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1 INTRODUCTION

Business Procedure Document

PHS Promotion Boards

This document is a user guide for the implementation of PHS Promotion Boards in Direct Access 9.1. This guide provides
the procedures for creating promotion boards, applying promotion eligibility rules, managing board candidates, and
selecting candidates for promotion via the Career Management Boards functionality.

2 PORTAL NAVIGATION

The user can navigate to the component they need to access via the Career Management portal pagelet below.

Career Management

Maintain Boards

higintain Board Members

Post Board Activities

Board Candidates

Balch Frocezs Boards

To return to the home screen at any time, the user can click the Home link in the upper right-hand corner of the window.

/’ United States Coast Guard
¢ U.S. Department of Homaland Security

Content Lavout
?HS Self Service Announcement
elcome to Direct Access for the Commissioned Corps

leed Help?

e how to use Direct Access Self Sendce and check the Self Senice FAQs at
Mtp-//dcp psc govicemis/l OGIN_da_resources_m aspx for guidance.

fny errars or omissions of substance that an officer notes and cannot correct through Direct
kecess selfsendce should be addressed by contacting the PSC Help Desk at
CHelpDesk@psc.gov. Please note thatan error in license issuance date will have no effect
n your promaotion - no further action is required on your part.

you have questions regarding DAimplementation or suggestions for webpage content,
lease contact us at DAMigration@HHS .qov.

“nterprise Menu =]
FlAdminister Workforce

FiDefine Business Rules

FDirect Access PeopleTools

FMonitor Workplace

K Self Senvice

HSelf Service

FDevelop Workforce

FHuman Resources

FGlobal Payroll & Absence Mgmt
FHWorkforce Development
FCareer Management

FlOrders

FSet Up HRMS

HReporting Tools

HPeopleTools

| Direct Access Content

- Schedule a Query

Self-Service
My Profile
Phone Numbers

Emergency Contacts
Search Job Postings

Immunizations

Medgical Exam

My Airport Terminal Orders

Home and Mailing Address.
My Email Addresses
Bhnic Groups

Member Information
Physical Filness
Supervisor

Readiness Status

Career Management

Maintain Boards
Maintain Board Members
Post Board Activities

Addto My Links

Board Candidates

Baich Process Boards

Person Profile
Person Profiles

Create a New Setup Value

Aw ards History Report
Aw ards Inventory Report

Deleted Aw ards

Awards Data Dfferences
Faculty Events Hist Rpt
Boards

Review Committee Membership

CCAB Board Mbr List

Aw ards Data Exiract

Bulk Audit Report

PHS Awards Forms

Aw ards by Agency Report

Board Members

Awards Coordinator and Reports -]

Readiness
Person Profiles
Supervisor Manager
Board Candidates
SWE Higibility Definition

Imruniz ation Manager

Maintain Boards

Batch Process Boards
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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

_ (underscore) Match any single character.

\ (back slash) Escape character — don’t treat the next character as a wildcard.
% (percent sign) | Match one or more characters.

The “wildcard” search feature may be used when searching for a member. One commonly used wildcard is “_”. This
sign represents a single letter instead of a group of letters. To see all of the members whose last names contain the
letters “C”, “H” and “N”, in that particular order, the *“_” wildcard would be used to represent a single letter between
the characters in which it is placed.

) Add a MNew Value

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

Empl ID: begins with ~
Profile Type: begins with ~ =%
Hame: begins with

Last Name: begins with ~ [CH_M

Alternate Character Name: begins with -
[[linclude History [¥] Correct History [[]Case Sensitive

Search Clear  |Basic Search [EF Save Search Criteria

Search Results

Only the first 300 results of a 489 can be displayed. Enter more search key information and search again to r
View Al Eirst 4] 101200 of300 |»| Last
EmplID Profile Tyvpe Hame Last Name Alternate Character Name

AWARDS COORD 1 CHAMNDLER blank)

PERSON E CHANDIER (olank)

PERSON E CHANDRASENA  |(blank)

PERSON (blank)

PERSON (blank)

RETIREE (blanky

PERSON (blank)

RETIREE (blank)

PERSOM blank)

PERSON | EY (blank)

RETIREE [ CHANEY (blanky

PERSON E CHANEY (blank)

Another wildcard that is commonly used is the “%” sign. This wildcard is used to represent multiple characters. For
example, to search for members whose last names contain the letters “C”, “H” and “N”, in that particular order the
“%” wildcard should be used.

l " Add a MNew Value

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

Empl ID: begins with -

Profile Type: begins with =N
Mame: begins with -

Last Name: begins with ~ [CH%aM

Alernate Character Name: begins with -
[ iInclude History [#] Correct History [[] Case Sensitive

Search Clear Basic Search [EF Save Search Criteria

Search Results

Only the first 200 results of a possible 1459 can be displayed. Enter more search key information and sea
View All First [4] 1-100 or300 ()| Last
Empl ID i e Hame Last Name Alternate Character Name
(blank)

(blank)

(blank)

(Blank)

(blank)

(blank)

(Blank)

(blank)

(blank)

(Blank)

(blank)y

(blank)

(Blank)

Profile Typ
PERSOM

COORD |
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4 FUNCTIONALITY

The table below provides a list of icons and their functionality to assist with navigation throughout the different pages.

Field Description/Instructions
* This symbol represents a required field.
Click on this icon to generate a list of values.
+] Click on this icon to add a row.
=] Click on this icon to remove a row.
This icon will allow user to customize the grid.
This icon will allow user to search the grid.
This icon will show all of the search results on one page.
Bl This icon will display the grid in a separate window.
# This icon will allow user to download the grid to an Excel spreadsheet.
(4] This icon will navigate to the previous set of grid rows.
b ] This icon will navigate to the next set of grid rows.
This icon will navigate to the first page of the grid rows.
| This icon will navigate to the last page of the grid rows.
& This icon performs spell check.
#] Previous in List This icon will navigate to the previous item in the list of the search results.
J=| Nextin List This icon will navigate to the next item in the list of the search results.
[t Return to Search This icon will return to the search results page.
L\l This icon displays the current page in a modal window.
The Home link will return the user to the Portal homepage.
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5 CREATE ANEW PROMOTION BOARD

Authorized users will have access to create PHS promotion boards in Direct Access via the Maintain Boards and Batch
Process Boards components. This section will guide you through the process of creating a new PHS promotion board in
Direct Access, populating the boards with candidates, and running eligibility on board candidates.

Portal Link: Career Management > Maintain Boards

Career Management

Maintain Boards Board Candidates

Maintain Board Members Bafch Process Boards
Post Board Activities

Enterprise Menu path: Career Management > Maintain Boards

Note: You can also save Maintain Boards as a favorite within Direct Access. To do this navigate to the page, click
on the drop down field under My Links, and select “Add to My Links”:

by Links select One: -

Selact One:
Fefresh My Links...

Edit My Links

The My Links feature is available for use on any link within Direct Access.

5.1 Create a New PHS Board via Maintain Boards
1. Click the Maintain Boards link in the Career Management portal pagelet.

Career Management

Maintain Boards Board Candidates

Maintain Board Members Batch Procezs Boards

Post Board Activities

2. Click Add New Value.

Maintain Boards

Find an Existing Value Add a New Value

Board Type Code: | @,

Active Duty Reserve Indicator: -

Sequence Number: 0

Add
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Board Type Business Unit | Membership Group ID Candidate Job Promo Job
Code Code
PHSMED OFFPH PHSMED PHSPROMO TG 010098 010097
PHSDEN OFFPH PHSDENT PHSPROMO_TG 020098 020097
PHSNUR OFFPH PHSNURS PHSPROMO_TG 030098 030097
PHSENG OFFPH PHSENG PHSPROMO TG 040098 040097
PHSSCI OFFPH PHSSCI PHSPROMO TG 050298 050297
PHSEHO OFFPH PHSEHO PHSPROMO TG 060098 060097
PHSVET OFFPH PHSVET PHSPROMO_TG 070098 070097
PHSPHA OFFPH PHSPHARM PHSPROMO TG 080098 080097
PHSDIE OFFPH PHSDIET PHSPROMO TG 090098 090097
PHSTHE OFFPH PHSTHER PHSPROMO TG 0T0198 0T0197
PHSHSO OFFPH PHSHSO PHSPROMO_TG 0H1098 0H1097
PHSO2P OFFCG N/A PHSPG_02 000098 000097
PHSO3P OFFCG N/A PHSPG_03 000097 000096
PHSOA4P OFFCG N/A PHSPG_ 04 000096 000095
PHSO5N OFFCG N/A PHSPG_O5N 000095 000094
PHSO5R OFFCG N/A PHSPG_O5R 000095 000094
PHSOG6P OFFCG N/A PHSPG_0O6 000094 000093
PHSEPP OFFPH N/A PHSPROMO_EP 020098 020097

3. Enter the Board Type Code.

4. Enter “Active Duty” for Active Duty Reserve Indicator.

5. Click Add.

6. Enter the Board Setup Values.

Field

Description/Instructions

*Convene Date

Start Date of Board (3/1 of the promotion year)

*Status

Pre-Board

*Imaging Profile

PROMO

Membership See Table Above
Business Unit See Table Above
Group ID See Table Above

Candidate Job Code

See Table Above

Promo Job Code

See Table Above

*IMPORTANT: It is very important that these fields are filled in as instructed so that the board will populate
with the correct candidates for the specified board type.
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(ZIEIEET | Maintain Panels

Brd Type: [PHSDEN PHS Dental Promo Board |

AD/Res Ind: Active equence:
Board Setup
Comvene Dt 0310122016 &)
Status: Pra-Brd - Business Unit: !ﬁ@,
*imaging Profile: |PROMO (@, | orouplD: PHSPROMO_@,  PHS TGrade
*Security Type:  PHSPromo  ~ *Cand Job Code: 020098 @, ENS

[ Best Qual Board PranaJohCode:’WO% LTIG

*Brd Mbr Securty: NA v Start Sig#: ey
Nbrto Select: | Zone SizelCut: | |
Min Allow Score: | | WarE2JGDor | |
Max Allow Score: [  Pop Brd Cand | ~ Compute Final Multiple |
Membership:  |PHSDENT @, PHS Dental Promo Brd Mor |@|

7. Click Save once all board setup values have been entered. Be sure to note the Board Type, Sequence, and
Convene Date as you will use these throughout the board process to manage board candidates and manage

board members.

5.2 Create a New PHS Board via Batch Process Boards
1. Click the Batch Process Boards link in the Career Management portal pagelet.

Career Management
Maintain Boards

Board Candidates

Mintain Board Members |Batch Process Boards |

Post Board Activities

2. Click Add New Value.

Batch Process Boards

" Find an Exdsfing Value [ DER LRGN

Run Control II:I:|

C oAdd
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3. Enter a Run Control ID and click Add.
Note: It is suggested that you use an identifiable name for the process that you are running. Ex.
CREATEBRDS16 (Create Boards for 2016 Promotion Year).

Batch Process Boards

Find an Existing Value Add a Newvalue

Run Control ID:| CREATEBOARDS 16|

Add

4. Enter the Batch Process Boards prompt values.

Run Control ID: CREATEBOARDSIS Report Manager Process Monitor | Run
N
Board Type Code: when Applying Bigibility)
*Board Security: FHS Prome ~
*Start Date: 0310112016 [
*Batch Run Type: 0 - Create Boards -
Baseline Start Date:|(03/01/2015 [
Field Description/Instructions
Board Type Code N/A
*Board Security PHS Promo
*Start Date Enter the Convene Date of the new board
*Batch Run Type 0 — Create Boards
Baseline Start Date Enter the Convene Date of the boards you want to copy from
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5. Click Save and Run.

Batch Process
Run Control ID: CREATEBRDS1S Report Manager Process Monito . Run
Ii ** Enter Board name to run Eligibility for a Single Board.
Board Type Code: = = _—
alid only when Applying Eligibility)
*Board Security: PHS Promc
*Start Date: 03/012016 [+
*Batch Run Type: 0 - Create Boards -
Baseline Start Date: 03/01/2015 [+
(5 save | [[=] Motify | [k Add || ]| Update/Display
6. Change the Server Name to PSUNX and click OK.
Process Scheduler Request
User ID: Run Control ID: CREATEBRDS16
Server Name: PSUNX ¥ | Run Date: 08/07/2013 B
Recurrence: ~  RunTime: |9:38:35AM | Resetto Current DaterTime
Time Zone: Q
Select Description Process Name Process Type *Type *Format Distribution
Batch Process Boards CG_EL_BATCH Application Engine  Web * TXT » Distribution
0K | Cancel |
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7. Click the Process Monitor link and Refresh. Once the Run Status is “Success” and Distribution Status is “Posted”

the new boards have been created and can be viewed via Maintain Boards.

Batch Process

Run Control 1D:

CREATEBRDS16 Report Manager

Process Monitor |

Run |

Board Type Code: alid only when Applying Eligibility)

*Board Security:  PHS Prome v
*Start Date: 03/01/2016 [3)
*Batch Run Type: 0 - Create Boards -

Baseline Start Date:|03/01/2015 [5{

Process Instance: 265100

** Enter Board name to run Eligibility for a Single Board.

User ID; BOLIVER 3, Type:

View Process Request For

Select Instance Seq. Process Type Process Name User Run Date/Time

[] |268100

Application Engine CG_EL_BATCH  ACLIVER 08072015 9:38:35AM PDT

v Last v | 90 Days - . Refresh |
Server: ~ MName: 3, Instance: | to |

Run ~ | Distribution - [¥] save On Refresh

Status: Status:

Customize | Find | View Atl| B |

First = 1-50 of 63 1 Last

Run Status

Success

11



5.3 Populate Boards with Candidates
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1. Click the Batch Process Boards link in the Career Management portal pagelet.

