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Introduction

This section provides the procedure required for entering or updating a member’s competencies. User will be
able to update a member’s competency upon receipt of:

e Competency Code Assignment Letter from Unit Commanding Officer
e  Other form/correspondence authorizing assignment or removal of a competency code.

1 Portal Navigation
The user can navigate to the Person Profiles page using the path below. 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.

Enterprise Menu > Workforce Development > Profile Management > Profiles > Person Profiles

Competencies: This navigation takes the user to the Person Profile screen. competencies and OSC’s are
recorded on the Person Profile screen.

2 Wildcard Search

Direct Access supports the use of three wildcard features when searching for data. The wildcards can be
helpful in finding the exact information that user wants to process. The following are the supported standard
wildcard features.

Character Function

% (percent sign) Match one or more characters.

_ (underscore) Match any single character.

\ (back slash) Escape character — don’t treat the next character as a wildcard.

When attempting to search for a member, you may use the “wildcard” search feature. One commonly used
wildcard is the “_"sign. The use of this sign represents a single letter instead of a group of letters. For
example, if you would like to see all the members whose last names contain the letters “C”, “H” and “N”, in
that order, the “_" wildcard would be used to represent a single letter between the characters in which it is
placed. An example of the search results when a “_" is used is located below.

Add a Mew VWalue

Maximum number of rows to return (up to 300) |300

Empl ID: pegins with -

Profile Type: pegins with - @y
Name: pegins with -

Last Name: begins with -~ |[CH_M

Alternate Character Name: begins with -

[] Include History [¥]Correct History [ |Case Sensitive

Search Clear |Basic Search [EF Save Search Criteria

Search Results

Cnly the first 300 results of a possible 489 can be displayed. Enter more search key information and search again tor

Wiew All First [ 4] 101-200 of 200 [»| Last
Empl ID Profile Type Hame Last Hame Alternate Character Name
AWARDS COORD CHAMDLER (blank)
FERSOMN E CHAMNDLER (blank)
PERSOM £ CHANDRASEMA (blank)
| PERSOMN ¥ CHAMNES (Blank)

| PERSON

RETIREE I
| PERSON |
| RETIREE )
PERSON )
|PERSON I
 RETIREE [
PERSON

(blank)
(2lank)
(blank)
(plank)
(blank)
(blank)
(plank)
(2lank)
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Another wildcard that is commonly used is the “%” sign. This wildcard is used to represent multiple
characters. For example, if you would like to see all members whose last names contain the letters “C”, “H”
and “N”, regardless of the order of the letters in the name, the “%” wildcard should be used. Below is an
illustration of this example.

Find an Existing value Add a Mew Value

Maximum number of rows to return (up to 300) (200

Empl 1D begins with ~ |

Profile Type: pegins with - | (=N
Name: pegins with - |

Last Name: begins with — [CH%6M

Alternate Character Hame: begins with '—|
[l include History [¥] Correct History [[|Case Sensitive

Search || Clear |Basic Search Sawve Search Criteria

Search Results

Cnly the first 300 results of a possible 1459 can be displayed. Enter more search key information and sea

Miew All First III 1-100 of 200 IL—I Last
Empl 1D Profile Type Name Last Name Alternate Character Name
i PERSOM ¢ CHACOM blank})

PERSCOM ¥ CHACOM blank})

RETIREE B CHACCOM (Blank)

PERSOM ¥ CHACOM blank}

FERSCHM 3 CHACCOM Dlank)

PERSOMN E CHACOM blank)

PERSOM 3 CHACOM blank}

FPERSCM I CHACCOM (Blank)

PERSOM I CHACOM blank}

AWARDS COORD § CHACCOM blank)

PERSOMN B CHACOM blank)
E PERSOM E CHADBAMD (Blank}
Jo b FERSCHM ] CHADBOURME (Blank)
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3 Entering a new Competency

When information about a member’s competency is received and ready to be entered into Direct Access,
navigate to the following page:

Portal Link: Person Profile

Menu path: Main Menu > Workforce Development > Profile Management > Profiles > Person Profiles

Direct Access also remembers recently used pages. If you have used the Person Profile page recently, you can
go to Favorites > Recently Used > Person Profiles

3.1 Locating the Member

1. Use the Search record to pull up the member’s Person Profile using the member’s EMPLID or name.

HINT: When attempting to search for a member, you may use the Direct Access “wildcard” search
feature. Refer to section 3. Wildcard Search for further instruction

Person Profiles

Enter any information you have and click Search. Leave fields blank for a list of all values.

