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INTRODUCTION

PeopleSoft Employee Data

There are three main tables that make up an officer's Core Data record. These three tables must
be populated for every officer in Direct Access.

Personal Data

Describes an officer's personal information

Some Personal Information has an effective date — name, address, marital status

Some personal information is not expected to change — Birth Date, Ethnicity, SSN
Personal Data information (with the exception of name) is closely controlled because it is
Privacy Act related.

e Each officer has only one Personal Data record.

Job Data

Job Data contains a historical record of an officer's assignment related information.

Job Data is not privacy act related, and the information contained in Job is shared fairly widely.
Job Data includes an officer's status (Active, Retired, or Terminated).

Job Data includes an officer's Rank and Title.

Job Data includes an officer’s current Position, Department and Location.

Job Data includes an officer's current Grade and Compensation.

Effective Data and Effective Sequence.

NOTE: In Release 1, Direct Access will not have a history of an officer's assignments. It will only
have information related to an officer’s current assignments and other job rows that are necessary
to make the system work efficiently.

Employment Data

e Contains primarily Employment Dates related to an officer's employment.
e Employment Data has no History
e Employment Data has Employment Record Number as a Key, which allow

There are a number of other tables that also contain data related to an officer. The other tables are
optional, and can be used or not used according to the needs of PHS. We will discuss the other
tables as we come to them.
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The Portal gives one click access to each Component. The links under Core HR will take you right

to the Component name you are trying to access.
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2 PERSONAL DATA - VIEW ONLY ACCESS

Personal Data describes an officer's personal information. Some Personal Information, such as
Name and Address, has an effective date. Each officer only has one Personal Data record.

2.1 Personal Data — Name

From the Portal Homepage click inside the PHS Core HR box on the Personal Data hyperlink.

{  Mame '\ Address Personal Brofile ' Eligibiliteldentity

ID: S003796 Employee

view Al First (4 1064 [M] Last

Effective Date: 040272009

Format Using: USA United States

Name: Sam,Yosemite
Prefix:
First Name: Yosemite Middle:
Last Name: Sam Suffix:
Marital Status: ~ Unknown Asof: 04022009
» B ysa
) Raturn o Stl'ch}l 1B er'tinLislj t 3 (=) Naust tab ) 43) Inchada History |

Mame | Address | Personal Profile | Eligibilitddentity

e The original Personal Data Effective Date is the date of hire. After the original entry, it is the
date of the name change or address change.

e The Name is entered separately as First Name, Middle Name, Last Name and Suffix, and is
then formatted in the special PeopleSoft name format in the Name field. The USA Format will
be used for all PHS names.

o Marital Status will be set to the default value of ‘Unknown.
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2.2 Personal Data — Address

[ Hame " Aodress | Personal Erofile | Eligibilitgidentity

Sam,Yosemite Employee Io; S003796
Personal Data view Al First [4] 10014 [¥] Last

Effective Date: 0422009

Country USA  United States
Address 1: 114 Main Street
Address 2:
Address 3
City: Disney
County: Postal: 20852
State: WD Waryland
Mailing Address
Emnail Fhong
2} Raturn to Search ) | 4B Nextin List ) [+ (2 Pravious tab | | (E8) Hesdt tab ) A inchuds History)

Marme | Address | Personal Profile | Eligibilibdldentite

e Home Address is maintained via self-service.

e Fora US address, at least Country, Address 1, City, State and Postal should be populated.

e For an address outside of the US, State and Postal are not used. Instead, this information
should be placed on Address 2 or 3.

e The Mailing Address, Email and Phone hyperlinks provide access to the data entry area for
those fields.
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2.2.1 Personal Data — Address — Mailing Address

From the Personal Data — Addresses page, click on the Mailing Address hyperlink.

Mailing Address

Country. USA  United States
Address 1: 12053 Heather Down Drive
Address 2:

Address 3:

City: Disney

County: Postal: 20852
State: WD Maryland

| ok || cCancel |

e Mailing Address is found under the Email hyperlink.
e Mailing Address is maintained via Self-Service.

2.2.2 Personal Data — Address — Mailing Address

From the Personal Data — Addresses page, click on the Email Address hyperlink.

Email Addresses
Sam,Yosemite Employee ID; 9003796

Email Addresses

Email Type Email Address

Business samyosemite@uscg.mil

Campus campus@email.com

Home ysam@amail.com

Other trainingdoc@lindsay.com

First [ 1.2 ot 2 [P] Last

| 0K || cCancel |

e Email Addresses are found under the Email hyperlink. Multiple email addresses can be
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entered.

Email Type ‘Business’ will be used for Work Email Address.

Email Type ‘Home’ will be used for Home Email Address.

Other Email Addresses can also be entered (Campus, Dorm, Other).
Email Addresses will be maintained via self-service.
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2.2.3 Personal Data — Address — Phone
From the Personal Data — Addresses page, click on the Phone hyperlink.
Sam,Yosemite Employee ID: 5003796

First II] 1-d of 4 El Last

Phone Type Contact # or Address
Business 444/555-6666
Cellular 305r555-2222
Home 555/666-7777
Home Fax 555/777-8088

| OK || Cancel |

e Phone numbers are entered under the Phone hyperlink. Multiple Phone numbers can be
entered.

Phone Type ‘Business’ will be used for Work Phone.

Phone Type ‘Home’ will be used for Home Phone.

Phone Type ‘Work Fax’ will be used for Work Fax number.

Phone Type ‘Home Fax’ will be used for Home Fax number.

Phone Type ‘Pager 1’ and ‘Pager 2’ will be used for Pager.

Phone Type ‘Cellular’ will be used for Cell Phone.

Phone Type ‘Work Cell’ will be used for Work Cell Phone.

Other Phone types can also be entered (Campus, Dormitory, Main, Other, Telex).
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2.3 Personal Data - Personal Profile
Name Address | Personal Frofile Yy Eligibilitgldentity
Sam,Yosemite Emploves jo: SO03796
Gender: Male Full-Time Student
Atternate Employee ID: 12345 Walve Data Protection
Original Hire Date: 052101998
Highest Education Level:  A-Motindicated
Referral Source: Unknown
Employes Referral ID:
Speciic Referral Source:
P Fusa
L Return to Search | | $B Hexctin List | [ 1 (2 Frevious tab | | (S8 Next tab | ) nchude History )

Mame | Address | Personal Profile | Eliaibilibgdenti

Gender can be Male, Female or Unknown.
The PHS Serial Number will be entered in the Alternate Emplid field.
Full-Time Student and Waive Data Protection will be left blank.

Original Hire Date will hold the date that an officer first entered active duty in the PHS

Commissioned Corps. This is also known as the Original Entry on Duty date.

Highest Education Level will be set to A-Not indicated.
Date Entitled to Medicare will not be used by PHS.
Referral Source will be set to the default value of ‘Unknown’.

Employee Referral ID and Specific Referral Source will be left blank for PHS.

10
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2.4 Personal Data - Eligibility / Identity

Mame Address Fersonal Erofile ' Eligibilydentity

Sam, Yosemite Employes jp: 9003796

Birthate: 04i01/1 962 Birth Country:

Agn: Years 47 Months O

Date of Death: Birth Locathomn:
Language Code:

* National ID Wiew All First (4] 100 1 [¥] Last
Country  Mational ID Type Description Hational ID Primary ID
LISA PR Social Security Mumber 33311100
5 usa

Ethnic Group: White

Military Status: Motindicated

Ethnic Categorny: Eligible to Work in LS.

1 Z
CLRetum to Search | | 48 Nuxtin List ] (2 Frawious tab | A irechuta History |

Mame | Address | Personal Profile | Eligibilitgdentity

e Birth Date will contain the date of Birth.

o Date of Death will contain an officer's date of death, if appropriate.

