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1 UNDERSTANDING AND USING THE PORTAL

The links needed to execute self-service transactions are located in the Self-Service portal pagelet. These links
serve as shortcuts, allowing a user to quickly navigate to pages without going through a lengthy menu. 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.

1.1 Self-Service Pagelet

Below is a screenshot of the Self-Service pagelet.

Self-Service

by Profile Home and Mailing Address
Phone Mumbers tly Emnail Addresses
Emergency Cortacts Ethnic Groups

by Job Preferences Wiewy Job Postings
Revigw My Resume tember Information
Training SUMmmsaty Itnmunizations

WEVErS Readiness Status
Physical Ftness tedical Exam

SUpEeryizor

1.2 Returning to the Portal Home Page

To return to the home menu, click on the Home hyperlink located in the upper-right hand corner of the page.

= Home  Addto by Links  Sign oot
United States Coast Guard = =
U.S. Department of Homeland Security

by Links Select One:

1.3 Signing out of Direct Access

To sign out of Direct Access, click on the Sign out hyperlink located in the upper right-hand corner of the page.

United States Coast Guard Home  Addto by Links  Sign oot

U.S. Department of Homeland Security

by Links Select One:
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2 HOME AND MAILING ADDRESSES

2.1 Update Home and/or Mailing Address

Officers can update their home and/or mailing address using Self-Service. Business Address may list an address for
some users. It is a view-only value and cannot be updated using Self Service.

IMPORTANT NOTE: This function will not update your PAYROLL address. To do so, please contact your HR
PAYROLL representative.

1. From the Portal Homepage, click on the Home and Mailing Address link located in the Self-Service

pagelet.
Self-Service =
Wy Profile Home and Mailing Address
Phone Numbers Wy Email Addresses
Emergency Contacts Ethnic Groups
My Job Preferences View Job Postings
Training Summary Immunizations
Medical Exam Waivers
Readiness Status Physical Fitness
Supervisor

2. Click on the red pen icon located in the Edit column of the address type you would like to update.

Home and Mailing Address

Address Type Status As OF Country Address Edit
Home Current 0701412009 | USA @ #
Mailing Current 071412009 USA i
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3. You will be directed to the Edit Address page.
Edit Home Address

Change As OF: 05/01/2012 [ (example: 01/31/2000)

Country: United States .Change Country.

Address 1: | 123 Main St

Address 2 |

Address 3

City: (Washington state: |DC % District of Columbia
Postal: W

County: |

| Save Cancel

The Change As Of: field represents the day the address change will be effective. This date must either be
today’s date or a future date. The system will NOT allow you to enter a past date.

4. When you have updated your address information, click on Save. You will be directed to “Save
Confirmation” page.

Home and Mailing Address
Save Confirmation

' The Save was successful.

oK

5. Click on OK to be directed back to the Home and Mailing Address page.

Home and Mailing Address

Address Type Status As OF Country Address Edit
Home Current 071412009 USA &
123 Main 5t
wHome Future 05/01/2012 | USA Washington DC 00000 &
Mailing Current 071442009 USA ﬁ

NOTE: If a future date was entered in the Change As Of: field, a new row will be added to the table with
a status of Future. This row will become the Current row on the As Of date.
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3 PHONE NUMBERS

3.1 Add Phone Number(s)
Officers can add phone numbers using Self-Service.

1. From the Portal Homepage, click on the Phone Numbers link located in the Self-Service pagelet.

Self-Service — X
Wy Profile Home and Mailing Address
Wy Email Addresses
Emergency Contacts Ethnic Groups

My Job Preferences View Job Postings

Training Summary Immunizations

Medical Exam Waivers

Readiness Status Physical Fitness

Supervisor

2. Click on Add a Phone Number. A new, blank row will be added to the table.

Phone Numbers

T S U SRS TS

Enter your phone numbers below.

Phone Numbers

Phone Type *Telephone Extension Preferred Delete
Business [202/123-1224 | |
Home [202/123-1234 | ]
Add Phone Number G
Save |
* Required Field
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3. Select the Phone Type from the drop-down. Each Phone Type can only be used ONCE.

Phone Numbers

Enter your phone numbers below.

Phone Numbers

Phone Type

Business

Home

*Telephone

Extension

|2021123-1224

[2021123-1234

Mobile

-

Campus

|| Dormitary
FAX
|[Home Fax
Main

Other
Pager 1
Pager 2
Telex
Work Cell

Mobile

Work Fax

Number |

Preferred

Delete

]
]
i

Notice that any phone types currently being used are absent from the list of values. Enter the phone number
in the Telephone field.

Phone Numbers

Enter your phone numbers below.

Phone Numbers

Preferred

|

|

-

Phone Type *Telephone Extension
Business [2021123-1234
Home [202/123-1234
Mobile [3011123-1234
| Add Phone Number \
[——
* Required Field

Delete
m
o
i

Prior to saving, verify one of the phone numbers listed is listed as the Preferred phone number.
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5. Once you have completed entering your phone number(s), click on Save. You will be directed to the “Save
Confirmation” page.

Phone Numbers

Save Confirmation

. The Save was successful.

0K

Click on OK to be directed back to the Phone Numbers page.

3.2 Update Phone Number(s)
Officers have the ability to update their phone numbers using Self-Service.

1. From the Portal Homepage, click on the Phone Numbers link located in the Self-Service pagelet.

2. Update the data in the Telephone field as deemed necessary. You can also select a new Preferred phone
number if need be.

Phone Numbers

Enter your phone numbers below.

Phone Numbers

Phone Type *Telephone Extension Preferred Delete
Business [202123-1234 | [ i
Home [1231458-7890 | m
Mabile [2011123-1234 | ] m

Add Phone Mumber
Save

* Required Field
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3. Once you have completed entering your phone number(s), click on Save. You will be directed to the “Save
Confirmation” page.

Click on OK to be directed back to the Phone Numbers page.

3.3 Delete Phone Number(s)
Officers can delete their phone number(s) using Self-Service.

1. From the Portal Homepage, click on the Phone Numbers link located in the Self-Service pagelet.

2. Click on the trashcan icon located in the Delete column of the phone number you would like to remove.

Phone Numbers

Enter your phone numbers below.

Phone Type *Telephone Extension Preferred Delete
Business 2021231234 m@ @
Mohile 301/123-1234 m
Home 2021231234 E[:> ]

Add Phone Mumber

Save

* Required Field

3. Click on Yes — Delete and Save if you still wish to delete the number. If you do not wish to delete the
number anymore or clicked on the wrong one, click on No — Do Not Delete and Do Not Save.

Phone Numbers

Delete Confirmation

Are you sure you want to delete Phone Mumber (Home)?

Wes - Delete and Save Mo - Do Mot Delete and Do Mot Save

Once you select an option, you’ll be directed back to the Phone Numbers page.

4. Once you have completed deleting your phone number(s), click on Save. You will be directed to “Save
Confirmation” page.

Click on OK to be directed back to the Phone Numbers page.

10
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4 EMAIL ADDRESSES
4.1 Add Email Address(es)

Officers can add a variety of email addresses using Self-Service.

1. From the Portal Homepage, click on the My Email Addresses link located in the Self-Service pagelet.

Self-Service

My Profile

Phone Numbers
Emergency Contacts
Mv Job Preferences
Review WMy Resume
Training Summary
Waivers

Phyeical Fitness

Home and Mailing Address

I Wy Email Addresses I

Ethnic Groups

View Job Postings

Member Information
Immunizations
Readiness Status

Wedical Exam

Supervisor

2. Click on the Add Email Address button. A new, blank row will appear at the bottom of the grid.

My Email

HEFBURN, AUDREY

Email Addresses

- Preferred
Email Type Email Address Address? Delete

Business - |AUDREY HEFBURN@PHS.GOV Delete
- | =1 Deletel

Add Email Address | G

Save |

3. Select the type of email address from the Email Type drop-down. Enter the email address in the Email
Address field.

My Email
HEPBURN, AUDREY

Email Addresses

. Preferred
Email Type Email Address Address? Delete

Business - |AUDREY HEPBURMN@PHS.GOV Delete
Home - |AudreyH@gmalI.com = Delete
Add Email Address

Save |

Note: The system does NOT allow duplicate Email Types. Only one of each email type can be entered.

11
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4. The Preferred Address field indicates which email address you prefer to be contacted at. Select this

checkbox if you would like to designate the email you’re adding as the Preferred Email.

5. Once you have finished entering the email address(es), click on the Save button.

‘ Saved ‘
My Email —
HEFPBURN, AUDREY

Email Addresses

. Preferred
Email Type Email Address Address? Delete

Business - |.P\UDREY HEPBURN@PHS.GOV Deletel
Home +  |AudreyH@gmail.com Deletel

Add Email Address |

Save

A save confirmation will appear in the upper right-hand corner of the page.

4.2 Update Email Address(es)
Officers have the ability to update their email address(es) using self-service.

1. From the Portal Homepage, click on the My Email Addresses link located in the Self-Service pagelet.

2. Click in the Email Address field of the email address you wish to update and update as necessary.

My Email
HEPBURN, AUDREY

Email Addresses

. Preferred
Email Type Email Address Address? Delete

Business - |.F\UDREYHEPEURN@PHSGDV Deletel
Home hd |Cal|MeAudrey@yah00.com Deletel

Add Email Address |

Save |

12
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3. Once you have finished updating the email address(es), click on the Save button.
e

My Email
HEPBURN, AUDREY

Email Addresses

. Preferred
Email Type Email Address Address? Delete

Business - |AUDREYHEPBURN@PHSGDV Deletel
Home - |Cal|MeAudrey@yah00.com Deletel
Add Email Address |

A save confirmation will appear in the upper right-hand corner of the page.

4.3 Delete Email Address(es)
Officers have the ability to delete an email address using Self-Service.

1. From the Portal Homepage, click on the My Email Addresses link located in the Self-Service pagelet.

2. Click on the Delete button located to the right of the Email Address you would like to delete. If the email
address you are deleting is the Preferred Address, a new one MUST be selected in order to save the delete.

My Email
HEPBURN, AUDREY

Email Addresses

. Preferred
Email Type Email Address Address? Delete

Business - |AUDREY HEPBURMN@PHS.GOV Delete

Home ~  [CallMeAudrey@yahoo.com » Deletel

Add Email Address |

Save |

Note: You cannot delete your Business Email address once it has been created; however, you can update it
if it changes (see Update Email Address(es))

3. Once you have finished deleting the email address(es), click on the Save button.
A save confirmation will appear in the upper right-hand corner of the page.

