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1 Introduction

Individual USCG professional memberships are maintained in the Person Profile of Direct Access.
Authorized users enter and maintain this information. The information is available to USCG members via
self-service. This section provides the procedure for adding, updating, and deleting an individual
Membership (non self-service) via the Person Profile page.

2 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

Memberships: This navigation takes the user to the Person Profile screen. Memberships are recorded on
the Person Profile screen.

3 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 exarﬁple of the search results when a is used is located below.

d Adda MNew Value

Maximum number of rows to return (up to 300y (300

Empl I1D: begins with

Profile Type: begins with (=N
Hame: begins with

Last Name: begins with ~ |CH_MN

Alternate Character Name: begins with

[l include History [#] Correct History [| Case Sensitive

Search Clear Basic Search [gf¥ Save Search Criteria

Search Results
Only the first 300 results of a possible 489 can be displayed. Enter more search key information and search again to r

Wiew All First [«] 101-200 of 200 [»] Last
EmplID Profile Type Hame Last Hame Alternate Character Name
(blank’

AWARDS COORD)
PERSOM s
PERSOM
PERSOM

(blank)
(blank;

(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)

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”
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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 New Value

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

Empl 1D begins with - |
Profile Type: begins with - | =N
Hame: begins with - |
Last NHame: begins with - |CH%N
[

ARlternate Character Name: begins with -

[[linciude History [ Correct History [] Case Sensitive
Search Clear |Basic Search [EF Save Search Criteria

Search Results

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

Miew All First [4] 1100 of200 |[p| Last
Empl ID Profile Type Name Last Hame Alternate Character Hame
i PERSOM 4 CHACOHM blank)

PERSOM i CHACOM blank)

RETIREE i CHACOM blank)

PERZSOM 8 CHACCOM blank)

PERZSOM 3 CHACOHM blank)

PERSOM £ CHACOM Blank)

PERSCOM 4 CHACCHM blank)

PERZSOM 5 CHAC O blank)

PERSOM i CHACOM blank)

AWARDS COORDH K CHACOM blank)

PERSOM i CHACOHM blank)
K PERSOM £ CHADBAMND: Dlank)
T e b PERSOM 3 CHADBOURME (Blank

4 Entering a Membership
When information about a member’s Membership 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
4.1 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 more information.

Person Profiles

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

Find an Existing Value Add a Mew Yalue

Maximum number of rows to return (up to 200} |300

Empl ID: begins with - | S —
Profile Type: begins with - | @,

Hame: begins with -~ |

Last Name: begins with - |

Alternate Character Name: begins with - |

[[Jinclude History [¥] Correct History [] Case Sensitive

Search ||  Clear |Basic Search [gf 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.
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[ |PERSOH ﬁ'u ; [thlank) i

Note: If a member has both a Person Profile and an Awards Coordinator Profile, then that
member is a PHS officer who is or has been assigned to the Coast Guard for duty. Use the
“PERSON?” profile to record the data.

4.2 Viewing Memberships
1. Click the Qualifications tab.

Person Profile

Empl 1D: i "
Profile Type: PERSON Person
“Profile stus: e [¥]
*Description: |
Profile Actions: | <Select Action> M ® e S
Competencies Education
¥ Competencies (Approval Not Required) ‘Customize | Find | View All | L) | i First £l 1-3 of 13 [+] Last
([n] Competency *Effective Date Evaluation Type Proficiency
0201/1989 Approved/Official Good i
02/01/1989 Approved/Official Good i
06/01/2002 Approved/Official Good ﬂ
10/06/2008 Approved/Official Good i |
! 06/01/2002 Approved/Official Good ii |

I
1

ﬂ Add New Competencies
A list of the member’s current Memberships will be displayed in the Memberships content section.

eqmmh?ps (Approval Hot Customize | Find | View 1] BV | 3 First E 43073 I ast
(1] Membership View History

INFORMS Inst for OR. & Mgmit Sciences lil
MORS Military Op Research Society i}
TOASTMST Toastmasters B i}

=3
NOTE: Memberships with the same Membership Code are grouped together. The FEI icon in
the “View History” column signifies that the member has received the membership more than
once. Click on the icon to view all instances of the membership.

2. If a member has more than five memberships, only the first five will be displayed. Click on the
View All link to display all of the member’s memberships. Check to see if the membership, with a
different effective date, has previously been entered on the member’s record.
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e:ﬁggf”““ VApproval Not Customize | Find | View Al BV | ## First K 4 5016 I Lagt
1D Membership View History

ACAD CG Academy Alumni Assoc % ﬁl
ASSE Amer Society Of Safety Eng m
CESOC Society of Civil Engineers EI
INFORMS Inst for OR & Mgmt Sciences ﬁl
MORS Military Op Research Society m

3. If the membership is a new membership, skip to section “4.3. Adding a New Membership”. If the
membership currently exists, proceed to section “4.4. Adding a Previously Granted Membership
of the Same Type”. To add a historical dated membership, proceed to section “4.5. Adding a
Historical Dated Membership of the Same Type”.