¢ Birth Country, Birth State and Birth Location will be maintained going forward for offices
hired through eCAD.

e Language Code will be left blank.

¢ National ID will contain the US Social Security Number.

e Country will be ‘USA’, National ID Type will be ‘PR — payroll and Primary ID will always be
checked ‘yes'.

e Ethnic Group will contain information about an officer’s ethnicity. The Coast Guard uses a
much larger set of values than those currently used by PHS, which includes all of the various
possible combinations of ethnicity in addition to the traditional values.

e Eligible to Work in the United States will be checked ‘yes’ for all officers.

o Eligibility Proof 1 and 2 will be left blank.

11
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3 JOB DATA - VIEW ONLY ACCESS

Job Data tracks an officer's Employee Status, Position, Rank, Employee Classification, Grade and
Base Compensation. It is maintained via an inbound interface from COPS. In Release 1, the
work history will include only the current job row and other rows necessary to make the system
work efficiently.

3.1 Job Data — Work Location

From the Portal Homepage click inside the PHS Core HR box on the Job Data hyperlink.

‘Wiork Location CG Job Job Information © SalaryPlan . CG Employment

Sam,Yosemite Employes o 5003796 Empl Reels; 0
Employee Status:  Aclive Date Created: 0212372008
Effective Date: 02/27/2008 Effective Sequence: 0 Job Indicator: Frimary Job
Action ! Reason: Transter PCS Fermanent Change of Station
Current
Position Number: 00100554 TRAMSFORMATION OFFICER-CC INFO - position Entry Date: 02r2712008
Regulatory Region: USA United States
Companm: PHS PHE Emplovess
Business Linit: PHS Public Health Service
mpaﬂmgﬂt: 064382 ACQ Dgpmmgm Erﬂry Date: 0272772008
Location: MD0445 ROCKVILLE,
Supervisor ID:
| Job Data loyrnend Data Eamings Distribution Benefits Program Padicipation |
Q) Retun to Search ) | 48 Mextin List ) |1 : (5 Mat bab) A Inchude History)

Woark Location | CG Jab | Jab Infarmation | Saland Plan | G Employment

e Empl Rcd # or Employee Record Number allows an officer to have different types of Job
record. A PHS officer deployed to the Coast Guard will have a separate Job Record and Empl
Rcd# for their Coast Guard service.

e Employee Status is automatically set by the system based on the action and action reason

code that is set. Employee Statuses include Active, Terminated, Retired, and Deceased.

Date Created indicates the date that a job row was first entered into the system.

Effective Date indicates the date that the change on the job row actually takes effect.

Effective Sequence is used if there is more than one change on a given effective date.

Job Indicator will be ‘Primary Job’ for all assignment job rows.

Action and Action Reason describe the nature of the change on a job row. The Action code

gives the general nature of the change — Hire, Transfer, Promotion, Pay Rate Change,

Termination, Retirement, etc. and the Action Reason Code gives the specific nature of the

change.

e Position Number links the officer to a position. Once a position number is selected, the

12
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position description displays. Only the current job row will have a position number. The hire
row will not have this field populated.

Position Entry Date is the date that the officer first entered their current position.

Regulatory Region is used to indicate which rules should be applied for regulatory reporting. It
will be set to ‘USA’".

Company is used to combine groups into reporting entities for payroll purposes. It will be set to
‘PHS'.

Business Unit is used to separate the members in the database so that special security,
foundation tables and processing rules can be applied to a given group. It will be set to ‘PHS'.
Department is used to track an officer's organization or administrative code.

Department Entry Date is the date that the officer first entered into his or her current
department.

Location will be used to track an officer's geographic location. This is indicated by a city and
state.

Supervisor will be left blank for PHS.

The Employment Data, Job Earnings Distribution and Employment hyperlinks at the
bottom of this page access pages that PHS users do not use and do not have security access
to. They are not used.

13
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3.2 Job Data-CG Job

From the Portal Homepage click inside the PHS Core HR box on the Job Data hyperlink.

Work Location [ CGJob Y Job Information |~ Salary Plan ~ CG Employment

Sam, Yosamite Employee Ip: S003796 Empl Rods: 0
First [4 4.0t 1 [¥] Last
Effective Date: 0227i2008 Current Effective Sequence: 0
Permanent Jobh Code: 080095 LCDR Pharmacist

Position Description: TRANSFORMATION OFFICER-CC INFO SYSTEMS P

) Raturn to Search | | 48 Maxckin List) [+ B Previous tab ) [ Nexdt tab) N inchude History
Wiark Location | CG Job | Job Infarmation | Salary Plan | CG Employrnent
e Permanent Job Code will be used to store the job code associated with an officer's permanent
grade.

e Position Description will be used for historic position title. Only the current job rows will
contain a position number. Historic job rows (those rows happening before the date of
conversion), will not have a position number, and therefore will not have the associated position
title. In order to preserve the historic position title, it will be converted into this custom position
description field.

14
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3.3 Job Data - Job Information

From the Portal Homepage click inside the PHS Core HR box on the Job Data hyperlink.

Work Location CGJob i JobInformation Y Salary Plan " CG Employment

Sam,Yosemite Emplayee ;5003796 EmplReds: 0
Job Information View Al First [ 1001 B Last
Effective Date; 022712008 Effective Sequence: 0 Job Indicator:  Frimary Job
Action / Reason: Transfer Permanent Change of Station
Current
Job Code: 080094 CDR Pharmacist Entry Date: 0202712008
RegularTemporary: Regular FullPart: Full-Time
Empl Class: Regular Officer Code:  Mone
Regular Shift; Mi#, Shift Rate: f
Standard Hours: 40.00 FTE: 1.00
Work Period: w Weekly
Contract Number: Contract Type:
Next Contract Number
P = ysa
| Job Data Employment Data Eamings Distribution Benefits Program Padicipation |

e Job Code will be an intelligent key that will reflect an officer’s category, discipline and rank.

e The Job Code Description, which displays next to the jobcode, will reflect an officer's military
rank, Category and Discipline.

e Job Code Entry Date is the date that an officer first entered into a Job Code.

e Regular / Temporary will reflect whether or not an officer has been assimilated. ‘Regular’ will
be used for assimilated officers, and ‘Reserve’ will be used for officers that have not been
assimilated.

e Employee Class will reflect the type of officer. The employee classes are:

O Retired — Recalled (PHS RetRec)

JR Costep (PHS JRCostp)

SR Costep (PHS JRCostp)

Short Tour (PHS Short)

Selected Reserve (SELRES)

Regular

Inactive Ready Reserve (IRR)

O O0OO0O0O0O0

Several fields will not be used by PHS and will be left blank or left at the default value.
Full/Part Time will default to ‘Full Time'.

Officer Code is used to identify corporate officers. It will default to ‘None’.
Regular Shift will default to ‘N/A'".

Shift Rate will be left blank.

Standard Hours will default to ‘40'.

FTE will default to ‘1.0'.

15
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e Work Period will default to ‘Weekly'.
e Contract Number will be left blank.
e FLSA Status, EEO Class and Work Day Hours will not be used.

3.4 Job Data - Salary Plan

From the Portal Homepage click inside the PHS Core HR box on the Job Data hyperlink.

