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Prerequisite Information for All Users 

All users should review the PeopleSoft 8.0 Tutorial to familiarize yourself with the terminology and navigation you will experience.  Information on the tutorial, gaining access to Direct-Access, help files, and other general navigation information is located at http://cghrms.osc.uscg.mil.

· Note:  Your view of any menu or page is dependent on your access to Direct-Access and the security settings associated with that access.  Your operator ID may not have access to all the pages we include in our user aid documentation.  Or we may show a field as editable, but your setting is "view only". 

Add or Update the MRS Exam Schedule

Introduction:

This section will guide G-WKH through the process to add or update an MRS Exam Schedule.

Before you begin:

If possible, have the exam type.  If you do not have the exam type, you may perform a search and select from the available list returned. 

Detailed Directions:

	Step
	Description

	1
	Select from the home menu bar Monitor Workplace, Monitor Health/Safety (GBL), Setup, and MRS Exam Interval Table.

Enter the type of exam or select it from the drop-down list and press Enter.  Or enter search criteria, press Search, and select from the available list.

	2
	View the information.  To change an exam type, edit the status of the current information by selecting inactive from the drop-down menu.  Then press the plus button to add a row and enter the new data with a status of active.  This will retain the pervious information for historical reference.  To indicate an item is always effective, you may use 01/01/1901 as the effective date.  Press the Save button when finished.
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	To repeat this function, select Return to Search.  To exit, press the Sign Out link located at the top of the page.


Add or Update the Vaccine Schedule 

Introduction:

This section will guide G-WKH through the process to add or update the vaccine schedule table.

Before you begin:

If possible, have the immunization type code and immunization instance.  If you do not have the immunization type code and immunization instance, you may perform a search and select from the available list returned. 

Detailed Directions:

	Step
	Description

	1
	Select from the home menu bar Monitor Workplace, Monitor Health/Safety (GBL), Setup, and Vaccine Schedule Table.

Enter the immunization type code and the immunization instance (dosage number) and press Enter.  Or you may enter search criteria, press Search, and choose from the available list.  

	2
	Enter edit or view the immunization schedule.  Every immunization with multiple shots MUST have a schedule for the first occurrence and a schedule for each subsequent shot, with the interval between shots indicated.  Our sample shows the second instance for rabies immunization.  The interval is 21 days after the first shot.  If the latest vaccine has a 14 day interval, press the plus button to add a new row, enter the effective date when the new vaccine goes into use, and enter the interval as 14.  This saves the historical data for later reference.  Press the Save button when complete.
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	To repeat this function, select Return to Search.  To exit, press the Sign Out link located at the top of the page.


Update Immunization Type Table

Introduction:

This section will guide G-WKH through the process to update the immunization type table.

Before you begin:

If possible, have the immunization type.  If you do not have the immunization type, you may perform a lookup and select from the available list returned. 

Detailed Directions:

	Step
	Description

	1
	Select from the home menu bar Monitor Workplace, Monitor Health/Safety (GBL), Setup, and Immunization Type Table.

Enter the immunization type and press Enter.  Or perform a lookup and select the immunization from the available list.

	2
	View the information.  You may change the status of an immunization type code by selecting from the drop-down menu (e.g., active, inactive).  Only add a new immunization type code if/when we get new codes from DEERS.  Press the Save button when complete.
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	To repeat this function, select Return to Search.  To exit, press the Sign Out link located at the top of the page.


Update Substance Manufacturer Table

Introduction:

This section will guide G-WKH through the process to update the substance manufacturer table.

Before you begin:

If possible, have the manufacturer code or the name to use as search criteria.    

If you do not have the manufacturer code, you may perform a search and select from the available list returned. 

Detailed Directions:

	Step
	Description

	1
	Select from the home menu bar Monitor Workplace, Monitor Health/Safety (GBL), Setup, and Subst Manufacturer Code.

Enter the manufacturer code and press Enter.  Or press Search, and choose from the list returned.

