to enter the new row below the degree that already
exists and adjust the Effective Dates of both degree entries PRIOR to saving the page.

Adding a Historical Dated Row Mid-Stack

Inserting a row mid-stack is the process of adding a row BETWEEN two existing records. For
example, if the user is entering a degree with a July 1, 2008 Effective Date and two degrees
currently exist with the Effective Dates of June 1, 2009 and August 1, 2007, the user will be
required to enter the July 2008 row mid-stack.

Follow the following steps to enter a historical dated degree mid-stack:

Follow the instructions in section “4.1. Locating a Member” to search for the member’s record.

Click the Education tab. A list of the member’s current degrees will display under the Degrees
content section

In the Degree column, click on the existing degree record in which a historical dated row will be
entered.

i;.;,_l rees (Approval ol hequired,

(1] Degree Major Code Qualifying View History
BIOLOGY, =h
gachnelors Ueqree =
B Bachelors Dedqree GENERAL |_—|'§| ]E
MSPH Master of Public Health PUBLIC HEALTH % E

The user will be directed to the “Update Degrees” page.

13
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4. Click “View All” in the top right corner of the Details bar to view all current rows on the
member’s record.

Person Profile

Update Degrees

Empl ID:

Profile Type: FERSOM Person

Update itern details, then zelect Ok to apply changes and retum. Select Cancel to return without any

changes.

Details _ wl First 0 4 of 2 D gt
*Date Acquired: D&M /2009 E o =l
Degree: MSPH Master of Fublic Health
Major Code: 1381 PLBLIC HEALTH
*Status: I Active "' I
Countryr USA Q% United States
State: |F|- Florida
School Code: 137351 @ UNIVERSITY OF SOUTH FLORIDA

Minor Code: @
Average Grade:

¥ Graduated

™ Terminal Degree for Discipline

™ Qualifying

™ Accredited

haster of Public Health Practice @

Educator:

14
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5. Click the sign located on the most historically dated row. Using the example above the most

historically dated row is: August 1, 2007.

Details Find | Wiew irs Zofz M| oo
i M
‘Date Acquired: 0B/ 2009 i) [+ [<]
Degree: M=PH Master of Public Health
Major Code: 1351 PLIBLIC HEALTH
*Status: I A ctive i I
Country: Usa qd United States
State: FL Flarida
School Code: 137351 @, LMIVERSITY ©OF SOUTH FLORIDA,
Minor Code: qa

Average Grade:

Educator:

*Date Acquired:

—

[+ Graduated

™ Terminal Degree for Discipline

I Qualifying

™ Accredited

Mazter of Public Heafth Practice @

08/01/2007 W | m— Iﬂﬂ =]

Degree: M=PH Master of Public Health

Major Code: 1351 PUBLIC HEALTH
*Status: I Active w i

Country: L= A qa United States

State: FL Flarida

School Code: 137351 @, UMIVERSITY ©OF SOUTH FLORIDA
Minor Code: qa

Average Grade:

Educator:

[+ Graduated

I Terminal Degree for Discipline

I Qualifying

™ Accredited

Mazter of Public Heafth Practice %

15
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6. A new degree record is created with the historical date populated in the Date Acquired field. The
Details box will display “1 of 3" in the upper right corner of the record. Any of the fields that were
populated on the historical dated row will be brought forward and populated on the new row.

Find |Wiew 1 Fret B g er3 B oot
“Date Acyuirec: pem1z008 | #0 =
Degres: MSPH masier of Fublic Health
Major Codes 1351 EUBLIC HEALTH
“Htatus: [actve |
Country: IS @, United States
State: I' L Florida
School Code: [127351 @ UNIMEREITY OF SOUTH FLORIDA
Minnr Cocle: | Q\\.
Average Grade: |
¥ Graguated
™ Tenminal Degree for Discipling
™ Cualitng
™ Accredited
Educator: master of Publie Health Practice
- #9 =
‘Date Acouired: |IIIB.TIJ1.|200.'I‘ by
Degree: MEFH Wasier of Public Health
Major Codes 1351 PLBLIC HEALTH
‘Slalus: I."-‘lt!'rl’E‘ "I
Cauntry: = e, Uniited Stales
State: |F'- Florida
Schaol Cade: 137351 @ UNIMERSITY OF SOUTH FLORICA
Minor Code: @,
Averane Grade:
¥ Graduated
™ Terminal Degree for Discipline
I Qualifying
™ Accredited
Educator: Iaster of Public Haalth Practice
foamizoor w9 =
“Date Aciuired: pem1iz007
Degres: MSPH masier of Fublic Health
Major Codes 1351 PUBLIC HEALTH
“Status: [feive =
Country: A @, United States
State: I' L Flotda
School Code: [127351 @ UNIMEREITY OF SOUTH FLORIDA
Mimor Coce: @,
Average Grade:
¥ Graguated
™ Tenminal Degree for Discipling
™ oualiting
I Accredited

16
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7. Adjust the Date Acquired of the new row to reflect the date the degree was acquired. Using the
example provided above, the new Date Acquired is: July 1, 2008

4] o

*Date Acquired: 07/071/2008 E1 ﬂo (=]
Degree: MEFH master of Public Health
Major Code: 1341 FUBLIC HEALTH
“Status: I Active = I
Country: LISA @, United States
State: IFL Florida
School Code: 137351 @, UNIVERSITY OF SOUTH FLORIDA
Minor Code: Q
Average Grade:

¥ Graduated

™ Terminal Degree for Discipline

[ Qualifying

[ Accredited
Educator: Master of Public Health Practice @

8. Complete the additional fields according to the instructions in section 4.3.

9. Click OK to return to the Person Profile page.

10. Click the Save button located at the bottom of the Person Profile page to commit the entry.
NOTE: Once the record is saved, the Degree and Major Codes cannot be changed.

11. Click on “Return to Search” to enter information on a different member or Home to return to the
Portal Homepage.

4.5.2 Adding a Historical Dated Row End-Stack
Inserting a row end-stack is the process of adding a row AT THE END of one or multiple existing
records. For example, if the user is entering a degree with a January 1, 2001 Effective Date and
two degrees currently exist with the Effective Dates of June 1, 2003 and April 1, 2002 the user
will be required to enter the January 2001 row end-stack.

Follow the following steps to enter a historical dated degree end-stack:

1. Follow the instructions from section “4.1. Locating a Member” to search for the member’s record.

2. Click the Education tab and scroll down to the Memberships content section. A list of the
member’s current degrees will display under the Degrees content section

3. Inthe Degrees column, click on the existing degree record in which a historical dated row will be
entered.

17
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~ Degrees (Approval Not Required) Customize | Find | View 20| BV | 28 pret B g 2072 1 Last
(1] Degree Major Code Qualifying View History
BIOLOGY, =
dachelors Ueqree T
B Bachelors Dedqree GENERAL = EI
MSFH Master of Public Health |PUBLIC HEALTH ] ﬁ

The user will be directed to the “Update Degrees” page.

4. Click “View All” in the top right corner of the Details bar to view all current rows on the
member’s record.

Person Profile

Update Degrees

Empl ID:

Profile Type: FERSOM Fersan

Lpdate iterm details, then select Ok to apply changes and return. Select Cancel to return withaut any

changes.

Details - ! =
Date Acquired: oriot2008 | =@ o
Degree: MEFH Master of Fuhlic Health
Major Code: 1351 FUBLIC HEALTH
*Status: I Active e I
Country: LISA @ United States
State: |FL Florida
School Code: 137351 @ UNIVERSITY OF SOUTH FLORIDA

Minor Code: Q
Average Grade:

¥ Graduated

™ Terminal Degree for Discipline
™ Qualifying

™ Accredited

Educator: Master of Fublic Health Practice @

18
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5. Click the sign located on the most historically dated row. Using the example above the most
historically dated row is: August 1, 2007.

Einel | Wigw 4 First &
‘Date Acyuired: Den1zons & 0
Degres: MSPH maszter of Public Health
Major Code: 1351 PUBLIC HEALTH
*Status: [stie 5l
Countng L5 a, Unifed States
State; I' L Flotida
School Code: [137351 @, UNIWVERSITY OF SCUTH FLORIDA
Minor Code: @
HAverage Gracde:
¥ Grauated
™ Terminal Degree for Discipline
™ Quatifang
™ Accredied
Educator: Waster of Public Health Practice [
i [pzotizonr W =19
‘Date Actuired: :
Degree: MSPH naster of Pubilic Health
Major Code: 1351 PUBLIC HEALTH
F—— [active |
Country [z @, United Stalas
State: |FL Florida
School Catie: 137351 Q, UNIVERSITY OF SOUTH FLORIDA
Minor Cocde: @,
Average Grade:
W Graduated
I™ Terminal Degree for Discipline
I™ Quadlifying
I™ nccredited
Fducator: Master of Public Heslth Practics @
ez | =9 =
“Date Scyuired: pemiizo07 | =~
Degrea: MSPH maszter of Public Health
Major Code: 1351 PUBLIC HEALTH
*Status: [acte 5
Couning LA a, United States
State; I' L Flotida
School Code: [137351 @, UNIWERSITY OF SCUTH FLORIDA
Minor Code: @,
Auerage Grace:
¥ Graduated
™ Terminal Degree for Discipline
™ Quatitang
™ mccredited

19
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6. A new degree record is created with the historical date populated in the Date Acquired field. The
Details box will display “1 of 4” in the upper right corner of the record. Any of the fields that were
populated on the historical dated row will be brought forward and populated on the new row.