Work Location CG Job Job Information  Salary Plan Y CG Employment

Sam Yosemile Employee Ip: 5003796 Empl Redé: 0
View All First (4] 106 1 [M] Last
Effective Date: 022712008 Effective Sequence: a Job Indicator:  Primary Job
Action / Reason: Transfer Permanent Change of Station
Current
Salary Administration OFF Grade: 05 Grade Entry Date 0272712008
Plan:
Step: Step Entry Date
Review Rating: Review Date:
Rating Scale: Rating Model: Matrix:
| Job Data Employment Data Eamings Distribution Benefits Program Padicipation ]

e The Salary Plan page contains information about an officer's salary plan and current grade.

e PHS and the Coast Guard will share a Salary Administration Plan. Since all PHS members
are Officers, PHS will use the ‘OFF’ Salary Administration Plan. Officers who have prior
enlisted experience will use the ‘OFE’ Salary Administration Plan for grades O1 to O3.

e Grade will be used to reflect an officer's temporary grade.

e Grade Entry Date will be used to reflect the date that the officer entered into his or her
temporary grade.

¢ Since the Coast Guard has chosen not to display the actual salary associated with the grade in
the system, Step and Step Entry Date are not used at this time.

e The Rating Scale, Review Rating, Review Date, Raging Model and Matrix will not be used.

16
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4 EMPLOYMENT DATA -VIEW ONLY ACCESS

4.1 Employment Data - CG Employment

Core HR

Current FYTD Paid Drills:
Total Points:

High 36 Avyg Mos:

L Retuwn to Search | | 48 Neact in List ) (B Prewious tab |

Work Location | CG Job | Job information | Salary Plan | ©G Employment

Work Location CG Job Job Information * SalanyPlan ' CG Employment

Barn, Yosemite Employee o: 5003796 Empl Redi:
Expected Loss Date: Active Duty Base Date: 052111398
Rotation Eligibility Date: Seniority Credit Date: 0TA01/2000
Anniversary Date: Training & Experience Date; 0770171280
Total Gualifying Service: YrfMaiDy Creditable Service Date:

Taotal IDT Paoints: Promotion Credit Date: 071997
AD Base Counter: Date Entered Curr Active Duty: 05721115998

1]

From the Portal Homepage click inside the PHS Core HR box on the Job Data hyperlink.

) inchude History)

6) grade for all categories as follows:

the Regular Corps.

e The Active Duty Base Date is a constructed date. Itis the primary date that is used for
determining eligibility for retirement. PHS will use this as the Retirement Credit Date.

e The Seniority Credit Date is the starting date for permanent grade and established eligibility of
both Regular Corps and Reserve Corps officers to be considered for permanent promotion to
the Senior (Commander, O-5) grade for the restricted categories and the Director (Captain, O-

o0 Forthe Regular Corps — Reflects the later of two dates, either the permanent grade
credit date established at the time of appointment in the Regular Corps or the date of
the most recent permanent grade promotion that took place following appointment in

o Forthe Reserve Corps — Reflects the later of two dates, either the date the officer was
appointed in the Reserve Corps or the date of the most recent permanent grade
promotion that took place following appointment in the Reserve Corps.

e The Training and Experience Date is the date constructed to reflect the total professionally
qualifying collegiate education, postgraduate training, and work experience (established in the
applicable appointment standard) as determined by that category’s appointment board for each
officer in that category determined upon call to extended active duty or appointment to that
category. It also reflects limitations in the amount of time to be credited as set forth in the
applicable appointment standards. This date is a key element in determining eligibility to be
considered for promotion (other than through the exceptional capability process) as follows:

17
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o Temporary promotion in the Regular Corps and Reserve Corps through Director
(Captain, O-6) grade.

o Permanent promotion in the Reserve Corps only for ALL categories though Full
(Lieutenant Commander, O-4) grade and to the Senior (Commander, O-5) grade for
non-restricted categories.

e The Creditable Service Date is a date adjusted to reflect the active duty time after an officer
receives their qualifying degree. Medical and Dental officers also receive credit for residencies
outside of active duty.

e Promotion Credit Date pertains to Regular Corps officers ONLY. This date is only significant
in establishing eligibility of a Regular Corps officer for permanent promotions to: Senior
Assistant (Lieutenant, O-3) & full (Lieutenant Commander, O-4) grades Senior (Commander, O-
5) grade for the non-restricted categories

Several of the dates on this page will not be used by PHS.
e Expected Loss Date
¢ Rotation Eligibility Date

Several fields on this page are used only for reservists. PHS will not be using these fields:
Anniversary Date

Total Qualifying Service

Total IDT Points

Current FYTD Paid Drills

Total Points

High 36 Avg Mos

18
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5 STATEMENT OF CREDITABLE SERVICE - VIEW ONLY ACCESS

5.1 Statement of Creditable Service

From the Portal Homepage click inside the PHS Core HR box on the Statement of Creditable
Service hyperlink.

f Staterment of Creditable Svc \L

Sarm,Yosemite Employee ip: 5003798 EmplReds: 0
SOCS Date: Pay Entry Base Date: 0542141998
Effective Date Active Duty 05/21/19498
Pay Allowances: Base Date:
Anniversary Date:
Military Entry Date: Expected
Loss Date:
Date Entered C nt AD:
e Entered Curre 0562111998 Expected Active
Date Completed Military Duty Term Date:
Obligation:

The Military Entry Date, also known as the DIEMS date is the date a member was first
enlisted, commissioned, appointed or inducted into a regular or reserve component of any
Uniformed Service.

The Date Entered Current AD, also known as the Latest Entry on Duty date is the date that the
officer was most recently ordered to active duty. This date is set during the Accessions
process.

The Pay Entry Base Date is the constructive date of entry for pay purposes (including active
and inactive duty). For members in a continuous military status, this date will be the same as
the date enlisted or accepted an appointment, unless there is prior service, break in service or
deductible time. The date is used for determining longevity pay increases. Adjustments must
be made in accordance with HRSICINST M1000.2A, Personnel and Pay Procedures Manual.
The Active Duty Base Date is a constructed date. It is the primary date that is used for
determining eligibility for retirement. PHS will use this as the Retirement Credit Date.

Several Dates on this page will not be used by PHS:

SOCS Date

Effective Date Pay Allowances
Date Completed Military Obligation
Anniversary Date

Expected Loss Date

Expected Active Duty Term Date

19
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6 ADDRESSES - VIEW ONLY ACCESS

From the Portal Homepage click inside the PHS Core HR box on the Addresses hyperlink.
{ Address History

Sam,Yosemite Employae Ip: 5003796

viewAll  First (4] 1003 O Last

Address Type:  Business

viewAll  First [4 164 [ Last

ViE

Effective Date:  04/02/2009 Status: Active
Country USA United States
Address 1; TOWER BLDGISUITE 100/PLAZA LEVEL
Address 2: 1101 WOOTOMN PARKWAY
Address 3:
City: ROCKVILLE
County: Postal: 20852
State; WD Maryland
L Return to Search | (43 Nextin List ] [+ . A include Histary |

e \Work Address can be viewed on the Addresses tab. The Address type will be Business.
e Work Address will be maintained via an inbound interface from COPS
o Home Address and Mailing Address can also be viewed in this component.

20
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7 EMERGENCY CONTACT - VIEW ONLY ACCESS

Emergency Contact is used to track friends and or family members of an officer that should be

contacted in case of an emergency.

1. From the Portal Homepage, click on the Emergency Contacts link located in the Core HR

pagelet.

Core HR
Job Data

Perzon Profies

Emergency Contact

Statement of Creditable Svc

Addregzes

Perzonal Data

2. Enter the Search Criteria of the officer you would like to view and click on “Search”.

3. Emergency Contacts are entered and maintained by officers via self-service.

Contact Address/Phone Other Phone Numbers

Emergency Contact Find | View Al First EI 4 of 4 I ast
Contact Name: Jane Smith
Primary Contact Relationship to Employee:  Sjster
Same Address as Employee
Same Phone as Employee
Contact Address
Country: UISA United States
Address: 1234 PHS WAY !