Career Management

Maintain Boards Board Candidates

Maintain Board Members Bafch Procezs Boards

Post Board Activities

2. Click Add New Value.

Batch Process Boards

Find an Existing Yalue

Run Control 1D:

Add

3. Enter a Run Control ID and click Add.

Note: It is suggested that you use an identifiable name for the process that you are running. Ex. POPBRDS16

(Populate Boards for 2016 Promotion Year)

4. Enter the Batch Process Boards prompt values.

Field Description/Instructions
Board Type Code N/A
*Board Security PHS Promo

*Start Date

Enter the Convene Date of the boards you are populating with
candidates

*Batch Run Type

1 — Populate Boards

Baseline Start Date

N/A

12




5.

Click Save and Run.
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Batch Process

Run Control ID:  POPBRDS16 s

Report Manager Process Monitor

[+ Enter Board name to run Eligibility for a Single Board.
alid only when Applying Eligibility)

PHS Promc -

D3/012016 [H)

1 - Populate Boards -

Board Type Code:

*Board Security:

*Start Date:

*Batch Run Type:

Baseline Start Date: i3]

(5 save | [=] oty | [ Add| | 5] UpdstelDispiay

Change the Server Name to PSUNX and click OK.

Process Scheduler Request

User ID: Run Control ID: CREATEBRDS16

Server Name: PSUNX ~ | Run Date: D8/0712015 el

Recurrence: T Run Time: 9:38:35AM ~ Resetto Current Date/Time |
Time Zone: O%

Cancel |

sSelect Description Process Name Process Type *Type *Format Distribution
Baich Process Boards CG_EL_BATCH Application Engine  Web - TXT ~ Distribution

Click the Process Monitor link and Refresh. Once the Run Status is “Success” and Distribution Status is “Posted”
the boards have been populated and can be viewed via Board Candidates. Board Candidate status values will

now be displayed as “Undecided”.

13



5.4 Apply Eligibility to Board Candidates
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1. Click the Batch Process Boards link in the Career Management portal pagelet.

Career Management

=

Maintain Boards Board Candidates
Maintain Board Members [Elatch Procezs Boards ]
Post Board Activities

2. Click Add New Value.

Batch Process Boards

Find an Existing Value L! da New V: “!H'

Run Control 1D:

Add

3. Enter a Run Control ID and click Add.

Note: It is suggested that you use an identifiable name for the process that you are running. Ex. APPELIG16

(Apply Eligibility for 2016 Promotion Year)

4. Enter the Batch Process Boards prompt values.

Field Description/Instructions

Board Type Code N/A

*Board Security PHS Promo

*Start Date Enter the Convene Date of the boards you are applying
eligibility for

*Batch Run Type 2 — Apply Eligibility

Baseline Start Date N/A

14
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5. Click Save and Run.

Baich Process

Run Control ID:  APPELIG1G

g

Report Manager Process Monitor

" Erer Board name to run Eligibiiy for a Single Board.
Board Type Code: alid only when Applying Eligibility)

*Board Security: FHS Promc -
*Start Date: 03012016 |[3]
*Batch Run Type: 2 - Apply Eligibility -

Baseline Start Date: E]

5 save |

[t Returnto Search | [1T] Previousinlist | [y5] Nextintist | [ Notfy | |Eh Add | /2 UpdateDispiay

6. Change the Server Name to PSUNX and click OK.

Process Scheduler Request

User ID: Run Control ID: CREATEBRDS16
I Server Name: PSUNX - I Run Date: 08/07/2015 ]
Recurrence: v

Run Time:  |2:38:35AM . Resetto Current Date/Time

Time Zone: Q@

Select Descripfion Process Name Process Type *Type *Format

Dis tribution
CG_EL_BATCH Application Engine  Web

Batch Process Boards

* TXT ~ Distribution

oK | Cancel |

7. Click the Process Monitor link and Refresh. Once the Run Status is “Success” and Distribution Status is “Posted”

eligibility has been applied to the boards and can be viewed via Board Candidates. Board Candidates status
will now display as “Eligible” or “Not Eligible”.

15
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5.5 Apply Eligibility to One Board
Users have the ability to rerun eligibility for one board via the Batch Process component. Follow the steps below of
process eligibility for one board.

1. Click the Batch Process Boards link in the Career Management portal pagelet.

Career Management =
Maintain Boards Board Candidates
Maintain Board Members [Elatch Process Boards ]

Post Board Activities

2. Click Add New Value.

Batch Process Boards

Find an Existing Value |

Run Control 1D:

Add

3. Enter a Run Control ID and click Add.
Note: It is suggested that you use an identifiable name for the process that you are running. Ex. PHSDEN16

(Apply Eligibility for 2016 PHS Dental Board)

4. Enter the Batch Process Boards prompt values.

Field Description/Instructions

Board Type Code Enter the Board Type Code for single board you are processing
eligibility for

*Board Security PHS Promo

*Start Date Enter the Convene Date of the board you are applying eligibility
for

*Batch Run Type 2 — Apply Eligibility

Baseline Start Date N/A

5. Click Save and Run.

16
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Baich Process
Run Control ID:  PHSENGE1S Report Manager Process Monitor . Run
™ Enter Board name to run Eigibility for a Single Board.
R ETYRegl - Enter Board name to run Bigibity for a Single Board.
Board Type Code: alid only when Applying Eligibility)
*Board Security: PHS Prome -
*Start Date: 03/01/2015 |5
*Batch Run Type: 2~ Apply Eligibility M
Baseline Start Date: !
[5) save | [Gh Returnto Search | ] FreviousinList | 4] Nextinlist |[=] Notfy = |k Add| |/ UpdsiciDisplay

6. Change the Server Name to PSUNX and click OK.

Process Scheduler Request

K | Cancel |

User ID: Run Control ID: CREATEBRDS16
I Server Name: PSUNX v I Run Date: 08/07/2015 i
Recurrence: ~  RunTime:  [938:35AM  Resetto Current Date/Time |
Time Zone: Q@
Select Descripfion Process Name Process Type *Type *Format Dis tribution
Baich Process Boards CG_EL_BATCH Application Engine  Web * TXT « Distribution

Click the Process Monitor link and Refresh. Once the Run Status is “Success” and Distribution Status is

“Posted” eligibility has been applied to the board and can be viewed via Board Candidates. Board

Candidates status will now display as “Eligible” or “Not Eligible”.

17
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5.6 Apply Eligibility to One Board Candidate
Users have the ability to rerun eligibility for one candidate via the Board Candidates component. This may be necessary

when data for an officer has changed which may impact their eligibility results. Follow the steps below to run eligibility
for one officer.

1. Click the Board Candidates link in the Career Management portal pagelet.

Career Management

Maintain Boards Board Candidates
Maintain Board Members Baich Procezs Boards
Post Board Activities

2. Enter the Board Type Code and the Start Date of the board. Click Search.

Board Candidates

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

Board Type Code: begins with - |PHSENG QJ{—
Sequence Number: s - |

Active Duty Reserve Indicator: = - -
User ID; begins with

Description: begins with - |

Start Date: = - |DBHII1!2EI15 5] €——

[ case Sensitive

Search Clear  |Basic Search [ Save Search Criteria

3. All candidates will display on the appropriate board.

Temp Grade Board Candidates: All category specific boards (i.e. PHSDEN, PHSNUR, and PHSMED) will
contain O1-05 temp grade officers in the specified board category.

Perm Grade Board Candidates: All grade specific boards (i.e. PHSO2P, PHSO3P, and PHSO5R) will contain
01-05 perm grade officers that may be eligible for specified grade of the board, regardless of their category.

EPP Board Candidates: All O1-05 temp grade officers will display on the EPP board.

18
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Board Candidate

TEiig Y | inelig to Elig |
Board Type: PHSENG PHS Engineer Promo Board : ! < g. :
Del Below Zone
AD/Res Ind: Active Status: In-Session Seq: 2 CuliSig#:
Board/Panel Candidates Customize | Find | View 100 | | 2 First £ 150 o1 283 I gt
Officer Status Board Information De=cription
Zone Empl ID Rt Ramk  TemPPerR - gy Waivers  Cand Status- ReceivedDf  Exp ADTerm
il - 0 CDR LCDR Waivers  Eligible  ~ (07012015 [ 02242026 [ =]~
2m - 0 CDR LCDR Waivers | Eligible = [07012015 [ 12072026  [#]|[=]
3 In - 0 |CDR CDR Waivers Eligible - |07TH1/2015 ) 020272018 [+]|[=] =
4m - 0 CDR CDR Waivers | Eligible = ([07012015 5 02032032  [F|[=]
5 - 0 CDR LCDR Waivers | Eligible = ([07012015 [ 01072031 [F|[=]
6In - 0 CODR LCDR Waivers | Eligible = ([07012015 [ 1022022 [#]|[=]
7m - 0/ CDR |LCDR Waivers | Cligible = (07012015 5 06472025  [#]|[=]

4. Candidates will appear on the board according to the ‘Cand Status’ values below.

. Cand Status Value

Description

Above Cut Above Cut — Manually set by user

Decile Lowest Decile — Manually set by user

Defer Promotion Deferred — Manually set by user

Eligible Eligible for promotion — Automatically set when eligibility is run
EPP EPP eligible added to temp grade board — Manually set by user

Not Eligible Not Eligible for promotion — Automatically set when eligibility is run

Not Selected

Not Selected for promotion — Manually set by user

Not Selected Below

Selected Below the line — Manually set by user

Selected Selected for promotion — Manually set by user
Quartile Lowest Quartile — Manually set by user
Undecided Eligibility has not been run on the board OR Candidate has bad job data that

prevents the eligibility program from processing eligibility — Automatically
set when boards are popped or eligibility is run. NOTE: An
“Undecided” status after eligibility is run indicates that there is bad data in
the system for the officer which prevented the eligibility program for
running.

5. Use the ‘Find’ link in the top right corner of the Board Candidates grid to search for an officer.

Board Candidate
) "Eiig_ | | Inelig to Elig
Board Type: PHSENG PHS Engineer Promo Board .
ADRes Ind:  Active Status:  Adjourned Seq: 2 Cutisigh: BelBelondane
Board/Panel Candidates Customize Find | View 1[|:||LE|- b
Officer Status Board Information Description
Zone Empl ID Red#  Rankv ::’r':“"‘:"r;" © Namew Higibility ~ Cand Status  Received Dt Submitted Exp AD Term
imn - 0 LTJG ENS Eligibility  NotElig 5 [o7monoisE oememosz | H|[= S
2m - 0 LTJG [ENS Eligibility  NotElig  ~ 5 [o7momotsH osmszoaz [H] (=]
3 In - 0 LTIG LTJG Eligibilﬂy:‘ Eligible - |07/M01/2015 [ |07/01/2015 [ |OT/052040 [+ |[=] =
4m - 0 LTJG |ENS Eligibiliy ~ MotElig  ~ 5 [o7morois[H oedozoaz [ [=]

6. Use the Script Prompt to enter the Empl ID of the officer.
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S cript Prompt;
Enter zearch string:
Cancel |

7. Click OK.

8. Click the Board Information tab and use the Eligibility button to calculate eligibility.

Board Candidate

Board Type: PHSEHO PHS Env Health Officer Promo Board

| Elig | Ineligto Elig |

| DelBelowZone |

AD/Res Ind: Active Status: In-Session Seq:
Board/Panel Candidates
" Member Information || Officer Status PELE GGG B8 Description |

s
i

Customize | Find | View 100 | B | 2 Frst & 4_50 of 254 I | ast

Zone EmplID Red#  Rankv oo 0Pt Namew ; Higibility Adv
im - [0 Lt |ENs | Eligibility O =
2'mn - [0 e LTie [ I Eligibility [l =]
3im o~ [0 tue LG | Eligibility 0 (=] 8
4 v [0 L Ens | Eligibility O =
5n v [0 tue LG | Eligibility 0 (=]

The system will apply the eligibility rules to the officer’s data immediately. If the officer’s eligibility has changed,
the Cand Status will change accordingly.

Board Candidate
| Eig | [ inelgtoEig |
Board Type: PHSEHO PHS Env Health Officer Promo Board e
ADResInd:  Active Status: In-Session Seq: 2 CutiSigh: | DelBelowZone |
Board/Panel Candidates customize | Find | view 100 | B8 | % Frst & 1.50 or 254 I Last
" Officer Status | Board Information | Description |
e Empl ID Red®  Rank~ ::'“'"Pe““‘ e Waivers [Cand Status  |Received Dt Submitted Exp AD Term
rm Rank
1m - 0 LTG  ENS Waivers | Eligible  + ||nm1f2015[§1 [07/012015 5 11162044 ==
2 In - 0 LTIG LTJG ‘Waivers Eligible - |D?m1f2{115|3| |D?m1f2{115|§§| 09302041 =]
im - o e LG Waivers | Eligible  + I|D?JD1!2{J15|3| [07/012015 5 017302043 ==

9. Save the Board Candidates page after calculating eligibility.

5.7 Assign Board Members to Boards

Although PHS board members will perform board candidate review and scoring activities outside of Direct Access, board
members need to be added to the Maintain Board Members component so that Direct Access can produce a list of eligible
board members each promotion year. Follow the steps below to add board members for each PHS temp grade board.

1. Click the Maintain Board Members link in the Career Management portal pagelet.
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Career Management

Maintain Boards Board Candidates
Maintain Board Members Batch Procezs Boards
Post Board Activities

2. Enter the Board Type Code, Sequence Number, and Start Date of the board you wish to add members to. Click
the Search button.

