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1.0 INTRODUCTION

This user guide contains essential information for Coast Guard Recruiting Command (CGRC) personnel to fully
utilize the Direct Access Recruiting System (DARS). Included are detailed descriptions of the system’s functions and
capabilities, step-by-step procedures for utilizing the system, screen shots of the step-by-step procedures, tables of
field descriptions and appendices which include diagrams and tables of pertinent information.

1.1 Purpose and Scope

This document is intended for use by the CGRC Administrators, Recruiters, Recruiters-in-Charge (RICs), Regional
Leaders (RL), Regional Supervisors (RS) and Reservation Specialists. The purpose of this user guide is to provide
detailed instructions for each of the user roles on how to use Recruiting Solutions to vet, manage, and process leads,
prospects and applicants to ultimately access the best qualified individuals into the Coast Guard. This guide
thoroughly explains the processes, navigation, features and capabilities of the system.

DARS is a PeopleSoft Enterprise system and is part of the Direct Access suite of applications. This software is
designed to assist CGRC in recruiting candidates and transitioning them from an Applicant to a reservation.

1.2 Organization

This document is organized into seven sections.
Section 1.0 — Brief Introduction about this user guide.

Section 2.0 - Description of the various roles of the user community and how they can complete their daily
responsibilities using Recruiting Solutions.

Section 3.0 - Provides instructions with screen shots for the Administrator role on how to utilize Recruiting
Solutions to fulfill their daily job responsibilities.

Section 4.0 - Provides instructions with screen shots for the Recruiter role in Recruiting Solutions and how to fulfill
their daily job responsibilities.

Section 5.0 - Provides instructions with screenshots for the Recruiter in Charge role in Recruiting Solutions on how
to fulfill their daily job responsibilities.

Section 6.0 - Provides instructions with screenshots for the Reservation Specialist and how they use Recruiting
Solutions to fulfill their daily job responsibilities.

Appendix A - The final section is the Appendix which contains useful information pertinent to the different user
roles in Recruiting Solutions.

2.0 SUMMARY OF ROLES AND RESPONSIBILITIES

The four different user roles for the system are Administrator, Recruiter, Recruiter in Charge (RIC) and Reservation
Specialist. Regional Leaders and Supervisors permissions in the system will mimic those of the RICs assigned within
their region. Each of these roles has a set of unique responsibilities to process interested leads from the moment
they inquire about the United States Coast Guard (USCG) until they ship to Training Center Cape May for recruit
training (boot camp) or Direct Entry Petty Officer Training (DEPOT).
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2.1  Administrator Roles and Responsibilities

The roles and responsibilities of the Administrator are:

= TImport Recruiting Plans (Load, Mission, A-School)
* Maintain CGRC Recruiting Tables
=  Manage Workspaces (Job Openings)

2.2 Recruiter System Roles and Responsibilities

The roles and responsibilities of a Recruiter in DARS are:

* Add leads

= Process web and chat leads assigned by the RIC

* Add or update Applicant’s program

*  Advance a Lead to Prospect and Qualified Applicant status
*  Complete forms for the Applicant to facilitate processing
=  Submit Waiver request(s) for the Applicant

*  Submit A-School request for the Applicant

*  Submit a reservation request for the Applicant

* Add any necessary comments to the Applicant’s application
* Disqualify an Applicant

» Transfer lead/prospect/Applicant to RIC

2.3 Recruiter In Charge (RIC) System Roles and Responsibilities

The roles and responsibilities of a RIC in DARS are as follows:

" Assign leads to Recruiters in their office

= Abandoning Applicants

* Transferring Applicants to another RIC

= Reviewing, approving or denying a Reservation or Waiver request
= Submit approved requests to Reservations or the Waivers Team

Note: Regional Leaders and Supervisors will have the same role within the system as RICs and have access to
multiple recruiting offices.

2.4  Reservations Specialist System Roles and Responsibilities

The roles and responsibilities of a Reservation Specialist in DARS are as follow:

=  Approve/deny Reservation request

= Approve/deny Waiver request

= Approve/deny A-School request

* Transfer an Applicant

*  Update Applicant’s disposition (i.e. Cape May Discharged)
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3.0 ADMINISTRATOR

The responsibilities of the CGRC Administrator include importing the Load, Mission and A-School plan before the
start of each fiscal year. The Load Plan includes target and achieved metrics on the number of Active Duty and
Reserve recruits that can be shipped to Cape May on any given ship date within the fiscal year (broken down by
ship date). The Mission Plan displays target metrics on the number Active Duty and Reserve recruits allocated for
each recruiting office. ~ The A-School Plan displays target and achieved numbers for each Active Duty and Reserve
A-School convene date. The administrator is also responsible for maintaining CGRC recruiting tables such as
Recruiting Locations, Job Openings (Workspaces), Forms, and Programs.

3.1 Import Plan Data
On the portal page, click Import Plan Data to import the fiscal year’s recruiting plans (i.e. Load, Mission, A-

School). Files must be in comma delimited format (.csv) and contain the necessary columns. See Appendix D for
import file columns.

Accessions =
Find Jiob Spenings Add Applicart
Recruiter-in-Chardge Workspace Recruiter Waorkspace
Reservations Workspace Search Applicants
wWigwy Recruting Plan linport Plan Data
Load fip codes Accession Program
Accessions Forms Accessions Forms Fields
Recruiting Locations Guestion Set Definition
Guestion Defintion

Figure 1: Import Plan Data

Enter the Fiscal Year and make the appropriate selections from the Select Plan to Load drop down menu. Click
Load File. If there is currently a file imported for the particular fiscal year, uploading a new file will over-write the
old file.

@ All three plans must be loaded before any edits can be made to them.

Upload Plan

Fiscal Year:

Select Plan to Loaid: h

Load File
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Figure 2: Upload Plan

Browse for the file to be imported and click Upload.

| File Attachment

Upload  Cancel

Figure 3: File Attachment

When importing a file, make sure any codes (Recruiting Office ID, Region ID, Training Type, etc.)
CO within the file already exist in the system. For example, if the code for recruiting office Baltimore is

10000 and the file contains 10001, the information will not display correctly.

3.2 View Recruiting Plan

On the portal page, click View Recruiting Plan. Enter the Fiscal Year in the search box and click Search or click
Search without entering a fiscal year to display a list of fiscal years that have been imported.

View Recruiting Plan

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

Find an Existing Value

Maximum number of rowes to return {up to 300): (300
Search by: FiscalYear = |

Search | Advanced Search

Figure 4: View Recruiting Plan

The search results will display.
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3.3

Edii Ship Daie Training Type Active Target Active Achicved  Reseree Targel  Feserve Achicsed
Fwonaanz Depit 0 0 17
LARRT T TE) Ful Training It 12 10
oz Full Training 50 45 5
¥ om0z Fuil Training 45 1 1
r Moeiihily Total 140 [+ k&

IEZTER) wssionpan | Senool Fisn
Load Plan
Fiscal Yoar 2013 Stalus:  Open Clos FY
ActveDuty  Resenve  Total
Target: 1500 e 1950 Poal Bvera el PlisTisiiing
Achieved-Yiar-to-Date: 1280 70 1630 ASchook
EBCC:
i Targel Erlitbement:
Totak:
Edit Focd
Actre Actwe  Resorve Reserve  Total Totsl
Terget  Achiewed Targel  Achiowed Terget  Achioved
Totalvear) 1500 1260 450 70 1950 1630
Targeiivear) 1800 1260 450 370 1950 1630
Differance o ] ] ] Q ]

Cysgionize g | B
Totsi Target  Total Achicoed
17

55

173 =
2=
s3# =
H S
115 [

Figure 5: View Recruiting Plan

Editing Imported Recruiting Plans

On the portal page, click View Recruiting Plan and select the fiscal year. Click the tab of the plan to be edited.

School Plan

Load Plan Migzion Plan

Load Plan

Fiscal Year 2013 Status:  Open

Active Duty  Reserve  Total

Ponl

Figure 6: View Recruiting Plan

Click the ¥~ icon to edit an existing row.

Close FY

Ararded

Lt Ship Date
¥

4
£
¥

Training Type
10N 452012 Depot 0 i} 1T

ez
10232013

AN D

[ Full Training [ i5 33| 10
Full Training &0 48 5

il Traimimn A5 1 1

Figure 7: Edit Recruiting Plan

Active Target Active Achéeved  Roserws Terged  Reseree Achioved

7

Click the icon to insert a new row and the =] icon to delete an existing row.

Total Target

i7
55
&5

AR

Total Achioved
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Ll Ship Date Training Type Active Targedl Aclive Achieved  Beserve Targel  Reserve Achéeved Totsl Target
& omanoiz Dipat 0 o 17 iH 17
& 1wmenmz Full Training 5 33 10 10 55
& " - ] o 0 o (]
& 1wz Full Training 50 i 5 5 55
-

Figure 8: Add New Row

Select the Edit Target link the edit the target totals and Edit Pool link to add or modify bonus pool amounts. Click
Save once changes have been made.

Acthve Duty  Reserve  Total Bonus Information

Target: 1500 450 1950 Paool Awearded Femaining
A-Schook
Achieved. Year.-to-Date: 1260 aro 1630
EBCC:
Egit Targel Entitlement:

Figure 9: Edit Target/Bonus Pool

To close a fiscal year, click Close FY.

0 When a fiscal year is closed, applicant data becomes read-only for all applicants who were reserved
during that fiscal year. No changes can be made to their applicant data.

Regions and Recruiting Offices are setup as recruiting locations. When a new recruiting office is added, add the
office to region. This allows new recruiting offices to be added to the Mission Plan page.

On the portal page, click Recruiting Location. Click the Add a New Value tab and enter CGACC in the Set ID field.
Click Add.

Define Recruiting Location

Eind an Existing Yalug Md a New Valug

Set ID:[CGACC @,

Add

Eind an Existing Yalus | Add a Mew Value

Figure 10: Add New Recruiting Location
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application.

@ If CGACC is not indicated as the Set ID, the recruiting location will not be recognized by the recruiting

Select Active for the Status and enter a description in the Description field.

For a new recruiting office, enter RECOFFICE in the Short Description field in the Location Details section. Leave
the Location section blank. In the Recruiting Zip Codes section, enter any zip codes for the recruiting location.

Use theli—I icon to add additional zip codes.

For a new region, enter RECREGION in the Short Description field in the Location Details section. In the

Location section, select the recruiting offices for the region. Use the *| icon to add additional recruiting offices.

"Status:

"Description:

Location

Fostal Code

Location Details

Short Description:

Description

Active -

customize | Fing | B | 3 Fret Elqore I Last
Recruiting Location Description

Q [#|[=]

Customize | Find | view &1l | B | 3 Frct Kl aora O Last

Description

# =

Figure 11: Recruiting Location

o If RECOFFICE or REGREGION are not indicated, the system will not recognize these recruiting locations
as a recruiting office or region, respectively.

3.5  Edit a Recruiting Location

On the portal page, click Recruiting Location. Enter CGACC in the Set ID field and click Search or just click
Search to see a list of all the recruiting locations. Select the recruiting location to be edited.
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Define Recruiting Lecatien

Enfter any information you have and click Search. Leave fields blank for a listof all values

Find an Existing Value Add a MNew Value

Maxirmum number of rows to retum (up to 300) i3clu

Set ID: begins with = [CGACT Q,
Recruiting Location: = -

Description; begins with = |

Short Description:  begins with = |

"I case Sensitive

Search Claar  Basic Search l_g? Save Search Criteria

Find an Existing Value | Add a Mew Value

Figure 12: Edit Recruiting Location

Click Save once the changes have been made.

3.6  Import Zip Codes

On the portal page, click Load Zip Codes to import zip codes for existing recruiting locations.
Code File. If there are currently zip codes loaded, uploading a new file will over-write the old file.

Select ZIP Code File

Figure 13: Upload Zip Code File

Browse for the file to be imported and click Upload.

File Attachment

Upload = Cancel

Figure 14: Attach File

Click Select Zip

system. For example, if the code for recruiting office Baltimore is 10000 and the file contains 10001,

C When importing a file, make sure any codes (i.e. Rec Location ID) within the file already exist in the
the information will not display correctly.
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3.7

Maintain Zip Codes

On the portal page click Recruiting Location. Enter CGACC in the Set ID field and click Search or click Search to
display a list of all of the recruiting locations. Select the recruiting location to be edited.

Define Recruiting Location

Enter any infarmation you have and click Search, Leave ields blank fara list of all values,

Find an Exisling Value Add a New Value

Mandrmum number of rows to retum (up to 300): |3EID

Set ID: begins with ~ [CGACC @
Recruiting Location: = - |

Description: begins with = |

Short Description:  begins with ~ |

" case Sensilive

Search Clear | Basic Search [EF Save Search Criteria

Fimd an Existing Value I Add a NewValue

Figure 15: Maintain Zip Codes

In the Recruiting Zip Codes section, add, delete, and/or modity zip codes.

Recruiting Locations

Location Details

Recrising Location: 10033
“Stafs: Acive .
“Description; Baltirmiose MO-BAL
Short Description: [RECOFFICE
Customize |Fing | B ) 2 Fea
Lacation Dascrighion Rocruiting Location  Descriplion
|- a EE

115533 Battimare-Pa ==
2 [15524 | patimare-Pa, 1@ =

3 [15515 ‘Baltimare-PA == g

[ r o | — Y e |

Figure 16: Add Zip Codes

Click Save once the all changes have been made.
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applicants from those zip codes.

These recruiting location/zip code mappings are used to route applicants from the Coast Guard website
C to RIC Workspace. Any RIC job opening linked to a recruiting location that has zip codes will receive all

3.8 Create a New Workspace

All workspaces are created as job openings. These job openings capture the recruiter ID and recruiting location

(office).
On the portal page click Create New Job Opening.

Create New Job Opening

Enter Primary Job Opening Information

Select a Jdob Opening Type and Business Und then add Profile Ds or any other information you require 1o
crente o Job Opening. Sedect Continue once you have enbered ol required indormation

e I T ke

Job Opening Type: Cantinuous Job Opening -
Business Unit: Enlisted G -
“Profile LMilization: Mo Profiles -

Position Humber:
Job Code:
Posting Title:

Coninue

Figure 17: Create Job Opening

Enter or select the following values (leave remaining fields blank):

Field Name Field Description

Job Opening Type Continuous Job Opening

Business Unit Enlisted CG

Profile Utilization No Profiles

Posting Title <last, first name — role> (e.g.Doe, John — RECRUITER ; Doe, John — RIC)

Table 1: Primary Job Openings Information Fields

Click Continue to display the Job Opening page.

In the Opening Information section, enter the following (leave remaining fields blank):

Field Name Field Description

Template ID 1301 (a warning message will display when this value is entered. Click OK in the message
box)

Created By Leave defaulted value

Created <current date>

Openings to Fill Unlimited
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Field Name Field Description
Business Unit ENLCG
Company ACG

Recruiting Location | Select the recruiting location

Statue Code Leave defaulted value (this will change to Open when the page is saved)

Status Date Leave defaulted value

Referral Program ID | Select Recruiter or Recruiter in Charge.

Table 2: Job Opening Fields

In the Assignment section, click the Add Recruiters link and select the magnifying glass. Enter the name or emplID
of the recruiter/RIC and click Look Up. Select the name of the person. A new row will be inserted. Select the
Primary checkbox for the new row.

Click Save and Open. The status of the job opening is automatically changed to Open.

Recruiter Workspace for the recruiting location that was entered. If Recruiter in Charge is indicated,

C The referral program ID determines the kind of Workspace. If Recruiter is indicated, this becomes a
this becomes a RIC Workspace for the recruiting location.

3.9 Reassigning a Recruiter to a Different Recruiting Office

This should be done when a recruiter is leaving one recruiting office and reassigned to another. If a recruiter needs
to be assigned to another recruiting office in addition to the current one (multiple locations), a new workspace
must be created for the recruiting office (see Section 3.8).

On the portal page, click Find Job Openings. Enter the emplID of the Recruiter in the Recruiter ID field and click
Search.
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Enter Search Criteria

| Bearch | Reset |

Job Opening ID: | @

Status: Open -
Most Recent Activity: -

R

Job Opening Type:
Hot Job: -
Display Jobs:
Manager:

Recruiter: 123456

Originator:

Business Unit:

B EPEPE

Position Number:
Title:

Recruitment Contact: hd

Search Resel

Figure 18: Find Job Opening

In the search results, select the job opening for the recruiter. All recruiter job openings will have ‘RECRUITER’
after the name in the description.

Search Resulls

Joh Opening IDHbr  Type

RECRTER Opening

] siilMichag|. 151939 |=oninUoUS Job 041262013

Figure 19: Search Results

On the Job Opening page, click the Job Opening Details tab.

- Manage Applicants Find Applicants | Activity & Attachments | LR T DRl e

‘Template ID: | 1301 @, C6 Accessions
Job Opening Type: Continuous Job Opening

Figure 20: Job Opening Details
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In the Opening Information section, select the prompt for the Recruiting Location field and select the recruiting
office the recruiting is being reassigned to.

Position Humber:

Job Code:

Compamy

Department:

P L OEP

Location:

100339, Baltimare MD-BAL

Recruiting Location:

Figure 21: Add Recruiting Location to Job Opening

Click Save.

3.10 Grant Access to Other Recruiting Offices

Any person can be granted access to view applicants for different recruiting offices. Generally, Regional Supervisors
will have this type of access. However, this can be done for any user when needed. Access to other recruiting
offices is granted via RIC job openings (workspaces). For example, if a Regional Supervisor needed access to the
Baltimore, MD recruiting office, he/she would be added as a Recruiter for the recruiting office’s RIC job opening.

On the portal page, click Find Job Openings. Enter the emplID of the RIC who the user (e.g. Regional Supervisor)
should have access to and click Search.

Enter Search Criteria

Search Reset

Job Opening 1D: @,
Status: Qpen -
Mosi Recent Activity: hd
Job Opening Type: hd
Hot Job: hd
Display Jobs:

Manager:

Recruiter: BETES4
Originator:

Business Unit:

b Ep P PR

Pasition Number:
Tithe:

Recruitment Contact: -
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In the Search Results, select the job opening for the RIC. All RIC job openings will have ‘RIC’ after the name in the
Job Opening column.

Target Available
Job Opening 1D Nbr Type Location Openings 0 T Hot Job Created
=1 LURlasRIe Continuous Job
] ARICSRIC 151342 Opening 042612013

o Continuous Job

£ |ARIC-RECRUTIER 1151341 a0 0ning 047262013

Figure 23: Select Job Opening

On the Job Opening page, click the Job Opening Details tab.

Manage Applicants Find Applicants Activity & Attachments Job Opening Details
Opening Information
*Template ID: 13019, oG Accessions

Job Opening Type: Continuous Job Opening

Figure 24: Job Opening Details

In the Assignment section, click the Add Recruiters link and select the magnifying glass. Enter the name or emplID
of the user and click Look Up. Select the name of the person. A new row will be inserted. Do not select the
primary checkbox for this recruiter.

Name Recruiter ID Primary

[RiCA @, 1080643 i}

[Doe, John Q1082972 i}

Figure 25: Add User to Job Opening

Click Save. Add this user to all RIC job openings for the user needs access to.

3.11 Add New Prescreen Question on the ADC

To add a new prescreen question to the Applicant Data Card / Prescreen page, the question must first be added and
then linked to the Question Set.

On the portal page, click Question Definition. Click the Add a New Value tab.
On the Question Definition page, enter the following (leave remaining fields blank):

Field Name Field Description
Question Code Enter the code you want the question to use. Preface the code with a ‘CG’ (e.g. CGTESTQUES)

Status Active
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Field Name Field Description

Description Enter a description for the question

Short Desc Enter a short description

Long Description | Enter the question to be displayed on the ADC / Prescreen page

Table 3: Question Definition Fields

In the Answer section, click the magnifying glass for the Answer ID field and select the Yes value in the search

results. Click the | icon to insert another row. In the new row, click the magnifying glass again and select the No
value. Insert another row and select the Not Specified value. In the Correct Answer column, select the checkbox
for the correct answer to the prescreen question. The Not Specified value CANNOT be the correct answer. This
value is needed to allow a prescreen question to be left blank (not specified). ‘Not Specified’ will not display as an
answer on the Prescreen page (only Yes and No will display). Default Points is not used and can be left with the
default values. Click Save.

Question Definition

Question 1D: 1127

*Question Code: CGCOLOR Open Ended Question

*Status: Active 2 Status Date: 0813072012

*Description: Color Blindness

Short Desc: color

Long Description: Have you ever had or do you now have color blindness? e '\‘{
P, = M TE | e
_Cystomize | Fing | # | % Frst K4 3073 13 Last |

*Answer ID Long Description CorTact Default Points

Answer
10429, Yes 7 0 + =
1043 No 0 =]

1127 @, 'Not Specified 0 +| =]

Figure 26: Add New Question

Return back to your Portal homepage and select Question Set Definition. Enter CGGOCG in the Question Set Code
field and click Search. Or click Search and select the CGGOCG question set in the search results (if there is only one
question set, the Question Set Definition page will automatically display after clicking Search).

No changes need to be made to the Question Set section. In the Questions section, scroll to the bottom of the list
and click the [+] icon to insert a new row. In the new row, click the magnifying glass in the Question ID field. In
the Search Results section, select the question you added above. Order number can be left blank as it is not used.
The questions within this question set will display in numerical order based on the Question ID, which is
automatically assigned by the system. As a result, all new questions will display at the bottom of the list.
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*Question ID Long Description Action

Are you a conscientious objector? (Thatis, do you
5 have, or have you ever had, a firm, fixed, and sincere
11219, objection to participation in war of in any form or to the View Answers =+ =]
bearing of arms because of religious delief or
training?)

Have you ever been rejected for
1122@, | enlistment /commission into any branch of the Armed View Answers & =]
Senvices for a reason that still applies?

1123 @, 'Have you filed for bankruptcy in the last ten years? | View Answers (#] =]
11249, Do you have 3 civil action or criminal charge pending, View Answers # =

or have you even been convicted of a felony?

Have you ever used illegal drugs (including marijuana)

= Viey +| =
1259, or intentionally misused a prescription drug? Yiew Answers ==
= Have you ever had or do you now have cataracts or ¥

Q@ View Ansv +| [=
1126 | surgery for cataracts? M =
11279 Have you ever had or do you now have color Row Aewer =)

blindness?

Figure 27: Link Question to Question Set Definition

Click Save.

When a new prescreen question is added, it will only be added to the Applicant Data Card / Prescreen
page. It will not be added to the GetMorelnfo website. To add prescreen questions to the website,
contact the website administrator.

Use the Question Definition page to modify an existing prescreen question on the Applicant Data Card / Prescreen
page.

On the portal page, click Question Definition. On the Find an Existing Value tab, enter a value in one of the
search fields and then click Search. Or click Search to obtain a list of all the questions. Select the question to be
modified in the Search Results section.

On the Question Definition page, modify the values as appropriate. Do not change the values in the Answers
section. Each question must have an Answer ID of Yes, No, or Not Specified and at least one Correct Answer
checked.
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4.0 RECRUITER WORKSPACE

The Recruiter Workspace allows a recruiter to manage Leads, Prospects and Qualified Applicants by performing
the transactions that are provided in the workspace. The transactions provided in the Recruiter Workspace are:

4.1 Add/Modify Applicant Data
4.2 Add New Program

4.3 Change Program/Application Data
4.4 Change Disposition

4.5 Forms Center

4.6 Submit Waiver Request

4.7 Submit A-School Request
4.8 Submit Reservations Request
4.9 Add Comments

4.10 Disqualify an Applicant
4.11 Transfer an Applicant

4.12 Search Applicant

4.13 Run Reports

To access the Recruiter Workspace click on the Recruiter Workspace link from the portal. This page displays the
Recruiter’s name with a brief description of the tasks that can be completed from this page.

Recruiters, RICs, and Regional Supervisors belonging to more than one recruiting location can toggle between
their different locations by making a selection from one of the options listed in the Location pull down menu.

RICs and Regional Supervisors can also view and take action on their recruiter’s applicants by selecting the
Recruiter in the Recruiter pull down menu.

When you first access the Recruiter Workspace, the Manage Applicants section is defaulted to not display any
Applicants (to improve the system performance). To display a list of Applicants, make a selection from one of the
seven options in the Display drop down list. The date range is defaulted to a six month range to the current date.

To change the date, click on the calendar icon El located next to the Referral Date fields. Click the Refresh icon o

to display applicants who match your search criteria.

@ You must click the s icon to see the most up-to-date list of applicants.

Recruiter Workspace

Recruiter 3

= Applicant Data Gard information, click on the applicants name
« Program related data, click on the Application icon
= Applicant disposition, click on the disposition

Charge, selectthe reciuiter you wish ta view in the Recruiter field

Welcome to your Recruiter Warkspace. To use your workspace, define your search criteria (Dis play, Date Range) and click
Refresh. Click Refresh anytime you wish to see the most up-to-date list of applicants. To perform a trans action for an
applicant, click on the Take Action field and select the transaction you wish to perform. Ta update

If you wark in muliple recruting offices, selectthe office you wish to view in the Location field. Ifyou are a Recruiter-In-

Location: Baltimore MD-BAL
“Display: Lead - Referral Date Between: [1222/2012 B ana:[06212013 [ %
Find & ',
Name 0 Disposition Reason  Gender Ethnicity Race Program Source Ratina Postsl Appiication ReferralDate | Iransfer Recruiter Take Action
o Keleo s RegularNon-Prior | B 04082013 =
PachecoKelsey | 56204 Lead Female Not Hispan e web |1 02720 B (e SelectAction
Regular Non-Prior B 04012013
scalare cad \ =
Scalsro,Cara Bianca 56056 Lead Female Not Hispan White Regula UveChat|3 osaas | [ 40120 SelectAdion
Manvel Jared 55876 Lead Male NotHispan Reserve Enlistment ) yechat |3 02766 B e SelectAction -
DUNN.CAVAN 55373 Lead Male  |NotHizpan Reserve Enlistment a0 02124 o |O3a2013 SelectAction -
RX 12004
R - Regular Non-Prior B 03062013 =
GERAGHTY.TARA | 55751 Lead Female Not Hispan Bl Manual (0 02806 B a00z0 SelectAdion
. .
Figure 28: Recruiter Workspace
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o

When you access the Recruiter Workspace, you must click the

who match your search criteria (i.e. Display, Referral Date Between/And). When you select an action

from the Take Action field and return to the Recruiter Workspace, the prior search results will be

retained. However, if you navigate away from the Recruiter Workspace entirely (e.g. clicking on the

Add Applicant transaction) and then navigate back to the Recruiter Workspace, you must click the
icon again.

v icon to see the list of applicants

Below are the Manage Applicant field names and a description of what each field displays.