B G LN [ Add a New Value

Maximum number of rows to return (up to 300); |300

Empl ID: begins with ~ | ::::L

Profile Type: begins with - | @,
Name: begins with v|
Last Hame: begins with v|

Alternate Character Name: begins with v|

[[linclude History  [¥] Correct History [C] Case Sensitive

Search || Clear |BasicSearch [EF Save Search Criteria

2. Click the Search button. If the search returns more than one record, be sure to select the correct
member’s record that has “PERSON” in the Profile Type column

\PERSON I thlark) |
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3.2 Viewing Competencies

1. Follow the instructions in section “4.1. Locating the Member” to search for the member’s record.
The main Person Profile page will display.

Person Profile

Empl ID: PO —
Profile Type: PERSON Fersan

“Profile Status: IACNVE 'l

*Description: |

Profile Actions: | <5elect Action= =1 ) 0 =

[ You have successfully saved those profile changes that do not require approval,

Qualifications Education

~ Competencies (Approval Not Required) ze | Find : First “0 15 of 6 D0 Last

{1} Competency *Effective Date E ion Type Proficiency View History

2MINET 2M InstructarRecerdifier 013002012 ApprovediOficial Good E% El

ANT-gPD  AMEMNEIOMUNGFIENE - gyp3001 1 Approvedioficial Good m

Q0DLT 225 WLHE UMW Q0D 062072006 Approved/Official Good El
Dperations Research :

ORaNLST  heralions Research D5/22/2004 Approvedioficial Goad |

QDY Quartermaster of the Yatch | 02/0272009 ApprovediOfficial Good B i}

[#] Add Mew Competencies

Competencies Qualifications Education

Save

Competencies content section will display under the competencies link. A list of the member’s
current competencies will display in the section.

+ Competencies (Approval Mot Required)

(1] Competency *Effective Date Evaluation Type Proficiency

ZMIMST 20 InstructorFecerdtifier 0173002012 ApprovediOfficial Good El
AntennafGraund Plane ;

ANT-GPD Diesian 0453002011 ApprovediOfficial Good E

QODLT 225WLE UMY 00D Q62052006 ApprovediOfficial Good E
Operations Research !

ORAMLET fn:f?t'ms Research 0512212004 ApprovediOficial Good i}

IO Guartermaster ofthe Watch 02f02¢2009 Approved/Official Good F% @

[|£| Add Mew Cormpetencies ]

2. If the member has more than five competencies, they won’t display unless you click “View All.”

3. Click on the “+ Add New competencies” link to add new competencies to a member’s profile.
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=

4. Competencies with the same competency codes are grouped together. The —' icon in the “View
History” column signifies that the member has received the competency more than once. Click on
the icon to view all instances of the competency.

Person Profile

View Historical Items

Competencies (Approval Not Required) Customize | Find | View All| First Bl 4.2 0F2 I3 | ast
Effective Date Competency 1D *Evaluation Type *Proficiency

01/3002012 2 Instructor/Recertifier ZMINET ApprovediOfficial Good

011712012 2M Instructor/Recertifier ZMINET ApprovediOfficial Good

Return to Profile

3.3 Adding a New Competency
Follow the steps below to add a new competency to a member’s profile.

1. Toadd a new competency to the member’s profile, Click on the click “+ Add New Competencies”.

~ Competencies (Approval Not Required) | E | mi First K 1-5 of 6 o Last

(1] Competency *Effective Date Evaluation Type Proficiency View History

2MINET 2 InstructorRecertifier 0173062012 ApprovediOfficial Good F% ﬁl
AntennafGround Plane )

AMT-GPD Desian 0453002011 ApprovediOfficial Good iﬁl

QOoDLT 225 WLAE UMY Q0D 062072006 ApprovediOofficial Good lﬁl
Operations Research .

