Adding a Non Employee

How to Add a Non Employee

Use  When there is an incident involving a non-USCG member, they must be added to the
system. The user will take the following actions to add a non-employee.

Pages e Name
e Address
e Personal Details
e Extra Details
Step Action

1 | First search to see that the person doesn’t already exist in the system by
navigating to the Non-Employee.

2 e Enter the person’s Last Name and click the Search button.
e If there are “no matching values found”, select the Add a
New Value tab (Step 3).

e |f the person exists in the system, proceed directly to the
instructions for each program on entering an Incident.

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

{ Find an Existing Value {__Add a New Value |

Non-Employee ID: |begmswwlhll|
Name: |neginswnhL||
Last Name: l [ begins with > [[smiTH
First Name: |negmswnhd|
Second Name: |neginswnhll|

Alternate Character Name:l begins with LI |

[ Case Sensitive

Search | Clear |Easu:Sean:h B save search Criteria

Mo matching values were found

Find an Existing Value \ Add a New Value

Note: If non-employees share the same first and last name, identify
based on address or other unigue information.
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Step Action
3 | Select the Add button.
Non-Employee
[ Find an Bxsfing Valuz_} Add aNew Value '\
Non-Employee ID: lm
Add
Find an Exisfing Yalue | Add a New Value
Upon Save, the system will automatically generate the Non-Employee
ID number. Please do NOT type one in.
4

Select the Edit Name hyperlink to add the persons name to the system.

Name | Address | Personal Defails | ExiraDefails

Non-Empl ID: 00000000000

*Name Format: | Enalish =l sithiame

Name:

e Enter the First Name, Middle Name (if known) and the Last
Name into each field provided.
e Prefix and Suffix are optional fields.

Edit Name
Prefiy: ([
First Name: Kelly Middle Name: L

Last Name: Kathy
Suffix: hd

Refresh Name | Display Name: Kelly Kathy

Formal Name: Kelly kathy
Name; Kathy Kelly L

OK | Canue\l Retreshl

e Click the OK button
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5

Select the Address tab.

e Country defaults to USA. You can click on the <
magnification glass icon to change the Country if it is one
other than the USA default.

e Click on the Edit Address hyperlink

[AMA |~ Address | Parkonal(EaeE | egirs DEaE

HonEmpilt:  A0000000000

Gadd | | UpmieTaplay |

1 Save | [0 metity | 73 Rntrmat

[ame | Asdress | Ba Eitra Desans

On the Edit Address page, enter the following information
e Address is the street address (and apt if applicable) for the
non-employee.
e City
e State: Use the two letter postal abbreviation for the state or
click on the @ magnification glass icon and choose State.
e Postal is the five-digit zip code (if known).

Edit Address

Country: United States

|1234 South Kensington Street Apt. 987

Chanae Country

Address 1:

Address 22 |

Address 3: I

City: |Arlmg1mn Slale:lv‘\ Q Virginia Postal:|22202
County: |
oK Cancel

e Select the OK button.

Note: Do not use Address 2, Address 3 or the County fields.
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Select the Phone hyperlink at the bottom of the Address tab to enter
the phone number (if known).

[/ Name | Address Y Personal Details | Exra Details '

Name:
Kalus Kelly Non-EmpliD: 00000000000
Country: USA C United States
Address: 1234 Main Street, Apt# 34BC Edit Address

Arlington VA 22202

Phone
B save otify | | s Refresh Ebagd [ A

MName | Address | Personal Details | Extra Details

e Select the Phone Type, i.e., Work or Home, by selecting the
down arrow and select from one of the options presented.

14

00000000000

GCustomize |Find | 8 First [ 1 o1 [P Last

*Phone Type Telephone
E [ =
Business

Campus Refresh

—Darmitory
FAX
Home
Home Fax
Main
Mabile
Other
Pager 1
Pager2
Telex
Work Cell
Work Fax

¢ Inthe Telephone field after selecting the phone type, enter the
phone number without any special characters (8027851234).
The number will be reformatted automatically.

e Click on the “+” or “-* buttons to add or delete telephone
numbers.

Mew Window |

00000000000

Customize | Find | 2 First [4) 1 or1 [F Last

“Phone Type Telephone
[Home =1 [s02785-1234 =1

oK cancel | Refresn |

Select the OK button when finished adding or deleting numbers.
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7 | Click the Personal Details tab. There are only two fields being used on
this page for non-employees: Birthdate and Gender.

e Inthe Birthdate field, enter the birth month, day and year
(092468)

tama Sddress | Personsl Detats | Ejfra Dafasi

atus Kty Non EmORD: 0000000000
Bt
R ™ ake fomate ¥ Unknown
Data of Deat: [ 3
...... N
Tenphapes S
Tumnass Une [FCEa, Emseacs
Department. —a,
e [a

e Select radio button for Gender (Male, Female or Unknown)

note: do not enter data in the other fields)
[ Mame | Address | Personal Details | Exira Delails |

Gerald Henry Theodore

Non-EmpliD: 00000000001

Birthdate:

Date of Death:

Employer:

Department:

Supervisor ID:

Business Title:

Business Unit:

—
|

|

e
 a
 a

 Male  Female

Global Business Institute BL

 Unknown

B save | LLReturn to Search

Frevious n List | 4 Nestin List | EThotty | | o Retresh

Narne | Address | Personal Details | Extra Details

e Select the Save button.
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Click the Extra Details tab to enter additional contact information.

/ Name |/ Address | Personal Details | Exira Defails Y

Name:Kalus Kelly Non-EmplID: 00001924008

Extra Address  |Kellykalus@tmz.com ;I
Information: PO Box 123, Arlington, VA 22202

B save | [E]notity | L Refresh [E¥Add | ] updateDisplay |

Mame | Address | Personal Details | Extra Details

e Select the Save button.

Note: After saving, the Non-EmplID will be assigned and displayed.

End of Adding a Non Employee into the System
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