Licenses and Certifications

Overview

Introduction This section provides the procedures for viewing, adding, correcting and
deleting Licenses and Certifications in Direct Access.
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Viewing a License/Certification

Introduction This guide provides the procedures for Viewing a License/Certification in
Direct Access. The user must have the CG_LICCERT _V role to access this
component.

Procedures See below.

Step Action
1 Select Person Profiles from the Person Profile pagelet.

Person Profile =

Perzon Profiles Create a New Setup Value

2 Enter the Empl ID and hit Search.
Person Profiles

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

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

Empl ID: [begins with v [1234567 |
Profile Type: begins with @,
Name: begins with w||

Last Name: begins with ||

Alternate Character Name:| begins with ||
[include History Cormrect History [l case Sensitive

Search Clear :Elaaic Search E{,ﬂ‘ Save Search Criteria

Continued on next page



Viewing a License/Certification, Continued

Procedures,

continued

Step

Action

3

The Person Profile page will display. Select the Qualifications tab.
Person Profile

Empl ID: 1234567 Han Solo

Profile Type: PERSOMN Person
*Profile Status:
*Description: [Han Solo e 5
Profile Actions: [ «Select Action=

vI®
(ool == =0 CQlualifications | Education [ Mobility | Waivers || CAN

 Competencies

ST 4] ]
Customize | Find | View All | | = First 1 of1 Last

[} Competency Content Type *Effective Date Ewaluation T

Proficiency
Approved/Official | Good m

ICT1 ICS T1 Incident Cmdr | COMPETENCY | 08/20/2012

The members Licenses and Certifications will display. Click the
License/Certification to view additional information.

" Competencies | e o0l Education [ Mobility | Waivers || CAN

Add Mew Honors and Awards
F Language Skills
w Licenses & Certifications

¥ Honors and Awards

ST i ™
Customize | Find | “view All | L7 | ¥ First 10f1 Last

License Content Type Qualifying %;“‘m
OPM Senior Service
School LiC O m

Continued on next page



Viewing a License/Certification, Continued

Procedures,
continued

Step

Action

5

The member’s Update Licenses and Certifications page will display. Click OK to
return to the Person Profile screen.
Person Profile

Update Licenses & Certifications

Empl 1D; 1234567 Han Solo
Profile Type: PERSOM

Person

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

Details Find | View Al First K} 1of4 3 Last

*|ssue Date: [p1/01/1997 x |[5) [+
License: 5558 OPM Senior Service School o
*Status: |Active v|

Country: | @

State: | @,

Type of Restriction: |0-None v|

[IRenewal In Progress
[ License Verified
Expiration Date: | )

[ Qualifying

License/Certification
Number:;

Issued By:

R’ &

OK - Cancel




Adding a New License/Certification

Introduction This guide provides the procedures for Adding a New License/Certification in
Direct Access. The user must have the CG_LICCERT _U role to access this
component.

Procedures See below.

Step Action
1 Select Person Profiles from the Person Profile pagelet.

Person Profile =

Perzon Profiles

2 Enter the Empl ID and hit Search.
Person Profiles

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

B NE T Add 2 Mew Value
Maximum number of rows to return {up to 300): lﬁ
Empl 1D: begins with | 1234567
Profile Type: [beginswith v|[ @
Name: begins with ||
Last Name: begins with ||

Alternate Character Name:| begins with ||

L include History Cormrect History [l case Sensitive

Search Clear :Elash: Search E;{,E] Save Search Criteria

Continued on next page



Adding a New License/Certification, Continued

Procedures,
continued

Step Action

3 The Person Profile page will display. Select the Qualifications tab.
Person Profile
Empl ID: 1234567 Han Solo

Profile Type: PERSOM

*Profile Status:

*Description: [Han Solo e 5

Profile Actions: [ =Select Action= V| ®

(ool == =0 Clualifications | Education [ Mobility | Waivers || CAN

v Competencies Customize | Find | View &1l | B | 3 First B g 071 17 (st
1D Competency Content Type  *Effective Date Evaluation T Proficiency
ICS T1 Incident Cmdr | COMPETENCY | 03/20/2012 ApprovediOficial | Good El

ICT1

4 Click the Add New Licenses and Certifications link.

" Competencies | S0E (=i -8 Education || Mobility | Waivers [ CAN
F Honors and Awards

Add New Honors and Awards

F Language Skills
m g |
First 1 of1 Last

'+ Licenses & Certifications cystomize | Find | iew A | B | %
License Content Type Qualifying ~ EXPiration
OPM Senior Service

555 SehooT LIC O i}

Add Mew Licenses & Certifications

Continued on next page



Adding a New License/Certification, Continued

Procedures,

continued

Step

Action

5

The Add New Licenses and Certifications page will display. Enter the required
fields using the Field/Description table below.