ORanLsT  Shefafions Research 05122/2004 ApprovediOfiicial Good ]

o] eyt Quartermaster of the Watch 0200272009 ApprovediOofficial Good E% @

[+] Add Mew Competencies <l
—

2. Onthe “Add New Competencies” page, enter the following fields:

Note: All the fields will be blank if the member does not have any competencies present in the
system.
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Person Profile

Add New Competencies

Empl 10:

Profile Type:

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

Add to continue adding

*Effective Date:
*Competency:
Ewaluation Type:

*5tatus:

Rating Model:

Proficiency:
Verified By:
Year Last Used:
Year Acquired:

Years Of Experience:

Ok Cancel Apply and Add Ancther

PERSOMN Person
additional items.
[

01/20/2012 0 *

Approved/Cfficial

Active -

PSCM Competency Management Scale
+Good -

On the Job Training -

Field Description/Instructions
* Effective Date This field defaults to today’s date. You can change the date. By clicking on the
(Required) calendar icon. Effective date should be the date the competency was assigned to the

member, i.e. the date the member’s CO certified the member as qualified to hold the
competency or the date the member graduated/completed the course of instruction.

Guidelines for entering Effective Date:

e DO NOT enter the current date for an effective date unless the member received
the competency on the same day that the record is being entered into Direct
Access.

e DO NOT user a date in the future

* Competency
(Required)

Enter the competency code or, search for the competency code by clicking on the
magnifying glass. The magnifying glass will bring up the menu options.

Note: Competency codes are grouped by Knowledge, Skill, Ability and Other. You can
sort by using the Content Group functionality. Example below shows all the
competency codes that are related to sub-group of SKILL.

Reference: Competency Dictionary
https://cgportal.uscg.mil/lotus/mypoc?uri=dm:fdb6a6004098cf7885d3973b01f2374b&verb=view

*Evaluation Type
(Defaulted)

This field defaults to “Approved/Official”. DO NOT change this field

*Status This field defaults to “Active”. DO NOT change this field
(Required)
Rating Model This field will default to a Rating Model associated to the competency being selected.

This is a display only field and cannot be changed.



https://cgportal.uscg.mil/lotus/mypoc?uri=dm:fdb6a6004098cf7885d3973b01f2374b&verb=view�
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*Proficiency Click the drop down arrow to select the member’s Proficiency for the competency.
(Required)
Verified By This field defaults to “On the Job Training”. This field indicates the means by which

the competency was verified.

Refer to the Competency Dictionary to select the Verified By field value associated with
the competency being selected

Year Last Used This field is optional. Enter the year the competency was last used.

Year Acquired This field is optional. Enter the year the competency was acquired.

Years of This field is optional. Enter the cumulative years of experience using/demonstrating the
Experience competency

For fields that have the ‘Lookup’ icon next to it, you may narrow the search by clicking on the icon
and entering a value in one or many of the search fields on the Lookup page.

Content Item ID: Enter all or part of the competency code
Content Group Type: N/A

Content Group: N/A

Description: Enter all or part of the title of the competency

oo

Look Up Competency

Content Type: COMPETEMCY
Cortert Hem 10: |hegins niith ﬂl
Cortert Group |,M=__!alins with =] |SKILL

Type:
Cortert Group: | begins with jl
Description: | beginzs with ﬂl

Look Up Clear Cancel [asic Loakup

Search Results
Onby the first 300 results of 3 possible 74943 can be displayed. Enter more search key
information and search again to reduce the number of search results.

Wi 100 First 4| 130001300 || Last
Contert Hem 10 Content Group Type Contert Group Description

2P R SHILL caT Microminiature Repr Tech
ZMBEFR SKILL EHT Miniature Bepr Tech

ASFCERT SkILL A Airrame & Fowerplant Cert
AEPINSE SKILL | FAA Inspection Autharization

Aot lurs b SKILL Las| Aoi Int Weps Sys haint Tech
ACETIC SHILL caT ACET Computer Technalogy
ACET/E SKILL CHT ACET Electrical/Electronics
ACETI SkILL EMGI ACET Mechanical Technolagy.