Details e B jgora D) (st

*Diate fenquired: 0rAN00E s 59 =
Degree: M5PH hi=ter of Public Health
Major Code: 1351 PUBLIC HEALTH
*Status: Aetive j
Courtry: usA 4, Urited States
State: FL Florida
Sehool Code: 157381 4, UNIERSITY OF SOUTH FLORIDA
Miror Code: 4,
fwerage Grade:
I¥ Graduzted
I Terminal Degree for Discipline
I Qualifying
F beeredited
Edusstar: haster of Public Heatth Practice &
*Date fequired: De/Z008 | 19 =
Degree: M5SPH hister of Public Health
Major Code: 1351 PUBLIC HEALTH
totatus: Aotive :IT
Courtry: U 4, United States
State: FL Florida
Schoal Code: 137351 4, UNIVERSITY OF SOUTH FLORIDA
Minor Code: 4,
fwerage Grade:

Educatar:

¥ Gradusted
™ Terminal Degree for Discipline
™ Gualifying
I ecredited

haster of Public Health Practice &
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#*Oate Mequired:

Degres:

Major Code:

*Status:

Conrtry:
State:

School Code:

Minor Code:

fwerage Grade:

Edueatar:

*Date feguired:

Degree:

Major Code:

*Status:

Courtry:
State:

School Code:

Mimar Code:

fwerage Grade:

Educatar:

Education User Guide

00172007 i)

M5EPH hwlaster of Public Healkh

1351 FUBLIC HEALTH

Aotive "I

L5 4 United States

FL Florida

137351 4, UMIERSITY OF S0UTH FLORIDA
J.-

—

I¥ Graduzted
™ Terminal Degres for Discipline
™ Qualifying
™ sccredited

hiaster of Public Health Practice &

020152007 [

M5SPH lwster of Public Health
13561 PUBLIC HEALTH
Potive j

LA 4 United States

FL Florida
13731 a, UHIERSITY OF S0UTH FLORIDA

¥ Graduzted
I™ Terminal Degres for Dizcipline
™ Qualifying
™ sscredited

hster of Public Health Practice (4

2
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7. Adjust the Date Acquired of the LAST row to reflect the date of the new degree being entered on
the record. Using the example provided above, the new Date Acquired is: January 1, 2001

Details
*Date Acquired: l 0101 /2001 [ I ﬂo (=]
Degree: MSPH mazter of Puklic Healtth
Major Code: 1331 PUBLIC HEALTH
Ctatus: I Active - I
Country: UsA, @, United States
State: FL Flarida
School Code: 137351 @ UMIWERSITY OF SOUTH FLORIDA
Minor Code: Q-
Average Grade: ’—

I[¥ Graduated

™ Terminal Degree for Discipline
r Qualifying

[T Aceredited

Educator: Master of Public Health Practice @4

8. Complete the additional fields according to the instructions in section “4.3. Add a New Degree”.

9. Click OK. After you click OK you will be returned to the Person Profile page.
10. Click the Save button located at the bottom of the Person Profile page to commit the entry.

11. Click on “Return to Search” to enter information on a different member or Home to return to the
Portal Homepage.
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5 Correcting a Degree Record

51

5.2

1.

2.

3.

Correcting a Degree and/or Major Code

If the Degree and/or Major Codes need to be corrected, the user MUST first delete the record and
reenter it using the correct Degree or Major Code. Directions on how to delete a record can be found
in section “6. Deleting a Degree”.

Correcting other Degree Data
Follow the instructions in section “4.1. Locating a Member” to search for the member’s record.

Change/correct the appropriate fields.
Click OK to return to the Person Profile page

Click Save at the bottom of the Person Profile page to commit the changes
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6 Deleting a Degree

As with any delete function, use extreme caution when performing delete transactions. It is possible to
delete the wrong record or records, especially if the member has multiple instances of the degree. If a
record is erroneously deleted, it will have to be recreated.

Note: If this is a degree that has just been added, the |=|/button used to delete some records will not appear
until the user leaves the page and returns. The easiest resolution is to click “Return to Search” and then re-
enter the member’s profile. This is a nuance of the application.

6.1 Deleting a Single Degree

1. Follow the instructions from section “4.1. Locating a Member”, to search for the member’s
record.

2. Click the Education tab.
3. Click the trashcan on the degree row to be deleted.
4. Click OK to confirm the deletion.

Delete Confirmation

Delete current/'selected rows from this page? The delete will occur when the
transaction is saved.

DK Cancel

5. Click OK to return to the Person Profile page.

6. Click Save at the bottom of the Person Profile page to commit the changes.

6.2 Deleting One Degree of Multiple Instances
1. To delete one degree of multiple records of the same type, select the Degree.

~ Degrees (Approval Not Required) Customize | Find | View 0| B | B8 Frst BT q20f2 0 Last
(1] Degree Major Code Qualifying View History
BIOLOGY, =
gachelors Dedqree T
B Bachelors Deqgree GEMERAL |_—|'§| ]E
MSPH Master of Public Health PUBLIC HEALTH % lii
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2. Scroll through the records using the arrows to find the correct record to delete.

Person Profile

Update Degrees

Empl 10: 1187962 dichael Chancler

Profile Type: PERSOM Perzon

Update tem detailz, then select Ok 1o apply changes and return. Select Cancel to return without any changes.

Details Lo
*Date Acquired: :'1 f25020132 IEI ‘il 6 ‘:I
Degree: B Bachelors Deoree
Major Code: a0 BIOLOGY , GEMERAL
*Status: I Arctive - I
Country: il LN United States
State: T Connecticut
School Code: 123020 @ UMIMERSITY OF COMMECTICUT
Minor Code: Q-

Average Grade:

[¥ Graduated
[~ Terminal Degree for Discipline
r Qualifying
[T Accredited
Educator: @

Users can also “View All” records to search for the record to be deleted.

3. Once the correct record has been located, click the Elputton in the upper right corner of the
record.

*Date Acquired: ::'1 25emz E‘j
Degree: B Bachelors Degres
Major Code: a0 BIOLOGY  GEMERAL
*Status: Im
Country: s & United States
State: =T Connecticut
School Code: 129020 @ UNIVERSITY OF COMMECTICLT
Minor Code: Q-
Average Grade: ,—
[¥] Graduated
[~ Terminal Degree for Discipline
r Qualifying
[T Accredited
Educator: %
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4, Click OK to confirm the deletion

| Delete Confirmation

Delete current'selected roves fram this page? The delete will occurwhen the
transaction is saved.

Cancel

5. Click OK to return to the Person Profile page.

6. Click Save at the bottom of the Page Profile to commit the changes.

6.3 Deleting All Records for a Degree Type
Each record must be deleted individually using the steps outlined in section “6.2 Deleting One Degree of

Multiple Instances”. To prevent unintentional deletions of degrees, the trashcan functionality for multiple
instances has been disabled.

The following message will appear if you attempt to delete multiple instances at one time:

You cannot delete an item with Multiple instances. You MUST delete them
individually in the details page.

The PeopleCode program executed an Error statement, which has produced
this message.

Ok
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1. Introduction

This section provides the procedure for the unit Educational Services Officer (ESO) and/or the Servicing
Personnel Officesto enter a member’s Defense Language Proficiency Test (DLPT). The information is
available to the member via self service.

Note: In order for the member to be eligible for Foreign Language Proficiency Pay (FLPP), Foreign
Language/DLPT Test results must be entered following these steps outlined in this section.

2. Portal Navigation
The user can navigate to the Person Profiles page using the path below. At any time, if a user needsto
return to the home screen, the user can click the “Home” link in the upper right-hand corner of the window.

Enterprise Menu > Wor kfor ce Development > Profile Management > Profiles > Per son Profiles

Qualifications: Thislink takes the user to the Person Profile screen. Languages/Foreign Language Test
Results are recorded on the Person Profile screen.

3. Wildcard Search

Direct Access supports the use of three wildcard features when searching for data. The wildcards can be
helpful in finding the exact information that user wants to process. The following are the supported
standard wildcard features.

Character Function

% (percent sign) Match one or more characters.

_ (underscore) Match any single character.

\ (back dash) Escape character — don't treat the next character as a wildcard.

When attempting to search for amember, you may use the “wildcard” search feature. One commonly used
wildcard isthe“_"sign. The use of this sign represents a single letter instead of a group of letters. For
example, if you would like to see all the members whose last names contain the letters“C”, “H” and “N”,
in that order, the“_" wildcard would be used to represent a single letter between the charactersin which it

is placed. An example of the search resultswhen a“_" isused islocated below.
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Find an Existing Value Add a Mew Value

Maximum number of rows to return (up to 300): |300

Empl 1D: begins with ~ |

Profile Type: begins with | =N
Hame: begins with v|

Last Name: begins with ~ [CH_N

Alternate Character Name: begins with ~ |
[[Jinclude History Correct History [[] Case Sensitive

Search || Clear |Basic Search [EF Save Search Criteria

Search Results

Only the first 300 results of a possible 489 can be displayed. Enter more search key information and search again tor

Wiew All Eirst Ii—l 101-200 of 300 |£| Last
Empl D Profile Type Hame Last Hame Alternate Character Name
AWARDS COORD s LELS CHAMDLER (blank)
PERSOM H CHAMDLER (blank)
PERSON 3 CHANDRASEMA (Blank)
4 w | PERSOM ¥ CHAMES blank)
i | PERSOM I CHAMNEY (blank)
3 |RETIREE S CHAMNEY (blank)
K | PERSOM i CHAMEY (blank)
i |RETIREE 1 CHAMNEY (blank)
k | PERSOM k CHAMEY (blank)
K | PERSOM 1 CHAMEY blank)
i | RETIREE 1 CHAMNEY (blank)
1 PERZOM H CHAMEY blank)

Another wildcard that is commonly used isthe “%" sign. Thiswildcard is used to represent multiple
characters. For example, if you would like to see all members whose last names contain the letters“C”, “H”
and “N”, regardless of the order of the |ettersin the name, the “%" wildcard should be used. Below isan
illustration of this example.

Find an Existing Value Add a Mew Value

Maximum number of rows to return (up to 300): |200

Empl ID: begins with - |

Profile Type: begins with - | o,
Mame: begins with ~ |

Last Name: begins with ~ [CH%6MN

Alternate Character Name: begins with ~ |
[ Include History Correct History [[] Case Sensitive

Search ||  Clear |Basic Search Save Search Criteria

Search Results

Only the first 300 results of a possible 1459 can be displayed. Enter more search key information and sea

Miew All First [4] 1-100 of 200 [»] Last
Empl ID Profile Type Hame Lasi Hame Alternate Character Name
B PERSOM 3 CHACOM (blank)
K PERSOM | CHACOM (blank)
] RETIREE B CHACOM (blank)
K PERSOM | CHACOM Blank)
E PERSOM 3 CHACOM (blank)
E PERSOM E CHACOM blank)
3 PERSOM 5 CHACOM (blank)
E PERSOM I CHACOM blank)
E PERSOM & CHACOM (blank)}
K AWARDSES COORD| & CHACOM blank)
E PERSOM B CHACOM (blank}
3 PERSOM E CHADBAMD (blank)
o me PERSOM ] CHADBOLURME (blank}
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4. Entering a new Language/Foreign Language Test Results

When information about a member’s Foreign Language Test Resultsis received and ready to be entered
into Direct Access, navigate to the following page:

Portal Link: Person Profile

Menu path: Main Menu > Workforce Development > Profile Management > Profiles > Person Profiles

Direct Access also remembers recently used pages. If you have used the Person Profile page recently, you
can go to Favorites > Recently Used > Person Profiles

4.1. Locating the Member

1. Usethe Search record to pull up the member’s Person Profile using the member’s EMPLID or
name.

Note: When attempting to search for a member, you may use the Direct Access “wildcard” search
feature. Refer to section “3. Wildcard Search”, for further instruction

Person Profiles

Enter any infarmation you have and click Search. Leave fields blank far a list of all values.