PHS MD 12345

Contact Phone

Phone: 301/123-4567

Person ID:

Field Description

Contact Name Name of the Emergency Contact

Relationship to Employee | Indicates the relationship beween the contact and the officer.
Primary Contact Used to mark the person who should be contacted first in case of

an emergency

Same Address as
Employee

Checked if the emergency contact lives with the officer

Same Phone as Employee | Checked if the emergency contact has the same phone number as

the officer
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4. Click on the “Other Phone Numbers” tab to view any additional phone numbers the officer
has listed for each emergency contact.

[ Contact AddressiPhone | e GEEIIEI T

Person ID:

Emergency Contact Find | View Al First K1 1 of 4 I3 | ast
Contact Name: Jane Smith
Relationship to Employee: Sister [/I primary Contact
Other Ph Numbers for E

e S Find | View Al First Kl 12 0r2 I Last
Phone Type:  Mobile Phone: 123/456-7890

Home 3011231234

Multiple phone numbers can be tracked for each emergency contact.

8 PERSON PROFILE

8.1 Locating an Officer
Start Internet Explorer, sign into Direct Access, and follow these steps.

1. From the Portal Homepage, click on the Person Profiles link located in the Core HR
pagelet.

Core HR

Jok Data Statement of Creditable Svwe

Perzon Profiles

]

Addreszes

Emergency Contact Perzonal Data

2. Use the Search record to pull up the officer's Person Profile using the officer's EMPLID or
name

Person Profiles

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

SLGEWISTESGEREEEE [ Add a New Value |

Maximum number of rows to return (up to 300): |300
Empl 1D begins with -

Alternate Character Name: begins with -

Profile Type: begins with - | 3
Name: begins with - |
Last Name: begins with |

Include History Correct History Case Sensitive

| Search || Clear _|Elasic Search @ Sawve Search Criteria
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3. Click the Search button. If the search returns more than one record, be sure to select the
correct officer’s record that has “PERSON" in the Profile Type column.

|PERSOM SLE_ (hlank) |

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

8.2 Honors and Awards — View Only Access

Individual PHS officer honors and awards that have been approved are maintained in the Person
Profile of Direct Access. Honors and Awards will be used to track information related to an officer's
Lower-Level Honor Awards, Service Awards, Badges/Metals, and Non-PHS Awards. The
information is available to PHS officers in ‘My Current Profile’. This section provides the procedure
for viewing Honors and Awards via Person Profile.

Start Internet Explorer, sign into Direct Access, and follow these steps to view Honors and Awards.

Follow steps to Search for an Officer

1. Click on the Qualifications link. Scroll down to see the Honors and Awards content section

Person Profile
Ernpl I0:
Frofile Type: FERSOM Ferson

*Profile Status: Active - i

*Oescription:

Profile Actions: | #5elect Action= = & 0 S
Competencies Qualifications Education
Competencies Gualifications Education

Sawve
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2. Click on the Award/Certification to view the record

Person Profile

Empl 1D: e . SRR A

Profile Type: FERSON Ferzon

*Profile Status: Fuctive 'i

*Oescription: |

Frofile Actions: | s5elect Action= | ® 0 S

Competencies Guzlifications Education

w* Homors and Awards (Approwal Mot 4n n

F:Equir;l 4) S AR s Customizs | Find | wew i | B | B fis B s a7 O 5t
10 Hormar and Swvard Wiew History

CG3135 FPHS Outstanding Senice Medal E ':'
Y] PHS Commendation Medal = 0
C185 FPHS Achievement Medal :
Ce2a30 FPHS Special Assignment Aweard :
C 325558 FHE Recruitment Service Ribbon :

Competencies Qualifications Education

3. View the fields as indicated below.

NOTE: The citation of the award will not be entered into this page. The award itself will
be scanned into an officer’s eOPF and the citation can be read there.

Person Profile
View Honors and Awards

Ermpl 10:

Frofile Type: FERSOMN Ferzon

This page displays the item details.vou are not authorized to update this Content Hem.

s l 4 | ™
Detzil= Eind | "Azw Al First 1of 1 Last
Izsue Date: 05242006 0
Haonor and Award: G136 FHS Outstanding Sernvice hedal

Status: Fuctive

From Date: 0212005

To Date: 02012006

Grantor: FHE
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Field

Description/Instructions

Issue Date

Indicates the date the honor or award was issued.

Honor and Award

Indicates the type of honor or award issued. The system will hold
multiple awards of the same type, but only one per Issue Date.

Status Indicates an officer’s status.

From Date The begin date of the period of performance for which the officer/unit
was nominated.

To Date The end date of the period of performance for which the officer/unit
was nominated.

Grantor Indicates the service or organization that granted the award.

4. Click OK to return to Person Profile page

Person Profile

View Honors and Awards

Ermpl 10:

Profile Type:

FERSOHN Ferzon

This page displays the item detailzrou are not autharized to update this Content ltem.

Detail=s

Is=sue Date:
Honor and Aweard:

Status:

From Date:

To Date:
Grantor:

Find | “dew 2l First B8 4 of 4 L2 La-_:t

i

06242006
Ciz135 FHS Outstanding Sernvice Medal
Active

Q20152005

020152006
FHE
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8.3 License & Certifications — View Only Access

Individual PHS officer license and certification information is maintained in the Person Profile of
Direct Access. Licenses and Certifications will be used to track information related to an officer's
licensures, registrations, certifications, Board certifications as well as an officer's National Provider
|dentifier Number and Drug Enforcement Administration Number. This section provides the
procedure for viewing Licenses & Certifications via Person Profile.

Start Internet Explorer, sign into Direct Access, and follow these steps to view License and
Certifications.

Follow steps to Search for an Officer

1. Click on the Qualifications link. Scroll down to see the License & Certifications content
section

Person Profile

Ermpl 10:

Frafile Type: FERSOM Ferson

*Profile Status: Active - i

*Oescription:

Profile Actions: | =5elect Action> = & e S

Competencies [ Clualifications ] Education

Competencies Gualifications Education
Save

Alist of the officer’s current licenses/certifications will be displayed in the Licenses &
Certifications content section.
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2. Click on the License/Certification to view the record

Person Profile
Ermpl 10: T
Profile Type: FERSON Ferson

*Profile Status: Auctive vi

*Description: |

Frofile Actions: | <gelect Astion= = ® o =
Competencies Qualifications Education

| Wot Required]

H, &
| Eind | %ew & | B | =6 First

License Luzlifying Expiration Date

HRSRH Nursing E = 1273172012 I

Competencies Cuzlifications Educstion

Save

3. View the fields as indicated below

Person Profile
View Licenses & Certifications

Ernpl 10:

Profile Type: FERSON Fersan

This page displays the itam details™ou are not authorized to update this Content Item.

lzzue Date: 027002 n
License: HRSRMN Mursing

Status: Auctive

Couritry: NESTLY United States

State: HND Morth Dakota

Type of Restriction: O-Mane

[T Renewal In Frogress

I License verified
Expiration Date: 1203192012

¥ qualifying
License/Certification Humber: R25074

Iz=zued By MO BOARD OF MURSING
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Field Description/Instructions

Issue Date Indicates the date the license was issued.

License Indicates the type of license issued. The system will hold multiple
licenses of the same type, but only one per Issue Date.

Status Indicates an officer’s status.

Country Indicates the country that the license was issued in.

State Indicates the state that the license was issued in.

Type of Restriction Indicates the type of restriction for the license. The default value
is N-None.

Renewal in Progress | N/A

License Verified N/A

Expiration Date Indicates the date the License or Certification expires.

Qualifying Indicates whether or not the license was used to qualify the
officer for his or her commission.

License/Certification | Indicates the License Number given by the issuing authority.