Empl ID:
Profile Type:

*Issue Date:
*License:

“Status:

Country:

State:

Type of Restriction:

Expiration Date:

License/Certification
Number:

Add New Licenses & Certifications

Add item details. Select OK to apply changes and return. Select Cancel to return. Select Apply and Add to
continue adding additional items.

1234567 Han Solo
PERSON Person

D5/16/2016 x |5 +]

QJ
Active v
lusA @, United States
| @,
[0-None v

[ Renewal In Progress

[ License Verified

| Bl
[ Qualifying

T@

Issued By: E
Field Description
*Issue Date Enter the date the License or Certification was issued.
(Required) Also known as the Effective Date.
*License Enter the License or use the lookup to select one.
(Required)

*Status (Required)

Leave as Active.

Country Defaults to USA. If not USA, use the lookup to select a
different country (if necessary).
State Enter the State abbreviation or use the lookup.
Type of Restriction | N/A
Renewal in If applicable, check this box.
Progress

Continued on next page



Adding a New License/Certification, Continued

Procedures,
continued

Step Action
5

(cont) Field Description

License Verified | If applicable, check this box.

Expiration Date | If applicable, enter the date the License or Certification

expires.
Qualifying If applicable, check this box.
License/ Enter the License or Certification number.
Certification
Number
Issued By Enter the organization that issued the License or

Certification, i.e., Department of Agriculture, USCG
TRACEN Cape May, American Red Cross, etc.

6 Complete the required fields, then click OK or Apply and Add Another if
adding additional Licenses and Certifications.

£l |}
*Issue Date: 05/14/2016 M [E +]
*License: BCCOMPAT %, Computer Science
*Status: Active hd
Country: USA @, United States
State: @,
Type of Restriction: [0-None v
[IRenewal In Progress
[ License Verified
Expiration Date: E‘J
L] Qualifying
License/Certification &
Number:
Issued By: @
| ok Cancel Apply and Add Another |

7 Once all Licenses and Certifications have been added, click the Save button at
the bottom of the Person Profile page.

Continued on next page



Adding a New License/Certification, Continued

Procedures,
continued
Step Action
8 Once saved, this message will display.

Person Profile
Empl 1D

Profile Type:
*Profile Status:
*Description:

Profile Actions:

1234567 Han Solo

PERSON Ferson
'Han Solo X i
| =Select Action= v )

4 You have successfully saved those profile changes that do not require approval.




Adding an Additional License/Certification of the Same
Type

Introduction This guide provides the procedures for adding an additional

License/Certification of the same type in Direct Access. The user must have
the CG_LICCERT _U role to access this component.

IMPORTANT: The system does not allow the entry of duplicate entries in a
member’s profile. If a license or certification is entered with an Issue Date
that already exists in the member’s profile, an error message will appear. A
different Issue Date must be entered to resolve the error.

Procedures See below.

Step Action
1 Select Person Profiles from the Person Profile pagelet.
Person Profile

Person Profiles

2 Enter the Empl ID and hit Search.
Person Profiles

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

' ) Add a New Value
- =

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

Empl ID: [begins with v | 1234567 |
Profile Type: begins with @,
Name: begins with ||

Last Name: begins with ||

Alternate Character Name:| begins with ||

[include History Comrect History [ | case Sensitive

Search Clear |Basic Search Q',:] Save Search Criteria

Continued on next page



Adding an Additional License/Certification of the Same
Type, Continued

Procedures,
continued

Step Action
3 The Person Profile page will display. Select the Qualifications tab.
Person Profile

Empl ID: 1234567 Han Solo

Profile Type: PERSON Person
“Profile Status:
*Description: [Han Solo e 5
Profile Actions: [=Select Action= vI®