Find an Existing Value . Add a New Value
Maximum number of rows to return (up to 300y (300

Empl 1D: begins with - | @

Profile Type: begins with ~ | @,
Hame: beqins with v|
Last Hame: begins with v|

Alternate Character Name: beagins with v|

[[1Include History [¥] Correct History  [[] Case Sensitive

Search || Clear | BasicSearch E;F Save Search Criteria

2. Click the Search button. If the search returns more than one record, be sure to select the correct
member’ srecord that has “PERSON” in the Profile Type column

\PERSON I . thlanky |
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4.2. Viewing Languages

1. Click on the Qualificationslink.

Favorites Main Menu > Workforce Development > Profile Management > Profiles : Person Profiles

Person Profile

Empl 1Dz Pr————
Profile Type: PERSON Person

*Profile Status: Active -

*Description: |
Profile Actions: =Select Action> - » 0o 5

Competencies - Qualifications Education

2 Frst Kl 92012 O ast

Customize | Find | View Al | B | 7

1] Competency E ive Date E ion Type Proficiency
01/23/2012 Approved/Official Good
& 01/25/2012 Approved/Official Tier2

Add Mew Competencies

Competencies Qualifications Education

Language View History

Ch Chinese (Mandarin EI

FR French

[ Add Mew Landuade Skills ]

Languages with the same L anguage Codes are grouped together. The = iconinthe“View
History” column signifies that the member has received the language more than once. Click on the
icon to view all instances of the language.

Below is an example of all the languages the member has under the ‘French’ Language Code:

Person Profile

Update Language Skills

Language Skills (Approval Not

Required) Customize | Find | View A1 B | 3 First B 42072 T Las
Effective Date Language (1]
01/27/2012 French FR
01/25/2011 French FR

2. If the member has more than five language rows, only the first five will be displayed. Click on the
View All link to display all of the member’ s languages.
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4.3. Adding a New Language/Foreign Language Test Result

1. Toaddanew Foreign Language Test Results to the member’s profile, Click on the “+ Add New
Language Skills’ link. The* Add new Language Skills’ page appears.

. )
Customize | Find | Visw All] = | ®#  First 4] 1-2 of 2 B4 | ast

i} Language View History
CM Chinese (Mandarin) E
FR French B i

[#] Add New L anquage Skills 4;

Note: All the fields will be blank if the member does not have any Foreign Language Test Results
present in the system.

Person Profile
Add New Language Skills

Empl 1D:

Profile Type: PERSOMN Person

Add item details. Select OK to apply changes and return. Select Cancel to return. Select Apply and Add to
continue adding additional items.

Eind | View Al First B} 1 or1 I3 Last

“Data Entry Date: 01/25/2012 = [+]
*Language: @,
=Status: Active -

Proficiency Level: h

Listening Test Date: E:J
Reading Test Date: B

*Expiration Date: EJ

Reading Score: @

Listening Score: @
Ok Cancel Apply and Add Another

2. Onthe Add New Languages page enter the data about the Foreign Language:

Field Description/I nstructions

*Data Entry Date Thisfield defaults to today’ s date. Y ou can change the date by

(Required) Data Entry Date field.

*Language Enter the Language code or, search for the Language code by

(Required) clicking on the magnifying glass. Click the ‘Look Up’ button to
see alist of all languages or enter search criteria and then click
‘Look Up'.

* Status Thisfield defaultsto “Active’. DO NOT change this field.

(Required)

Proficiency Level Enter the Proficiency level based on the listening and reading
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test scores

Listening Test Date Enter the date the Listening Test was taken for the language
being entered.

Reading Test Date Enter the date the Reading Test was taken for the language
being entered.

*Expiration Date Enter the Expiration Date for the language being entered.

(Required)

Reading Score Enter the Reading test score received for the language being
entered.

Listening Score Enter the Listening test score received for the language being
entered.

3. Click “OK” to return to the Person Profile page.
4. Click “Save’ at the bottom of the Person Profile page to commit the changes.

NOTE: If the wrong language was selected, delete it and repeat Step 4.3.

4.4. Adding a Previously Granted Foreign Language Test Results for the

Same Type of Language
Same Language can be granted multiple times based on how often the member takes the Defense
Language Proficiency Test. In these cases, the procedure to add the Foreign Language Test Result to a

member’s Person Profileis slightly different. To add another instance of the same Language, follow
these steps:

1. Click the Qualificationstab. A list of the member’s current languages will display under the
Languages content section

2. Inthe Language column, click on the existing language row

" fﬁ:ﬁ‘lﬂafutiluujmt

D Language
CM Chinese {Mandarin) m
FR STy e —

3. Theuser will be directed to the “Update Languages’ page. Click on the [+] signin the top right
corner of the Detail box to insert a new effective dated row
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Update Language Skills

Empl 10
Profile Type:

FERSON

Person

Update item details, then select OK to apply changes and return. Select Cancel to return without any

changes.

*Data Entry Date:
Language:

*Status:

Proficiency Level;

Listening Test Date:

Reading Test Date:
*Expiration Date:

Reading Score:

Listening Score:

01/24/2011 5]

FR
Active -

Interpreter 4

01/02/2011 |
01/02/2011 )
01/02/2012 Ei

Find | View All First K 4 of 4 DX Last

—]

French

3+

OK | Cancel

A new Language Skills record is created with the current date populated in the Data Entry Date
field. Also, the record will say “1 of x” in the upper right corner of the record. Any fields that were
populated on the previous Language row will be brought forward and populated on the new row.
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Person Profile

Update Language SKills

Empl ID:

Profile Type: PERSON Person

Update item details, then select OK to apply changes and return. Select Cancel to return without any
changes.

Find | View All First

012502012 El

Language: FR

Data Entry Date:

French
*Status: Active hd

Proficiency Level: Interpreter 4 d

Listening Test Date: 01/02/2011 B
Reading Test Date: 01/02/2011 ]

*Expiration Date: 0102/2012 [
Reading Score: 3+
Listening Score: 2

oK | | Cancel

4. Enter the data in the same manner as “4.3 Adding a New L anguage/Foreign Language Test
Result.”

Verify that all fields are correct. The application will automatically pull data from the previous

record into the new one. The user will need to correct or delete the datain all pre-populated fields,
if necessary.

6. Click “OK” to return to the Person Profile page.
%

7. Upon returning to the Qualifications tab, the multiple records icon will be there.
8. Click “Save’ at the bottom of the Person Profile page to commit the changes.

NOTE: Once therecord is saved, the Language code cannot be changed.

5. Correcting a Language/ Foreign Language Test Result Record

5.1. Correcting a Language Code

If the Language Code needs to be corrected, the user MUST first delete the Language record and re-

enter it using the correct Language Code. Follow the stepsin section “6. Deleting a Language” to
delete a Language record.

10
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5.2. Correcting other Language Data
1. Follow theinstructionsin section “4.1 Locating the Member” to search for the member’s
record.

2. From the Language Skills content section, select the language to be updated or corrected. If
the member has received the language multiple times, be sure to select the correct language
record.

3. Change/correct the appropriate fields.
4. Click “OK" to return to the Person Profile page.

5. Click “Save’ at the bottom of the Person Profile page to commit the changes.

6. Deleting a Language

As with any delete function, use extreme caution when performing delete transactions. It is possible to
delete the wrong record or records, especially if the member has multiple instances of the same language. If
arecord is erroneoudy deleted, it will have to be recreated.

NOTE: If thisis alanguage that has just been added, the “-“button used to delete some records will not

appear until the user leaves the page and returns. The easiest resolution is to click “Return to Search” and
then re-enter the member’s profile. Thisis anuance of the application.

6.1. Deleting a Single Language Skill

1. Follow theinstructionsin section “4.1. Locating the Member” to search for the member’s
record.

2. From the Language Skills content section, select the language to be deleted. If the member
has received the language multiple times, be sure to select the correct language record.

3. Todelete alLanguage Skill that a member has received only once, click the trash can on the
Language row

1D Language View History
CM Chinese (Mandarin) WE‘
FR French By i

4, Click “OK” to confirm the deletion.

Delete Confirmation %]

Delete current’'selected rows from this page? The delete will occur when the
transaction is saved.

Cancel

11
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Click “OK” to return to the Person Profile page.

Click “Save” at the bottom of the Person Profile page to commit the changes.

6.2. Deleting One Language Where Multiple Instances Exists

1.

To delete one Language Skill of multiple records of the same type, select the Language.

+ Language Skills (Approval Not

customize | Find | View A1 B | = Fist KN 42072 1F a5

i} Language View History
IDM Chinese (Mandarin} ]'EI
‘. | I - |
FR French =R m

Language Skills (Approval Not -

Reguired) o Customize | Find | View A1 | B | 3 Fisy

|Effective Date Language (1]

01/02/2012 |\Erench FR

IU1!24J2{J11 |\Erench FR

Return to Profile

Scroll through the records using the arrows to find the correct record to delete.

Person Profile

Update Language Skills

Empl ID:

Profile Type: PERSON Person

Update item details, then select OK to apply changes and return. Select Cancel to return without any

changes.

I .
Find | View £ 212 1 | ast

*Data Entry Date: 011252012 |[5) =0

Language: FR French

*Status: Active v

Proficiency Level: Interpreter 4 -

Listening Test Date: 01/02/2011 B

Reading Test Date: 01/02/2011 E"J
*Expiration Date: 01/02/2012 E

Reading Score: 3+ &

Listening Score: 2 &
. ok || Cancel |

12
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Userscan also “View All” records.

Person Profile

Update Language Skills

Empl IDx:

Profile Type: PERSOM Persan
Update item details, then select OK to apply changes and return. Select Cancel to return without any
changes.

—— =
ool View Al First & 1 of 2 D st

*Data Entry Date: 0112512012 |[H =® =
Language: FR French
*Status: Active -

Proficiency Level: Interpreter 4 -

Listening Test Date: 01/02/2011 E]
Reading Test Date: 01/02/2011 E]
*Expiration Date: 01/02/2012 El

Reading Score: 3+

Listening Score:

Once the correct record has been located, click the “-“ button in the upper right-hand
corner of the record.

13
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Person Profile

Update Language SKills

Empl ID:
Profile Type:

Update item details, then select OK to apply changes and return. Select Cancel to return without any

changes.
Details

*Data Entry Date:
Language:

*Status:

Proficiency Level:

Listening Test Date:

Reading Test Date:
*Expiration Date:

PERSON

01/25(2012 [

FR
Active -

Interpreter 4

01/02/2011 El
01/02/2011 1
01/02/2012 [#]

Person

Find | View Al First | 1 or2 I Last

French

Reading Score: 3+
Listening Score: 2
OK Cancel

4, Click “OK” to confirm the deletion

Delete Confirmation

Delete currentiselected rows from this page? The delete will accur when the
transzaction is saved.

Cancel

5. Click “OK” to return to the Person Profile page.

6. Click “Save’ at the bottom of the Person Profile page to commit the changes.

6.3. Deleting All Records for a Language Skill

This processis the same as deleting only one instance of a Language code. Each record must be
deleted individually using the steps outlined in section “6.2. Deleting One Language Where Multiple

I nstances Exist”.