	2
	Edit the table.  The information contained in this table corresponds to the DEERS codes.  Press the Save button when complete.
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	To repeat this function, select Return to Search.  To exit, press the Sign Out link located at the top of the page.


Add or Update a Waiver Condition

Introduction:

This section will guide you through the process to add or update a waiver condition.

Before you begin:

If possible, have the waiver code.    

If you do not have the waiver code, you may press search and select the waiver from the available list returned. 

Detailed Directions:

	Step
	Description

	1
	Select from the home menu bar Monitor Workplace, Monitor Health/Safety (GBL), Setup, and Waiver Conditions.

Enter the waiver code and press Enter.  Or you may enter search criteria, press Search, and choose from the list returned.  

	2
	View the information.  To change a waiver condition, edit the status of the current information by selecting inactive from the drop-down menu.  Then press the plus button to add a row and enter the new data with a status of active.  This will retain the pervious information for historical reference.  To indicate an item is always effective, you may use 01/01/1901 as the effective date.  Press the Save button when finished.
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Note:  Several modules in Direct-Access use the waiver condition table.  Carefully review the list of waivers to decrease the instance of duplicate entry.  Please be specific when entering a waiver description.  
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	To repeat this function, select Return to Search.  To exit, press the Sign Out link located at the top of the page.


A Member's Medical Readiness Information

Introduction:

This section will guide you through the process to view or enter a member's medical readiness information.

Before you begin:

If possible, have the employee ID.    

If you do not have the employee ID, you may perform a search and select the member from the available list returned. 

Detailed Directions:

	Step
	Description

	1
	Select from the home menu bar Monitor Workplace, Monitor Health/Safety (GBL), Use, and Medical Readiness.

Enter the employee ID and press Enter.  Or you may enter search criteria, press Search, and choose from the available list.

	2
	View the member's record.  If the member is female, the lower third of this panel will show gender-specific information.  Click on the field you need to update and enter the new data.  Press the Save button when finished.
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Note:  When you enter new exam data, the previous information is overwritten with the data you enter and save.  The previous information is not retained in the system.  


	3
	Click on the Medical Comments tab and enter any necessary comments.  Press the Save button when finished.

[image: image7.png]Horne » Moritor Workplace » Monitor Healih/Saety > Use » Medical Readiness

Wedical Commments

Jones,Eve Employes ID: 9939308

Comment: [Adding some comments






	4
	To repeat this function, select Return to Search.  To exit, press the Sign Out link located at the top of the page.


A Member's Immunization Information

Introduction:

This section will guide you through the process to add or update a member's immunization information.

Before you begin:

If possible, have the employee ID.    

If you do not have the employee ID, you may perform a search and select the member from the available list returned. 

Detailed Directions:

	Step
	Description

	1
	Select from the home menu bar Monitor Workplace, Monitor Health/Safety (GBL), Use, and Immunizations.

Enter the employee ID and press Enter.  Or you may enter a Last Name, press Search, and choose the person from the list returned.

	2
	You will see a brief summary of the member’s immunization record.  Click on the field you need to update and enter the new data.  If you need to add a new immunization to the list, add a row by pressing the plus button.  Then enter the new record information.  
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	Click on the Imm Info Cont. tab.  View or edit the information.  In the Dept ID field, enter the Dept ID of the unit administering the vaccine.
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	4
	Click on the Immunization Comments tab and enter any necessary comments. Press Save when finished.
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	To repeat this function, select Return to Search.  To exit, press the Sign Out link located at the top of the page.


Immunization Mass Update

Introduction:

This section will guide you through the process to enter mass immunization updates.

Before you begin:

If possible, have the department ID.    

If you do not have the department ID, you may perform a lookup and select the department from the available list returned. 