13
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5 EMERGENCY CONTACTS

5.1 Add Emergency Contact(s)
Officers can add Emergency Contact(s) using Self-Service.

1. From the Portal Homepage, click on the Emergency Contacts link located in the Self-Service pagelet.

Wy Profile Home and Mailing Address
Phone Numbers Wy Email Addresses
Emergency Contacts Ethnic Groups

Wy Job Preferences View Job Postings
Review My Resume Member Information
Training Summary Immunizations

Medical Exam Waivers

Readiness Status Physical Fitness
Supervisor

2. Click on Add Emergency Contact.

Emergency Contacts
Emergency Contacts |
Contact Name Relationship to Employee Primary Contact Edit Delete
JOHN SMITH Spouse g m
HOLLY GOLIGHTLY Sister g i}
Add Emergency Contact G
Save |

14



3. You will be directed to the Emergency Contact Detail page.

Emergency Contacts
Emergency Contact Detail
tanman . IR _J » -
*Contact Name:
*Relationship to Employee:  Ofher -

[7] contact has the same address as the employee

[7] contact has the same telephone number as the employee

Address

Country: United States Change Country

Address: Edit Address

Telephone:

Other Telephone Numbers
Emergency Contacts

*Phone Type Phone Humber Extension Delete

Add Phone Number

Save

* Required Figld
Retum to Emergency Contacts

4. Enter the Contact Name and select the Relationship to Employee from the drop-down list of values.

NOTE: If the Emergency Contact being entered has the same address or telephone number as the as the
employee, select the respective checkboxes and the Address and/or Telephone fields will auto-populate.

5. Click on the Edit Address button to enter an address for the Emergency Contact.

Country: United States Change Country )
Edit Address
Address: |—| G

Business Procedure Document
Self - Service

15



Business Procedure Document
Self - Service

6. You will be directed to the Edit Address page.

Edit Address

Country: United States :Change Country:
Address 1: |1234 RATPACK LANE

Address 2: |APT- 3A

Address 3 |

City: [LOS ANGELES state: IS4 A Ccalifomia
Postal: 00000

County: |

[ 0K Cancel

7. Click on the Change Country button to change the country the emergency contact is located in.
Enter the Emergency Contact’s address information and click on the OK button when finished.

8. Enter the Emergency’s primary telephone number in the Telephone field.

Telephone: [123/000-0000

NOTE: This field can also be used to store the Emergency Contact’s email address.
9. Click on the Add Phone Number button to add any additional phone numbers for this contact.

Other Telephone Numbers
Emergency Contacts

*Phone Type Phone Humber Extension Delete
Mobile hd |202!123455T | El
Add Phone Number

10. Select the Phone Type from the drop-down list of values. Enter the Phone Number and Extension (if
applicable. Continue to add phone numbers as needed.

11. Once you have finished entering the Emergency Contact’s information, click on the Save button. You will
be re-directed to the “Save Confirmation” page.

Emergency Contacts

Save Confirmation

V The Save was successful.

0K

Click on the OK button to return to the Emergency Contacts page.
16



5.2 Update Emergency Contact(s)

Officers have the ability to update their Emergency Contact(s) using Self-Service.

1.

2.

Business Procedure Document
Self - Service

From the Portal Homepage, click on the Emergency Contacts link located in the Self-Service pagelet.

Click on the red pen icon located in the Edit column of the Emergency Contact you would like to update.

Emergency Contacts

Emergency Contacts
Contact Name Relationship to Employee Primary Contact Edit
HOLLY GOLIGHTLY Sister i
JOHN SMITH Spouse &
FRANK SINATRA Son &
| Add Emergency Contact |
| Save |

Delete

o
i)

<—J

You will be directed to the Emergency Contact Detail page, where you can update the Emergency

Contact data as you see fit.

Emergency Contacts

Emergency Contact Detail

Address and Telephone

*Contact Name: [FRANK SINATRA

*Relationship to Employes:  Son -

Contact has the same address as the employee

Contact has the same telephone number as the employee
Address

Country: United States Chanae Country _
Address: 1234 RATPACK LANE Edit Address.
APT. 34
LOS ANGELES CA 00000
Telephone: [1231000-0000

Other Telephone Numbers
Emergency Contacts

*Phone Type Phone Number Extension Delete
Mobile - |202.|'123—4567 ‘ i

| Add Phone Number |

[ save |

* Required Field

17
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4. Once you have finished updating the Emergency Contact information, click on the Save button. You will
be re-directed to the “Save Confirmation” page.

Emergency Contacts
Save Confirmation

~ The Save was successful.

=

Click on the OK button to return to the Emergency Contacts page.

5.3 Delete Emergency Contact(s)
Officers have the ability to delete an Emergency Contact using Self-Service.

1. From the Portal Homepage, click on the Emergency Contacts link located in the Self-Service box.

2. Click on the trashcan icon located in the Delete column of the Emergency Contact you would like to
remove.

Emergency Contacts

Contact Name Relationship to Employee Primary Contact Edit Delete
FRANK SINATRA Son = il
HOLLY GOLIGHTLY Sister ] & m
JOHN SMITH Spouse il m

Add Emergency Contact

Save

NOTE: The system prevents users from deleting Emergency Contacts designated as the “Primary
Contact”. Before deleting that person, you MUST designate a new Primary Contact.

You cannot delete the prirnary contact. {(18032,77)

You must designate a new primary contact before deleting this contact.

Ok

18
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3. Click on Yes — Delete and Save if you still wish to delete the number. If you do not wish to delete the
number anymore or clicked on the wrong one, click on No — Do Not Delete and Do Not Save.

Emergency Contacts

Delete Confirmation

= Are you sure you want to delete Emergency Contact (FRAMNK SINATRA)?

Yes - Delete and Save Mo - Do Mot Delete and Do Mot Save

Once you select an option, you’ll be directed back to the Emergency Contacts page.

4. Once you have completed deleting your Emergency Contact(s), click on Save. You will be directed to the
“Save Confirmation” page.

Click on OK to be directed back to the Emergency Contacts page.

5.4 Change Primary Emergency Contact

Officers must designate one of their Emergency Contacts as their Primary Emergency Contact. If an Officer only
has one Emergency Contact listed, this person will automatically be the Officer’s primary emergency contact.
Officers may change who is designated as their Primary Emergency Contact at any time using self-service.

1. From the Portal Homepage, click on the Emergency Contacts link located in the Self-Service pagelet.

2. Select the checkbox in the Primary Contact column for the Emergency Contact you would like to designate
as your primary contact.

Emergency Contacts

Contact Hame Relationship to Employee Primary Contact Edit Delete
FRAMK SINATRA Son [:> & m
HOLL'Y GOLIGHTLY Sister m & m
JOHN SMITH Spouse m & i

Add Emergency Contact

Save

NOTE: Only one Primary Contact can be saved. If you attempt to save and more than one Primary Contact
is selected, you will receive an error message.

3. Once you have completed deleting your Emergency Contact(s), click on Save. You will be directed to the
“Save Confirmation” page.

Click on OK to be directed back to the Emergency Contacts page.

19



6 ETHNIC GROUPS
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Officers have the ability to update their Ethnic Group and Ethnic Category using Self-Service. Ethnic Groups and

Categories will reside in the same grid by adding rows as applicable.

6.1 Add an Ethnic Group or Category

1. From the Portal Homepage, click on the Ethnic Groups link located in the Self-Service pagelet.

W Profie Home and Mailing Address
Phone Numbers v Email Addresses
Emergency Contacts Ethnic Groups

Wv Job Preferences Wiew Job Postings
Review My Resume Member Information
Training Summary Immunizations

Waivers Readiness Status

Phvsical Fitness Medical Exam

Supervisor

Ethnic Groups
ALUDREY HEPBURN

The emplover is subject to certain gavernmental recordkeeping and reparting reguirements far the
administration of civil rights laws and regulations. In order to cormply with these laws, the employer invites
employees to valuntarily selFidentify their race ar ethnicity. Submission of this information is voluntary and
refusal to pravide itwill not subjectwau to any adverse treatment. The infarmation obtained will be kept
confidential and may only he used in accordance with the provisions of applicable laws, executive orders,
and regulations, including those that require the information to be summarized and reported to the federal

government for civil rights enforcement. When reported, data will not identify any specific individual.

Ethnic Groups

Description Delete

Add an Ethnic Group G

2. You will be directed to the Ethnic Groups page. Click on the Add an Ethnic Group button.

20
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3. Anew row will appear at the bottom of the grid. Select the desired Ethnic Group or Category from the list
of drop-down values.

Ethnic Groups
AUDREY HEPBURN

The emplayer is subjectto cetain governmental recordkeeping and reporting reguirements for the
administration of civil rights laws and regulations. In arder to camply with these laws, the employer invites
employees ta valuntarily selfidentify their race or ethnicity. Submission of this information is voluntary and
refusal to provide it will not subject you to any adverse treatment. The information obtained will be kept
confidential and may anly he used in accardance with the provisions of applicahle laws, executive arders,
and regulations, including those that require the information to be summarized and reported to the federal

government far civil rights enforcement. When reported, data will not identify any specific individual.

Fthnic Groups

Description Delete

~ i}

Armerican Indian or Alaska Mative

Asian

Black ar African American

Ethnic Category - Hispanic ar Lating
Ethnic Category - Mot Hispanic or Latino
Iative Hawaiian ar Other Pacific Islander
Wirhite

4. Once you have completed entering your Ethnic Groups and/or Categories, click on Save. You will be
directed to the “Save Confirmation” page.

Ethnic Groups
Save Confirmation

V The Save was successful.

K|

5. Click on the OK button to return to the Ethnic Groups page.

Ethnic Groups

AUDREY HEPBURM

The emplover is subject to certain governmental recordkeeping and reporting reguirerments for the
administration of civil rights laws and regulations. In arder to cormply with these laws, the emplover invites
emplovees to woluntarily selt-identify their race or ethnicity. Submission of this information is woluntary and
refusal to pravide itwill not subjectyou to any adverse treatment. The information obtained will he kept
confidential and may only be used in accordance with the provisions of applicable laws, executive orders,
and regulations, including those that require the infarmation to be summarized and reported to the federal

government for civil rights enforcement. When reported, data will not identify any specific individual.

Description Delete
Black or African American ﬁl
Asian El
Ethnic Category - Mot Hispanic or Latino El

Add an Ethnic Group

Save

21
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6.2 Delete an Ethnic Group

1. From the Portal Homepage, click on the Ethnic Groups link located in the Self-Service pagelet.

2. You will be directed to the Ethnic Groups page. Click on the trash can icon next to the row you would

like to delete.

Ethnic Groups

AUDREY HEPBURM

The emplayer is subject to certain governmental recordkeeping and reporing requirements far the
administration of civil rights laws and regulations. In arder ta comply with these laws, the emplaver invites
employees tovoluntarily selfidentify their race or ethnicity. Submission ofthis information is voluntary and
refusal to pravide it will not subject you to any adverse treatment. The information ohtained will be kept
confidential and may only be used in accordance with the provisions of applicahle laws, executive orders,
and regulations, including those that require the infarmation to be summarized and reparted to the federal
government for civil rights enforcement. When reparted, data will not identify any specific individual.

Description Delete
Black or African American El
Asian

i)
Ethnic Categary - Mot Hispanic or Latino Q El

Add an Ethnic Group

Save

3. Click on Yes — Delete and Save if you still wish to delete the Ethnic Group or Category. If you do not wish
to delete the number anymore or clicked on the wrong one, click on No — Do Not Delete and Do Not Save.

Ethnic Groups
Delete Confirmation

Areyou sure you want to delete Ethnic Group )7

Yes - Delete and Save Mo - Do Mot Delete and Do Mot Save

Once you select an option, you’ll be directed back to the Ethnic Groups page.

4. Once you have completed deleting your row(s), click on Save. You will be directed to the “Save
Confirmation” page.

Ethnic Groups
Save Confirmation

~ The Save was successiul.