3. Enter the Board Type Code and the Start Date of the board. Click Search.

Maintain Board Members

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

Find an Existing Value [0 ELAE TN

Maximum number of rows to return (up to 300); |300
Board Type Code: begins with - |PHSENG

Sequence Number: -

Active Duty Reserve Indicator: b Active Duty -
User ID: begins with - ]
Description: begins with -
| start Date: = ~  [03m122015 Hoo|
Correct History Case Sensitive

Search Clear |Basic Search [ Save Search Criteria

4. Select “‘Member’ from the Mbr Type field.

Board Members

Brd Type:  PHSEMNG PHS Engineer Promo Board
AD/Res Ind:  Active Sequence: 2

Customize | Find | view A1 | BV | Frst K qorg I ast

President
Presiding
Recorder

5. Enter the Empl Id of the board member in the ‘Empl ID’ field and tab out of the field. The board member’s
name will appear in the ‘Name’ field.
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Board Members

Brd Type: PHSENG PHS Engineer Promo Board

AD/Res Ind: Active Sequence:
Customize | Find | View A1 B |58 Frst 1 q0f4 O (ast
Mbr Type Empl ID Rcd # |Mame ‘Ihlk |opmn
1| Member = o) cAPT || @, =]

6. Use the “+” button to add the next board member to the board.

Board Members

Brd Type: PHSENG PHS Engineer Promo Board

ADRes Ind: Active Sequence: 2
customize | Find | View A1 | B2 Feep 0
Mbr Type Empl ID Rcd # |Name |nan|: ‘opmn |
1| Member -~ ol cAPT || @, E——

7. Repeat steps 3-5 to add all board members. Once all board members have been added save the page.

Board Members

Brd Type: PHSENG PHS Engineer Promo Board
AD/Res Ind: Active Sequence:

[[) save | |5 Returnto Search

Mbr Type ‘Ell‘t]]l |[H] Recd # ‘Hﬂl‘te ‘Ihlt |0PHD
1] Member v o} carT || @, =l
2| Memper v | ol CAPT || @, [l | =]
3| vember - uh—n caeT || @, =]

[Ek Add | | 2] UpdateiDisplay | |2 Cormest History

8. Repeat steps 2-6 to add all board members their respective temp grade boards for the promotion year.
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6 MANAGE BOARD CANDIDATES

Authorized users will have access to manage candidates via the Board Candidates component. This section of the user

guide outlines the steps for adding candidates to a board, deleting candidates from a board, changing board candidate
status values.

6.1 Viewing Board Candidates

1. Click the Board Candidates link in the Career Management portal pagelet.

Career Management

Maintain Boards Board Candidates
Maintain Board Members Baich Procezs Boards
Post Board Activities

2. Enter the Board Type Code and the Start Date of the board. Click Search.

Board Candidates

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

Find an Exsting Value

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

Board Type Code: begins with - |PHSENG Qg(—
Sequence Number: = v |

Active Duty Reserve Indicator; = - -
User ID: begins with

Description: begins with - |

Start Date: = - |EIBHII1»’2£I15 [F] €—

[ case Sensitive

Search | Clear  Basic Search [§F Save Search Criteria
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3. All candidates will display on the appropriate board.

Temp Grade Board Candidates: All category specific boards (i.e. PHSDEN, PHSNUR, and PHSMED) will
contain O1-05 temp grade officers in the specified board category.

Perm Grade Board Candidates: All grade specific boards (i.e. PHSO2P, PHSO3P, and PHSO5R) will contain
01-05 perm grade officers that may be eligible for specified grade of the board, regardless of their category.

EPP Board Candidates: All O1-O5 temp grade officers will display on the EPP board.

Board Type: PHSENG

AD/Res Ind: Active

Zone Empl ID

PHS Engineer Promo Board

Status: In-Session

) Officer Status

Rod#

0

0

0

0

0

0

0

Board Information

L Perm Rank

CDR LCDR

COR LCDR
CDR CDR
CDR CDR
CDR LCDR
CDR LCDR

CDR LCDR

Temp/Perm -

™
Inelig o Elig
Del Below Zone
Seq: 2 Cut/Sig#:
T 0
Description
Name Waivers  Cand Status+«  Received Dt Exp AD Term
Waivers | Eligihle  ~+ [07012015 ) 0224026  [#]|[=] ©
Waivers | Eligible ~ (07012015 12072026 | [#]|[=]
Waivers | Eligible ~ [07D12015 o02o2z012 (3] [=]||s
Waivers Eligible - |07I0172015 [ 02/03/2032 [+ |[=]
Waivers | Eligible  ~ [07/01/2015 |5 01/07/2031 [+][=]
Waivers | Eligible  ~ [0701/2015 |5 10M22022 [+ [=]
Waivers | Eligible  ~ [0701/2015 |5 0624025 | [ [=]

4. Candidates will appear on the board according to the ‘Cand Status’ values below.

. Cand Status Value

Description

Above Cut Above Cut — Manually set by user

Decile Lowest Decile — Manually set by user

Defer Promotion Deferred — Manually set by user

Eligible Eligible for promotion — Automatically set when eligibility is run
EPP EPP eligible added to temp grade board — Manually set by user

Not Eligible Not Eligible for promotion — Automatically set when eligibility is run

Not Selected

Not Selected for promotion — Manually set by user

Not Selected Below

Selected Below the line — Manually set by user

Selected

Selected for promotion — Manually set by user

Quartile

Lowest Quartile — Manually set by user

Undecided

Eligibility has not been run on the board OR Candidate has bad job data that
prevents the eligibility program from processing eligibility — Automatically
set when boards are popped or eligibility is run. NOTE: An
“Undecided” status after eligibility is run indicates that there is bad data in
the system for the officer which prevented the eligibility program for
running.
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6.2 Managing EPP Candidates List

1. Use the steps in ‘6.1 Viewing Board Candidates’ to find and pull up the EPP board candidates list.

2. Click the ‘Download’ icon in the top right hand corner of the Board Candidates grid.

Board Candidate
{"Eila™| | ineligto Elig |
Board Type: PHSEPP PHS Exceptional Proficiency Promotions - ) 9 )
Del Below Zo

ADRes Ind: Active Status:  In-Session Seq: 2 CutiSigt: 0 e A

Board/Panel Candidates

Officer Status | Board Information || Description
Zone Empl ID Rcd#  Rank ::’::’::“r:“' Name Waivers Cand Status«  Received Dt Exp AD Term
1m = 0 CDR LCDR Waivers | Eligible  ~ [07A012015 ) 07/01/2033
I 0 CDR LCDR Waivers | Eligible ~ |[O7/012015 5 04M2/2027
aim - 0 |CDR |LCDR Waivers | Efigible  + |[07/01/2015 5 | 11/02/2026
4m - 0 CDR LT Waivers | Eligible  ~ | [D7/012015 5 042072032
5 - 0 |CDR |LCDR Waivers | Eligible ~ (0701220155 08/23/2029
§In - 0 CDR LCDR Waivers | Eligible  + |[D7/01/2015 5 D9/06/2034

[
[

| E M E
O 0 [l [

&
[

3. Click Open or Save to view the downloaded list in an excel format.

IfIE mndicates your download has been blocked, permit the download by clicking on its Information Bar and selecting "Download File...".

Please close this window after download has completed ..

Windows Internet m u

What do you want to do with psxls?

Size: 858 KB
Type: Microsoft Office Excel 2003
From: hcenv3.direct-access.us

< Open

The file wen't be saved automatically.

2 Save

< Save as

4. If eligibility has been run, PHSEPP board candidates Cand Status will display as “Eligible” or “Not Eligible”.
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Zone | Empl ID | Red# | Rank | Temp/Perm - Perm Rank Hame Waivers | Cand 5tatus | Received Dt | Exp AD Term
In o|COR |LCDR Waivers |Eligible 7/1/2016|  6/2/2037
In o|coR LT Waivers |Eligible 7/1/2016| 6/28/2037
In o|coR LT Waivers |Eligible 7/1/2016| 6/29/2037
In o|COR |LCDR Waivers |Eligible 7/1/2016| 6/28/2037
In o|coRr LT Waivers |Eligible 7/1/2016| 6/30/2057
In 0|LCDR |LT Waivers |Eligible 7/1/2016| 6/30/2041
In 0|LCDR |LT Waivers |Eligible 7/1/2016|  6/27/2041
In 0|LCDR |LT Waivers |Eligible 7/1/2016|  7/6/2038
In 0|LCDR |LT Waivers |Eligible 7/1/2016|  6/28/2041
In 0|LCDR |LCDR Waivers |Eligible 7/1/2016| 11/23/2036
In 0] CAPT [LCDR Waivers |Mot Elig 1/2/2029
In 0|CDR [LCDR Waivers |Mot Elig 7i26/2032
In a{CDR (LT Waivers [Mot Elig Qi22/2027

6.3 Adding EPP Candidates to Temp Grade Boards
EPP candidates will appear on temp grade boards as “Not Eligible”. Users will add EPP candidates to the board
by changing the Cand Status value from “Not Eligible” to “EPP”. The steps below will guide the user through
adding EPP candidates a board.

1. Use the steps in ‘6.1 Viewing Board Candidates’ to pull up the temp grade boards that EPP candidates will be
added to.

2. Use the ‘Find’ link in the top right corner of the Board Candidates grid to search for EPP candidates to add to the
temp grade board.

Inelig to Eli
Board Type: FHSENG PHS Engineer Promo Board a z
Del Below Zone
ADIRes Ind: Active Status: In-Session Seq: 2 Cut/Sig#:
=N 4 0
3 Officer Status Board Information Desc ription
Zone Empl ID Rcd#  Rank ;::“m""::r::’ " Name Waivers  Cand Status-  Received Dt Exp AD Term
1/ In - 0 |CDR LCDR Waivers Eligible « ||07/01/2015 Eﬂ 0272472026 [+ [=] =
2 In - 0 CDR LCDR Waivers Eligible - |0701/2015 [H] 1200772026 [+ [=]
3 In - 0 |CDR CDR Waivers Eligible - |0701/2015 [H] 020272018 ﬂ ﬂ £
4 In - 0 CDR CDR Waivers Eligible  ~ ||07/01/2015 [3] 02/03/2032 [+ [=]

3. Use the Script Prompt to enter the Empl Id of the EPP candidate that needs to be added to the temp grade board.

P %
direct-access.us needs some information @

Seript Prarmpt:
Enter zearch string:
Cancel

ks A

4. Click OK.
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5. Use the dropdown on the Cand Status value to change the status from “Not Eligible” to “EPP”.

Board Candidate

Elig | | Inelig to Elig |
Board Type: PHSENG PHS Enginear Promo Board | J | i |g. |
Del Below Zone
AD/Res Ind: Active Status: In-Session Seq: 2 CutiSigs#: | |
Board/Panel Candidates Custormize | Find | View 100 | | 2 Frst Kl 404-150 of
L) oo ovomn G
Zone Empl ID Red#  Rank IT,::“""::IT ~ Name Waivers [and Status«  |Received Dt Exp AD Term
122 In - 0 CDR LT Waivers Mot Elig - | Eﬂ 06222021
123 In - 0 CDR LCDR Waivers Mot Elig - | @ 11012031
124 In - 0 CODR LT Waivers Mot Elig - | Eﬂ 08182032

6. Repeat steps 2-5 to add all EPP candidates to the temp grade boards.

Board Candidate

Elig | | Inelig o Elig |
Board Type: PHSENG PHS Engineer Promo Board l—'l lMl
Del Below Zo
ADResInd:  Active Status: In-Session Seq: 2 CutiSigh: (w26 e e |
Board/Panel Candidates Customize | Find | vView 100 | B | 2 Frst K1 151-200 of 283 I Last
" Officer Status || Board Information | Description
Temp/Perm - _ -
Zone Empl 1D Rod#  Rank  SPUENTC Name Waivers Cand Statuss  Received Dt Exp ADTerm
151 In - 0D CDR LT Waivers | EPP - | ) 010712035 =4
152 In - 0D CDR LCDR Waivers | EPP - | ) 04/28/2026 =
153 In - 0D CDR LCDR Waivers | EPP - | ) 050812030 [=l|(4
154 I~ 0 CDR LCDR Waivers | NotElig ~ | F oe3zoz [ [=]

7. Once all EPP candidates have been added to the board, click Save at the bottom of the page to commit the
changes. IMPORTANT: Please be sure to check EPP adds before saving the changes. Once the page is saved,
the EPP candidates will be saved to an EPP record that will be used to manage EPP review history.

163 In - o/ €COR LT Waivers | NotElig = | [ 02/11/2030 =l
164 In - 0 CDR LCDR Waivers  EPP - [ 07A412032 (=]
165 In o~ 0 CDR LT Waivers | EPP - | [ 111272030 =

[5) save | |||§f,g Returnto Search | 5] Previous in List | W] Mextin List |
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6.4 Deleting Board Candidates from the Board

1. Follow the steps in section ‘6.1 Viewing Board Candidates’ to search for the board.

2. Follow steps 2-4 in section ‘6.3 Adding EPP Candidates to Temp Grade Boards’ to search for candidates to delete

3. Click the “-” button on the candidate row that you want to remove from the board.

Board Candidate
| Elig | | Ineligto Elig |
Board Type:  PHSENG PHS Engineer Promo Board [=Elg) | a g. J
Del Below Zol
ADIRes Ind: Active Status:  In-Session Seq: 2 CutlSig#: EREEIMpt R NE

Board/Panel Candidates Custorrize | Find | view 100 | B | 3 Frst & 150 of 283 1 Last
Officer Status || Board Information | Description
Zone Empl ID Rcd#  Rank ;2’:“"‘::“';" " Name Waivers  Cand Status+  Received Dt Exp AD Term
2m o~ | [0 cor Lcor wavers | Eigible < (070120185 12072026 | (%] [Sle—=—]
alm o~ | [0 corR cOR Waivers | Eligible ~ (07012015 02022018 | [+] [=]
4m o~ | [0 cor cOR Waivers | Eligible  ~ [07/012015]5) 02032032 | [#] [=] |
s - | [0 cor LcDR Waivers | Eligible v ([07/012015 [ 01072031 | [#] [=]

4. Click the OK button in the Delete Confirmation pop-up box.

| Delete Confirmation

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

5. Repeat steps 2-5 to delete all candidates that need to be removed from the board.

6. Once all candidates that need to be removed have been deleted from the board, click the Save button to commit
the changes. IMPORTANT: Once candidates have been deleted from the board, they can only be added back by
using the “+” sign to manually add or repopulating the entire board.