Number

Issued By Indicates the license/certification authorizing authority.

4. Click OK to return to Person Profile page

Person Profile

View Licenses & Certifications

Ermpl 10O:

FProfile Type:

Thiz page displays the item details."ou are not authorized to update this Content [tem.

Iz=ue Date:
License:

Status:

Couritry:
State:

Type of Restriction:

Expiration Date:

LicensefCertification Mumber:

l==ued By

Ok

FERSON Ferson

024271992
MRSRH Mursing

Auctive

UsA
MO

United States
Maorth Dakota
O-Mone

I© Renewsl In Progress

I License verified

12031/2012

¥ Gualifying

R25074

NI BOARD OF NURSING
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8.4 Administrative Flags — View Only Access

Administrative flags are flags that can be set by different departments in PHS to indicate that there
is something special about an officer that may impact an assignment. When the CAM sees a
member flag, he or she goes to the department which set the flag to get additional information.
Administrative flags will be maintained via an inbound interface from COPS to DA.

Start Internet Explorer, sign into Direct Access, and follow these steps to view Administrative Flags.

Follow steps to Search for an Officer

1. Click on the Qualifications link. Scroll down to see the Administrative Flags section

Person Profile

Ernpl 10:

Frofile Type:
*Profile Status:

*Oescription:

FERSON
FAuctive vi

Ferson

Profile Actions: |<SE|E¢1A°‘“°”> ;I @ o S

Competencies Cuzlifications Education

Competencies Quzlifications Education

Save

2. Click on the Administrative Flag name to view the record

Person Profile
Ermpl 10: 4

Profile Type: PERSON Person

*Profile Status: Huctive vi

*Description:

Profile Actions: | <5elect Action> = ® e S
Competencies Qualifications Education

* Administrative Flags [Approwal Not

equired) Customize | Find | "Ad=w Al | & | = First n 1 of 1 n La=t
Iu} Bdministrative Flag Eegin Date End Date
LLT License Limited Tour S | 01/02/2012 010202014
Competencies Qualifications Education
Save
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3. View the fields as indicated below

Person Profile
View Administrative Flags

Ermpl I0:

Profile Type: FERSOM Ferson

Thiz page displays the item detailzvou are not autharized to update this Content item.

Details Find | ‘dew A1 First &0 4 of 1 D1 (ac
Effective Date: 04022012 B
Administrative Flag: LLT License Limited Tour

Eegin Date: 04/0z/2012

End Date: 01/02/2014

Field Description/Instructions

Effective Date Indicates the date the Administrative Flag was effective
Administrative Flag | Indicates the Administrative Flag

Begin Date Indicates the Begin Date for the Administrative Flag
End Date Indicates the End Date for the Administrative Flag

4. Click OK to return to Person Profile page

Person Profile
View Administrative Flags

Ernpl 1D:

Frofile Type: FERSOM Ferson

Thiz page displays the item details™ou are not authorized to update this Content tem.

Find | dew Al First B4 4 of 1 L 3zt

Effective Date: 01/0252012 ﬂ
Adrninistrative Flag: LLT License Limited Tour
Begin Date: OAZrL2012
End Date: 010252014
Ol
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8.5 Education - View Only Access

Education will be used to track information related to an officer’s university education as well as
their internships, residencies and fellowships.

Start Internet Explorer, sign into Direct Access, and follow these steps to view Education.

Follow steps to Search for an Officer

1. Click on the Education link to see the Degrees content section

Person Profile

Ernpl 1D0:

Frofile Type: FERSON Frerson

*Profile Status: PAuctive vi

*Description:

Frofile Actions: | <5elect Actions = ® 0 S

Competencies Gualifications

Competencies Gualifications Education
Save

2. Click on the Degree to view the record

Person Profile

Ernpl 10:

Frofile Type: PERSON Ferzan

*Profile Status: PAuctive vi

*Description:

Frofile Actions: [<Select Actions = ® o S
Competencies Gualification=s Educztion
w Degrees [Approwal Mot Required) Customnize | Find | “dew Al | =
10 Degres Major Code Gualifying
MHURSE-STRAIGHT
Hachelors Uegras
B Bachelors Dearee Sl riEral pUTY E
Competencies Qualifications Educ=tion
Save
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View the fields as indicated below
Field Description
Date Acquired Indicates the date the degree was granted.
Degree Indicates the type of degree earned. The system will hold multiple

degrees of the same type, but only one per Date Acquired.

Major Code The code and major associated with the degree.
Status Indicates an officer’s status.
Country Indicates the country that the degree was earned in.
State Indicates the state for the school where the degree was earned.
School Code Indicates the code and school where the degree was earned.
Minor Code If applicable, indicates the code and minor associated with the degree.
Average Grade Indicates the grade point average.
Graduated Checkbox Indicates that the degree has been completed.

Terminal Degree for
Discipline Checkbox

N/A

Qualifying Checkbox

Indicates whether or not this is a qualifying degree of the officer. Each
officer should have one qualifying degree under which he or she was
commissioned.

Accredited Checkbox Indicates that the institution where the degree was obtained has met
PHS accreditation standards.
Educator A free text field. If applicable, indicates the name of the institution if it is

a hospital or other facility rather than a school.

Click OK to return to Person Profile page

Person Profile

View Degrees
Ermpl 10:

Frofile Type:

Date Acquired:
Degres:

bi=jor Code:
Status:

Country:
State:

FERSON Ferzon
Thiz page displayvs the item detailzou are not authorized to update this Content Item.
‘. '.
05221992 0
B Bachelors Degree
1509 HURSE-STRAIGHT GENERAL DUTY
Active
1700 United States
ND Horth Dakota
200252 MINOT STATE UHIVERSITY

School Code:
Minor Code:

Hoserage Grade:

Educator:

¥ Gradusted
I™ Terminal Degree for Discipline
I qual ifuing
¥ Accredited
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9 PHS MEMBER INFORMATION - VIEW ONLY ACCESS

1. From the Portal Homepage, click the PHS Member Info link located in the Core HR

pagelet.

Core HR =
Job Data Statement of Creditable Svc
Perzon Profies Addresses

Emergency Contact

Perzonal Data

2. Enter the officer's Emplid in the search field.

NOTE: You can click on the magnifying glass to verify that the emplid belongs to the
officer you want to run the report for.

PHS Member Info Report

Empl ID O m—

Create Report

3. Click the Create Report button to generate the report.

PHS Member Info Report
Empl ID @,

Create Report -c::.

The output of the report will launch in PDF format in the system browser.
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PHS OFFICER INFORMATION

Identification
Name: Employee ID:
Statuna: A SERNO:

Home/Mailing/Business Addresses

Business Address: Effective Az Of: | 02/11/2012
Mailing Address: Effective Az Of: | 10v21/2010
Home Address: Effective Az Of: | 10v21/2010
Phone Numbers

Business Phone:

Home Phone:

Email Addresses

Buosziness Email:

Emergency Contacts

Name: s e Relationzhip: Erother

Name: Relationzhip: Spouse

Employee Information

Birth Location: Drate of Birth:
Copntry: UsA Sex: F
Mlarital Statvs: Unkaown

Ethnicity

Ethnic Gronp/Category:

Secuority Clearance

Agency: OFM SCT Eligible:

Investigate Type: SEBI Investigate Date:

Interim: Interim Date:

Clearance: Clearance Granted:

Call SEECTHAM:: N

gie::;?:ammg HHS Adjudication Status: Favor 3
Adjodication Date: SF312 Date:

PHS OFFICER INFORMATION

Current Employment Information

Company: PHEZ Hire Drate:

Rank: CAFT Component: PHE

Employee Clazs AD Johb Code: Verrinary Director

Current Location: ak L Counntry: UZA

Career Summary

Drate Action Reazon Diepartment Pozition Job CR;;:;}.G Categpory

o7 3

020072012 | Transfer gchrai;:c:f[ f:é:;::z:;j]m ‘.—'c?zf::-_'y Tl':‘:::; (&1 ] Veterinarian

Station T Director CAFT

Service Dates

Active Doty Base Date:

Creditable Service Date:

Exp Active Duty Term Date:

Exp Losz Date:

Seniority Credit Date:

Training and Expericnce Date:
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PHS OFFICER INFORMATION

Basic Life Support Summary

Rating EMT Expr 1* Rezponder ATLE Expr ACLS Hapr
EMT Level BLE Expr Dat
Mlodel i Drate Expr Date wpr Date Date Date
BLES 08/0172010 117122011
Readiness Roles Summary
Effective Code Readiness Role Primary
Drate
03/16/2012 | ROOO14 Bpidemiologist M
03/16/2012 | RDDOO3 Public Health Veterinarian Y
Readiness Teams Summary
Effective Cade Readiness Team
Drate
O4/10/2000 | BIC Mizzion Critical
SOG Special Operations Group
SOG Special Operations Group
05/21/2010 | 230G Special Operaticns Group
Administrative Flags Summary
Effectiv o . .
Da:: e Code Administrative Flag Begin Date End Date
PHS OFFICER INFORMATION
Education Summary
ﬁzqt;ﬁred ‘ Mlajor Code | Depree School Qualifying Accredited
Licenses and Certifications Summary
Izsue Diate | License E;f:mtmn State Qualifying Verified
00/ 20071050 | Vererinarian 00/30/2012 MD Y 13
O7/25/1005 | Vererinarian 12/31/2011 VA Y 13
Honorzs and Awards Svmmary
Izzve Date | Code Honor and Award From Diate To Date Grantor
02/25/1007 | CGPHIUC Unit Commendation 10/01/1005 10/01/1008 PHZI
01/0171008 | C32550 Bicenteaaial Unit Commendation 01/01/1008 FHZI
03/24/1008 | CGHE Army Achievement Medal TZA
01/20/2000 | CGPHIUC Unit Commendation 07/01/1008 127011000 FHZI
01/07/2002 | CG1TO Commendanon Medal 023/01/2001 001/2001 FHS
03/26/2004 | CGPHEUC Unit Commendation 03/01/2001 12/01/2003 FHEI
2004 | CGIES Achievement Medal 0E/01/2003 12/01/2003 PHZI
00202004 | CGPHISUN Cutztanding Unit Citaticn 04/01/2001 10/01/2003 PHZI
00/ 2472005 | CG4515 Commissioned Corps Trainios Ribbon FHI
1170872005 | CGI1T0 Commendation Medal 02/01/2004 O7/01/2005 FHEI
20048 | CG2545 Crisiz Response Secvice Award 08/01/2005 02/01/2008 FHEI
O0/10/2000 | CGPHIUC Unit Commendation 05/01/2005 08/01/2003 FHZI
O8/17/2000 | COPHIUC Unit Commendation 01/01/2005 12/01/2005 FHS
2007 | CGPHIUN Cutztanding Unit Commendation 0E/01/2005 02/01/2004 PHZS
2007 | CGPHIUC Unit Commendation 01/01/2007 02/01/2007 PHZI
1172772007 | CG4510 Begular Corpz Ribbon PHZI
01/14/2008 | CG2530 Special Assignment Award 01/01/2005 12/01/2007 FHEI
12/15/2008 | CG2545 Crisiz Response Secvice Award 08/01/2008 10/01/2008 FHEI
0B/0G/2000 | CG1535 Recruitment Secvice Ribbon 04/01/2000 08/01/2000 PHI
! CE1TO Commendation Medal 00/01/2008 001/2008 FPHZI
CGPHIUC Unit Commendation 00/01/2008 001/2008 FHZI
04/18/2011 | CGPHSUN Cutztanding PHS Unit 07/01/2000 01/01/2010 PHS
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PHS OFFICER INFORMATION

Training Summary

Covrze Title Statvs Start Date End Date
g30002 111 - NDMS in Review Completed 027182004 02/18/2004
g30001 110 - Dizazter Response Completed 027182004 02182004
430009 125 - Occopational Safety Completed 02/18/2004 02/18/2004
g30024 201 - CCRPF Overview Completed 0271872004 02/18/2004
430025 202 - PHS History Completed 027182004 02/18/2004
430020 141 - Hlth Consq aed Response Completed 0271872004 02/18:2004
430004 113 - Vet Isznes in Dizasters Completed 027102004 02/10/2004
g30003 112 - DMAT Rolez and Rezsp Completed 0271072004 02/10/2004
430011 124 -Team Safery Completed 0271072004

430005 114 - Dz Mormary Op Rezp Tmsz Complated 02/25/20

g30030 142 - Drzazter Triage Completed 02, 20

430032 147 - Critical Inc Strzzz Mzmt Completed 02/257200

g30033 180 - Infections Disease Mzmt Completed 02425720

430035 182 - Terrorizm Completed 02, 20

430034 183 - ABC: of Bioterrorizm Completed 02/25/20

430004 120 - Pers+Family Preparedaess Completed 02426520

g30028 140 - Prev Med for Field Op: Completed 02426520

430044 217 - Bafety + Security Aware Completed 02/ 265200

430007 121 - Media Rel+Role of FIO Completed 02/ 277200

430040 324 - Basic Cogne iz Bpidem Completed 0242772004

430045 322 - Public and BEav Health Completed 02/2772004

430045 218 - Working Bffect Overzaas Complated 0272772004

g30041 212 - Health System Design Completed 02/27/2004

430040 211 - Civil Milirary Opz Completed 0202772004

d30008 122 - Personal Gear Completed 02/27/2004

430024 130 - Incideat Management Syst Completed 0242772004

430027 137 - Outreach Activities Completed 02/27/2004

430031 144 - Masz Gathering Mediciae Completed 0272772004

g30034 181 - Haz Mat Awar- NDMS Teams Completed 02/2772004

g30037 185 - NDM3 Tm Ops in Host Eav Completed 0272772004

430038 187 - Refuges Health Care Completed 0272772004

4300350 210 - Cultural Awareness Completed 0272772004

430043 214 - Staying Healthy Overseas Completed 037012004 03012004
430042 213 - Iaternariona! Deployment Complated 03/01/2004 030172004
430047 210 - Incident Command System Completed 03/02/2004 03/02/2004
g30044 215 - The Fog of Relief Completed 03/02/2004 03/02/2004
g30012 124 - Airceaft Safery Completed 03/10/2004 03/10/2004
430013 131 -Tzat: aad Command Setup Completed 0371072004 03/10/2004
g30014 132 - Ficld Pharmacy Completed 03/11/2004 03/11/2004
g30015 133 - Logiztical Izzuez Completed 0371172004 03/11/2004
g30014 134 - Telecommunications Completed 0371172004 03/11/2004
430017 135 - Informaticn Techaclogy Completed 03/11/2004 03/11/2004
d30018 134 - Litter Bearing Completed 03/1172004 03/11/2004
4300190 143 - Legal Isspes And Answers Completed 0371172004 03/11/2004
g30023 172 - Iatracssecus Infusion Completed 0371172004 03/11/2004
430050 150 - Ajrway Management Complated 0371172004 03/11/2004
430083 310 - Dealing With Grief Completed 03/17/2004 03/17/2004
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10 OFFICER ACCOMPLISHMENTS - VIEW ONLY ACCESS

1. From the Portal Homepage, click on the Officer Accomplishments link located in the

Reports pagelet.
Reports =
Expiring Licenses Officer Accomplizhments
Applicant Accomplishments Reaquisition Data
Roster Query; Serno Lookup
PHE Detail to ©F License “alidation

2. Ifthis is the first time you are running the report, click the Add a New Value link.

Officer Accomplishment Report

Enter ary infarmation yau have and click Search. Leave fields hlank far a list of all values.,

Find an Existing Walue Add a Mew Yalue

Waximurm number of rowes to return (up to 3000; (300
Search by: Run Control ID begins with |

[ Case Sensitive

Search  Advanced Seatch

Find an Existing Yalue | Add a Mew Yalue c

3. Enter your Run Control ID. For this example, the Run Control ID will be PROFILE. Click
the Add button.

Officer Accomplishment Report

Run Caontrol ID:|F"FlDFILE
PYPRE —

Find an Existing Valus | Add 3 Mew Valus
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Click the Run button.