4.3 Adding a New Membership

Follow the steps below to add a new membership to a member’s profile.

1. Toadd a new membership, click on the Add New Memberships link located below the
Memberships content section.

~ Memberships {Approval Not Customize LFind 1 View ad) B | 2 rist B 1500610 Lpgt
D Membership View History

ACAD CG Academy Alumni Assoc G2 i |
ASSE Amer Society Of Safely Eng i}
CESOC iety of Civil Engineer i
INFORMS Instfor OR & Mamt Sciences i
\MORS Military Op Research Society a

[#] Add New Memberships =l
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On the “Add New Memberships” page, enter the following fields:

Field Description/Instructions
*Membership Date Enter the date the membership was effective (also known as the
(Required) Effective Date). Click on the 3V icon to choose a date or enter the

date directly in the field (dates must be in MM/DD/YYYY format).

*Membership
F(Required)
0

r

o< D —~ Q I o+ »w o — ®d® = =h

>

Click the @, to search for valid memberships. Click Lookup to
display available membership codes. From the Search Results list,
you can choose a specific row of data. A single click on any column
in that row selects the membership.

Users may narrow the search by using the following fields and then
clicking “Lookup”:

= Content Item ID: Enter all or part of the membership code

= Content Group Type: Click on the magnifying glass to select
the type of membership

= Content Group: N/A

= Description: Enter all or part of the title of the membership

If the membership you looking for is not listed, a request may be
made to have it added. Submit your request via memo to:

Commanding Officer (ISA)

Coast Guard Personnel Service Center
444 SE Quincy St.

Topeka KS 66683-3591

Please include a brief description of the membership’s purpose and
how it benefits the member’s Coast Guard career.

[
Membership Begin
«Date

Enter the beginning date of the membership period or position/role.
This is not a required field so it may be left blank.

(Membership End Date

Enter the end date of the membership period or position/role period.
This is not a required field so it may be left blank.

Q
oMandate

Enter the mandate or activity. This is not a required field so it may
be left blank.

Mandate Position

Enter the Position/Role (e.g., Vice President, Member,
Secretary/Treasurer). This is not a required field so it may be left
blank.

OK

Click OK to Save the page.

NOTE: The entry will not be saved to the Person Profile until you
click SAVE at bottom of the Person Profile page

After you click OK you will be returned to the Person Profile page. The new membership will be

displayed in the summary grid.

3.

4.

Click the Save button located at the bottom of the Person Profile page to commit the entry.

NOTE: If the wrong membership was selected, delete it and repeat Step 4.3 ‘Adding a New

Membership’.

Click on “Return to Search” to enter information on a different member or Home to return to the

Portal Homepage.
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4.4 Adding a Previously Granted Membership of the Same Type

The system allows a membership with different effective dates to be entered on a member’s record multiple
times. Adding a new effective dated row involves adding a new row to the membership’s history.

NOTE: The system allows a membership with different effective dates to be entered on a member’s record
multiple times. Adding a new effective dated row involves adding a new row to the membership data
history.

1. Click the Qualifications tab. A list of the member’s current memberships will display under the
Memberships content section

2. Inthe Membership column, click on the existing membership record.

When a membership Bl #E L b |

is entered multiple Customize | Find | View Al | = | ¥ First B8 1-50f 6 14 Last

HlEs, @l e sk i Membership View History

recent entry will be

displayed in most ACAD CG Academy Alumni Assoc & i

DA 1/8.0 applications

and reports ASSE Amer Society Of Safely Eng i
CESOC Society of Civil Engineers ] i |
INFORMS Inst for OR & Mamt Sciences i}
MORS Military Op Research Society i

[+] Add Mew Memberships

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

Person Profile

Update Memberships

Empl ID;
Profile Type: PERSON Parson
Update item details, then select OK to apply changes and return. Select Cancel o return without any
changes
Fing | View 28 First & 104 13 Lasi

‘Membership Date: (011262012 4 9
*Membership: ICESOC Q, Society of Chil Engineers

*Status: Active -

Mandate Begin Date: 5

Mandate End Date: | &)

Mandate: %

Mandate Position: %

IMPORTANT: The system does not allow the entry of duplicate entries in a member’s profile. If
you enter a membership with a membership date (effective date) that already exists in the
member’s profile, you will receive an error message. You must indicate a different membership
date to resolve the error
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3. Click on the sign in the top right corner of the Detail box to insert a new effective dated row.