QK

Click on OK to be directed back to the Emergency Contacts page.
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7 MY JOB PREFERENCES

Officers can update information regarding their preferences for their next assignment, including their Desired Start
Date, Job Function, Career Path, Agency, Region, and Readiness Role using Self-Service.

7.1 Update My Job Preferences

1. From the Portal Homepage, click on the My Job Preferences link located in the Self-Service pagelet.

W Profie Home and Mailing Address
Phone Numbers v Email Addresses
Emergency Contacts Ethnic Groups

I Wv Job Preferences Wiew Job Postings
Review My Resume Member Information
Training Summary Immunizations
Waivers Readiness Status
Phvsical Fitness Medical Exam
Supervisor

2. You will be directed to the Preferences page.

Search:
(=g
Preferences
BOMND JAMES A, 2050837
*Desired Start Date: IDSJD1 20049 Job Function: | Clinical j
Preference Career Path Depariment Type Code Region
First Chaoice | Clinical and Clinical Admin =| [ Center for Disease Cantral | | AL FLGAKY M5 NG 5C,TH) =l
Second Choice [ Intemational Health =] [Public Health Senice | [Philadeiph (DEDCMD PAVAYY  x]
Include any additional comments ahout your career, job and region preferences in the text area below.
=l
[ /|
(B save

23
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To update your Desired Start Date, click in the Desired Start Date field. Manually enter the date you wish
to start your next assignment. The date should not be less than two years from the day you started your
current assignment. Once you have finished updating your Desired Start Date, click the Save button located
at the bottom of the page.

*Desired Start Date; IDEIQ 512009 [

NOTE: This is a required field.

To update your desired Job Function, choose the job function you wish to pursue on your next assignment
from the drop-down menu located beside Job Function. Once you have finished updating your Job
Function, click the Save button located at the bottom of the page.

Job Function: |Clinical j

To update your desired Career Path, choose the career path you wish to pursue on your next assignment
from the drop-down menu located in the Career Path column. You may choose a first choice and a second
choice career path. Once you have finished updating your desired Career Path, click the Save button
located at the bottom of the page.

Preference Career Path Department Type Code Region
FirstChoice  |Public Health/ Epidemiology x| | Center for Disease Control | |Philadelph (DE,DC MDPAvAWY x|
Second Chaice | Public Health Epidemiology | | Central Intelligence Agency | |Philadelph (DE,DCMD PAVAWY =]

To update your desired Agency, choose the agency you wish to work for on your next assignment from the
drop-down menu located in the Department Type column. You may choose a first choice and a second
choice Department Type. Once you have finished updating your desired Department Type, click the Save
button located at the bottom of the page.

To update your desired Region, choose the region you wish to work in on your next assignment from the
drop-down menu located in the Region column. You may choose a first choice and a second choice region.
Once you have finished updating your desired region, click the Save button located at the bottom of the

page.

The PHS Preferences Comments field allows officers to write a comment that more fully explains their
Preferences. This is an optional, free text field. If you wish to write a comment, simply click inside the
field, and type your comment. Once you have finished writing in this field, click the Save button located at
the bottom of the page.

Include any additional comments ahoutyour career, job and region preferences in the text area below.
I'd like t0 remain in the DC metro area.

E Save
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8 READINESS
8.1 PHS Readiness Status

Business Procedure Document
Self - Service

Officers have the ability to view their Readiness Status information using Self-Service.

1. Click on the Readiness Status link located inside the Self Service pagelet.

Self-Service =
Iy Profile Home and Mailing Address
Phaone Mumbers hly Email Addresses
Emergency Contacts Ethnic Groups
tdy Job Preferences Wigwy Jok Postings
Feviewy by Resume higmber Information
Training Summary Immunizations
Waivers
Phyzical Fitness Mecical Exam
SuUperyisor

2. You will be directed to the Current Readiness Status tab.

J( Current Readiness Status X Frojected Status \

Hame: EmpliD:
List: PHS Readiness Compliance Jobcode: DR Pharmacist

Official Readiness Date: 07/01/2008 Current Status: Basic Eligibility

Reasons for Current Status First (4 10 1 [M] Last
Description
1
Readiness Team and Role First (0 10 1 [ Last
Team/Roster Assigned Date Role
1 Tier Three Roster B 09082006

Self Reported Deployment Roles

Readiness Roles Primary
1 Liaison =
2 AdminiFinance -

=] QUReturn to Search | (4= Hewct in List | [ 42 Previous inList |

Current Readiness Status | Projected Status

Red:

i
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3. Click on the Projected Status tab to view the Officer’s projected Readiness Status.

. Curent Readiness Stalus | Projected Stalus \I_

Name: EmpliD: Red: 0
List: PHE Readiness Compliance Jobcode: COR Pharmacist

Next Official Readiness Date:  10/01/2009  Projected Status:  Basic Eligibility

Last Update Date for Reasons:

Reasons for Projected Status Firat (0 4. 1 [M] Last

Description
1

[5] CLReturn to Search | (4= Hexctin List | [ +5 Previous in List )

Current Readiness Btatus | Projected Btatus

8.2 Data Entry for Deployment (Readiness) Roles
The Deployment Roles functionality captures an officer’s readiness deployment roles via the Self-Service page.
Selecting a Readiness Role is mandatory for PHS officers.

1.

2.

Click on the My Profile link located in the Self-Service pagelet.

Self-Service 2] l

y:ProfiIe Home and tailing Address
Phone Mumbers bty Email Addresses
Emergency Cortacts Ethnic Groups

My Job Preferences Wi Job Postinggs
Review by Resume hiember Information
Training Summary Immunization:s:

Wigivers Feadiness Status
Phyzical Fitness hiedical Exam

SUpEryizor

Click on the Qualifications link.

My Current Profile

R

Your profile displays skills, competencies, and accomplishments, Review content detail by navigating
through the individual tabs and selecting the item description link. Content that can he updated includes an
Add link below each section and an Edit and Delete button nextto each itern. You must use the Save button
to save any profile changes. Additionally, the Subrmit button muost be selected far any contant changes
requiring approval

*Description: [
Profile Actions: |<Select Action= ﬂ @ [i 1
Competencies Qualifications Education
Competencies Qualifications Education
Save

Return to Previous Page
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Self - Service

3. You will be directed to a listing of all entered Quialifications. Scroll down to see the Readiness Roles

section.

My Current Profile

e R e

“our profile displaws skills, competencies, and accomplishments. Rewview content detail by navigating through the
individual tabs and selecting the item description link, Content that can be updated includes an Add link below
each section and an Edit and Delete button next to each item. "ou must use the Sawve button to zave any profile
changes. Additionally, the Submit button must be selected for any content changes requiring approval.

*Description: |

Frofile Actions: | #Select Action> = ® 0 3

Competencies Qualifications Education

Add new awards in the grid below. Edit awards by selecting the edit buttan.

=l Mot Required]

ﬂ Add Mew Basic Life Support

Add new Readiness Roles in the grid below. Edit Readiness Roles by selecting the edit button.

w Readiness [Approvwal Mot

Required]

Readiness Role Frirnary Edit Dzl ete
Physician Assistant = ¥ i

Researcher - L ﬁ
Hurse | L ﬁ

El Add New Readiness Roles

Add new Readiness Teams in the grid below. Edit Readiness Teams by selecting the edit button.

| Mot Reguired]

* Administrative Flags [Approwal Mot Required)

There are currently no Administrative Flags for this profile. Please add ane if required.

Competencies Quzlifications Education
| Save |

Feturn to Previous Page
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4. To add a new Readiness Role, click on the Add New Readiness Roles link in the Readiness Roles section.

Readiness Raole
Fhysician Assistant
Rezearcher

Hurze

Frirmary

=
-
r

+| £dd New Readines:s Roles

) o
Edit Delete
[ i
[ i
4 i

The “Add New Readiness Roles” page will display.

My Current Profile

Add New Readiness Roles

Ernpl ID:

Fersan

Add itemn details. Select O to apply changes and return. Select Cancel to return. Select Apply and Add to

Profile Type: FERSON
continue adding additional items.
*Readiness Role:
I- Frirmary
oK Apply and Add Another

The Readiness Roles information consists of the following fields:

FIELD

DESCRIPTION/INSTRUCTIONS

Readiness Role:

Click on the Look Up icon (magnifying glass) to display a list of
possible Readiness Roles. You may scroll through the list of roles or
use the Search function to locate the specific role you wish to add.
Click on the description hyperlink for the role you wish to select.

Primary Checkbox:

Select one and only one Deployment Role as Primary by checking the

checkbox unchecked.

Primary checkbox associated with the preferred Readiness Role.

This is used by OFRD to determine to which Roster an officer should
be placed. For all other Readiness Roles added, leave the Primary
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6. Click on the Look Up icon (magnifying glass) to select the Readiness Role to add.

Look Up

Look Up Readiness Role

Cortent Type: READYROLES
Cortert kem ||32|beginsuuith dl
Description: Ibeginswithdl

MWieu 100

R29001

Look Up

Search Results

—ICDontent fLern Description

Clear Caneel

Basic Lookup

First [§] 350135 [ Last

Oce HealthdInd Hygenist

R2900Z
R29003
R29004

Hazardous Materialsiiaste
Public Health Weterinarian

Zeneral Health Educator

R29005

PIO/Rizk Communication

RO900G
R2007

Enviranmental Health

Medical Technologist

RO900Z

Rezponse Team Leader

R29009

Physician Assistant

R29010
4

Preventive hMedicine _l;l
| »

7. Once you have completed entering your Readiness Roles, click on OK. The Qualifications page of My

8.

Current Profile will be displayed. The new Readiness Role is visible.

My Current Profile

Add New Readiness Roles
Ernpl 10:

Prafile Type: FERSOMN Fersan

Add item details. Select OK to apply changes and return. Select Cancel to return. Select Apply and Add to

continue adding additional items.

*Readiness Role: Freventive Medicine

R2Q040 @

[ Fri mary

Ok fﬁippl\; and Add Another

NOTE: To add additional Readiness Roles, Click on the Apply and Add Another button until all the roles

have been entered.

You will be directed back to the Qualifications section of My Current Profile.

Click on the Save button to commit the changes you've made.
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8.3 Delete a Deployment (Readiness) Roles

1. From the Portal Homepage, click on the My Profile link located in the Self-Service pagelet.

Business Procedure Document

2. Click on the Qualifications link. Scroll down to see the Readiness Roles section

Self - Service

3. Toremove a previously selected Readiness Role, click on the trash can icon located under the Delete
column on the row corresponding to the role you wish to remove. Below is an example of removing the

Nurse role.

11
Customize | Find | “tew Al | BV | 2 Fis Kl g o g B0 1ag

Readiness Role Prirmary Edit
Physician Assistant F ¥
Preventive Medicine - L
Researcher Il L
Nurse r g

ﬂ Add New Readiness Roles

4. The Person Profile Delete Confirmation screen will display.

Person Profile

Delete Confirmation

= Frofile item (Murse) has been selected for deletion. Delete item™

es- Delete and Save Mo - Do Not Delete and Do Not Save

If you are sure you want to delete this Readiness Role, click the Yes-Delete and Save button. If you
change your mind and do not want to remove this item at this time, click on the No-Do Not Delete and Do

Not Save button.