163 In - o cbrR LT Waivers | NotBlig = | 5 0z2r1zosn [+ [=]

164 In o~ 0 CDR LCDR Waivers  EPP - | B 07142032 (4] =]

165 In o~ 0 COR LT Waivers | EPP - | B |11m2z030 | [#|[=]
A

[5) save | |[Sh Returnto Search | [+] Previous in List | [y5] MextinList |

28



Business Procedure Document
PHS Promotion Boards

6.5 Selecting Candidates for Promotion
Posting information such as Job Descriptions, Contact Information, or Posting Dates may need to be updated based upon
the needs of the Agency. Follow the steps below to update job posting information.

1. Follow the steps in section ‘6.1 Viewing Board Candidates’ to search for the board.

2. Use the Cand Status field to update board candidate status values.

Cand Status Value

Description

Above Cut Above Cut (Officers who are recommended for promotion AND above the
success rate line) — Manually set by user. NOTE: Users will only be able
to promote officers selected as Above Cut

Decile Lowest Decile — Manually set by user

Defer Promotion Deferred — Manually set by user

Eligible Eligible for promotion — Automatically set when eligibility is run

EPP EPP eligible added to temp grade board — Manually set by user

Not Eligible Not Eligible for promotion — Automatically set when eligibility is run

Not Selected

Not Selected for promotion — Manually set by user

Not Selected Below

Selected Below the line — Manually set by user

Selected

Selected for promotion — Manually set by user

Quartile Lowest Quartile — Manually set by user
Undecided Eligibility has not been run on the board OR Candidate has bad job data that
prevents the eligibility program from processing eligibility — Automatically
set when boards are popped or eligibility is run
2yrs Inel
= 5yrs Inel I
Board Type: FHSENG PHS Engineer Promo Board = |g
ADResInd:  Active Status: In-Session Seq: 2 CutiSigh: De|ternate
pecie L 2]
) [ Officer Status || Board Information | Description Defer
Zone Empl ID Rocd#  Rank ;::“m"::r::’ Name Waivers ESE’“ Received Dt Exp ADTerm
Eligible "
im - 0 CDR  LCDR Waivers  |Exempt 07012015 [ 02242026  [#]|[=]
Held
2m - 0 CDR  LCDR Waivers Hgfgﬁ 07012015 [ 12072026  [F]|[=]
Non Sel Be
3im o~ 0 CDR CDR Waivers  [None 070120155 02022018 | [H]|[=] =
Mot Elig
4m - 0 CDR CDR Waivers Eﬁ;%f”d 07012015 [ 02032032 [#] [=]
Quiartile
5 In - 0/ CDR LCDR Waivers |RNA 07/01/2015 [  01/07/2031 [+]|[=]
Refused
6In - 0 CDR  LCDR Waivers 3?15:;(,90 07012015 [ 1o2z0zz  [#|[=]
Unsat Perf
i - 0 CDR LCDR Waivers  Eligible v | [07/012015 [s] 060242025  [+] =]
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Use the ‘Expand Grid’ icon to expand the Board Candidates grid to view the Slctr Nbr field.

Board Candidate

Board Type: PHSENG PHS Engineer Promo Board

. Elg | | Ineligto Elig |

Del Below Zone

ADIRes Ind:  Active Status: In-Session Seq: 2 CubiSig#:
Board/Panel Candidates Customize | Find | View 100 | B | %

Temp/Perm -

Zone Empl ID Rcd# Rank o Ty Name Waivers  Cand Statusa Received Dt Exp AD Term

2m v | [0 corR LcDR Waivers | Eligile  ~ [07012015[{ 12072026 | [¥]|[=] i
am o~ | [ 0o cbr [com Waiers | Eigible - [07012015|5 (02022018 | [(#] (=]
am v | [0 cor  cor Waiers | Eligible = [070172015 3 02032032 | [#]|[=] L

Rank order Above Cut officers using the Slctr Nbr field. NOTE: Officers should be ordered according to their
promotion effective date (i.e. all 7/1 promotions ranked first, 7/15 promotions ranked next, 8/1 promotion ranked
next...).

Beard Candidate

Board Type: PHSEMNG PHS Engineer Promo Board

Elig Inelig to Elig

. . . Del Below Zone
ADRes Ind: Active Status:  In-Sasson Seq: 2 Cut/Sig#:

Board/Panel Candidates

Zone Empl ID Red#  Rank m’;:“l'[‘ © Name Waivers  Cand Status= Received Dt Exp AD Term E’I‘a‘;ls 5nb
1m - [0 lcor  Lcor Waivers | Above Cut v |[07/01/2015 |5 0212412028 AD [o7/01/2014 ][5 1
2 - [0 leor  Lcom Waivers | Above Cut v |[07/01/2015 |5 120072026 AD [ormiznalm | 2
3m - [0 cor cor Waivers | Above Cut v |[07/01/2015 |5 0210212018 AD [04r12r2012][5) 3
4m - [0 leor  cor Weivers | Above Cut v |[07/01/2015 5 020032032 AD [zmzzon]m | 4
5 - [0 lcor  Lcor Weivers | Above Cut v |[07/01/2015 |5 01072031 AD [+r1/2012 ][5 5
6m - [0 leor Lcom Waivers | Above Cut v |[07/01/2015 | |10/12:2022 AD [ormizozE | ¢
T - [0 lcor Lcor Waivers | Above Cut v |[07/01/2015 |5 0812412025 AD [o7/01/2015 )5 7
P v v--r=-revewmn B | B P S T — A wrrewrsrmml rrrvererale: - Fervrerrrale i m—

Once all “Above Cut” candidates have been rank ordered, save the page.

Above Cut ¥ |[0701/2045 B 111152018 AD 10/01/2011 [# ]

am - [ o |cor  Lcom Veivers
o n v [0 cor cor Waivers | Above cut v |[07012015 | oemizoz0 ap (070172008 5 10
Mn v [0 cor |cor Waivers | Above Gut ¥ |[o701r2015 | oem7reo21 |AD [oro12013 |5 | 1
12 [0 |cor com Weivers | Above Gut v [[07/01/2015 | 0411152021 |AD [oerntrzo12][5 12
3 n [0 eor LT Weivers | Above Gut v [[07/01/2015 |  oomer2030 AD [o7mtrzo1s 5 | 13
“om | o cor com Weivers | Above Gut = [[07/01/2015 | oamTi2034  AD [oa/m7r2013 5 14
5 0n v | o cor cor Weivers | Above Cut  ~ |[o7/01/2015 |5 Oama;2023  AD [o11r2013 = 15

(] Save | ||Lf Retumto Search | |4 | Praviousinlist | 4 | Nextin List

Repeat steps 1-5 for all temp grade and perm grade promotion boards until all promotion candidates have been
identified as “Above Cut” and rank ordered on their respective board.
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7/ PROMOTE OFFICERS

Authorized users will have the ability to promote PHS officers in Direct Access via the Post Board Activities component.
This section of the user guide outlines the steps for bringing candidates into Post Board Activities for promotion,
promoting officers via Post Board Activities, and validating updates to Board Candidates Job Data as a result of
promotions.

7.1 Promote Advance Numbers
1. Navigate to the Promote Advance Numbers via:

Enterprise Menu > Career Management > Post Board — Promote/Advance > Promote/Advance Numbers

[+ Administer Waorkforce

[+/Define Business Rules

[+/Direct Access PeopleTools

[+ Monitor Workplace

[+ Self Senvice

[+ Self Senvice

[+ Develop Workforce

[+ Human Resources

[+Workforce Administration

[+ Global Payroll & Absence gmt

[+\Workforce Development

1E|Career Management «———

[+Boards Reporis

[+ Setup

EPost Board - Promote/Advance §
-Post Board Activities
- Prom ote/Advance Mumbers «——

2. Click Add New Value.

Promote/Advance Numbers

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

k I.i Add a Mew Value

Maximum number of rows to return {up to 300): |3£HII

List ID: = - -
Effective Date: = - | El

Active Duty Reserve Indicator: = - -
[“] correct History
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3. Enter the List ID, Effective Date, Active Duty Reserve Indicator.

Find an Existing Value

List ID:
Eifective Date:

Active Duty Reserve Indicator:

Add

Promote/Advance Numbers

PHS Officer Promotions -
070172015 Eﬂ
Active Duty -

Field

Description/Instruction

List ID

PHS Officer Promotions

Effective Date

Effective date of the promotion

Active Duty Reserve Indicator

Active Duty

4. Click Add. The Promote/Advance Numbers list will display.

ListID: PHS Officer Promotions

Group I Job Code

1 @ @

Eff Date: 07/0172015 ADRes Ind:  Active
B 4 ]

Promo/Adv Nbr
Nbr Selected

o|[H | =]

De s cription

5. Enter the Promote/Advance Number fields as described below. NOTE: This page will only need to be setup on
the first use. After the initial use, the setup values will carry forward to subsequent promotion lists that are

created.
Field Description/Instruction
Group ID Enter the Group ID from the board setup via Maintain Boards
Job Code Enter the Promo Job Code from the board setup via Maintain Boards
Description Job Code Description. This will populate once the Job Code has been

entered

Promo/Adv Nbr

Enter the number of candidates to promote on the effective date of the
promotion list.

Nbr Selected

The number of candidates available to promote from each board. This will
populate once the Group ID and Job Code have been entered. This number
is determined by the number of “Above Cut” candidates on the board that
have not been promoted. NOTE: If this number is O, there are no candidates
selected as ‘Above Cut’ OR all “‘Above Cut’ candidates have been promoted
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Board Type Group ID Promo Job Code
PHSMED PHSPROMO TG 010097
PHSDEN PHSPROMO TG 020097
PHSNUR PHSPROMO_TG 030097
PHSENG PHSPROMO TG 040097
PHSSCI PHSPROMO_TG 050297
PHSEHO PHSPROMO_TG 060097
PHSVET PHSPROMO TG 070097
PHSPHA PHSPROMO_TG 080097
PHSDIE PHSPROMO TG 090097
PHSTHE PHSPROMO TG 0T0197
PHSHSO PHSPROMO TG 0H1097
PHSO2P PHSPG_02 000097
PHSO3P PHSPG_03 000096
PHSO4P PHSPG_04 000095
PHSO5N PHSPG_O5N 000094
PHSO5R PHSPG_O5R 000094
PHSO6P PHSPG_0O6 000093

6. After all Group IDs and Promo Job Codes have been entered there should be 17 rows in the promotion list.

PromotefAdvance Numbers

ListID: PHS Officer Promaotions

Group ID  Job Code

1 |PHSPG @, (000093

2|[PHSPG@, (000094

3 |PHSPG@, (000094

4 |PHSPG@, 000095

5 |PHSPG@, (000096

6 |PHSPG @, (000097

7 |PHSPR @, 010097

3 |PHSPR @, (020097

9 [PHSPR@, (030097

u™ '
Customize | Find | Bl | # Frs: 4 1-17 of 17 o Last

De=scription

&, Captain

&, Commander
@, |Commander
&, Lieutenant Commander
@&, Lieutenant
&, Lieutenant Junior Grade
&, AsstSurgeon
&, AsstDental Surgeon
&, AsstNurse Officer

Eff Date: 07/01/2015

ADIRes Ind: Active

Promo/Adv Nbr

Hbr Selected

L

3|[H|[=]
o[+ [=]
o|[H |[=]
5 [+] [=]
o|[#|[=]
3|[#]|[=]
o|[+l|[=]
o[+ [=]
o|[#] | [=]
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7. Inthe ‘Promo/Adv Nbr’ field enter the number of officers to promote from each board for the promotion effective
date you are working. Ex. If you are working 7/1/2015 promotions, enter the number of officers that should be
promoted from each board on the 7/1/2015 effective date. The Promo/Adv Nbr should match the number of
officers selected in Board Candidates to be promoted on 7/1/2015.

ListlD: PHS Officer Fromotions Eff Date: 07/01/2015 ADResInd: Active
customize | Find | B | 6 First K .17 of 47 I Last
Group ID Job Code Description F':Hﬂmmhd :Lmd
1 [PHSPG @, (000093 @, Captain [ 1 3| [#|[=]
2 [PHSPG@, (000094 @, Commander I 0|+ [=]
3 [PHSPG@, 000094 @, Commander [ o|[#]|[=]
4 [PHSPG@, 000095 (@, Lieutenant Commander 5 5/ [#] |[=]
5 [PHSPG@, 000026 @, Lieutenant [ ] 0| [#|[=]
6 |PHSPG 2, (000097 @, Lieutenant Junior Grade 2 3 [+] [-]
7 [PHSPR/@, [010007 '@, AsstSurgeon [ o/ [+ [=]
8 [PHSPR@, (020007 (@, AsstDental Surgeon [ ] o [+ [=]
9 [PHSPR@, (030097 @, AsstNurse Officer [ 0| [#]|[=]
10 [PHSPR @, (040097 (@, AsstEngineer [ 0 [#|[=]
11 [PHSPR@. [050297 @ Asst Scientist ol[+]/[=]
8. Once all selections have been made click save at the bottom of the page.