3. Click “OK” to return to the Person Profile page.
4. Click “Save” at the bottom of the Person Profile page to commit the changes.

NOTE: If the wrong competency was selected, delete it and repeat Step 4.3.
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3.4 Adding a Previously Granted Competency
Follow the steps below to add a new row for a competency that currently exists in the member’s profile.

NOTE: The same competency can be granted multiple times. In these cases, the procedure to add the
competency to a member’s Person Profile is slightly different. To add another instance of the same
competency, follow these steps:

1. Locate the competencies content section on the competencies tab. A list of the member’s current
competencies will display.
2. Inthe competency column, click on the existing competency row.

When a competency + Competencies (Approval Not Required) CL 7 | Find U Rt K g ore DN Laet
I_S granted mUItIpIe 10 Competency *Effective Date Evaluation Type Proficiency Wiew History
times, only the most
recent entry will be MINST 2M InstructorRecertiier | 01/30/2012 ApprovedsOficial Good B i
displayed in most
DA 1/8.0 applications ANT-GPD W 04/30/2011 Approvedioficial Good m
and reports Leslon
00DLT 225 VLB UM 00D <yiai2006 Approvedroficial Good i
ORanLgT  [2eeralions Research 05/22/2004 A diOfficial Good il
analyst nprove icia oo
IR Quartermaster of the YWatch 02/02/2009 ApprovediOfficial Good % EI

[#] Add Mew Competencies

3. The user will be directed to the “Update Competencies” page. Click on the [+] sign in the top right
corner of the Detail box to insert a new effective dated row.

NOTE: Data from the previous record will be brought forward and populated on the new row.

Person Profile

Update Competencies

Empl ID:

Profile Type: FERSON Person

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

Find | View All First Kl 4.0f1 I3 [ ast

“Effective Date: 06/202006 [ =9
Competency: QoDLT 225 WLB Unw 00D

Evaluation Type: Approved/Official
*Status: Active hd

Rating Model: GDOD Good (Single Tier)

Proficiency: Good -

Verified By: On the Job Training -

Year Last Used: 2006

Year Acquired: 2006

Years Of Experience:

10
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4. A new competency record is created with the current date populated in the Effective Date field.

Also, the record will say “1 of x” in the upper right corner of the record. Any fields that were
populated on the previous competency row will be brought forward and populated on the new row.
Person Profile
Update Competencies
Empl ID:

Profile Type: PERSON Persan

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

[*Effective Date: 01/30/2012 [ ] ﬂo (=]
Competency: QODLT 225 WLB UMW 00D

Evaluation Type: ApprovediOfficial

*Status: Active hd

Rating Model: GOOD Good (Single Tier)

Proficiency: Good -

Verified By: On the Job Training A

Year Last Used: 2006

Year Acquired: 2006

Years Of Experience:

Complete the fields (if necessary) as indicated in section “4.3 Adding a New Competency”.

NOTE: The effective date for the new competency cannot be prior to the existing row. If a
competency needs to be recorded that is prior to the current entries, the user will have to follow steps
in “4.5. Adding a Historical Dated Competency for the Same Type” to enter a historical competency
row.

Click “OK to return to the Person Profile page. Upon returning to the Qualifications tab, the
multiple records %' icon will display.

Click “Save” at the bottom of the Person Profile page to commit the changes.

3.5 Adding a Historical Dated Competency for the Same Type

3.5.1

The effective date of the competency being entered cannot be prior to the effective date of the
existing competency. If the effective date of the competency being entered is prior to the effective
Date of the competency that has already been entered, you will need to enter the new competency
below the competency that already exists and adjust the effective dates of both competency entries
PRIOR to saving the page.

Adding a Historical Dated Row Mid-Stack

Follow the instructions in section “4.1. Locating the Member” to search for the member’s record.

From the competency content section, select the competency record in which a historical dated row
will be entered.

