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1 Background 
 
The Commissioned Corps of the U.S. Public Health Service (PHS) is undergoing a Transformation in 
which its core business processes, mission, and structure are realigning with new public health 
requirements, including disaster response and increased homeland security. The primary goal of the PHS 
Transformation project is to develop a Commissioned Corps Force Management (CCFM) solution. The 
goal of the CCFM is to develop centralized tracking and management of Corps officer skill sets, billets, 
position assignments, recruitment and training in support of Health and Human Services (HHS) and other 
Agency public health and emergency response needs. The intent is to make the Commissioned Corps the 
premier public health uniformed service in the world. 

The PHS Transformation has been mandated by the Secretary of HHS and is consistent with the 
President’s designation of HHS as the lead federal agency for public health response. New functional 
requirements resulting from Transformation cannot be fulfilled by legacy Human Resource (HR) systems. 
Legacy systems functionality must be integrated with new Transformation functionality to enable a 
unified HR system for Force Management of the Commissioned Corps. 

The Office of Management and Budget (OMB) is encouraging reuse of existing applications for similar 
business needs. In 2007 the Corps identified an alternative approach to achieving CCFM objectives at a 
lower development and schedule risk with Enterprise Application (EA) parameters set by HHS and 
consistent with federal human resources standardization upon the PeopleSoft Commercial Off the Shelf 
(COTS) system. For the past three years PHS has been implementing requirements in Coast Guard’s 
Direct Access HR system, which is PeopleSoft-based.  

The Commissioned Corps does not have consistent and comprehensive information for all positions 
encumbered by its officers and has undertaken an effort to collect individual officer level positions in a 
billets system. The information collected in the transformed billets system will be a key piece of the HR 
Information Technology (IT) system (Direct Access) that will be used to manage the Commissioned 
Corps. Transformed billets will have comprehensive job information and they will be consistently graded 
based on the work being performed as well as experience, knowledge, skills, and abilities required. 
Combined with an accurate profile on every officer, Direct Access will become the primary force 
management system used by the Commissioned Corps.  The PHS Interim Positions project will be the 
first phase in which the individual officer billets collected in Billet Collection System (BCS) to will be 
converted into positions in Direct Access and then be maintained via position data and associated non-
person profiles. 
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2 Introduction 
 
This user guide provides instructions for how to view position and non-person (job) profile data. 
 
The following diagram depicts the relationship between Job Codes, Positions, and Profiles within Direct 
Access: 

Job Code
(Standard 

Billet)

Position 
Number 1

Job Code 
Profile

- BA Degree
Identification*

Position 
Profile 1

** BA Degree
- License1

Identification*

Position 
Number 2

Position 
Profile 2

** BA Degree
- Experience1

Identification*

Position 
Profile 3

** BA Degree
- Licence2

Identification*Position 
Number 3

Job Code on 
Position Data

Syndication**

Job Profile ManagmentJob Code and Position 
Data Maintenance

*Identification involves linking the Profile to a specific data object.  Here we 
are identifying profiles to specific Job Code and Positions.

**Syndication involves the inheritance of content from one profile to 
another.  In this case the Position Profiles (Targets) are inheriting the 
content of ‘BA Degree’ associated with the Job Code Profile (Source).

1.)

2.)

3.)
4.)

 
 
1.)  Job Code represents the PHS Standard Billet, whereas Position Numbers represent the individual 
billets that each officer will encumber.  Positions will tie back to a specific Job Code representing the 
Standard Billet.    
 
2.) A Profile will be linked to each Job Code and Position via Identification. 
 
3.) Profiles will house content such as Experiences, Degrees, and Licenses/Certifications associated with 
that Job Code or Position, e.g. Position Profile 1 has content ‘BA Degree’ and ‘License 1’ in above 
diagram. 
 
4.) Position Profiles will inherit content from a Job Code Profile via Syndication, e.g.  Content ‘BA 
Degree’ is inherited by the Position Profiles from the Job Code Profiles in above diagram. 
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3 CCMIS Query 
The CCMIS Query is actually a collection of queries used to search for specific positions in both COPS 
and Direct Access.   
 