13[PHSPR@, 070097 @, [AsstVetrin Off | 4 IE &
14 [PHSPR @, (080097 @, AsstPharmacist [ o[ |[=]
15 [PHSPR@, (090087 (@, Asst Distitian [ ] o|[H|[=
16 [PHSPR @, [0H1097 [@, Asst Health Serv Off [ ] 4| |[=]
17 [PHSPR @, [0T0197 (@, Asst Therapist [ 2|[Hl |[=]

[5] save | [oF ReturntoSearch |t PreviousinList /| Nextinlist [4 Add | Update/Display

The candidates will now be avialable in Post Board Activities for you to promote.
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7.2 Download Promote/Advance Numbers List
Once officers are promoted, the ‘Nbr Selected’ value will decrease to show the number of candidates that are still
available to be promoted (Officers who are “Above Cut” and NOT promoted in Board Candidates). Users have
the option of downloading each Promote/Advance Numbers list to track the number of officers available for
promotion and promoted from each list.

ListlD: PHS Officer Fromotions Eff Date: 07/01/2015 ADResInd: Active

Customize | Find | B | 7 Frst B 1247 0f 1

Group ID  Job Code Description :rmmm :ll-ected
1[PHSPG@, (000093 @, Captain [ 1 3|[H|[=]
2 [PHSPG@, 000094 (@, Commander [ A 0|+ [=]
3 [PHSPG@, (000094 @, Commander [ 0|+ [=]
4 [PHSPG@, (000095 @, Lieutenant Commander 5 5|+ [=]
5 [PHSPG@, 000096 @, Lieutenant [ o|(#l | [=]
6 [PHSPGQ, (000097 @, Lieutenant Junior Grade 2 3|(+] (=]
7 [PHSPR@, 010097 @, AsstSurgeon [ ] 0| | [=]
8 [PHSPR@, 020087 (@, Asst Dental Surgeon [ ] [EINE
o [PHSPR @, (030097 @, AsstNurse Officer [ ] o|#l [=]
10 [PHSPR @, (040097 (@, AsstEngineer [ 0|+l [=]
11 [PHSPR@ (050287 (@ Asst Scientist [ ] ni[+] [=]

1. Click the ‘Download’ icon in the top right corner of the Promote/Advance Numbers grid.

Promote/ddvance Mumbers

List ID: PHS Officer Promotions Eff Date: 07/01/2015 AD/Res Ind: Active
custorrize | Find | B | 7 oo T g7 ofa7 U Last
GroupID JobCode  Description :T"“"M' ;:E cted
1 [PHSPG@, (000083 @, Captain [ 1 3|[Hl|[=]
2 [PHSPG@, (000094 @, Commander 1 0|+ [=]
3 [PHSPG@, [DODDZ4 @, Commander [ o[+l |[=]
4 [PHSPG@, (000095 @, Lieutenant Commander G 5[+ [=]
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2. Click Open or Save to view the downloaded list in an excel format.

IfTE mdicates vour download has been blocked, permit the download by clicking on tts Information Bar and selecting "Download File "

Please close this window after download has completed ...
( Windows Internet Explorer [&J |

What do you want to do with ps.ds?

Size: 858 KB
Type: Microsoft Office Excel 2002
From: hcenv3.direct-access.us

2 Open

The file won't be saved automatically.
< Save

< Save as

Cancel

NOTE: It is suggested that you save the list using a distinguishable naming convention (i.e.
PromoNumbers07012015 to signify promotion numbers for 07/01/2015, PromoNumber07152015 to signify

promotion numbers for 07/15/2015) to help keep track of promotion number changes/counts during the promotion

year.
&, B C ] E
1 Group 1D Job Code Description Promo/Adv Nbr | Mbr Selected
2 PHIPG_0O6 000093 |Captain 1
3 |PHEPG_OSN 000094 |Commander 1
4 PHEPG_OSR 000094 |[Commander
5 PH:PG_O4 000095 |Lieutenant Commander 5
£ PHEPG_0O3 000095  |Lieutenant
T PHsPG_O2 000097 |Lieutenant Junior Grade 2
2 |PHSPROMO TG (010097 |Asst Surgeon
9 PHEPROMO_TG |020097 |Asst Dental Surgean

10 PHSPROMO_TG (030097  |Asst Murse Officer
11 PHEPROMO_TG (040097 |AsstEngineer

12 |[PHSPROMO_TG (050297  |Asst Scientist

12 |[PHSPROMO_TG (060097  |Asst Sanitarian
14 | PHSPROMO_TG (070097  |Asstiwetrin Off 4
15 PHEPROMO_TG (050037 |Asst Pharmacist
15 |[PHEPROMO_TG |090097  |Asst Dietitian

17 |PHSPROMO_TG |OHI02T7 |Asst Health Sery Off
128 |PHSPROMO_TG [0TO197  |AsstTherapist

| ST I O e I R s I e I e I e e I e e Y O O e Y e A
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7.3 Post Board Activities
1. Click the Post Board Activities link in the Career Management portal pagelet.

Career Management =
Maintain Boards Board Candidates
Maintain Board Members Batch Procezs Boards

[ Post Board Activities ]

2. Enter the List ID, Effective Date, and Active Duty Reserve Indicator. These values should be the same as the
values from the Promote/Advance Numbers list that you selected candidates.

3. Click Search.

Post Board Activities

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

Find an Exdsting Value Add a Mew Value

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

List1D: = » PHS Officer Promotions -
Effective Date: = hd |{J?ﬂ31f2{115 [54]
Active Duty Reserve Indicator: = « Active Duty -

_ Clear | Basic Search [gF Save Search Criteria

The page will display the number of candidates selected in Promote/Advance Numbers in the Promo/Adv Nbr

field.

ListID: PHS Officer Promotions AD/Res Ind: Active Eff Date: 07012015

Date of Rank: | ] St
Promote/Advance Member(s) Custorrize | Find | View &1 [ B | 3 Frst Bl 45018 I Last
Empl Over Job Grade
Empl ID Red Zone Rank Hame Weight Group 1D Code E o Selector Number

1 Oln CAPT [Z] PHSPG_O6 ooooed4 07042011 55
2 On CDR ¥ PHSPG_O4 000088 070172015 1
3 (] LCDR [¥] PHSPG_O4 000098 O7Mm12012 2
4 On LCDR ¥ PHSPG_ 04 000088 070172010 3
5 Oin LCDR [] PHSPG_O4 000098 070172014 4
= 0 ;. I alni=] [l DLICOD A OONNOE OAN4 5044 E
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4. Use the “‘Show all columns’ icon to expand the Promote/Advance Members grid to view all information about
the candidates to be promoted.

Date of Rank:

Promote/Advance Member(s)

ListID: FHS Officer Promotions

| £l

Member Information DOR/Promote

AD/Res Ind: Active Eff Date: 0712015

SetAl

Customize | Find | View A1 | B | 7

First E! 4.8 0f8 L Last

Empl ID g‘;‘"
1 0/In
2 0in
3 0/In
4 0/In

Zone

Rank

CAPT

CDR

LCDR

LCDR

Name gveei;ht Group ID é{:‘e g:ta;emte Selector Number
PHSPG_0O6 000094 070172011 55
PHSPG_0O4 000095 070172015 1
PHSPG_04 000096 070172012 2
PHSPG_O4 000095 070172010 3

5. Enter the Date of Rank at the top of the page and tab out. Once you tab out the ‘Set All” button will become

available for you to hit.

ListID: PHS Cfficer Promotions AD/Res Ind: Active Eif Date: 07/01/2015
II]ateolRank: 070112015 E:,]] [ sl l
Promote/Advance Member(s) Customize | Find | View 41| B 3 st Kl
T 0 rade loT Lo bEEE Duty onvene in LON1r: ontr Iniform
Empl ID ::dpl Zone Rank Mame :’eeighl Group ID éo‘:le ga:: i z::‘er ?;pdi :zls;atw:r (I;ate g':g::cmh;m ;dtn;g .:Ilgwance Promote

1 0n CAPT PHSPG_06 000094 071012011 b5 PHSO6P | Active = 03/0122015 EJ Et] * @

2 0in CDR PHSPG_O4 000096 07/01.2015 1 PHSO4P  Active  ~ 030172015 el El * 0

3 0in LCDR PHSPG_O4 000096 07/01/2012 2 PHSO4P  Active -~ 030172015 el [ MRS

4 0in LCDR PHSPG_O4 000096 07/01/2010 3 PHSO4P  Active  ~ 030172015 21 el |

L Oln LCOR PHSPE 04 AnNNGs 07012014 4 PHSOLP Arfive > 03N12047 [ [l L3 =l
Field Description/Instructions
Date of Rank This is the officer’s promaotion effective date. This is the date a new job row

will be inserted for the member’s promoted temp grade and/or perm grade rank

EmplID This is the member’s employee ID in Direct Access.
Empl Red Employee record number. N/A
Board Type Code This is the type of board the member is a candidate on.

Active Duty Reserve Indicator

This displays the member’s status. Default value for PHS

Convene Date

The convene (start) date of the board

Rank/Contract Begin Date

This is the officer’s promotion effective date

Contract End Date

Not used by PHS

Uniform Allowance

Not used by PHS

Promote

This is checked/unchecked
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6. Click the “Set All’ button. This will set all of the officers Rank/Contract Begin Dates to the ‘Date of Rank’ that
was entered. The Promote check boxes that were grayed out will now display a check in them signifying the
officers will be promoted.

ListID: PHS Ofiicer Promotions ADIRes Ind:  Active EfiDate:  D7/D1/2015

Date of Rank: [or 112015 |5 s

faE=|

Empl ID Empl Zone Rank Name CN‘!.!' Group ID Job Grade Entry  Selector Board :::5‘:_"2”“ Convene Rank/Contract Contract Uniform Promote
Red Weight Code  Date Number  TypeCode o Date Begin Date EndDat=  Alowance

1 Din  |CAPT PHSPG 08  0DDDS4 D7/D1:2011 55PHSOBP | Active v 030172015 (070172015 |3 | [ -
2 0in COR FHSPG_O4  |0DDOZE D7/D1ZDIS 1/PHS04F | Acive v 03012015 [oTioizois | || &1 -
3 Din  |LCOR PHSPG 04 | 0DDDSE D7/01:2012 2|PHSQ4P | Acive + 03012015 [orimii2015 |5 || [ -
4 0in LCDR PHSPG_O4 0DD09& 07/01/2010 3 PHSO4P Active = 03/01/2015 |ﬂ7!ﬂ1f2ﬂ15 Eﬂ | Eﬂ -
5 Din  |LCOR PHSPG 04 | 0DDDSE D7/D1:2014 4/PHSO4P | Acive ~+ 03012015 [orimii201s |5 || [ -
[ 0in LCDR FHSPG_O4  |0DDO2E 04/01i2014 §|PHSO4F | Active ~ oami2015 [orvzots | [ -
7 Din LT PHSPG_O2 00002 DS/DE/2013 1|PHSO2P | Active v 03012015 (070172015 |5 | 5 -
] 0in LT FHSPG_O2Z 000022 DSMSiZ012 z|PHSOZF | Acive ~ oami2015 [ortzots |5 [ -

7. Verify all officers have the correct ‘Date of Rank’ and check in the Promote checkbox.

8. Click the ‘Download’ icon in the top right corner of the Promote/Members grid to download and save a list of
the officers that are being promoted.

Promote/Advance Member(s} Customize | Eind | view 2 | B | 1 T agors e
[Ar==]
Emptin E'® on. lpask  (Name Over P— Job  GradeEntry Selector  Board fofiveDull  Convene  Rank/Contract Confract Uniform e
P Red Weight P Code  Date Number Type Code oo Date Begin Date End Date Alowance

1 0in CAFT PHSPG_OB  D00D24 DTID1/2011 55 PHSOBF | Active w 030172015 (07/01/2015 [ E] -

2 0 COR PHSPG_O4  DDDDBE D7/01/2015 1/PHSO4P | Acive = 03012015 (07012015 |5 ] -

3 0in LCOR PHSPG_O4  DD0DBS D7/D1/2012 2|PHSC4F | Active w 030172015 [07/01/2018 |5 E] -

4 0in LCOR PHSPG_O4  DDODD@E D7/01/2010 3|PHSO4P | Active - O3m12015 07012015 | ] -~

9. Click Open or Save to view the promotion list in a downloaded excel format.

IfIE indicates vour download has been blocked, permit the download by clicking on its Information Bar and selecting "Download File...".

Please close this window after download has completed ...

Windows Intermet Exp_ u

What do you want to do with psxls?

Size: 858 KB
Type: Microsoft Office Excel 2002
From: hcenv3.direct-access.us

< Open

The file won't be saved automatically.

< Save

< Save as
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NOTE: It is suggested that you save the list using a distinguishable naming convention (i.e. PromoList07012015
to signify promotion list for 07/01/2015, PromoL.ist07152015 to signify promotion list for 07/15/2015) to help
keep track of promotion lists during the promotion year.

