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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. 

 
 

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. 

 
 

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. 
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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. 

 
 

2. Click on the red pen icon located in the Edit column of the address type you would like to update. 
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3. You will be directed to the Edit Address page. 

 

 
 
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. 

 

 
 

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

 
 
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. 

 
 

2. Click on Add a Phone Number. A new, blank row will be added to the table. 
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3. Select the Phone Type from the drop-down. Each Phone Type can only be used ONCE. 
 

 
 

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

 
4. 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. 
 

 
 
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. 
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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. 
 

 
 

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. 
 

 
 
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. 



Business Procedure Document  
Self - Service 

 

11 
 

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. 

 
 

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

 
 

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

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

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

 
 
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.  
 

 
 
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. 
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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. 

 
 

2. Click on Add Emergency Contact.  
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3. You will be directed to the Emergency Contact Detail page. 
 

 
 

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

 
 

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. 

 

 
 
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. 

 

 
 

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. 
 

 
 
Click on the OK button to return to the Emergency Contacts page. 
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5.2 Update Emergency Contact(s) 
Officers have the ability to update their Emergency Contact(s) using Self-Service.  
 

1. From the Portal Homepage, click on the Emergency Contacts
 

 link located in the Self-Service pagelet. 

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

 
 

3. You will be directed to the Emergency Contact Detail page, where you can update the Emergency 
Contact data as you see fit. 
 

 



Business Procedure Document  
Self - Service 

 

18 
 

 
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. 
 

 
 
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. 
 

 
 
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. 
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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. 
 

 
 
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.  
 

 
 
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. 
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6 ETHNIC GROUPS 
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. 

 
 

2. You will be directed to the Ethnic Groups page. Click on the Add an Ethnic Group button. 
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3. A new row will appear at the bottom of the grid. Select the desired Ethnic Group or Category from the list 
of drop-down values. 
 

 
 

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

 
 

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

 
 

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. 
 

 
 
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. 
 

 
 
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. 

 
 

2. You will be directed to the Preferences page. 
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3. 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.  
 

 
 
NOTE: This is a required field.  
 

4. 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.  

 

 
 

5. 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.  

 

 
 

6. 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. 
 

7. 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. 

 
8. 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.  
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8 READINESS  

8.1 PHS Readiness Status  
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. 

 
 

2. You will be directed to the Current Readiness Status tab. 
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3. Click on the Projected Status tab to view the Officer’s projected Readiness Status. 
 

 
 

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. Click on the My Profile
 

 link located in the Self-Service pagelet. 

 
 

2. Click on the Qualifications link.  
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3. You will be directed to a listing of all entered Qualifications. Scroll down to see the Readiness Roles 
section. 
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4. To add a new Readiness Role, click on the Add New Readiness Roles
 

 link in the Readiness Roles section. 

 
 

5. The “Add New Readiness Roles” page will display.  
 

 
 
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 
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 
checkbox unchecked. 
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6. Click on the Look Up icon (magnifying glass) to select the Readiness Role to add.   
 

 
 

7. Once you have completed entering your Readiness Roles, click on OK. The Qualifications page of My 
Current Profile will be displayed.  The new Readiness Role is visible. 
 

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

8. 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. 

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

3. To remove 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. 
 

 
 

4. The Person Profile Delete Confirmation screen will display. 
 

 
 
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. 
 

 
 



Business Procedure Document  
Self - Service 

 

31 
 

 
6. You must click on the Save button at the bottom of the page to actually remove the item. 

 

 

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.  
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3. Scroll down to the Readiness Teams section. 
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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. 

 

 
 

5. Click the Return to Previous Page link to return to the My Current Profile page. 



Business Procedure Document  
Self - Service 

 

34 
 

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. 

 
 

2. Click on the Qualifications link.  
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3. You will be directed to a listing of all entered Qualifications. Scroll down to the Basic Life Support 
section. 
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4. Click on the Red Pencil icon in the Basic Life Support section. 
 

 
 

5. The Update Basic Life Support page will display. 
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6. Change the BLS information as appropriate. The BLS certification information consists of the following 
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. 

1st 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.  
 

 
 

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. 

 
 

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

 
 

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. 
 

 
 

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. 



Business Procedure Document  
Self - Service 

 

42 
 

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. 
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2. You will be directed to the Resume page. Screenshots are located below. 
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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.  

 
 

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

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

 
 

2. Click the Education link. 
 

 
 
A list of the officer’s current Degrees will be displayed in the Education content section. 
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3. Click on the Degree to view the record.  
 

 
 

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

 
5. Click Return to Previous Page to return to My Current Profile or Home

 
 to return to the Portal Homepage. 

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. 
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2. Click on the Qualifications link.  
 

 
 

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

 

 
 
Click on the License/Certification to view the record.  
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4. A screenshot and description of each field are listed below.  
 

 
 

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 
Number 

Indicates the License Number given by the issuing authority.  

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. 

 
 

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

 
 
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.  
 

 
 

4. View the fields as indicated below.  
 

 
 
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 
Award 

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

 
 

2. View the fields as indicated below. 
 

 
 

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: 

o 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. 

 
 

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. 
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17.1 Add New Physical Fitness Exam Information 
 

1. 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. 
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2. 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 1.5 Run – 1.5 mile run/walk 
o 450M Swim – 450 meter swim 
o 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: 
o Crunches 
o Sidebridge 

Number for Crunches 
in 2 min. 

If the crunches test is chosen, enter the test results for the number of 
crunches in 2 minutes. 

Time for Sidebridge 
     Minutes 

If the sidebridge test is chosen, enter the test results time 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. To view 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. 
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2. 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. 

 
 
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. 

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

4. 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. 

 
 

2. The Physical Exam Data page will display. 
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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. 

 
3. 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. 
 

 
 

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. 

 
 

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. 
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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 MiddleInitial, 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. 

 
 

2. The Immunization Information page will display. 
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3. 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. 
 

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