To prevent unintentional deletions of awards, the trash can functionality for multiple languages of one

type has been disabled.

The following message will appear if you attempt to delete multiple languages at one time:

individually in the details page.

this message.

Ok

You cannot delete an iterm with Multiple instances. You MUST delete therm

The PeopleCode program executed an Error statement, which has produced

14
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Licenses and Certifications

1 Introduction

Individual USCG licenses and certifications are maintained in the Person Profile of Direct Access.
Authorized users enter and maintain thisinformation. The information is available to USCG membersvia
self-service. This section provides the procedure for adding, updating, and deleting Licenses &
Certifications via the Person Profile page.

2 Portal Navigation
The user can navigate to the Person Profiles page using the path below. At any time, if a user needsto
return to the home screen, the user can click the “Home” link in the upper right-hand corner of the window.

Enterprise Menu > Wor kfor ce Development > Profile Management > Profiles > Per son Profiles

Licenses/Certifications: This navigation takes the user to the Person Profile screen. Licenses/Certifications
are recorded on the Person Profile screen.

3 Wildcard Search

Direct Access supports the use of three wildcard features when searching for data. The wildcards can be
helpful in finding the exact information that user wants to process. The following are the supported
standard wildcard features.

Character Function

% (percent sign) Match one or more characters.

_ (underscore) Match any single character.

\ (back dlash) Escape character — don't treat the next character as a wildcard.

When attempting to search for a member, you may use the “wildcard” search feature. One commonly used
wildcard isthe“_"sign. The use of this sign represents a single letter instead of a group of letters. For
example, if you would like to see all the members whose last names contain the letters “C”, “H” and “N”,
in that order, the“ " wildcard would be used to represent a single letter between the charactersin which it

is placed. An example of the search resultswhen a“_" isused islocated below.

! Add a Mew Value

Maximum number of rows to return (up to 300y |200

Empl 1Dz begins with

Profile Type: begins with =N
Name: pegins with -

Last Name: begins with - |CH_MN

Alternate Character Name: begins with
[Tlinclude History [¥] Correct History [ | Case Sensitive

Search Clear Basic Search [EF Save Search Criteria

Search Results
Only the first 300 results of a possible 489 can be displayed. Enter more search key information and search againtor
Mieww All First | 4] 101-200 of 200 || Last
EmplID Profile Type Hame Last Hame Alternate Character Name
AWARDES COORD 1 CHAMDLER (blank)
PERSOM : [ )
PERSOM [
| PERSOM [
(PERSOM [ )
RETIREE (blank)
PERSOM (bla
RETIREE (blank)
PERSOM i (Blank)
PERSOMN 1 (Blank)
RETIREE 1 (Blank)
PERSOM b (blank)

o

i

o

i

Another wildcard that is commonly used isthe “%" sign. Thiswildcard is used to represent multiple
characters. For example, if you would like to see al members whose last names contain the letters“C”, “H”
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and “N”, regardless of the order of the |ettersin the name, the “%” wildcard should be used. Below isan
illustration of this example.

Find an Existing Value Add a New Value

Maximum numiber of rows to return (up to 300) |300

Empl 1D begins with - |
Profile Type: begins with - | =N
Hame: begins with - |
Last NHame: begins with - |CH%N
[

ARlternate Character Name: begins with -

[[linciude History [ Correct History [] Case Sensitive
Search Clear |Basic Search [EF Save Search Criteria

Search Results

Only the first 300 results of a possible 1459 can be displayed. Enter more search key information and sea

Miew All First [4] 1100 of200 |[p| Last
Empl ID Profile Type Name Last Hame Alternate Character Hame
i PERSOM 4 CHACOHM blank)

PERSOM i CHACOM blank)

RETIREE i CHACOM blank)

PERZSOM 8 CHACCOM blank)

PERZSOM 3 CHACOHM blank)

PERSOM £ CHACOM Blank)

PERSCOM 4 CHACCHM blank)

PERZSOM 5 CHAC O blank)

PERSOM i CHACOM blank)

AWARDS COORDH K CHACOM blank)

PERSOM . CHACOHM blank)
K PERSOM £ CHADBAMND: Dlank)
T e b PERSOM 3 CHADBOURME (Blank)

4 Entering a License or Certification
When information about a member’s License or Certification isreceived and ready to be entered into
Direct Access, navigate to the following page:

Portal Link: Person Profile

Menu path: Main Menu > Workforce Development > Profile Management > Profiles > Person Profiles

4.1 Locating the Member

1. Usethe Search record to pull up the member’s Person Profile using the member’s EMPLID or
name.

HINT: When attempting to search for a member, you may use the Direct Access “wildcard”
search feature. Refer to section ‘3. Wildcard Search’ for more information.

Person Profiles

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a Mew Value

Maximum number of rows to return (up to 200} |300

Empl ID: begins with ~ | e —
Profile Type: begins with - | @,

Name: pegins with ~ |

Last Name: begins with - |

Alternate Character Name: begins with - |

[[Jinclude History [¥] Correct History [] Case Sensitive

Search Clear :Elasic:Searc:h EF Save Search Criteria




Licenses and Certifications

2. Click the Search button. If the search returns more than one record, be sure to select the correct
member’ s record that has “PERSON” in the Profile Type column.

I |FPERSOM ﬁl. hlankd |

Note: If amember has both a Person Profile and an Awards Coordinator Profile, then that
member isa PHS officer who is or has been assigned to the Coast Guard for duty. Use the
“PERSON" profile to record the data.

4.2 Viewing Licenses or Certifications
1. Click the Qualifications tab.

Person Profile

Empl ID:
Profile Type: PERSON Farsan
“Profle status: ave ]
*Description: |
Profile Actions: | <Select Action® t] @ ﬂ =]
Competencies GQualifications Education
] Competency *Effective Date Evaluation Type Proficiency
02/01/1989 Approved/Official Good ﬁ
02/01/1983 Approved/Officisl Good ﬂ
08/01/2002 Approved/Officisl Good ﬂ
10/06/2008 Approved/Official Good ﬂ
08/01/2002 Approved/Official Good D

I
i

ﬂ Add New Competencies
A list of the member’s current Licenses & Certifications will be displayed in the Licenses &
Certificates content section.
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- - - - -
Person Profile
Empl 1D: em o m
Profile Type: FERSOHN Farson
*Profile 5tatus:
*Description: |
Profile Actions: | *Select Action> @ o S
Competencies Qualifications Education

¥ Honors and Awards {Approval Not Required
[+] Add Mew Honors and Awards
F Language Skills [(Approval Not Required)

EI Add New Language Skills
w Licenses & Certifications [Approwval Mot

Customize | Find | View Al

v} License Qualifying Expiration Date

ATP Airline Transport Pilot EI

|+| Add Mew Licenses & Cerifications

F Memberships (Approval Hot Required

[+| Add Mew Memberships

NOTE: Licenses/Certifications with the same Code are grouped together. The % iconinthe “View
History” column signifies that the member has received the license/certification more than once. Click
on theicon to view al instances of the license/certification.

2. If amember has more than five licenses/certifications, only the first five will be displayed. Click
on the View All link to display all of the member’ s licenses/certifications. Check to seeif the
license/certification, with a different effective date, has previously been entered on the member’s
record.

« Licenses & Certifications (Approval Not

Required)

D License Qualifying D'E""“tc o View History
2NDMTEST  [2nd Mate Steam MV (ocean) | | 01/01/2018 i}
ASCEPM As Certif Project Management i |
CGMCPM Kasters Certin Project Mngmt
CGPM1 Program Manager [ 02/02/2014 i |
LOCKSMIT | Locksmith License
S ——— S S ———

3. If thelicense/certification is a new license/certification, proceed to section ‘4.3 Adding a New
License or Certification’. If the license/certification currently exists, proceed to section ‘4.4
Adding a Previously Granted License or Certification of the Same Type'. To add a historical dated
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license/certification, proceed to section ‘4.5 Adding a Historical Dated License or Certification of

the Same Type'.

4.3 Adding a New License or Certification
Follow the steps below to add a new license or certification to a member’ s profile.

1. Toadd anew license/certification, click on the “Add New License & Certification” link located
below the Licenses content section.

10 License Qualifying Expiration Date
ATP Airline Transport Pilot
+| Add Mew Licenses & Cesifications {_’ ]

2. Onthe“Add New Licenses & Certifications’ page, enter the following fields:

Field Description/l nstructions

*|ssue Date (Requir ed) Enter the date the License or Certification wasissued. Also known as
the Effective Date. Click on the ! icon to choose a date.

*License (Required) Click the ““ to access the Lookup License search page. Enter search
criteriaand click the Lookup button.

*Status (Required) Leave as Active

Country Defaults to USA. If not USA, click the “* to display the Lookup

Country Table. Enter partial search criteria. Click Search to display
possible matches. A single click on any column in that row retrieves
the page.

State Enter the State abbreviation or click the “ to display the Lookup
State Table. Enter partial search criteria. Click Search to display
possible matches. A single click on any column in that row retrieves

the page.

Type of Restriction N/A

Renewal in Progress If applicable, check this box

License Verified If applicable, check this box

Expiration Date If applicable, enter the date the License or Certification expires

Qualifying If applicable, check this box

License/Certification Enter the License or Certification number

Number

Issued By Enter the organization that issued the License or Certification, i.e.,
Department of Agriculture, USCG TRACEN Cape May, American
Red Cross, etc.

OK Click OK to Save the page. NOTE: The entry will not be saved to the
Person Profile until you click SAVE at bottom of the Person Profile
page

For fields that have the * Lookup’ icon next to it, you may narrow the search by clicking on the
icon and entering a value in one or many of the search fields on the Lookup page.
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Content Item I D: Enter all or part of the license/certificate code
Content Group Type: N/A

Content Group: N/A

Description: Enter al or part of the title of the license/certificate

cooe

After you click OK you will be returned to the Person Profile page. The new license or certification
will be displayed in the summary grid.

3. Click the Save button located at the bottom of the Person Profile page to commit the entry.

NOTE: If the wrong license or certification was selected, delete it and repeat Step ‘4.3. Adding a New
License or Certification’

4. Click on “Return to Search” to enter information on a different member or Home to return to the
Portal Homepage.

4.4 Adding a Previously Granted License or Certification of the Same
Type

Follow the steps below to add a new row to a License or Certification Code that currently existsin the
member’s profile.

NOTE: The system allows a license/certification with different effective datesto be entered on a
member’s record multiple times. Adding a new effective dated row involves adding a new row to the
license/certification data history.