A B c D E F G H | J K L (] M a [ [n}
1 EmpiiD | Empl |Zon| Rark | Name Ouer GrouplD | lobCods | Grade Entry Selectar Board Type Active Duty Resere Corwere | RarkfContrsctBegin | Cortract End Uniiform Promote
2] ofin [caeT ¥ PHSPG_D6 34 712011 55 [PHIDEF Active 3/1/2015 I/1/2015 [
3] olin [coR v PHSPG_04 96 7/1/2015 1|PHSD4P Active 3f142015 7f1f2015 [
4| ofin_[LcoR i PHSPG_D4 96 7f1/2012 2[PHED4P Adtive 3/1/2015 7f1/2015 v
5 [ ofin_[lcor i PHEPG_D4 96 7f1/2010 2[PHED4R Adtive 3/1/2015 7f1/2015 v
6 | ofin [Lcor i FHEPG_04 96 7f1/2014 4[PHED4P Adtive 3/1/2015 7f1/2015 i
7 ofin[LcoR i FHEPG_04 96 4f1/2014 5 |PHED4P Adtive 3/1/2015 7f1/2015 v
g ofin JuT i FHSPG_02 95 9/6/2013 1|PHEDZP Adtive 3/1/2015 7f1/2015 v
9 | ofin JiT R — FHIPG_02 95 £jA5/2013 3|PHEDZP Active 312015 71172015 i

10. After saving the excel file, return to the Post Board Activities page and click the ‘Save’ button.

0/in LCOR PHSPG_O4  0DODBE 07/D1/2014 4PHSO4P | Active v (03012015 |[omoizo1s | [ B
0/in LcOR PHSPG_O4  0DODBE 04/D1/2014 5 PHSO4F | Acive v (03012015 [omoteots H [ |
D/In LT FHSPG_O2  DDDOD2E D/DEI2013 1PHSO2P | Active ~ 03012015 |[o7mt2015 B [ |E
D/in LT FHSPG_O2  DDDODSE DSMEI2012 2|PHSOZP | Active v (0301205 |[o7mi2015 B [ B
Create OPAL
[2h Retum to Search | |4 | PrewiousinList | |4 | Mestinlist | | Netify

11. You will be taken to the Process Monitor page. Click the Refresh button at the top of the page.

View Process Request For
User ID: :L‘ Type: | Last - a0 Days - Refresh

Server: * Hame: @ Instance:l o |

I;;":ws: - [;:::::;.ﬂion - Save On Refresh
[ Customize | Find | Viewall | B | % rizy & 150 0f 66 D Last
Select Instance Seq. Process Type Process Name User Run DatelTime Run Status g::;sﬂ Details
288143 Application Engine CG_BOARDPRCE 08/08/2015 11:28:37TAM PDT [5uwess Posted lw

12. Once the “‘Run Status’ is Success and ‘Distribution Status’ Posted:
a. A new job row will appear in Job Data
» Temp Promotion Action/Reason: Promotion/Advancement
» Perm Promotion Action/Reason: Promotion/Normal Career Progression
b. The ADV flag will be checked in Board Candidates
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7.4 Validate Promotions in Job Data
1. Click the Job Data link in the Core HR portal pagelet.

Core HR
Job Data Person Profiles
Addresses Emergency Contact
Personal Data Statement of Creditable Sve

2. Enter the Empl Id of the promoted officer and click ‘Search’.

Job Data

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

Find an Existing Value

Maximum number of rows to retum (up to 300} (300

Emgpl 1D: beginswith P
Empl Record: = - |
MName: beginswith - |
Last Name: beginswith |
Second Last Mame: beginswith - |

Alternate Character Name: beginswith - |

Middle Name: beginswith |
Business Unit: beginswith - |
Department Set ID: beginswith ¥ | @,
Department: beginswith | @

|:| Include History D Case Sensifive

Clear  |Bssic Search |g‘.:] Save Search Criteris

Business Procedure Document
PHS Promotion Boards

3. Use the “Include History’ button to toggle between the current and prior job row to validate changes to data.

Last Start Date: 05/03/2010
Expected Job End Date:

Reserve Class Code:

Component Category:

Job Data Employment Dats

[l szve | |[Gh Retumto Searsh | | Notify | |4 Refresh

Work Location | Job Information | Job Labor | Salary Plan

Benefits Program Padicipation

Filolipdate/Bisplay B Include Histony

4. Select the Work Location tab to view new job row with appropriate Action and Reason values.

a. Temp Grade Promotion: Promotion/Advancement
b. Perm Grade Promotion: Promotion/Normal Career Progression
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Employes

Military Service:
Work Location

Work Location Job Information Job Labor Salary Plan

Empl 1D:
Empl Record:

Er '_1nf2!u@

Find

I Effective Date: 07/01/2015 I |nGoTie Rowy|
Effective Sequence: u] I.Fu:tim: Promotion I
HR Status: Active I Reason: Momnal Career Progression I
Payroll Status: Active Job Indicator: Primary Job
Cument H

5. Select the Job Information tab to view updated to Job Code and Entry Date for temp grade promotions.
NOTE: There will be no updates to Job Code and Entry Date for perm grade promotions.

Work Location Job Information Job Labor Salary Plan

Empl ID:
Employee

Military Service:
Job Information

Empl Record:

0y orze O ot

Effective Date: o7/01/2015 I |G T Row |
Effective Sequence: o I Action: Fromofion I
HR Status: Active | Reason: MNomal Career Progression |
Payroll Status: Active Job Indicator: Primary Job
Cument D
Job Code: 030083 I Murse Director
|Entry Date: 07/01/2011)
Supervisor Level: ' Supemnvisory Position

grade promotions.

Select the Job Labor tab to view updated Labor Agreement Entry Dt and Employee Subcategory 2data for perm

NOTE: There will be no updates to Labor Agreement Entry Dt and Employee Subcategory 2 data for temp grade

promotions.
Wk Location Job Information Salary Plan
Empl 1D:
Employee Empl Record: o
Military Service:
Labor Information Find First [ 4 1 of 28 I] Last
|Effective Date: 07/01/2015 I |._"3‘3| dioRow |
Effective Sequence: o Action: Promotion I
HR Status: Active Reason: Mormal Career Progresson I
Payroll Status: Apotive Job Indicator: Primary Job
Curmrent D
Bargaining Unit:
Labor Agreement PHS PHS
|Labor Agreement Entry Dt 07/01/2015 |
Employee Category: B Regular
Employee Subcategory: PERM Fermanent Officer
| EmEIgEE Sllhcateﬂcry 2: 000083 CAPT I
D Position Management Record
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7. Select the Job Labor tab and scroll to the bottom of the page to view updated Labor Sen

8. Click the View All link in the top right corner of the Assigned Seniority Dates grid.

PHS Promotion Boards
iority Dates.

Assigned Seniority Dates Customize | Find View &l | B ; 0 First £ 150820 DX pasi
Seniority Date Control Value Labor Seniority Date Override Override Reason

ACTIVE DUTY BASE DATE 05/14/1990 il

AD PAY SCALE DATE ]

COMMISSICN DATE 05/14/1990 =

CREDITABLE SERVICE DAT O

CURRENT AD DATE 10/01/1880 =

9. Validate updated seniority dates according to the promotion type
a. Temp Grade Promotion updates the following:
» Date of Rank
b. Perm Grade Promotion updates the following:
» Seniority Credit Date

COMMISSIONED CORPS DATE 07Mz2/1e80 &
PROMOTION CREDIT DATE 07/01/1084 [ 2
PAY BASE DATE 05/14/1880 =
| DATE OF RANK 030093 070172011 |
ROTATION DATE [H]
| SENCRITY CREDIT DATE O7H01/2015 |
TRAIMING EXFERIEMCE DATE O7M1/1887 # I~
| Recsloul gte Seniprity Detes

10. Select the Salary Plan tab to view updated Grade and Grade Entry Date data for temp grade promotions.
NOTE: There will be no updates to Grade and Grade Entry Date for perm grade promotions.

WerkLocation || Job Information | Job Labaer
Employee Empl Record: o
Military Service:
it 1 q0r28 O Last
[Effective Date: 070112015 | [CedioRow|
Effective Sequence: o I Action: Promotion I
HR Sitatus: Active I Reason: Momal Career Progression I
Payroll Status: Active Job Indicator: Primary Job
Cument m
Rank: Rank Entry Date:
Worn Rank:
Worn Rank Type:
Skill Grade:
"
Salary Admin Plan: OFF +
I Grade: o8 r:, I Grade Enfry Date: O7012011
Step: 24 Step Entry Date: 05/14i2014
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7.5 Validate Promotions in Board Candidates
1. Follow the steps in section ‘6.1 Viewing Board Candidates’ to search for the board.

2. Use the ‘Find’ link in the top right corner of the Board Candidates grid to search for the promoted candidates.

3. Use the Script Prompt to enter the Empl Id of the promoted candidate(s) that you want to validate.

direct-access.us w

™

:

Script Prompt;
Enter zearch string: c i
ance |
%
4. Click OK.

All promoted candidates will have a check in the ADV checkbox.

TR EETOW 20T

ADVRes Ind: Active Status:  In-Session Seq: 2 Cut/Sig#

Board/Panel Candidates

s

Zone Empl ID Rcd#  Rank Perm Rank Name Waivers  Cand Statusa Received Di Exp AD Term Class Submitted Sletr Nbrv Eligibility Adve

3 In hd 0 CAPT |CDR Waivers Above Cut  » (D7/01/2D15 @ 071112020 |AD a7/10/2015 @ 55 Eligibility D
4 In - 0 CAPT |CAPT Waivers Above Cut  » (D7/01/2015 @ 08/14/2018 AD 07/10/2015 @ 54 Eligibility D
S v 0 |CAPT |CAPT Waivers | Above Cut v |D7/01/2015 [H AD 071062015 [H ] Eligibility 5|
B In hd 0 CAPT |CAPT Waivers Above Cut  w (D7/01/2018 @ AD a7/10/2018 B 52 Eligibility D
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8 ADVANCE PROMOTE ONE MEMBER

Business Procedure Document
PHS Promotion Boards

Authorized users will have the ability to submit a promotion request and submit a promotion reversion request via
Advance Promote One Member (APOM). This section of the user guide outlines the steps for submitting and approving

APOM requests.
8.1 Promote One Officer

1. Navigate to Advance Promote One Member page via:

Enterprise Menu > Human Resources > Requests > Proxy — Promote One Member

Enterprise Menu

[+ Administer Workforce
[# Define Business Rules
[#]Direct Access PeopleTools
[+ Monitor Workplace
[+5elf Senvice
[+ Self Sendce
[+ Develop Workforce
[<[Human Resources
[#+/Human Resources Reports
[+IPAL links
[+ Human Resources Programs
=
=Mew Wy Requests
=Wiew Wy Absence Requests
-Submit Action Request
-Submit an Absence Request
-Submita Delegation Reguest
- Proxy - Promote One Member
-Submit a COLA Unigue Request
=Proxy - Submit COLA Unigue
-Submit FSS5A Request

|

2. Enter the Empl Id of the officer to promote.

3. Click the Empl Rcd number field to select the correct PHS employment record.
IMPORTANT: This action is important for dual status officers. These are PHS officers that are assigned to Coast
Guard. Users must be sure to select the correct Empl Record to avoid submitting a promotion request for an

officer’s Coast Guard employment row.

Look Up Empl Record

Search by: LastName ~ begins with

| LookUp || Cancel |Advanced Lookup

Search Results
View 100

Last
Name

First
Name

Company Department

=

ACG COMMANDANT (CG-1122) 05 CAPT

First [4] 1-2of2 [3] Last

Salary | Job
Grade Title:

=y

PHS HSACTO098

06 caet ||
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4. Click Add.

A

Add Action Request

Add a New Value

Empl ID: je!
Empl Record:| 1@,

Business Procedure Document
PHS Promotion Boards

5. Enter the fields as described below. Click the Submit button to route the request for approval.

Field Description/Instructions

Type Advanced To

Sal Admin Plan OFF

Job Code New Temp Grade or Perm Grade Job Code the officer is being promoted into. NOTE:
Users can reference Job Codes provided in section ‘11.1 PHS Job Codes’

Effective Date Effective Date of the promotion

Date of Rank New Date of Rank for temp grade promotions. This should ONLY be filled out for a
temp grade promotion

Approver Empl Id of the approver

Comments Any comments about the request that you would like the approver to see

Favorites - Main Menu > Human Resources > Requests
oo - - -

Action Request

Submit Promote/Advance Member

Proxy - Promote One Member

Request Details
Type: Advanced To
Salary Admin Plan:

Job Code: 010083
Effdt: 07/202015

GetDetails
Request Information

Overweight?:
Grade:

Approver:

Comment:

Submit Resubmit Withdraw,

Approve the One Member Action
— Request Status:Pending
Approve Transaction

Pending

G) Dawid M. Magnotta
Initial Approve Action Request

= Comments

Mary C. McCormick at 07/21/15 - 712 AM
T GRADE PROMOTION FROM Q5 TO 06

Promotion Effective Date is 07/20/2015

T GRADE PROMOTION FROM OS5 TO C8.
Current T Grade Job Code 010094. New T Grade Job Code 010093,
Promotion Effective Date is 07/20/2015

| :

Date of Rank:
Expected Loss Date:
Uniform Allowance:
Officer Category:

David M. Magnotta

PRTY

(Eview/Hide Comments

Current T Grade Job Code 010094. New T Grade Job Code 010093,
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8.2 Reverse Promotion for One Officer

1. Navigate to Advance Promote One Member page via:

Business Procedure Document
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Enterprise Menu > Human Resources > Requests > Proxy — Promote One Member

Enterprise Menu

[+l Administer Waorkforce
[+ Define Business Rules
[+|Direct Access PeopleTools
[+ Monitor Workplace
[+]5elf Senice
[+ Self Senice
[+ Develop Workforce
[~IHuman Resources
[#*/Human Resources Reports
[+ PAL links
[*/Human Resources Programs
[=]
=view My Requests
=View Wy Absence Requests
-Submit Action Request
-Submit an Absence Request
-submit 3 Delegation Reguest
- Proxy - Promote Cne Member
-Submita COLA Unigue Request
-Proxy - Submit COLA Unigue
-Submit FS5A Request

E A

2. Enter the Empl Id of the officer.

3. Click the Empl Rcd number field to select the correct PHS employment record.
IMPORTANT: This action is important for dual status officers. These are PHS officers that are assigned to Coast
Guard. Users must be sure to select the correct Empl Record to avoid submitting a promotion request for an

officer’s Coast Guard employment row.