Field Name Field Description

Name This column displays the name of the Applicant. To access the Applicant Data Card click on
the Applicant’s name.

ID This column displays the Applicant’s ID that was generated when the Applicant was added
in the system.

Disposition This column displays the disposition of the Applicant. There are three different dispositions
- Lead, Prospect and Qualified Applicant. Clicking on this link will navigate the Recruiter
to the Edit Disposition page. To change the Disposition, refer to Section 4.3.

Reason This column displays a reason for the Applicant’s disposition; dispositions other than Lead,
Prospect and Disqualified will have a reason listed.

Gender This column displays the gender of the Applicant.

Ethnicity This column displays the Applicant’s ethnicity which was entered in the Applicant Data
Card.

Race This column displays the Applicant’s race which was entered in the Applicant Data Card.

Program This column will display the program that the Applicant is assigned to. To add/update a
Program, refer to Section 4.2.

Source This column displays the source through which the applicant’s information originally
entered the recruiting system, i.e. Live Chat, gocoastguard.com, or manually entered by a
recruiter.

Field Name Field Description

Rating This column displays the Applicant’s rating from the pre-screening questionnaire. A rating
of 0 = No Rating/Manually Added Applicant, 1 = Disqualified, 2 = May need a Waiver and
3 = Minimally Qualified

Postal This column displays the Applicant’s zip code.

Application This column displays an icon that can be clicked on to access the Applicant’s application.

Referral Date

This column displays the date that the Applicant’s information originally entered the system
via manual entry by the Recruiter, LiveChat or via the recruiting website
(gocoastguard.com).

Transfer

This column indicates the transfer status of the Applicant; the two values that can be shown
in this column are Courtesy Ship or Transfer.

Recruiter Take
Action (Drop
Down)

This column contains a pull down menu where different actions can be selected to perform
on the Applicant. These fields include- Add New Program, Comments, Disqualify
Applicant, Forms Center, Submit A School Request, Submit Reservations Request,
Submit Waiver Request and Transfer Applicant to RIC.

Table 4: Manage Applicant Fields
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4.1  Add/Modify Applicant Data

An Applicant (lead) may be added to the system by one of the three methods:

1) Manual entry of a new lead by a recruiter
2) Live Chat
3) Get More Info recruiting website.

Leads are manually added by using the Add Applicant transaction and filling out the Applicant Data Card (ADC).
The ADC can be accessed by clicking on Add Applicant from the portal. The only two fields that are initially
required to be filled out on the Applicant Data Card in order for the lead to be saved are the First Name and Last
Name which are located on the Contact Details tab.

Enter the First Name and Last Name and click Save. The new Applicant is now listed in the Manage Applicants
section of the Recruiter Workspace.

To update the Applicant Data Card after an applicant is added by one of the methods above, click on the
Applicant’s name link from the Recruiter Workspace. Click Save & Exit on the ADC to save any changes and
return to the Recruiter Workspace.

@ Live Chat/GetMorelnfo applicants are routed to the appropriate RIC Workspace based on the applicant’s
zip code.

Applicant Data Card

Only the first and last name fields are required to save the applicant record. All other fields can be left blank if you
do not have the information

Only use this transaction to add a new applicant To edit data for an existing applicant, proceed to your recruiter
workspace and click on the applicant name.

i pdd Applicant B Save

Contact Details | Biographical Details | Military Service | DependentData | TestData | Prescreen

Recruiter Location: Baltimore MD-BA

Hame Prefix:

*First Name:

|
Middle Name: |
|
|

*Last Name:

Maiden Name:

Name Suffix:

Country: WO:
Address 1: |

Address 2: [

Address 3: |

City: [

State: [ &
Postal Code: ’7
County: |

Figure 29: Applicant Data Card
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The fields on the Contact Details page are listed in the table below with a brief description of the data that is

required to be entered for that field.

Field Name

Field Description

Name

Name Prefix

Dr, Miss, Mr., Mrs., MS

First Name First name of the Applicant.
Middle Name Middle name of the Applicant.
Last Name Last name of the Applicant.

Maiden Name

Maiden name of the Applicant.

Name Suffix

Name suffix I, II, III, etc. of the Applicant.

Current Address

Country The Applicant’s current country of address.
Address 1 Building number and street name of Applicant’s address.
Address 2 Applicant’s apartment unit if applicable.
Address 3 Any additional information of the Applicant’s address.
City The Applicant’s current city of address.
State The Applicant’s current state of address.
Postal Code The Applicant’s current postal code of address.
County The Applicant’s current county of address.
Home of Record Address
Country The Applicant’s current country of address.

Same as Current Address

If the Home of Record address is same as Current Address for Applicant check this
box.

Address 1 Building number and street name of Applicant’s address.
Address 2 Applicant’s apartment unit if applicable.
Address 3 Any additional information of the Applicant’s address.
City The Applicant’s current city of address.
State The Applicant’s current state of address.
Postal Code The Applicant’s current postal code of address.
County The Applicant’s current county of address.
Email Addresses
Email Type Applicant may have one of each email type totaling five different email addresses.
Email Address The Applicant’s email address.
Preferred Applicant may have one preferred email address.
Phone Numbers
Phone Type Applicant may have one of each phone type totaling 13 different phone numbers.
Telephone The Applicant’s phone number.
Extension Applicant’s phone number extension if applicable.
Country Code Phone number country code.
Preferred Applicant may have only one preferred phone number.

Marketing Source

Marketing Type

The marketing type from which the Applicant was recruited.

Source

The source of the marketing type.

Preferences
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Field Name Field Description
Interest The Applicant’s subjective interest in the Coast Guard (i.e. training, education,

adventure, etc).

Area of Interest

The Coast Guard program (i.e. Enlisted Active Duty, Reserves, Officer) that the

Applicant is interested in.

Additional Interest

Any additional interest comments.

Recruiter Area of Interest

The program that a recruiter believes that Applicant may be interested.

Table 5: Contact Details Fields

If an Area of Interest is selected for the Applicant, this will default as the Program for the Applicant.
This default will only occur when the applicant is initially added. If no Area of Interest is selected,

the applicant must be manually linked to a program (See Add New Program). After an applicant is
added, changing the Area of Interest will not change the Program the applicant is currently linked to.
This must be done using the Application Summary page (See Change Program/Application Data). All

website or Live Chat applicants will have area of interest since this is required field on those pages.

The Biographical Details page contains ten different sections.

following the screen shot below.

Applicant Data Card

Only the first and last name fields are required to save the applicant record. All other fields can be left blank if you
do not have the information

Only use this transaction to add a new applicant. To edit data for an existing applicant, proceed to your recruiter
workspace and click on the applicant name.

i add Applicant & save

Contact Details | Biographical Details | Military Service | D Data | TestData | Prescreen

Ethnicity: - Race: [C] American Indian/Alaska Native
[l asian
["] Blackiafrican American
[C] native Hawaiian or other Pacifi
Cwnite

Date of Birth:
Birth Country: ’_Oﬁ

Birth State: a
Birth City: ‘

Gender: Unknown

Marital Status

Marital Status: M

Physical Characteristics

-

Height (in inches) ,7

Hair Color: - Weight {Ibs):
Eye Color: -

Currently Pregnant:

Citizenship Details

‘ |

Citizenship Status

Registration Number (If Naturalized):

Figure 30: Biographical Details Tab

Details of the fields are provided in the table
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The fields on the Biographical Details page are listed in the table below with description of the data that is
required to be entered for that field.

Field Name Field Description

Ethnic Group
Ethnicity The Applicant’s ethnicity.
Race The Applicant’s Race.

Personal Information

Date of Birth

The Applicant’s date of birth.

Birth Country

The Applicant’s’ Birth Country.

Birth State

The Applicant’s birth state. The list of states in this field is defined by the country
entered in the Birth Country field. Once the Birth Country is selected, the

corresponding ‘states’ for that country will appear.

Birth City

The Applicant’s birth city.

Gender

The Applicant’s gender.

Marital Status

Marital Status

The Applicant’s marital status.

Physical Characteristics

Currently Pregnant

Applicant’s pregnancy status.

Hair Color Applicant’s hair color.

Eye Color Applicant’s hair color.
Height Applicant’s height in inches.
Weight Applicant’s weight in Ibs.

Citizenship Details

Citizenship Status

Applicant’s citizenship status.

Registration Number

Applicant’s registration number.

Education Information

MEPCOM Education Code

Applicant’s MEPCOM code.

GPA

Applicant’s GPA.

Education or Employment
Status

Applicant’s education or employment status.

Have you ever had a GED?

Applicant’s GED status.

College Semester Hours

Applicant’s semester hours.

Years of Completed
Education

Applicant’s years of completed education.

Technical School Hours

Applicant’s technical school hours.

Driver’s License/Birth Certificate Information

Driver’s License

Applicant’s driver license status.

Driver’s License Nbr

Applicant’s driver license number.

State

Applicant’s driver license’s state.

Expiration Date

Applicant’s driver license expiration date.

Certified Copy of Birth
Certificate

Applicant’s certified copy of birth certificate.

Languages

Primary Language

Applicant’s primary language.

Foreign Language

Applicant’s foreign language.
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Field Name | Field Description

Selective Service Information

Selective Service Number ‘ Male Applicant’s selective service number.

National Identification

SSN | Applicant’s SSN.

Table 6: Biographical Details Tab

The Military Service page contains two sections. The fields for each of these sections with description are provided

in the table following the screen shot below.

Applicant Data Card

do not have the information.

waorkspace and click on the applicant name.

Only the first and last name fields are required to save the applicant record. All other fields can be left blank if you

Only use this transaction to add a new applicant. To edit data for an existing applicant, proceed to your recruiter

i Add Applicant S| Save

Contact Details | Biographical Details | Military Service | Dependent Data | Test Data | Prescreen

Prior Military Service: ¥

Prior Military Service Branch: v
Reenlistment Code for DD214:
Character of Service: v

SPD Code: |_

Remaining Military Service Obligation: Years Manths Days
Grade: h

Rate/MO3:

Date of Separation: E‘j

Time in Service: I_ Years I_ Months I_ Days
Date of Initial Entry of Uniform Service: il

Last Military Service Information

General Information

Contact Details | Biographical Details | Military Service | Dependent Data | TestData | Prescreen

{7 Add Applicant 8 Save

Figure 31: Military Details Tab
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This table displays the Military Service page field names with a brief description of what type of data the field

requires.

Field Name

Field Description

Last Military Service Information

Prior Military Service

Whether the applicant has prior military service.

Prior Military Service Branch

Applicant’s prior military branch.

Reenlistment Code from
DD214

Applicant’s DD214 reenlistment code.

Character of Service from
DD214

The character of the applicant’s prior service.

SPD Code

Applicant’s SPD (separation) code.

Remaining Military Service
Obligation

Applicant’s remaining military service obligation in years, months and days.

Grade

Applicant’s grade in the military.

Rate/MOS

Applicant’s rate/MOS (if non-Coast Guard, choose “other”).

Date of Separation

Applicant’s date of separation from military.

General Information

Time in Service

Applicant’s time in service in years, months and days.

Date of Initial Entry of
Uniform Service

Applicant’s date of initial entry of uniform service.

Table 7: Military Service Fields
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The Dependent Data page of the ADC consists of two different sections. The fields and their descriptions are
provided in the table following the screen shot below.

To add or remove details for the dependents click, on = in the Dependent Details section.

Applicant Data Card

Only the first and last name fields are required to save the applicant record. All other fields can be left blank if you
do not have the information.

Only use this transaction to add a new applicant. To edit data for an existing applicant, proceed to your recruiter
waorkspace and click on the applicant name.

i Add Applicant & Save

Contact Details | Biographical Details | Military Service | Dependent Data | TestData | Prescreen

Dependent Count

Humber of Dependents: (Specify 0 if none) Has Military Spouse

Dependent Details

S (=]
Relationship: v

Date of Birth: El

First Name:

|
Middle Name: |
|
|

Last Hame:

Maiden Name:

Name Suffix -

= )
Country: usa |@, Same as Applicant

Address 1: |

Address 2: |

Address 3. |
City: |
State: @, Postal Code:
Telephone: |
County: |

Contact Details | Biographical Details | Military Service | Dependent Data | TestData | Prescreen

i Add Applicant ' Save

Figure 32: Dependent Data Tab
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This table displays the Dependent Data page field names with a brief description of what type of data the field
requires.

Field Name Field Description
Dependent Count
Number of Dependents The applicant’s dependents (for accessions purposes).
Has Military Spouse If Applicant has a military spouse this is selected.
Dependent Details
Relationship Applicant’s relation to the dependent.
Date of Birth Dependent’s date of birth.
First Name Dependent’s first name.
Middle Name Dependent’s middle name.
Last Name Dependent’s last name.
Name Suffix Dependent’s name suffix.
Country Dependent’s country of address.
Same as Applicant This box is selected if the dependent’s address is the same as the Applicant’s.
Address 1 Dependent’s street address.
Address 2 Dependent’s unit number.
Address 3 Any additional information for the dependent’s mailing address.
City Dependent’s city of mailing address.
State Dependent’s state of mailing address.
Postal Code Dependent’s postal code of mailing address.
Telephone Dependent’s phone number.
County Dependent’s county of mailing address.

Table 8: Dependent Data Tab
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The Test Data page of the Applicant Data Card contains three different sections. The field names and descriptions
of are listed in the table below.

Applicant Data Card

Only the first and last name fields are required to save the applicant record. All other fields can be left blank if you
do not have the information.

Only use this transaction to add a new applicant. To edit data for an existing applicant, proceed to your recruiter
workspace and click on the applicant name.

s Add Applicant = Save

Contact Details | Biographical Details | Military Service | Dependent Data | TestData | Prescreen

Examinations Completed

MEPCOM Physical Taken: hd ASVAB Taken: hd

ASVAB Test Information

AFQT Score: I_
Completion Date: E‘j
Location (city, state): |

VE
I_

B
g
B

MK E
L] [

&
m:

G5 AR
L] [

Physical Information

Physical Completed Date: il

MEPS Location: |

Contact Details | Biographical Details | Military Service | Dependent Data | TestData | Prescreen

i Add Applicant | Save

Figure 33: Test Data Tab
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This table displays the Test Data page field names with a brief description of what type of data the field requires.

Field Name

Field Description

Examinations Completed

MEPCOM Physical
Taken

Applicant’s MEPCOM physical status.

ASVAB Taken Applicant’s ASVAB status.
ASVAB Test Information
AFQT Score Applicant’s AFQT score.

Completion Date

Applicant’s ASVAB completion date.

Location Location of where Applicant’s ASVAB test was completed.

GS General Science line score.

AR Arithmetic Reasoning line score.

WK Work Knowledge line score.

PC Paragraph Comprehension line score.

MK Mathematics Knowledge line score.

EI Electronic Information line score.

AS Auto/Shop line score.

MC Mechanical Comprehension line score.

AO Assembling Objects line score.

VE Verbal Expression (sum of WK and PC line scores).
Physical Information

Physical Completed Applicant’s physical completion date.

Date

MEPS Location

Applicant’s MEPS location.

Table 9: Test Data Tab
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The last page of the Applicant Data Card is Prescreen. This page has a set of pre-screening questions for the
Applicant that are largely consistent with the Pre-Screen form and the Live Chat/GetMoreInfo pre-screen questions.

Applicant Data Card

Only the first and last name fields are required to save the applicant record. All other fields can be left blankif you
dao not have the infarmation.
Only use this transaction to add a new applicant. To edit data for an existing applicant, proceed to your recruiter
workspace and click on the applicant name.

i Add Applicant & Save

Figure 34: Prescreen

Contact Details | Biographical Details | Military Service | Dependent Data | TestData | Frescreen
PreScreen
Question Yes No
Are you a conscientious objector? (That is, do you have, or have you ever had, a firm,
1| fixed, and sincere objection to participation in war of in any form or to the bearing of
arms because of religious belief or training?)
Have you ever been rejected for enlistment /commission into any branch of the Armed
Sermvices for a reason that still applies?
2||Have you filed for bankruptcy in the lastten years?
Do you have a civil action or criminal charge pending, or have you even been convicted
of a felony?
Have you ever used illegal drugs (including marijuana) or intentionally misused a
prescription drug?
6 |Have you ever had or do you now have cataracts or surgery for cataracts?
¥ ||Have you ever had or do you now have color blindness?
8 |Have you ever had or do you now have detached retina or surgery for a detached retina?
9 |/Have you ever had or do you now have absence or disturbance of sense of smell?
10 ||Have you ever had or do you now have psoriasis?
11 |/Have you ever had or do you now have allergy to latex?
12 ||Have you ever had or do you now have high blood pressure?
13 ||Have you ever had or do you now have Crohn's disease?
14 [|Have you ever had or do you now have surgery to remove a portion of the intestine?
15 || Are you missing a kidney?
16 ||Have you ever had or do you now have sugar, blood, or protein in urine?
17 ||Have you ever had or do you now have bedwetting, since age 127
18 ||Have you ever had or do you now have sleep walking?
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4.2 Add New Program

To add a new program to an Applicant, click on Add New Program from the Take Action pull down menu in the
row of the Applicant.

If no area of interest was indicated when an applicant was manually added, you must link the applicant
to a program using the Add New Program transaction. If the applicant is currently linked to a
program, this transaction will link the applicant to another program and create a new application.
However, it will not create a new ADC. There is only one ADC per applicant. To change only the
current program (See Change Program/Application Data section).

Manage Applicants

”

Referral Date Between: [12/22/2012 |[F)  Ang:[06:21/2013 ()

Applicants

Name i} Disposition Reason  Gender Ethnicity Race Program Source Rating Postal Application Referral Date Iransfer Recruiter Take Action
Regular Non-Prior =h 04/08/2013 "
Fachecokelsey Lead T . -
Pacheco Kelses 56204 Lead Female MNotHispan Erran Web 1 02720 F‘E 12:00AM Select Action
Regular Non-Prior Eh 04/01/2013 "
Scalaro.Cara Bianca 56056 Lead Female MotHispan White e LiveChat 3 06334 F‘E 12:00AM Select Action
Marvel Jared 55876 Lead Male  MotHispan Reserve Enlistment | .ozt |3 02766 B 0aR0a Add New Program
RK 12:00AM Ci
amments
Reserve Enlistment = 03114/2013 Disqualify Applicant
DUNN,CAVAN 55873 Lead Male Mot Hispan RX Manual |0 02124 F‘E 12:00A1 Forms Center
- = Select Action
GERAGHTYTARA | 55751 Lead Female NotHispan RequiarNonPor anual |0 02806 B (Q3pea03 Submit ASchool Request
Submit Reservations Request
Submit Waiver Request
Transfer Applicant to RIC

Figure 35: Add New Program

On the Add Program page, click on the Program ID pull down menu and select the appropriate program for the
Applicant. Click Submit to save the changes and to return to the Recruiter Workspace.

Manage Applicant: Scalaro,Cara Bianca

Add Program

Hame: Scalaro,Cara Bianca Program: Regular Mon-Prior Sernvice
Applicant 1D: BEOSE Disposition: Lead

Phone: 860/303-9289 Address: 147 Fitchville rd

Email: scalaro.cara@agmail.c

Bozrah,CT 06334

Program ID: -
- Submit ~ Cancel

Figure 36: Add New Program
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An Applicant can be linked to more than one program. To link an Applicant to a different program, repeat the steps
listed above. If the Applicant is linked to one program then the Applicant will only be listed once in the Manage
Applicants section. The number of programs that an Applicant is linked to is correlated to the amount of times the
Applicant is listed in the Mange Applicants section. For example, if the Applicant is linked to a second program,
then the Applicant will be listed twice in the Manage Applicants sections.

Narne D Daposdon Hesson Gendet L thnacity
~4367 Lead [TFT ot i pan
Johnson Sara
70 Leag Uninown Not Hispan
Johnson Sara 70 Lead Uninown Not Hispan
70 Leag Uninown Nol Hidpan

Johnson Sara

Uninown

Uninown

'hale

vihale

Vihale

5

_

*Desplay Lead - Referral Date Between: 10032012

And: 04022013 B 2%

Program tourse

Oficer Proorams. No —
Coast Guard Academy
Regular Non-Prior
Semnice
Regular Non-Prior +
Senvice

¥

Coast Guard ACademy Lianual

Figure 37: Applicant Linked to Multiple Programs

Co Once a program is added for an applicant, the applicant’s disposition for the new program will default to
Lead.

4.3 Change Program/Application Data

To link an applicant to a different program without adding a new program and to add/update enlistment data, click
on the edit application icon [ in the Manage Applicants section of the Recruiter Workspace. The Application
Summary page will display. This page contains nine different sections. Click on Submit to save the changes. The

field names and descriptions are listed in the table below.
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Manage Applicant: Scalaro,Cara Bianca

Application Summary

Hame: Test, Winona Program: Regular Mon-Prior Senvice
Applicant 1D: 56056 Disposition: Lead

Phone: 260/303-9229 Address: 147 Fitchville Road

Email: winona test@Eitest com Anytown, CT 12345

Program: Regular Non-Priar Service

Reservation Request Information

Advanced Pay Grade Reason:

Term of Enlistment: 1 M BCH # (If Reserve): |

Training Type: - Waiver Status:

Rate: Mone hd Pay Grade: E1
Open Rate List Requested: M Adv Pay Grade Requested:

Guranteed District Requested?: -

District Requested: M District Approved: E
Striker?: h

Unit Assigned:

NCIC DD369 Email to Reservation: h

Degrees

Degree: @,
Date Attended From: E‘J
Major Code: @,

School Code:

Figure 38: Applicant's Application
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This table lists a description of each of the fields on the Application Summary page and what data is required for
the field.

Field Name ‘ Field Description

Program
Program ‘ Applicant’s program.

Enlisted Information

Term of Enlistment Applicant’s term of enlistment.
BCN# Applicant’s BCN # (Billet Control Number) if a reserve.
Training Type Applicant’s training type.
Waiver Status Applicant’s waiver status.
Rate Applicant’s rate.
Pay Grade Applicant’s pay grade.
Open Rate List Requested Applicant’s open rate list requested type.

Adv Pay Grade Requested Applicant’s Adv pay grade requested.

Advanced Pay Grade Reason | Applicant’s reason for advance pay grade.

Guaranteed District Did Applicant request for a guaranteed district request.

Requested

District Requested The specific district that is being requested.

District Approved Requested District approval status (read-only).

Striker? Is Applicant a striker?

Unit Assigned Applicant’s assigned unit.

NCIC DD369 sent to Was Applicant’s NCIC DD369 scanned and submitted to reservations?
Reservation

DHS 11009 (credit check) Was the Applicant’s DHS 11009 scanned and submitted to reservations?
sent to Reservations

Degrees
Degree Applicant’s degree type.
Date Attended From Date Applicant attended for degree.
Major Code Applicant’s major.
School Code Applicant’s school code.
Country Applicant’s country of degree.

Background Check
These fields are read-only and can only be updated by Reservations during the Reservation Request review process

Credit Check Did Applicant pass or fail credit check?
e-Qip Did Applicant pass or fail e-Qip?
NCIC Did Applicant pass or fail NCIC?

A-School Request Information
These fields are read-only and can be updated via the Submit A-school Request transaction

A-School The name of the A-School requested for the Applicant.
Requested Date The requested date for the A-School. (Read only)
Type of School The type of A-School requested. (Read only)
Guaranteed? If the A-School is guaranteed. (Read only)

Requested Unit (Aviation) The requested Unit for the Applicant. (Read only)

Request Status The A-School request status. (Read only)
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Field Name Field Description
Assigned Date The A-School assigned date. (Read only)

These fields are read-only and can be updated via the Submit Reservation Request transaction

Bonus Information

Bonus Type

Type of bonus Applicant received.

Reason

Reason for the Applicant’s bonus.

Amount Requested

Amount of bonus requested by Applicant.

Amount Approved

Amount of bonus approved for Applicant.

These fields are read-only and can be updated via the Submit Reservation Request transaction

Buddy Information

Name

Name of Applicant’s buddy. (Multiple buddies can be displayed if updated via the
reservation process).

These fields are read-only and can be updated via the Submit Waiver Request transaction

Waiver Request Information

Waiver Category

Applicant’s waiver category.

Waiver Type

Applicant’s waiver type.

Medical ICD Code

Applicant’s medical ICD code.

For

What the applicant’s waiver request is for.

Expiration Date

Applicant’s waiver expiration date.

Request Status

Applicant’s waiver request status.

These fields are read-only and can be updated via the Submit Reservation Request transaction

Reservation Requested

e-Verify Case Number

Applicant’s e-Verify case number which consist of 14 numerical characters.

DEP Date

Applicant’s requested DEP date.

Requested Ship Date

Applicant’s requested ship date.

Request Status

Applicant’s reservation request status. (I.e. RIC notified, etc. This is generated by
the system when the reservation is submitted to the RIC, Reservations and/or
approved denied, etc.).

Table 10: Applicant's Application Fields




US Coast Guard Recruiting Solutions

4.4 Update Disposition

To update the Disposition of the Applicant, click on the ink in the Disposition column.