Competencies Clualifications Education Mobility Waivers CAM

Customize | Find | View Al | B | 38 First K1 1 of1 D Last
D Competency Content Type *Effective Date Evaluation Type Proficiency
ICTH ICS T1 Incident Cmdr | COMPETENCY (08/20/2012 Approved/Official | Good ﬁ[

4 Select the License/Certification.
‘v Licenses & Certifications

—
# First K 920f2 I Last

Gustomize | Find | \iew 21l | B | 2

[v] License Content Type Qualifying %;ﬂm

BCCOMFPA1 | Computer Science LIC ﬁl
[OPM Senior Service

355 School LIC ]ﬁ[

Continued on next page



Adding an Additional License/Certification of the Same
Type, Continued

Procedures,
continued
Step Action
5 The Update Licenses and Certifications page will display. Click the Plus button.
Person Profile
Update Licenses & Certifications
Empl 1D; 1234567 Han Solo
Profile Type: PERSON FPerson
Update item details, then select OK to apply changes and return. Select Cancel to return without any
changes.
Details Find | View Al First B! 4 of4 I3 Last
*Issue Date: [p1/01r1997 x [
License: 5588 OPM Senior Service School [ ]
*Status: [ Active v]
Country: | Qa
State: | @
Type of Restriction: |0-None v |
[ | Renewal In Progress
[ License Verified
Expiration Date: | El
L] Qualifying
License/Certification %
Number:
Issued By: | @

Continued on next page



Adding an Additional License/Certification of the Same
Type, Continued

Procedures,
continued
Step Action
6 Some of the fields will carry over from the previous row. Update the required

fields, then click OK.

Person Profile

Update Licenses & Certifications

Empl 1D; 1234567 Han Solo

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

Details Find | View Al Fir=t - 1 of2 D Last
*Issue Date: 05/13/2016 El [+][=]
License: 555 OPM Senior Service School o
*Status: Active LV

Country: | @,

State: | @,

Type of Restriction: |0-None

v]

[ Renewal In Progress

R’ ®

[ License Verified
Expiration Date: |

[ Qualifying
License/Certification
Number:;
Issued By: |
Cancel

Click the Save button at the bottom of the Person Profile page.

Continued on next page



Adding an Additional License/Certification of the Same
Type, Continued

Procedures,
continued

Step Action

8 Once saved, this message will display.

Person Profile

Empl ID: 1234567 Han Solo

Profile Type: PERSON Person

*Profile Status:
*Description: 'Han Solo X [ I

Profile Actions: | =Select Action= v| ®)

4 You have successfully saved those profile changes that do not require approval.




Correcting a License/Certification

Introduction This guide provides the procedures for Correcting a License/Certification in
Direct Access. The user must have the CG_LICCERT _U role to access this
component.

Procedures See below.

Step Action

1 Select Person Profiles from the Person Profile pagelet.
Person Profile

2 Enter the Empl ID and hit Search.
Person Profiles

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

B NE T Add 2 Mew Value
Maximum number of rows to return {up to 300): lﬁ
Empl 1D: [begins with v |1234567 |
Profile Type: begins with wv || @,
Name: begins with ||
Last Name: begins with ||

Alternate Character Name:| begins with |
L include History Cormrect History [l case Sensitive

Search Clear :Elash: Search E;{,E] Save Search Criteria

Continued on next page




Correcting a License/Certification, Continued

Procedures,
continued

Step Action

3 The Person Profile page will display. Select the Qualifications tab.
Person Profile

Empl ID: 1234567 Han Solo

Profile Type: PERSON Person
*Profile Status:
*Description: \Han Solo o 5
Profile Actions: [ <Select Action= v| ®

(ool == ==l Qualifications | Education || Mobility | Waivers || CAN

w Competencies

¥
Customize | Find | View &0l | B | 3 First K qof1 I Last

[} Competency Content Type *Effective Date Ewaluation Type  Proficiency
ICT1 ICS T1 Incident Cmdr | COMPETENCY [02/20/2012 Approved/Official | Good m

4 From the Licenses and Certifications section, select the License/Certification to be

updated or corrected. If the member has received the License/Certification multiple
times, be sure to select the correct record.
" Competencies Education || Mobility | Waivers || CAN

» Honors and Awards

F Language Skills

[

+ Licenses & Certifications cysiomize | Find | view 20 | B | 3 mist 4202 1 Last

1D License Content Type GQualifying Expiration Date H?:::I?