11
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~+ Competencies (Approval Not Required)

(1] Competency *Effective Date Evaluation Type Proficiency View History

2MINET 2h InstructonRecertifier 0153002012 ApprovediOfficial Good E% ﬁl
AntennalGround Plane )

AMT-GFD Design 04i30i2011 ApprovediOficial Good m

Q0DLT 225 WLH UAY Q0D @2012 ApprovediOfficial Good B (i}
Operations Research '

ORANLET gn:{?;tmns Researth 051222004 Approvedificial Good (i}

QIO Quarermaster of the Watch 02/02/2009 ApprovediOficial Good B m

Add Mew Competencies
——

3. Click “View All” in the top right corner of the Details bar to view all current rows on the member’s
record.

Person Profile

Update Competencies

Empl 10:

Profile Type: PERSON Person
Update item details, then select OK to apply changes and return. Select Cancel to return without any
changes.

Find View All K o2 D fas

*Effective Date: o1a02012 +9 o
Competency: OODLT 225 WLB Uw 00D

Ewaluation Type: Approved/Official
*Status: Active -

Rating Model: GOOoD Good (Single Tier)

Proficiency: Good -

Verified By: On the Job Training -

Year Last Used: 2008

Year Acquired: 2008

Years Of Experience:

The user will see all the effective dated rows for the competencies.

12
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Person Profile

Update Competencies

Empl 10

Profile Type:

PERSOCM

Person

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

changes.

l *Effective Date:

01/30/2012 W) I

Competency:

Ewaluation Type:
*5Status:
Rating Model:

Proficiency:
Verified By:
Year Last Used:
Year Acquired:

Years Of Experience:

O0oDLT
Approved/Cfficial

Active -

GooD

Good

Cn the Jeb Training

200
e
—

*Effective Date:

08/20/2006 H

Competency:

Ewaluation Type:
*5tatus:

Rating Medel:
Proficiency:
Verified By:
Year Last Used:
Year Acquired:

Years Of Experience:

O0oDLT
Approved/Official

Active -

GooD

Good

Cn the Jeb Training

200
[ 2000
=

Find | View 1 First &) 42 of 2 1 Last

+9 o

225 WLB Uhw ool

Good (Single Tier)

225 WLB Uhw ool

Good (Single Tier)

4. Click the -+ sign located on the most historically dated row. Using the example above the most
historically dated row is: 06/20/2006.

5. A new competency record is created with the historical date populated in the Effective Date field.
The Details box will display “1 of 3” in the upper right corner of the record. Any of the fields that
were populated on the historical dated row will be brought forward and populated on the new row.

13
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Details

*Effective Date:
Competency:

Evaluation Type:
*Status:

Rating Model:
*Proficiency:
Verified By:
Year Last Used:

Year Acquired:

Years Of Experience:

*Effective Date:
Competency:
Evaluation Type:

*Status:

Rating Model:
*Proficiency:
Verified By:
Year Last Used:

Year Acquired:

Years Of Experience:

*Effective Date:
Competency:

Evaluation Type:
*Status:

Rating Model:
*Proficiency:
Verified By:
Year Last Used:

Year Acquired:

Years Of Experience:

01 F30/201 2 &)

QoDLT 225WLE i QoD
A pproved/Dificial
I Active hd I
[elala'n] Good [Single Tier)
| Good ;l

|Onthe Jab Training LI

2008
2008
,7

0601 /2011 El

QOoDLT 225WLA i QoD
A pproyved fOficial

I Active hd I

GO0 Good [Single Tier)
I Good ;l

IOnthe Jak Training j

T
T o,
.

DE/20/2006 B1]

QoDLT 225WLE i QoD
A pproved/Dificial
I Active b I
[elala'n] Good [Single Tier)
| Good ;l

|Onthe Jab Training LI
2006
2006

14
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6. Adjust the Effective Date of the new row to reflect the effective date of the competency. Using the
example provided below, the new effective date for the competency is:06/01/2011

7. Complete the additional fields according to the instructions in section “4.3. Adding a New
Competency”.

8. Click “OK” to return to the Person Profile page.

9. Click “Save” at the bottom of the Person Profile page to commit the changes.

3.5.2 Adding a Historical Dated Row End of Stack

Inserting a row end-stack is the process of adding a row AT THE END of one or multiple existing records.
For example, if the user is entering a competency with a January 1, 2001 Effective Date and two
competencies currently exist with the Effective Dates of June 1, 2003 and April 1, 2002 the user will be
required to enter the January 2001 row end-stack.