Manage Applicants

*Display: Lead A Referral Date Between: | 10/03/2012 [5] And: |04/02/2013 [ 7
Name 1D Disposition Reason Gender Ethnicity Race Program Sourc
. . White Officer Programs. Mo
Smith.John 26367 Le;adb Male Mot Hispan I Prior Manu
Johnson,Sara 26370 Lead Unknown Mot Hispan White Coast Guard Academy Manu
Johnson,Sara 26370 Lead Unknown Mot Hispan White g:r%qpéeron—Prmr Manu
) ) Regular Non-Prior
Johnson,Sara 26370 Lead Unknown Mot Hispan White Seni Manu
envice
Denton.Donna 26375|Lead Unknown Coast Guard Academy Manu

Figure 39: Update Disposition

There are three different Disposition statuses- Lead, Prospect and Qualified Applicant that a Recruiter can
manually set for an Applicant. When an Applicant is initially added, the disposition status is defaulted to Lead. To
change an Applicant’s disposition status to Prospect, certain fields on the Applicant Data Card are required to be
filled out and the Applicant must be linked to a Program. These fields are listed in Table 11. To change an
Applicant’s status to Qualified Applicant certain fields on the Applicant Data Card must be filled out. These fields
are listed in the table below the screen shot.

The following Dispositions are assigned by the system: Reserved, Disqualified, Abandoned, Cape May Discharge,
Ready for Hire, Hired, and Applied,

To update the disposition of an Applicant click on the Status Code drop down list and select the new disposition
and click Submit to save the changes and to be navigated back to the Recruiter Workspace.

Manage Applicant: Johnson,Sara

Edit Disposition

Name: Johnson,Sara Program: Regular Mon-Prior Service
Applicant ID: 26370 Disposition: Lead
Phone: Address:

Edit Disposition Details

Status Code Lead v

Prospect
Qualified Applicant

| Submit | | cancel |

Figure 40: Add Program
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The following table shows the list of fields that are required for each Disposition:

Disposition Status

Required field on Applicant Data Card

Prospect

All Lead required fields (first and last name), plus the following fields:

Last Name

# of Dependents

Current Address Line 1

Current City

Current State

Current Postal Code

Telephone

Date of Birth

Citizenship Status

Marital Status

Qualified Applicant

All Prospect required fields, plus the following:

Birth State

Birth Location

Gender

Eye Color

Hair Color

Height

Weight

National ID

MEPCOM Education Level

Education or Employment Status

Years of Completed Education

Prior Military Experience

Race

Ethnic Group

Program

4.5 Forms Center

Table 11: Required Fields for Disposition Status Change

The Forms Center is where the forms can be viewed and generated for an Applicant. Forms are available based on
the Program that the Applicant is linked to. An Applicant must be associated to a program in order for the Forms
Center to generate the correct list of required forms. Refer to the Add New Program to link an Applicant to a

program.

Navigate to the Forms Center from the Recruiter Workspace by selecting Forms Center from the Take Action

pull down menu.

@ Forms will not generate for Officer Programs with the exception of CSPL.
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“ative

Program Source Rating Postal Application Referral Date Transfer Recruiter Take Action
Regular Mon-Prior =h 06/03/2013 . -
e Manual 0 21043 |__|'§| 11-334M Select Action
g:r%?c':r Mon-Frior Manual |0 B g%ﬁgﬁm 3 Add New Program
. Comments
Reserve Enlistment = 05/25/2013 Disqualify Applicant
Manual O B q pop!
RK = 5:09PM Forms Center
Regular Prior Service = 05/25/2013 Select Action
Full Tra Manual |0 = 4:57PM Submit A-School Request
. Submit Reservations Request

399“'2” Non-Prior — \wep 4 00754 B sﬁgﬁfﬁ” Submit Waiver Request

SIS : Transfer Applicant to RIC

Figure 41: Navigating to Forms Center

On the Forms Center page click on the™ icon next to the Form ID box and a list of forms will display based on
the Program that is linked to the Applicant.

Check the View All Forms checkbox to view a list of all the forms regardless of program.

Forms Center

Applicant ID: 26370 Name Johnson Sara Program: Regular Non-Prior Service
FormID: | @, [C] View All Forms
I Pop-Up Blocker must be disabled or you must add this website as an Allowed Site prior to generating the form in -
PDF.!

General Forms Center Instructions: The Forms Center allows you to generate program specific forms in PDF. Upon
selecting a form in the Form ID field, a table will display with fields from the form. Applicant data can be updated or
added using this table. Itis good practice to have the actual PDF form(s) available (open in a separate window or hard
copy) prior to entering/modifying data via the table as they may contain instructions specific to the form.

The data entered in the table will be permanently saved to the database upon save, unless noted otherwise. Ifyou
change or enter data for fields that are also available on the Applicant Data Card (e.g. Middle Name), the data will be

o

. Generate Form |

oK | cancel | Apply |

Figure 42: Forms Center

To search for a specific form, select a Search By criteria by choosing a value from the drop down list. Enter the
search criteria in the Begins with text box. Click Look Up. For additional search criteria, click the Advanced

Lookup link.



US Coast Guard Recruiting Solutions

Look Up

Look Up Form ID

Search by: Description ~ begins with MEPCOM 680

. LookUp || Cancel ]Ad\aanced Lookup

Figure 43: Form Look Up

Select a form from the list to fill out.
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| Look Up

Search Results
Wiew 100

Form 1D

A-School Qual

ASVAR Instructions

CG-2000

CG-2015

CG-2020

CG-20200

CG-32110CS Agreement (MPS)
CG-3211A 0OCS Agreement (P3)
CG-32118 OCS Agreement (CG or CGR)
CG-3211C OCS Agreement (WD)
CG-3443

CG-4891

CG-4965

CG-5527

CG-5588

CG-9556

CGRC Medical Waiver Request
DA-4187

DD-2058

DD-2760

DD-2807-2

DD-368

DD-369

DD-369 MNCIC

DD-4

DHE -9

DHS-11000-9

Home School Waorksheet

IRS W-4

MEFCOM-G80

Medical Waiver Coversheet

0P Check Off - CMAPPP

OP Discrepancy Worksheet

QP Package Reviewalidation
OP Physical Coversheet

PH Birth Cerificate

PHDD-214

PH Dependent Documents

PH SSM Card
Prescreen&ollserProfObject
SGLY-8286

SGLYV-8286A

First E] 1-43 of 43 m Last

Description
A-School Qualification

ASVAB Instructions

CG-2000 PCS Departing/Separation Worksheet
CG-2015 Pay Delivery Worksheet

CG-2020 Dependency Worksheet
CG-20200 Designation of Beneficiaries and Record of Emergency Data
CG-3211 0CS Agreement (Mo Prior Service)
CG-3211A0CSE Agreement (Priar Service)
CG-3211B OCS Agreement (CG or CGR)
CG-3211C OCS Agreement (Warrant Officer)
CG-3443 Health Record Cover

CG-4891 Financial Obligation Spousal Consent
CG-4965 Waiver Request

CG-5527 Officer Interview

CG-5588 Personnel Security Action
CG-9556 Oath of Office

CGRC Medical Waiver Request

DA-4187 Army Pers Action Req

DD-2058 State of Legal Residence

DD-2760 Qualification to Possess Firearms
DD-2807-2 Medical Prescreen

DD-368 Request Release Res Component
DD-369 Police Record Check

DD-369 Police Record Check MNCIC

DD-4 Enlistment Reenlistment Document
DHS 1-9 Employment Eligibility Verification
DHS-11000-8 Credit Check Authorization
Home School Worksheet

IR3 W-4 Employees Withholding Allowance Certificate
MERPCOM-680 Request for Examination
Medical Waiver Coversheet

QP Check Off - CMAPPP

QP Discrepancy Worksheet

Officer Package Review /Validation Form

OF Physical Coversheet

PH Birth Certificate

PHDD-214

PH Dependent Documents

PH SSM Card

Prescreen

SGLY-8286 SGLI Election

SGLY-8286A Family Coverage Election

Statement of Understanding for Reserve Commission Statement of Understanding for Reserve Commission

Figure 44: Example of Forms Required for Applicant Based on Applicant’s Program

The form being used in this example is the MEPCOM-680. Upon selecting the form, the form will display as a
grid. Text will also display providing instructions on completing the grid.
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There are two different ways to navigate through the grid: 1) Clicking on the Show All Fields icon will
display all of the fields and eliminate the tabs. Fill out the remainder of the grid by scrolling through it using the
scroll bar at the bottom. 2) Clicking on the Show Following Tabs icon [® will allow navigation through the grid
by clicking on the different tabs.

Form grids will be pre-populated with existing applicant data card information. Any data entered or changed in the
grid will become part of the Applicant’s data, and saved backed into the ADC and in the PDF forms. Please note that
any data you change here will overwrite existing data.

There are three options for saving updated data: 1) OK will save the changes and return you to the Recruiter
Workspace, 2) Apply will save the changes but keep you in the Forms Center, or 3) Generate Form will save the
changes made in the grid and display the form in PDF format.

Forms Center

Applicant ID: 26370 Name Johnson,Sara Program: Regular Non-Prior Service
Form ID: |ru1EF'COM—EBD Q; MEPCOM-G80 Request for [C]view All Forms
Examination
MEPCOM-580 Sections and Specific Instructions o
SECTION - Applicant Info ‘ﬂ
- Forthe Racial Category checkboxes, choose any or all of the five options.

- For the Ethnic Category, there is only one checkbox, Hispanic or Latino. Checkthis if applicantis Hispanic or Latino.
Leave this unchecked if the appliantis not Hispanic or Latino.
- There is a separate SECTION for Drivers License Info.

SECTION - Aptitude -
e . . S . - B

Customize | Find | View 401 | B

Applicant Info Aptitude Medical Applicant Certification Medical records release authority D
Service - -
Processing Sele.c‘lwe.Senrlce Name Last Name First Middle Name Suffix Maiden Name S
For Registration No. das
- Johnson Sara a, | l_
4 m r

Generate Form |

OK Cancel Apply

Figure 45: Form Grid

Once the grid is completely filled out, click on Generate Form. The form will display as a PDF document in a new
window. The form can then either be saved to the computer or printed.

Pop-Up blocker must be either disabled or this website must be added as an exception in the Pop-Up
Blocker settings to view the PDF. It is recommended that Pop-Up Blocker be disabled BEFORE the
Generate Form button is selected. If Pop-Up blocker is turned off after you click the button, the page
will refresh and return you to the Recruiter Workspace without generating the form. If this occurs, you
will have to repeat the steps to generate the form.




US Coast Guard Recruiting Solutions

ik Y | @@ 1% - Psign (P reviews Comment - | o [ | Find - h

FOR USE OF THIS FORM, SEE USMEPCOM REG 680-3 | REQUEST FOR EXAMINATION FOR OFFICIAL USE ONLY
THE INFORMATION PROVIDED CONSTITUTES AN QFFICIAL STATEMENT
PRIVACY ACT STATEMENT AUTHORITY: Sections 505. 508. 510. and 3012 of Title 10 U.S. Code and Executive Order 9397. PRINCIPAL PURPOSE: The requested information on this form will be used

to properly process and identi individual requesting an examination at a military entrance processing station MEPS). ROUTINE USE: Record is with other records.
DISCLOSURE: Voluntary; refusal to provide raquired data could result in denisl of enlistment
A. SERVICE PROCESSING FOR ‘g PRIOR SERVICE [ JYES [ INQ |C. SELECTIVE SERVICE CLASSIFICATION 0. SELECTIVE SERVICE REGISTRATION NUMBER
R
GP I INuMBEn OF DAYS 0
1. SOCIAL SECURITY NUMBER 2. NAME (Last, First, Middle Name (and Maiden, if any). Ji.. Sr.. etc.]

112]8]—[3 [4]|—|4]3] 4|2 | Johnson, Sara

3. CURRENT ADDRESS. TTITII11 I |+ vowe oF recoro Appress ILTIT1I1I11 |
{Street, City, County, State, Country, ZIP Code] I I (Street. City. County. State. Country. ZIP Codel I I
54086 Greenbriar St 54086 Greenbriar St
Fairfax, Fairfax, VA, USA, 22030 I
5. CITIZENSHIP (X Ons] | 1 6. SEX (X One) 7.a. RACIAL CATEGORY (X one or mors]
a. U.S. AT BIRTH UVf this box is marked. also X 1] or (2)} | a. MALE x| 1 amEsican mowany (4) NATIVE HAWAIAN OR OTHER
| 111 naTvEsORN X | o remaLe ALASKA NATIVE PACIFIC ISLANDER
‘ (2) BORN ABROAD OF U.S. PARENTIS) 8. MARITAL STATUS {2) ASIAN (5) WHITE
Specify)
X | b. U.S. NATURALIZED Single % {3) BLACK OR AFRICAN AMERICAN
. U.S. NON-CITIZEN NATIONAL 5 NUWBER OF
d. IMMIGRANT ALIEN (Spacify] DEPENDENTS |ull| 7.6 ETHNIC CATEGORY (X One)
. NON-IMMIGRANT FOREIGN NATIONAL (Specify/ 0 1) HISPANIC OR 5 | 12 NoT HisPaNiC 0
4 ALIEN REGISTRATION NUMBER (45 sppiicable) | LT T T LATING LATING
10. DATE OF BIRTH (¥¥YYMMDD) [11. RELIGIOUS PREFERENCE (Optional) [12. EDUCATION /Vis/Hinhast Fd Gr Completed) | 13. PROFICIENT IN FOREIGN LANGUAGE (X One) st 2nd
1|9|7|8|0|8|1]4 = 12 (I Yes, specify) [ 1VES [XINO L1

[14. VALID DRIVER'S LICENSE (X One) [ 1YES [ 1NO
{If Vs, list State, number, snd expiration date]

. PLACE OF BIRTH (City, State, and Country)

6. APTITUDE: 2. ASVAS REQUIRED TQ ENLIST? c. TEST TYPE d. RETEST TYPE . PREVIOUS TEST VERSIONS

(X Onel 31 vEs [ 1 NO [ 1 INITIAL [ 1 1STRETEST [ ] 6 MONTH RETEST 1. 2

b ENLIST UNDER STUDENT TEST SCORES? [ 1 SPECIAL [ 1 2ND RETEST f. PREVIOUS TEST DATES (YY¥YMMDD)

(X Onel 1 YEs [ 1 NO [ 1 CONFIRMATION [ 1 IMMED RETEST AUTHORIZED 1 — 2 —
7. = RECRUYJER ID/SSN b. STATION D TS, TEST ADMINIS TRATOR SSNID [To. TEST ADMM TOR SIGNATURE
20. MEDICAL: a. MEPS MEDICAL EXAM REQUIRED TO ENLIST? b. EXAMTVPE [ ] FULL [ 1 SPECIAL [ ] REEXAM c. DATE LAST FULL MEDICAL EXAM

(X Onel X! vEs [ 1 NO | 1INSPECT [ ] CONSULT [ ] OTHER LYYYYMMDD) —
21. APPLICANT'S SIGNATURE [22 MIRS CODING

I WKID } T I DATE INT } DATE } INT
23. APPLICANT CERTIFICATION IN PRESENCE OF TEST ADMINISTRATOR 24. RIGHT THUMBPRINT
| cartify that | am the parson identified on thiz form: Photo ID? (X One) [ 1VES [ 1NO

. RIGHT THUMEFRINT. FIRST ATTEMPT
I# yes. (AFFIX T WITH Tt
POINTED TO THE LEFT)

(Signature of Applicant 1D Number

25. APPLICANT CERTIFICATION IN PRESENCE OF RECRUITING PERSONNEL
| certify that | am the person identified on this form and the information about me shown there, including my Sosial Security Mumber is all true and correat
to the best of my knowledge. | alse cartify that:

Figure 46: MEPCOM Form

4.6 Submit Waiver Request

Waivers can only be submitted for Applicants that have a disposition of Qualified Applicant. If you are processing
an Applicant that does not have Qualified Applicant as their disposition, you will receive an error message when
trying to submit a waiver request.

To submit a waiver request for an Applicant, select Submit Waiver Request from the Take Action drop down
menu.

Manage Applicants.
“Display: Lead - Referral Date Between: 10032012 5] And:[040022013 5 @
i qq90r19 L
Name 1D Disposition Reason Gender  Ethnicity Race Program Source Rating Postal i Referral Date Transfer Recruiter Take Action
White Officer Programs. No 0311412013
Smith John 26367 | Lead Male  NotHispan L s Manual 24343 i Select Adtion -
JohnsonSara | 26370 Lead Unknown Not Hispan White Coast Guard Academy Manual 22030 i Select Adtion -
JohnsonSara 26370 Lead Unknown Not Hispan White g:;“c‘z'N“”'P”“' WManual 22030 2;’?;&13 b
: / ew Program
JohnsonSara | 26370 Lead Unknown Not Hispan White gsfﬂ“c‘er“”'F”m WManual 22030 33’33"\2’313 Comments
03152013 Disqualify Applicant
Denlon Donna | 26375 Lead Unknown Coast Guard Academy Manual o Forms Center
Sullvan Jessica | 26377 Lead Unknown Coast Guard Academy Manual P gel:cthdls?nh R .
ubmit A-School Reques
SawyerDiane | 26378 Lead Unknown No Program Manual ?Z’;gﬁm Submit Reservations Request
031152013 Submit Waiver Request
ClooneyGearge | 26379 Lead Unknown Coast Guard Academy Manual
=ead 1:44PI Transfer Applicant to RIC

Figure 47: Submitting a Waiver Request for an Applicant
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The Waiver Request page displays a running header that displays information on the Applicant. An Applicant may
have up to three waiver requests (in addition to a CTP and a medical consult). Once the fields have been filled out,
click Save to save and return to the recruiter workspace, click Submit to RIC to submit the waiver to the RIC or

click Cancel to cancel the waiver request.

test@agmail.com

For: |

Medical ICD Code: |
Date Submitted:

Continue to Process Information

[ —
My Page Requesis
»
Waiver Request
Name: Baron,Michael Program: Coast Guard Academy
Applicant 1Dz 26376 Disposition: Qualified Applicant
Phone: 703/789-7894 Address: 43212 sterling Blvd

Sterling, VA 12313

Notes:

For: |
Medical ICD Code: |
Date Submitted:

Medical Consult Information

Notes:

Waiver Type:

Waiver Duration:

Medical ICD Code:
Last Update Date/Time:

Description:

Figure 48: Waiver Request Page
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This table displays the Waiver Request page field names with a brief description of what type of data the field

requires.
Field Name Field Description

Continue to Process Information
For Why/what type of waiver.

Medical ICD Code

Applicant’s medical ICD code.

Date Submitted

The current date and time will be listed here.

Notes Pertinent notes/comments.
Medical Consult Information
For Why/what type of waiver.

Medical ICD Code

Applicant’s medical ICD code.

Date Submitted

The current date and time will be listed here.

Notes

Any notes related to the medical consult information go here.

Waiver 1, 2, 3

Waiver Type

The type of waiver which can be selected from the drop down menu.

Wavier Duration

The waiver duration can be selected from the drop down menu.

Medical ICD Code

Applicant’s medical ICD code.

Last Update Date Time

The last time that waiver status was updated.

Description

The description of the waiver.

Table 12: Waiver Request Fields and Descriptions

*Note: A Waiver request must be approved by the RIC before it can be submitted to CGRC

Reservations.

4.7 Submit A School Request

To submit an A-School request, select Submit A-School Request from the Take Action pull down menu. An A-
School Request may only be submitted for an Applicant with a Qualified Applicant disposition.

Referral Date Botween: ! 12 6 And 0402

_..Qualified |
"~ Applicant |

-
-

saemy Manuy - T ,.. Add New Program
13 |Comments
_|Disqualify Applicant
weu  |Forms Center
12 |Select Action

L. <\ it A-School Request

Submit Reservations Reque

Figure 49: Submit A-School Request

On the A-School Request page, click on the A-School drop down menu and select an A-School.
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Manage Applicant: Pacheco,Kelsey

A-School Request

A-School
Requested A-School Date:
Type of School

Guaranteed?

Name: Pacheco, Kelsey
Applicant ID: 56204

Phone: T74/328-1348

Email: kpacheco92(@yahoo.com

Reserve Programs: Approved Position # and Unit:

Program: Coast Guard Academy
Disposition: Qualified Applicant
Address: 98 Tremont St. Apt. 11

Fall River MA 02720

A-School Information

—

-

-

: Save Cancel :Suhmmo Resenations

Figure 50: A-School Request Page

submit the request.

Once an A-School is selected, a warning message may appear if the applicant does not meet the
o conditions of the A-School (e.g. applicant is color blind). If a message appears, click OK. Click Cancel
on the page to cancel the request or complete the rest of the fields and click Submit to Reservations to

Click on the @, icon for the Requested A-School Date field to view and choose a convene date for the selected A-

School.

Look Up Requested A-School Date

Cancel

Search Res

ults

Wiew 100 First [q] 1-8 of5 [p] Last

A-School
AST
AST
AST
AST
AST

A-School Date
2013-07-01

2013-07-29

Figure 51: A-School Request

Select or enter a value for Type of School, Guaranteed? and Reserve Programs: Approved Position # and Unit
fields. All fields should be completed to submit an A-School Request.

Click Submit to Reservations to submit the request. Click Save to save the information without submitting the
request and to be returned to the Recruiter Workspace or Cancel to cancel the request.
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*Note: A recruiter has permissions to submit an A-School request. The system does not require the request to
be approved by the RIC prior to submission to CGRC Reservations.

4.8 Submit Reservations Request

To submit a reservation request for an Applicant, click on Submit Reservation Request from the Take Action drop
down menu. A reservation request may only be submitted for Applicants with a Qualified Applicant disposition.

“Orsplay. QuakiSed Apphcant *  Referral Date Between: 10032012 ) An: 04022013 3 %

Appcants LY T
Name o e Tl 4800 Gender [hesdy Race Brogeam Source Raling Postsl  Appication Referrsl Date

Baonlibchae 261 % Male  Hspanic  Asian Coast Guara Acacemy Manual 12313 ® 13;::,”'3 Add New Program

2 e u %8 ! Prior San = o1z |Comments

Disqualify Applicant
Forms Center

' |Select Action
Submit A-School Request
servations Request

Figure 52: Submit Reservation Request

The fields that should be populated to submit the Reservation Request are Requested Ship Date, e-Verify Case
Number, and DEP date (if applicable), Additionally, if the recruiter is leveraging bonuses or the buddy system,
those items should be captured in the relevant fields on the Reservation Request page. Click on Submit to RIC
when the Reservation Request page is filled out (if you are a RIC, the request can be submitted directly to
Reservations and the button will display as Submit to Reservations) Click Save to save the information without
submitting the request and to be returned to the Recruiter Workspace or click Cancel to cancel the request.

*Note: Only an RIC (or an A-RIC who has RIC permissions) can submit the reservation request to
Reservations. See section 5.5.

Applicant: Pacheco,Kelsey

Reservation Request

Name: Pacheco Kelsey Program: Coast Guard Academy
Applicant ID: 56204 Disposition: Cualified Applicant
Phone: T741328-1348 Address: 99 Tremont St. Apt. 11
Email: kpacheco92Evahoo.com

Fall River,MA 02720

*Requested Ship Date: | @

*e-Verify Case Number: |

DEP Date: E
Bonus Information Customize | Find | View A1 | BV | B Fist &1 1074 I Last
Bonus Type Reason Amount Requested
1 - - H|E=

Buddy Information Customize | Find | view A1 [ B | B Frot KT g orq O Laat

1 [|[=]

SubmitteRIC ~ Save || Cancel |

Figure 53: Submit Reservations Request

Upon submission, a warning message may appear if the applicant does not meet the conditions of the
program (e.g. applicant isn’t old enough, has too many dependents, does not have the proper term of
enlistment, training type, etc). If a message appears, click OK in the message box if you want to
submit the request, or Cancel if you do want to submit the request and be returned to the Reservation
Request page. Click Cancel on the Reservation Request page to cancel the transaction entirely.
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4.9 Add/View Comments

To add or view comments, click Comments from the Recruiter Take Action pull down menu.

[ ManageAppbcants |
“Display: Lead Referral Date Between: 10032012 & And: 04022013 & “
LT T

tame ©  Dspostion Besson  Gender ety Race Brogram Source Ratng Postal  Appication Rsferrsilute Iranafer Recruster Take Action
Smith john 26367 Leag Male Not Hispan :‘::: :;" Programs. Ne Wanu 24343 -] (:!?I;“I?OI! Salast dollan .
JohnsonSara 26370 Lead Unimown NotHispan Wite Coast Guard Academy Manual zow B Y0 add New Program

28370 Leag Uninon Hothspan White Daguaar o POl wanual I Wl Comments

Disqualify Applicant
. . " . Reguiar Non-Prior 22030 B 0ws20m

26370 Leag Uninown Not Hispan White Service anual = 114441 Forms Center

DenfonDonng 26375 Lead Uninown Coast Guard Academy Manual [} ‘:1;;:.”" Selec’[_Actlon
suresars | SUbMIt A-School Request

Sullan Jessica 26377 Lead Unincan Coast Guard Acadermy Manual B e Submit Reservations Request

— — S & een SubmitWaiver Reauest

Figure 54: Comments

Enter comments in the Notes field. Click Submit to save the changes and be returned to the Recruiter Workspace.

All comments will automatically be stamped and displayed with the user ID (e.g. 1366138), Date (2013-03-20),
and Time (13.31.51.0000000) when saved.