5. Note that the “Nurse” Readiness Role is no longer displayed in the list of Readiness Roles.

Add new Readiness Ralesin the grid below. Edit Readiness Roles by selecting the edit button.

¥ Readiness Roles [Approwal Hot

R Customize | Find | vew 41 | B | 38 First Kl 43013 1Y 1ag
Readiness Role Frirnary Edit Oel ete
Fhysician Assistant = & i}
FPreventive Medicine - L ﬁ
Rezearcher I- L ﬁ

ﬂ £dd Hew Readiness Roles
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6. You must click on the Save button at the bottom of the page to actually remove the item.

Add new Readiness Roles in the grid below. Edit Readiness Roles by selecting the edit button.

ess Roles [Approwval Mot

Readiness Raole Prirmary Edit Dzl ete
Fhysician Assistant = ¢ i}
Freventive Medicing |_ i ﬁ
Eezearchear | i ﬁ

ﬂ Add Mew Readiness Roles
Add new Readiness Teams in the grid below. Edit Readiness Teams by selecting the edit buttan.

F Readiness Teams [Approval Mot Required)

» Administrative Flags [Approwval Hot Required)

There are currenthy no Administrative Flags for this profile. Please add one if required.

Competencies Cualifications Education

Sawve |

Return to Previous Page

8.4 Readiness Teams - View Only Access

Officer Memberships will be used to associate a PHS officer with a readiness team. Assignment to a membership
will be considered assignment to a deployment position. This page is populated via an interface and is view only
within Direct Access.

1. From the Portal Homepage, click on the My Profile link located in the Self-Service pagelet.
2. Click on the Qualifications link.

My Current Profile
e g

Your profile displays skills, competencies, and accomplishments. Review content detail by navigating
through the individual tabs and selecting the iterm description link. Content that can be updated includes an
Add link helow each section and an Edit and Delete button next to each itern. Yoo must use the Save buotton
to save any profile changes. Additionally, the Submit button must be selected for any content chanoes
requiring approval.

*Description: [ ima i

Profile Actions: | <5elect Action= = ® 0 S
Competencies Qualifications Education
Competencies Qualifications Education
| Save |

Eeturn to Previous Fage
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3. Scroll down to the Readiness Teams section.

My Current Profile

= R

““our profile displays skills, competencies, and accomplishments. Review content detail by nawvigating through the
individual tabs and selecting the item description link. Content that can be updated includes an Add link below
each section and an Edit and Delete button next to each item. “ou must use the Save button to save any profile
changes. Additionally, the Submit button must be selected for any content changes requiring approval.

*Description: |

Profile Actions: | <Select Action> =] & 0 S

Competencies Gualifications Educstion

Add new awards in the grid below. Edit awards by selecting the edit button.

Add new Basic Life Supportin the grid below. Edit Basic Life Support by selecting the edit buttan.

¥ Bazic Life Support [Approwal Hot Required]

ﬂ Add Mew Basic Life Support

Add new Readiness Roles in the grid below. Edit Readiness Roles by selecting the edit button.

F Rezdiness Roles [Approwval Hot Required]

ﬂ Add New Readiness Rales

Add new Readiness Teams in the grid below. Edit Readiness Teams by selecting the edit button.

Custemize | Find | ‘ew Al | B[ 28 Fit Kl 12052 B3 10

w Readiness Teams [Approwal Mot

Fequired]

Readiness Team
Mliszion Critical

Tier Three Foster A

¥ Administrative Flags | al Mot Required)

Competencies Gualifications Education

Save

Eeturn to Prewious Page
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4. To view the details behind the Readiness Team, click on the Readiness Team name. The View Readiness
Teams page will be displayed.
My Current Profile
View Readiness Teams

Erpl 10:

Profile Type: FERSOHN Fersan

Thiz page displays the item details.

Effective O=te: 052102010

Readiness Team: hiC Mizzion Critical
Status: Autive

Role End Date:

Team Role:

heturn to Previous Page I Frevious Readiness Teams Mext Readiness Teams
L

5. Click the Return to Previous Page link to return to the My Current Profile page.
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9 BASIC LIFE SUPPORT
9.1 Data Entry for Basic Life Support
Officers can capture their Basic Life Support and other life support certifications using Self-Service. A PHS officer

is expected to have at least one of the Basic Life Support (BLS) certifications active at any given time.

1. From the Portal Homepage, click on the My Profile link located in the Self-Service pagelet.

Self-Service = |

IPrUfiIe Home and Mailing Address
Phone Mutmbers tly Email Addresses
Emergency Contacts Ethnic: Groups

by Job Preferences i Job Postings
Fevigrss by Resume tembaer Information
Training Summary Immunizations

Waivers Readiness Status
Phyzical Fitness tedical Exam

Superyisar

2. Click on the Qualifications link.

My Current Profile

whdgmes ol

our profile displays skills, competencies, and accornplishrments. Review content detail by navigating
through the individual tabs and selecting the iterm description link. Content that can be updated includes an
Add link below each section and an Edit and Delete hutton next to each itern. You must use the Save hutton
to save any profile changes. Additionally, the Submit button must be selected for any content changes
requiring appraval.

*Description: [

Profile Actions: [ =5elect action= = ® i =]

Competencies Qualifications Education

Competencies Qualifications Education
Save

Return to Previous Page
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3. You will be directed to a listing of all entered Qualifications. Scroll down to the Basic Life Support
section.

My Current Profile

Your profile displays skills, competencies, and accomplishments. Review content detail by navigating
through the individual tabs and selecting the itern description link. Content that can be updated includes an
Add link below each section and an Edit and Delete button next to each item. You must use the Save hutton
to save any profile changes. Additionally, the Submit button must be selected far any content changes
requiring approval.

*Description: ALDREY HEFPBLIRM
Profile Actions: =Select Action= - ™ a8 S
Competencies Qualifications Education

Add new awards inthe grid below. Edit awards by selecting the edit button.

} Honors and Awards {Approval Hot Begquired)

Add newy licenses in the grid below. Edit licenses by selecting the edit button.
F Licenses & Certifications (Approval Not Required)

II"Tﬂ\dd newy Basic Life Suppart in the grid below. Edit Basic Life Suppaort by selecting the edit button. )

» Basic Life Support (Approval Hot

Required) cCustomize | Find | view & | B | 2 First B qore O Laat
BLS Code Edit Delete
Basic Life Support & m

Add Mew Basic Life Support )

Add new Readiness Roles inthe arid below. Edit Readiness Rales by selecting the edit huttan.

¥ Readiness Roles (Approval Hot Required)

Add Mew Readiness Roles

Add neww Readiness Teams inthe grid helow. Edit Readiness Teams by selecting the edit button.

F Readiness Teams (Approval Not Reguired)

Add nevy Administrative Flags in the grid below. Edit Administrative Flags by selecting the edit button.

F Administrative Flags (Approval Not Required)

Competencies Qualifications Education
| Save |

Return to Previous Pade
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4. Click on the Red Pencil icon in the Basic Life Support section.

Add new Basic Life Support in the grid below. Edit Basic Life Support by selecting the edit button.

¥ Ba=sic Life Support [Approwal Mot ] 1] 0 ' d | m
S Customize | Find | ew A1 | B | 28 Firsg B g g9 B3 g

Required]
ELS Code Edit Delete
Basic Life Suppaort ¥ i

il Add Mew Basic Life Support

5. The Update Basic Life Support page will display.

My Current Profile
Update Basic Life Support

Ermpl 10:
Frofile Type: FERSOHN Farson
Update item details, then select Ok to apply changes and return. Select Cancel to return without any
changes.
ELS Code: BLE Ba=ic Life Support
EMT Lewvel : Ilnterm- EMT Cert Leueld

EMT Expiration Date: 0143102013 £
1=t Responder Expr Date: Ii El
BELS Esxpirstion Date: L
ATLS Espirstion Date: L
ACLS Expiration Date: 0743142010 Bl

Beturn to Previous Page

36



6. Change the BLS information as appropriate. The BLS certification information consists of the following

Business Procedure Document
Self - Service

fields:
FIELD DESCRIPTION/INSTRUCTIONS
BLS Code: “BLS” code is defaulted.
EMT Level: Enter the Level of Emergency Medical Technician (EMT) and

Paramedics certification received, if applicable. Leave this field blank

if you do not have an EMT Level Certification. The EMT
Certification levels are:

Adv Adv - EMT Level (Advanced)

Basic Basic - EMT Level (Basic)

Intrm Intrm - EMT Level (Intermediate)

Param  Param - EMT Level (Paramedic)

EMT Expiration Date:

Enter the date that the indicated EMT Level certification expires.

Leave this field blank if you do not have this certification.

1° Responder Expr Date:

Enter the date that the First Responder certification expires.

Leave this field blank if you do not have this certification.

BLS Expiration Date:

Enter the date that the Basic Life Support certification expires.

Leave this field blank if you do not have this certification.

ATLS Expiration Date:

Enter the date that the Advance Trauma Life Support certification
expires.

Leave this field blank if you do not have this certification.

ACLS Expiration Date:

Enter the date that the Advance Cardiac Life Support certification
expires.

Leave this field blank if you do not have this certification.
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7. Once you have completed entering your Basic Life Support certifications, click on OK.

My Current Profile

Update Basic Life Support

Erpl 10:

Profile Type:

FERSON Fersan

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

changes.

ELS Code:

ET Lewel:

EmAT Expiration Date:

1=t Responder Expr Date:
BLS Expiration Date:
ATLS Expiration Date:
ALCLS Expiration Date:

ok s

Eeturn to Previous Page

BLS Basic Life Support

|interm - EMT Cert Lewel =]

I ERE
m

By
rE
07#21/2010 =

Self - Service

8. You will be directed back to the Qualifications section of My Current Profile. Click on the Save button to
commit the changes you made.
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10 VIEW JOB POSTINGS
Officers are able to view a list of job postings, based on a variety of search criteria, using Self-Service.

1. From the Portal Homepage, click on the View Job Postings link located in the Self-Service pagelet.

Self-Service =
Iy Profile Home and Mailing Address
Phone Numbers v Email Addresses
Emergency Contacts Ethnic Groups

v Job Preferences 0s

Review WMy Resume Member Infermation

Training Summary Immunizations

Waivers Readiness Status

Physical Fitness Wedical Exam

Supervisor

2. You will be directed to the View Job Postings page.

View Job Postings

Enteryour search criteria then click Search

Search Criteria

Category:l j SelectJob Category or leave blank for all
Business Unit:l j Select Business Unit or leave blank for all
ngencyzl j Select Agency or leave blank for all
State:| j Select State or leave hlank far all
Location:| =Y Select Location or leave hlank for all
Function: | j Selectob Function or leave blank for all

Joh Code:l—g SelectJobcode or leave blank for all
Grade:l—g Search |

Business

Reference Unit Job Title Category  Agency Function Location From Grade ToGrade .Job Basket

Save Selected ltems to Job Basket Job Basket
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3. You can use any or all of the search criteria to define your job search. The more criteria you define, the
more specific your job search will be. To define your search criteria, make selections using the drop-down
menus located to the right of each row.