Person Profile

Update Memberships

Empl I0:

Profile Type: PERSON Person

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

: z
*Membership Date: loizero1z | @, + 0

*Membership: |CESDC @, Society of Ciil Engineers

*Status: Active >

Mandate Begin Date:
Mandate End Date:

= (=

Mandate:

Mandate Position: %

4. A new membership record is created with the current date populated in the Membership Date
field. The Details box will display “1 of x” in the upper right corner of the record. Any fields that

were populated on the previous membership row will be brought forward and populated on the
New row.

Ferson Profile
Update Memberships

Ermpl 1Dz —

Profile Type: PERSOMN Parson

Update iterm detalls, then select OK to apply changes and return. Select Cancel to return without any
changes

*Membership Date: Dirzezo1z | |W = =
Membership: CESOC

*Status: Activi -

Mandate Begin Date: | [
Mandate End Date: | [
Mandate: &

Mandate Position: &

5. Complete the additional fields as indicated in section ‘4.3 Adding a New Membership’.




6.

7.

4.5

4.5.1
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Click OK to return to the Person Profile page. Upon returning to the Person

Profile page, the multiple records icon & | will be displayed on the row for the newly added
membership indicating there are multipie rows for the membership.

Customize | Find | View A1 B | % Frst KT 45006 00 Last

D Membership View History

ACAD CG Academy Alumni ASs0C R ﬂ
ASSE Amer Society Of Safety Eng i
CESOC Society of Civil Engineers B i}
INFORMS Inst for OR & Mamt Sciences : i
MORS Military Op Research Sociaty ﬁ

Click the Save button located at the bottom of the Person Profile page to commit the entry.

NOTE: If the wrong membership was selected, delete it and repeat Step 4.4 ‘Adding a Previously

Granted Membership of the Same Type’.

Click on “Return to Search” to enter information on a different member or Home to return to the
Portal Homepage.

Adding a Historical Dated Membership of the Same Type

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

Adding a Historical Dated Row Mid-Stack

Inserting a row mid-stack is the process of adding a row BETWEEN two existing records. For
example, if the user is entering a membership with a July 1, 2008 Effective Date and two
memberships currently exist with the Effective Dates of June 1, 2009 and August 1, 2007, the user
will be required to enter the July 2008 row mid-stack.

Follow the following steps to enter a historical dated membership mid-stack:

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

Click the Qualifications tab and search for the Membership content section. A list of the member’s
current memberships will display under the Memberships content section.

10
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3. Inthe Membership column, click on the existing membership record in which a historical dated

row will be entered.

+ Memberships (Approval Not

Required)

INFORMS
MORS

TOASTMST

Membership

American Sodely for Quality ﬁ

Inst for OR & Mamt Sciences

ilit ese. Socie

Toastmasters

i

EWEE N

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

4. 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 Memberships

Emipl 1D
Profile Type:

b e

PERSON Person

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

changes,

Membership:

" Status:

Mandata:

Mandate Position:

"Membership Date:

Mandate Begin Date:
Mandate End Date:

[osm2008 W

ASQ American Society for Quality

ACtivE ok

11

+®
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Click the sign located on the most historically dated row. Using the example above the most
historically dated row is: August 1, 2007.

Person Profile

Update Memberships

Empl ID:
Profile Type:

PERSON

Persan

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

*Membership Date:
Membership:

*Status:

Mandate Begin Date:

Mandate End Date:
Mandate:

Mandate Position:

[oe01z008 B

AsQ
Active -

| ]

[ ®

American Society for Quality

“Membership Date:
Membership:

*Status:

Mandate Begin Date:

Mandate End Date:
Mandate:

Mandate Position:

[oam1z007 )

ASQ
Active -
[

| i

12

— =®

American Society for Quality
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A new membership record is created with the historical date populated in the Membership 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 prior row will be brought forward and populated on the new

row.