Manage Applicant: Pacheco,Kelsey
Applicant Notes
Name: Pacheco,Kelsey Program: Coast Guard Academy
Applicant ID: 56204 Disposition: Qualified Applicant
Phone: TT4i328-1348 Address: 99 Tremaont St. Apt. 11
Email: kpachecod2@yahoo.com Fall River,MA 02720
Applicant Notes Find | View Al First = 10f2 O 1ast
LiveChat Contents
Notes:
| supmit | | cancel |

Figure 55: Comments

If applicable, Live Chat transcripts will also display in the Comments (Applicant Notes) page. To view

LiveChat transcript, use the group box tool bar ( Find | View Al _First & L ).
o LiveChat transcripts are read-only. There will always be two rows in the Comments page:

1) Comments/Notes, and 2) LiveChat Contents. The LiveChat row will be blank if not applicable.
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4.10 Disqualify an Applicant

To disqualify and Applicant, from the Take Action pull down menu select Disqualify Applicant.

“Drsplay Lead - Reforral Date Botween: 10032012 5 Ase: (02022013 & ¥

g 119 of 19
ame ©  Dspostion fesson  Gender fiewsy fae Program Source faieq Post  Apphcabon fsterrslOste Iranster Becrater Take Acton
— 26367 Laad Mo Nothaspan (U0 Docar Progams. N0 uarwat wo B e -
| [ e b Coast Guard Academy Wanual Sims " |Add New Program
ltoscnsws | 26370 Lasg Uninown NotHispan Whae Roquarhon Pl aat 20 tazzz0n {Comments

11:4450 Forms Center
otz | Select Action
surenors | SUBMIt A-School Request
14PH Submit Reservations Request

el o bt Mo Danngt

Denton Donna 26375 Lead Uninoan Coast Guard Academy Manual

Sulsan Jessica 26377 Lexd Uninown Coast Guard Academy Manual

B
B
e
isqualify Applicant
JohnsonSaa 26370 Lead Unknown NotHispan Whie m"m“""" Manual 2200 B S=am
=]
]

Figure 56: Disqualifying an Applicant

Select a Status Reason and enter comments in the Notes field. Click Submit to disqualify the Applicant. Once the
Applicant has been disqualified, the disposition will automatically be set to Disqualified by the system.

Manage Applicant: Pacheco,Kelsey

Disqualify Applicant

Hame: Pacheco Kelsey Program: Coast Guard Academy
Applicant ID: 56204 Disposition: Qualified Applicant
Phone: TT4/328-1348 Address: 99 Tremont St. Apt. 11
Email* kpacheco92i@yahoo.com

Fall River,MA 02720

Select Reason

Status Code: Disqualified

Status Reason: T

*Notes:

Figure 57: Disqualify an Applicant
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4.11 Transfer Applicant to RIC

Select Transfer Applicant to RIC from the Recruiter Take Action pull-down menu to transfer an Applicant. This
transaction should be used to transfer an Applicant to another RO due to an incorrect assignment or if the Applicant
is being courtesy shipped.

*Display: Lead - Referral Date Between: 10032012 5§  Ang: /00022013 & ¥
— T Ll R L Tk
Name ©  Daposmon Besson  Gender [iheicay e Program Source Bating Postsl  Apphcation BeferrsiDste Iransfer Becruster Take Action
Smnioh | 26367 Leag Male  NotHispan piee ONCArPYONSmS. N0 | minl s0o | W G Select Acion v
JhosonSas 26370 Lead Uninown NotHispan Wite Coast Guard Academy Manual 200 B DM
24800 Add New Program
26370 Lead Uninown Notbespan \White Regul : Non-Prior | snual 22030 i) Sﬁfﬁu Cpmmgnts '
;' = —— sasemeys | Disqualify Applicant
26370 Lead Uninown Not Hispan White 3:‘?::' ot Wanua 22030 B 1 :uu i Forms Center
26375 Laag Uninoan Coast Guara Acacemy Manual B (e gsllfr‘:itA:—tg:hool Request
26377 Leag Uninown Coast Guard Academy Manual B ﬁ“‘;‘ﬁ""’ Submit Reservations Request
Submit Waiver Request
P 0152013 :
26378 Lead OO RS0 Frogrem R B eeu Transfer Applicant to RIC

Figure 58: Transfer Applicant to RIC

On the Transfer Applicant page, select a reason from the Reason drop down list and enter any comments in the
Notes field.

If the Applicant is being Transferred, the Applicant will no longer show in the sending Recruiter’s
Workspace upon Submit. However, if the Applicant is Courtesy Shipped, the Applicant will show in
the sending AND receiving Recruiter’s Workspace, regardless of the where the Applicant is shipped to.

Manage Applicant: Pacheco,Kelsey

Transfer Applicant

Name: Pacheco, Kelsey Program: Coast Guard Academy
Applicant ID: 55204 Disposition: Clualified Applicant
Phone: 7741328-1348 Address: 99 Tremont St. Apt. 11
Email: kpacheco92@yahoo.com Fall River, MA 02720

Select Reason

*Reason:

Notes

| Submit | | Cancel |

Figure 59: Transfer an Applicant
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courtesy shipped.

(o‘ Applicants who have the disposition of: Reserved, Ready to Hire, or Hired cannot be transferred or

4.12  Search Applicant

To Search Applicants, click the Search Applicant link from the portal.

Enter search criteria and click Find Applicants. At least one search criteria must be filled out on this page in order

for a search to be conducted.

[sicarsean

Find Applicants
" FindApplicants | | ResetSearch |

Applicant 1D:

First Name: |

Last Name: |

State -
Disposition: -

Applied Within: hd

SSN:
Applied Between: E‘j And: E‘j

. FindApplicants | | ResetSearch |

Figure 60: Find Applicants Page

The search results will be displayed. A maximum of 300 search results will be displayed. To narrow the search

results,

enter more search criteria.

@

For applicants in Abandoned or Disqualified Disposition status, you can click on their name and view

comments and contact info, and add the applicant to your Recruiter Workspace.
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Applicant Search

Find Applicants

™
Search Results
Applicant
LeCompte Al
Lee Phillip

Herkenhoff.Richard

Johnson.Delton

KRETSCHMER.DAVID

Grifiin. Melanie

Schneider.David

rodriguezmaira

seth.josh

Applicant ID  Source
1630
1631
1831
1844
1436
1602
2015
2023

1911

} View Applicant Search Criteria

Only the first 300 results can be displayed. Enter more information above and search again to reduce number of search results.

Customize | Find | View 100 | & |

Assigned
Ship Date

State Telephone Disposition
Lead
Lead
Lead
Lead
Lead
Lead
Lead
Lead

Lead

First ! 160 of 300 O

Recruiting Office

»

Figure 61: Find Applicants Search Results
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5.0 RECRUITER IN CHARGE (RIC) WORKSPACE

The primary function: of the RIC Workspace is to assign new leads to recruiters, including transferred leads and
courtesy ships. The RIC, by virtue of the role permissions in DARS, has the authority to approve (or deny) and
submit Reservation or Waiver Requests to CGRC Reservations. Waiver and Reservation requests are processed by
the RIC, but do not go through the actual RIC workspace. Please see sections 5.5. and 5.6 for information on how
to process Reservation Requests and Waiver Requests.

The main page of the RIC Workspace displays the RIC’s name and general instructions to use the Workspace. The
Applicants section contains a list of all the leads that are waiting to be processed by the RIC. The Group Action
feature allows RICs to assign groups of leads to a recruiter. The name of the fields and descriptions are listed in
table below the screen shot.

Most of the applicants displayed in the RIC Workspace are applicants who applied via the Coast Guard’s
GetMorelInfo website and Live Chat and have been routed to the RIC based on the zip code entered by the
Applicant. These applicants will have a disposition of Applied and are waiting to be assigned to a Recruiter.

Other applicants that may appear in the RIC Workspace are applicants who have been transferred to the RIC from a
Recruiter within the same office or from a RIC in another recruiting office. These applicants will retain their
current disposition and Courtesy Ship or Transfer will be indicated in the Transfer column.

Recruiter-In-Charge Workspace

RIC 3

Welcome to your RIC Waerkspace. Applicants displayed in your RIC Workspace are applicants who have been efther routed
to you via LiveChat or the GoCoastGuard.com website; or transferred to you by a recruiter from your office or a RIC from
another recruiting office. To perform a transaction for an applicant, click on the Take Action field and select the transaction
you wish to perfarm. To assign multiple applicants to a recruiter, click the checkbox nextt each applicants name and
selectthe transction in the Group Action field

To update or view Applicant Data Card information, click on the applicants name which displays the Applicant Data Card
component. Ifyou need to transact on a lead that was assigned to you as a recruiter, you must use your Recruiter
Workspace to perform those transactions. Click Refresh anytime you wish to see the most up-to-date list of applicants.

Location: Baltimore MD-BAL w
# ries 1 ]
Select  Applicant Hame D ;:::’“‘ State i‘:de Gender Ethnicity  Race Disposition  Reason Program Applicant Rating ~ Transfer  *Take Action
American
] 392363 5'_5;;’,?13 MD 21212 Male  Hispanic Indian or Applied gg“gﬁ’:’ﬂ‘:‘f Disqualified Select Action -
. Alaska Native

0611712013 Officer Direct

] McCarsonHaley Lynn 392351 goiio ™MD 21207 Female | NotHispan  Asian Applied Commissionin | Minimally Qualified Select Action -
9
0611312012 Regular Non-
s AS M M 2 -

o JRTESTBE COASTIE 392346 ooy 0 MD (21009 |Male  Hispanic Applied Droraenice  Minimally Qualified SelectAction
B Smith.Joe M 392345 Sﬁgiﬁm} MD 21044 Male  NotHispan White Applizd RegquiarNon- ;i Qualifies Select Action -

Prior Senice

Figure 62: Recruiter In Charge Workspace

@ You must click the %, icon to see the most up-to-date list of applicants.

This table displays the RIC Workspace page field names with a brief description of what type of data the field
requires.

Name of Field Description

Select Select this checkbox for the Group Action/Assign Applicant to Recruiter feature.
Applicant Name The name of the Applicant which is linked to the Applicant’s Applicant Data Card.
ID The Applicant’s ID that is assigned by the system.
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Name of Field Description

Referral Date The date the Applicant’s information was first entered in the system.

State The state of the Applicant.

Zip Code The zip code of where the Applicant resides.

Gender The gender of the Applicant.

Ethnicity The ethnicity of the Applicant.

Race The race of the Applicant.

Disposition The current disposition of the Applicant.

Reason The reason for the disposition (if applicable).

Program The applicant’s Program.

Applicant Rating This is the applicant’s rating based on Live Chat or web screening. A rating of 0 = No
Rating/Manually Added Applicant, 1 = Disqualified, 2 = May need a waiver, and 3 =
Minimally Qualified.

Take Action This is the pull down menu from where the RIC selects an action to be performed on an
Applicant.

Table 13: RIC Workspace Fields

5.1  Assign Applicant to Recruiter

To assign an Applicant to a recruiter, from the RIC Workspace page, click on the Take Action pull down menu in
the row of the Applicant to be assigned. Select Assign Applicant to Recruiter.

To assign multiple applicants to a Recruiter, select the checkbox for each applicant to be assigned, click on the
Group Action pull down menu and select Assign Applicant to Recruiter.

asience BooD APy e | NatrSepan [Wase pam — Abandon Applicant

Assign Applicant to Recruiter
Select Action

Assign Applicant to Recruiter Transfer to another RO

Selact Graun Action View Comments

Figure 63: Assign Applicant to Recruiter

The Assign Applicant to Recruiter page displays the Applicant ID, Name, Program (based on the Area of Interest)
and the Recruiter assigned to the Applicant, if any at this point (i.e.. for transfers).

Select the name of the recruiter from the Recruiter pull down list and the Recruiter ID will be generated. Click
Submit to assign the Applicant to the selected Recruiter. Once an Applicant has been assigned to a Recruiter, they
will no longer display in the RIC workspace.

To Assign Applicants to yourself (i.e. the RIC), repeat the above process and select your name from the Recruiter
pull down list.
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Assign Applicant to Recruiter

Applicants

Customize | Find | E | 5

4] ™
First 1of1 Last
Applicant 1D Hame Program Recruiter Name

392344 Tester JrFred The Regular Mon-Prior Service RIC A

Select Recruiter

*Recruiter: Recruiter ID:

RICA
RIC 10
RIC 12
RIC 13
| Submit | |RIC14
— |RIC15

BIC 18

Figure 64: Assign Applicant to Recruiter

5.2 Abandon Applicant

To abandon an Applicant select Abandon Applicant from the Take Action pull-down menu.

Apphcants — | B & ST
Seiect Appicant Narme L] ;.hnl State g" Gender Ethnicity Race Desposition Reason Program Apphcant Rating  Transfer “Take Action
Stone Emma 26308 150420'3 R 1245 Female Nothispan Wnae to Program e
Abandon Applicant
S 03142013 . Coutesy Assign Applicant to Recruiter
Lawrence Boddy 26371 Fl 12345  Male NotHispan White No Program 4
2400 ; Mo select Action
‘Transfer to another RO
Sslect AN Deselect s “Group ACBIOR:  Select Group AcBon - [Go) View Comments

Figure 65: Abandon Applicant

The Abandon Applicant page displays the name of the Applicant to be abandoned. Confirm that this is the correct

Applicant to be abandoned and click Submit. Once an Applicant has been abandoned, they will no longer display
in the RIC Workspace.

Abandon Applicant

Applicants

Customize | Find | B | ¥ First B g4 1 Last

Applicant 1D Hame Program Recruiter Name

392344 Tester JrFred The Regular Mon-Prior Senvice RIC A

~ Submit  Cancel |

Figure 66: Submit to Abandon Applicant

C The use of Abandon Applicant should be limited. To retrieve an abandoned applicant, you must utilize

the Search Applicant feature and assign the applicant back to your RECRUITER Workspace (see Search
Applicant in the Recruiter Workspace section).
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5.3

Transfer Applicant

pull down menu.

To transfer an Applicant to a RIC in another recruiting office, select Transfer to Another RO from the Take Action

Select

Select All

- Referal Ziy
Applicant Name D D

Deselect All

Code Gender Ethnicity Race Disposition Reason Program

Applicant Rating Transfer
03142013 . Courtesy

Stone Emma 26366 120PM FL 12345 Female MotHispan White Mo Program Ship
LewrenceBobby | 26371 00 MO0 FL 12345 Wele  Nothispan White No Program Courtesy

Ship
*Group Action:

Select Group Action - |@

Ay
Custonize | Find | view 21| B [ ¥ ot K 43012 0

*Take Action

Select Action

Abandon Applicant
Assign Applicant o Recruiter
Select Action

Transfer fo another RO
View Comments

Figure 67: Transfer Applicant

The Transfer to Another Recruiting Office page displays the Applicant’s name, ID, Program (if any), and

Recruiter (if any). Confirm that this is the correct Applicant to be transferred and click Submit. Once an Applicant
has been transferred, they will no longer display in the RIC Workspace.

Select the Reason for the transfer, Recruiting Office the applicant will be transferred to, and enter any comments in

the Notes field. Click Submit to transfer the Applicant. Once an Applicant has been assigned to a Recruiter, they
will no longer display in the RIC workspace.

Transfer to Another Recruiting Office

Applicants customize | Find | B | 3 First £ g 071 I Last
Applicant ID Name Program Recruiter Name
382344 Tester Jr Fred The

Regular Mon-Prior Service RIC A

Select Reason

Status Reason:

*Recruiting Office: -
Notes: @
| Submit | | Cancel |

Figure 68: Transfer Applicant to Another Recruiting Office
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54 View Comments

Reteral v

Select Apphcant Kame L Dete State Code Gender Ethmcity Race Despostion Reason Program Apphcant Rating Transter “Take Action
Stone Emma 26308 130020'3 L 1245 Female Nothspan Wnae No Program Coueey
Ship
Abandon Applicant
y7q 0142013 12365 |Maste NotHispan 'White NG Program “ourtesy| Assign Applicant to Recruiter
Z48PU Ship Select Action
— Transfer to another RO
Desslect A *Group Action Setect Group ABon - | Go View Comments

Figure 69: View Comments

This page will show any comments that were entered by the Recruiter. All are prefaced with the user ID (e.g.
1366138), Date (2013-03-20), and Time (13.31.51.0000000).

Applicant Notes

e customize | Find | B | %5 mrst B q0r0 O Las
Applicant D Mame Program Recruiter Mame
263566 Stone Emma Mo Program net Recruiter

CGRC Recruiter Mote Audience: Public

Notes: 1366138-2013-03-20-13.31.51.000000-

Figure 70: Comments on Applicant

5.5 Process Reservation Request

RIC Permissions: Only individuals who have the RIC role for an RO are able to submit reservation requests
to the Reservations department. Upon submitting a reservation request to the RIC, the recruiter should
inform you of the applicant’s name, ADC ID #, referral date, and all other pertinent information that you
wish to be made aware of.

RIC Notification: The system does not generate an email when a reservation request is submitted to an
RIC. However, a reservation request pending the RIC’s attention will show up in the Reservation
Requests By Office Report (see figures 156, 157, 158 for instructions on running this report).

Referral Date: the referral date is particularly important due to the fact that when you search the recruiter’s
workspace, the “referral date between” date range needs to include the date that this particular applicant’s
information first entered the system. Keep in mind that this may have been several years ago; i.e. a
reservist applicant for whom the recruiter is requesting a reservation for a 10-Sept-2013 shipdate may
have entered the system initially in January 2012.
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Display: The RIC should select “qualified applicant” as the display disposition. Remember that the
applicant must have been in qualified applicant status for the recruiter to have submitted the reservation.

Recruiter Workspace

Ashly Thomas

rkspace. To use your workspace, define your search criteria (Display, Date Range) and click
Refresh. Click Refresh anytime you wish to see the most up-to-date list of applicants. To perform a transaction for an
applicant, click on the Take Action field and select the transaction you wish to perform. To update:

e Applicant Data Card information, click on the applicant's name
e Program related data, click on the Application icon
e Applicant disposition, click on the disposition

If you work in muliple recruiting offices, select the office you wish to view in the Location field. If you are a Recruiter-In-
Charge, select the recruiter you wish to view in the Recruiter field.

Location: | Mobile AL-1OB =l Recruiter: | Ginger Feeney ~l

Display: | Qualified Applicant = IReferraIDateBetween: 01/02/2013 B  And:|07/02/2013 [5 'bl

Figure 71: RIC Accessing Recruiter Workspace

Once the RIC has defined the parameters to find the applicant, click “refresh” and the pertinent applicants
should display. Select the applicant that the recruiter informed you he/she has submitted for a reservation
request. The RIC should review all the applicant’s ADC information (by clicking on the applicant’s name
and viewing all ADC tabs) in addition to the Application information for accuracy.

Manage Applicants

Display: Qualified Applicant =] Referral Date Between:[01/0212013 [ Ana:[07022013 5

Name D Disposition Reason Gender Ethnicity  Race Program Source Rating Postal Application Referral Date Transfer Recruiter Take Action
Qualified q PSDA RQ Prior Service =h 03/08/2013 s
Ilabry James Blake 157776 aalcac Male Not Hlsean - Manual 0 36532 % : |Se|ec1Acbon TI
) Qualified ; Reserve Enlistment = 03/08/2013 c
Davis Joshua Stafford 157803 3o icant Male  NotHispan b Web 2 32539 B e | select Action |
—_ =
s Qualified g College Student Pre- =h 02/08/2013 =
\ v g
Williams John Robert 157385 Abiliean Male Not Hispan P Manual 0 36526 [—é 1200 |Se|ec1AcI|on z'

Figure 72: RIC Selecting the applicant, and selecting Submit Reservation Request in Take Action

Once the RIC has reviewed all the applicant’s information and determined it to be accurate, the RIC shall

select “Submit Reservation Request” in the Take Action selection to gain access to the applicant’s
reservation request page.
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Manage Applicant: Davis,Joshua Stafford

Reservation Request

Name: Davis Joshua Stafford Program: Reserve Enlistment RK
Applicant ID: 157803 Disposition: Qualified Applicant
Phone: 831/920-7740 Address: 5804 Mosley Lane
Email: joshd885@gmail.com Crestview,FL 32539

| Reservation Information
*Requested Ship Date:  [06/25/2013 @,

*e-Verify Case Number: |

DEP Date: £

Bonus Information Customize | Find | View 2l L2} ! B prer D gorq 1 Lo
Bonus Type Reason Amount Requested
1) = = | #i=

Buddy Information Customize | Find | View 21 | L2 ! B First K 4 of 1 13 | 5st

I Save | - Cancel :| ~ Submitto Reservations

Figure 73: RIC reviews Reservation Request

The RIC shall review the reservation request page information for accuracy (typically the e-Verify case
number will have been pre-filled by the recruiter, as will the DEP date). Once all information is
determined satisfactory, the RIC shall click “Submit to Reservations.”

Upon submission, a warning message may appear if the applicant does not meet the conditions of the
program (e.g. applicant isn’t old enough, has too many dependents, does not have the proper term of

C enlistment, training type, etc). If a message appears, click OK in the message box if you want to
submit the request, or Cancel if you do want to submit the request and be returned to the Reservation
Request page. Click Cancel on the Reservation Request page to cancel the transaction entirely.
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5.6  Process Waiver Request

RIC Permissions: Only individuals who have the RIC role for an RO are able to submit waiver requests to
the Reservations department. Upon submitting a reservation request to the RIC, the recruiter should
inform you of all other pertinent information that you wish to be made aware of regarding applicant data.

RIC Notification: The system does not generate an email when a Waiver Request is submitted to an RIC.

Referral Date: the referral date is particularly important due to the fact that when you search the recruiter’s
workspace, the “referral date between” date range needs to include the date that this particular applicant’s
information first entered the system. Keep in mind that this may have been several years ago.

Display: The RIC should select “qualified applicant” as the display disposition. Remember that the
applicant must have been in qualified applicant status for the recruiter to have submitted the waiver.

The RIC should navigate to Recruiter Workspace, and select the recruiter who submitted the waiver. Once
the RIC has defined the parameters to find the applicant a per the above, click “refresh” then select the
applicant that the recruiter informed you he/she has submitted for a waiver request. The RIC should then
click Submit Waiver Request” in the Take Action selection to gain access to the applicant’s reservation
request page.

o,

Display: Referral Date Between: [01/0212013 [5]  And:[07/0212013 [5)

Qualified Applicant v]

2 Eyger3

Name 1D Disposition _Reason Gender _Ethnici Race Program Source _Rating _Postal _Application Referral Date _Transfer Recruiter Take Action
Qualified g PSDA RQ Prior Service =h 03/08/2013 :
s i : e 3
I Mabry.James Blake 157776 5 ooy Male  NotHispan Sy Manual |0 36532 B oo | select Action

RESETVE CISTTEn
RK

13

Eh
Web 2 32539 B i

r Uy :
Davis Joshua Stafford 157803 Applicant Male Not Hispan ISeledAﬁlon

Qualified
Applicant

College Student Pre-
Commission

02/08/2013

=
Manual 0 36526 B oo

Williams John Robert 157385 Male Not Hispan |Se|ec1AcI|on

Figure 74: RIC Selecting the applicant, and selecting Submit Waiver Request in Take Action

The RIC shall review the waiver request page information for accuracy, and to ensure that they concur
with the recruiter’s recommendation. Once all information is determined satisfactory, the RIC shall click
“Submit to Reservations.”

Waiver Type: Medical Pending
Waiver Duration: Not specified
Medical ICD Code: 369.2
Last Update Date/Time: 07/101/2013 11:56:44AM
Save "Cancel i : Submitto Resetvationsﬂ

Figure 75: RIC Submitting the Waiver Request
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RESERVATION WORKSPACE
The Reservation Workspace shows the Reservation Specialist’s name with a brief description of what can be done

on this page. The Approval Type pull-down lists the three different views in the Reservation Workspace: 1) A-
School, 2) Reservations, and 3) Waiver.

Any data changed on the Reservation, A-School, and Waiver Request pages will update the applicant’s record.

CO You must click the s icon to see the most up-to-date list of applicants.

Reservations Workspace

Weicome 10 the Reservabons Workspace. To view other hypes of requests, select e bype in e Approval Type Sefd Use the
Display feld 1o furthes Slter the Bst by Bsposion

To take 3chon 0N an applicant Mat has Deen SUDMILC 10 You SUCH 35 ACCEt OF Camy 3 TeQUest of upcate apphicant data
click on the applicants name which will display e Request Detalls page

Approval Type:  Resercatons -
Manage Applcsnts
Display: Pending v And  Subenifted Date Betwees: W And: B v
Date Requesied Anvnjd’ he;;umno
ol Apphcant Mame L] Disposition™ Ship Date SN Program hip Date~ Otfce Recruter Marme
Reserve Enlistiment " SeaTac. WA.
Q 100
QuaMied Applicant RK 081102010 a£A
‘ Regutar Non-Price SeaTac WA
CuaMied Applicant Senice 03302010 SEA
Reserve Endstment ; SeaTac WA-
Cuaidiec Applicant RK 0711222010 SEA

Figure 76: Reservations Workspace

To change or filter what is displayed in the Manage Applicants section, select a different Approval Type, Display
and/or Submitted Date range using the [ icon. Click on® icon to refresh the view with the new search criteria.

The Approval Type determines which request is being approved or declined. For example, if Approval
Type = Reservations, and you click on the applicant’s name to accept the reservation request and

O instead you then click on the A-School Request link. If you click the Accept button, you are still
approving the Reservation Request and not the A-School request. To approve an A-School request,
Approval Type must equal A-School. The same applies for Waivers.




US Coast Guard Recruiting Solutions 68 |

6.1  Reservation Request

To process a pending reservation request for an Applicant, set the Approval Type field to Reservations, Display

field to Pending and Submitted Date range to your choice, and click ®the icon. When the list of applicants
displays, click on an Applicant’s name. This will display the Reservation Request page.

The Reservation Specialist reviews all data to ensure that the applicant meets program eligibility and accession
standards. The Reservation Specialist validates whether the applicant’s Credit Check and NCIC passed, and makes
the appropriate selection (i.e. pass/fail) on the page. The applicant’s e-Qip is presumed to be in progress and
passing unless the Reservations Specialist receives derogatory information following the applicant’s fingerprint
results processing through the FBI in conjunction with their DEP.