Navigation: 

 
 

3.1 Query Billets: 
This query uses the Billet ID Number (BDN) as the primary search criteria and returns results from 
COPS. 
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Result List example: 

 
 

3.2 Query Positions: 
This query uses the Position Number as the primary search criteria and returns results as interfaced from 
Direct Access. 

 
 
Result List example: 
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3.3 Position/Billet Query: 
This query uses Direct Access Position Number and Title as the primary search criteria and returns the 
matching BDN. 

 
 
Result List example: 
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3.4 Positions History: 
This query uses SERNO as the primary search criteria and returns an officer’s basic information for their 
current position and any position history. 

 
 
Result List example: 
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3.5 QA Report: 
The QA Report allows the user to create audit reports to verify or audit whether specific data elements are 
in sync between Direct Access and COPS. 

 
 

Result List example: 
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4 Position Data 
Position will be initially captured in Direct Access as defined from the BCS collection.  Position Data can 
be accessed via the Position Management link grouping on the Direct Access homepage: 
 
Portal Link:  Position Management> Position Data 

 
 
Menu path:  Main Menu > Develop Workforce > Manage Positions > Use > Position Data  
 
Note:  You can also save Position Data as a favorite within Direct Access.  To do this click on the drop 
down field under My Links and select “Add to My Links”: 
 

 
 
The My Links feature is available for use on any link within Direct Access.  
 
4.1 Viewing a Position 
 
1. To view a Position, enter either a Position Number or the Description of a position and then click the 

“Search” button: 
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*Tip – using “%” around a word will allow you to return all descriptions with that word in it, for 
example: 

 
 
2.  After selecting the position from the search, the Position information will appear divided into 6 tabs: 
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Description tab: 

 
 

Position Description tab fields: 
Field Description Valid Values Data Entered by PHS 

Position Manager 
Position Information section 

Position 
Number 

Unique identification code for 
positions.  

N/A Automatically generated 
incremental number 

Effective Date Date the values on the row are 
effective in the system or the date 
that an action begins. This date 
also determines when you can 
view and change the information. 
Pages and batch processes that use 
the information use the current 
row. 

N/A Set to default of  today’s date or 
date position became effective 

Status Indicates whether a row in a table 
is Active or Inactive. If Inactive, 
the row is not displayed in 
prompts. 

A Active 
I Inactive 

Set to ‘Active’ 
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Field Description Valid Values Data Entered by PHS 
Position Manager 

Reason Reason for the change or creation 
of the position from the list of 
available options. 

INA Position 
Inactivated 
JRC Job Re-
Classification 
NEW New 
Position 
REO Re-
Organization/Re
structure 
STA Position 
Status Change 
TTL Title 
Change 
UNK Position 
Eff Date 
Unknown 
UPD  Position 
Data Update 
XFR Transfer 

Set to default of ‘NEW’ or 
‘REO’ if updating existing 
positions. 

Position 
Status 

Indicates the status of the position. A Approved 
P Proposed 
R Frozen 

Set to default of ‘Approved’ 

Status Date Date the billet was first 
established. 

N/A Will default to Effective Date 
for a new position 

Key Position Used for succession planning.  Y Yes 
N No 

Will set to ‘Y’ 

Job Information section 
Business Unit Business Unit of position. OFFPH Officer 

PHS 
Always enter OFFPH for a 
PHS Officer position 

Job Code Link to standard position. Many Enter Job Code linked to the 
position 

Reg/Temp Indicates whether the position is 
Regular or Temporary 

R Regular 
T Temporary 

Set a default of ‘Regular’ (R). 

Full/Part-
Time 

Indicates whether the position is 
Full-time or Part-time. 

F Full Time 
P Part Time 

Set a default of ‘Full-Time’ (F). 

Regular Shift Used if the position uses shifts. N/A Set a default of ‘N/A’ 
Union Code Used if using unions. N/A Leave blank 
Title Description of the position job 

code. 
N/A Will auto default from Job Code 

Short Title Short title of the position job 
code. 