BCCOMPA1 | Computer Science |LIC EI
OPM Senior =

585 Senvice School Lic I-:I% m

Continued on next page



Correcting a License/Certification, Continued

Procedures,
continued
Step Action
5 The Update Licenses and Certifications page will display. Correct the appropriate
fields, then click OK.
Person Profile
Update Licenses & Certifications
Empl 1D: 1234567 Han Solo
Profile Type: FERSOMN Person
Update item details, then select OK to apply changes and return. Select Cancel to return without any
changes.
Details Find | View All First EI 4 of 1 I3 ast
*Issue Date: [Psr6i2016 |5 (+]
License: BCCOMPAY Computer Science o
*Status: Active L)
Country: lUsA @, United States
State: | @,
Type of Restriction: |0-None v |
[ | Renewal In Progress
[ License Verified
Expiration Date: | E‘j
[ Qualifying
License/Certification
Number:
Issued By: %
_ Gancel
6 Click Save at the bottom of the Person Profile page.

Continued on next page




Correcting a License/Certification, Continued

Procedures,
continued

Step Action

7 Once saved, this message will display.

Person Profile

Empl ID: 1234567 Han Solo

Profile Type: PERSON Ferson
*Profile Status:
"Description: 'Han Solo % [ =]

Profile Actions: [=Select Action= vI®

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




Deleting a Single License/Certification

Introduction

Procedures

This guide provides the procedures for Deleting a Single License/Certification
in Direct Access. The user must have the CG_LICCERT _U role to access this
component.

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

Note: If this is a License/Certification that has just been added, the minus
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.

See below.

Step

Action

1 Select Person Profiles from the Person Profile pagelet.
Person Profile

2 Enter the Empl ID and hit Search.

Person Profiles

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

Maximum number of rows to return {up to 300): |300

Empl ID: begins with “ | 1234567

Profile Type: begins with s @,
Name: begins with ||

Last Name: begins with ||

Alternate Character Name:| begins with ||

L include History Cormrect History [l case Sensitive

| Add a New Value

Search Clear | Basic Search Igl,rﬂ Save Search Criteria

Continued on next page



Deleting a Single License/Certification, Continued

Procedures,
continued
Step Action
3 The Person Profile page will display. Select the Qualifications tab.

Person Profile
Empl ID:

Profile Type:
*Profile Status:
*Description:

Profile Actions:

Competencies

1234567 Han Solo

PERSON Ferson
|Han Solo 0 s
[<Select Action> v ®

" Qualifications | Education

[ Mobility || Waivers [

w Competencies

ST 4] ™
Customize | Find | View Al | E | =2 First 1 of1 Last

[1] Competency Content Type *Effective Date Evaluation T Proficiency
ICT1 ICS T1 Incident Cmdr | COMPETENCY | 08/20/2012 | Approved/Official | Good EI

4 To delete a License/Certification that a member has received only once, click the
trash can on the appropriate row.
| Competencies | I8E il 1]y

" Education | Mobility | Waivers || CAN

¢ Honors and Awards
]
F Language Skills

120f2 I [ast
View

~ Licenses & Certifications cystomize | Find | iew 20 | B | 35 mis 1L

1D License Content Type Qualifying Expiration Date History

BCCOMPA1 Computer Science LIC |
DPM Senior =

555 Senvice School Lic O E% EI

5 This message will appear. Click OK.

" Delete Confirmation %]

Delete current/selected rows from this page? The delete will cccur when the
transaction is saved.

[k comel

6 Click Save at the bottom of the Person Profile page.

Continued on next page



Deleting a Single License/Certification, Continued

Procedures,
continued

Step Action

7 Once saved, this message will display.

Person Profile

Empl ID: 1234567 Han Solo

Profile Type: PERSON Ferson

“Profile Status:

"Description: 'Han Solo % [ =]
Profile Actions: [=Select Action= vI®

v You have successfully saved those profile changes that do not require approval.




Deleting One License/Certification when Multiple Instances
Exist

Introduction This guide provides the procedures for Deleting One License/Certification
when Multiple Instances Exist in Direct Access. The user must have the
CG_LICCERT_U role to access this component.