*Membership Date:
Membership:

*Status:

Mandate Begin Date:

Mandate End Date:

Mandate:

Mandate Position:

*Membership Date:
Membership:

*Status:

Mandate Begin Date:

Mandate End Date:

Mandate:

Mandate Position:

*Membership Date:
Membership:

*Status:

Mandate Begin Date;

Mandate End Date:

Mandate:

Mandate Position:

06/01/2009 [

ASQ
Active -

El
el

Find | View 1 First = 4-30f 3 L Last

= o

American Saociety for Quality

lbar1rz007 [

ASQ
Active -

)
El

American Society for Quality

08/01/2007 [1

ASQ
Active -

Bl
E

American Society for Quality

13
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7. Adjust the Membership Date of the new row to reflect the date the membership was effective.
Using the example provided above, the new Membership Date is: July 1, 2008

Details find|View1 Frst & 4.30r3 D) Las
*Membership Date: [06/01/2009 [ [+ i =
Membership: A4S0 American Society for Quality
“Siatus: Active -
Mandate Begin Date: [
e
Mandate End Date: | [
Mandate: @
Mandate Position:
I 9 5
*Membership Date: 7012008 [
Membership: ASQ American Society for Quality
*Status: Active -
Mandate Begin Date: i )
Mandate End Date: | B
Mandate: @
Mandate Position: &
............... — ﬂﬂ :J
*Membership Date: [DE.I'GHEEI 07 3]

Membership: AS0 American Sociely for Quality
*Status: Active =

Mandate Begin Date: ]

Mandate End Date: | i

Mandate:

Mandate Position: =

8. Complete the additional fields according to the instructions in section ‘4.3 Adding a New
Membership’.

9. Click OK to return to the Person Profile page.

10. Click the Save button located at the bottom of the Person Profile page to commit the entry.
NOTE: Once the record is saved, the Membership Code cannot be changed

11. Click on “Return to Search” to enter information on a different member or Home to return to the
Portal Homepage.

14
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Adding a Historical Dated Row End-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 membership with a January 1, 2001 Effective Date
and two memberships 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 membership end-stack:

Follow the instructions from section ‘4.1. Locating the Member’ to search for the member’s
record.

Click the Qualifications tab and search for the Memberships content section. A list of the
member’s current memberships will display under the Memberships content section

In the Membership column, click on the existing membership record in which a historical dated
row will be entered.

Customize | Find | View A1 ] B 1 B First KE 4qora O Lo

D Membership View History

ASCM American Society Mil Comptrir @ & o
INFORMS Instfor OR & Mgmt Sciences i}
MORS Military Op Research Society 13.
TOASTMST Toastmaster B i

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

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

“Vyiew af Fest K1 4 op2 D

*Membership Date: beni2003 B +10 o
Membership: ASCM American Society Mil Comptris
*Siatus: Acthe -

1
4

Mandate Begin Date:
Mandate End Date:
Mandate:

=1
]

Mandate Position:

15
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5. Click the sign located on the most historically dated row. Using the example above the most
historically dated row is: April 1, 2002.

Person Profile

Update Memberships

Empl ID:
Profile Type:

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

PERSON

*Membership Date:
Membership:

*Status:

Mandate Begin Date:
Mandate End Date:
Mandate:

Mandate Position:

06/01/2003 &
ASCM
By
o

American Society Mil Comptrir

%0 =

*Membership Date:
Membership:

*Status:

Mandate Begin Date:
Mandate End Date:
Mandate:

Mandate Position:

p401/2002  [H
ASCM

T —
B3
"

16

9 o

American Society Mil Comptrir
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A new Membership record is created with the historical date populated in the Membership 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.

Find | View 1 First El 43 0f 3 I Last

*Membership Date: 06/01/2003 E o (=]
Membership: ASCM American Society Mil Comptrir
*Status: Active -
Mandate Begin Date: E]
Mandate End Date: E
Mandate:
Mandate Position:
04/01/2002 El 0 =]

*Membership Date:
Membership:

*Status:

Mandate Begin Date:

Mandate End Date:

Mandate:

Mandate Position:

ASCM
Active -

E
£l

American Society Mil Comptrir

*Membership Date:
Membership:

*Status:

Mandate Begin Date:

Mandate End Date:

Mandate:

Mandate Position:

[UHUTLZUDZ [z

ASCM
Active -

e
£l

e

American Society Mil Comptrir

17
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Adjust the Membership Date of the LAST row to reflect the date of the new membership being
entered on the record. Using the example provided above, the new Membership Date is: January
1, 2001

d | View 1 First 4] 1-Jof3 > I
*Membership Date: [ﬁéhﬁdt‘l—? C #] i/ =
Membership: ASCM Amernican Society Mil Comptrir
*Status: Active -
Mandate Begin Date: ]
Mandate End Date: | [
Mandate:

Mandate Position: =

*Membership Date: loanm12002 [ +] @ =l
Membership: ASCH American Society Mil Complrr

*Status: Active x

Mandate Begin Date: | [

Mandate End Date: [ [

Mandate:

Mandate Position:

“Membership Date: 01012001 [ i =9 5
Membership: ASCM American Society Mil Comptrir

*Status: Active -

Mandate Begin Date: | [

Mandate End Date: | iy

Mandate:

Mandate Position:

Complete the additional fields according to the instructions in section ‘4.3 Adding a New
Membership’.