N/A Will auto default from Job Code 

Work Location 
Reg Region Used to indicate Active Duty, 

Reserve, or Mix 
AD Active Duty 
MIX PHS 
Positions Filled 
by Military or 
Civilian 
RSV Reservists 

Enter appropriate AD, MIX, or 
RSV value depending on if 
position is Active Duty, Mix, or 
Reserve 

Department Department Too many to 
include in 
document 

Enter position’s Department.    
Use 
CG_PHS_DEPT_LOOKUP 
query to search for Department 
by Agency. 

Company A business organization. Many Will auto default ‘PHS’ from 
Department 

Reports To Used for creating position 
hierarchies. 

N/A Leave blank 
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Field Description Valid Values Data Entered by PHS 
Position Manager 

Dot-Line 
Report 

Used to create dotted line 
reporting relationship to another 
position. 

N/A Leave blank 

Supervisor 
Level 

Used to indicate whether 
supervisory or non-supervisory 

Y Supervisory 
Position 
N Non-
Supervisory 
Position 

Enter  position’s supervisory 
level 

Security 
Clearance 

Security Clearance required for 
the position 

CL Classified 
DN Denied 
LA L(Atomic 
Energy Act) 
NO None 
QN Q Non-
Sensitive 
QS Q Sensitive 
RE Revoked 
SE Secret 
SU Suspended 
TI Top 
Secret/SCI 
TS Top Secret 

Enter the position’s Security 
Clearance 

Military section – NOT USED 
Salary Plan Information section 

Salary Admin 
Plan 

Salary Administration Plan for the 
position 

OFF Will auto default ‘OFF’ from 
Job Code 

Grade Grade for the position O1 – O10 Enter officer grade for the 
position 

Step Step for the position N/A Leave blank 
Standard 
Hours 

Standard Hours for the position N/A Will auto default from Job Code 

Work Period Work Period for the position N/A Will auto default from Job Code 
USA Flag section – NOT USED 
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Specific Information tab: 

 
 
Specific Information tab fields: 

Field Description Valid Values Data Entry 
Specific Information section 

Max Head 
Count 

Maximum head count 
allowed for this position 

N/A Set a default of ‘1’ 

Mail Drop ID Mail Drop ID number 
assigned to this position 

N/A Leave Blank 

Work Phone Work phone assigned to this 
position 

N/A Leave Blank 

Health 
Certificate 

Health Certificate required 
for this position 

N/A Leave Blank 

Signature 
Authority 

Signature Authority assigned 
to this position 

N/A Leave Blank 

Budgeted 
Position 

Defaults to selected. If this 
position's status is proposed 
or frozen, clear this check 
box. Otherwise, leave it on 
for reporting purposes, so 
that the system knows that 
this is an approved, "real" 
position 

Checkbox Set a default of checked 

Confidential 
Position 

Indicates whether the 
position is confidential. 

Checkbox Set a default of  unchecked 

Job Sharing 
Permitted 

Indicates whether job sharing 
is permitted for this position 

Checkbox Set a default of  unchecked 

Available for 
Telework 

Indicates whether position is 
available for telework 

Checkbox Set a default of  unchecked 

Incumbents section – NOT USED 
Education and Government section – NOT USED 
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Budget and Incumbents tab: 

 
*This tab will only be used to view the current incumbent of a position in the Current Incumbents section. 
 
Addl Posn Data 1 tab: 

 
 
Addl Posn Data 1 tab fields: 

Field Description Valid Values Data Entry 
Position Data Information section 

Title Formal government 
title/Civil Service Series 
title. 