FIELD DESCRIPTION/INSTRUCTIONS

Category The category or discipline you wish to find a job requisition for

Business Unit | Should be populated with “Public Health Service

Agency Refers to the agency you hope to find a job with

State Refers to the state you hope to find a job in

Location Allows you to search for a specific city you hope to find a job in. If you wish to
populate this field, click the magnifying glass icon to the right of “Location”. You will
be redirected to a page on which you can enter the city you wish to search for a job in.
After you have finished typing the city, click the “Lookup” button. A number of choices
may pop up; click on the choice most applicable to the search you wish to conduct. You
will be redirected back to the “View PHS Job Postings” page

Function Refers to the function of the job for which you are searching. Ex: Applied Public
Health, Mental Health, etc

Job Code The Officer Job Code recommended for the position, based on Rank and Category. If
you wish to populate this field, click on the magnifying glass icon located to the right of
“Job Code”. You will be redirected to a page that allows you to search for a specific job
code. If you do not know the specific job code for which you are looking, you can click
“Lookup” button and all available job codes will pop up. Click the job code most
applicable to the search you wish to conduct.

Grade The grade for which you are searching

NOTE: Some of these drop-down menus will include Coast Guard-related choices. PHS Officers should
refrain from selecting these.

4. Once you have completed populating your search criteria, click the Search button located to the right of the
Grade field.
Business
Unit Joh Title Category  Agency Function Location From Grade To Grade Joh Basket
Clinical Bureau of RICHMORD,
137705 FHS Urse Murse Prisons i 03 04 -
Clinical Bureau of RICHMORD,
137706 FHS Urse Murse Prisons Vi 03 04 -
Clinical Bureau of COLEMARN,
137710 FHS IR Murse BHEE FL 03 04 -
Clinical Bureau of COLEMARN,
137713 FHS Murse Murse Prisans L 03 04 -
Save Selected ltems to Job Basket Joh Basket
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5. Click the blue hyperlink located in the Job Title row to view the details of a position. You will be
redirected to a page with any additional details concerning the job.

Joh Description:

"BOP-COA-RMN-3138 - This Registered Murse position is located at the
Federal Correctional Complex in Coleman, Florida. Coleman is located inrural
Central Florida in Sumter County, approximately 50 miles north of Orlando, and
65 miles northeast of Tampa, Florida. Interstate 75 and the Florida Turnpike
are easily accessible from our location, providing easy transportation access to
both of these metropolitan areas. Coleman is located between the Atlantic and
Gulf Coasts of Florida which makes the driving time to our beautiful beaches on
gither coast, a little over an hour away. The areas surrounding Coleman have
public schools as well as parochial schools. The University of Florida is located
in Gainesville, Florida, which is approximately 75 miles away. In close by Lake
Zounty, there are more than 1,000 lakes which offer a wide variety of
recreational activities. Sports enthusiasts experience the adrenaline rush found
at several water-ski schools and a nationally recognized triathlon training
center. Registered MNurses are responsible for providing a full range of nursing
services to include assessing, diagnosing, planning, implementing, and
evaluating the medical condition of inmate patients. Additicnally, they provide
infarmation to other health care team members and contribute to the
maintenance or restoration of health status. The incumbent is required to
maintain appropriate licensure and level of expertise. For more information,
contact Jose Acebal, Health Services Administrator, at (352) 639-3016 or
jacebal@bop gow.

Please apply before: 010172010 (example: 1273172000

Add Jobto Basket | Jon Basket

Return to Job Postings

6. If you are interested in any of the Job Requisitions, you can click the “Add Job to Basket” button on the
Job Description page, or you can check the box located in the “Job Basket” row on the page where your
original search results showed up. To return to this page from the Job Description page, click the “Return
to Job Postings” link located at the bottom of the Job Description page.

7. Your Job Basket will save the jobs that you have selected until they are either filled, or you delete them.
This means that you can sign out of Direct Access, return at a later date, click on the “Job Basket” link at
the bottom of the “View PHS Job Postings” page, and you will be redirected to a page that lists all of the
job requisitions you have added to your basket.

Reference ﬁ:::illess Job Title Category  Agency Function Location From Grade To Grade .ohBasket

137705 PHS &a' Nurse DU of RHMOND. o3 04 -

137706 PHS %a' Nurse DI Of P HMOND. 6 o4 r

137710 PHS E'L'Ilf' MNurse Et:r;oanusm EBLEMAN- o3 04 r

137713 PHS &a' Nurse DU Of COLEMAN, o3 04 r
Save Selected ltems to Job Basket | Job Basket

8. If you wish to express interest in a position, click the Apply for this Job button on the Job Description
page, or click the Save Selected Items to Job Basket if you would like to express interest in all of the jobs
in your basket.
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11 REVIEW MY RESUME

Officers can view their resume using Self-Service. Most of Review My Resume is View Only.
NOTE: Officers may not update their resume information on these pages; however, they can paste a text version of
their resume into the Full Text Resume field.

1. From the Portal Homepage, click on the Review My Resume link located in the Self-Service box.

v Profie Home and Mailing Address
Phone Numbers v Email Addresses
Emergency Contacts Ethnic Groups
Kv Jlob Preferences View Job Postings

I Review Wy Resume Member Information
Training Summary Immunizations
Waivers Readinezs Status
Physical Fitness Medical Exam
SUpErvisor
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2. You will be directed to the Resume page. Screenshots are located below.

Apply for Job

Business Procedure Document
Self - Service

Resume

This pade shows your complete resurme, allowing for easy printing using your browsers print
button. To expand or collapse a section click on the triangle to the left of the heading.

Submitted on: 08/14/2004

Jobs Applied for: i}

¥ Contact Detail

Phone Type Country Code Contact #

1 BUSH 202447 5-3660
2 CELL T03/826-7160
3 HOME T03/859-4628
4 H_F 703/8599-4629
50y _CL 202i5T4-6935
6 W _Fx 202i457-6631
Email Type Email Address
1 BUSH cghrms@comdiusco.mil
2 HOME cghrms@comdiusco.mil

Addr Type  Address Line 1 City State  Postal

1 BUSHN CHEROKEE INDIAN HOSPITAL CHEROKEE MNC 28719
2 HOME 1416 Field Avenue Metairie LA Tooat
3 MAIL P.C. Box 459832 Fairfax WA 2203

¥ Employmment

Dept % Postion 4 Job
Effective Department Description Agency
Date
Indian
1 010172006 132373 HGFHG Health
Service
Indian
2 082972002 132662 HGFL-1 Health
Service

20
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¥ Full Text Resume
This is where an officer paste a textversion of hisfher resurme. This is a plain text field, so ;l
formatting such as bold, ¢ r ar underling is not available,
Enter your resume in
this field. Be sure to
save your updates by
clicking the Save
hutton at the bottom of
the page.
W Languages

Language Speaking Proficiency Reading Proficiency Writing Proficiency

Membership Date Issued View Details
Tier Three Raoster B 060152006 Wiew Detaill
Honor or Award Date Issued View Details
PHS Achieverment Medal 1200142008 ey Detaill
FHS bom Corps Training 091012007 view Detail
PHS Unit Commendation O&r20/2007 ey Detaill
PHS Commendation Medal 015222007 ey Detaill
PHS Unit Commendation 1100952006 ey Detaill
PHS Unit Commendation 08i01/2006 L=y Detaill
PHS Achievement Medal 1001 252004 e Detaill

¥ Licences and Certificates

License or Certificate Date Issued View Details

Pharmacist 0953041 960 Wiewy Detail

i
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Cioctorate in Pharmacy FHARMACIST-GERERAL W ey Detaill
Course Title School Hame View Details
110 - Disaster Response LS W ey Detaill
111 - MDMS in Review LmS e Detaill
112 - DMAT Roles and Resp LmS W ey Detaill
113 -Vetlssues in Disasters LmS ey Detaill
114 - Dis Morttuary Op Besp Trms LMS Wy Detaill
;fgp'af:dri;gzm”‘f LMS view Detail
121 - Media Rel+Role of PO LMS WiEwy Detaill
122 - Personal Gear Lhig Yiew Detaill
1245 - Occupational Safety LmMS WiEn Detaill
130 - Incident Management Syst LS Wy Detaill
140 - Preyv Med for Field Ops Lm35 W ey Detaill
141 - Hith Consg and Response LMS Wy Detaill
142 - Disaster Triage LmS W ey Detaill
144 - Mass Gathering Medicine  LMS W ey Detaill
147 - Critical Inc Stress Mgmt LmMS WiEn Detaill
180 - Infectious Disease Mgmt  LMS W ey Detaill
181 - Haz MatAwar- HOMS LMS View Detaill
182 - Terrarism LmS L=y Detaill
183 - ABCs of Bioterrarism LMS L= Detaill
201 - CCRF Overview LMS WiEwy Detaill
202 - PHS Histary LMS Wiewy Detaill
210 - Cultural Awareness LmS e Detaill
211 - Civil Military Ops LmS Wy Detaill
212 - Health System Design Lm35 W ey Detaill
217 - Safety + Security Aware LmMS Wy Detaill
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¥ Preferences
Desired Start
Preference Career Path Agency Region Dt Job Function  Comments
Clinical and  Public ; . :
) ) . il | prefer this region ofthe country because of its
First Choice Cllnl_cal Heal_th (AL FL,GA I MS,NC SC.TH) 04/08/2009 APH proximity to ry family,
Admin Service
Fublic ) ] )
Second Bureauof  Afl | prefer this region of the country hecause ofits
choice  HEAM!  phcons  (ALFLGAKYMSNCSCTN) CHUEE009 APH praimity to my family.
Epidemialagy
¥ Member Flags
Member Flag End Date
1
’g Click here to save any changes to your resume text.
ﬁ Sava |
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12 PHS MEMBER INFORMATION

PHS officers can view their Member Information, including their Personal/Employee Information, Contact
Information, Security Clearance, Career Information, Service Dates, Person Profile Summary, and Training
Summary via Self-Service. This section provides the procedure for viewing Member Information using Self-
Service.

IMPORTANT: This report will only show PHS employee record data. Dual status members will only see their
PHS Job and Training data. No CG data will be included in this report.