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

Note: To prevent unintentional deletions of Licenses and Certifications, the
trash can functionality for multiple Licenses and Certifications of one type
has been disabled. The following message will appear if you attempt to delete
multiple Licenses and Certifications at one time:

[X]

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

The PeopleCode program executed an Error statement, which has produced
this message.

.......................

.......................

Procedures See below.

Step Action

1 Select Person Profiles from the Person Profile pagelet.
Person Profile

Continued on next page



Deleting One License/Certification when Multiple Instances
EXist, Continued

Procedures,
continued

Step Action

2 Enter the Empl ID and hit Search.
Person Profiles

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

Find an Existing Value Add a Mew Value

Maximum number of rows to return {up to 300): |300

Empl ID: [begins with v | 1234567 |
Profile Type: begins with wv || @,
Name: begins with w ||

Last Name: begins with ||

Alternate Character Name:| begins with |
L include History W] Correct History [l case Sensitive

Search Clear :Elash: Search @ Save Search Criteria

3 The Person Profile page will display. Select the Qualifications tab.
Person Profile

Empl ID: 1224567 Han Solo
Profile Type: PERSON Ferson

“Profile Status:

*Description: [Han Solo e 5
Profile Actions: [<Select Action= vI®

Competencies Qualifications Education Wobility Waivers CAN

Customize | Find | iew &0 | B | 3 First BT q o1 0 Las
D Competency Content Type *Effective Date Evaluation Type  Proficiency
ICTH ICS T1 Incident Cmdr | COMPETENCY (082002012 | Approved/Official Good m

Continued on next page



Deleting One License/Certification when Multiple Instances
EXist, Continued

Procedures,
continued

Step Action
4 Select the License or Certification that needs to be deleted.

" Competencies | eTE iD= vy Education || Mobility | Waivers || CAN

¢ Honors and Awards

F Language Skills

~ Licenses & Certifications cuystomize | Find | iew 2 | B | 2 st B q2002 0 Last

1D License Content Type Qualifying Expiration Date H‘;Z::l?

BCCOMPA1 Computer Science LIC | ﬁ[
DOPM Senior =

588 Senvice School He O = M

The Update Licenses and Certifications page will display. Scroll through the records
using the Arrows or click View All to find the correct record to delete.

Person Profile

Update Licenses & Certifications

Empl ID: 1234567 Han Solo
Profile Type: FERSON Person

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

[viewal First - 1of2 DN Last

*Issue Date: Ipsr2r2016 x [5] =
License: 588 OPM Senior Service School o
*Status: | Active v|

Country: | @,

State: | @,

Continued on next page




Deleting One License/Certification when Multiple Instances
EXist, Continued

Procedures,
continued
Step Action
6 Once the correct record has been located, click the Minus button to delete it.
Details Find | View All First £ 10f2 I Last
“Issue Date: [p5rt372016 <[5
License: 555 OPM Senior Service Schoaol o
*Status: [ Active v |
Country: | OQ
State: | @
Type of Restriction: |0-None v |
[ Renewal In Progress
[ License Verified
Expiration Date: | E‘J
[ Qualifying
License/Certification
Number:
Issued By: %
7 This message will appear. Click OK.
I Delete Confirmation 5| |
Delete curmentfselected rows from this page? The delete will occur when the
transaction is saved.
(8], Cancel

Continued on next page




Deleting One License/Certification when Multiple Instances
EXist, Continued

Procedures,
continued
Step Action
8 Notice the record updated to 1 of 1. Click OK.

" Details

Find | View Al First EI 1 of 4 I ast

*Issue Date: [01/01/1997 e [+
License: 555 OPM Senior Service School i
*Status: [Active v |
Country: | @,
State: | @,
Type of Restriction: |0-None v |
[ Renewal In Progress
[ License Verified
Expiration Date; | E‘J
[] Qualifying
License/Certification
Number:
Issued By: %
0K ~ Cancel
9 Click Save at the bottom of the Person Profile page.
10 | Once saved, this message will display.

Person Profile

Empl ID: 1234567 Han Solo
Profile Type: PERSON Person

*Profile Status:

"Description: 'Han Solo e, i =1
Profile Actions: [=Select Action= vI®

4 You have successfully saved those profile changes that do not require appmval.l




