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1 PORTAL  
 
The Portal gives one click access to each Component. The links under Readiness will take you 
right to the Component name you are trying to access. 
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2 READINESS TEAMS – VIEW ONLY 
 
A PHS officer will be associated with a Readiness Team through the Person Profile. Assignment 
to a Readiness Team will be considered assignment to a deployment position. This section of the 
Person Profile is populated via an interface and is view only within Direct Access. The page will 
display the team assignments for the Officer. 

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

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

 
 

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

 
 

3. Click the Search button. If the search returns more than one record be sure to select the 
correct officer’s record that has “PERSON” in the Profile Type column. 
 

 
 

Note: If an officer has both a Person Profile and an Awards Coordinator Profile, use the 
“PERSON” profile to record the data.  
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2.2 Viewing Readiness Team Information for an Officer 
 
Follow the steps below to view the Readiness Team to which the PHS Officer is assigned.  
 

1. In the Person Profile, Click the Qualification link. Scroll down to see the Readiness 
Teams content section. 
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2. To view the details behind the Readiness Team, click on the Readiness Team name. View 
Readiness Teams page will be displayed. 

 
 

 
 

 Note: Effective Date reflects the date the Readiness Team was entered into the system 
 

4. Click OK to return to Person Profile page 
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3 VIEW ONLY - TRAINING SUMMARY 
PHS officer training data is maintained in the Training Summary of Direct Access. The Training 
Summary is used to track information on Readiness Courses that a PHS officer has completed. 
Training courses are loaded via an interface from PHS. The data in Direct Access is view only. 
This section provides the procedure for viewing Training via Self-Service.    
 

3.1 Viewing Training Summary 
 

1. From the Portal Homepage, click on the Review Training Summary

 

 link located in the 
Readiness pagelet.  

 
 

2. Enter the Employee ID for the PHS officer to search for his or her Training Summary. 
Click Search. Select the Employee from the search results. 
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3. View the fields as indicated below.  
 
Field  Description 
Course Code Direct Access Course ID  
Course Title Title of the Course 
Session Date Not used 
Start Date Start and End Date are the same and reflect the date of completion. 
End Date  Start and End Date are the same and reflect the date of completion. 
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4 VIEW ONLY – MEDICAL READINESS EXAM 
 
The Medical Exam table is used to record an officer’s medical examination history. Information 
will be brought into Direct Access via an interface from the MAB database. Officers will be able 
to view their own medical exam information via the Self Service component. OFRD will be able 
to view medical exam information for officers via the Readiness component. 
 

1. To view Medical Exam information, from the Portal Homepage click on the Medical 
Exam

 
 hyperlink inside the Readiness box. 

 
 

 
The search page will display. 

 

 
 

2. You can search for an officer by entering their Empl ID, Name, and/or Last Name.  Once 
entered, click the Search button.  
 
 If more than one officer is populated in the Search Results, select the officer from the 
Search Results by clicking on the hyperlink of your choice.   
 
If your search is by name and there are several officers with the same name, refer to the 
User Guide – Find an Employee.  You may use the output from “Find an Employee” to 
determine which specific Emplid matches the officer you seek.   
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3. The officer’s Exam information will display. 
 

 
 

4. Refer to the following table for descriptions of the data fields. 
 

Fields Descriptions/Instructions 
Exam Date Displays the date of the medical exam. 
Exam Type Displays the Exam Type Description, “PHS Exam”. 
Next Exam Displays the default next exam date which is five years from the Exam Date. 
Physician ID Not used at this time. 
Exam Time In/Out Not used at this time. 
Country Defaults to USA. 
Address Not used at this time. 
Phone Not used at this time. 
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If you wish to view historical exam information, you may use the navigation bar (blue 
bar) at the top right of the page to browse through the available physical exam data pages. 
Click the View All

 

 hyperlink to see all the records at one time using the scroll bar to the 
right to shift up or down. 

 
 

 
 
 

5. If you wish to view historical physical exam information for another officer, as a 
shortcut, you may click on the minimized Enterprise Menu button ( ) located in the 
upper left hand corner of the screen to expand the Menu. 
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6. From the expanded Menu, click the Physical Exam

 

 hyperlink. 