Follow the following steps to enter a historical dated competency end-stack:

1. Follow the instructions in section “4.1. Locating the Member” to search for the member’s record.

2. From the competencies content section, select the competency to be updated or corrected. If the
member has received the competency multiple times, be sure to select the correct competency

record.

= B 4] ]

{1} Competency *Effective Date E ion Type Proficiency View History

2MINST 2M InstructorRecertifier SRR ApprovediOficial Good = i

ANT-GPD Ww 04/30/2011 Approvedioficial Gaod i

00DLT 225 WLE UMWY 00D 062052011 Approvediofiicial Good B m
Dperations Research ’

ORAMLST Sn:fitt'ms Besp il 05/22/2004 Approvedoficial Good m

CIR OV Guartermaster ofthe Ywateh 02022009 AppravediOfficial Good % @

The user will be directed to the “Update Competencies” page.

15
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3. Click “View All” in the top right corner of the Details bar to view all current rows on the member’s
record.

Person Profile

Update Competencies

Empl I10:

Profile Type: PERSOMN Person

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

Find | View &l Fir=t &0 1of2 B Lot
L — ==

=9 =

01/20/2012 &)

ZMINST

*Effective Date:

Competency: 2M Instructor'Recertifier

Ewvaluation Type:

Approved/Official

Active -

*Status:

Rating Model: GO0D Good (Single Tier)
Proficiency: Good v

Verified By: ©On the Job Training -

o
—
—

Year Last Used:
Year Acquired:

Years Of Experience:

16
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4. Click the sign located on the most historically dated row. Using the example above the most
historically dated row is: 0/17/2011.

Person Profile

Update Competencies

Empl 1D

Profile Type:

FERSOM

Ferson

Update itemm details, then select OK to apply changes and return. Select Cancel to return without any

changes.

*Effective Date:
Competency:
Ewaluation Type:

*5tatus:

Rating Model:
Proficiency:

Verified By:
Year Last Used:
Year Acquired:

Years OFf Experience:

01/3002012 W

2ZMINST
Approved/Official

Active -

GooD

Find | View 1 F

2M Instructor/Recertifier

Good (Single Tier)

Good

Cn the Job Training

—
—
—

-

i re
rst 1-2 of 2

+9 o

*Effective Date:

011172012 ([H

Competency:

Ewvaluation Type:
*Status:

Rating Model:
Proficiency:
Verified By:
Year Last Used:
Year Acquired:

Years Of Experience:

2ZMINST
Approved/Official

Active -

GOOoD

2M Instructor’Recertifier

Good (Single Tier)

Good

Cn the Job Training

-

&0 =
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5. Adjust the competency Effective Date of the LAST row to reflect the date of the new competency
being entered on the record. Using the example provided below, the new effective date for the

6.

competency is: 01/04/2010

Person Profile

Update Competencies

Empl 10:
Profile Type: PERSON Person
Update item details, then select OK to spply changes and return. Select Cancel to return without any
changes.
Find | View 1 First I 1-30r3 I Last
“Efiective Date: T 50 =
Competency: 2ZMINST 2M Instructor’Recertifier
Ewvaluation Type: Approved/Official
*Status: Active hd
Rating Model: GOOoD Good {Single Tier)
Proficiency: Good hd
Verified By: ©n the Job Training -
Year Last Used:
Year Acquired:
Years Of Experience:
Efective Date ooz s %9 =
Competency: ZMINST 2M Instructor/Recertifier
Ewvaluation Type: Approved/Cfficial
*Status: m
Rating Model: GOOD Good {Single Tier)
Proficiency: Good hd
Verified By: Cn the Job Training -
Year Last Used:
Year Acquired:
Years Of Experience:
|'Effective Date: |:'1-":'4-"ED12 E'r I ﬂa =]
Competency: ZMINST 2M Instructor’Recertifier
Ewvaluation Type: Approved/Official
+Ciatus: Active -
Rating Model: GOoOoD Good {Single Tier)
Proficiency: Goed A
Verified By: ©On the Job Training -
Year Last Used: |
Year Acquired:
Years Of Experience:

Complete the additional fields according to the instructions in section “4.3. Adding a New

Competency”.
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7. Click “OK” to return to the Person Profile page.