6.1.1 Accept Reservation Request

If the Reservation Specialist deems the applicant eligible, and the applicant passes the Credit Check and NCIC, the
Reservation Specialist fills out the Assigned Ship Date and DEP Date. The Reservation Specialist may also enter
comments. Following this data entry, the Reservation Specialist may save the Reservation, and then click
“Accept” to assign that applicant onto the shipping roster for the correlating ship date. This action by the
Reservations Specialist triggers changes in the ship summary, stat summary, ship report, etc. Additionally, the
accepted reservation will transpose to the “Accepted” list in the Reservations Workspace drop down.

6.1.2 Decline Reservation Request

To decline the Reservation Request, the Reservations Specialist clicks Decline. Typically, denial of a reservation is
due to a data error in the ADC, lack of available shipping opportunities, or receipt of fail reports for Credit, NCIC,
and eQip. The declined reservation will transpose to the “Declined” list in the Reservations Workspace drop down,
and go back to the recruiting office from which it originated. The Reservations Specialist should provide notes in
the Comments section to educate the recruiters on the issues with the reservation or applicant data.

6.1.3 Re-assign Ship Date

To reassign a ship date to an applicant with an accepted reservation request, the Reservation Specialist selects
“Approved” from the Manage Applicants display drop down. The Reservations Specialist can sort columns to find
the applicant by assigned ship date and or last name, SSN, etc, or use “Control Find” to search the applicants name
quickly within the list. Upon locating the applicant, the Reservations Specialist will click on their name, and open
their ADC/Reservation request information. The new “Assigned Ship Date” is selected by the Reservation Specialist,
and the transaction is accepted. At this point, the ship report, ship summary, and other accessions/recruiting
reports should update to reflect the change. The applicant’s information remains in the “approved” list of the
Reservation workspace.

The below screen shot is followed by a table with a list of the data fields and associated descriptions on the
Reservation Request tab. Once the required fields are filled out click on Save.

@ Clicking the Cancel button only cancels the page and does not cancel the request. Use Decline to cancel a
request. Clicking the Pending button changes the request status back to pending.




US Coast Guard Recruiting Solutions B

Reservation Request

Mame: Stone Emma Applicant ID: 26366 Assigned Ship Date:

Program: Regular Mon Prior Service Disposition: Cualified Applicant

Elsave  Accept  Decline  Pending  Cancel

Resenvation Reguest | Waiver Reguest | A-School Reguest | Recruiter Details | Transfer to Office | Discharge

Reservation

Requested Ship Date:  |pgiqiz013 @, “Assigned Ship Date: &y~ DEPDate: gsig1iz013 |[H)

‘Program: Regular Mon Prior Service - Reguest Status:  Fending

*a \ferify Case Number: | 90772384678FL Submitted Date: 05/24/2013
@ Pass @ Pass i@ Pass
© Fail © Fail ) Fail

Personal (1) Personal {2} Enlistment Education, Training Comments

Hame Prefix: h
*First Name: |Emma

Middle Name: |
*Last Name: |5t'3'”‘3

Maiden Hame: |

Hame Suffix: ¥

Current Address

*Country: USA @, United States

Figure 77: Reservation Request

This table displays the Reservation Request page field names with a brief description of what type of data the field
requires.

Reservation

Requested Ship Date The ship date requested by the Recruiter for the Applicant.

Assigned Ship Date The date the Applicant is going to ship.
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Field Name Field Description
DEP Date The Applicant’s DEP date.
Program The program that the Applicant will be assigned to.

e-Verify Case Number

The Applicant’s e-Verify Case Number.

Personal 1

The fields on this tab are pre-populated. This tab displays the Applicant’s
Name, Current Address, Home of Record Address, Fmail Address, Phone
Numbers, Dependent Count, Dependent Details, Marketing Source and
Preferences of the Applicant.

Personal 2

The fields on this tab are pre-populated. This displays the Ethnic Group,
Personal Information, Marital Status, Physical Characteristics, Citizenship
Details, Driver’s License/Birth Certificate Information, Languages, Selective
Service Information, National Identification (SSN), Last Military Service
Information and General Information about the Applicant.

Enlistment

The fields on this tab are pre-populated. This displays the Enlistment
Information, A-School Request Information, Bonus Request Information,
Buddy Information, and Waiver Request Information for the Applicant.

Education Information

The fields on this tab are pre-populated. This tab displays the Education
Information, Degrees, Examinations Completed, ASVAB Test Information
and Physical Information for the Applicant.

Comments

The fields on this tab are pre-populated. This displays any comments that
were entered by the Recruiter. The Reservations Specialists may also
input comments here.

Table 14: Reservation Request Fields

6.2  Approve/Deny Waiver Request

To process a pending waiver request for an Applicant, set the Approval Type field to Waiver, Display field to
Pending and Submitted Date range to your choice, and click the refresh icon. When a list of applicants display,
click on an Applicant’s name. The Waiver Request page will display with any requested waivers.

Once the information is reviewed, the Waiver Request is ready for approval/denial. To approve or deny a Waiver
Request, click on the Waiver Request tab and review the data. To accept the request click on Accept, to decline

the request click on Decline,

O Clicking the Cancel button only cancels the page and does not cancel the request. Use Decline to cancel a
request. Clicking the Pending button changes the request status back to pending.
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Waiver Request

Mame: Stone, Ermma

Program: Regular Mon Prior Sarice

Ecae Accepl Decling

Reservation Request | VWaher Reguas!

Fequest Status:

Applicant ID: T6366 Assined Ship Date;

Disposition: Gualifed Applicam

Pending  Cancel

Request Siatus: Pending ¥

For Midclaacle Fracture Dis

Medical ICD Code: B10.02m248

Date Submitted:

Holes: Applicant was DOed for have 3 racture in the lel mid davicle, and a
frachuris in B right distal fibular

Misdical Consult information

-

Figure 78: Reservations Request

This table displays the Waiver Request page field names with a brief description of what type of data the field

requires.

Field Name

Field Description

Continue to Process Information

Request Status

This field displays that status of the Applicant’s request.

For

This field displays what the request is for.

Medical ICD Code

This field displays the medical ICD code pertinent to the Applicant’s
medical condition.

Date Submitted

This field displays that date that the request was submitted.

Notes

This field displays any notes that were entered by the recruiter.

Medical Consult Information

Request Status

This field displays the request status for the Applicant.

For

This field displays what the request is for.

Medical ICD Code

This field displays the medical ICD code pertinent to the Applicant’s
medical condition.
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Field Name Field Description

Date Submitted This fields show the date that the Applicant’s request was submitted.

Notes This field shows any notes that were entered by the Applicant’s
recruiter.

Waiver Information

Waiver Type This field displays the waiver type submitted for the Applicant.

Request Status This field displays the request status for the Applicant’s waiver.

Waiver Duration This field displays the waiver duration for the Applicant.

Medical ICD Code This field displays the medical ICD code for which the Applicant has a
waiver for (if applicable).

Last Update Date/Time This field display when the request was last updated.

Description This field displays a description of the request.

Table 15: Waiver Request Fields

6.3  Approve/Deny A-School

To process a pending A-School request for an Applicant, set the Approval Type field to A-School, Display field to

Pending and Submitted Date range to your choice, and click the % icon. When the list of applicants displays,
click on an Applicant’s name. The A-School Request page will display with any requested A-School. All of the
fields on this page are pre-populated with the information entered by the Recruiter when the request was
submitted, except for the Assigned A-School Date which the Reservation Specialist (or A-School Specialist) is
required to fill out before the A-School Request can be Accepted or Denied.

0 Clicking the Cancel button only cancels the page and does not cancel the request. Use Decline to cancel a
request. Clicking the Pending button changes the request status back to pending.




US Coast Guard Recruiting Solutions

A-School Request

Mame: Stone, Emma Applicant ID: 26366 Assigned Ship Date:
Program: Regular Mon Prior Service Disposition: Cualified Applicant

[Elsave  Accept | Decline  Pending | Cancel

Reservation Reguest | Waiver Request | A-School Regquest | Recruiter Details | Transfer to Office | Discharge

A School Information

*A-School: AMT -
*Assigned A-School Date: Q

Requested A-School Date: 05m01s2013

Request Status: Pending

*Type of School: I -
Guaranteed School?: Mo h
Reserve Program: Position ) )
# and Unit: | Submitted Date:

Notes: |

Citizenship Details

Citizenship Status: USNA @,

Registration Humber (if Naturalized): |

Examinations Completed

BAC WO Moo ol Toleon Yes - A EVIAD Tolon Yes -
S

Figure 79: A-School Request Tab

6.4  Prepare for Hire

The Prepare for Hire step is necessary so that Cape May can hire the applicants into the Direct Access HR system
which can only be performed after an applicant’s Reservation Request has been accepted. This step pushes
applicants to the ‘Manage Hires’ page where Cape May SPOs select the applicant to be hired. As a result, this
transaction should only be performed on applicants after confirming that they will be present for their ship date. If

an applicant was prepared for hire but failed to appear to boot camp, the Cape May SPO can simply ignore this
applicant on the Manage Hires page.

In the Reservations Workspace, set the Approval Type to Reservations, Display to Approved, and Submitted Date

range to your choice, and click the % icon. This will display all applicants whose reservation request was accepted

and disposition is Reserved. When a list of applicants displays, click on the Reserved disposition link. The Prepare
for Hire page will display.
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All fields on this page will default to a value based on data entered by the Recruiter and Reservation Specialist. Once
the information is reviewed, the applicant can be prepared for hire. Click the Save & Submit Request to HR button
to push the applicant to the Manage Hires page. Upon submission, the Applicant’s disposition will automatically
be updated to Ready to Hire by the system.

Manage Applicant

Prepare For Hire
Emma Stane

To initiate a hire, rehire, transfer, additional job assignment, orto add a contingent
warker assignment, select Save and Submit Requestto HR.

Prepare For Hire

Application Status: 071 Offer Accepted

Status Last Updated: 08M15/2013

Job Opening: [1s2061 @ Regular Non-Prior Senvice
Joh Opening Type: Continuous Job Opening

Position: 0025052 @, BASIC RECRUIT
Joh Code: 415098

Business Unit: EMLEG Enlisted CG
Department: noz21a59

Start Date: OGM0E2013 El

Date Applied: 051562013

Applicant Type: External - Mew

Type of Hire: Hire -

Contract Number:

Applicant 1D: Werify Employee 1D

Employee ID notverified

Additional Hire Information

[[]send offer Letter to HR

Hire Comments: @

Save & Submit Requestto HR || Gancel

Figure 80: Prepare for Hire

This table displays the Prepare for Hire page field names with a brief description of what type of data the field

requires.

Field Name

Field Description

Application Status

defaulted and read-only.

The current disposition of the Applicant (Offer Accepted = Reserved). Field is

Status Last Updated

and read-only.

The date when the applicant was updated to the current disposition. Field is defaulted

Job Opening

The job opening associated with the Program. Field is defaulted. Do not change.

Job Opening Type

The type of program job opening. Field is defaulted and read-only.




US Coast Guard Recruiting Solutions

Field Name Field Description
Position The position (BCN) for the applicant. Field is defaulted. Change if necessary.
Job Code The job code associated with the position. Field is defaulted and read-only.

Business Unit

The business unit associated with the position. Field is defaulted and read-only.

Department The department associated with the position. Field is defaulted and read-only.
Start Date The approved ship date for the applicant. Field is defaulted. Change if necessary.
Date Applied The date when the applicant was added to DARS.

Applicant Type The type of applicant. Field is defaulted and read-only.

Type of Hire The type of hire for the applicant. Field is defaulted. Do not change.

Send Offer Letter to HR

Not used.

Comments

Enter any comments. These comments will display on the Manage Hires page when
the Applicant is hired by the Cape May SPO.

Verify Employee ID Not used.
Contract Number Not used.
Applicant ID Not used.
Table 16: Prepare for Hire Fields
6.5 View Recruiter Details

To view the Recruiter Details of the Applicant click on the Applicant’s name and click on the Recruiter Details tab.
This tab displays the Recruiter that submitted the Reservation Request for the Applicant. The fields on this tab are
pre-populated and are read only.

Name: Smith, Roger EE Status: Active
Employee ID: 293463 Rank:

Role: Recruiter

Phone:

Email: roger.smithi@iest cam

FAX:

Live Chat ID:

Recruiting Office: Hartford CT-59

Recruiter-In-Charge: Sarah Flynn

RO Address:

Figure 81: Recruiter Details Tab

6.6 Transfer to Office

To transfer an Applicant to another recruiting office, select the Applicant to be transferred from the Reservation
Workspace and click on the Transfer to Office link. There are three areas that are required to be filled out by the
Reservation Specialist before the Applicant can be successfully transferred. Once the notes are entered into the
Notes section, click on the icon on the upper right hand corner of the Notes text box to run spell check.
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MyPage SelfSemnice Reguests

=
Mame:

Applicant ID:

Select Reason

Notes:

Status Reason:

Assigned Ship Date:  05/25/2010

*Recruiting Office:

Submit

Program: Reserve Enlistment RK

Disposition:  Qualified Applicant

Heservation Reguesf | Waiver Reguest | A-School Request | Recruiter Details | Transferto Office | Discharge

Cancel

Reservation Request | Waiver Request | A-School Reguest | Recruiter Details | Transferto Office | Discharge

Figure 82: Transfer to Office Tab

This table displays the Transfer to Office tab field names with a brief description of what type of data the field

requires.
Field Name Field Description
Reason Select a reason for transferring the Applicant- Courtesy Ship, Pending, Transfer,

Transmitted

Recruiting Office

Select the location of the Receiving Recruiting Office.

Notes

Enter any notes for the RIC to view.

Table 17: Transfer to Office Tab Fields

6.7  Discharge an Applicant

To Discharge an Applicant, select the Applicant to be discharged from the Reservation Workspace and click on the
Discharge tab. Applicants can only be discharged if they have been shipped (they must be in “Approved”
reservations/Ready to Hire/Hired” status).
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This tab contains two areas that are required to be filled out before the Applicant can be discharged. Once the notes

are entered click on & in upper right corner of the Notes text box to run spell check then click Submit.

Upon submission, the Applicant’s disposition will automatically be updated to Discharged by the system.

¥

My Page Self Sewice Reguests
[E

Name: Assigned Ship Date:  05/25/2010
Applicant ID: Program:  Reserve Enlistment RK

Disposition:  Qualified Applicant

Reservation Request | Waiver Request | A-School Request | Recruiter Details | Transferto Office | Discharge

Select Reason

*Reason: M

*Separation Date: 0

Notes: @
Discharge Bonus
EBCC 0 B
Entitiement 0 =
Submit | Cancel |

Reservation Reguest | Waiver Request | A-School Reguest | Recruiter Details | Iransferto Office | Discharge

Figure 83: Discharge an Applicant

Below are the fields on the Discharge page with a description of what data it requires.

Field Name

Reason

Field Description

Separation Date

Select reason or discharge from drop down.

Notes

Click on calendar icon to select the date of discharge.

EBCC

Enter details for discharge.

EBCC that needs to be recouped.

Entitlement

The entitlement that needs to be recouped.

Table 18: Discharge Page Fields
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6.0 Reports

Reports can be accessed from the portal. There two types of reports with each requiring slightly different steps to
run. The two types are:

= Query
=  Process Scheduler

Query reports display results right on the page and can be downloaded to an Excel file, CSV Text file, or an XML
file. Process Scheduler reports are in a predefined file format (Excel or CSV) and deposits the file into a Report

Repository. To view the report output for Process Scheduler report, the file must be selected from the ‘My Reports’
portal pagelet.

My Reports =
Report Folder

HMLP General
2013-05-22-21.14.0

Accessions

Fulfillment List General

2013-05-22-18.31.5
CE ACC PRGST  General
2013-05-22-16.02.2
CG ACC PRGET  General
2013-05-22-16.01 3

CGETHMICRPT General
2013-05-22-15.57 .1

Report Manager

Figure 84: My Reports Portal Pagelet

When the report is selected from the My Reports pagelet, the Report Repository page is displayed. You may see
two output files for some reports in the My Reports pagelet. In these cases, the correct output file is the file that
contains either an .xls or .csv file extension. The file with the extension of .stdout may also appear. This file shows

general process information and does not contain any data related to the report. (the Report Manager link displays
the reports in a list format).

0 The My Reports pagelet shows your 5 most recent report outputs. To view a report that is not outside of
the most 5 recent, click on the Report Manager link. This will display all reports in a tree format.
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ReportID: 104287 Process Instance: 122524 Message Log
Hame: STAT_SUMM Process Type: XML Publisher

Run Status: Success

CG_STAT_SUMM - CG_STAT_SUMM.xls

Distribution Details
Distribution HNode: RPTHODE Expiration Date: 0552952013

File List

Name File Size es Datetime Created
CGStatSumm.xml 71,699 06/25/2013 10:16:22 568197AM PDT
CG STAT SUMM.xIs 142 624 06/25/2013 10:16:22 56819TAM POT

Figure 85: Report Repository Page

7.1 A-School Summary — Detailed Report

1. Click on the A-School Summary — Detailed report link from the portal.

Accessions Reports BE
A-School Summal A-School Summary - Detailed Detalled
Ship Summary Ship Summary - Detailed
Reserve Shipper Report PSDA Report
Stats Summary Coming of Age (COA)} Report
Fulfilment List Report ORL Enlistment Report
Bonus Report Lead Source Report
Shipping Extract Reserve Contact Report
RO Recruit Roster CGRS Data Extract
Reservation Reguests by Office Waiver Reguests by Office
DMDC Interfaces Ethnicity Report
Lead Activity Report Shipping Report
Waiver Summary Bonus Exiract
Program Stats Report TASS Report
Waiver Extract Accessions Report Run Page
Lead Diversity and Gender Guaranteed District Report
Lead Comp and Management Rpt

Figure 86: A-School Summary - Detailed Report

2. Enter the report parameters and click View Results.
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lyPage Guest SelfSenice |nvesior Adminisiration Reguests
(=13
CG_ACC_ASCHL_SUMM_DETAIL - CG Accession ASchl Summ Detail

Fiscal Year: |2012/@,

Aschool Date: [04/3012012 /@,
A-School: @,
View Results
[ [ Applicant Name [ Program [ Gender [ Applicant ID
Figure 87: A-School Summary - Detailed Report Parameters
3. The report results are listed below.
CG_ACC_ASCHL_SUMM_DETAIL - CG Accession ASchl Summ Detail
Fiscal Year: IMQ
Aschool Date: [04/30/2012 |3,
A-School: @,
View Results
Download results in :  Excel SpreadSheet CSV TextFile XMLFile (3 kb)
View All First E 1:130f13 Last
‘ Applicant Name Program Gender Applicant ID |

Resemve Enlisiment RA F

Reserve Enlistment RK M

Reserve Enlistment RK. [l

Reserve Enlistment RK

-

Resemve Enlistment RK Ll

Reserve Enlistment RK F

1
2

3

n

5 Resemve Enlisiment RA Ll
8

-

3 Reserve Enlistment RK W
9

Reserve Enlistment RA M

10 Resemve Enlistment RA Ll
" Resemve Enlisiment RA Ll
12 Reserve Enlistment RK M
13 Reserve Enlistment RK F
Fi A-School Summary — Detailed Results

7.2 A-School Summary Report

1. Click on the A-School Summary report link from the portal.

Accessions Reports

Ship Summary Ship Summary - Detailed
Reserve Shipper Report PSDA Report

Stats Summary Coming of Age (COA) Report
Fulfilment List Report ORL Enlistment Report
Bonus Report Lead Source Report
Shipping Extract Reserve Contact Report

RO Recruit Roster CGRS Data Extract
Reservation Reguests by Office Waiver Reguests by Office
DMDC Interfaces Ethnicity Report

Lead Activity Report Shipping Report

Waiver Summary Bonus Extract

Program Stats Report TASS Report

Waiver Extract Accessions Report Run Page
Lead Diversity and Gender Guaranteed District Report
Lead Comp and Management Rpt

Figure 89: Accessions Reports
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2. Click on the El icon to select a date.

CG_ACC_ASCHOOL_SUMMARY - CG Accessions A-School Summary

Start Date: [03/01/2013 5}
| View Results
A-School | A-School | TotalActiveDuty | Total Active Duty | Total Active | Max Active DutyClass | TotalReserve | Total Reserve Total Max Reserve Class | Total Total Total Male/Female Total Max Class
Date Class Male Female Duty Size Male Female Reserve Size Male | Female AD/Reserve Size
Figure 90: A-School Summary
. . .
3. Click View Results to display the search results.
CG_ACC_ASCHOOL_SUMMARY - CG Accessions A-School Summary
Start Date: [03/01/2013 {5}
View Results
Download results in © Excel Spreadsheet csvTextFile xuLFile (1 kb)
View Al First [ 11 of 1 [ Last
A-School A-School Total Active Duty Total Active Duty Total Active Max Active Duty Class Total Reserve Total Reserve Total Max Reserve Class Total Total Total Male/Female Total Max Class
Date Class Male Female Duty Size Male Female Reserve Size Male Female AD/Reserve Size
1|08/1212013  [MST 0 0 0 10 3 1 4 10 3[1 4 20

Figure 91: A-School Summary Report Results

7.3 Bonus Extract Report

1. Click on the Bonus Extract report link.

Accessions Reports

A-School Summa A-School Summary - Detailed
Ship Summary Ship Summary - Detailed
Reserve Shipper Report PSDA Report

Stats Summary Coming of Age (COA) Report
Fulfilment List Report ORL Enlistment Report
Bonus Report Lead Source Report
Shipping Extract Reserve Contact Report

RO Recruit Roster CGRS Data Extract
Reservation Reguests by Office Waiver Reguests by Office
DMDC Interfaces Ethnicity Report

Lead Activity Report Shipping Report

Waiver Summary Bonus Extract I
Program Stats Report TASS Report

Waiver Extract Accessions Report Run Page
Lead Diversity and Gender Guaranteed District Report
Lead Comp and Management Rpt

Figure 92: Bonus Extract Report Link

2. Enter the report parameters and click View Results.
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CG_ACC_BONUS_EXTRACT - CG Accessisons Bonus Extract

Start Date: [01/01/2013 il
End Date: [05/01/2013 [&]

View Results

Recruiting Office
(RO)

Entitlement Bonus
Amount

Entitlement Bonus
Reason

A-School Bonus | A-School Bonus
Amount Reason

A
School

Recruiter

Applicant Applicant Last
] lame Name

Ship
Date

Bonus (RES) Status
Category Rate Rank Status Daie

Amount Reason

SSN‘

EBCC ‘EBCCBonns

Program ‘

Figure 93: Bonus Extract Report Parameters

3. The results are displayed below.

CG_ACC_BONUS_EXTRACT - CG Accessisons Bonus Extract

Start Date: [01/01/2013 [
End Date: [05/01/2013 [3]

View Results

Download results in : Excel SpreadSheet CSVTextFile XWLFile (1kb)

View All First [ 1-1 0f 1 [ Last

SsH Entitiement Bonus | Entitiement Bonus |  EBCC EBCC Bonus | A-School Bonus |A-School Bonus | A

- Recrutter |, | Bonus (RES) | Status
Amount Reason Amount Reason Amount Reason School =

Category App‘l:;:ant Recruiting ‘App\lcantmsl o=t Status Date

Office (RO) Name

Rate |Rank | Ship Date
i

gﬂye DET 4000 |SLAF 0 0 v |E4 011372013 R-RX A 10M10/2012
1 I

Figure 94: Bonus Extract Report Results

7.4 Bonus Report

1. Click on the Bonus Report link.

Accessions Reports

A-School Summa A-School Summary - Detailed
Ship Summary Ship Summary - Detailed
Reserve Shipper Report PSDA Report

Stats Summary Coming of Age (COA) Report
Fulfilment List Report ORL Enlistment Report
MM I Lead Source Report
Shipping Extract Reserve Contact Report

RO Recruit Roster CGRS Data Extract
Reservation Reguests by Office Waiver Reguests by Office
DMDC Interfaces Ethnicity Report

Lead Activity Report Shipping Report

Waiver Summary Bonus Extract

Program Stats Report TASS Report

Waiver Extract Accessions Report Run Page
Lead Diversity and Gender Guaranteed District Report
Lead Comp and Management Rpt

Figure 95: Bonus Report Link

2. Click on Eﬂto select a Start Date and End Date.
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CG_ACC_BONUS_RPT - CG Accessions Bonus report

Start Date: 5
End Date: £

View Results

| | category | Applicantin | LastName [ ssN | programiD

Recruiter Name | RO |

Reservation Request Status

Bonus Amount

EBCC Bonus Amount

A-School Bonus Amount

A-school | Rate | Rank | ship Date

3.

Figure 96: Bonus Report Parameters

Click on View Results to display the results.

CG_ACC_BONUS_RPT - CG Accessions Bonus report

Start Date: [02/06/2013 31
End Date: [04/01/2013 il

View Results

Download results in

Excel SpreadSheet CSV TextFile XMLFile (37 kb)

View Al First ] 1-87 of &7 ] Last

Category |ApplicantiD |  Last Name SSH Program ID Recruiter Name RO Request Status Bonus Amount | EBCC Bonus Amount | A-School Bonus Amount |A-School | Rate |Rank| Ship Date
1 | Active Duy RNPS - SEA |A NONE 02M12/2013
2 |Active Duy RNPS SEA |A NONE 02(12/2013
3 | Active Duy RNPS + - SEA |A NONE 03/05/2013
4 |Active Duy R-RK SEA |A MK NONE 03/12/2013
5 |Active Duy RNPS - SEA |A NONE 02/12/2013
6 |Active Duy R-RK SEA |A BM i 03/26/2013
7 |Active Duy - R-RK . . SEA |A MK NONE 03/26/2013
8 |Active Duy R-RX SEA |A WME 03M10/2013
9 | Active Duy - R-RK - SEA |A MK MK 02/26/2013
10 | Active Duy R-RK SEA |A ME NONE 03/26/2013
11 | Active Duy R-RK + - SEA |A 0s 0s 03/05/2013
12 | Active Duy R-RK SEA |A SK SK 03/26/2013
13 | Active Duy R-RK SEA |A HS HS 03/12/2013

7.5 CGRS Data Extract Report

Figure 97: Bonus Report Results

1. Click on the CGRS Data Extract report link.

2.