 
This will bring you back to the Physical Exam Search page. Return to Step 2 of this 
section. 
 

 
 
 

7. Click the Home
 

 hyperlink at the top of the screen to return to the Portal Home page. 
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5 VIEW ONLY – IMMUNIZATIONS  
The Immunization table will store data about an officer’s immunization history. The data will be 
brought into Direct Access via interface. Officers will be able to view their own immunization 
information via the Self Service component. OFRD will be able to view immunization data for 
officers via the Readiness pagelet. 
 

1. To view Immunization history information, from the Portal Homepage click on the 
Immunization Manager
 

 hyperlink inside the Readiness box.  

 
 

2. You can search for an officer by entering their Empl ID, Name, and/or Last Name.  Once 
entered, click the Search button.   
 
If more than one officer is populated in the Search Results, select the officer from the 
Search Results by clicking on the hyperlink of your choice.   
 
If your search is by name and there are several officers with the same name, refer to the 
User Guide – Find an Employee.  You may use the output from “Find an Employee” to 
determine which specific Emplid matches the officer you seek.   
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The officer’s Immunization information will display. 
 

 
 

3. Notice the blue navigation bar to the right:  1-15 of 24.  The system is displaying the first 
15 of 24 lines of immunization information for this officer.  Click on the View All button 
to display all lines for this officer at one time, or click the right facing arrow to see 16-24 
of 24.  The officer’s Immunization information will display. 

 

 
 
Note: User has the ability to sort the fields by clicking on the column headings. 
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4. Refer to the following table for descriptions of the data fields. 
 

Fields Descriptions/Instructions 
Code Displays the immunization code.  It is the same as the MAB code. 
Description Displays the immunization name. 
Dose Number Displays the number in a series of immunizations. 
Date Received Displays the date the immunization was given. 
Next Due Date Displays the expiration date for the immunization.  If the 

immunization does not expire, the data will be blank. 
Action Name Displays the entry as “Immunization” or “Exception/Waiver” 
Exception Reason Displays the Exception Reason, if the Action Name is 

“Exception/Waiver”.  Examples:  TB Skin Test, Titers 
Completion Stat Displays the status of the vaccine or the overall status of a series of 

vaccines. 
 
 

5. If you wish to view Immunization information for another officer, as a shortcut, you may 
click on the minimized Enterprise Menu button ( ) located in the upper left hand 
corner of the screen to expand the Menu. 
 

 
 

 
6. From the expanded Menu, click the Immunization Manager

 

 hyperlink. This will bring 
you back to the Immunizations page. Then return to Step 2 in this guide. 
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7. Click the Home
 

 hyperlink at the top of the screen to return to the Portal Home page.  
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6 WAIVERS 
The Waiver page is used to record an officer’s waivers, including OFRD and MAB waivers. 
Security will be established so that each office can only enter its waivers. For example, OFRD 
will not be able to enter medical waivers and MAB will not be able to enter OFRD waivers. 

6.1 Data Entry 
1. From the Portal Homepage click inside the PHS Readiness box on the Waivers hyperlink. 

 

 
 

2. You will be directed to the Waiver Entry page. 
 

 
 
The first waiver entered can be added on the existing row. To add additional waivers, 

click the button to create a new row. 
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3. Below is a listing and description of each field located on the Waiver Information page. 
 
FIELD DESCRIPTION/INSTRUCTIONS 
Waiver Grant Date The date the waiver is approved. 
Request Date The date the waiver was requested. 

Renew Date Can be used if a waiver was renewed or extended. 

Waiver Category The type of waiver I.E. Medical or OFRD, and is used to control 
security so that a given type of waiver can only be entered by an 
appropriate user.   

Status Can be Active and Inactive; however, inactive waivers are ignored by 
the rules engine which produces the Readiness Compliance report. 
 If a waiver impacts an officer’s current or future readiness status, the 
waiver MUST be active. ONLY make a waiver inactive if it should not 
affect or no longer affects an officer’s readiness status. Do not leave 
the status blank. 

Waiver Code Indicates the nature of the waiver.  It indicates what is waived rather 
than why it is waived.  PHS acceptable values are on the following 
page. 