8. Click “Save” at the bottom of the Person Profile page to commit the changes.

4 Correcting a Competency Record

4.1 Correcting a Competency Code

If the competency code needs to be corrected, the user MUST first delete the competency record and re-enter
it using the correct competency code. Follow the steps in section 6. Deleting a Competency to delete a
competency record.

4.2 Correcting other Competency Data

1. Follow the instructions in section “4.1. Locating the Member” to search for the member’s record.

2. From the competency content section, select the competency to be updated or corrected. If the
member has received the competency multiple times, be sure to select the correct competency
record.

3. Change/correct the appropriate fields.

4. Click “OK” to return to the Person Profile page.

5. Click “Save” at the bottom of the Person Profile page to commit the changes.

5 Deleting a Competency

As with any delete function, use extreme caution when performing delete transactions. It is possible to delete
the wrong record or records, especially if the member has multiple instances of the same competency. If a
record is erroneously deleted, it will have to be recreated.

Note: If this is a competency that has just been added, the “-“button used to delete some records will not
appear until the user leaves the page and returns. The easiest resolution is to click “Return to Search” and then
re-enter the member’s profile.

5.1 Deleting a Single Competency

1. Follow the instructions in section “4.1. Locating the Member” to search for the member’s record.

2. From the competency content section, select the competency to be deleted. If the member has
received the competency multiple times, be sure to select the correct competency record.

3. Todelete a competency that a member has received only once, click the trash can on the competency
row
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¥ Competencies (Approval Not Required) Cuztomize | Find | First © 1.5 0f 6 O Last

(1] Competency *Effective Date Evaluation Type Proficiency View History

2MIMNET 20 InstructorRecertifier 0161752012 ApprovediOficial Good Fl% ﬁ
AntennaiGround Plane .

ANT-GPD Diesian 0473002011 ApprovediCfiicial Good G m

O0DLT 225 'WLB UnY Q0D 062072011 Approved/Official Good B i
Operations Research .

ORANLST gn:fastt'ms Research 05/22/2004 ApprovediOficial Good

CIMOWY Quartermaster of the YWatch 02/02/2009 ApprovediOfiicial Good F% ﬁ

4, Click “OK” to confirm the deletion.

Delete Confirmation

Delete currentiselected rows from this page? The delete will occur when the
transaction is saved.

OK || Cancel |

5. Click “OK” to return to the Person Profile page.
6. Click “Save” at the bottom of the Person Profile page to commit the changes.
5.2 Deleting One Competency where Multiple Instances Exist

1. To delete one competency of multiple records of the same type, select the competency.

+ Competencies (Approval Not Required) CL i Il | B | ] First 4 1-5 of 6 ) | Last
{1} Competency *Effective Date Evaluation Type Proficiency View History

2MIMET 2M InstructorRecedifier 01752012 Appraved/Official Good E% ﬁ
ANT-GPD Ww 04£30/2011 Approvedioficial Good m
00DLT 2258 WiLB UMY 00D 062012011 AppravediOficial Good _— ]
oranLgT | perations Research 02212004 & dioficial Good m

Analyst pprove HE] oo
IR Guartermaster af the YWatch 02/02/2009 Appraved/Official Good E% ﬁ

Person Profile
View Historical ltems

Competencies (Approwval Mot

S —— Customize | Find | Vis

Effective Date Competency [n] *Evaluation Type *Proficien
01/30/2012 225 WLB W 00D OODLT Approved/Official Good
08/20/2011 225 WLB W O0D OODLT Approved/Official Good
08/20/2006 225 WLB W 00D oOoDLT Approved/Cfficial Good
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2. Scroll through the records using the 1) Arrows or 2) Click on “View All” to find the correct record
to delete.