Detailed Directions:

	Step
	Description

	1
	Select from the home menu bar Monitor Workplace, Monitor Health/Safety (GBL), Process, and Immunization Mass Update.

Enter the department ID and press Enter.  Or you may enter perform a lookup and select from the list returned.  

· Note:  The SetID defaults to AUSCG.  If you need another SetID, choose it from the drop-down menu.

	2
	Type the required information into the panel provided.  Check the update flag for all employees that received the shot.  You may press the Select All button.  For any employees in the department that did not receive the shot, you may go back to the list, flag them, and press the Deselect All button.  Select the Process button when all employees receiving this immunization are accurately identified.
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	To repeat this function, select Return to Search.  To exit, press the Sign Out link located at the top of the page.


Add or Update a Medical Waiver for a Member

Introduction:

This section will guide you through the process to add or update a medical waiver.

Before you begin:

If possible, have the employee ID.  If you do not have the employee ID, you may perform a search and select the member from the available list returned. 

Detailed Directions:

	Step
	Description

	1
	Select from the home menu bar Monitor Workplace, Monitor Health/Safety (GBL), Use, and Waivers.

Enter the employee ID and press Enter.  Or you may enter a Last Name, press Search, and choose the person from the list returned.  

	2
	Here is a brief summary of the member’s waiver(s), if any.  The waiver list is dependant on security issues (medical waivers available to medical role users, board waivers available to board roles users).  Enter the grant date and any other applicable date criteria.  Select the waiver category from the drop-down menu (e.g., employee review, medical, SWE or other).  Select the waiver status (active or inactive).  If it is an aviation waiver, click the checkbox.  Indicate in the waiver status box if the waiver is temporary or permanent.  The waiver expiration date is only active if the waiver status is temporary.  Enter any applicable expiration date and description.  Medical waivers may include physician information. Enter any necessary comments in the description box.  Press the Save button when complete.
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	To repeat this function, select Return to Search.  To exit, press the Sign Out link located at the top of the page.


MRS Queries

Introduction:

This section will guide you through the process to run queries on medical readiness.  

Before you begin:

If possible, have the query name and applicable query criteria.  If you do not have the query name, you may perform a lookup and select from the available list returned. 

Detailed Directions:

	Step
	Description

	1
	Select from the home menu bar People Tools, Query Manager, Use, and Query Manager. 

Enter CG in the Search for box and press Search.  Select the query/report you are looking for in the list and press the link

	2
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(The query list above is partial.  The list evolves quickly and what you see is dependant on security issues.)

The query appears in a new window.  Enter any requested criteria for the query and press the View Results button.  To download a report/query to Excel, press the An Excel Spreadsheet link.  

Note:  To run another query, select the query from the list, press the Run link, enter any requested criteria, and press the View Results button.  To perform another function, choose the item from the menu.  To exit, press the Sign Out link located at the top of the page.


Here are samples of the available MRS-related queries:  

	Medical Waivers Issued

How to run the query:

Select the query and it runs automatically.  
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	Medical Waivers Issued by Code

How to run the query:

Select the waiver code.  Press the View Results button.
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	MRS Deers Lookup Query

How to run the query:

Enter the Deers message control ID. Press the View Results button.
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	Departmental Immunization Date 

How to run the query:

Enter AUSCG as the setID, the department, the immunization type code, and the number of days overdue.  Press the View Results button.
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	Overdue Immunizations by Department 
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	CG-Wide Innumization Due Date 

How to run the query:

Enter the immunization type code and the number of days due.  Press the View Results button.
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	CG-Wide Overdue Innumizations 

How to run the query:

Enter the immunization type code and the number of days overdue. Press the View Results button.
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	MRS Full Immunization Query

How to run the query:

Enter the date criteria and the immunization type code.  Press the View Results button. 
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View all immunizations received or due within that date range.



	Display Immunization Comments by Department

How to run the query:

Enter AUSCG as the Set ID and enter the department number.  

Press the View Results button. 
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View all immunization comments entered for members in that department.