Waiver Code  Description 
APFT        Annual Physical Fitness Test 
APFT (RWS)  Annual Physical Fitness Test Run/Walk 

Section 
PC President’s Challenge 
BLS         Basic Life Support 
DX          Deployment 
FW          Footwear 
GR          Grooming 
HA          Hepatitis A 
HB          Hepatitis B 
IN          Influenza 
ME          Measles 
MMR         Measles, Mumps & Rubella 
MU          Mumps 
PV          Polio 
RU          Rubella 
TB          PPD 
TD          Tetanus/Diphtheria 
VR          Varicella 

     

Waiver Aviation Flag This is a yes/no flag. This field is not being used 

Waiver Status This field MUST always be ‘Temporary’. 
Expiration Date A mandatory field that captures the end date for Temporary Waivers. 
Physician This is an optional field.  It can be used to record the name of the 

physician granting the waiver. For waivers converted to Direct Access 
from the PHS system, “MAB” is entered into this field to identify the 
waiver as a converted waiver. 

Description This is an unlimited text field.  It can be used to enter a detailed 
description of the waiver or the reason for granting the waiver. 

 
4. Click on the Save button to save entries and updates. 
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6.2 Waivers—View Only via the Readiness Component 
 

1. From the Portal Homepage click inside the PHS Readiness box on the Waivers hyperlink.  
 

 
 

2. You will be directed to the Waiver Entry tab.  A user’s access to view and update 
waivers is dependent on their system access. An example of View-Only access is below: 
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7 PHYSICAL FITNESS EXAM RESULTS 
 
A PHS officer’s annual physical fitness exam results can be entered in two ways: via self service 
by the officer or via the Physical Fitness page in the Readiness pagelet by OFRD. 
 
For Administrative use, the OFRD administrator may: 

o Add the results from of a new physical fitness exam for an officer 
o View/Update results for an officer 
o Delete the physical fitness exam results for an officer 

 
1. To enter the Physical Fitness component, from the Portal Homepage click on the Physical 

Fitness Manager
 

 hyperlink inside the Readiness box. 

 
 

The Physical Fitness search page will display.   
 

 
 

2. You can search for an officer by entering their Empl ID, Name, and/or Last Name.  Once 
entered, click the Search button.   
 
If more than one officer is populated in the Search Results, select the officer from the Search 
Results by clicking on the hyperlink of your choice.   
 
If your search is by name and there are several officers with the same name, refer to the User 
Guide – Find an Employee.  The Physical Fitness Results page will display. 
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7.1 Add New Physical Fitness Exam Information 
 

1. To add the results from a new fitness exam, click the Add button from the Physical 
Fitness Results page.  The Physical Fitness Results data entry page will appear to enter 
new exam results. 

 

 
 

2. Enter the new Physical Fitness information as follows: 
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Fields Descriptions/Instructions 
Exam Date The date of the exam must either be the current date or a date in the past.  

You cannot enter a future date in this field. 
Note:  The system defaults the Exam Date to be today’s date. 

Overall Fitness Level The overall fitness level is system calculated based upon the score of each 
of the individual fitness tests.  It will update when you save the exam 
results. 

Evaluator section  
Evaluator If the test evaluator is a PHS officer, enter the evaluator’s EMPLID.  

Use the magnifying glass icon to look up the evaluator’s name if you do 
not have the Emplid available.  The system will populate the Name, 
Department, Business Phone, and Email Address from the evaluator’s 
Direct Access record.  If the test evaluator is not a PHS officer, leave this 
field blank. 

Name If the test evaluator is not a PHS officer, enter the name of the evaluator. 
Department If the test evaluator is not a PHS officer, enter the evaluator’s department. 
Business Phone If the test evaluator is not a PHS officer, enter the evaluator’s business 

phone number. 
Email Address If the test evaluator is not a PHS officer, enter the evaluator’s email 

address. 
Note:  Business Phone and Email Address are contact information for the 
evaluator so that the test may be validated.  Validation is random. 

