DIRECT ACCESS TRAINING ENTRY JOB AID 

In many cases, it is important for the Unit Yeoman to enter course completions in Direct Access for members who complete training that is not automatically recorded by a Training Center or Instructor.

If you’ve received training that is not recorded in your training history in Direct Access, contact your Unit Yeoman to have your training history updated.

These simple instructions show how this is done: 

Use the following string: 

Home > 
Develop Workforce > 
Manage Competencies (GBL) >
Use > 

Training > then search for member’s record > 

+ to add new course, then click on the >

Magnifying Glass icon next to the Course Code block.

Search for course by entering course code, or title.  If unsure, enter a keyword surrounded by % in the Description block, for example “%security%”.

Click on Search, a list of courses will show up.  Click on the correct course.

SOME EXAMPLES OF THE CORRECT DIRECT ACCESS SCREENS:
[image: image1.png]Fle Edt Vew Favortes Ioos tep | &
Qe - () - (%] 2] D] et g rovortes @Presn €2 - L 7
‘ddress [{€] hitps:jcg.drect-access. usfserviets/icientservietjUSCGP1HR Pcmd=start. B ERES

e

Lookup *Course Code

comsecose [
Deceron o

e [ 5
Cose e | ——

Multilingual Course [~

InternalExternal <]

Session Administration [

& [ [ B [N Localntranet





[image: image2.png]=lolx|

Ele Edt View Favortes Toos Help

O~ © - ¥ (2] D] P Ygraries @ieie @)

B.

‘ddress [{€] hitps:jcg.drect-access. usfserviets/icientservietjUSCGP1HR Pcmd=start.

0 s

e

LUURup wuwsT wuus

Course Code:
Description
Course Status:
Course Type:
Multilingual Course [~

=
Session Administration [

Search Results

InternalExternal

Course Course Creation Course M

‘

Code e Status_Date Type  Course Mernaxter
150311 ICS ORIENTATION 1200 Inactive 2001-07-09 C School N Intemal
501375 1C8-100 INTROTO 105 Inactive 001-08-30 C School N Intermal
501375 1C5-200 BASIC 105 Inactive 2001-08-30 C School N Intemal
501397 1C6-203 INTRO TO INFO OFFICER  Inative 2001-08-30 C School N Intermal
501381 1C5-270 BASIC AIR OPS Inactive 2001-08-30 C School N Intemal
501377 1C5-300 INTERMEDIATE 15 Inactive 2001-08-30 C School N Intermal
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