	MRS Immunization by Dept ID

How to run the query:

Enter AUSCG as the Set ID, the department number, and the immunization code.  Press the View Results button.
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View all immunizations received or due for that department.




	MRS Physical Exam Query

How to run the query:

Enter AUSCG as the Set ID and enter the department number.  

Press the View Results button.

.  
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View all physical exams received or due for that department



	MRS Tickler by Dept ID

How to run the query:

Enter AUSCG as the Set ID and enter the department number.  

Press the View Results button.
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View the tickler information for that department.



	Non-Medical Waivers Issued

How to run the query:

Select the query and it runs automatically.  
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	Non-Medical Waivers Issued by Code

How to run the query:

Select the waiver code.  Press the View Results button.
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Member Immunization Inquiry 

Introduction:

This section will guide you through the process to make an immunization inquiry on a member.

Before you begin:

If possible, have the employee ID.    

If you do not have the employee ID, you may perform a search and select the member from the available list returned. 

Detailed Directions:

	Step
	Description

	1
	Select from the home menu bar Monitor Workplace, Monitor Health/Safety (GBL), Inquire, and Member Immunization.

Enter the employee ID and press Enter.  Or you may enter a Last Name, press Search, and choose the person from the list returned.  

	2
	View the information.
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	3
	To repeat this function, select Return to Search.  To exit, press the Sign Out link located at the top of the page.


Medical Summary for a Department 

Introduction:

This section will guide you through the process to run a summary of the physical exams for members assigned to a unit.

Before you begin:

If possible, have the department ID.    

If you do not have the department, you may perform a lookup and select the department from the available list returned. 

Detailed Directions:

	Step
	Description

	1
	Select from the home menu bar Monitor Workplace, Monitor Health/Safety (GBL), Inquire, and Departmental Medical Summary.

Enter a department ID and press the Enter button.  Or perform a lookup and select the department from the available list.

	2
	Review department physical exam summary.  Each employee in the department will be listed by row.  The medical information for each person is summarized.  You can see when each person had their physical, when the next is due, and the general results.  You will not see immunization information or test results.  This gives you a picture of the overall unit.
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	3
	Click the Exam Information tab.  View a summary of the medical information for each person.
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	4
	Click the Dept Tickler tab. Review the information.  Each employee in the department will be listed by row.  The medical information for each person is summarized.  You can see when each person had their physical, when the next is due, and the general results.  You can see who is due for an exam or test.  If a member is pregnant, the checkbox is filled and the estimated due date.  You will not see immunization information or test results.  This gives you a picture of the overall unit.
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	5
	Click the Dates tab.  View the additional information.
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	Click the Dates Cont. tab.  View the additional information.
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	To repeat this function, select Return to Search.  To exit, press the Sign Out link located at the top of the page.


Immunization Inquiry for a Department

Introduction:

This section will guide you through the process to run an immunization inquiry for a department.

Before you begin:

If possible, have the department ID and immunization code.    

If you do not have the department ID or immunization code, you may perform a lookup on each item and select the from the available list returned. 

Detailed Directions:

	Step
	Description

	1
	Select from the home menu bar Monitor Workplace, Monitor Health/Safety (GBL), Inquire, and Departmental Immun Inqs.

Enter a department ID and immunization type code.  Press the Enter button.  Or perform a lookup and select the department from the available list.  You may press the Search button to perform a search for the immunization type code and choose from the available list.  

	2
	View the summary of immunizations in the department. 
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	Click the Vaccine Information tab.  View the information.
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	4
	Click the Immun Due by Dept tab.  To extract a list of immunizations due for the department, enter the number of days until the immunization is due in the field and press the Populate button. Review the summary of employees due to receive the specified immunization within the number of days requested.
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	Click the Immun Overdue by Dept tab.  To extract a list of immunizations due, enter the number of days until the immunization is due in the field and press the Populate button.  Review the summary of employees overdue to receive the specified immunization within the number of days requested.  
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	To repeat this function, select Return to Search.  To exit, press the Sign Out link located at the top of the page.