N/A Enter formal govt 
title/Civil Service Series 
title 

Deployment 
Eligibility 

Indicates whether the 
position is eligible for 
deployment 

1 Non-Deployable 
2 Tier 3 Eligible 
3 Tier 1 or Tier 2 Eligible 

Enter the position’s 
Deployment Eligibility 



 17 

Field Description Valid Values Data Entry 
Position Type Indicates the type of 

position. 
A Acting 
G General Duty 
H Hardship 
J Junior Costep 
N Training 
R Research Officer Group 
S Senior Costep 
T Short Tour 
U USUHS 
W Waiver  

Enter the position’s 
Position Type  

Primary Job Indicates the primary job 
for the position. 

00 Not Applicable 
11 Research 
12 Research Contract-
Grant Admin 
13 Development 
14 Testing and Evaluation 
21 Design 
22 Construction 
23 Production 
24 Installation, Ops and 
Maint 
31 Data Col-Processing-
Analysis 
32 Scientific and Technical 
Info 
41 Standards and 
Specifications 
42 Reg Enforcement and 
Licensing 
51 Natural Resource 
Operations 
61 Intramural (In-Service) 
Train 
62 Extramural (Out-of-
Serv) Train 
81 Clin Pract-Counsel-Anc 
Med Svc 
91 Planning 
92 Management 
93 Teaching and Training 
94 Technical Asst and 
Consulting 
99 Other 

Enter the position’s 
Primary Job  

Physical 
Demands 

Physical Demands required 
for the position 

1 Sedentary 
2 Some Physical Exertion 
3 Considerable/Strenuous 
Exertn 

Enter the position’s 
Physical Demands 

Sensitivity 
Code 

Sensitivity Code associated 
with the position 

0 Pending Determination 
1 Non Sensitive - Low 
Risk 
2 Non-Critical, Sensitive 
3 Critical Sensitive 
4 Special Sensitive 
5 Moderate Risk 
6 High Risk 

Enter the position’s 
Sensitivity Code 

Audit Date Date the position was last 
audited 

Date Enter date of performed 
audit 
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Field Description Valid Values Data Entry 
Tour Length Indicates in months the 

amount of time each 
officer can encumber the 
position 

Length in Months Enter the position’s Tour 
Length in months 

Hard To Fill Indicates whether the 
position is classified as 
Hard to Fill 

Checkbox Enter the position’s Hard 
To Fill status 

Hardship/Haza
rdous 

Indicates whether the 
position is classified as 
Hazardous 

Checkbox Enter the position’s 
Hardship/Hazardous status 

 
3. Effective Dating provides a way to capture historical rows of data for a Position.  Only the most 

current row will display unless the   button is clicked (located below each page).  
The blue bar indicates how many historical rows of data are associated with the Position and provides 
the ability to View All of the rows of data, or flip from one row to the next.  

 
 

4. The buttons on the bottom of the page allow for the following: 
 

 
Clicking on this button return user to the Search page 

 
Previous in List allows user to go to the previous position if there are 
many search results 

 
Next in List allows user to go to the next position if there are many 
search results 

 
Notify allows user to send a notification with the page link to another 
user 

 
This is the default display which only shows the most current 
position row 

 
Include History allows user to see all historical data rows for the 
position 
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5 Non-Person Profile  
 
A non-person profile (profile type = JOB) will store the competencies and accomplishments of PHS 
interim positions and position job codes. One non-person profile will be established for each job code 
(Job Code profile) and one non-person profile will be created for each position (Position profile).  Each 
Position profile will syndicate with a Job Code Profile allowing that Position Profile to inherit the content 
of the Job Code profile.   
 

Portal Link:  Position Management> Job Profile 

 
 

Menu path:  Main Menu > Workforce Development > Profile Management > Profiles > Non-person 
Profiles  
 
Note:  You can also save Job Profile as a favorite within Direct Access.  To do this click on the drop 
down field under My Links and select “Add to My Links”: 
 

 
 
The My Links feature is available for use on any link within Direct Access. 
 