12.1 View PHS Member Information

1. From the Portal Homepage, click on the Member Information link located in the Self-Service pagelet.

hly Profile Home and Mailing &ddress
Phone Mumbers iy Email Addresses
Emergency Contacts Ethnic Groups

by Job Preferences Wienny Job Postings
Review by Resume Member Information
Training Summary [mmuniz ations

WEivers Readiness Status
Physical Fitness Medical Exam

Supervizor

2. Click Create Report to generate your Member Information report.

PHS Member Info Report

Empl 1D

Greate Report <)

The output of the report will launch in PDF format in the system browser.
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PHS OFFICER INFORMATION

Identification
Name: Employees I
Statns: A SERNO:

Home/Mailing/Business Addresses

Buoziness Address: Effective Az Of: | 02/1172012
Mailing Address: Effective As Of: | 10/21/2010
Home Address: Effective As Of: | 10/21/2010
Phone Numbers

Buziness Phone:

Home Phone:

Email Addresses

Busines: Email:

Emergency Contacts

MName: T Relationship: BErother
Name: Relationship: Spouse
Employee Information

Birth Location: Drate of Birth:

Country: UsA Sex: F
Mlarital Statvs: Unkaown

Ethnicity

Ethnic Grovp/Category:

Security Clearance

Agency: OFM SCT Eligible:

Investizate Type: SSBI Investipate Date:

Interin: Interim Diate:

Clearance: Clearance Granted:

Call SECTEAM: N

gie::;lii;antmg HHS Adjudication Statos: Favor 3
Adjodication Date: SF312 Date:

PHS OFFICER INFORMATION

Current Employment Information

Company: PHEZ Hire Drate:

Rank: CAFT Component: PHE

Employee Clazs AD Johb Code: Verrinary Director

Current Location: ak L Counntry: UZA

Career Summary

Drate Action Reazon Diepartment Pozition Job CR;;:;}.G Categpory

o7 3

020072012 | Transfer gchrai;:c:f[ fﬂ:l _I;jml ‘.—'c?zf::-_'y Tl':‘:::; (&1 ] Veterinarian

Station T Director CAFT

Service Dates

Active Doty Base Date:

Creditable Service Date:

Exp Active Duty Term Date:

Exp Losz Date:

Seniority Credit Date:

Training and Expericnce Date:
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Easic Life Support Summary
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Rating EMT Expr 1* Rezponder ATLE Expr ACLE Hxpr
EMT Level BLS Expr Dat
Mlodel i Drate Expr Date pr Late Diate Date
BELS 08/01/2010 11/12:2011
Readiness Roles Summary
Effective Code Readinesz Role Primary
Date
03/16/2012 | ROOO14 Epidemiologizt 13
03/18/2012 | ROOOO3 Public Health Veterinarian Y
Readiness Teams Suvmmary
Effective Code Readiness Team
Date
MC Mission Critical
SOG Special Operatiens Group
S0G Special Operaticns Group
05/21/2010 | 30G Special Operaticns Group
Administrative Flags Suvmmary
Effectiv
Da:: we Cade Administrative Flag Begin Date End Date
PHS OFFICER INFORMATION
Education Summary
E:;\il'ed ‘ MMajor Code | Depree School Qualifying Accredited
Licenses and Certifications Summary
Expirati
Izsue Date | License D:l:;l'a ion State Qualifying Verified
04/30/1050 | Veterinarian 04/30/2012 MDD T )3
O7/25/1005 | Veterinarian 12/3172011 VA T )3
Honors and Awards Svmmary
Izzue Diate | Code Honor and Award From Drate To Date Grantor
0/25/1007 | CGPHEUC Unit Commendation 1070171005 10/01/1008 FHEI
01/017100E | CG2550 Biceateanial Unit Commendation 01/01/1008 PHZI
0324/1008 | CGHE Army Achievement Medal TSA
01/20/2000 | CGPHSUC Ugit Commendation 07/01/1008 1270171000 FHE
01/07/2002 | CGI170 Commendation Medal 03/01/2001 00/01/2001 FHE
03/23/2004 | CGPHSUC Uit Commendation 03/01/2001 12/01/2003 FHE
07/13/2004 | CG185 Achievement Medal 08/01/2003 12/01/2003 FHEI
00/20/2004 | CGPHEUN Ouiztanding Unit Citation 04/01/2001 10/01/2003 FHEI
04/24/2005 | OG45135 Commizzioned Corpz Trainiogs Ribbon FPHI
11/08/2005 | CG170 Commendation Medal 02/01/2004 O7/01/2005 FHE
01/23/2000 | OG2545 Criziz Besponse Service Award 08/01/2005 0201/2000 PHE
04/16/2000 | CGPHEUC Ugit Commendation 05/01/2005 08/01/2005 FHE
08/17/2000 | CGPHSUC Unit Commendation 01/01/2005 12/01/2005 FHE
CSPHSUN Quiztanding Unit Commendation 0E/01/2005 03/01/2000 FHS
CGPHIUC Unit Commendation 01/01/2007 037012007 FHEI
CG4510 Regular Corpsz Ribbon FHS
CG2530 Special Azzignment Award 01/01/2005 12/01/2007 PHEI
CG2545 Criziz Besponse Service Award 08/01/2008 10/01/2008 PHEI
080472000 | CG2555 Recruitment Secvice Ribboo 04/01/2008 OR/01/2000 FHE
121072000 | CG170 Commendation Medal 00/01/2008 00/01/2008 FHE
01/12/2010 | CGPHSUC Unit Commendation 00/01/2008 02/01/2008 FHE
04/18/2011 | CGPHSUN Quistanding FHE Unit 07/01/2000 01/01/2010 FHE
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Training Summary

Couvrse Title Status Start Date End Date
430002 111 - NDMIS in Review Complated 027182004 02/18/2004
430001 110 - Dizaster Response Completed 027182004 02/18/2004
430000 125 - Occupational Safery Completed 0271872004 02/18/2004
g30024 201 - CCRF Overview Completed 02/18/2004 02/18/2004
g30025 202 - PHS History Completed 027182004 02/18/2004
430020 141 - Hlth Cozzq aad Rezpoase Completed 02 02/18/2004
430004 113 - Vet Iszues in Dizasters Completed 02/ 02/10/2004
a30003 112 - DMAT Reles aod Resp Completed 02, 02/19/2004
430011 124 -Team Safery Completed 02/ 02/10/2004
G30005 114 - Dz Mogmary Op Rezp Tmsz Completed 02/ 024252004
430030 142 - Dizazter Triage Completed 02/ O2/25/2004
430032 147 - Critical Ine Steess Mgmt Completed 02/ 024252004
430033 180 - Infecrions Disease Memr Completed 02/ 02425/2004
430035 182 - Terrorism Completed 02/ 02/25/2004
430034 183 - ARC: of Bioterrorizm Completed 02/ O2/25/2004
430004 120 - Perz+Family Preparednes: Completed 02/ 02/24/2004
430028 140 - Prav Med for Field Op: Completed 02/ 02/20/2004
430044 217 - Safety + Security Awars Completed 02 02/20/2004
430007 121 - Mezdia Bel+Rolz of PIO Completed 02/

430040 324 - Bazic Cooc in Epidem Completed 02/

a30048 322 - Public and Baov Healith Completed 02/

430045 216 - Weorking Bffect Overzeas Completed 02

430041 212 - Health System Design Completed 02/

430040 211 - Civil Military Ops Completed 02

G30008 122 - Personal Gear Completed 02

430024 130 - Incidear Management Syst Complated 02

430027 137 - Ouireach Activities Completed 02

430031 144 - Wazz Gathering Medicine Completed 02

430034 181 - Haz Mar Awar- NDRMS Teams Completed 02/

430037 185 - NDME Tm Ops in Host Eav Complated 02/

g30038 187 - Befuges Health Cars Completed 02

g30030 210 - Culwural Awarenezs Completed 02/

G30043 214 - Staying Healthy Overseas Completed 03,

g30042 213 - Interaational Deployment Completed 034

430047 210 - Incident Command System Completed 03/

430044 215 - The Pog of Relief Completed 03/

a30012 124 - Arrcraft Safery Completed 03/

430013 131 -Tents and Command S=up Complated

430014 137 - Field Pharmacy Completed 0371172004

430015 133 - Logistical Issoes Completed 0371172004

g30014d 134 - Telecommunications Completed 0371172004 03/11/2004
430017 135 - Information Techaclogy Complated 0371172004 03/11/2004
g30018 134 - Lirter Bearing Completed 0371172004 03/11/2004
4300190 143 - Legal Izsuez And Anzwers Completed 0371172004 03/11/2004
g30023 172 - Iarraozzeous Infusion Completed 0371172004 03/11/2004
g30050 150 - Awway Management Completed 0371172004 03/1172004
g30083 310 - Dealing With Grief Completed 0371772004 03/17/2004

Self - Service
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13 EDUCATION - VIEW ONLY

Individual PHS officer education (degree) information is maintained in the Person Profile of Direct Access.
Education will be used to track information related to an officer’s university education as well as their internships,
residencies and fellowships. The information is available to PHS officers in My Current Profile. This section
provides the procedure for viewing Education using Self-Service.

1. From the Portal Homepage, click on the My Profile link located in the Self-Service pagelet.

Self-Service =
IPrn:ufiIe Hotme and hailing Address
Phone Mumbers by Emnail Addresses

Emerdgency Contacts Ethnic Groups

by Jaob Preferences Wigsw Job Postings

Feviety by Resume Metnbet Infarmation

Training SUMmmary Immunizations

Vigivers Readiness Status

Physical Fitness hedical Exam

Supervisar

2. Click the Education link.

My Current Profile

our profile displays skills, competencies, and accomplishments. Review content detail by navigating
through the individual tabs and selecting the itern description link. Content that can be updated includes an
Add link helow each section and an Edit and Delete button next to each itern. You must use the Save button
to save any profile changes. Additionally, the Submit button must be selected for any content changes
requiring approval.

*Description: | T
Profile Actions: |<SelectActinnb j @ o S
Competencies Qualifications
Competencies Qualifications Education
Save

A list of the officer’s current Degrees will be displayed in the Education content section.
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My Current Profile

| LELEEE )

Your profile displays skills, competencies, and accomplishments. Reviews content detail by navigating
through the individual tabs and selecting the item description link. Content that can be updated includes an
Add link below each section and an Edit and Delete hutton nextto each iterm. You must use the Save button
to save any profile changes. Additionally, the Submit button must be selected for any content changes
requiring approval.

*Description: ([ ——
Profile Actions: |€Se|ecmction> j ) 0 S
Competencies Qualifications Education

+ Degrees {Approval Not Required) Customize | Find 2 Epet K g op 1 D st

Degree Major Code Gualifying

Doctorate in Pharmacﬁ:PHARMACY W~

4. A screenshot and description of each field is listed below.

My Current Profile

View Degrees
Empl 1D:

Profile Type: PERSCM Perzon
This page displays the iterm details.

Date Acquired: 0573072008

Degree: FHARMD Doctorate in Pharmacy

Major Code: 1344 PHARMACY

Status: Active

Countny: LISA United States

State: Wyl Wiscansin

School Code: 240444 UM OF WIS COMSIN-MADISON
Minor Code:

Average Grade:

I¥ Graduated

™ Terminal Degree for Discipline
¥ Qualifying

¥ Accredited

Educator:
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FIELD DESCRIPTION

Date Acquired Indicates the date the degree was granted.

Degree Indicates the type of degree earned. The system will hold multiple
degrees of the same type, but only one per Date Acquired.

Major Code The code and major associated with the degree.

Status Indicates an officer’s status.

Country Indicates the country that the degree was earned in.

State Indicates the state for the school where the degree was earned.

School Code Indicates the code and school where the degree was earned.

Minor Code If applicable, indicates the code and minor associated with the degree.

Average Grade

Indicates the grade point average.

Graduated Checkbox

Indicates that the degree has been completed.

Terminal Degree for
Discipline Checkbox

N/A

Qualifying Checkbox

Indicates whether or not this is a qualifying degree of the officer. Each
officer should have one qualifying degree under which he or she was
commissioned.

Accredited Checkbox

Indicates that the institution where the degree was obtained has met
PHS accreditation standards.

Educator

A free text field. If applicable, indicates the name of the institution if
it is a hospital or other facility rather than a school.

14 LICENSES & CERTIFICATIONS - VIEW ONLY
Individual PHS officer license and certification information is maintained in the Person Profile of Direct Access.
Licenses and Certifications will be used to track information related to an officer’s licensures, registrations,
certifications, Board certifications as well as an officer’s National Provider Identifier Number and Drug

Enforcement Administration Number. The information is available to PHS officers in My Current Profile. This
section provides the procedure for viewing Licenses & Certifications using Self-Service.