Accessions Reports

A-School Summa

Ship Summary

Reserve Shipper Report
Stats Summary
Fulfilment List Report
Bonus Report

Shipping Extract

Roster

RO Recruit

Reservation Reguests by Office
OMDC Inter:

faces

Lead Activity Report

Waiver Summary

Program Stats Report

Waiver Exract

Lead Diversity and Gender

Lead Comp and Management Rpt

A-School Summary - Detailed
Ship Summary - Detailed
PSDA Report

Coming of Age (COA} Report
ORL Enlistment Report

Lead Source Report

Reserve Contact Report

CGRS Data Extract

Waiver Requests by Office
Ethnicity Report

Shipping Report

Bonus Extract

TASS Report

Accessions Report Run Page

Guaranteed District Report

Figure 98: CGRS Data Extract Report

Enter report parameters by clicking on the field prompts and selecting a value.
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CG_ACC_CGRS_EXTRACT - CGRS Data Extract

Ship Date Start:  [p1/01/2013 |[3
Ship Date End:  [06/17/2013 |[3
Recruiting Region: ,70(7%
Recruiting Office: ,70(7%
Applicant ID: [ da

View Results

Mo matching values were found

Applicant | Applicant | Applicant | Applicant Name Preferred Preferred Preferred| |2

Maiden Address |Address |Address | .. = Email |Home | Cell Alternate| Contact | Contact
Last First Middle Name Goes City | State |Postal| Email Addr
Name Name Name Suffix Name By 1 2 3 Type Address Phone |Phone| Phone | Phone Phone 1
Type | Number

Applicant RCMNT | Profile
ID ID Seq

Figure 99: CGRS Data Extract Report Parameters

3. Click on View Results to display the results.

CG_ACC_CGRS_EXTRACT - CGRS Data Extract

Ship Date Start:  [p1101:2013 [
Ship Date End:  [06/17/2013 |30
Recruiting Region: ’70(7“
Recruiting Office: ’70%
Applicant ID: liuQ

View Results

Na matching values were found.

. . Preferred |Preferred
Applicant | Applicant | Applicant | Applicant Name Preferred HOR
Last | First | Middle = Name ['WAIOSM|Gooq AddTess Address AQATESS oy siate|postal Email | EMAT [Home | Cell |Aftemate| Contact | Contact |y g,
Name | Name | Name Suffix By Type 1
Type Humber

Applicant| RCMNT | Profile
ID D Seq

Figure 100: CGRS Data Extract Report Qutput

7.6 Coming of Age (COA) Report

1. Click on the Coming of Age (COA) Report link.

Accessions Reports

A-School Summa A-School Summary - Detailed
Ship Summary Ship Summary - Detailed
Reserve Shipper Report PSDA Report

Stats Summary _CGmiFIC] of Age (COA) Report I
Fulfilment List Report ORL Enlistment Report

Bonus Report Lead Source Report
Shipping Extract Reserve Contact Report

RO Recruit Roster CGRS Data Extract
Reservation Reguests by Office Waiver Reguests by Office
DMDC Interfaces Ethnicity Report

Lead Activity Report Shipping Report

Waiver Summary Bonus Extract

Program Stats Report TASS Report

Waiver Extract Accessions Report Run Page
Lead Diversity and Gender Guaranteed District Report
Lead Comp and Management Rpt

Figure 101: COA Report Link



US Coast Guard Recruiting Solutions

2.

Click on the El icon to select a Start Date and End Date.

CG_ACC_COA_REPORT - CG Accessions Coming of Age

Start Date: El
End Date: [5]

View Resulis
’ , ’ Area : Office | Office
Applicant | First |Middle| Last |Mame |Address |Address Address City | State | Postal |Phone | Email | Birthdate | Age Citizenship| OF Marketing| ¢ o | e o [ Address |Address Cice |Office| Office | Office
ID  |Name|Name |Name |Suffix| 1 2 3 interst| 1Y€ 1 2 City | State |Postal |Phone
Figure 102: COA Report Parameters
. . .
3. Click on View Results to display the search results
CG_ACC_COA_REPORT - CG Accessions Coming of Age
Start Date: [01/01/2013 |[5]
End Date: [04/01/2013 J3i
View Results
Download results in - Excel SpreadSheet CSVTextFile XMLFile (1kb)
View All First m 1-10f1 m Last
Applicant| First |Middle | Last |Mame Address 1 Address Address City | State |Postal| Phone Email Birthdate |Age| Citizenshi Area Of | Marketing Source | Office Am:ﬁ AS[I;'I::E Office | Office | Office | Office
D Name | Name | Name | Suffix 2 3 g P Uinterst | Type 2 : City | State | Postal | Phone
. US Citizen - Friend or |Honolulu 808/265-
! . Olnaturaizea [RFT (Med@poiae | 7616

7.7 DMDC Report

1.

Figure 103: COA Report Results

Click on the DMDC Interfaces report link.

Accessions Reports

A-School Summa

Ship Summary

Reserve Shipper Report
Stats Summary

Fulfilment List Report
Bonus Report

Shipping Extract

RO Recruit Roster
Reservation Reguests by Office
DMODC Interfaces |
Lead Activity Report

Waiver Summary

Program Stats Report

Waiver Extract

and Gender

Lead Diversi

Lead Comp and Management Rpt

A-School Summary - Detailed
Ship Summary - Detailed
PSDA Report

Coming of Age (COA) Report
ORL Enlistment Report

Lead Source Report
Reserve Contact Report
CGRS Data Extract

Waiver Reguests by Office
Ethnicity Report

Shipping Report

Bonus Extract

TASS Report

Accessions Report Run Page

Guaranteed District Report

Figure 104: DMDC Interfaces Report
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2. Click on Add a New Value. The Run Control ID must not contain spaces. Click Add.

DMDC Interfaces

" Find an Existing Value |ESOELCUACIIGE

Run Control ID:|User_Guide
. Add

Find an Existing Yalue | Add a Mew Value

Figure 105: DMDC Interface Run Control ID

3. Enter the report parameters and click Run.

DMDC Shared Run Control

Run Control I User_Guide Report Manager Process Monitor |£|

Start Date: 01/01/2013 [5
End Date: 05/01/2013 [

[F) save =] Notiy 4 Add | | 7] Updatemispiay

Figure 106: DMDC Report Parameters

4. On this page, click OK. If more than one report is listed, select the checkbox for the DMDC Report and then
click OK. No other fields need to be entered. Server Name can be left blank if none is defaulted.
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Process Scheduler Request

User ID: MEKHANMEMOMN Run Control ID: User_Guide

PSUNX ~  RunDate:  |05/07/2013 )

Recurrence: *  Run Time: 8:23:09AM | Resetto Current Date/Time

Time Zone: N
Process Type Type *Format Distribution

Select Description Process Name
CG_ACC_DMDC Application Engine  Web ~ PDF ~ Distribution

Server Name:

DMDC Report

Figure 107: Process Scheduler Page

5. Click Process Monitor.

DMDC Shared Run Control

Run Control ID:  User_Guide

Report Manager Process Maonitor |&'

Start Date: 01/01/2013 [5
End Date: psi01i2013

L4 Add ;| Update/Display

[ save | =] Notity

Figure 108: Select Process Monitor

6. On the Process Monitor page, click the Refresh button until the Run Status and Distribution Status displays
Success and Posted. The report may take a while depending on the amount of data that the report is extracting.
When the report completes, the output will be sent to the report repository on your Portal homepage.
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7.

2.

Process List Server List

View Process Reguest For

User Dz |1066015 A Tupe: - Last -

Server: *  Mame: [CG_ACC_DMDC 9, Instance: to
Run = Distribution - ¥ Save On Refresh
Status: Status:

Sebect Instance Seq. Process Type
122071 Application Enging

Figure 109: Process Monitor Page

Process Hame  User Buan DrateTime:
CG_ACC_DMDC 1066015 052272013 2:38:40PM PDT

7.8 Fulfillment List Report

Click on the Fulfillment List Report link.

Accessions Reports

A-School Summa

Ship Summary
Reserve Shipper Report
Stats Summary

Fulfilment List Report

Bonus Report

Shipping Extract

RO Recruit Roster

Reservation Reguests by Office
DMDC Interfaces

Lead Activity Report

Waiver Summary

Program Stats Report

Waiver Extract

Lead Diversity and Gender

Lead Comp and Management Rpt

Figurel10: Fulfillment List Report Link

Click on the El icon to select a Referral Date.

A-School Summary - Detailed
Ship Summary - Detailed
PSDA Report

Coming of Age (COA) Report
ORL Enlistment Report

Lead Source Report
Reserve Contact Report
CGRS Data Extract

Waiver Reguests by Office
Ethnicity Report

Shipping Report

Bonus Extract

TASS Report

Accessions Report Run Page

Guaranteed District Report

After the Run Status and Distribution Status displays Success and Posted, navigate to the Portal homepage and
select the report in the My Reports portal pagelet. See Section 7.0 to view Process Scheduler reports.
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CG_ACC_FULFILLMENT_RPT - Fulfillment Report

Referral Date: |

View Resulls
) Marketing | Area MEPCOM Office | Office | Office ) )
“pp“l‘)“"‘ 'f;'rf“e Middle| Last | Suffix "‘""1’““ P "‘"";““ City| state | Postal |[Email Mg;:fggg Source | Of |DOB|Gender ':g"':.";‘ . :"Z'em Education S:R,?C’e ﬁ'ar"f‘z Address|Address | Address Dg““e ‘zﬂfﬁ ”;‘“9 “ﬂ:{ga‘ Disposition D's“é‘:‘m“"”"
Description Interst = Code 1 2 3 “V P
Figure 111: Fulfillment List Report Referral Date
. . .
3. Click on View Results to display the results.
CG_ACC_FULFILLMENT_RPT - Fulfillment Report
Referral Date: [01/03/2012 {31}
View Results
Download resulfs in . Excel Spreadsheet CSvTextFile XMLFile (70 kb)
View All
) Marketing | Area MEPCOM office | onf
APPCANt | et ame | Widdle Last  |Suffix| Addressq [AOOTess|Address| o g postal Email Markefing|  “goyrce of DOB  |Genger Marital| = #of prior | Office |, 4iress Add
D 2 3 Source | oo |intarst Status Lo | service|  Hame |
san
1 Sonoma - Media  |Friendor RNPS (0301287 (M Single N Francisco
Relative R
N kelseyill Friend gan
2 elseplle WMedia rend or RNPS (081171993 M Single N Francisco
ca Relative o
[ erond San
3 Fremont - . WMedia LA RNPS (121101992 M Single N Francisco
Relative R
. |Friendor
4 thiglata Kedis BNPE DRDZANGT W Sindle L BUEREDE

Figure 71: Fulfillment Report Results

7.9 Guaranteed District Report

1. Click on the Guaranteed District Report link from the portal.

Accessions Reports

A-School Summa

Ship Summary

Reserve Shipper Report

Stats Summary

Fulfilment List Report

Bonus Report

Shipping Extract

RO Recruit Roster

Reservation Reguests by Office
DMDC Interfaces

Lead Activity Report
Waiver Summary
Program Stats Report
Waiver Extract

Lead Diversity and Gender

A-School Summary - Detailed
Ship Summary - Detailed
PSDA Report

Coming of Age (COA) Report
ORL Enlistment Report

Lead Source Report
Reserve Contact Report
CGRS Data Extract

Waiver Reguests by Office
Ethnicity Report
Shipping Report
Bonus Extract
TASS Report

Accessions Report Run Page

Guaranteed District Report

Lead Comp and Management Rpt

Figure 113: Guaranteed District Report Link

2. Refer to Section 7.7 on adding a new run control value. Enter the report parameters and click Run.
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Guaranteed District

Run Control ID: 1234

01/01/2013 |[5)
050712013 |[5)

Start Date:

End Date:

Report Manager Process Monitor |

=] save ] & Retl.lmtoSaarm] s Previnushusi] S umnua] =] Ntify ]

Figure 72: Guaranteed District Report Parameters

3. Click Ok.

Run |

E Add | e Updﬂta-'[‘rispls\,r.
EkAdd | A |

Process Scheduler Request

[ @&

Time fone:

Guaranteed District Report

Process Name

UserID: MNEHANMEMON Run Control ID: 1234
Server Name: PEUNX ~  Run Date: 06/24/2013 El
Recurrence: ™ Run Time: 11:18:06AM | Resetto Current Date/Time |

Process Type Type

Select Description

*Format Distribution

CG_ACC_GDSTT  Application Engine  Web

Figure 73: Process Scheduler Request

4. Click Process Monitor.

TXT » Distribution
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Guaranteed District

Run Control ID: 1234 Report Manager Process Monitor |,R—“"|

Process Instance: 122475

Start Date: 01/01/2013 [
End Date: 05/07/2013 5

[5] save | [oF RetumtoSearch ] Previousinlist /| Nextinlist (=] Notity ER

Figure 116 Process Monitor

5. On the Process Monitor page, click the Refresh button until the Run Status and Distribution Status displays
Success and Posted. The report may take a while depending on the amount of data that the report is extracting.

When the report completes, the output will be sent to the report repository on your Portal homepage.

" ServerList |

View Process Request For

User ID: [NKHANMEMOI®, Type: v Last - | 30 Days - . Refresh

Server: > HName: ’70@ Instan{:e:| to |

Run ~ Distribution - Save On Refresh

Status: Status:
Process List Customize | Find | View A1 | B | 2 Firet B q30r3 10 Lot
Select Instance Seq. Process Type Process Hame User Run Date/Time Run Status w Details
[0 |122475 Application Engine CG_ACC_GDSTT NKHANMEMOMN 06/24/2013 11:18:06AM PDT Success Posted Details

Go back to Guaranteed District Report

[5) save | =] Notify |

Process List| Server List

Figure 74: Process Monitor Page

6. After the Run Status and Distribution Status displays Success and Posted, navigate to the Portal homepage and
select the report in the My Reports portal pagelet. See Section 7.0 to view Process Scheduler reports.
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1.

2.

7.10 Lead Activity Report

Click on the Lead Activity report link.

Accessions Reports

A-School Summa A-School Summary - Detailed
Ship Summary Ship Summary - Detailed
Reserve Shipper Report PSDA Report

Stats Summary Coming of Age (COA) Report
Fulfilment List Report ORL Enlistment Report
Bonus Report Lead Source Report
Shipping Extract Reserve Contact Report

RO Recruit Roster CGRS Data Extract
Reservation Reguests by Office Waiver Reguests by Office
DMDC Interfaces Ethnicity Report

Lead Activity Report I Shipping Report

Waiver Summary Bonus Extract

Program Stats Report TASS Report

Waiver Extract Accessions Report Run Page
Lead Diversity and Gender Guaranteed District Report
Lead Comp and Management Rpt

Figure 118: Lead Activity Report Link

Refer to Section 7.7 on adding a new run control value. Enter the report parameters and click Ok.

Lead Activity Report

Run Control ID:  Test1

=Y

Report Manager Process Monitor Run

Recruiting Region 10007 O% Recruiting Office 1013 O%
Start Date [01/01/2013 [&) End Date |05/01/2013 |[#]

L4 Add 5] UpdateiDisplay

Figure 119: Lead Activity Report Parameters
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3.

On the Process Scheduler Request page, click Ok. No other fields need to be entered. Server Name can be left
blank if none is defaulted.

Process Scheduler Request

User ID: MNKHANMEMON Run Control ID: Test1
Server Name: FEUNX * | Run Date: 05/07/2013 &)
Recurrence: *  Run Time: 8:40:59AM | Resetto Current Date/Time |

Time Zone: %

Select Description Process Name Process Type Type *Format Distribution
Lead Activity Report CGLDACTIVITY Application Engine  Web * TXT + Distribution

Figure 120: Lead Activity Report Default Server

4. Click Process Monitor.

Lead Activity Report

Run Control ID;  Testd Report Manager Process Monitor |ﬂ|

Process Instance: 121893

Recruiting Region 100079, Recruiting Office 1013114,
Start Date [01/01/2013 [5) End Date |05/01/2013 [

[5) save | |=] Motity | [h Add | | 5] Update/Display |

Figure 121: Lead Activity Process Monitor
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5.

On the Process Monitor page, click the Refresh button until the Run Status and Distribution Status displays
Success and Posted. The report may take a while depending on the amount of data that the report is extracting.

When the report completes, the output will be sent to the report repository on your Portal homepage.

View Process Request For

User ID: [MKHANMEMON S, Type: + Last - | 1 Days - | Refresh ]
Server. ~ HName: @, Instanc.e:| to |

Run » Distribution v Save On Refresh

Status: Status:

Process List

Go backto L ead Activity Report
(5 save | [(=] Notity |

Process List| Server List

Customize | Find | View A1 | BV | FE Fist B 1g074 T Last

Select Instance Seq. Process Type Process Hame User Run Date/Time Run Status w Details
[ [121893 Application Engine CGLDACTIVITY  NKHANMEMON 05/07/2013 8:40:59AM POT Success Posted Details

Figure 122: Lead Activity Run Status

6. After the Run Status and Distribution Status displays Success and Posted, navigate to the Portal homepage and

select the report in the My Reports portal pagelet. See Section 7.0 to view Process Scheduler reports.

7.11 Lead Composition and Management Report

1.

Click on the Lead Composition and Management Rpt link from the portal.
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Accessions Reports

A-School Summa A-School Summary - Detailed

Ship Summary Ship Summary - Detailed

Reserve Shipper Report PSDA Report

Stats Summary Coming of Age (COA) Report

Fulfilment List Report ORL Enlistment Report

Bonus Report Lead Source Report

Shipping Extract Reserve Contact Report

RO Recruit Roster CGRS Data Extract

Reservation Reguests by Office Waiver Reguests by Office

DMDC Interfaces Ethnicity Report

Lead Activity Report Shipping Report

Waiver Summary Bonus Extract

Program Stats Report TASS Report

Waiver Extract Accessions Report Run Page

Lead Diversity and Gender Guaranteed District Report
Lead Comp and Management Rpt |

Figure 123: Lead Composition and Management Rpt

2. Refer to Section 7.7 on adding a new run control value. Enter the report parameters and click Run.

Lead Comp and Mgt Report

Run Control ID:  Test1 Report Manager Process Monitor

Run

Start Date [01/01/2013 [3] End Date |05/01/2013 |5

=] save | (B Returnito Search | [+5] Previousinlist| [J5] Nextinlist| [=] Netify | S Add| [ Update/Display|

Figure 124: Lead Composition and Management Rpt Parameters

3. Click Ok.
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Process Scheduler Request

User ID: MEHAMMEMOM Run Control ID: Test1
Server Name: PSUNX *  Run Date: 06/24/2013 5]
Recurrence: v RunTime:  |11:30:21AN ~ Resetto Cumrent Date/Time

Time Fone: qh

Select Description Process Name Process Type *Type *Format Distribution
CGACC_LDCOMP CGACC_LDCOMP  Application Engine  Web ~ TXT + Distribution

Figure 125: Process Scheduler Request

4. Click Process Monitor.

Lead Comp and Mgt Report
Run |

Run Control ID:  Testd Report Manager Process Monitor |

Process Instance: 122476

Start Date (01/01/2013 [ End Date |05/01/2013 [5

= save | Return to Search | Previous.indats| Mext in List | notify-|  [ElAdd| [E Update/Dizplay]
5 | &k mE = | = | |Eesad| | E |

Figure 126: Process Monitor

5. On the Process Monitor page, click the Refresh button until the Run Status and Distribution Status displays
Success and Posted. The report may take a while depending on the amount of data that the report is extracting.
When the report completes, the output will be sent to the report repository on your Portal homepage.
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View Process Request For

Go back to Diversity and Gender Repaort

[F) save | =] Notity |

Process List | Server List
T

User ID: [NKHANMEMOMZ, Type: v Last - | 30 Days - | Refresh ]

Server: ¥ HName: @, Instanoe:| to |

Run 4 Distrbuton Save On Refresh

Status: Status:

Process List customize | Find | View A1 B | B First £ 15 075 O Last
Select Instance Seq. Process Type Process Hame User Run DateTime Run Status W Details
.} 122476 Application Engine CGACC_LDCOMP NKHANMEMOM 06/24/2013 11:30:21AM PDT Success FPosted Details

Figure 127: Process Monitor Status

6. After the Run Status and Distribution Status displays Success and Posted, navigate to the Portal homepage and
select the report in the My Reports portal pagelet. See Section 7.0 to view Process Scheduler reports.

7.12 Lead Diversity and Gender Report

1. Click on the Lead Diversity and Gender report link from the portal.

Accessions Reports

A-School Summa A-School Summary - Detailed
Ship Summary Ship Summary - Detailed
Reserve Shipper Report PSDA Report

Stats Summary Coming of Age (COA) Report
Fulfilment List Report ORL Enlistment Report
Bonus Report Lead Source Report
Shipping Extract Reserve Contact Report

RO Recruit Roster CGRS Data Extract
Reservation Reguests by Office Waiver Reguests by Office
DMDC Interfaces Ethnicity Report

Lead Activity Report Shipping Report

Waiver Summary Bonus Extract

Program Stats Report TASS Report

Waiver Extract Accessions Report Run Page
Lead Di\'l_‘,l’Sit\{ and Gender I Guaranteed District Report
Lead Comp and Management Rpt

Figure 128: Lead Diversity and Gender Report
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2. Refer to Section 7.7 on adding a new run control value. Enter the report parameters and click Run.

Lead Diversity and Gender Rpt

Report Manager Process Monitor |,R—“"|

Run Control ID: 2345

Start Date: 02/01/2013 [
End Date: 05/01/2013 [

=L Add| [ UpdateDisplay.|
B Add | | 5 _

[5) save [oh ReturntoSearch 4| Previousinlist | Mextinlist [~ Notify

Figure 129: Lead Diversity and Gender Report Parameters

3. Click Ok.

Process Scheduler Request

MNKHANMEMOM Run Control ID: 2345

PSUNX *  RunDate:  |06/24/2013 El

Recurrence: ™ Run Time: 11:36:364M _ Resetto Current Date/Time |

Time Zone: Q
*Type *Format Distribution

Select Description Process Hame Process Type
Application Engine  Web * TXT + Distribution

User ID:

Server Name:

Lead Diversity and Gender CG_LDDNWGEMND

Figure 130: Process Scheduler Request

4. Click Process Monitor.
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Lead Diversity and Gender Rpt

Run Control ID: 2345 Report Manager Process Monitor |ﬂ|

Process Instance: 122477

Start Date: 02/01/2013 |
End Date: 05/01/2013 |

=] save :| @ Haﬁmtu&‘-aﬂ.rm] 4] Prem.lshust] L5 mmr.m] =] Motify :|

=L Add| [JE Update/Display|
Ey Add | | _

Figure 131: Process Monitor

5. On the Process Monitor page, click the Refresh button until the Run Status and Distribution Status displays
Success and Posted. The report may take a while depending on the amount of data that the report is extracting.
When the report completes, the output will be sent to the report repository on your Portal homepage.