Immunization Inquiry for the Entire Coast Guard 

Introduction:

This section will guide you through the process to inquire for lists of members due to receive an immunization or overdue for immunization within the number of days you specify.

Before you begin:

If possible, have the immunization type code.    

If you do not have the immunization type code, you may perform a search and select from the available list returned. 

Detailed Directions:

	Step
	Description

	1
	Select from the home menu bar Monitor Workplace, Monitor Health/Safety (GBL), Inquire, and Immunization Due Date Inqs.

Enter the immunization type code and press the Enter button.  Or enter search criteria, press Search, and select from the available list.

	2
	The first page is the immunization due inquiry.  Enter the number of days until the immunization is due in the field and press the Populate button.  This creates a summary of employees due to receive the specified immunization within the number of days requested.
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	Click the Immunization Overdue tab.  Enter the number of days overdue in the field and press the Populate button.  The list returned is a summary of employees overdue to receive the specified immunization within the number of days requested.
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	To repeat this function, select Return to Search.  To exit, press the Sign Out link located at the top of the page.


Run the Deers Interface

Introduction:

This section will guide you through the process to set up the Deers Interface to run.  The process is a recurring one, unlikely to require editing once established.

Before you begin:

If possible, have the run control ID.    

If you do not have the run control ID, you may perform a lookup and select from the available list returned or add a new run control. 

Detailed Directions:

	Step
	Description

	1
	Select from the home menu bar Monitor Workplace, Monitor Health/Safety (GBL), Process, and Deers Interface.

Enter the run control ID and press Enter.  Or you may enter perform a lookup and select from the list returned.  

· Note:  You mad add a new run control by pressing the Add A New Value link.  Enter a meaningful name for the run.  

	2
	Press the Run button.
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The system brings up the process scheduler.  Enter the following criteria:  

· Server name:  PSUNX
· Recurrence:  Deers
· Type:  File
· Format:  LP
· Output Destination:  /users/deers/put
· Press the OK button. The report will run as scheduled.  
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	To repeat this function, select Return to Search.  To exit, press the Sign Out link located at the top of the page.


Introduction:

This section will guide you through the process to create the end of contract report.  

All users should review the PeopleSoft 8.0 Tutorial to familiarize yourself with the terminology and new navigation you will experience.  Information on the tutorial and other general navigation information is located at HTTP://CGHRMS.OSC.USCG.MIL.

We present each process in two ways.  First, there is the summary information for the experienced user, someone who is comfortable navigating around the PeopleSoft environment.  The summary outlines the steps, without going into details about what you see or how to navigate.  For someone with less familiarity with PeopleSoft, we provide detailed instructions following the summary.  These instructions take you through the steps, provide screen shots to help you identify the processes, and give other informative information.

Before you begin:

If possible, have the    

If you do not have the xxx, you may perform a lookup and select the xxx from the available list returned. 

· Note:  Your view of any menu or page is dependent on your access to CGHRMS and the security settings associated with that access.  Your operator ID may not have access to all the pages we include in our user aid documentation.  Or we may show a field as editable, but your setting is "view only". 

Getting started:

Open PeopleSoft 8.0.  Experienced computer users who do not need to review detailed directions with sample images may follow these steps:

1. Access the business process map.  

Detailed Directions:

Step 1

Access the business process map.  Open the Separations and the End of Contract menu.  Select End of Contract Report.

Enter a xxx and press the Enter button.  Or perform a lookup and select the xxx from the available list.  To add a new board type, you may press the Add a New Value link.
Step 2

Enter or edit the information.  Press the Save button when complete.

graphics
Step 3

To repeat this function, select Return to Search.  To perform another function, choose from the business process menu on the left side of your page.  To exit, press the Sign Out link located at the top of the page.

























Delete and rename not available in the production environment.
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