 
5.1 Viewing a Non-person Profile 
 

1. A user can search by either Profile ID, Profile Name, or Status (Type will always be “Job” because 
that signifies a Non-person Profile – Legacy Profile ID will not be used).  Clicking “Search” 
button will return results of entered search criteria.  Most commonly the user will enter a Position 
Number in the Profile Name field to find the corresponding Position Profile: 

 
Click on the Profile Name in order view the desired profile. 
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2. The Non-person Profile page will appear: 

 
 Each box outlined will be described in further detail below: 
 
 
 
 
 
 
 
 



 21 

 
Non-person Profile page – General Fields: 

 
 

Field Description 
Profile ID Unique identification number for the profile. 
Profile Type Indicates that the non-person profile is for a position. 

Profile Status Indicates whether the profile is active or inactive. 
Description Description of the profile. 
Short Description Short description of the profile. 
Profile Actions Actions that can be taken on Profile. 
Printer Icon Allows user to format profile to print 

 
Non-person Profile page – Competencies Content Section: 

 
 

Field Description 
Competencies When selected allows user to view Experiences tied to the 

profile 
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Select a specific Competency from the Competencies section to see the Experience details, for example 
ABLS: 

         
Competency Details: 

 
 
Non-person Profile page – Qualifications Content Section: 
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Field Description 
Qualifications When selected allows user to view Degrees and Licenses & 

Certifications tied to the profile 
 
Select a specific Degree from the Degrees section to see the Degree details, for example Masters Degree: 

 
Degrees Details: 

           
 
Select a specific License/Certification from the Licenses & Certifications section to see the 
License/Certification details, for example Masters Degree: 

   
License & Certification Details: 
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6 Position Inquiries 
 
The purpose of the Position Inquiry and Vacant Position Inquiry is to provide a dynamic ad hoc query 
tools that can be used to satisfy multiple position reporting requirements. These queries will be written 
using Direct Access 9.1 as the source.  The Position Inquiry will search for any positions that are current 
encumbered by an officer.  The Vacant Position Inquiry will search for any positions that are currently 
not filled by an officer. 
 
Portal Links:  Reports> Position Query or Vacant Position Inquiry 

 
 
Note:  You can also save Position Inquiry or Vacant Position Inquiry as a favorite within Direct Access.  
To do this click on the drop down field under My Links and select “Add to My Links”: 
 

 
 
The My Links feature is available for use on any link within Direct Access.  
 
6.1 Using the Position Inquiry or Vacant Position Inquiry 
 

1. The Position and Vacant Position Inquiries are pages that can be used to find positions based on 
the criterion specified in the fields provided: 
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*Note – the above screenshots are examples of the inquiry pages – the full list of fields are represented in 
the following table: 
 
Position and Vacant Position Inquiry search fields: 

Field Description 
Position Search based on a specific Position Number 
Eff Date* Effective Date of the positions being searched for – Use Today’s Date 

*Eff Date is required to run the Position Query 
Eff Status Effective Status of the positions being searched for, A = Active, I = 

Inactive 
Posn Status Position Status, A = Approved, F = , P = Proposed 
Title Position Title 
Dept ID Department ID of the position 
Location Location of the position 
Category PHS Category of the position 
Job Code Job Code of the position 
Grade – O1, O2, etc. Grade that the position is in, O1-O10 
Headcount Headcount of the position 
EMPLID EMPLID is the Direct Access employee ID number for a PHS Officer 

(Position Inquiry only criteria) 
SERNO SERNO is the PHS Serial Number for a PHS Officer  

(Position Inquiry only criteria) 
Reg Region Reg Region indicates whether a position is Active Duty (AD), a position 

that can be filled by either military or civilian (MIX), or Reservist (RSV) 
Billet Type Billet Type Code of the position 
Primary Job Primary Job for the position 
Phys Demands – 1,2,3 Physical Demands of the position, 1 = Sedentary, 2 = Some Physical 

Exertion, 3 = Considerable/Strenuous Exertion 
Job Sensitivity 0-6 Job Sensitivity of the position, 0 = Pending Determination, 1 = Non-

sensitive/Low Risk, 2 = Non-critical, Sensitive, 3 = Critical, Sensitive, 4 = 
Special Sensitive, 5 = Moderate Risk, 6 = High Risk 