" Server List |

View Process Request For

User ID: [NKHANMEMOI D, Type: * Last v | 30,  Days - . Refresh

Server: > Hame: liQ Instanoe:| to |

Run ~ Distribution - Save On Refresh

Status: Status:
Process List Customize | Find | View 21| BV | 2 Fist £ 15015 1 Last
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status W Details
[0 [122477 Application Engine CG_LDDWVGEND MNKHANMEMOM 06/24/2013 11:36:564M PDT Success Posted Details

Go backto Diversity and Gender Report

[5) save =1 Netity

Process List| Server List

Figure 132: Process Monitor Status

6. After the Run Status and Distribution Status displays Success and Posted, navigate to the Portal homepage and
select the report in the My Reports portal pagelet. See Section 7.0 to view Process Scheduler reports.
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7.13 Lead Source Report

1. Click on the Lead Source Report link.

Accessions Reports

A-School Summa A-School Summary - Detailed
Ship Summary Ship Summary - Detailed
Reserve Shipper Report PSDA Report

Stats Summary Coming of Age (COA) Report
Fulfilment List Report ORL Enlistment Report

Bonus Report Lead Source Report |
Shipping Extract Reserve Contact Report

RO Recruit Roster CGRS Data Extract
Reservation Requests by Office Waiver Reguests by Office
DMDC Interfaces Ethnicity Report

Lead Activity Report Shipping Report

Waiver Summary Bonus Extract

Program Stats Report TASS Report

Waiver Extract Accessions Report Run Page
Lead Diversity and Gender Guaranteed District Report
Lead Comp and Management Rpt

Figure 133: ORL Enlistment Report Link

2. Click on the E‘.Jicon to select a Start Date and End Date.

CG_ACC_LEAD_SOQURCE - CG Accessions Lead Source rpt

Start Date: | [5
End Date: El

| ViewResults

| | ‘Submit Date Live Chat Web Page Other Total Minimally Qualified

May Need Waiver

Figure 134: ORL Enlistment Report

3. Click on View Results to display the search results.

CG_ACC_LEAD_SOURCE - CG Accessions Lead Source rpt

Start Date: [03/18/2013 £}

End Date: [04/01/2013 [

| ViewResults |
Download results in :  Excel SpreadSheet CSVTexiFile XMLFile (2 Kb)

View All F\rslm 1-18nf13m Last

Submit Date Live Chat Web Page Other Total Minimally Qualified May Need Waiver DQ

1 031812013 0 0 1 1 0 0 0
2 03192013 0 0 0 0 0 0 0
3 031972013 0 0 1 1 0 0 0
4 0312012013 0 0 0 0 0 0 0
5 0312012013 0 0 1 1 0 0 0
6 0312112013 0 0 1 1 0 0 0
7 0312112013 0 0 0 0 0 0 0
8 0312212013 0 0 0 0 0 0 0
9 031222013 0 0 1 1 0 0 0
10 03252013 0 0 0 0 0 0 0
1 0312612013 0 0 1 1 0 0 0
12 0312612013 0 0 0 0 0 0 0
13 0312712013 0 0 0 0 0 0 0
14 031272013 0 0 1 1 0 0 0
15 0312812013 0 0 0 0 0 0 0
16 031282013 0 0 1 1 0 0 0
17 031202013 0 0 0 0 0 0 0
18 0313112013 0 0 1 1 0 0 0

Figure 135: Lead Source Report Results
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7.14 ORL Enlistment Report

1. Click on the ORL Enlistment report link.

Accessions Reports

A-School Summa A-School Summary - Detailed
Ship Summary Ship Summary - Detailed
Reserve Shipper Report PSDA Report

Stats Summary Coming of Age (COA) Report
Fulfilment List Report ORL Enlistment Report I
Bonus Report Lead Source Report
Shipping Extract Reserve Contact Report

RO Recruit Roster CGRS Data Extract
Reservation Reguests by Office Waiver Reguests by Office
DMDC Interfaces Ethnicity Report

Lead Activity Report Shipping Report

Waiver Summary Bonus Extract

Program Stats Report TASS Report

Waiver Extract Accessions Report Run Page
Lead Diversity and Gender Guaranteed District Report
Lead Comp and Management Rpt

Figure 136: ORL Enlistment Report

2. Enter the report parameters and click View Results.

CG_ACC_ORL_REPORT - CG Accessicns ORL report

Start Date: [01/01/2012 [
End Date: |05/01/2013 [5)

View Resuits

[ [ ApplicantiD | ship For Recruiting Office | Last Name |Rate | Gender | Race:White? | Race: BlackiAfrican American? | Race:Asian? | Race:Americanindian? | Race:Native? | Ethnicity: Hispanic? | Unit| ShipDate | Prior Service Branch

Figure 137: ORL Enlistment Report Parameters

3. The report results are listed below.

CG_ACC_ORL_REPORT - CG Accessions ORL report

Start Date: |01/01/2013
End Date: |05/01/2013

View Resuits

Download results in :  Excel SpreadSheet CSV TextFile XWLFile (2 kb)

View Al First [j] 1-8.018 [ Last
> Ship For Recruiting Race: Race: BlackiAfrican Race: Race: American Race: Ethnicity: . - s -
Applicant ID Office Last Name Rate |Gender White? e Asian? \ndian? Native? Hispanic? Unit Ship Date | Prior Service Branch

COAST GUARD

1 Mobile AL FS (M v N N N N N PSU 308 031212013 Zo P

2 St Louis MO v M \ N N N N Y CGIS Guif Region 0113/2013 |COAST GUARD

3 SeaTac, WA NONE (M 7 N N N N N ESU SEATTLE 03/26/2013 | COAST GUARD

4 Wancouver WA BM M Y N N N N N STA SEATTLE 01/08/2013 |COAST GUARD

5 SeaTac, WA 0s | v N N N N N g;zc‘?‘me RN 04/6/2013 | COAST GUARD

&) Houston TX MK M \ N N N N N STA GALVESTON 03/12/2013 |COAST GUARD
COAST GUARD

7 Houston TX MK M 7 N N N N N MSST GALVESTON 04/20/2013 RESERVE
COAST GUARD

8 wilmington NC Fs|F N A N N N N USCGC Hollyhock 041612013 | po P e

Figure 138: ORL Enlistment Report Results
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7.15 Program Stats Report

1. Click on the Program Stats report link.

Accessions Reports

A-School Summa A-School Summary - Detailed
Ship Summary Ship Summary - Detailed
Reserve Shipper Report PSDA Report

Stats Summary Coming of Age (COA) Report
Fulfilment List Report ORL Enlistment Report
Bonus Report Lead Source Report
Shipping Extract Reserve Contact Report

RO Recruit Roster CGRS Data Extract
Reservation Reguests by Office Waiver Reguests by Office
DMDC Interfaces Ethnicity Report

Lead Activity Report Shipping Report

Waiver Summary Bonus Extract

Program Stats Report | TASS Report

Waiver Extract Accessions Report Run Page
Lead Diversity and Gender Guaranteed District Report
Lead Comp and Management Rpt

Figure 139: Program Stats Report Link

2. Refer to Section 7.7 on adding a new value and entering the run control ID. Enter the report parameters. Click
Run.

Program Stats
Run Control ID;:~ TEST2 Report Manager Process Monitor Run
Start Date: 01/01/2013 [5)
End Date: 05/01/2013 [+
[5) save [ Notify [} Add ] UpdateiDisplay

Figure 140: Program Stats Report Parameters
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3. On the Process Scheduler Request page, click Ok. No other fields need to be entered. Server Name can be left
blank if none is defaulted.

Process Scheduler Request

User ID: MNKHANMEMOM Run Control ID: TESTZ2
Server Name: PSUNX *  Run Date: 05/07/2013 Bl
Recurrence: *  Run Time: 8:58:03AM | Resetto Current Date/Time |

Time Zone: @,

Select Description Process Name Process Type Type *Format Distribution
Program Stats Report CG_ACC_PRGST  Application Engine  Web v TXT » Distribution
. OK | Cancel

Figure 141: Program Stats Process Scheduler Page

4. Click Process Monitor.

Program Stats

Run Control ID: ~ TEST2 Report Manager Process Monitor |L|

Process Instance: 121895

Start Date: 01/01/2013 [
End Date: 0500112013 [4]

[5) save | =] Notify | [k Add| | 5] Updatemisplay |

Figure 142: Program Stat Report Process Monitor
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5. On the Process Monitor page, click the Refresh button until the Run Status and Distribution Status displays
Success and Posted. The report may take a while depending on the amount of data that the report is extracting.
When the report completes, the output will be sent to the report repository on your Portal homepage.

View Process Request For

User ID: [NKHANMEMON 2, Type: v Last - | 1 Days - . Refresh |

Server: v Hame: @, Instance: | to |

Run ~ Distribution - Save On Refresh

Status: Status:
Process List Customize | Find | View A1l B First K 1404 I | ast

_ Distribution .

Select Instance Seq. Process Type Process Name User Run Date/Time Run Status ‘Status Details
] 121893 Application Engine CGLDACTIVITY  NKHANMEMON 05/07/2013 8:40:59AM PDT Success Posted Details

Go back to Lead Activity Report
5] save | [z Notify |

Process List | Server List

Figure 143: Lead Activity Run Status

6. After the Run Status and Distribution Status displays Success and Posted, navigate to the Portal homepage and
select the report in the My Reports portal pagelet. See Section 7.0 to view Process Scheduler reports.

7.16 PSDA Report

1. Click on the PSDA Report link.

Accessions Reports

A-School Summa A-School Summary - Detailed
Ship Summary Ship Summary - Detailed
Reserve Shipper Report Mﬂt I

Stats Summary Coming of Age (COA) Report
Fulfilment List Report ORL Enlistment Report
Bonus Report Lead Source Report
Shipping Extract Reserve Contact Report

RO Recruit Roster CGRS Data Extract
Reservation Reguests by Office Waiver Reguests by Office
DMDC Interfaces Ethnicity Report

Lead Activity Report Shipping Report

Waiver Summary Bonus Extract

Program Stats Report TASS Report

Waiver Extract Accessions Report Run Page
Lead Diversity and Gender Guaranteed District Report
Lead Comp and Management Rpt

Figure 144: PSDA Report Link
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3. Enter report parameters by clicking on the field prompts and selecting a value.

CG_ACC_PSDA _REPORT - CG Accessions PSDA report

Start Date: E
End Date: El

Figure 145: PSDA Report Parameters

4. Click on View Results to display the results.

CG_ACC_PSDA_REPORT - CG Accessions PSDA report

Saai Dt 1

En Dratir} 1

View Results

Apphcant | Ship For Fecnating | Program | Last (e b oo | Race Feace: Ellack African Race: | Race American Face: Ethnichy: || Ship | Prior Service
[ CHfici [ Hairar Whila? Arwicant Asian? Indan? Hathan T Hisquamic 7 Dale Aranch

Figure 146: PSDA Report Output

7.17 Ethnicity Report

1. Click on the Ethnicity Report link.

Accessions Reports

A-School Summa A-School Summary - Detailed
Ship Summary Ship Summary - Detailed
Reserve Shipper Report PSDA Report

Stats Summary Coming of Age (COA} Report
Fulfiliment List Report ORL Enlistment Report
Bonus Report Lead Source Report
Shipping Extract Reserve Contact Report

RO Recruit Roster CGRS Data Extract
Reservation Reguests by Office Waiver Reguests bv Office
DIDC Interfaces Ethnicity Report
Lead Activity Report Shipping Report

Waiver Summary Bonus Extract

Program Stats Report TASS Report

Waiver Extract Accessions Report Run Page
Lead Diversity and Gender Guaranteed District Report
Lead Comp and Management Rpt

Figure 147: Ethnicity Report Link

2. Refer to Section 7.7 on adding a new value and entering the run control ID. Enter the report parameters. Click
Run.
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Ethnicity Repart

Run Control ID:  07/30/2013 ReportManager Process Monitar s

Start Date [} End Date ]

Figure 148: Ethnicity Report Parameters

On the Process Scheduler Request page, click Ok. No other fields need to be entered. Server Name can be left

blank if none is defaulted.
Process Scheduler Request
User ID; Run Control ID: 07/30i2013
Server Name: T RunDate: 05262013 B
ReCUrTence: *  Run Time: 28 43PN Resetto Current Date/Time
Time Zone: Q
Select Description Process Hame Process Type *Type *Format Distribution
Ethnicity Report CGETHMICRPT Application Engine  Veh - TAT ~ Distribution
OK | Cancel

Figure 149: Ethnicity Report Process Scheduler Page

4. Click Process Monitor.

Eeport Manager Process Monitor | RO

Run Control ID: 0772002013

Start Date El End Date El

Figure 150: Ethnicity Report Process Monitor

On the Process Monitor page, click the Refresh button until the Run Status and Distribution Status displays
Success and Posted. The report may take a while depending on the amount of data that the report is extracting.
When the report completes, the output will be sent to the report repository on your Portal homepage.

5.
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Process List Seanver List

Process List

Select Ingtance Seq, Process Type
122078

Brocess Hame  Lger

Application Enginge

COETHNICRPT 1066015 05222013 353 311PW PDT

View Process Request For

User ID: | A Type: - Last - | |  Days - Refresh
Server: * Name:  |[CGETHNICRPT A, instance: to | '

e = | Distrintion - ) Save On Refresh

Status: Status:

Bun DateiTime Bun Status Status
Success Posted Dedalls

Figure 151: Ethnicity Report Run Status

6. After the Run Status and Distribution Status displays Success and Posted, navigate to the Portal homepage and
select the report in the My Reports portal pagelet. See Section 7.0 to view Process Scheduler reports.

7.18 Reserve Contact Report

1. Click on the Reserve Contact Report link.

Accessions Reports

A-School Summa

Ship Summary

Reserve Shipper Report
Stats Summary

Fulfilment List Report
Bonus Report

Shipping Extract

RO Recruit Roster
Reservation Reguests by Office
DMDC Interfaces

Lead Activity Report
Waiver Summary

Program Stats Report
Waiver Extract

and Gender

Lead Diversi

Lead Comp and Management Rpt

A-School Summary - Detailed
Ship Summary - Detailed
PSDA Report

Coming of Age (COA) Report
ORL Enlistment Report

Lead Source Report
Reserve Contact Report |

CGRS Data Extract

Waiver Reguests by Office
Ethnicity Report

Shipping Report

Bonus Extract

TASS Report

Accessions Report Run Page

Guaranteed District Report

Figure 152: Reserve Contact Report Link

2. Click on the Ficon to select a Start Date and End Date.
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CG_ACC_RSV_CONTACT_RPT - CG Accessions Rsv Contct Rpt

Begin Date: [

End Date: £l

View Results |

[ | unitAssigned [ BCN#(BilletNumber) | LastName FirstName | Gender | ConfactPhone | Email |  Assigned ShipDate |  EstGrad Date Program | Rate | A-School A-School Date

.
Figure 153: Reserve Contact Report
. . .

3. Click View Results to display the search results.

CG_ACC_RSV_CONTACT_RPT - CG Accessions Rsv Contct Rpt

Begin Date: [01/02/2012 [

End Date:  |08/14/2013 ¥}

View Results

Download results in:  Excel SpreadSheet C8VTextFile XMLFile (1 kb)

View Al First E 1-1ef1 m Last
[ T unitAssigned | BCN# (BilletNumber) | LastName | FirstName | Gender | ContactPhone Email Assigned ShipDate | EstGrad Date | Program | Rate [ A-School [ A-SchoolDate |
[1] [ . 05/07/2013 |Reserve Enlistment RQ

[nonE |

Figure 154: Reserve Contact Report Results

7.19 Reserve Shipper Report

1. Click on the Reserve Shipper report link from the portal.

Accessions Reports

A-School Summa

Ship Summary
Reserve Shipper Regur’(l

Stats Summary

Fulfilment List Report
Bonus Report

Shipping Extract

RO Recruit Roster
Reservation Reguests by Office
DMDC Interfaces

Lead Activity Report
Waiver Summary

Program Stats Report
Waiver Extract

Lead Diversity and Gender

Lead Comp and Management Rot

A-School Summary - Detailed
Ship Summary - Detailed
PSDA Report

Coming of Age (COA) Report
ORL Enlistment Report

Lead Source Report
Reserve Contact Report
CGRS Data Extract

Waiver Reguests by Office
Ethnicity Report

Shipping Report

Bonus Extract

TASS Report

Accessions Report Run Page

Guaranteed District Report

Figure 155: Reserve Shipper Report Link

2. Enter the report parameters and click View Search Results.

CG_ACC_RES_SHIP_RPT - CG Accessions Rsv Shippper rpt

Start Date: [01/01/2013 |5
End Date: [05/06/2013 |5

View Results

‘ |Applmam \D‘Racmmng Office |Applu:anl Name ‘ SSN ‘ngram |ArScnoo\ |A75r,lmol Dats‘unansnderlRaca: White? ‘ Race: Afican American? ‘ Race: Aman?lRaca: American Indian? |Racs: Mative? | Race: Hispanic? ‘Rala ‘ Ship Date | Bonus Amount Recmrlerl

Figure 156: Reserve Shipper Report Parameters
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3. The report’s search results are displayed below.

CG_ACC_RES_SHIP_RPT - CG Accessions Rsv Shippper rpt

Start Date: |01/01/2013
End Date: |05/06/2013 [

| ViewResults

Download results in: Excel SpreadSheet CSVTedtFile XWLFie (105 kb)

Wiew All First E‘ 1-100 of 183 |£| Last
. . . . Race: . .
e I - I e = R
ndian?
[ NYC- D1 Public Affairs
1_ Manhatian NY R-RX South M Y N N N N N PA 01132013 |0 Jean Marcantoine U.
2| Atlantic City NJ RRK MK  |06/17/2013 [Sta Atiantic City, NJ | ¥ M N N N N MK [03/26/2013]0 NGO, QUOCANH T
EN Long Island NY RRA MK  |05/20/2013 [Station Jones Beach |M ¥ N N N N N MK [01/13/2013]0 Steiger, Gregory E.
4 Long Island NY RRK |ME 07/29/2013 if,m”"ewv“”‘- NY s N N N N N MONE |04/16/2013 |0 Steiger,Gregory E
s PORTLAND ME R-RX D1 External Aflairs  |F 4 N N N N N PA  |01/13/2013]0 WELLS,DANIELLE .
Figure 157: Reserve Shipper Report Results
.
7.20 RO Recruit Roster Report
1. Click on the RO Recruit Roster Report link.
Accessions Reports
A-School Summa A-School Summary - Detailed
Ship Summary Ship Summary - Detailed
Reserve Shipper Report PSDA Report
Stats Summary Coming of Age (COA) Report
Fulfilment List Report ORL Enlistment Report
Bonus Report Lead Source Report
Shipping Extract Reserve Contact Report
RO Recruit Roster | CGRS Data Extract
Reservation Reguests by Office Waiver Reguests by Office
DMDC Interfaces Ethnicity Report
Lead Activity Report Shipping Report
Waiver Summary Bonus Extract
Program Stats Report TASS Report
Waiver Extract Accessions Report Run Page
Lead Diversity and Gender Guaranteed District Report
Lead Comp and Management Rpt
Figure 158: RO Recruit Roster Report Link
. : . .
2. Click on the BYicon to select a Start Date and End Date. Click on the 2, icon to enter an Office.
CG_ACC_RO_RECRUIT_ROSTER - CG Accessions RO Recruit Rostr
Start Date: | 5]
End Date: [
Office: 0@,
ViewResulls
[ Name [ Ship Date Applicant ID DEP Date Program Code Program Recruiting Office Recruiter

Figure 159: Report Parameters
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3. Click View Results to display the search results.

CG_ACC_RO_RECRUIT_ROSTER - CG Accessions RO Recruit Rostr

Start Date: [01/02/2013 5]
End Date: [04/01/2013 5]
Office: 12085/@,

View Results

Download resulfs in - Excel SpreadSheet CSV TextFile XuLFile (1kb)

View Al First [§ 1-4 of 4 [ Last
[ Name Ship Date ApplicantD | DEP Date Program Code Program Recruiting Office Recruiter

1 0111512013 1110612012 RNPS Regular Non-Prior Senice Newark NJ

2| 0212612013 1211812012 RPFT Regular Prior Service Full Training Newark NJ

[ 0212612013 1211012012 RINPS Regular Non-Prior Senice Newark NJ

[+ | 0310512013 1211912012 RNPS Regular Non-Prior Senice Newark NJ

Figure 160: RO Recruit Roster Report Results

7.21 Reservation Requests by Office

1. Click on the Reservation Requests by Office report link

Accessions Reports =
A-School Summary A-School Summary - Detailed
Ship Summary Ship Summary - Detailed
Reserve Shipper Report PSDA Report
Stats Summary Coming of Age (COA) Report
Fulfillment List Report ORL Enfistment Report
Bonus Report Lead Source Report
Shipping Extract Reserve Contact Report
RO Recruit Roster CGRS Data Extract
Reservation Reguests by DHMDC Interfaces
Office
Ethnicity Report Lead Activity Report

Figure 161: Reservation Requests by Office link

2. Click on the “ icon to select the Recruiting Office

3. Click and select Date From and Date to in order to view reservation requests in pending status that
were submitted during that time frame.
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Figure 162: Reservation Requests by Office

4. Click “view results” to view report.
5. Note: Once an RIC has taken action on a reservation request (i.e. either approved or denied) that
request will no longer populate in the Reservation Requests by Office report

CG_ACC_RIC_RES_REQUESTS - Reservation requests by office

Office: | 10136 @,

Date From: |07/02/2013 [3
Date To:: [07/0212013 Bl

~ ViewResults

eVerly | nep
Case
Number

Applicant | Recruiter | Recruiting | Request
Name Name Office Status

Requested

Applicant Date | Ship Date

Figure 163: Reservation Requests by Office
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7.22 Ship Summary — Detailed Report

1. Click on the Ship Summary — Detailed report link.

Accessions Reports

A-School Summa

Ship Summary

Reserve Shipper Report
Stats Summary

Fulfilment List Report
Bonus Report

Shipping Extract

RO Recruit Roster
Reservation Reguests by Office
DMDC Interfaces

Lead Activity Report
Waiver Summary

Program Stats Report
Waiver Extract

Lead Diversity and Gender

Lead Comp and Management Rpt

A-School Summary - Detailed

Ship Summary - Detailed

PSDA Report

Coming of Age (COA) Report
ORL Enlistment Report

Lead Source Report
Reserve Contact Report
CGRS Data Extract

Waiver Reguests by Office
Ethnicity Report

Shipping Report

Bonus Extract

TASS Report

Accessions Report Run Page

Guaranteed District Report

Figure 164: Ship Summary - Detailed Report Link

2. Click on the “* icon to select the Fiscal Year, Ship Date and Training Type.

112

CG_ACC_SHIP_SUMMARY_DETAILED - Detailed Ship Summary report

Fiscal Year: 0@,
Ship Date: @,
Training Type: @,

View Results

| | Applicant Name Program

Gender Applicant ID

Ship Date

Figure 165: Ship Summary - Detailed Report

3. Click View Results to display the search results.

CG_ACC_SHIP_SUMMARY_DETAILED - Detailed Ship Summary repert

Fiscal Year: [2013 @,
Ship Date:  [10/14/2012 @,
Training Type: |DEPO @,

| ViewResulls

Download results in - Excel SpreadSheet CSVTextFile xmLFile (1 kb)

View Al First [ 16016 [ Last
[ Applicant Name Program Gender Applicant ID Ship Date
1 R-RA u 101412012
2 R-RA u 10142012
3 R-RN u 10142012
4 R-RA F 101412012
5 R-RA F 10M4/2012
[} R-RX u 101412012

Figure 166: Ship Summary - Detailed Report Results
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7.23 Ship Summary

1. Click on the Ship Summary report link.

Accessions Reports

A-School Summary
Ship Summary
Reserve Shipper Report
Stats Summary

Fulfilment List Report
Bonus Report

Shipping Extract

RO Recruit Roster
Reservation Reguests by Office
DMDC Interfaces

Lead Activity Report
Waiver Summary

Program Stats Report
Waiver Extract

Lead Diversity and Gender

Lead Comp and Management Rpt

A-School Summary - Detailed
Ship Summary - Detailed
PSDA Report

Coming of Age (COA) Report
ORL Enlistment Report

Lead Source Report
Reserve Contact Report
CGRS Data Extract

Waiver Reguests by Office
Ethnicity Report

Shipping Report

Bonus Extract

TASS Report

Accessions Report Run Page

Guaranteed District Report

Figure 167: Ship Summary Report Link

2. Click on theoﬁicon to select a Start Month. Enter the Year.

CG_ACC_SHIP_SUMMARY - Ship Summary report

Year:

Start Month: | '@,

L

Wiew Results

3. Click View Results to display the search results.

Figure 168: Ship Summary

113

CG_ACC_SHIP_SUMMARY - Ship Summary report

Start Month: | @,
Year:

View Results

[ | shippate [ Training Type

Count Active - Male [

Count Active - Female

Total Active Count [

Count Reserve - Male

Count Reserve - Female

Total Reserve Count

Figure 169: Ship Summary Report Results

7.24 Shipping Data Extract Report

1. Click on the Shipping Extract report link from the portal.
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Accessions Reports

A-School Summa

Ship Summary

Reserve Shipper Report
Stats Summary

Fulfilment List Report
Bonus Report
Shipping Extract
RO Recruit Roster
Reservation Reguesis by Office
DMDC Interfaces

Lead Activity Report
Waiver Summary

Program Stats Report
Waiver Extract

Lead Diversity and Gender

Lead Comp and Management Rpt

A-School Summary - Detailed
Ship Summary - Detailed
PSDA Report

Coming of Age (COA) Report
ORL Enlistment Report

Lead Source Report
Reserve Contact Report
CGRS Data Extract

Waiver Reguests by Office
Ethnicity Report

Shipping Report

Bonus Extract

TASS Report

Accessions Report Run Page

Guaranteed District Report

Figure 170: Shipping Extract Report Link

2.

Enter the report parameters and click View Results.

CG_ACC_SHIP_EXTRACT - CG Accessions Ship Extract
ship Date Start. 0110112013 [5)
ShipDate End: (0510612013 [
Recruiting Region: 0/@,
Recruiting Office: 0/@,
Applicant ID: [USN
View Resufts
Race: Race: | Race: Prior | Prior A HOR | HOR Estimated
Ship |Training |Applicant | Applicant Warital| Race: Race: Ethnicity: |Education A DEP Billet |Contact,
| T 5 Name |Prefix | Program  SSH|DOB Age|Gender| ger C vl Blackiafrican 0t | American | Hative | oo tll EGREE P AFQT | Service |Service| g | School oo | TOE Rate  State| Zip | e |SUCCY | Email Graduation  GA|GS (OPFAC Uit R
merican? Indian? |Hawaiin? Indicator | Name Date Code |Code
. . .
Figurel71: Shipping Data Extract Report Parameters
3. The report results are displayed below.
CG_ACC_SHIP_EXTRACT - CG Accessions Ship Extract
Ship Date Start:  [01/01/2012 |[&]
ship Date End: 0510612013 |[5)
Recruiting Region: 0@,
Recruiting Office: 09,
Applicant ID: 0@,
View Results
Download results in . Excel SpreadSheet CSvTextFile xuLFile (830 kb)
View All
! ) ace: Race: | Race: prior | Prior HOR | HOR
Training | Applicant Warital | Race: Race: C% | Ethnicity: |Education o | A | Aschool :
Ship Date |70 = ApplicantName  |Prefix| Program | SSN DOB |Age|Gender| givy ¢ |\iiie BlackiAfrican |, S5 |American | Native | i 5OV P! AFQT| Service |Service | oo | i’ | DEP Date |TOE| Rate |State| Zin | |,
American? Indian? |Hawaiin? Indicator | Name Code | Code
Regular
1 |04/30/2013|FTRN Non-Prior 22(M single |Y N N N N N 16K 98N 02113/2013(4 |NONE|NY 11530
Service
Regular
2 030812013 |FTRN Non-Prior 28F single |Y N N N N N 16K 93|n 0117/2013(4 |NONE|RI 02904
Senvice
Resenve
3 |04730/2013|FTRN 30(M single | N N N N N 128 75|N MST  [10007/2013 6 |NONE|MA [02660 |00
RK
Regular
40410212013 |FTRN Non-Prior 21|F single | N N N N N 3L 51[N 110512012 (6 |NONE[NY 11710
Senvice
Regular
5 |01/29/2013|FTRN Non-Prior 21|u single [N N N N N \4 128 66N 1000172012 (4 |NONE|NY 11356
Semvice
. . .
Figurel72: Shipping Data Extract Report Results

7.25 Shipping Report
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1.

2.

