
UNITED STATES COAST GUARD 
 
 

 

Assignments 
Frequently Asked Questions 

 
 
 
 
 

07/15/2013 
 
 

 

Prepared by 
Commandant (CG-631) 

U.S. Coast Guard 
1900 Half Street, SW  

Washington, DC  20593-0001 
 



Assignments FAQ.doc  2 

 

Table of Contents 
 
1 When to Manually Create a Job Opening .............................................................................................................. 4 

2 How to Manually Add a Position/Member to a Potential Shopping List (PSL) .................................................... 5 

3 How to Create an Empty Potential Shopping List (PSL) ....................................................................................... 6 

4 How to Manually Reopen a Job Posting ................................................................................................................ 7 

5 How to Manually Remove a Job Opening from Assignments Planning................................................................ 9 

6 How to Indicate an Assignment is Not Needed for a Shopped Position .............................................................. 10 

7 How to Indicate Orders Have been Cut in Assignments Planning ...................................................................... 11 

7.1 Position ...................................................................................................................................................... 11 

7.2 Member ...................................................................................................................................................... 12 

7.3 Verify Assignment Statistics ...................................................................................................................... 12 
 



Assignments FAQ.doc  3 

 

Table of Figures 
 
Figure 1 - Find Job Openings ........................................................................................................................................ 4 
Figure 2- Manual Add to PSL .......................................................................................................................................... 5 
Figure 3 - Position Form Job Opening Information........................................................................................................ 7 
Figure 4 - Job Opening Postings ..................................................................................................................................... 7 
Figure 5 - Job Posting Dates ........................................................................................................................................... 8 
Figure 6 - Candidate Pool Date Entered .......................................................................................................................... 8 
Figure 7 - Position Form Posn SL Status to Closed .......................................................................................................... 9 
Figure 8 - Position Navigator Filtering Criteria ............................................................................................................... 9 
Figure 9 - Position Form Posn SL Status to Do Not Fill ................................................................................................. 10 
Figure 10 - Position Form Posn SL Status ...................................................................................................................... 11 
Figure 11 - Member Form Mbr SL Status ...................................................................................................................... 12 
Figure 12 – Make Assignment Statistics ........................................................................................................................ 12 
 



Assignments FAQ.doc  4 

1 When to Manually Create a Job Opening 
 
Users should only use the ‘Create New Job Opening’ functionality when CG-8 creates a brand new 
position.  Most existing positions have job openings in Direct Access 9.1. 

 
 DO NOT Create a job opening for a position with an existing job opening.  

 
Follow these steps to find if a job opening exists for the position: 
 

1. Click on Find Job Opening from the Assignments portal pagelet. 
 

2. On the Find Job Openings page enter the following search criteria  
a. Change to Status to BLANK 
b. Enter the Position Number you are searching for 

 

 
Figure 1 - Find Job Openings 

 
3. The search will result in no rows if no job opening exists for the position. The user 

may then proceed to Create New Job Opening. 
 

 If a Job Opening for a Position already exists and has a JO Status of ‘Closed’ then 
follow the instructions outlined in How to Manually Add a Position/Member to a 
Potential Shopping List (PSL) to open the Job Opening.  
 
If the Job Opening for an existing Position has a status of ‘Open’ then follow the 
instructions outlined in How to Manually Reopen a Job Posting to allow members to 
apply.  
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2 How to Manually Add a Position/Member to a Potential Shopping List (PSL) 
 
With a position number a position and any incumbent members can be manually added to a PSL if 
they did not qualify with the original criteria. 
 

 If the position already exists on a PSL it cannot be added again.  The position will need to be 
added to another PSL.  If another shopping list is needed a blank one can be created for this 
propose as outlined in How to Create an Empty Potential Shopping List (PSL). 

 
1. Open the PSL.  (See Manage Potential Shopping List (PSL) section of the Assignments 

User Guide for further details.) 
 

 
Figure 2- Manual Add to PSL 

 
2. Scroll to the bottom of the page and enter the Shopping List ID to manually add to. 

 
3. Enter the Position Nbr of the position to add.   

 
 When adding a member this would be the position the member is currently an 
incumbent in. 

 
4. Click Add to PSL. 

 
A message will appear to let you know if the position was able to be added.  A row that was 
added in this manner will have a Process Type of ‘AO Add’. 
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3 How to Create an Empty Potential Shopping List (PSL) 
 
A blank PSL allows for shopping positions specifically identified to shop outside of the typical 
assignment season or for a position that was on the assignment season PSL but was not shopped. 
 

 If the Position Form indicates that there is an associated job opening (Job Opening ID) that 
still has a JO Status of Open the posting can be updated to advertise the position rather than 
using another PSL.  See How to Manually Reopen a Job Posting. 

 
1. Follow the steps in the Assignments User Guide for Creating a Potential Shopping List 

(PSL) using the following criteria: 
 
a. The Start Date and End Date can be the same date such as 01/01/1950. 

 
b. The AOs section should be used.  Enter an AO Code that has NO associated 

positions such as one that belongs to a CAC. 
 