1. Click the Qualificationstab. A list of the member’s current licenses/certifications will display
under the Licenses & Certifications content section

Comy ncies Gualifications Education

F Honors and Awards [Approval Not Required

[+] Add Mew Honors and Awards

+ Language Skills (Approval Not Required)

There are currently no Language Skills for this profile. Flease add one if required.

|#] Add New Language Skills

+ Licenses & Certifications (Approval Not b=

R ¢ Customize | Find | View All | 2N First £l 1-2 of 2 0 Last
v} License Gualifying Expiration Date
ASCEPM AA Certif Project Management U
ATP Airline Transport Filot i

|+| Add Mew Licenses & Certifications

2. Inthe License column, click on the existing license/certification record.
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* Licenses & Certifications (Approwval Not

Custemize | Fnd | Vi

1D License Gualifying |Expiration Date
ASCEPM A4 Certif Project Management L1 E
ATP |Airline Transport Filot O i

[#] Add Mew Licenses & Certifications
The user will be directed to the “Update Licenses & Certifications’ page.

Person Profile
Update Licenses & Certifications

Empl 10

Profile Type: PERSON Person

Update itern details, then select OK to apply changes and return. Select Cancel to return without any
changes.

tlseye Date: 08/01/2008 o +©
License: ASCEPM Adb Cerif Project Management

“status:

Country: usa @, United States
State: @,

Type of Restriction: | 0-Nons

D Renewal In Progress

[ License verified

Expiration Date: rﬁl

[] qualifying
License/Certification Number: @'
Issued By: %

IMPORTANT: The system does not alow the entry of duplicate entriesin a member’ s profile. If
you enter alicense or certification with an Issue Date that already existsin the member’s profile,
you will receive an error message. Y ou must indicate a different date to resolve the error.
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3. Clickonthe signinthe top right corner of the Detail box to insert a new effective dated row.

*|ssue Date: 08/01/2008 [ E [+ (] ]

License: ASCEFPM AA Certif Project Management

“Status:

Country: Usa @, United States
State: @,

Type of Restriction: | 0-Mens

D Renewal In Progress

[ License verified

Expiration Date: @

[ qualifying
License/Certification NHumber: %
Issued By: %

4. A new license or certification record is created with the current date populated in the Issue Date
field. The Details box will display “1 of 2" in the upper right corner of the record. Any fields that
were populated on the previous license/certification row will be brought forward and populated on
the new row.

“lssue Date: [orzs2012 | +HO o

License: ASCEPM A4 Certif Project Management

S

Country: [usa @, United States
State: | @,

Type of Restriction: |{l-hlnne

D Renewal In Progress

[ License Verified
Expiration Date: | @

(] Gualifying

License/Certification Number: %

Issued By: %

10
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5. Complete the additional fields asindicated in section ‘4.3. Adding a New License or
Certification'.

6. Click OK to return to the Person Profile page. Upon returning to the Person

Profile page, the multiple recordsicon [ | will be displayed on the row for the newly added
license/certification.

10 License Qualifying Expiration Date View History
P A A e fai i L L =1 ]
ASCEFM A4 Cerif Project Managemsent l =]
ATF Airline Transpoat Pilot

+ | Add Mew Licenses & Cerifications

7. Click the Save button located at the bottom of the Person Profile page to commit the entry.

8. Click on “Return to Search” to enter information on a different member or Home to return to the
Portal Homepage.

4.5 Adding a Historical Dated License or Certification of the Same Type
The Effective Date of the license/certification being entered cannot be prior to the Effective Date of
the existing license/certification. If the Effective Date of the license/certification being entered is
prior to the Effective Date of the license/certification that has already been entered, you will need to
enter the new license/certification below the license/certification that already exists and adjust the
Effective Dates of both license/certification entries PRIOR to saving the page.

4.5.1 Adding a Historical Dated Row Mid-Stack
Inserting arow mid-stack is the process of adding arow BETWEEN two existing records. For
example, if the user is entering a license/certification with a July 1, 2008 Effective Date and two
licenses/certifications currently exist with the Effective Dates of June 1, 2010 and August 1, 2006,
the user will be required to enter the July 2008 row mid-stack.

Follow the following steps to enter a historical dated license/certification mid-stack:

1. Follow theinstructionsin section ‘4.1. Locating the Member’, to search for the member’s record.

2. Click the Qualifications tab and search for the Licenses & Certifications content section. A list of

the member’s current licenses/certifications will display under the Licenses & Certifications
content section

3. Inthe License column, click on the existing license/certification record in which a historical dated
row will be entered.

11
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b Lrnse:.&(:ertiﬂ::aﬁuns- [Approwal Not Gustomize | Find | View Al | El | 1

eguired

B e {@ualityiog Expiration Date View History
ASCEPM | AA Cerif Project Management | [ | m i
ATP Airline Transport Pilot ] n

ﬂ Add Mew Licenses & Cerifications
The user will be directed to the “Update Licenses & Certifications’ page.

4. Click “View All” in the top right corner of the Details bar to view all current rows on the
member’s record.

Update Licenses & Certifications

Empl 1D:
Profile Type: PERSCN Ferson
Update itemn details, then select Ok to apply changes and return. Select Cancel to return without any
changes.
= | View Al First 1 1 of 2 I3 Last
tssue Date: osim1/z010 ) +®
License: ASCEPM AA Certif Project Managemsent

“Status:

Country: USA @, United States
State: @,

Type of Restriction: | O-None

D Renewal In Progress

[ License Verified
Expiration Date: EI

(] qualifying

License/Certification Number: %‘

Issued By: %

12
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5. Click the sign located on the most historically dated row. Using the example above the most
historically dated row is: August 1, 2006.

Details

*|ssue Date:

License:

=5tatus:

Country:
State:

Type of Restriction:

Expiration Date:

License/Certification
Number:

Issued By:

*lssue Dhate:

License:

*5tatus:

Country:
State:

Type of Restriction:

Expiration Date:

License/Certification
Number:

Issued By:

D6/01/2010 [

ASCEFM

Find | view1 First EJ

AA Certif Project Management

United States

| O-Mone

|:| Renewal In Progress

[ License Verified
(i)

[ Qualifying

[cei01/2008 W

ASCEPM
= @,
| @,

—— 0

A& Certif Project Management

United States

|D—Naue

[J Renewal In Progress

[ License Verified
| (i)

O Qualifying

13
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6. A new License/Certification record is created with the historical date populated in the Issue Date
field. The Details box will display “1 of 3" in the upper right corner of the record. Any of the
fields that were populated on the historical dated row will be brought forward and populated on

the new row.

T grs O g

peio1/2010 Gl

Find | Viewall  First

219 5

AA Certif Project Managemeant

United States

Type of Restriction:

*lssue Date:
License: ASCEPM
=5tatus:
Country: Ir%
State: @,
| O-Mons

[ Renewal In Progress

[JLicense Verified
Expiration Date: L
O @Qualifying
License/Certification
Mumber:
Issued By:

*lssue Date: 172008 Li
License: ASCEPM

*Status:
Country: |I.I3I5. @,
State: | @,

eing | viewan First K 2013 D o

219 3

&4 Certif Project Management

Unit=d States

Type of Restriction: |'D-hlane

[JRenewsl In Progress

[ License Verified
Expiration Date: [ W
O @ualifying
License/Certification
Humber:
Issued By:

'-\.Ejl- '-\.E E-

14
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Details eng | viewan iz K sors
*|ssue Date: 0172008 C ilﬂ =]
License: ASCEPM A2 Cartif Project Managemant
*Status:
Country: usa @, United States
State: @
Type of Restriction: | O-Nanz
ORenewal In Progress
[ License Verified
Expiration Date: W
O Qualifying
License/Cartification L2
Mumber:
Issued By: @‘

7. Adjust the Issue Date of the new row to reflect the date the license/certificate was effective. Using
the example provided above, the new Issue Date is: July 1, 2008

Find | View All  First Hbsp:0 Last
*lssue Date: fo7io1/z008 i Y =
License: ASCEPM A& Certif Project Managsment
Country- usa @ United States
State: @,
Type of Restriction: | 0-Nons
[JRenewal In Progress
[ License Verified
Expiration Date: W
O @ualifying
License/Certification 5
Number:
Issued By: -

8. Complete the additional fields according to the instructionsin section ‘4.3. Adding a New License
or Certification’.

9. Click OK to return to the Person Profile page.

15
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10. Click the Save button located at the bottom of the Person Profile page to commit the entry.
NOTE: Once therecord is saved, the License/Certificate Code cannot be changed

11. Click on “Return to Search” to enter information on a different member or Home to return to the
Portal Homepage.

4.5.2 Adding a Historical Dated Row End-Stack
Inserting arow end-stack isthe process of adding arow AT THE END of one or multiple existing
records. For example, if the user is entering alicense/certification with a January 1, 2001 Effective
Date and two licenseg/certifications currently exist with the Effective Dates of June 1, 2003 and
April 1, 2002 the user will be required to enter the January 2001 row end-stack.

Follow the following steps to enter a historical dated license/certification end-stack:

1. Follow the instructions from section ‘4.1. Locating the Member’ to search for the member’s
record.

2. Click the Qualifications tab and search for the Licenses & Certifications content section. A list of
the member’s current licenses/certifications will display under the Licenses & Certifications
content section

3. Inthe License and Certification column, click on the existing license/certification record in which
ahistorical dated row will be entered.

] Licanes Guaiirtjing Expiration Dats Wisw History

ASCEPM A4 Certif Project Management I’ i |
ATF i |
IR = 0

The user will be directed to the “Update Licenses & Certifications’ page.

16
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4. Click “View All” inthe top right corner of the Details bar to view all current rows on the

member’ s record.

Person Profile

Update Licenses & Certifications

Emgp I
Profile Type:

PERSOM Parsan

Lipdate itemn details, then select OK 1o apply changes and rebum, Seled Cancel to retumn without any
changes

Type of Restriction:

Expiration Date:

License/Cartification
Humber:

Issued By:

venizens W 9 =
IR INFORMATION RESOURCE MGMT
rtive -
UsA Q, United States
| @
-Mane -
[ Renewal In Progress
[7] License Verified
[ o
[T Qualifying
¥

17
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Click the sign located on the most historically dated row. Using the example above the most
historically dated row is: April 1, 2002.

Detaids Find | Wimw 1 12012 U
el o6oi2003 W #9 =
License: IRM INFORMATION RESOURCE MGMT
*Status: Actrve -

Couniry: {USA @ United States
State: i Q
Type of Restriction: 0-Nona >
[ Renewal in Progress
[ License Verified
Expiration Date: | L1
[T Qualitying
License/Certification ¢
Humber:
Issued By €
T @39 =

*lssue Date: (040172002 C]

Licensa: IRM INFORMATION RESOURCE MGKHT

-s.ums: Actre -

Country: [usA Q Uniled States
State: i @
[] Renewal In Progress
[Tl License Verified
Expiration Date: I L
["] Qualitying
License/Certification
Humbeer:
Issued By

18
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6. A new License and Certification record is created with the historical date populated in the Issue
Datefield. The Details box will display “1 of 3" in the upper right corner of the record. Any of the

fields that were populated on the historical dated row will be brought forward and populated on
the new row.