Look Up Empl Record

Search by: LastName

| LookUp || Cancel |AdvancedLookup

Search Results
View 100

« begins with

First [q] 1-2of2 [3] Last

Last Empl First Salary  Job
Hame Record Hame Company Department Grade Title
0 ACG COMMANDANT (CG-1122) 05 CAPT
1 FHS HSACT0098 06 CAPT ]
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4. Click Add.

A

Add Action Request

Empl ID: jiel
Empl Record:| 1@,

Business Procedure Document
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5. Enter the fields as described below. Click the Submit button to route the request for approval.

Field Description/Instructions

Type Reduced To

Sal Admin Plan OFF

Job Code New Temp Grade or Perm Grade Job Code the officer is being reduced to
Effective Date Effective Date of the reversion

Date of Rank N/A

Approver Empl Id of the approver

Comments Any comments about the request that you would like the approver to see

Type: Reduced To

Salary Admin Plan:
Job Code: 00004
Effdt oTriTIaNS

Creerweight™
Grade:

Ppprower:

Duate of Rank:
Expected Loss Date:
Uniform Alowanos:
Officer Categorny:

i
|

!
i

Comment: Test 1o Reverse a Permanant Grade Promotion

prove the One Member Action

Request Status:Pending
spprove Transaction

anchng
E} D id ML Eml!
I ADETCuE ACton Meguest
Commenis

Mary C. McCormick at 0TMTHMS - 3:05 PM
Test to Reverse a Permanent Grade Promotion
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8.3 Approve Advance Promote Request
1. Navigate to the Requests page via:

Enterprise Menu > Human Resources > Requests > View My Requests

Enterprise Menu

[+ Administer Workforce
[+ Define Business Rules
[+Direct Access PeopleTools
[+ Monitor Workplace
[+ Self Senvice
[+ Self Senvice
[+ Develop Workforce
[FIHuman Resources
[+#Human Resources Reports
[+ PAL links
[*Human Resources Frograms
=
=\iew My Requests
=View My Absence Requesis
-Submit Action Request
-Submit an Absence Request
-Submit s Delagation Reguest
-Proxy - Promote Cne Member
-Submita COLA Unigue Request
-Proxy - Submit COLA Unique
-Submit FSSA Eeguest

Business Procedure Document
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2. Click the ‘Requests | Am Approver For’ radio button and Populate Grid. Make sure the ‘Transaction Status’ is

Pending to see all requests awaiting approval.

View My Action Requests

1. "My i R 5" allows ber to bring up only their Action Requests.

2. Requests | am Approver For’ allows approver 1o bring up only those Action Requests submitled to them

3."All Requests’ allows the approver 1o pull up their Action Requests and those submitted 1o them

4. Transaction Name field allows user 1o select a particular ransaction (i.e., Absence Request, Delegation, elc.)

5, Refresh button clears the grid and defaults it back io "My Submitted Requests’ and Transacton Status of "Pending’
6. Populate Grid bution populates the grid based on what was selecled for the radio bution, Transaction Name,
Transaction Status, and what was entered in the Submission From/Submission To Dates.

12 My Submitted Requests 8 Requests | am Approver For ) ANl Requests

’ Transaction Name: All Transactions - ]

’ Transaction Status: Pending - ]
Submission From Date: I
Submission To Date: | W Populate Grid Refresh
Iranaaction Name Siatus Member Member's Last Neme Member's Emphd Member's Deptid ~ Submitted By Approver Submission Date ' Approve/Deny
Promole One Member Pending D14670 0TRA2015 Approve/Deny
Promote One Member Pending D11638 07212015 ApproveDeny
Promote One Member Pending 000768 07162015 Approve/Deny
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3. Select the Promote One Member transaction to approve and click the Approve/Deny link.

View My Action Requests

1."My Submitied Requests® allows member to bring up only their Action Requests.

2."Requests | am Approver For allows approver to bring up only those Action Requests submitied to them.

3.7All Requests’ allows the approver to pull up their Aclion Requests and those submitied 1o them.

4. Transaction Name field aliows user 1o select a paricular ransaction (i.e., Absence Request, Delegation, elc.)

5. Refresh button clears the grid and defaults itback 1o "My i ‘and Ti Status of "Pending’.
6. Populate Grid bution populates the grid based on what was selecled for the radio button, Transaction Name,
Transaction Status, and what was entered in the Submission From/Submission To Dates.

) My Submitted Requests ® Requests | am Approver For ) All Requesis
Transaction Name: Al Transactions -
Transaction Status: -Pendinu -
Submission From Date: &}
Submission To Date: | 7] Populate Grid | Refresh

Transpction Name Status Member Member's LastMame  Member's Emplid Member's Deptid  Submitted By Approver ibmission Datel

Promote One Member Pending 014670 072112015 Approwe/Deny
Promote One Member Pending D11638 072172015 wve/Den
Promote One Member Pending 000768 071162015 Approve/Deny

4. Click Approve or Deny.

Kction Request

Promota/Advance Member

Type: Agraanced To Date of Fank:

Salary Admin Plam; Expected Loss Dote;

Jiots Ciosihe - 000055 Uniform Alceance:

Effd: 0TS Oficer Category:
Gt Dotais

Regue st infotmnlion
Crverweight ™ N

e
Approver:

Comment:

[Loooe | [ o |
Ppprove the One Member Action

Request Status:Pending CEviwiHice Comments
Approve Trandsstion
Pending

O s g Aston Recuest

Comments

- EtOTZIAS - T8 AM
P GRADE PROMOTION FROM O3 TO 04,
Cument P Grade Job Code s 000096, New P Grade Job Code is
Q0005
Promoton Effectve Date s 072002015
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9 ADJOURN BOARDS

Authorized users must adjourn boards in order for board members data to be transferred to Person Profile. The PHS
Eligible Boards Members report will be generated based on the board membership data saved in Person Profile.

1. Click the Maintain Boards link in the Career Management pagelet.

Career Management

Board Candidates

Maintain Board Members Batch Process Boards

Post Board Activities

2. Enter the Board Type Code and Sequence Number of the board you wish to adjourn. Click ‘Search’.

3. Select the board to adjourn.

Maintain Boards

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

Find an Exiging WValue Add a MNew Valus

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

[Bnard Type Code: beginswith |FHSENG Ci_
Active Duty Reserve Indicator: = hd Active Duty -
Sequence Number: = hd |
Search Clear  |Basic Search [OF Save Search Criteris
Search Results
Wiew All Fird [§] 18ar3 [] Lagt

Board Type Code Active Duty Reserve Indicator| Sequence Number Start Date

PHSENG Active 3 03/01/2016
[FHSENG Actve 7 Ta01Z018 |
PHSENG Active 1 03/01/2014

4. Change the Status from ‘In-Session’ to ‘Adjourned’.

Maintain Boards

Brd Type: FPHSEMG FPHS Engineer Promo Board

ADRes Ind: Active Sequence: z

Board Setup
Convenept  [oam12015 |

i i @
Status: In-Session Business Unit: .
) *Group ID: FHSFROMO_@,  PHS TGrade
*Imaging Profile: Adjoumed

. ] Tlosed *Cand Job Code: 040088 |G ENS
Security Type: In-Session
Pre-Brd Premo Job Code: 040097 |G LTIG
T oS Euar odnd
— Start Sig#: 2007 @,
*Brd Mbr Securty:  MA - i B
Zone Size/Cut:
Hbr to Select: one Atz

) WarE2)G6Dor | |
Min Allow Score:
Max Allow Score: — ] Pop Brd Cand Cempute Final Multiple

Membership: PHSENG |@, PHS Engineer Promo Brd Mbr Delete Board
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5. Save the page.

Business Procedure Document

AD/Res Ind: Active

[p2im172015 |5
Adjoumed - I
*Imaging Profile: |PRDMD @

Convene Dit:

Status:

=Security Type: PHS Promo
Best Qual Board
*Brd Mbr Securty: MNA -

Hbr to Select: |

Min Allow Score: |
Max Allow Score: |

Membership:

|PHSENG "%, PHS Engineer Promo Brd Mbr

Sequence: 2

Board Setup

Q@
FPHSPROMO_|@,

Business Unit:

*Group 1D: FPHS TGrade
*Cand Job Code: (040093 |G EMS
Promo Job Code: (040097 |G, LTJE

Start Siget: 2007 l;lh
Ii

E

| Pop Brd Cand | Gempute Final Multiple |

Zone Size/Cut:

War/E2JG Dor

Delete Board |

PHS Promotion Boards

6. Repeat steps 1-5 for all boards that have board members setup in ‘Maintain Board Members’.

Once the board is adjourned board members will received a board membership in Person Profile.
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10 REPORTS

Five reports have been developed for the PHS Boards functionality in Direct Access. This section of the user guide
outlines steps for running the reports.

10.1 PHS Eligible Board Candidates

This report is a listing of all promotion eligible candidates with a Cand Status value of “Eligible” on a board.

1. Click the PHS Eligible Board Candidates link in the Reports pagelet.

Re ports = -
Exceptional Proficiency Promo PHS Prior Service

Expiring Licenses Officer Accomplishments

Requisition Data Raoster

Querny : Semo Lookup FHS Detail to OG

Vacant Position Inguiry Position [nguiry

Position Profile Data Inquiry License \alidation

PHS Eligibl= Board Members PHS Eligible Board Candidates

PHS Board Cand Separations

2. Enter the board Convene Date that you want to run the report for. Click View Results.

CG_PHS_ELG_BRD_CAND - PHS Eligible Board Candidates

’ Board Start Date: [D3/01/2015 ‘:'-‘

’ View Results ]
Original
Empl | Last | First |Middle = Category !/ | Corps | Entry Era 1
Suffix |PHSno Start | = AD |Ex
ID |Name |[Name | Name Discipline | Code |on Duty
Date Date Date

3. Click the download results in excel spreadsheet option to review the results in excel.

CG_PHS_ELG BRD CAND - PHS Eligible Board Candidates
Board Start Date: |02/01/2015 @,
View Resulis
Download results in . | Excel SpreadSheet [CSV TextFile xMLFEIe (4455 Kb)
‘iew A1
Middle Board Category | |Corps ol Current AD T
Empl ID | Last Hame First Name Name Suffix |PHSno Start Date |Discipline | Cod Entry on Date Ej
Duty Date
1 03/01/2015 |Dentist i1 10:04./1 886 |06/24/2003 | 1
2 03/01/2015 |Dentist i1 07i20/M 888 |07/20/1985 |07
E] 030172015 |Dentist 11 02i11/2002 |06/D2/2012 | 10
4 03/01/2015 |Dentist i1 02/04/2000 |02/01/2000 |01
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10.2 PHS Board Candidates with Separations
This report is a listing of all board candidates with a pending or approved separation request.

1. Click the PHS Board Cand Separations link in the Reports pagelet.

Re ports BE=
Exceptional Proficiency Promao PHS Prior Service
Expiring Licenses Officer Accomplishments
Requisition Data Raoster
Cuery - Semo Lookup PHS Cetail to G
\facant Position Inguiry Position |nguiry
Position Profile Data Inguiry License Walidation
PHS Eligible Board Members PHS Eligible Board Candidstes
I[ PHS Board Cand Separafions |

2. Enter the report parameters as listed below.

CG_PHS_BRD _CAND_SEP - PHS Board Cand Separations

Sep Date on or After:  [D7/01/2015 [

Sep Date on or Before: [DB/20/2016 3]

Board Type: @

Wiew Resulis
| | EmpliD | Name | Category | JobCode Rank | BoardType | Board Start
Field Description/Instructions
Sep Date on or After Suggest using the first date of the promotion year i.e. 7/1/2015
Sep Date on or Before Suggest using the last day of the promotion year i.e. 6/30/2016
Board Type This can be left blank. Enter a PHS board type value to run the report for one
board

3. Click View Results.

4. Click the download results in excel option to view the results in excel.

CG_PHS_BRD CAND SEP - PHS Board Cand Separations

Sep Date on or After:  |D7/01/2016 |[#]
Sep Date on or Before: DB/20/2018 |[#]
Eoard Type: '-3_

View Resulis

Download results in ©  Excel SpreadSheet | S5V Text File XML File {30 KD)

View Al

Empl ID | Name Category | Job Code | Rank | Board Type | Board 5tarf
1 HZ0 Gend |OH1785 LCOR |PHSEFP 03/01r2015
2__ Medical 010004 CDR  |PHSEFF 030172015
3_- Phamacist |080084 CDR  |PHSEFP 03/01r2015
4__ Phamacist |080085 LCOR |PHSEFP 03/01r2015
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10.3 PHS Eligible Board Members
This report is a listing of all temp grade O6 PHS officers. The report will identify if the officers are eligible or not

to be a board member based upon an existing board membership in Person Profile with an effective within the

past 3 years.