1. From the Portal Homepage, click on the My Profile link located in the Self-Service pagelet.

Self-Service 2= I

huy Profile

Phone Mutnbers
Emergency Cortacts
fily Jok Preferences
Fewviewy Wy Resume
Training Sumimaty
WA ErE

Physical Finess

Supervisar

Home and Mailing Address

Iy Email Addresses
Ethnic Groups

“Wiewy Jab Postings
Member Information
Immunizations
Feadiness Status

Medical Exam

5. Click Return to Previous Page to return to My Current Profile or Home to return to the Portal Homepage.
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2. Click on the Qualifications link.

My Current Profile

e el

Your profile displays skills, competencies, and accomplishments. Review content detail by navigating
through the individual tabs and selecting the itern description link. Content that can be updated includes an
Add link below each section and an Edit and Delete hutton next to each itern. You must use the Save huttan
to save any profile changes. Additionally, the Submit hutton must be selected for any content changes
requiring approval.

*Description: [ -

Profile Actions: |<Select Action= j @ o S

Competencies Qualifications Education

Competencies Qualifications Education
Save

Return to Previous Page

3. Alist of the officer’s current licenses/certifications will be displayed in the Licenses & Certifications
content section. Scroll down to see the Licenses & Certifications section.

My Current Profile

Eres smpasgn

Your profile displays skills, competencies, and accomplishments. Review content detail by navigating
through the individual tabs and selecting the iterm description link. Content that can be updated includes an
Add link below aach section and an Edit and Delete button next ta each item. You must use the Save buttan

to save any profile changes. Additionally, the Submit button must he selected for any content changes
requiring approval.

*Description: |
Profile Actions: | <Gelect Action= = ® 0 5
Competencies Qualifications Education

¥ Honors and Awards (Approval Not Required)

w Licenses & Certifications (Approval Not

Required) ize | Find | y - irs n 10f1 u Last

License Qualifying Expiration Date

Pharmacist@ 72 0573012012

Click on the License/Certification to view the record.
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4. A screenshot and description of each field are listed below.
My Current Prefile
View Licenses & Certifications
Empl ID:
Profile Tyne: FERSON Fersan
This page displays the item details.
Issue Date: 0arsnrzong
License: PHAR Fharmacist
Status: Active
Country: LISA United States
State: W] Wisconsin
Type of Restriction: 0-Maone
™ Renewal In Progress
I” License Verified
Expiration Date: 0&r3mzo 2
¥ Qualifying
License/Certification Humber: 12345673
Issued By: State of Wizscansin
FIELD DESCRIPTION
Issue Date Indicates the date the license was issued.
License Indicates the type of license issued. The system will hold multiple licenses
of the same type, but only one per Issue Date.
Status Indicates an officer’s status.
Country Indicates the country that the license was issued in.
State Indicates the state that the license was issued in.

Type of Restriction | Indicates the type of restriction for the license. The default value is N-None.
Renewal in Progress | N/A

License Verified N/A
Expiration Date Indicates the date the License or Certification expires.
Qualifying Indicates whether or not the license was used to qualify the officer for his or

her commission.

License/Certification | Indicates the License Number given by the issuing authority.
Number
Issued By Indicates the license/certification authorizing authority.

5. Click Return to Previous Page to return to My Current Profile or Home to return to the Portal Homepage.
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15 HONORS & AWARDS - VIEW ONLY

Individual PHS officer honors and awards that have been approved are maintained in the Person Profile of Direct
Access. Honors and Awards will be used to track information related to an officer’s Lower-Level Honor Awards,
Service Awards, Badges/Metals, and Non-PHS Awards. The information is available to PHS officers in My Current
Profile. This section provides the procedure for viewing Honors and Awards using Self-Service.

1. From the Portal Homepage, click on the My Profile link located in the Self-Service pagelet.

Self-Service = |

ij‘rofiIe Home and hailing Address
Phione Mumbers iy Email Addresses
Emergency Cortacts Ethric Groups

My Job Preferences Wigsy Job Postings
Revigw by Resume Member Information
Traininc Summary Immunizations

Wigivers Eeadiness Status

Phrysical Fitness hiedical Exam

Supervisar

2. Click on the Qualifications tab. Scroll down to see the Awards section.

My Current Profile

e o

our profile displays skills, competencies, and accornplishrments. Review content detail by navigating
through the individual tabs and selecting the itern description link. Content that can be updated includes an
Add link below each section and an Edit and Delete button next to each itern. You must use the Save hutton
to save any profile changes. Additionally, the Submit button must be selected for any content changes
requiring appraval.

*Description: [
Profile Actions: |<Select Action= j @ e 35
Competencies Qualifications Education
Competencies Qualifications Education
Save

Eetutn to Previous Page

A list of the officer’s current honors and awards will be displayed in the Honors & Awards content
section.
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3. Click on the Honor/Award to view the record.

My Current Profile

[FDescription:
Profile Actions: Select Actions ] & o &
Competencies Qualifications Education

E i 4 3
Honor and Award
FHS Bicentennisl Unit C:—"”E':@
4. View the fields as indicated below.
My Current Profile
View Honors and Awards
Empl 1D0:
Profile Type: FERSOM Person
This page displays the item details.
Issue Date: 01/01/1558
Honor and Award: CG2EED PHS Bicentennizl Unit Commend
Status: Active
From Date:
To Date:
Grantor: PHS

NOTE: The citation of the award will not be entered into this page. The award itself will be scanned into
an officer’s eOPF and the citation can be read there.

FIELD DESCRIPTION

Issue Date Indicates the date the honor or award was issued.

Honor and Indicates the type of honor or award issued. The system will hold multiple

Award awards of the same type, but only one per Issue Date.

Status Indicates an officer’s status.

From Date The begin date of the period of performance for which the officer/unit was
nominated.

To Date The end date of the period of performance for which the officer/unit was
nominated.

Grantor Indicates the service or organization that granted the award.

5. Click Return to Previous Page to return to My Current Profile.
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16 TRAINING SUMMARY - VIEW ONLY

PHS officer training data is maintained in the Training Summary of Direct Access. The Training Summary is used
to track information on Readiness Courses that a PHS officer has completed. Training courses are loaded via an
interface from PHS. The data in Direct Access is view only. This section provides the procedure for viewing
Training using Self-Service.

1. From the Portal Homepage, click on the Training Summary link located in the Self-Service pagelet.

Wy Profile Home and Mailing Address
Phone Numbers My Email Addresses
Emergency Contacts Ethnic Groups

My Job Preferences Wiew Job Postings
Review WMy Resume Member Information
Training Summary Immunizations

Waivers Readiness Status
Physical Fitness Medical Exam

Supervisor

2. View the fields as indicated below.

Training Summary
Selact the Intarnal Training Course Name to view Details.

nternal Tesining
Course Hame Course art Date Course End Date Hatus

Other Professional Training |

Course Name Course Start Date Course End Date Status Facility/ School
[»]
15-100 Intro to ICS, -100 10/20/2009 10/20/2009 Completed EMI
15-200 IC5-1 Res+Init Act Inc 10/21/2009 10/21/2009 Completed EMI
IS-700 NIMS, An Introduction 10/22/2009 10/22/2009 Completed EMI
1S-800.A NRP, An Intreduction | 10/23/2009 10/23/2009 Completed EMI 3
110 - Disaster Response 12/01/2009 12/01/2009 Completed LMS
140 - Prav Med for Field Cps 12/01/2008 12/01/2009 Completed LMS
FIELD DESCRIPTION
Course Name The description of the course.
Course Start Date Course start date.
Course End Date Course completion date.
Status Course completion status.
Facility/School The source of the course data.
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17 PHYSICAL FITNESS EXAM RESULTS
A PHS officer’s annual physical fitness exam results can be entered in two ways—via self service by the officer or
via the Physical Fitness page in the Readiness Component by OFRD. For Self Service, the officer may:

0 Add the results from of a new physical fitness exam

o View/Update the results of the current physical fitness exam

o View historical results of past physical fitness exams

1. Click on the Physical Fitness link located inside the Self-Service pagelet.

hly Priofile Haome and Mailing Address
Phone Mumbers Wy Email Addresses
Etnergency Cortacts Ethnic Groups

Iy Joh Preferences Wigw Joh Postings
Eeviesy hly Resume hdetmber Information
Training Summary Immunizations

Waivers Readiness Status
Physical Finess Medical Exam

Supervisar

2. The Physical Fitness Summary page will display. From this page, you can look at previous exams, edit
your most recent exam or add the results of a new physical fitness exam.

Physical Fithess Summary

Al First 58 4-4of § 1 Last

Exam Date: 03/21/2012 Overall Fitness Level: 2 EditJ Wiew
. © . Wiew
Exam Date: 05/07/2011 Overall Fithess Lewvel: 1
} y . W e
Exam Date: 04/20/2010 Overall Fithess Lewvel: 1
. Wiew
Exam Date: 04/17/2009 Overall Fithess Lewvel: 1

Add Mew Physical Fithess BExam

[5] Sawve -
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17.1 Add New Physical Fitness Exam Information

1.

Self - Service

To add the results from a new fitness exam, click the Add New Physical Fitness Exam button from the
Physical Fitness Summary page. The Physical Fitness Results data entry screen will appear to enter your

exam results.

Physical Fithess Results

Find | wiew &1l First - 1 of 8 I Last
Exam Date: |13/02/2012 E‘:I Owerall Fithess Level: 1
Evaluator: @, *Name: |
Department:l
Business | Email Address: |
Phone:

Cardio Test

Test:l 'I Time in Minutes: 0 Secunds:l_ﬂ Level: 0
Upper Body Strength Test

# of Pushups in 2 min.: ] Level: 0

Core Muscle Test

Test: I "I Humber for Crunches in 2 min: o Level: 0

Time for Sidebridge Minutes: I Seconds: I_D

| Return to Summary |

[5] save | [Eh Returnto Search | =] Matify |
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Enter the new test results as follows:

FIELD

DESCRIPTION/INSTRUCTIONS

Exam Date

The date of the exam must either be the current date or a date in the past.
You cannot enter a future date in this field.

Overall Fitness Level

The overall fitness level is system calculated based upon the score of each
of the individual fitness tests. It will update when you save your exam
results.

Evaluator section

Evaluator

If the test evaluator is a PHS officer, enter the evaluator’s emplid. Use the
magnifying glass icon to look up the evaluator’s name if you do not have
the Emplid available. The system will populate the Name, Department,
Business Phone and Email Address from the evaluator’s Direct Access
record. If the test evaluator is not a PHS officer, leave this field blank.

Name

If the test evaluator is not a PHS officer, enter the name of the evaluator.

Department

If the test evaluator is not a PHS officer, enter the evaluator’s department.

Business Phone

If the test evaluator is not a PHS officer, enter the evaluator’s business
phone number.

Email Address

If the test evaluator is not a PHS officer, enter the evaluator’s email
address.

Note: Business Phone and Email Address are contact information for the
evaluator so that the test may be validated. Validation is random.