Deploy Elig – 1,2,3 Deployment Eligibility of the position, 1 = Non-Deployable, 2 = Tier 3 
Eligible, 3 = Tier 1 or Tier 2 Eligible 

Hard to Fill – Y, N Hard to Fill status of position, Y = Yes, N = No 
Hazardous – Y, N Hazardous duty status of position, Y = Yes, N = No 
Action Last Action that occurred for the position (this field probably not going to 

be used much for searching)  
Reason Reason the position was created/changed 
Supervisory – Y, N Indicates whether position is supervisory, Y = Yes, N = No 
Clearance Type Clearance Type of the position 
Company (PHS) Company will always be PHS and MUST be entered first if searching by 

Agency 
Agency Agency the position is in – Use lookup to find Agency code - Company 

MUST be PHS in order to search on the correct PHS Agency values 
 
*Tip – Use the magnifying glass icon  to look up values associated with the field. 
 
6.2 Position Query Examples 
 
The following are examples of how to run the Position Query for specific types of position reports 
(*Note that these are only examples and many other types of reporting can be accomplished depending on 
the field criteria selected): 
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6.2.1 Positions in a PHS Category 
 

1. Use the following criteria to find all active Positions within a specific PHS category: 
 
Field Description Example Data Entry 
Eff Date* Effective Date of the positions being searched for – Use Today’s 

Date 
*Eff Date is required to run the Position Query 

07/10/2011 

Eff Status Effective Status of the positions being searched for, A = Active, I 
= Inactive 

A 

Category PHS Category of the position DIET (Dietician) 
 

2. After entering the above criteria click the “View Results” button: 

 
 

3. Once results have been returned, click on the “Excel Spreadsheet” link to download the results to 
Excel.  The downloaded Excel spreadsheet can then be saved and manipulated as needed. 

 
*Note – this Excel spreadsheet download procedure will apply for any Position Query results as 
necessary. 
 

6.2.2 Positions in a PHS Agency 
 

1. Use the following criteria to find all Positions that have a Hard-To-Fill status: 
 

Field Description Example Data Entry 
Eff Date* Effective Date of the positions being searched for – Use Today’s 

Date 
*Eff Date is required to run the Position Query 

07/10/2011 

Company (PHS) Company will always be PHS and MUST be entered first if 
searching by Agency 

PHS 

Agency Agency the position is in – Use lookup to find Agency code - 
Company MUST BE PHS in order to search on the correct PHS 
Agency values 

07 (CDC via lookup) 
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6.2.3 Positions by Hard-To-Fill Status 
 

2. Use the following criteria to find all Positions that have a Hard-To-Fill status: 
 
Field Description Example Data Entry 
Eff Date* Effective Date of the positions being searched for – Use Today’s 

Date 
*Eff Date is required to run the Position Query 

07/10/2011 

Hard to Fill – Y, 
N 

Hard to Fill status of position, Y = Yes, N = No Y 

 

6.2.4 Positions by Physical Demands 
 

1. Use the following criteria to find all Positions by Physical Demands: 
 
Field Description Example Data Entry 
Eff Date* Effective Date of the positions being searched for – Use Today’s 

Date 
*Eff Date is required to run the Position Query 

07/10/2011 

Phys Demands – 
1,2,3 

Physical Demands of the position, 1 = Sedentary, 2 = Some 
Physical Exertion, 3 = Considerable/Strenuous Exertion 

1 

 

6.2.5 Positions by Hazardous Duty Status 
 

1. Use the following criteria to find all Positions that have a Hazardous Duty status: 
 
Field Description Example Data Entry 
Eff Date* Effective Date of the positions being searched for – Use Today’s 

Date 
*Eff Date is required to run the Position Query 

07/10/2011 

Hazardous – Y, N Hazardous duty status of position, Y = Yes, N = No Y 
 

6.2.6 Positions by Grade 
 

2. Use the following criteria to find all Positions according to Grade: 
 
Field Description Example Data Entry 
Eff Date* Effective Date of the positions being searched for – Use Today’s 

Date 
*Eff Date is required to run the Position Query 

07/10/2011 

Grade – O1, O2, 
etc. 