" Officer Accomplishment Report

Run Control ID: PROFILE

Select the Server Name ‘PSUNX’, Type ‘Web’ and Format ‘TXT'. After you select the
parameters for the process you want to run, click the OK button to submit the request.

Process Scheduler Request
User ID: Run Control - cpoe) e
10
Server Name: IPSUNX :I" Run Date: o0z W
Recurrence: I -I Run Time: 11:1Z2:17PM Resst to Current DateiTime
Time Zone: A,
Process List
Sslect  Description Procsss Hams Procass Typs “Typs “Fonmeat Distribution
I PHS Officer Accomp Report CG OFCR_ACMP  Application Engine Web ﬂ ITD(T ¥ | Distribution
o T—

It will take you back to the Officer Accomplishments page. Note the process Instance
Number. This is the number you will use to track your report in the Process Monitor.

Click the Process Monitor link located in the top right corner of the page.

= [
I Dfficar A Fshment R
Run Control ID: PROFILE mq:esz Maonitor Run

Once you have clicked the Process Monitor link the system launches Process Monitor
where you can see the status of the job.

NOTE: When you initially submit your job it may have a run status of Processing, Queued
or Initiated. At any time, you may click the Refresh button. This initiates a screen refresh
that will provide you with the most current status of your submitted job. When the job
completes, you should see a run status of Success.

38



Business Procedure D

7. Once the status says Success, click the Details link to view your report.

ocument
Core HR

[ Server List 7

View Process Request For

useri:f @, Type: | =] [Last = 1 [pas =l | Refresh |
Server: I 'I Name: Q@ Inslance:| to ‘

Run I—;I Distribution l—;l ¥ save On Refresh

Status: Status:

Process List customize | Find | view Al B ] 3 First Kl 42072 13 st
Select Instance Seq. Process Type Process Hame User Run Date/Time Run Status w Details
] 373 Application Engine CG_OFCR_ACMP S 04012012 111 2FPM PDT Success QM

8. Click the View Log/Trace link to view the report you just submitted.

Process

Instance: 373 Type: Application Engine
Hame: CG_CFCR_ACMP Description: PHS Cfficer Accomp Report
Run 5Status: Sucoess Distribution Status: Posted

e e Process

© Hold Request
o Gueue Request

Run Control ID: FROFILE

Location: Sarver

[
Server: FSLINK Cancel Request

' Delete Request
Recurrence: c

Restart Request
(i e———

Request Created On: 04012012 11:14:11PM POT Farameters Transfer
Run Anytime After: 0401/2012 11:12:17PM POT Message Log View Lods
Began Process At 04/01/2012 11:14:28PM PDT Batch Timings

Ended Process At 04/01/2012 11:41:04PM PDT View Log/Trace G

9. A second browser window will appear listing the report you just submitted. Click your report

(in this case, Officer Accomplishments Report.csv).

Miew Log/Trace

Report 10: 37830 Process Instance: 27231 Message Log
Name: CGE_OFCR_ACMP  Process Type: Application Engine

Run Status: Sucoess

PHS Officer Accomp Report
Distribution Details.

Distribution Hode: RFTNODE Expiration Date: 04/08/2012
File List
Hame File Size 5| Datetime Created
341 04/01/2012 11:41:04.475032PM PDT

2,821,100 04012012 11:41:04. 475032PM POT

[Lfficer Accomplishments Report. csv

Distribute To
Distribution 1D Type
User

=Distribution 10
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Click Open to review the output or click Save if you would like to save the document and

come back to it later.

File Download

Do you want to open or save this file?
j Marme: Officer Accomplishments Report. xls
HHl Type: Microsoft Office Excel 97-2003 Warksheet
Fram: gp-dev.direct-access.us
Cancel

Open Save

W lwayps ask before opening this type of fils

X

While filez from the Internet can be uzeful, some files can potentially
harm pour computer. IF you do not bzt the source, do not open or
zave thiz file. What's the rizk?

9

The system launches Microsoft Excel, which displays your output.

E-\_-.' da-o- s [] ED
i
---"'I mone | bort  gmlaeed Momsic O Gpiee  Mew Rdbu Aot
= . - = Vi ~
.:1["’ (us cH X e B S Ganenl . k ] Mol ! Norral 3 Normal = Em'" fl’
= & Copy ‘ i - IR _"7_ FLS ;
M ot BB O A BRI RE Buprcac $o% 0 45 oo b g fiood e e )
put I (= B e LoTE {11 Eatrg
.I 5 ——
- B o D ki i B H
Emglid_|Name el Mamber _fank mplayee s Catepory Discpline Rusiness il mivess Phase
| BT Phamasig Spdar Fhimacist 3
R o e latedRssane hirss
i | N H-Generd gt v iy Reserie Hig-Ganenl [
T TR Pamactogeal Soentist  Readlar [Phamactingtal Soertit |1
i : D8 mticiogis Fepdir [Mhrobiciogist i
7 | TR Warctinig i Worsbiosg s i
i i 35 508 HE-Gemerd rative Ready Resere Wat-Genenl |
5 e . ;EE'\EHS-I:'-EIHME ractive Ridy Riserng Ha-paranl C
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11 ROSTER - VIEW ONLY ACCESS

1.

2.

From the Portal Homepage, click on the Roster link located in the Reports pagelet

Reports =
Expiring Licenses Officer Accomplizhments

Applicant Accomplizhments Reduisition Data

Roster Query: Serno Lookup

PHS Detail to ©GF License alidation

If this is the first time you are running a report, follow the instructions above under section
1 Officer Accomplishments Report, step 1.2 to add a new Run Control ID. If you have
previously run any report through the Process Scheduler, enter the Run Control ID or click
the Search button to find the value.

Roster Report

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

Find an Existing Value Add a New Valus

Maximum number of rows to return {up to 200): |200

Search by: Run Control ID begins with|

™ Case Sensitive
Sor )

Find an Existing Value | Add 3 New Valus
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3. Select the Run Control ID.

NOTE: The system allows the user to use the same Run Control ID to run any report
through the Process Scheduler.

Roster Report

Ervier mny indormabion you have snd deck Seench. Lewvs Tieicds blenk for » lis of sl veluves

EECIERIER fee i vae

Rlaxitrum mumsser af rows bS faboen [up s 3000 (00

Search by: Run Contred ID/bagin with |

[T Case Sensitive

Sarch o] Atvanced Semch
Search Results
Wiew Al Fime [§] e ] Lau

Run Contrel I Langunor Cods
ACCOhIR Englisn

Find an Exiating Vilus | 29¢ 8 New Vale

4. Click the Run button.

Run Controd 10: FROFILE

5. Select the Server Name ‘PSUNX’, Type ‘Web’ and Format ‘TXT'. After you select the
parameters for the process you want to run, click the OK button to submit the request.