*Issue Date: /0172003 W +9 -
License: IR INFORMATION RESOURCE MGMT
*Status: m

Country: b 4, United States

e i

Type of Restriction: [_':"“*“"" @

[ Renewal In Progress
O License Verified

Expiration Date: W
O Qualifying
License/Certification [
Muimber:
Issued By: ¥
Details Find | viewan Firgt K 2005 D an
*|ssue Date: |a 0172002 ¥ iJ =)
License: IR INFORMATION RESOURCE MGMT
Country- = @, United States
State: | @,
Type of Restriction: |':"N°"'E
O Renewal In Frogress
[ License Verified
Expiration Date: [ )
O Gualifying
License/Certification =
Humber:
Issued By: @‘

19
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Fing | view s First B sors T e

*|ssue Date:

License:

=5tatus:

Country:
State:

Type of Restriction:

Expiration Date:

License/Certification
Mumber:

lssued By:

219 3

01/2002 W
IRM INFORMATION RESOURGCE MGMT

United States

| I-Mone

CJRenewal In Progress
[JLicense Verified

W

Oaualifying

7. Adjust the Issue Date to reflect the date of the new license/certification being entered on the
record. Using the example provided above, the new Issue Dateis. January 1, 2001

*|ssue Date:

License:

=5tatus:

Country:
Etate:

Type of Restriction:

Expiration Date:

License/Certification
Number:

Issued By:

Find | viewan First K sors T e

|19 =

1311 INFORMATION RESOURCE MGMT

United States

| O-Mone

CJRenewal In Progress

[ License Verified
W

[ qualifying

8. Complete the additional fields according to the instructions in section ‘4.3. Adding a New License

or Certification’

9. Click OK. After you click OK you will be returned to the Person Profile page.

20
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10. Click the Save button located at the bottom of the Person Profile page to commit the entry.
NOTE: Once therecord is saved, the License/Certificate Code cannot be changed.

11. Click on “Return to Search” to enter information on adifferent Officer or Home to return to the Portal
Homepage.

5 Correcting a License or Certification Record

5.1 Correcting a License or Certification Code
If the License or Certification Code needs to be corrected, the user MUST first delete the record and
reenter it using the correct License/Certification Code. Directions on how to delete arecord can be
found in section ‘6. Deleting a License or Certification’.

5.2 Correcting other License or Certification Data
1. Follow theinstructions from section ‘4.1. Locating the Member’ to search for the member’'s
record.

2. Change/correct the appropriate fields.
3. Click OK to return to the Person Profile page.

4. Click Save at the bottom of the Person Profile page to commit the changes.

6 Deleting a License or Certification

Aswith any delete function, use extreme caution when performing delete transactions. It is possible to
delete the wrong record or records, especially if the member has multiple instances of the
license/certification. If arecord is erroneously deleted, it will have to be recreated.

Note: If thisisalicense/certification that has just been added, the = button used to delete some records
will not appear until the user leaves the page and returns. The easiest resolution isto click “Return to
Search” and then re-enter the member’s profile. Thisis a nuance of the application.

6.1 Deleting a Single License or Certification
1. Follow theinstructionsin section ‘4.1. Locating the Member’ to search for the member’ s record.

2. Click the Qualifications tab and search for the Licenses & Certification content section.
3. Click the trashcan on the license or certification row to be deleted.
4, Click OK to confirm the deletion.

Delete current/selected rows from this page? The delete will occur when the

transaction is saved.

Cancel

5. Click OK to return to the Person Profile page.

21
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6. Click Save at the bottom of the Person Profile page to commit the changes.

6.2 Deleting One License and Certification of Multiple Instances
1. Todelete one license/certification of multiple records of the same type, select the
License/Certification.

mms B Certifications (Approval Not Cuetomtze | Find | ien Al E - P,

|II:I Licenes Quaiityng Expiretion Dats ‘Vi=w History

‘ﬁ.SEEF’M &4 Certif Project Mensgement | || ;3 i

ATP Airiinz Transport Filot o
INFORMATION RESOURCE

[ MGIT | L O

¥ Add Mew Licenses & Certifications
2. Scroll through the records using the arrows to find the correct record to delete.

Perzon Profile

Update Licenses & Certifications

Empl 1D:
Profile Type: FERSOMN Parson
Update item details, then select OK to apply changes and return. Select Cancel to return without any
changes.
- =
Details "' » D 1aa
- o o -
*|ssue Date: Em’mm L H*Y =]
License: ASCEPM A& Certif Project Management
Country: [usa @, United States
State: | @,
Type of Restriction: |':"N"""'E
[JRenewal In Progress
OLicense Verified
Expiration Date: [ W
O @ualifying
License/Certification 3
Number:
Issued By:

Userscan also “View All’ recordsto search for the record to be deleted.

22
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3. Oncethe correct record has been located, click the Eh button in the upper right corner of the

record.
Find | ViewAll First K 1073 o

*|ssue Date: E.-'-:ﬂ.-‘z-:ﬂ-:' W) =
License: ASCEPM A8 Certif Project Mansgement

*Status: ™

Country: |U5"!" a, United States
State: | o,

Type of Restriction: | 0-None ™
O Renewsal In Progress
OLicense Verified

Expiration Date: Ii,l
Oaualifying

License/Certification

Humber:

Issued By:

4. Click OK to confirm the deletion

[ Delete Confirmation

Delete currentiselected ravws from this page™ The delete will occurwhen the
transaction is saved.

5. Click OK to return to the Person Profile page.

6. Click Save at the bottom of the Page Profile to commit the changes.

6.3 Deleting All Records for a License or Certification Type

Each record must be deleted individually using the steps outlined in section ‘6.2. Deleting One License or
Certification of Multiple Instances'. To prevent unintentional deletions of license/certifications, the
trashcan functionality for multiple instances has been disabled.

The following message will appear if you attempt to delete multiple instances at one time:

| Message

You cannot delete an itern with Multiple instances. You MUST delete themm
individually in the details page.

The PeopleCode program executed an Error staterment, which has produced
this message.
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1 Introduction

Individual USCG professional memberships are maintained in the Person Profile of Direct Access.
Authorized users enter and maintain thisinformation. The information is available to USCG membersvia
self-service. This section provides the procedure for adding, updating, and deleting an individual
Membership (non self-service) viathe Person Profile page.

2 Portal Navigation
The user can navigate to the Person Profiles page using the path below. At any time, if a user needsto
return to the home screen, the user can click the “Home” link in the upper right-hand corner of the window.

Enterprise Menu > Wor kfor ce Development > Profile Management > Profiles > Per son Profiles

M ember ships: This navigation takes the user to the Person Profile screen. Memberships are recorded on
the Person Profile screen.

3 Wildcard Search

Direct Access supports the use of three wildcard features when searching for data. The wildcards can be
helpful in finding the exact information that user wants to process. The following are the supported
standard wildcard features.

Character Function

% (percent sign) Match one or more characters.

_ (underscore) Match any single character.

\ (back dlash) Escape character — don't treat the next character as a wildcard.

When attempting to search for a member, you may use the “wildcard” search feature. One commonly used
wildcard isthe “_"sign. The use of this sign represents a single letter instead of a group of letters. For

example, if you would like to see all the members whose last names contain the letters“C”, “H” and “N”,
in that order, the“ " wildcard would be used to represent a single letter between the charactersin which it
is placed. An example of the search resultswhena“_" isused islocated below.

)l Add a Mew Value

Maximum number of rows to return (up to 300y (300

Empl I1D: begins with

Profile Type: begins with (=N
Hame: begins with

Last Name: begins with ~ |CH_MN

Alternate Character Name: begins with

[l include History [#] Correct History [| Case Sensitive

Search Clear Basic Search [gf¥ Save Search Criteria

Search Results
Only the first 300 results of a possible 489 can be displayed. Enter more search key information and search again to r

Wiew All First [«] 101-200 of 200 [»] Last
EmpliD |Profile Type Name Last Name Alternate Character Name

AWARDS COORD) CHAMDLER

PERSOM E CHAMDLER

PERSOM E CHANDRASE MNA

PERSOM r CHAMNES

{PERSOM ~ "

| RETIREE

| PERSOM

| RETIREE

| PERSOM 3

{PERSOM I CHAMEY

RETIREE 1 CHAMEY

PERSOM E CHAMEY

Another wildcard that is commonly used isthe “%" sign. Thiswildcard is used to represent multiple
characters. For example, if you would like to see all members whose last names contain the letters“C”, “H”




Professional Memberships User Guide

and “N”, regardless of the order of the |ettersin the name, the “%” wildcard should be used. Below isan
illustration of this example.

Find an Existing Value Add a New Value

Maximum numiber of rows to return (up to 300) |300

Empl 1D begins with - |
Profile Type: begins with - | =N
Hame: begins with - |
Last NHame: begins with - |CH%N
[

ARlternate Character Name: begins with -

[[linciude History [ Correct History [] Case Sensitive
Search Clear |Basic Search [EF Save Search Criteria

Search Results

Only the first 300 results of a possible 1459 can be displayed. Enter more search key information and sea

Miew All First [4] 1100 of200 |[p| Last
Empl ID Profile Type Name Last Hame Alternate Character Hame
: PERSOM 4 CHACOHM blank)

PERSOM i CHACOM blank)

RETIREE ¥ CHACOM blank)

PERZSOM 8 CHACCOM blank)

PERZSOM 3 CHACOHM blank)

PERSOM £ CHACOM Blank)

PERSCOM 4 CHACCHM blank)

PERZSOM 5 CHAC O blank)

PERSOM i CHACOM blank)

AWARDS COORDH K CHACOM blank)

PERSOM L CHACOHM blank)
K PERSOM £ CHADBAMND: Dlank)
T e b PERSOM 3 CHADBOURME (Blank

4 Entering a Membership
When information about a member’s Membership is received and ready to be entered into Direct Access,

navigate to the following page:
Portal Link: Person Profile
Menu path: Main Menu > Workforce Development > Profile Management > Profiles > Person Profiles
4.1 Locating the Member
1. Usethe Search record to pull up the member’s Person Profile using the member’s EMPLID or

name.

HINT: When attempting to search for a member, you may use the Direct Access “wildcard”
search feature. Refer to section ‘3. Wildcard Search’ for more information.