1. Click the PHS Eligible Board Members link in the Reports pagelet.

Re ports

Exceplional Proficiency Promo
Expiring Licenses

Requisition Data

Query : Semo Lookup

Wacant Position Inguiry

Pasition Profile Data Inquiry

|[ FHS Eligible Board Members

PHS Board Cand Separations

PHS Prior Semvice
Officer Accomplishments
Roster

PHS Detsil to C5
Positicn |nguiry

License Walidation

PHS Eligible Board Candidates

Business Procedure Document

PHS Promotion Boards

2. Click the download to excel option to view the list of eligible board members in excel format.

ICG_PHS_ELG_BRD_MEMS- PHS Eligible Board Members

Download results in © Esxcel SpresdSheet | CSV TextFile XML File (1467 Kb)

View Al First [ 1-100 of 2021 [y] Last
Name | EmpiiD | Gender Ethnicity Job Code Category / Discipline Agency | Board Member Board Membership Board Year

1 Msle  |Ethnic Category - Not Hispanic or Lating 080003 |Phamacia BOP v PHS Phamacy Promo Brd Mbr 2013

2| Male  |White 080083  |Phamacist BOP v PHS Phamacy Promo Brd Mbr 2013

2| Female 010083 |Medicsl Officar coc

|+ ] WMale 020003  |Dentit IHS

El Female |Blackor African American 030003 |Murse FDA

o | Male  |Blackor African American 050783  |PHS Public Health Scientist coe

7| Msle  |Ethnic Category - Hispanic or Latino 040003 |Engineer EPA

10.4 PHS Prior Service

This report is a listing of PHS officers with prior service data in Direct Access. The report will display prior
Commissioned Corps, Military, and Civil Service in a From Date and To Date format. It will also report the

constructed Commissioned Corps Date and Military Service Date.

1. Click the PHS Prior Service link in the Reports pagelet.

Re ports

Exceptional Proficiency Promo
Expiring Licensas

Requisition Data

Query : Semo Lookup

Wacant Position Inguiry
Position Profile Data Inguiry
PHS Eligible Board Members

PHS Board Cand Separations

Officer Accomplishments
Roster

PHS Detsil to C5
Position |mguiry

License Walidation

PHS Eligible Board Candidstes
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2. Click the download to excel option to view the list of eligible board members in excel format.

(CG_PHS_PRIOR_SERVICE- PHS Prior Service
Download results in © Excel SpresdSheet | CSV Text File xMLFile (1115 kb)
Visws All First [§] 1-100 of 3442 [} ] Last
Name | Empl ID Current AD Date CC From Date CC To Date Commissioned Corps Date M S From Date M5 To Date Military Service Date C5 From Date C§ To Date
1 10/02/1995 10/02/1995 01/0111010 D5/12M1013 D5/16/1002
2_ 01/30/2014 01/30/2014 01/0111910 D7/07/1810 D7124/2013
3_ D7/05/2013 01/01/1900 03/02/1900 05/D4/2013 01/0111010 10/01/1811 08104/2011
4 07/19/2010 07/19/2010 01/0111010 D5/1111910 03/00/2010
5_ 04/05/2013 04/05/2013 04/05/2013 01011820 01/01/1925
E_ 127252013 12/25/2013 12/25/2013 010111820 01/01/1925
T 01/06/2012 01/08/2012 01/0141910 01/01/11815 01/08/2007
8_ 04/01/2008 04/01/2008 ooen 07101817 Des221e87
o 02/10/2012 02/10/2012 02/10/2012 010111820 01/08/1924

10.5 Exceptional Proficiency Promo

This report is a listing of officers with EPP review history. The report displays officers’ emplids and EPP grade
reviewed.

1. Click the Exceptional Proficiency Promo link in the Reports pagelet.

Re ports ==

Exceptional Proficiency Promo PHS Prior Service

Expiring Licenses Of ficer Accomplishments

Requisition Data Roster

Query - Semo Lookup PHS Detail to &G

‘Vacant Position Inguiry
Paosition Profile Data Inguiry
PHS Eligible Board Members

PHS Board Cand Separations

Position |nguiry
License Validation

PHS Eligibde Board Candidates

2. Click the download to excel option to view the list of eligible board members in excel format.

ICG_PHS_PROMO_EPP- Exceptional Promo Proficiency
lDownIoad results in . Escel SpresdSheet | CSV Text File  xMLFile (13 kb)
View All

[ D Elig T Grade
1 [
2 4
3 ]
4 6
5 4
8 8
7 [
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11 APPENDIX
11.1 PHS Job Codes

Officer Job Code assignment is very important in Direct Access promotion processing. PHS Direct Access job codes
determine an officer’s temp grade and perm grade. Incorrect job code assignment will impact an officer’s promotion
eligibility as well as salary grade assignment.

Users must be sure to assign officers the correct temp grade and perm grade job codes during promotion processing. The
job codes will automatically be assigned during batch promotion processing that takes place via Post Board Activities.

PHS will be required to enter the correct temp grade and perm grade job code during one member promotion processing
that takes place via Advance Promote One Member. Advance Promote One Member processing includes promoting one
member via the “Advanced To” transaction type and reversing a promotion via the “Reduced To” transaction type.

11.1.1 PHS Temp Grade Job Codes

In Direct Access temp grade job codes are assigned according to the officer’s category and rank. Below is a
list of values that will be assigned for temp grade promotions.

PHS DIRECT ACCESS JOB CODES (TEMP GRADE) BY CATEGORY

Pay
Grade/Rank - VADM RADM RADM CAPT oo LCDR 2l LTJG
Surgeon Asst Asst RADM Director | Senior Full Sr. Asst Asst Jr. Asst
JOB Title General | Surgeon  Surgeon
FAMILY DESCRIPTION General  General
DENTAL
DENT | Dental | | 020090 | 020091 | 020092 | 020093 | 020094 | 020095 | 020096 | 020097 | 020098
DIETITIAN
DIET | Dietitian | | 090090 | 090091 | 090092 | 090093 | 090094 | 090095 | 090096 | 090097 | 090098
ENGINEER
ENG | Engineer | | 040090 | 040091 | 040092 | 040093 | 040094 | 040095 | 040096 | 040097 | 040098
ENVIRONMENTAL HEALTH OFFICER
EHO g?;’i'cr;’r"me”ta' Health 060090 | 060091 | 060092 | 060093 | 060094 | 060095 | 060096 | 060097 | 060098
HEALTH SERVICES OFFICER
HSOCH | Chemist 0H0190 | OHO191 | OHO192 | OHO193 | OHO194 | OHO195 | OHO196 | OHO197 | OHO198
HSODH | Dental Hygienist 0H0290 | OH0291 | OH0292 | OH0293 | OH0294 | OHO295 | OHO296 | OH0297 | OHO298
HSOEPI | Epidemiologist 0H1690 | OH1691 | OH1692 | OH1693 | OH1694 | OH1695 | OH1696 | OH1697 | OH1698
HSOGEN | HSO-General OH1790 | OH1791 | OH1792 | OH1793 | OH1794 | OH1795 | OH1796 | OH1797 | OH1798
HsOHca | Health Care OH1590 | OH1591 | OH1592 | OH1593 | OH1594 | OH1595 | OH1596 | OH1597 | OH1598
Administrator
HSOHsG | Human Scientist- OHO590 | OHO591 | OHO592 | OHO593 | OHO594 | OHO595 | OHO596 | OHO597 | OHO598
Gerontologist
Information
HSOIT : 0HO690 | OHO691 | OHO692 | OHO693 | OHO694 | OHO695 | OHO696 | OHOE97 | OHOE98
Technologist
HSOMB | Microbiologist 0H0890 | OHO891 | OHO892 | OHO893 | OHO894 | OHO895 | OHO896 | OHO897 | OHO898
HSOMPH m:as]ttirs in Public OH1490 | OH1491 | OH1492 | OH1493 | OH1494 | OH1495 | OH1496 | OH1497 | OH1498
HSOMRA | Medical Records Admin O0H1290 | OH1291 | OH1292 | OH1293 | OH1294 | OH1295 | OH1296 | OH1297 | OH1298
HSOMT | Medical Technologist 0H0790 | OHO791 | OHO792 | OHO793 | OHO794 | OHO795 | OHO796 | OHO797 | OHO798
HSOOPT | Optometrist 0H0390 | OH0391 | OH0392 | OHO393 | OHO394 | OHO395 | OHO396 | OHO397 | OHO398
HSOPA | Physician Assistant 0H0490 | OH0491 | OH0492 | OHO493 | OH0494 | OHO495 | OHO496 | OH0497 | OHO498
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PHS DIRECT ACCESS JOB CODES (TEMP GRADE) BY CATEGORY

Surgeon Asst Asst RADM Director | Senior Full Sr. Asst Asst Jr. Asst
JOB Title General | Surgeon  Surgeon ‘
FAMILY DESCRIPTION General General
HSOPHR | Pharmacologist 0H0990 | OHO991 | OH0992 | OH0993 | OH0994 | OHO995 | OHO996 | OHO997 | OHO998
HSOPOD | Podiatrist 0H1390 | OH1391 | OH1392 | OH1393 | OH1394 | OH1395 | OH1396 | OH1397 | OH1398
HSOPSY | Psychologist OH1090 | OH1091 | OH1092 | OH1093 | OH1094 | OH1095 | OH1096 | OH1097 | OH1098
HSOSW | Social Worker OH1190 | OH1191 | OH1192 | OH1193 | OM1194 | OH1195 | OH1196 | OH1197 | OH1198
MEDICAL
MED | Surgeon | 010089 | 010090 | 010091 | 010092 | 010093 | 010094 | 010095 | 010096 | 010097 | 010098
NURSE
NURSE | Nurse Officer | | 030090 | 030091 | 030092 | 030093 | 030094 | 030095 | 030096 | 030097 | 030098
PHARMACIST
PHARM | Pharmacist | | 080090 | 080091 | 080092 | 080093 | 080094 | 080095 | 080096 | 080097 | 080098
RESEARCH OFFICER GROUP
ROGASS | ROG Associate OR0O190 | ORO191 | ORO192 | ORO193 | ORO194 | ORO195 | ORO196 | ORO197 | ORO198
ROGFEL | ROG Fellow OR0290 | OR0291 | OR0292 | OR0293 | OR0294 | OR0295 | OR0296 | OR0297 | OR0298
ROGTEN | ROG Tenure OR0490 | OR0491 | OR0492 | OR0493 | OR0494 | OR0495 | OR0496 | OR0497 | OR0498
ROGTTR | ROG Tenure Track OR0390 | OR0391 | OR0392 | OR0393 | ORO394 | OR0395 | OR0396 | OR0397 | ORO398
SCIENTIST
SCIBEH | Behavioral Scientist 050290 | 050291 | 050292 | 050293 | 050294 | 050295 | 050296 | 050297 | 050298
SCIBIO | Biological Scientist 050390 | 050391 | 050392 | 050393 | 050394 | 050395 | 050396 | 050397 | 050398
SCICHM | Chemical Scientist 050490 | 050491 | 050492 | 050493 | 050494 | 050495 | 050496 | 050497 | 050498
SCIENV E:i‘sr:‘;rs‘:‘ental Health 050690 | 050691 | 050692 | 050693 | 050694 | 050695 | 050696 | 050697 | 050698
SCIEPI :Eii::t?;itmogica' 051090 | 051091 | 051092 | 051093 | 051094 | 051095 | 051096 | 051097 | 051098
SCIGEN Sggﬁ{ias't”ea'th 050190 | 050191 | 050192 | 050193 | 050194 | 050195 | 050196 | 050197 | 050198
SCIMTH | Mathematical Scientist 050990 | 050991 | 050992 | 050993 | 050994 | 050995 | 050996 | 050997 | 050998
SCINTR | Nutritional Scientist 050590 | 050591 | 050592 | 050593 | 050594 | 050595 | 050596 | 050597 | 050598
SCIPH Public Health Scientist 050790 | 050791 | 050792 | 050793 | 050794 | 050795 | 050796 | 050797 | 050798
SCIPRM ::iaern”;:twbgical 050890 | 050891 | 050892 | 050893 | 050894 | 050895 | 050896 | 050897 | 050898
THERAPIST
THRAUD | Audiologist Therapist 070390 | 0T0391 | 0T0392 | 0T0393 | 0T0394 | 0T0395 | 0T0396 | 0T0397 | 0TO398
THROCC | Occupational Therapist 070290 | 0T0291 | 0T0292 | 0T0293 | 0T0294 | 0T0295 | 0T0296 | 0T0297 | 0T0298
THRPHY | Physical Therapist 070190 | 0T0191 | 0T0192 | 0T0193 | 0T0194 | 0TO195 | 0TO196 | 0TO197 | 0TO198
THRRES | Respiratory Therapist 0T0490 | 0T0491 | 0T0492 | 0T0493 | 0T0494 | 0T0495 | 0T0496 | 0T0497 | 0T0498
THRSLP igf:j; ;ﬁ“gﬁiis . 0T0590 | 0T0591 | 0T0592 | 0T0S93 | 0TO594 | 0TO595 | 0TOS96 | OT0597 | 0T0598
VETERINARIAN
VET Veterinarian | | 070090 | 070091 | 070092 | 070093 | 070094 | 070095 | 070096 | 070097 | 070098
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11.1.2 PHS Perm Grade Job Codes

In Direct Access perm grade job codes are assigned according to the officer’s permanent rank. Below is a list
of values that will be assigned for perm grade promotions.

010 ADM

09 VADM

PHS DIRECT ACCESS JOB CODES (PERM GRADE) BY RANK

08 RADM

07 RADM 06 CAPT 05 CDR 04 LCDR O3 LT 02LTIG 01 ENS

000090

000091

‘ 000092 ‘ 000093 ‘ 000094 ‘ 000095 ‘ 000096 ‘ 000097 ‘ 000098
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