Grade that the position is in, O1-O10 O5 

 

6.2.7 Positions by Deployment Eligibility 
 

3. Use the following criteria to find all Positions according to Deployment Eligibility: 
 
Field Description Example Data Entry 
Eff Date* Effective Date of the positions being searched for – Use Today’s 

Date 
*Eff Date is required to run the Position Query 

07/10/2011 

Deploy Elig – 
1,2,3 

Deployment Eligibility of the position, 1 = Non-Deployable, 2 = 
Tier 3 Eligible, 3 = Tier 1 or Tier 2 Eligible 

2 
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6.2.8 Positions by Supervisory Status 
 

4. Use the following criteria to find all Positions according to Supervisory status: 
 
Field Description Example Data Entry 
Eff Date* Effective Date of the positions being searched for – Use Today’s 

Date 
*Eff Date is required to run the Position Query 

07/10/2011 

Supervisory – Y, 
N 

Indicates whether position is supervisory, Y = Yes, N = No Y 

 

6.2.9 Positions by Ready Reserve 
 

Use the following criteria to find all Positions according to Supervisory status: 
 

Field Description Example Data Entry 
Eff Date* Effective Date of the positions being searched for – Use Today’s 

Date 
*Eff Date is required to run the Position Query 

07/10/2011 

Source – 
MIL,RSV,MIX, 
CIV 

Position Source Code indicates whether the position is Military 
(MIL), Reserve (RSV), Mixed (MIX), Civilian (CIV) 

RSV 

 

7 Position Profile Data Inquiry 
 
The purpose of the Position Profile Data Inquiry is to provide a dynamic ad hoc query tool that can be 
used to satisfy multiple position profile reporting requirements. This query will be written using Direct 
Access 9.1 as the source. 
 
Portal Link:  Reports> Position Profile Data Inquiry 

 

 
 

Note:  You can also save Position Profile Data Inquiry as a favorite within Direct Access.  To do this 
click on the drop down field under My Links and select “Add to My Links”: 
 

 
 
The My Links feature is available for use on any link within Direct Access.  
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7.1 Using the Position Profile Data Inquiry 
 

1. The Position Profile Data Query is a page that can be used to find positions based on the 
criterion specified in the fields provided: 

 

 
 
Position Profile Data Inquiry search fields: 

Field Description 
Position Search based on a specific Position Number 
Eff Date* Effective Date of the positions being searched for – Use Today’s Date 

*Eff Date is required to run the Position Query 
Eff Status Effective Status of the positions being searched for, A = Active, I = 

Inactive 
Posn Status Position Status, A = Approved, F = , P = Proposed 
Title Position Title 
Dept ID Department ID of the position 
Location Location of the position 
Category PHS Category of the position 
Job Code Job Code of the position 
Grade – O1, O2, etc. Grade that the position is in, O1-O10 
Headcount Headcount of the position 
EMPLID EMPLID is the Direct Access employee ID number for a PHS Officer 
SERNO SERNO is the PHS Serial Number for a PHS Officer 
Reg Region Reg Region indicates whether a position is Active Duty (AD), a position 

that can be filled by either military or civilian (MIX), or Reservist (RSV) 
Billet Type Billet Type Code of the position 
Primary Job Primary Job for the position 
Phys Demands – 1,2,3 Physical Demands of the position, 1 = Sedentary, 2 = Some Physical 

Exertion, 3 = Considerable/Strenuous Exertion 
Job Sensitivity 0-6 Job Sensitivity of the position, 0 = Pending Determination, 1 = Non-

sensitive/Low Risk, 2 = Non-critical, Sensitive, 3 = Critical, Sensitive, 4 = 
Special Sensitive, 5 = Moderate Risk, 6 = High Risk 

Deploy Elig – 1,2,3 Deployment Eligibility of the position, 1 = Non-Deployable, 2 = Tier 3 
Eligible, 3 = Tier 1 or Tier 2 Eligible 