Process Scheduler Request

User ID: " — Run Centrel ID: PRCFILE
Server Name: I FSUNK j’ Run Date: 04022012 IE
Recurrence: I vI Run Time: 12:17:07AM [ Reset to Cument DateiTime |

Time Zone: O\n

Select Description Process Name Process Type *Type *Format Distribution
¥ PHS Roster report CG_ROSTERRPT  Applicstion Engine  |Web  =| [TXT =] Distriution

o ag—
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The system will take you back to the Roster Report page. Note the process Instance
Number. This is the number you will use to track your report in the Process Monitor.

Click the Process Monitor link located in the top right corner of the page.

Run Contral ID:  PROFILE

Once you have clicked the Process Monitor link the system launches Process Monitor
where you can see the status of the job.

NOTE: When you initially submit your job it may have a run status of Processing, Queued
or Initiated. At any time, you may click the Refresh button. This initiates a screen refresh
that will provide you with the most current status of your submitted job. When the job
completes, you should see a run status of Success.

Once the status says Success, click the Details link to view your report.

View Process Request For

UserID: | 2, Type: | j |Last j | 1 |Days j Refresh
Server: I 'l Name: @, Instance:| to |

Run [ ~| Distribution [ 7 ¥ save On Refresh

Status: Status:

e
Customize | Find | View A1 | BV | B First El 13073 I Last

Distribution

Select Instance Seq. Process Type Process Name User Run Date/Time Run Status S Details
I = 37332 Application Engine CG_ROSTERRPT 04/02/2012 12:17:07AM PDT Success @Detans |
- 373 Application Engine CG_OFCR_ACMP 04/01/2012 11:12:17PM PDT Success Posted Details
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8. Click the View Log/Trace link to view the report you just submitted.

Process Detail

Process

Instance: 37332 Type: Application Engine

Hame: CG_ROSTERRPT Description: PHS Roster report

Run Status: Sucoess Distribution 5tatus: Fosted

(R [l Update Process

Run Control ID: PROEILE © Hold Request

Location: Server € Queue Request
Il

Server PSUNK Cancel Request
' Delete Request

Recurrence:

' Restart Request

S —— L ——

Request Created On:  0402/2012 12:19:07AM POT Farameters Transfer
Run Anytime After: 04022012 12.17:07AM PDOT Message Log View Lodks
Began Process At 04022012 12:19:12AM FDT Batch Timings

Ended Process At: 04/02/2012 12:43:31AM PDT View | og/Trace G

9. A second browser window will appear listing the report you just submitted. Click your report
(in this case, PHS Roster Report.csv).

View Log/Trace

Report
Report 1D: 37831 Process Instance: 37332 Message Log
Hame: CGE_ROSTERRFT  Process Type: Applicaticn Engine

Run 5Status: Sucosss

PHS Roster report
Distribution Details

Distribution Node: RFTMODE Expiration Date: 04/0%/2012

File List
Name File Size (bytes) Datetime Created
AE_CG ROSTERRPT_37332.stdout 3268 04/02/2012 12:43:31.8482224M PDT

L HSRosterReport. cav 2,815,828 04022012 12:42:21.848222AM PDT

%

Distribute To
Distribution 1D Type *Distributicn 1D
User
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10. Click Open to review the output or click Save if you would like to save the document and
review it later.

File Download |

Do you want to open or save thiz file?
Mame: PHSRosterRepart, xls
EHl Type: Microsoft Office Excel 97-2003 Worksheest
From: gp-dey.direct-access.us

Open Save Cancel

¥ Always ask before opening this type of file

While filez from the Internet can be useful, some files can potentially
harrn paur camputer. 1F you do nat trust the zource, do not open or
zave thiz file. ‘wWhat's the risk?

The system launches Microsoft Excel, which displays your output.
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12 EXPIRING LICENSES - VIEW ONLY ACCESS

1. From the Portal Homepage, click on the Expiring Licenses link located in the Reports

pagelet
Reng -
Expiring Licenses Officer Accomplizhments
Applicant Accomplishments Reaquisition Data
Foster Euery: Serno Lookug
PHS Detail to CF License “Yalidation
2. Enter PHS in the search field.
CG_PHS_EXPIRINGLICENCES - PHS Expiring Licences Report
ceurPHs:|_<:
View Results
' PHS Serial Categary Empl | License and Certificate Issue | License | Issued | Expiraion | Humberof Type of o :
HEMPUD flame Number ‘ Discipline ‘ Class Code Deser Date # By Date days ‘ Restriction GQualfying| Email
3. Click the View Results button,
CG_PHS EXPIRINGLICENCES - PHS Expiring Licences Report
CG or PHS: FHS.
Vigw Results
. PH_S Serial Categary Empl | License and Certificate Issue | License | Issued | Expiration | Humberof Type of " .
HEMPUD o Humber ‘ Discipline ‘ Class Code e Date # By Date days ‘ Restriction Qualfing | Emai

The output of the report will launch in the system browser. If preferred, click Download
results in Excel Spreadsheet to view the output in Microsoft Excel.
NOTE: This report will NOT report officer's who are missing an email address on their record.

46




Business Procedure Document
Core HR

CG_PHS_EXPIRINGLICENCES - PHS Expiring Licences Report
CG or PHS: P13
View Results
Download results in : (Excel SoreadSheef) Cov TextFie xuLFie (5198 kb)
Vigw All First [ 1-100 of 2881 [y] Lest
PHS License
5 Category |Empl | and Issue Expiration |Number| Type of .
EMPLID Name Serial |Rank Discipline |Class| Certificate Descr Date License # Issued By Date | of days |Restriction Qualifying Email
Humber
Code
- _— NI BOARD OF
1 [ ) CAPT | 2" AD |CLINPSY 0412172011 [ 1174 PSYCHOLOGIST|07/01/2012 90|0-None  [Y I
General Psychology
EXAN
edical NI BOARD OF
2 | LCOR [ et RSV |MEDICAL | Medical 1112072008 A-1475-08 | MEDICAL 0712012 90|0-None  [Y
! EXAMNERS
3 | i cor [Modo ooy |ueDicAL [Medical  |oonsmovs|asoesest (O MEDCAL onimorz|  sojowone v i
| Officer BOARD
Nedical OK MEDICAL LIC
4 | COR |ofreer R0 [MEDIGAL |Medical 0710111858 21275 AND 0712012 90|0-None  [Y
SUPERVISION

13 LICENSE VALIDATION - VIEW ONLY ACCESS

1. From the Portal Homepage, click on the License Validation link located in the Reports

pagelet.

Reports =
Expiring Licenses Officer Accomplizhments

Applicant Accomplishments Reaquisition Data

Roster Query; Serno Lookup

PHS Detail to CF License “Yalidation

2. The output of the report will launch in the system browser. If preferred, click Download

results in Excel Spreadsheet to view the output in Microsoft Excel.

CG_PHS_LICENSE_VALIDATION- License row validation report
Dawnload results in - (Excel Spreadsheel) C8V TextFile XuLFile (150 kb)
View Al First [ 1-89 of 89 [ Las
. . Last
Empl ; License/Certificate|  License License/Certification Last
EMPLID | Rank Name SERNO Class Email Code Description Issue Date Number Issued By Updated By Update
Date/Time
CardiacLife 03/20/2012
1 LCDR | RSV CLSI SuppartInstuc 02/01/2010 $4359PH
CardiacLife 03/21/2012
2 LCOR W RSY CLsI Support Insiruc 02/16/2012 109-14PM
-— 03i21/2012
3 LCDR RSV NRSRN Nursing 06/30/2007 TR
Therapist 03182012
4 LT RSV (¥ THERPHYS Physical 04/01/2009 (5638 217-43P))
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