Click OK. After you click OK you will be returned to the Person Profile page.
Click the Save button located at the bottom of the Person Profile page to commit the entry.
NOTE: Once the record is saved, the Membership Code cannot be changed.

Click on “Return to Search” to enter information on a different Officer or Home to return to the
Portal Homepage.

18
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5 Correcting a Membership Record

51

5.2

1.

Correcting a Membership Code

If the Membership Code needs to be corrected, the user MUST first delete the membership record
and reenter it using the correct Membership Code. Directions on how to delete a record can be found
in section ‘6. Deleting a Membership’.

Correcting other Membership Data
Follow the instructions from section ‘4.1. Locating the Member’ to search for the member’s
record.

Change/correct the appropriate fields.
Click OK to return to the Person Profile page.

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

6 Deleting a Membership

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 Membership. If a
record is erroneously deleted, it will have to be recreated.

Note: If this is a membership that has just been added, the

E

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. This is a nuance of the application.

6.1

1.

2.

3.

5.

6.

Deleting a Membership
Follow the instructions in section ‘4.1. Locating the Member’ to search for the member’s record.

Click the Qualifications tab and search for the Memberships content section.
Click the trashcan on the membership row to be deleted.

Click OK to confirm the deletion.

[ Delete Confirmation |

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

Cancel

Click OK to return to the Person Profile page.

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

19
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6.2 Deleting One Membership of Multiple Instances
1. To delete one membership of multiple records of the same type, select the Membership.

+ Memberships (Approval Not

Required) Customize | Find | View 20 BV | 58 Fro KD 4 g 0rq O

i.} Membership View History

AscH American Society il Compirir =S B’ a
INFORMS Inst for OR & Mgmt S¢iences a
;”ORS Military Op Research Society a
groasmST Toastmaster B 'ﬁ

2. Scroll through the records using the arrows to find the correct record to delete.

Person Profile

Update Memberships
Empl ID:
Profile Type: PERSON Person
Update itemn details, then select OK to apply changes and return. Select Cancel to return without any
changes.
Details Find | View &l '
| *Membership Date: 06012003 [ +0
KMembership: ASCM American Society Wil Comptrir
“Status: Adve -
Mandate Begin Date: | &
Mandate End Date: )
Mandate: @
Mandate Position: &

Users can also “View All” records to search for the record to be deleted.
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3. Once the correct record has been located, click the El-l button in the upper right corner of the

record.
*Membership Date: 06/01/2003 [ =0 =
Membership: ASCM American Society Mil Comptrir
*Status: Aclive b
Mandate Begin Date: B
Mandate End Date: b9
Mandate: @
Mandate Position:
*Membership Date: D4/01/2002 iy wd
Membership: ASCM American Society Mil Complrir
*Status: Adtive =
Mandate Begin Date: By
Mandate End Date: 0]
Mandate:
Mandate Position:

*Membership Date:

010112001 [#)

Membership: ASCM American Society Mil Comptrir
*Status: Active M

Mandate Begin Date: l L]

Mandate End Date: L}

Mandate: %
Mandate Position:

4. Click OK to confirm the deletion

Delete Confirmation

Delete currentizelected raws from this page? The delete will occurwhen the

transaction is saved.

Cancel |

oK

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

6. Click Save at the bottom of the Page Profile to commit the changes.
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6.3 Deleting All Records for a Membership Type

Each record must be deleted individually using the steps outlined in section “6.2. Deleting One
Membership of Multiple Instances”. To prevent unintentional deletions of memberships, the trash can

functionality for multiple instances has been disabled.

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

| Message |

“ou cannot delete an iterm with Multiple instances. You MUIST delete themn
individually in the details page.

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

Ok

22



	1 Introduction
	2 Portal Navigation
	3 Wildcard Search
	4 Entering a Membership
	4.1 Locating the Member
	4.2 Viewing Memberships
	4.3 Adding a New Membership
	4.4 Adding a Previously Granted Membership of the Same Type
	4.5 Adding a Historical Dated Membership of the Same Type
	4.5.1 Adding a Historical Dated Row Mid-Stack
	4.5.2 Adding a Historical Dated Row End-Stack


	5 Correcting a Membership Record
	5.1 Correcting a Membership Code
	5.2 Correcting other Membership Data

	6 Deleting a Membership
	6.1 Deleting a Membership
	6.2 Deleting One Membership of Multiple Instances
	6.3 Deleting All Records for a Membership Type