With no positions to evaluate based on the entered AO Code, the resulting list in the PSL should 
return no rows.  This allows for positions to be manually added to the PSL as needed using the 
‘Add to PSL’ functionality as mentioned in the Manage Potential Shopping List (PSL) section of 
the Assignments User Guide. 
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4 How to Manually Reopen a Job Posting 
 
If a position has been previously shopped and the associated job opening has a JO Status of Open 
indicated on the Position Form it can be advertised without the running the PSL/CSL process. 
 

 
Figure 3 - Position Form Job Opening Information 

 
1. Open the Job Opening that needs to be reopened. (See Find Job Opening section of the 

Assignments User Guide for further details.) 
 
2. Select the Job Opening Details tab and then the Job Posting Details. 
 
3. Click on the primary posting title link. 
 

 
Figure 4 - Job Opening Postings 
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4. On the Posting Information page delete the Remove Date so the field is blank. 
 

 
Figure 5 - Job Posting Dates 

 
5. Click OK to return to the Job Opening. 
 
6. On the Job Opening page click Save to save the changed to the job posting 

information. 
 
 A new candidate pool will NOT be created so all applicants who applied between the 
original posting dates will be present in addition to any new applicants.  The new 
applicants can be identified using the Date Entered field which indicates when the 
member initially applied for the position.  The App Date on the member’s eResume 
will indicate when they last submitted an eResume with the position. 

 

 
Figure 6 - Candidate Pool Date Entered 
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5 How to Manually Remove a Job Opening from Assignments Planning 
 
A position that no longer needs to be filled can be manually removed from Position Navigator.   
 

 To ONLY remove the job opening from being advertised follow the steps in the Assignments 
User Guide Manually Close a Job Posting section.  
 
If a candidate pool is desired for the position, but an assignment does not need to be made at 
this time see How to Indicate an Assignment is Not Needed for a Shopped Position. 

 
1. Verify the job opening’s posting is no longer being advertised by following the steps in 

the Manually Close a Job Posting section of the Assignments User Guide. 
 

2. Open the Position Form of the position to remove from the Position Navigator.  (See 
Position Form Search section of the Assignments User Guide for further details.) 
 

3. On the Position Form set the Posn SL Stat to Closed. 
 

 
Figure 7 - Position Form Posn SL Status to Closed 

4. Click Save. 
 

The position will no longer be displayed in Position Navigator results unless the Include Positions 
Not Shopped box is checked. 
 

 
Figure 8 - Position Navigator Filtering Criteria 
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6 How to Indicate an Assignment is Not Needed for a Shopped Position 
 
If a position that is being shopped is identified as an acceptable vacancy or should not have an 
assignment made for another reason it can be indicated with the Posn SL Status. 
 

 To remove the job opening from being advertised follow the steps in the Assignments User 
Guide Manually Close a Job Posting section.  
 
To remove the position from the Assignments Planning functionality see How to Manually 
Remove a Job Opening from Assignments Planning. 

 
 

1. Open the Position Form of the position for which an assignment should not be made.  
(See Position Form Search section of the Assignments User Guide for further details.) 
 

2. On the Position Form set the Posn SL Stat to Do Not Fil. 
 

 
Figure 9 - Position Form Posn SL Status to Do Not Fill 

3. Click Save. 
 
This indicates that even though the position is being advertised on the Shopping List it should not 
be filled.  This will provide a potential candidate pool if the position later needs to be filled of 
interested members. 
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7 How to Indicate Orders Have been Cut in Assignments Planning 
 
Until the Orders functionality is moved to 9.1 manually indicating orders have been cut is 
required within the Assignments Planning.  All three sections should be completed to indicate 
orders have been cut for both the position and member, but the order in which they are 
performed is optional and can correspond with the order in which you access the pages through 
the normal process you follow. 
 

7.1  Position 
 

1. Open the Position Form of the position for which orders have been cut.  (See Position 
Form Search section of the Assignments User Guide for further details.) 
 
 Look for position number links on your current page to directly transfer to that 
specific position’s form.   

 
2. On the Position Form set the Posn SL Stat to Closed. 

 

 
Figure 10 - Position Form Posn SL Status 

 Setting the Position Shopping List Status to Closed for an enlisted position will 
automatically populate the Remove Date on the job opening’s posting to end the 
advertisement of the position to members.   

 
3. Click Save. 
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7.2 Member 
 

1. Open the Member Form of the member for which orders have been cut.  (See Member 
Form Search section of the Assignments User Guide for further details.) 
 
 Look for emplID links on your current page to directly transfer to that specific 
member’s form.   

 
2. On the Member Form set the Mbr SL Status to Assigned. 

 

 
Figure 11 - Member Form Mbr SL Status 

3. Click Save. 
 

7.3 Verify Assignment Statistics 
 

1. Open the Make Assignment page of the position for which orders have been cut.  (See 
Make Assignment section of the Assignments User Guide for further details.) 
 
 Look for Make Assignment links on your current page. 

 
2. Verify the appropriate boxes have been checked for the assignment. 

 

 
Figure 12 – Make Assignment Statistics 

3. If needed, make changes and click Save. 
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