Person Profile

Update Competencies
Empl IO

Profile Type: PERSON FPerson
Update item details, then select OK to apply changes and return. Select Cancel to return without any

changes. 2 —

Find 'View & -ust & 1 of 314 Last
*Effective Date: b1zozo1z |6 e [
Competency: OoDLT 225 WLE W OOD
Ewaluation Type: Approved/Official
*Status: Active b
Rating Model: GooD Good (Single Tier)
Proficiency: Good A
Verified By: On the Job Training -
Year Last Used:
Year Acquired:
Years Of Experience:

3. Once the correct record has been located, click the “-*button in the upper right-hand corner of the
record.

Person Profile

Update Competencies

Empl 1D:

Profile Type: FERSOMN Person
Update item details, then select OK to apply changes and return. Select Cancel to return without any
changes.

Find | View &1l Firzt L0 10f3 O Last

*Effective Date: [o1202012 | é_—'
Competency: OOOLT 225 WLB LW 00D

Ewaluation Type: Approved/Official
*Status: Adtive v

Rating Model: GOOD Good (Single Tier)

Proficiency: Good A

Verified By: On the Job Training -

Year Last Used:

Year Acquired:

Years OFf Experience:

4. Click “OK” to confirm the deletion
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[ Delete Confirmation

Delete currentiselected rowes from this page? The delete will occurwhen the
tranzaction is saved.

Cancel

5. Click “OK” to return to the Person Profile page.

6. Click “Save” at the bottom of the Person Profile page to commit the changes.

5.3 Deleting All Records for a Competency

This process is the same as deleting only one instance of a competency code. Each record must be
deleted individually using the steps outlined in section “6.2. Deleting One Competency where
Multiple Instances Exist”.

To prevent unintentional deletions of competencies, the trash can functionality for multiple
competencies of one type has been disabled.

The following message will appear if you attempt to delete multiple competencies at one time:

You cannot delete an itern with Multiple instances. You MUST delete them
individually in the details page.

The PeopleCode program executed an Errar staterment, which has produced
this message.

Ok

6 Officer Specialty Codes (0OSCs)
This section provides the procedure required for entering or updating a member’s Officer Specialty Codes
(OSCs). Only Authorized users will be able to update an OSC on a member’s record.

Note: Officer Specialty Codes (OSCs) content section has the same functionality as the Competencies
content section. User should follow the same steps to enter, update and/or delete an OSC for a member.
6.1 Entering an Officer Specialty Codes (0SCs)

Navigate to the following page in Direct Access to enter an OSC for a member:

Portal Link: Person Profile

Menu path: Main Menu > Workforce Development > Profile Management > Profiles > Person Profiles
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Direct Access also remembers recently used pages. If you have used the Person Profile page recently, you can
go to Favorites > Recently Used > Person Profiles

Person Profile
Empl ID: [—
Profile Type: FERSON Persan

*Profile Status: lm

*Description: |

Profile Actions: [ <Belest Action= =] ) )

E/Yuu have successfully saved those profile changes that do not require approval.

Competencies Dualifications Education

~ Competencies (Approval Hot Required)

{[1] Competency *Effective Date Evaluation Type Proficiency View History

2MIMST 20 Instructor/Recertifier 0153002012 ApprovediOfiicial Good F% El
AntennalGround Plane ;

AMT-GFD Desian 0453002011 ApprovediOfiicial Good ‘ﬁl

QoDLT 225 WLB UMY Q0D 0153002012 ApprovediOfiicial Good F% ﬁl
Operations Research )

ORAMLST fn;rasttmns Ressarch 05/22/2004 ApprovediOficial Good i}

CIMOWY Quarermaster of the Watch 02/02/2009 ApprovediOfiicial Good F% E

[+] Add Mew Competencies

w Officer Speciality Code (Approval Not Required) . | Find B3 ot K g2 0r2 O Lot
(1] Competency *Effective Date Evaluation Type Proficiency

CE-AVIT2 Aviation Safety (O5CY  01/09r2012 Approved/Official Good ﬁ'
Ce-Oaptp | DbSAshore: 0111772012 ApprovediOficial Good i}

Prevention (05C)

||£| Add Mey Officer Speciality Code

Competencies Qualifications Education

Save

1. Officer Specialty Codes are located under the Competencies tab

2. Officer Specialty Codes content section to view, add and update a member’s OSC
information

3. Click “Add New Officer Specialty Code” to add a new OSC for a member
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