Person Profiles

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a Mew Yalue

Maximum number of rows to return (up to 200} |300

Empl ID: begins with - | S —
Profile Type: begins with - | @,

Hame: begins with -~ |

Last Name: begins with - |

Alternate Character Name: begins with - |

[[Jinclude History [¥] Correct History [] Case Sensitive

Search ||  Clear |Basic Search [gf Save Search Criteria

2. Click the Search button. If the search returns more than one record, be sure to select the correct
member’ s record that has “PERSON” in the Profile Type column.
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i ||PERSOM Gu e ihlank |

Note: If amember has both a Person Profile and an Awards Coordinator Profile, then that
member isa PHS officer who is or has been assigned to the Coast Guard for duty. Use the
“PERSON" profile to record the data.

4.2 Viewing Memberships
1. Click the Qualifications tab.

Person Profile

Empl 1D:
Profile Type: PERSON Farsan
“Profle Status: pove [¥]
*Description: |
Profile Actions: | =Select Action= M @ 0 =
Competencies Education
~ Competencies (Approval Not Required) Customize | Find | View Al | B | 88 Fiot K 450713 I 1ast
([n] Competency *Effective Date Evaluation Type Proficiency
02/01/1989 Approved/Cfficial Good i
02/01/1989 Approved/Cfficial Good i
06/01/2002 Approved/Cificial Good o
10/06/2008 Approved/Cfficial Good i |
! 06/01/2002 Approved/Cfficial Good o

I
1

ﬂ Add New Competencies

A list of the member’s current Memberships will be displayed in the Memberships content section.

eqmmhm (ApprovatHot Customize | Find | View Al B | 38 First Kl 43073 1 Last
(1] Membership View History

INFORMS Inst for OR. & Mgmit Sciences lil
MORS Military Op Research Society i}
TOASTMST Toastmasters B i}

NOTE: Memberships with the same Membership Code are grouped together. The % iconin
the “View History” column signifies that the member has received the membership more than
once. Click on the icon to view all instances of the membership.

If amember has more than five memberships, only the first five will be displayed. Click on the

View All link to display all of the member’s memberships. Check to see if the membership, with a

different effective date, has previously been entered on the member’s record.
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w Memberships (Approval Not

Required) Customize | Find | View Al BV | ## First K 4 5016 I Lagt
1D Membership View History

ACAD CG Academy Alumni Assoc % ﬁl
ASSE Amer Society Of Safety Eng m
CESOC Society of Civil Engineers EI
INFORMS Inst for OR & Mgmt Sciences ﬁl
MORS Military Op Research Society m

3. If the membership is a new membership, skip to section “4.3. Adding a New Membership”. If the
membership currently exists, proceed to section “4.4. Adding a Previously Granted Membership
of the Same Type”. To add a historical dated membership, proceed to section “4.5. Adding a
Historical Dated Membership of the Same Type”.

4.3 Adding a New Membership

Follow the steps below to add a new membership to a member’s profile.

1. Toadd anew membership, click on the Add New Memberships link located below the
Memberships content section.

Nwwh?mmpsmmmm e Customize | Find | View a8 | B | % it K 45016 I Last
(] Membership View History

.ACAU CG Academy Alumni Assoc ) i |
ASSE Amer Society Of Safely Eng i}
CESOC iaty of Civil Enginaer i |
INFORMS Inst for OR & Mamt Sciences i |
'MORS il arch Sodi il

[#] Add New Memberships =l
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2. Onthe“Add New Memberships’ page, enter the following fields:

Field

Description/lnstructions

*Membership Date
(Required)

Enter the date the membersh| p was effective (also known asthe

datedirectly in the field (dates must bein MM/DD/YYY'Y format).

*Membership
HRequired)

o< QO = Q0 T nw o —o——

D o>

Click the @, to search for valid memberships. Click Lookup to
display available membership codes. From the Search Resultsligt,
you can choose a specific row of data. A single click on any column
in that row selects the membership.

Users may narrow the search by using the following fields and then
clicking “Lookup”:

= Content Item |ID: Enter all or part of the membership code

= Content Group Type: Click on the magnifying glassto select
the type of membership

= Content Group: N/A

= Description: Enter all or part of the title of the membership

If the membership you looking for is not listed, a request may be
made to have it added. Submit your request via memo to:

Commanding Officer (ISA)

Coast Guard Personnel Service Center
444 SE Quincy St.

Topeka KS 66683-3591

Please include a brief description of the membership’s purpose and
how it benefits the member’s Coast Guard career.

Membership Begin
«Date

Enter the beginning date of the membership period or position/role.
Thisisnot arequired field so it may be left blank.

(Membership End Date

Enter the end date of the membership period or position/role period.
Thisisnot arequired field so it may be left blank.

Q
oMandate

Enter the mandate or activity. Thisisnot arequired field so it may
be left blank.

Mandate Position

Enter the Position/Role (e.g., Vice President, Member,
Secretary/Treasurer). Thisisnot arequired field so it may be left
blank.

OK

Click OK to Save the page.

NOTE: The entry will not be saved to the Person Profile until you
click SAVE at bottom of the Person Profile page

After you click OK you will be returned to the Person Profile page. The new membership will be

displayed in the summary grid.

3. Click the Save button located at the bottom of the Person Profile page to commit the entry.

4.

NOTE: If the wrong membership was selected, delete it and repeat Step 4.3 ‘Adding a New

Membership’.

Click on “Return to Search” to enter information on a different member or Home to return to the

Portal Homepage.




Professional Memberships User Guide

4.4 Adding a Previously Granted Membership of the Same Type

The system allows a membership with different effective dates to be entered on a member’ s record multiple
times. Adding a new effective dated row involves adding a new row to the membership’s history.

NOTE: The system allows a membership with different effective dates to be entered on a member’s record
multiple times. Adding a new effective dated row involves adding a new row to the membership data
history.

1. Click the Qualificationstab. A list of the member’s current memberships will display under the
Memberships content section

2. Inthe Membership column, click on the existing membership record.

When a membership + Memberships (Approval Not I o

is entered multiple Required Customize | Find | View A | 5 | = First 55 1-501 6 &4 Last

times, only the most i Membership View History

recent entry will be

displayed in most ACAD CG Academy Alumni Assoc & i

DA 1/8.0 applications

and reports ASSE Amer Society Of Safely Eng i
CESOC Society of Civil Engineers ] i |
INFORMS Inst for OR & Mgmt Sciences i
MORS Military Op Research Society ﬂ

[+] Add Mew Memberships

The user will be directed to the “ Update Memberships’ page.

Person Profile

Update Memberships

Empl ID;

Profile Type: PERSON Parson
Update item details, then select OK to apply changes and return. Select Cancel o return without any
changes

. Find| View 28 First Bl qorg 13 (a5t
“Membership Date: lo1262012 i +9
*Membership: ICESOC Q Society of Chil Engineers

*Status: Active -

Mandate Begin Date: D

Mandate End Date: &

Mandate: @g

Mandate Position: @:‘:

IMPORTANT: The system does not alow the entry of duplicate entriesin a member’s profile. If
you enter a membership with a membership date (effective date) that already existsin the
member’s profile, you will receive an error message. Y ou must indicate a different membership
date to resolve the error
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3. Clickonthe signinthe top right corner of the Detail box to insert a new effective dated row.

Person Profile

Update Memberships

Empl I0:

Profile Type: PERSON Person

Update item details, then select OK to apply changes and return. Select Cancel to return without any
changes

‘Membership ate: piemoz @ e =°

“Membership: [cesoc -, Society of Civil Engineers
*Status: Active -
Mandate Begin Date: ]
| =h
Mandate End Date: iy
Mandate: =
Mandate Position: %

4. A new membership record is created with the current date populated in the Membership Date

field. The Details box will display “1 of X" in the upper right corner of the record. Any fields that

were populated on the previous membership row will be brought forward and populated on the
New row.

Ferson Profile
Update Memberships

Ermpl 1Dz —

Profile Type: PERSOMN Parson

Update iterm detalls, then select OK to apply changes and return. Select Cancel to return without any
changes

“Membership Date: owzerzo1z | = =
Membership: CESOC

*Status: Active e

Mandate Begin Date: | [
Mandate End Date: | =
Mandate: &

Mandate Position: &

5. Complete the additional fields asindicated in section ‘4.3 Adding a New Membership’.
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6. Click OK to return to the Person Profile page. Upon returning to the Person
Profile page, the multiple recordsicon R | will be displayed on the row for the newly added
membership indicating there are multipie rows for the membership.

) rships (Approval No ﬂ:'f,:l i 4 T _;J:_
ID Membership - - T View History |
ACAD CG Academy Alumni ASsoc B i
ASSE amer Society Of Safety Eng fj
CESOC Society of Civil Engineers ——.L i
INFORMS Inst for OR & Mgmt Sciences 0
MORS Military Op Research Society i

7. Click the Save button located at the bottom of the Person Profile page to commit the entry.

NOTE: If the wrong membership was selected, delete it and repeat Step 4.4 ‘ Adding a Previously
Granted Membership of the Same Type'.

8. Click on “Return to Search” to enter information on a different member or Home to return to the
Portal Homepage.

4.5 Adding a Historical Dated Membership of the Same Type
The Effective Date of the membership being entered cannot be prior to the Effective Date of the
existing membership. If the Effective Date of the membership being entered is prior to the Effective
Date of the membership that has already been entered, you will need to enter the new membership
below the membership that already exists and adjust the Effective Dates of both membership entries
PRIOR to saving the page.

4.5.1 Adding a Historical Dated Row Mid-Stack
Inserting arow mid-stack is the process of adding arow BETWEEN two existing records. For
example, if the user is entering a membership with a July 1, 2008 Effective Date and two
memberships currently exist with the Effective Dates of June 1, 2009 and August 1, 2007, the user
will be required to enter the July 2008 row mid-stack.

Follow the following steps to enter a historical dated membership mid-stack:

1. Follow theinstructionsin section ‘4.1. Locating the Member’, to search for the member’s record.

2. Click the Qualifications tab and search for the Membership content section. A list of the member’s
current memberships will display under the Memberships content section.

10
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3. Inthe Membership column, click on the existing membership record in which a historical dated

row will be entered.

- quhersnrps (Approval Not

Required)

INFORMS
MORS

TOASTMST

Membership

American Sodely for Quality ﬁ

Inst for OR & Mamt Sciences

ilit esearch Socie

Toastmasters

i

EWEE N

The user will be directed to the “Update Memberships’ page.

4. Click “View All” inthe top right corner of the Details bar to view all current rows on the

member’ s record.

Person Profile

Update Memberships

Empl ID:
Profile Type:

s

PERSON Person

Update item details, then select OK to apply changes and return. Select Cancel to return without any

changes,

"Membership Date:
Membership:

" Status:

Mandata:

Mandate Position:

Mandate Begin Date:
Mandate End Date:

[osm2008 W

ASQ American Society for Quality

ACtivE ok

11
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Click the sign located on the most historically dated row. Using the example above the most
historically dated row is: August 1, 2007.

Person Profile

Update Memberships

Empl ID:
Profile Type:

PERSON

Persan

Update item details, then select OK to apply changes and raturn. Select Cancel to return without any
changes.