Hard to Fill – Y, N Hard to Fill status of position, Y = Yes, N = No 
Hazardous – Y, N Hazardous duty status of position, Y = Yes, N = No 
Type The Content Type for a Profile, COMPETENCY = PHS Experience, DEG 

= Degree, LIC = Licenses or Certification 
Item ID Item ID is the specific position profile content ID for a specific Content 

Type,, for example, M = Master’s Degree content ID for DEG (Degrees) 
content type 

Action Last Action that occurred for the position (this field probably not going to 
be used much for searching)  

Reason Reason the position was created/changed 
Supervisory – Y, N Indicates whether position is supervisory, Y = Yes, N = No 
Clearance Type Clearance Type of the position 
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Field Description 
Years (0-9, A for 10+) Number of Years for an Experience (Type will always have to be 

“COMPETENCY” to use this field) 
Profile ID The specific Profile ID associated with the position 
Company (PHS) Company will always be PHS and MUST be entered first if searching by 

Agency 
Agency Agency the position is in – Use lookup to find Agency code - Company 

MUST be PHS in order to search on the correct PHS Agency values 
 
The following are examples of how to run the Position Profile Data Inquiry for specific types of position 
profile reports (*Note that these are only examples and many other types of reporting can be 
accomplished depending on the field criteria selected): 

7.1.1 Positions within a Specific Experience, Degree, or License/Certification 
 

1. Use the following criteria to find all Positions according to a specific Experience, Degree, or 
License/Certification: 

 
Field Description Example Data Entry 
Eff Date* Effective Date of the positions being searched for – Use Today’s 

Date 
*Eff Date is required to run the Position Query 

07/10/2011 

Type The Content Type for a Profile, COMPETENCY = PHS 
Experience, DEG = Degree, LIC = Licenses or Certification 

LIC (License) 

Item ID Item ID is the specific position profile content ID for a specific 
Content Type,, for example, M = Master’s Degree content ID for 
DEG (Degrees) content type 

REDIETA1 (Description 
= Registered Dietician) 

 

7.1.2 Positions by X Number of Years in Y Experience 
 

1. Use the following criteria to find all Positions according to Positions by X number of years in Y 
experience: 

 
Field Description Example Data Entry 
Eff Date* Effective Date of the positions being searched for – Use Today’s 

Date 
*Eff Date is required to run the Position Query 

07/10/2011 

Type The Content Type for a Profile, COMPETENCY = PHS 
Experience, DEG = Degree, LIC = Licenses or Certification 

COMPETENCY 
(Experience) 

Item ID Item ID is the specific position profile content ID, for example, M 
= Master’s Degree for education content 

DIOVRALL (Dietician – 
Overall Experience) 

Years (0-9, A for 
10+) 

Number of Years for an Experience (Type will always have to be 
“COMPETENCY” to use this field) 

5 years 

 
 


	1  Background
	2 Introduction
	3 CCMIS Query
	3.1 Query Billets:
	3.2 Query Positions:
	3.3 Position/Billet Query:
	3.4 Positions History:
	3.5 QA Report:

	4 Position Data
	4.1 Viewing a Position

	5 Non-Person Profile
	5.1 Viewing a Non-person Profile

	6 Position Inquiries
	6.1 Using the Position Inquiry or Vacant Position Inquiry
	6.2 Position Query Examples
	6.2.1 Positions in a PHS Category
	6.2.2 Positions in a PHS Agency
	6.2.3 Positions by Hard-To-Fill Status
	6.2.4 Positions by Physical Demands
	6.2.5 Positions by Hazardous Duty Status
	6.2.6 Positions by Grade
	6.2.7 Positions by Deployment Eligibility
	6.2.8 Positions by Supervisory Status
	6.2.9 Positions by Ready Reserve


	7 Position Profile Data Inquiry
	7.1 Using the Position Profile Data Inquiry
	7.1.1 Positions within a Specific Experience, Degree, or License/Certification
	7.1.2 Positions by X Number of Years in Y Experience