Cardio Test section

Test

Select the type of cardio test from the drop-down list. The valid cardio
type options are:

o 1.5Run- 1.5 mile run/walk

0 450M Swim — 450 meter swim

0 500Y Swim — 500 yard swim

Time in Minutes

Enter the test results time minutes.

Seconds

Enter the test results time seconds.

Level

The cardio test level is system calculated based upon the result of the
cardio test and the officer’s age and gender.

Upper Body Strength Test

# of Pushups in 2 min.

Enter the test results for the number of pushups completed in 2 minutes.

Level

The upper body strength test level is system calculated based upon the
result of the strength test and the officer’s age and gender.

Core Muscle Test

Test

Select the type of Core Muscle Test from the drop-down list. The valid
core muscle test options are:

0 Crunches

0 Sidebridge

Number for Crunches

If the crunches test is chosen, enter the test results for the number of

in 2 min. crunches in 2 minutes.

Time for Sidebridge If the sidebridge test is chosen, enter the test results time minutes.
Minutes
Seconds If the sidebridge test is chosen, enter the test results time seconds.

Level The Core Muscle Test level is system calculated based upon the result of

the strength test and the officer’s age and gender.
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3. Once you have satisfactorily entered all the physical fitness test results, click the Save button at the bottom

of the page to store the record.
17.2 Edit/View the most recent Physical Fitness Exam Information

1. Toview or correct the most recent exam results, click the Edit/View button on the top row of the Summary
page. The most recently recorded Physical Fitness Results page will appear with fields open for
correction.

2. Complete or update the fields in the same manner as adding a new exam.

3. Once you have validated the newly entered data, click the Save button at the bottom of the page to save
your changes.

17.3 View Historical Physical Fitness Exam Information

1. To view an historical physical fitness exam record, click on the View button corresponding to the specific
Exam Date from the Summary page. The Physical Fitness Results page will display in view only.

Physical Fithess Results

Find | view &1 First K1 2 or 8 I8 Last

Exam Date: 0F/03/2009 Crerall Fithess Level: 4

Evaluator: 2043940 Hame:
Department: PHS Officer

Business 301/796-16449 Email Address:
Phone:
Cardio Test

Test: 1.5 Run Time in Minutes: 10 Seconds: 15 Level: 4
#of Pushups in 2 min.: 70 Level: 4
Test: Crunches Number for Crunches in 2 min: 22 Level: 4

Time for Sidebridge Minutes: 0 Seconds:

: Return to Bummawi

62



Business Procedure Document
Self - Service

Click on the left and right arrow buttons to view the previous record(s) or next record(s) respectively or the
First or Last links to view the most recent or oldest test record, respectively.

Find | Yiewe Al First Kl 2 of g LA | oot

Click on the View All hyperlink to see all the records at one time using the scroll bar to the right to shift up
or down.

Click on the Return to Summary button to return to the summary view.

Click on the Home hyperlink at the top of the screen to return to the Portal Home page.
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18 MEDICAL EXAM - VIEW ONLY

The Medical Exam table is used to record an officer’s physical examination history. Information will be brought

into Direct Access via an interface from the MAB database. Officers will be able to view their own physical exam
information via the Self-Service component. OFRD will be able to view physical exam information for officers via

the Readiness component.

1. Click on the Medical Exam link located inside the Self-Service pagelet.

Self-Service =

vy Profile

Phone Mumbers
Emergency Cortacts
by Jok Preferences
Review My Resume
Training Sumimary
WRINENE

Physical Finess
Superyizor

Home and bMailing Address

by Email Addresses
Ethnic Groups

Wign Jok Postings
tember Informstion
Immunizations

Eeadiness Status

hedical Exam

2. The Physical Exam Data page will display.

Physical Exam Data

Person ID:

Exam Date: 12i18/2008 *Exam Type: FHS Exam
Next Exam: 120182013

Physician ID:

Country IJSA United States ) )
Address: |Editfddress|
Phone:

Ezam Time In/Out:

21 First K14 op 1 B Lot

i
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FIELDS DESCRIPTION
Exam Date Displays the date of the physical exam.
Exam Type Displays the Exam Type Description, “PHS Exam”.

The Exam Type defaults to “PDC”.
Note: Description changed from “Periodic (Quinquennial) 5-Yr Exam”.

Next Exam Displays the default next exam date which is five years from the Exam Date.
Physician ID Not used at this time.

Exam Time In/Out Not used at this time.

Country Defaults to USA.

Address Not used at this time.

Phone Not used at this time.

If you wish to view historical physical exam information, you may use the navigation bar (blue bar) at the
top right of the page to browse through the available physical exam data pages.

st 511 of LI St
Click on the left and right arrow buttons to view the previous record(s) or next record(s) respectively or the

First or Last links to view the most recent or oldest record, respectively. Click the View All hyperlink to
see all the records at one time using the scroll bar to the right to shift up or down.
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19 PHS SUPERVISOR

PHS Supervisor is a custom page created to collect supervisor information (name, phone, address) for PHS officers.
Eventually, it will capture multiple types of supervisor data, but will initially collect only data for the Deployment
Authorization supervisor. Supervisor information may be entered via Self-Service by Officers and via the
Readiness component by OFRD.

19.1 Add/Update/View Supervisor Information

1. Click on the Supervisor link located inside the Self-Service pagelet.

iy Profile Home and Mailing Address
Phong Mumbers by Email Sddresses
Emergency Cortacts Ethnic Grougps

by Job Preferences Wigwy Job Postings
Review by Resume Member Information
Training SUMmImEry Immunizations

Waivers Feadiness Status
Physical Fitness Medical Exam

SUpEryisor

2. The Supervisor Information page will display. From this page, you can initially enter your Deployment
Authority Supervisor information or update/view your existing supervisor information as needed.

Supervisor Information

Contact

Contact Type:  Deployment Autharity

ContactEmplic: | |
*Name: [SMITH,JOHN

Title: [capT

Email: JOHN SMITH@HHS. GOV

Work Address

Countryz usa @

Address Line 1: |HHSIOPHSIOCCO

Address Line 2: |1 101 Wiootton Pl

Address Line 3: |
Address Line 4: |
City: [Rockville
State: WD @, Postal Code: 20852
Work Phone:  [301/123-1234 Cell Phone: [202/123-1234
Home Phone: | Pager Phone:|
. Save |
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3. Enter the information for your Deployment Authority Supervisor as follows:

FIELD DESCRIPTION/INSTRUCTIONS
Contact
Contact Type Contact Type defaults to Deployment Authorization because only the
Deployment Authority supervisor is being recorded at this time.
Contact Emplid | Enter the Emplid of the supervisor if he or she is a PHS officer. Use the
magnifying glass icon to search for an officer by Name if the Emplid is
unknown. Populating this field will automatically populate the name, email, and
work address information from the supervisor’s Direct Access system data.
Leave this field blank if your supervisor is someone other than a PHS officer.
Name This will automatically display if the Emplid is entered. If this field is empty,
enter your supervisor’s name using the following format:
Lastname,Firstname Middlelnitial, Example: Doe,John A.
Note: There is no space after the comma between the last name and first name.
The middle initial is not required.

Title This is a free form text entry field.
Email The work email address is automatically displayed if the Emplid is entered.
Otherwise, enter the supervisor’s work email address.
Work Address This section is automatically populated if the Emplid is entered. Otherwise,
enter the address information manually.
Country Country automatically defaults to USA. A different country may be selected if
needed.

Address Line 1 | Enter first Work Address line.

Address Line 2 | Enter second Work Address line if needed.
Address Line 3 | Not currently used

Address Line 4 | Not currently used

City Enter the City.

State Enter the State.

Postal Code Enter the zip code. Either the 5 digit or 9 digit code is acceptable.
Phones

Work Phone Enter the Work phone number.

Home Phone Enter the Home phone number.

Cell Phone Enter the Cell phone number.

Pager Phone Enter the Pager phone number, if applicable.

4. Once you have satisfactorily entered all the supervisor information, click the Save button at the bottom of
the page to store your changes.
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20 IMMUNIZATIONS - VIEW ONLY

The Immunization table will store data on an officer’s immunization history. The data will be brought into Direct
Access via interface. Officers will be able to view their own immunization information using the Self-Service
component. OFRD will be able to view immunization data for officers via the Readiness component.

1. Click on the Immunizations hyperlink inside the Self Service box.

bty Profile Home and htailing Address
Phone Mumkers tdy Etnail Addresses
Emergency Contacts Ethnic Groups

vy Job Preferences Wigwy Job Postings
Review My Resume tember Information
Training Sumimary
Wiaivers Readiness Status

Phrysical Fitness hedical Exam

SUperyizar

2. The Immunization Information page will display.

Immunization Information

Immunization 5|8 Fis B 424 or 24 O Last
Code Description Dose Humber Date Received Hext Due Date Action Hame Exception Reason Completion Stat
010 THB i} 1152172006 Exceptiondyaiver  TB Skin Test Cornplete
o1n TH i} 041 32006 ExceptiontWaiver  TH Skin Test Complete
o1n TH i} 03092005 Exceptiontaiver  TH Skin Test Complete
037 Tetanus!Diphtheria 00 09012008 0a1s201a Immunization Complete
03y TetanusiDiphtheria 00 081 311 9496 0aM 32006 Irmmunization Complete
045 Falio oo 09072001 Immunization Complete
nan Small Pox uli] 10r28i2003 Irmmunization Complete
050 Smmall Pox oo 041251973 Immunization Cornplete
naz Chickenpox i} 11212006 Exceptiontaiver  Titers Complete
nen Yellow Fever uli] 09242001 Irmunization Complete
orod Hepatitis A ili] 0ai31s2000 Immunization Complete
avoAa Hepatitis A uli] 081 61996 Irmmunization Complete
avo.s Hepatitis B oo 03141997 Immunization Complete
o7 Hepatitis B uli] 1052211 9496 Irmmunization Complete
avo.s Hepatitis B oo 08351 996 Immunization Cornplete
487 Influenza uli] 10M 42010 10012011 Irmmunization Complete
487 Influenza uli] 100202008 10012010 Irmunization Complete
487 Influenza ili] 111952008 10i01/2009 Immunization Complete
487 Influenza uli] 11maizo07 10012008 Irmmunization Complete
487 Influenza oo 121972006 1012007 Immunization Complete
487 Influenza uli] 10M 72005 1000172006 Irmmunization Complete
487.8 H1M1 oo 10452010 Immunization Cornplete
487.8 H1k1 uli] 0z yiz010 Irmmunization Complete
WOE.4 bl uli] 097201 Irmunization Complete
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Below is a description of each column.

FIELD DESCRIPTION
Code Displays the immunization code. It is the same as the MAB code.
Description Displays the immunization name.

Dose Number

Displays the number in a series of immunizations.

Date Received

Displays the date the immunization was given.

Next Due Date

Displays the expiration date for the immunization. If the immunization does not
expire, the data will be blank.

Action Name

Displays the entry as “Immunization” or “Exception/Waiver”

Exception Reason

Displays the Exception Reason, if the Action Name is “Exception/Waiver”.
Examples: TB Skin Test, Titers

Completion Stat

Displays the status of the vaccine or the overall status of a series of vaccines.

Click on the 0 symbol at the top of the grid to export the listing of Immunizations to Microsoft Excel.

Code Description

e K n

Dose Humber Date Received Hext Due Date  Action Hame Exception Reason Completion Stat
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