3.

Click on the Shipping Report link from the portal.

Accessions Reports

A-School Summal

Ship Summary

Beserve Shipper Report
Stats Summary
Fulfilment List Report
Bonus Report

Shipping Extract

RO Recruit Roster
Reservation Reguests by Office
DMDC Interfaces

Lead Activity Report
Wigiver Summary
Program Stats Report
Wiaiver Extract

Lead Diversity and Gender

Lead Comp and Management Rpt

A-School Summary - Detailed
Ship Summary - Detailed
PSDA Report

Coming of Age (COA) Report
ORL Enlistment Report

Lead Source Report
Reserve Contact Report
CGRS Data Extract

Waiver Requests by Office
Ethnicity Report

Shipping Report
Bonus Extract

TASS Report

Accessions Report Run Page

Guaranteed District Report

Figurel73: Shipping Report Link

Shipping Report

Run Control ID:  Test4

Ship Date: 100412009 @,

Save | [[=] Nelify

Report Manager Process Monitor

Run

[y Add | | 2] Updatemisplay

Figure 174: Shipping Report Parameters

Process Scheduler Request

User ID: Run Control ID: 07/30/2013
Server Name: *  Run Date: 05/26/2013 [5
Recurrence: ~ | Run Time: 2:50:50P M . Resatto Current DateiTime

Time Zone: Q

Process Hame Process Type Type

CG_SHIP_RPT Application Engine  Yeb

Select Description
Ship Report

oK Cancel

*Format Digtribution
- LS ~ Distribution

Figure 175: Shipping Report Process Scheduler Page

4. Click Process Monitor.

115

Refer to Section 7.7 on adding a new value and a run control ID. Enter the report parameters and click Run.

On the Process Scheduler Request page, click Ok. No other fields need to be entered. Server Name can be left
blank if none is defaulted.



US Coast Guard Recruiting Solutions

116

Shipping Report

Run Control ID:  Test4

10/04/2009 @,

Ship Date:

5 save | =] notiry |

Report Manager Process Monitor |&‘

54 Ada | | 7] updatemispiay |

Figure 176: Shipping Report Process Monitor

5. On the Process Monitor page, click the Refresh button until the Run Status and Distribution Status displays
Success and Posted. The report may take a while depending on the amount of data that the report is extracting.
When the report completes, the output will be sent to the report repository on your Portal homepage.

Bolect Inglance Fed, Process Tvpe
122054

Application Enging

Process List G0l T

Ve Process Request For

User I0: | A, Type: - Last - | Days - Refresh
Server: - Mame: [CG_SHIF_RFT &, Instance: | w |

Famy = Distribution - 7] Save On Rafresh

Status: Status:

Procogs Hame User  BunDeteTime
GG _SHIP_RPT CY1

052272013 12:18:45PM PDT Success Posted Ll

Figure 177: Shipping Report Run Status

6. After the Run Status and Distribution Status displays Success and Posted, navigate to the Portal homepage and
select the report in the My Reports portal pagelet. See Section 7.0 to view Process Scheduler reports.

7.26 Stats Summary

1. Click on the Stats Summary report link from the portal.
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2. Refer to Section 7.7 on adding a new value and run control ID. Enter the report parameters and click Run.

Accessions Reports

A-School Summa

Ship Summary

Reserve Shipper Report
Stats Summary
Fulfilment List Report
Bonus Report

Shipping Extract

RO Recruit Roster
Reservation Reguests by Office
DMDC Interfaces

Lead Activity Report
Waiver Summary

Program Stats Report
Waiver Exiract

Lead Diversity and Gender

Lead Comp and Management Rpt

A-School Summary - Detailed
Ship Summary - Detailed
PSDA Report

Coming of Age (COA) Repori
ORL Enlistment Report

Lead Source Report
Reserve Contact Report
CGRS Data Extract

Waiver Requests by Office
Ethnicity Report

Shipping Report

Bonus Extract

TASS Report

Accessions Report Run Page

Guaranteed District Report

Figure 178: Stats Summary Report Link

Run Control ID:

Start Date:

End Date:

1234

01/01/2013 |5
05/07/2013 |5

: Save E| Nvutify:

Report Manager Process Monitor |

Run

:[L Add 5 Updalemisplay:

Figure 179: Stat Summary Report Parameters

3. On the Process Scheduler Request page, click Ok. No other fields need to be entered. Server Name can be left
blank if none is defaulted.

Process Scheduler Reguest

User ID: Run Control ID: 07/30/2013

Server Name: T Run Date: 0512612013 E1

Recurrence: T Run Time: 3:99:22PM Resetto Gurrent DaterTime
Time Zone: @

Select Description Process Hame Process Tvpe Type ‘Format Distribution
Stats Summary report CG_STAT_SUMM Application Engine Weh - THT «  Distribution

OK | cancal

Figure 180: Stat Summary Report Process Scheduler Page

4. Click Process Monitor.
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Run Control ID: 1234 Report Manager Process Monitor |¢'
Start Date: 01012013 [
End Date: 05/07/2013 [
[5) save | =] Notify | |Ex Add | | 5] UpdateiDisplay |

Figure 181: Stat Summary Report Process Monitor

5. On the Process Monitor page, click the Refresh button until the Run Status and Distribution Status displays
Success and Posted. The report may take a while depending on the amount of data that the report is extracting.
When the report completes, the output will be sent to the report repository on your Portal homepage.

Process List Server List

View Process Request For

User ID: £ A, Type: » Lasi . E Diavs - Refresh
Server * Name: [co_sTAT_SUMM D, mstance:| 122049 1g |
Run = [Distribution - ¥ S On Refresh
Stalus: Stalus:
Process List . Last
Seleet Instance Seq. Process Type ProcessMame User  RunDate/Time RunStatus gyt Detaits
122049 Applicaion Engine CG_STAT_SUMM Gl 056226001 3 10:37:09AM POT Success Posted Deetails

Figure 182: Stat Summary Report Run Status

6. After the Run Status and Distribution Status displays Success and Posted, navigate to the Portal homepage and
select the report in the My Reports portal pagelet. See Section 7.0 to view Process Scheduler reports.
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7.27 TASS Report

1. Click on the TASS Report link.

Accessions Reports

A-School Summa

Ship Summary

Reserve Shipper Report
Stats Summary
Fulfilment List Report
Bonus Report

Shipping Extract

RO Recruit Roster

Reservation Reguests by Office

A-School Summary - Detailed
Ship Summary - Detailed
PSDA Report

Coming of Age (COA) Report
ORL Enlistment Report

Lead Source Report
Reserve Contact Report
CGRS Data Extract

Waiver Reguests by Office

DMDC Interfaces Ethnicity Report
Lead Activity Report Shipping Report

Bonus Extract
TASS Report I

Accessions Report Run Page

Waiver Summary

Program Stats Report
Waiver Extract

and Gender

Lead Diversi Guaranteed District Report

Lead Comp and Management Rpt

Figure 183: TASS Report Link

2. Click on el to select a Start Date and End Date.

CG_ACC_TASS_RPT - CG Accessions TASS report

Start Date: [5)

End Date: | ]

View Results

First | Middle Program Marital | Education | Guaranteed | Guranteed | AOR Black/African |, | American N

Hssn Last| poe | il |PETX|  code |OPFAC‘E|nndale Age Gender| ‘¢ o oo e ‘ e | Amt‘nnn‘ss|m‘WK‘pc|m(‘El‘As‘uc‘A{)|vg|wnne e ‘A | Ingian |Native Hispanic

Figure 184: TASS Report
. . .
3. Click on View Results to display the search results.
CG_ACC_TASS_RPT- CG Accessions TASS report
Start Date: [03/25/2013 {5}
End Date: [04/01/2013 [
View Results
Download results in: Excel SpreadSheet CSVTextFile XMLFile (5 kb)
View Al First [] 1-10.0f 10 [ Last
First | Middle Program Marital Education |Guaranteed |Guranteed - | Black/African ‘American
SSN ‘ Last ‘ Name | Initial |P%| Coge  |OPFAC| Birthdate |Ag Status | Lovel | Schools | Arsaz | AORName |ABV |AFQT|GS AR|WK PC MK|El AS MC|AO|VE|White| "L T8 [asian| “[E0 par
1 RRK 20 [ single |12L N SeaTac, WA|SEA | 78(61(52| 58|62| 57|57|47| 58[52(60)Y [N NN NN
? R-RK 20 (M Single |12L N SeaTac, WA |SEA 44/48|55| 42|52| 48|60|61| 53| 50 46 Y N N N N N
3 RRK 19|F Single |12L N SeaTac, WA |SEA 76|54|56| 58| 61| 53|50| 41| 49| 57|59 |Y N N N N N
4 RRK 20[F Single | 121 N SeaTac, WA|SEA | 93|67 67| 54|60[ 70(62(49| 63| 61(56)Y  |N NN NN
8an
5 RNPS 221 Single |12L N Francisco [SAF | 98(65(63 70| 65| 63|72|64| 61/ 61(63)Y [N NN NN
CA
s | RNPS 19m single |12 N RIVERSIDE [LAR | 61[5258| 52(49[ 58[60 |55/ 55| [s0)y [N NN Ny
7 RNPS 1am Single |12L N HonoluluHI [HON| 816856/ 58| 61( 56|59 46| 60| (60N |N NN YN
& RRK 21| single |139 N PO lare | 90| 70| 60| 62| 8| 63|76 |72 67|61 /61y [N NN NN
] NYC-
9 . s RNPS | 2sF single |16L N Manhattan [NYM | 85|50(56| 61| 56| 62|49|37| 41(53[60|N  |¥ NN NN
1l RNPS 21fF Single |13L N e NYB| 61|54|48| 55/53| 56(54|40| 53| 56|54y [N NN NN
inale Brookiyn NY

Figure 185: TASS Report Results
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7.28 Waiver Extract Report

1. Click on the Waiver Extract report link from the portal.

Accessions Reports

A-School Summa

Ship Summary

Reserve Shipper Report

Stats Summary

Fulfilment List Report

Bonus Report

Shipping Extract

RO Recruit Roster

Reservation Reguests by Office
DMDC Interfaces

Lead Activity Report
Waiver Summary
Program Stats Report
Waiver Extract
Lea

IVErS| ender

Lead Comp and Management Rpt

A-School Summary - Detailed
Ship Summary - Detailed
PSDA Report

Coming of Age (COA) Report
ORL Enlistment Report

Lead Source Report
Reserve Contact Report
CGRS Data Extract

Waiver Reguests by Office
Ethnicity Report

Shipping Report

Bonus Extract

TASS Report

Accessions Report Run Page

Guaranteed District Report

Figure 186: Waiver Extract Report Link

1. Enter the report parameters and click View Results.

120

CG_ACC_WAIVER_EXTRACT - CG Accessions Waiver Extract

Region:

1

Recruiting Office: 0,

Recruiter ID: @,
Applicant ID: 0@,
| ViewResulis |
Medical Last Medical Last
’ . Applicant - Sequence |Waiver | Waiver Request . .| Sequence |Waiver | Waiver Request .
Appiicant| Recruitment Last |Region Recruiting Recruiter| Number | Type |duration €D Status Upda_le Description Humber | Type |Duration IcD Status Upda_te Descripti
1] D Office Code Date/Time Code DateTime {2)
Name W] (1) 1] (1) (2) 2) (2) (2)
0] ] @) (2)
Figure 187: Waiver Extract Report Parameters
2. The results are displayed below.
CG_ACC_WAIVER_EXTRACT - CG Accessions Waiver Extract
Region: fooo7 @,
Recruiting Office: 0@,
Recruiter ID: @
Applicant ID: [USN
View Results ]
Download results in: Excel SpreadSheet CSv TextFile XMLFile (1 kb)
View Al
[r— c [— Medical oo oo Last o [ - Medical o o[ Last o = @ Medical o o [ Last
posican Recrmen PHEE™ | (Rt e e ] D o Upisle | Doscrpion e e Mover Vi e upite escrpion e M o o et e
Hame =2 @ | o || e | gy |Satetme) @ | @ | @ el @ P @ (N I B I e B
Scanned rate
determination
1| 185717| 551922 |DELANEY [Command ?:;RS“ W”s'm‘c"ae' 15::8 1 A (A ?%?ﬁg;ﬁ package
submitted to
(AETC Wright

Figure 188: Waiver Extract Report Results
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7.29 Waiver Summary Report

1. Click on the Wavier Summary report link from the portal.

Accessions Reports

A-School Summa A-School Summary - Detailed
Ship Summary Ship Summary - Detailed
Reserve Shipper Report PSDA Report

Stats Summary Coming of Age (COA) Report
Fulfilment List Report ORL Enlistment Report
Bonus Report Lead Source Report
Shipping Extract Reserve Contact Report

RO Recruit Roster CGRS Data Extract
Reservation Reguests by Office Waiver Reguests by Office
DMDC Interfaces Ethnicity Report

Lead Activity Report Shipping Report

Waiver Summary Bonus Extract

Program Stats Report TASS Report

Waiver Extract Accessions Report Run Page
Lead Diversity and Gender Guaranteed District Report
Lead Comp and Management Rpt

Figure 189: Waiver Summary Report

Refer to Section 7.7 on adding a new value and run control ID. Enter the report parameters and click Run.

Run Control ID:  ABCD Report Manager Process Monitor Run

Start Date: 01/01/2013 [

End Date: 05/02/2013 [

[=] save | [t Returnto Search | =] Notify B} Add

Figure 190: Waiver Summary Report Parameters
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1.

Click Ok.

Process Scheduler Request

UserID: MEHAMMEMON Run Control ID: ABCD

Server Name: FSUNX *  Run Date: 06/24/2013 E
Recurrence:

Run Time: 12:02:28FM | Resetto Current Date/Time |
Time Zone: @,

-

Select Description Process Hame Process Type *Type *Format Distribution
Waiver Summary CG_WAVE_SUMM  Application Engine  Web * TXT « Distribution
OK | Cancel |

2.

Figure 191: Process Scheduler Request

Click Process Monitor.

Run Control ID: ~ ABCD Report Manager Process Monitor |£|

Process Instance: 122478

Start Date: 01/01/2013 [5)
End Date: 05/02/2013 [5)

[Z] save ] B Hattmtuﬂaﬂrm] =] Metify ]

Figure 192: Process Monitor

3. On the Process Monitor page, click the Refresh button until the Run Status and Distribution Status displays

Success and Posted. The report may take a while depending on the amount of data that the report is extracting.
When the report completes, the output will be sent to the report repository on your Portal homepage.



US Coast Guard Recruiting Solutions 123

" ServerList

User ID: [NKHANMEMOI @, Type: v Last =] | 30| Days - . Refresh

Server: *  Hame: ’7(3@ Instanoe:l to |

Run 4 Distribution o Save On Refresh

Status: Status:

Process List Customize | Find | View 4 First K1 16 of6 I Last
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status W Details
[] 122478 Application Engine CG_WAVE_SUMM MKHANMEMOMN 06/24/201312:02:28PM POT Success FPosted Details

Go back to Waiver Report

[5) save | =] noty |

Process List | Server List

Figure 193: Process Monitor Page

4. After the Run Status and Distribution Status displays Success and Posted, navigate to the Portal homepage
and select the report in the My Reports portal pagelet. See Section 7.0 to view Process Scheduler reports.

7.30 Accessions Report Run Page
1. Click on the Accessions Report Run Page link from the portal.

Accessions Reports

A-School Summa A-School Summary - Detailed
Ship Summary Ship Summary - Detailed
Reserve Shipper Report PSDA Report

Stats Summary Coming of Age (COA) Report
Fulfilment List Report ORL Enlistment Report
Bonus Report Lead Source Report
Shipping Extract Reserve Contact Report

RO Recruit Roster CGRS Data Extract
Reservation Reguests by Office Waiver Reguests by Office
DMDC Interfaces Ethnicity Report

Lead Activity Report Shipping Report

Waiver Summary Bonus Extract

Program Stats Report TASS Report

\Waiver Extract Accessions Report Run Page |
Lead Diversity and Gender Uarantes IErict Repol
Lead Comp and lanagement Rot

Figure 194: Accessions Report Run Page Link
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2. From this page a user can run process scheduler reports without actually going to the process. The
Run Control IDs for each report are listed below.

Stats Summary Run Control ID: Start Date and End Date are required. Recruiting Region and
Recruiting Office may be entered to receive more specific results.

Shipping Report Run Control ID: Start Date = Ship Date, enter a valid ship date, if date is not a valid
ship date the report will not return any results. Remaining fields should be left blank.

Ship Summary Run Control ID: Start Date is required. Remaining fields should be left blank.

Accessions Run Reports

CG Accessions Reports Run Page

Start Date: ]
End Date: El
Recruiting Region: Q.
Recruiting Office: Q.

:Run Stats Summary: Run Shipping Report " Run Ship Summary |

Figure 195: CG Accessions Reports Run Page
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Appendix A - Forms
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Form Name

Form Name

Annex A (SOU - Original Enlistment)(CG FORM 3301A) IRS W-4
Annex B (CSPI - SOU)(CG FORM 3300W) Medical Waiver Coversheet
Annex C (SOU 6 YR Enlistment with School) MEPCOM-680

Annex D (SOU - Type |)

PG7 Boot Camp Check-off

Annex E (SOU - Geographic Assignment)

PG7 Cape May All

Annex F (SOU - "Buddy" Program)

PG7 Citizenship

Annex H (SOU No Guarantees)

PG7 Color Blind

Annex L (SOU - RQ)

PG7 CSPI/PPEP

Annex M (SOU - RN)

PG7 DEP Discharge

Annex N (SOU - RX)

PG7 Military Spouse

Annex O (SOU - RP)

PG7 No A-School

Annex P (SOU - RK)

PG7 Res Bonus

Annex Q (SOU - RY)

PG7 Res Direct Deposit

Annex R (SOU - RA)

PG7 Res Over 100 Miles

Annex S (SOU Bonus No School)

PG7 Reserve Swim Cape May

Annex T (SOU Bonus with School) PG7 Ship Day
Annex U (SOU MGIB-SR) PG7 Tattoo
Annex Z (SOU 6YR No School) Prescreen

A-School Qualification

SGLV-8286 SGLI Election

ASVAB Instructions

SGLV-8286A Family Coverage Election

Cape May Recruit Travel Instructions

CG-2000 PCS Departing/Separation Worksheet

CG-2015 Pay Delivery Worksheet

CG-5131 Res. Travel Orders RA

CG-2020 Dependency Worksheet

CG-5131 Res. Travel Orders RK

CG-2020D Designation of Beneficiaries and Record of
Emergency Data

CG-5131 Res. Travel Orders RN

CG-4891 Financial Obligation Spousal Consent

SGLV-8286 SGLI Election

CG-4965 Waiver Request

SGLV-8286A Family Coverage Election

CG-5567 Vaccination Record

CG-2000 PCS Departing/Separation Worksheet

CG-5588 Personnel Security Action

CG-5131 Res. Travel Orders RA

CG-6097 RAAW

CG-5131 Res. Travel Orders RK

CGRC Medical Waiver Request

CG-5131 Res. Travel Orders RN

DA-4187 Army Pers Action Req

CG-5131 Res. Travel Orders RP

DD-1966

CG-5131 Res. Travel Orders RQ

DD-2760 Qualification to Possess Firearms

CG-5131 Res. Travel Orders RQ with School

DD-2807-2

CG-5131 Res. Travel Orders RX

DD-368 Request Release Res Component

CG-5131 Standard Travel Orders

DD-369

CG-5482 Res. Montgomery Gl Bill SOU

DD-369 NCIC

DD-2058 State of Legal Residence

DD-370 Request for Reference

Disclosure Log

DD-372 Birth Verification

PG7 Lateral Entry

DD-4 Enlistment Reenlistment Document

PG7 Prior E-4

DHS I-9

PG7 Reserve Direct Deposit SOU

DHS-11000-9 Credit Check Authorization

PG7 Reserve Over 40

FURG (First Unit Reporting Guide for Reservists)

PG7 Reserve RX

Home School Worksheet

PG7 Reserve RX with ME Rating

Hometown Recruiter Request

Uniform Order Form

Hotel Rules

PH Awards
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Form Name

Form Name

PH Bar Exam

PH Proof of DCIC

PH Birth Certificate

PH Proof of Enrollment

PH CG Memo to CGRC PH Resume
PH CLEP Scores PH SSN Card
PH CO Recommendation PH State W-4

PH DCL Statement

PH Statement

PH DD-214 PH Statement of Sea Service
PH DD-2807-1 PH Test Score Results
PH DD-2808 PH Transcripts

PH DD-368 Release from Reserve Component

PH DD-4

PH Degrees

PH Dependent Documents

PH Drivers License

PH Employee Review

PH Enlisted Resume

PH E-Qip Printout

PH E-QIP with Signatures

PH Fingerprint Cards

PH Flight Physical

PH Immunization

PH Intel Writing Sample

PH Letters of Recommendation

PH Log Book

PH Marine Licenses

PH Proof of Math

PH Narrative

PH Officer Evals

PH Officer Physical

PH Other Documents
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Appendix B — Navigation References

Icon/Keys Functionality
. Clicking on this icon refreshes the data.

Clicking on this link generates a pop-up search box where users can enter criteria to be searched
for.

Clicking on this icon zooms in on the data.

Clicking on this icon downloads that data.

Clicking on this icon will show all the fields

Clicking on this icon will start spell check.

Clicking on this icon will allow navigation by clicking on the different tabs that are displayed.
Clicking on this icon will display a calendar.

X Clicking on this icon will generate a search pop-up display box.

CNTRL + K | Displays a list of shortcut keys.

o & HEE
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Appendix C - Reports

RATS Report Name

DARS Report Name

A-School Detailed Assignments
A-School Summary

Bonus Extract

Bonus Report

CG Recruiting Solutions Data Extract
Coming of Age Report

DMDC Report

Ethnicity Report

Fulfillment List Report
Guaranteed District Report

Lead Activity Report

Lead Composition and Management Report
Lead Diversity and Gender Report
Lead Source Report

ORL Enlistment Report

Program Stats Report

PSDA Report

n/a

Reserve Contact Report

Reserve Shipper Report

RO Recruit Roster

Ship — Detailed Assignments

Ship Report

Ship Summary

Stats Summary

TASS Report

Waiver Extract

Waiver Summary

A-School Summary - Detailed
A-School Summary

Bonus Extract

Bonus Report

CGRS Data Extract

Coming of Age Report

DMDC Interfaces

Ethnicity Report

Fulfillment List Report
Guaranteed District Report
Lead Activity Report

Lead Composition and Management Report
Lead Diversity and Gender Report
Lead Source Report

ORL Enlistment Report
Program Stats Report

PSDA Report

Reservation Requests by Office
Reserve Contact Report
Reserve Shipper Report

RO Recruit Roster

Ship Summary — Detailed
Shipping Report

Ship Summary

Stats Summary

TASS

Waiver Extract

Waiver Summary
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Appendix D — Import File Formats
Load Plan &, B C o E
(.csv) DATE Training Type Target &ctive Target Reserve TOTAL
1-Dec-14 FTRM 1 1 2
2-Dec-14 DEFPO 1 1 2
3-Dec-14 P5DA, 1 1 2
4-Dec-14 REEI 1 1 2
MlSSlon A B & D E F G|H/ I |J/KILIMDN (8] P Q RIS | T U|% W X ¥ | Z As AR AT
REGIOM ID' Region Office id Active{OCT) Active(NOW) AcAc At AcAc AC A¢ Ac A Active(SEP) Total Reserve{OCT) ResResResResResResResResResResReserve(SEP) Tatal
Plan 1279 Pacific Central-6 1374 1 1111111111 1 12 11111111111 10 21
(CSV) 1279Pac\f?ccemtra\-6 1375 1 1111111111 2 13 11111111111 11 22
1279 Pacific Central-6 1378 1 1111111111 3 14 11111111111 12 23
1279 Pacific Central-6 1377 1 1111111111 4 15 11111111111 13 24
1279 Pacific Central-6 1378 1 1111111111 5 16 11111111111 14 23
1279 Pacific Central-6 1379 1 1111111111 [ 17 11111111111 15 26
1279 Pacific Central-6 1380 1 1111111111 7 13 11111111111 16 27
1279 Pacific Central-6 1381 1 1111111111 El 13 1111111 1111 17 28
1279 Pacific Central-g 1382 1 1111111111 El 20 1111111 1111 1= 29
A-School o B C D
Plan &-5chool Date A-School &AD Class size RSW Size
(-csv) 1-Dec-14 AET 1 1
2-Dec-14 BM 1 1
3-Dec-14 DC 1 1
4-Dec-14 EM 1 1
5-Dec-14 F5 1 1
6-Dec-14 G 1 1
7-Dec-14 Y1 1 1
Zip Code &, B C o
(.csv) POSTAL CITY Reclocation D Reclocation Name
00603-  AGUADILLA, 2034 AGUADILLA
00604  AGUADILLA, 2034 AGUADILLA
00605 AGUADILLA, 2034 AGUADILLA
31721 ALBANY 2011 ALBANY
42602 ALBANY 2011 ALBANY
45710 ALBANY 2011 ALBANY
53502 ALBANY 2011 ALBANY
97321 ALBANY 2011 ALBANY
39308  ANCHORAGE 2074 ANCHORAGE
99501  ANCHORAGE 2074 AMCHORAGE
21734 BALTIMORE 2023 BALTIMORE
121236 BALTIMORE 2023 BALTIMORE
21737 BALTIMORE 2023 BALTIMORE

21233

BALTIMORE

2023 BALTIMORE