*Membership Date:
Membership:

*Status:

Mandate Begin Date:

Mandate End Date:
Mandate:

Mandate Position:

[oe01z008 B

AsQ
Active -

| ]
[ ®

American Society for Quality

“Membership Date:
Membership:

*Status:

Mandate Begin Date:

Mandate End Date:
Mandate:

Mandate Position:

[oam1z007 )

ASQ
Active -
[

| B

12

0

American Society for Quality
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6. A new membership record is created with the historical date populated in the Membership Date
field. The Details box will display “1 of 3" in the upper right corner of the record. Any of the
fields that were populated on the prior row will be brought forward and populated on the new

row.
Details Find | View 1 First = 4-30f3 | Last
~Membership Date: 0B01/2008  |[EH) +® =
Membership: ASQ American Society for Quality
*Status: Active -
Mandate Begin Date: El
Mandate End Date: el
Mandate: %
Mandate Position: @
paioizoor | =9 =
*Membership Date: bB.l'U'UEUUT Eﬂ
Membership: ASQ American Society for Quality
*Status: Active h
Mandate Begin Date: )
Mandate End Date: E
Mandate: @
Mandate Position: @
[osio 12007 | =9 =
*Membership Date: 08/01/2007 Ed
Membership: ASCQ American Society for Quality
*Status: Active h
Mandate Begin Date: Bl
Mandate End Date: E
Mandate: @
Mandate Position: @

13
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7. Adjust the Membership Date of the new row to reflect the date the membership was effective.
Using the example provided above, the new Membership Dateis. July 1, 2008

Details Find | View 1 Frst & 4.30r3 1 ant
*Membership Date: logi01:2009 i #0 5
Membership: A4S0 American Society for Quality
*Status: Active -
Mandate Begin Date: [
Mandate End Date: [ [
Mandate: %
Mandate Position:
“Membership Date: 7012008 5 <] =9 3
Membership: ASQ American Society for Quality
*Status: Active -
Mandate Begin Date: I &
Mandate End Date: | ]
Mandate: @
Mandate Position: &
T —— ""l ﬂ ﬂ :J
*Membership Date: 08/01/2007 [
Membership: AS0 American Sociely for Quality
*Status: Active hd
Mandate Begin Date: r [
Mandate End Date: | [3
Mandate:
Mandate Position: @:

8. Complete the additional fields according to the instructions in section ‘4.3 Adding a New
Membership’.

9. Click OK to return to the Person Profile page.

10. Click the Save button located at the bottom of the Person Profile page to commit the entry.
NOTE: Once the record is saved, the Membership Code cannot be changed

11. Click on “Return to Search” to enter information on a different member or Home to return to the
Portal Homepage.

14
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Adding a Historical Dated Row End-Stack

Inserting arow end-stack isthe process of adding arow AT THE END of one or multiple existing
records. For example, if the user is entering a membership with a January 1, 2001 Effective Date
and two memberships currently exist with the Effective Dates of June 1, 2003 and April 1, 2002
the user will be required to enter the January 2001 row end-stack.

Follow the following steps to enter a historical dated membership end-stack:

Follow the instructions from section ‘4.1. Locating the Member’ to search for the member’'s
record.

Click the Qualifications tab and search for the Memberships content section. A list of the
member’s current memberships will display under the Memberships content section

In the Membership column, click on the existing membership record in which a historical dated
row will be entered.

Customize | Find | View 21| BV 28 Frot K g 4014 O Lam

D Membership View History

ASCM American Society Mil Comptrir q@ & o
INFORMS Instfor OR & Mgmt Sciences B i}
MORS Military Op Research Society ]
TOASTMST Toastmasters B i}

The user will be directed to the “ Update Memberships’ page.

Click “View All" in the top right corner of the Details bar to view all current rows on the
member’ s record.

way Fust Kl 4072 D

*Membership Date: pan12003 B @0 =
Membership: ASCM American Society Mil Comptris
*Siatus: Acthe b

1
4

Mandate Begin Date:
Mandate End Date:
Mandate:

=1
]

Mandate Position:

15
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Click the sign located on the most historically dated row. Using the example above the most
historically dated row is: April 1, 2002.

Person Profile

Update Memberships

Empl ID:
Profile Type:

Update item details, then select OK te apply changes and return. Select Cancel to return without any
changes,

PERSON

*Membership Date:

Membership:

*Status:

Mandate Begin Date:
Mandate End Date:
Mandate:

Mandate Position:

06/01/2003 [
ASCM

By

o

American Society Mil Comptrir

=0 =

*Membership Date:
Membership:

*Status:

Mandate Begin Date:
Mandate End Date:
Mandate:

Mandate Position:

P20z 8
ASCM
e~
0
-

16
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American Society Mil Comptrir
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A new Membership record is created with the historical date populated in the Membership Date
field. The Details box will display “1 of 3" in the upper right corner of the record. Any of the
fields that were populated on the historical dated row will be brought forward and populated on

the new row.

Details Find | View 1 First & 13073 I Last

*Membership Date: 06/01/2003 E Iﬂo (=]
Membership: ASCM American Society Mil Comptrir
*Status: Active -
Mandate Begin Date: [
Mandate End Date: E
Mandate:
Mandate Position:
04/01/2002 El Elo =]

*Membership Date:
Membership:

*Status:

Mandate Begin Date:

Mandate End Date:

Mandate:

Mandate Position:

ASCM
Active -

E
£l

American Society Mil Comptrir

*Membership Date:
Membership:

*Status:

Mandate Begin Date:

Mandate End Date:

Mandate:

Mandate Position:

[UHUTLZUDZ [z

ASCM
Active -

e
£l

American Society Mil Comptrir

17
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7. Adjust the Membership Date of the LAST row to reflect the date of the new membership being

10.

11.

entered on the record. Using the example provided above, the new Membership Date is: January
1, 2001

Frst K1 920r3 B3 Last

*Membership Date: [E"éfd‘.'.“i'jﬁé i #] i/ =
Membership: ASCM American Society Mil Comptrir
*Status: Aclive -
|
Mandate Begin Date: . [
Mandate End Date: | [
Mandate:

Mandate Position:

*Membership Date: loanm12002 [ +] @ (=]
Membership: ASCH American Society Mil Complrr
*Status: Active i
Mandate Begin Date: | [
Mandate End Date: | [
Mandate:
Mandate Position:
| & =19 5
*Membership Date: 010172001 [ <]
Membership: ASCM American Society Mil Comptrir
*Siaius: Active =
Mandate Begin Date: i i)

=

Mandate End Date:
Mandate:

Mandate Position:

Complete the additional fields according to the instructionsin section ‘4.3 Adding a New
Membership’.

Click OK. After you click OK you will be returned to the Person Profile page.
Click the Save button located at the bottom of the Person Profile page to commit the entry.
NOTE: Once the record is saved, the Membership Code cannot be changed.

Click on “Return to Search” to enter information on a different Officer or Home to return to the
Portal Homepage.

18
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5 Correcting a Membership Record

51

5.2

1.

2.

3.

4,

Correcting a Membership Code

If the Membership Code needs to be corrected, the user MUST first delete the membership record
and reenter it using the correct Membership Code. Directions on how to delete a record can be found
in section ‘6. Deleting a Membership’.

Correcting other Membership Data
Follow the instructions from section ‘4.1. Locating the Member’ to search for the member’s
record.

Change/correct the appropriate fields.
Click OK to return to the Person Profile page.

Click Save at the bottom of the Person Profile page to commit the changes.

6 Deleting a Membership

As with any delete function, use extreme caution when performing delete transactions. It is possible to
delete the wrong record or records, especialy if the member has multiple instances of the Membership. If a
record is erroneously deleted, it will have to be recreated.

Note: If thisis a membership that has just been added, the

E

button used to delete some records will not

appear until the user leaves the page and returns. The easiest resolution is to click “Return to Search” and
then re-enter the member’s profile. Thisis a nuance of the application.

6.1

1.

2.

3.

4,

Deleting a Membership
Follow theinstructionsin section ‘4.1. Locating the Member’ to search for the member’ s record.

Click the Qualifications tab and search for the Memberships content section.
Click the trashcan on the membership row to be deleted.
Click OK to confirm the deletion.

. .

Delete current/selected rows from this page? The delete will occur when the
transaction is saved.

Cancel

Click OK to return to the Person Profile page.

Click Save at the bottom of the Person Profile page to commit the changes.
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6.2 Deleting One Membership of Multiple Instances
1. To delete one membership of multiple records of the same type, select the Membership.

+ Memberships (Approval Not

Required) Customize | Find | View Al 2 o Fist Kl g qora O

il) Membership View History

\ASCM American Society Mil Comptrr s ) a
INFORMS Inst for OR & Mgmt Sciences a
MORS Military Op Research Society a
gmasmST Toastmaster B 'EI'

2. Scroll through the records using the arrows to find the correct record to delete.

Person Profile

Update Memberships
Empl ID:
Profile Type: PERSON Person
Update itemn details, then select OK to apply changes and return. Select Cancel to return without any
changes.
Details Find | View &l
| *Membership Date: 06012003 [ =9
KMembership: ASCM American Society Wil Comptrir
“Status: Adve -
Mandate Begin Date: | &
Mandate End Date: )
Mandate: ﬁ
Mandate Position: &

Users can also “View All’ recordsto search for the record to be deleted.
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3. Oncethe correct record has been located, click the El-' button in the upper right corner of the

4. Click OK to confirm the deletion

Delete Confirmation

record.
*Membership Date: 0610112003 [ =9 =
Membership: ASCM American Society Mil Comptrir
*Status: Active =
Mandate Begin Date: B
Mandate End Date: )
Mandate: @
Mandate Position:
*Membership Date: D4/01/2002 & wd
Membership: ASCM American Society Mil Complrir
*Status: Active =
Mandate Begin Date: By
Mandate End Date: )
Mandate:
Mandate Position:
=9 =
*Membership Date: (010172001 [
Membership: ASCM American Society Mil Comptrir
*Status: Active M
Mandate Begin Date: l L]
Mandate End Date: L}
Mandate: @
Mandate Position:

Delete currentizelected raws from this page? The delete will occurwhen the

transaction is saved.

Cancel |

oK

5. Click OK to return to the Person Profile page.

6. Click Save at the bottom of the Page Profile to commit the changes.
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6.3 Deleting All Records for a Membership Type

Each record must be deleted individually using the steps outlined in section “6.2. Deleting One
Membership of Multiple Instances’. To prevent unintentional deletions of memberships, the trash can
functionality for multiple instances has been disabled.

The following message will appear if you attempt to delete multiple instances at one time:
| Message |

“ou cannot delete an iterm with Multiple instances. You MUIST delete themn
individually in the details page.

The PeopleCode program executed an Error staterment, which has produced
this message.

Ok
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