Cardio Test section  
Test Select the type of cardio test from the drop-down list.  The valid cardio 

type options are: 
o 1.5 Run – 1.5 mile run/walk 
o 450M Swim – 450 meter swim 
o 500Y Swim – 500 yard swim 

Time in Minutes Enter the test results time minutes. 
Seconds Enter the test results time seconds. 
Level The cardio test level is system calculated based upon the result of the 

cardio test and the officer’s age and gender. 
Upper Body Strength Test  
# of Pushups in 2 min. Enter the test results for the number of pushups completed in 2 minutes. 
Level The upper body strength test level is system calculated based upon the 

result of the strength test and the officer’s age and gender. 
Core Muscle Test  
Test Select the type of Core Muscle Test from the drop-down list.  The valid 

core muscle test options are: 
o Crunches 
o Sidebridge 

Number for Crunches 
in 2 min. 

If the crunches test is chosen, enter the test results for the number of 
crunches in 2 minutes. 

Time for Sidebridge 
Minutes 

If the sidebridge test is chosen, enter the test results time minutes. 

Seconds If the sidebridge test is chosen, enter the test results time seconds. 
Level The Core Muscle Test level is system calculated based upon the result of 

the strength test and the officer’s age and gender. 
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3. Once you have satisfactorily entered all the physical fitness results, click the Save button 
at the bottom of the page to store the record. 

 

7.2 View/Update Physical Fitness Information 
 
 

8. If you wish to view historical physical fitness information, you may use the navigation 
bar (blue bar) at the top right of the page to browse through the available physical fitness 
results data pages. 
 

 
 

Click the View All

  

 hyperlink to see all the records at one time using the scroll bar to the 
right to shift up or down. 

  
 

Click the View 1
 

 hyperlink to return to viewing one physical fitness record at a time. 

9. Select the Physical Fitness Results page that needs to be corrected.  For this example, 
record 2 of 8 needs to be updated. 
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10. Enter any corrections. 
 

11. Once you have validated the newly entered data, click the Save button at the bottom of 
the page to save your changes. 
 

12. If you wish to view/update historical Physical Fitness Results information for another 
officer, as a shortcut, you may click on the minimized Enterprise Menu button ( ) 
located in the upper left hand corner of the screen to expand the Menu. 

 

 
 

13. From the expanded Menu, click the Physical Fitness Manager hyperlink. 
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This will bring you back to the Physical Fitness search page. 

 
 

14. Click the Home
 

 hyperlink at the top of the screen to return to the Portal Home page. 

 
 

7.3 Delete Physical Fitness Results Information 
 

1. To delete a physical fitness results record, navigate to the record which needs to be 
removed. 

2. Click the Delete button to remove the record. 
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The Delete Confirmation message will display.  If you are sure you wish to permanently 
remove this record, click the OK button.  If you change your mind, click the Cancel 
button. 
 

 
 

If you clicked OK, you now must click the Save button to save the changes made. 
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8 PHS SUPERVISOR 
 
PHS Supervisor is a custom page created to collect supervisor information (name, address, and 
phone) for PHS officers. Eventually, it will capture multiple types of supervisor data, but will 
initially collect only data for the Deployment Authorization supervisor. Supervisor information 
may be entered via Self Service by Officers and via the Readiness component by OFRD. 
 

1. To enter the Supervisor component, from the Portal Homepage click on the Supervisor 
Manager

 

 hyperlink inside the Readiness box. 

  
The Supervisor Information search screen will display. 

 
 

2. You can search for an officer by entering their Empl ID, Name, and/or Last Name.  Once 
entered, click the Search button.   
 
If more than one officer is populated in the Search Results, select the officer from the 
Search Results by clicking on the hyperlink of your choice.   
 
If your search is by name and there are several officers with the same name, refer to the 
User Guide – Find an Employee.  You may use the output from “Find an Employee” to 
determine which specific Emplid matches the officer you seek.   
 
The Supervisor page will display. 



Business Procedure Document 
Readiness  

28 

 
 

8.1 Update/View Supervisor Information 
 

1.  Enter or correct the Deployment Authority Supervisor information for an officer as 
follows: 
 

Fields Descriptions/Instructions 
Contact  
 Contact Type Contact Type defaults to Deployment Authorization because only the 

Deployment Authority supervisor is being recorded at this time. 
 Contact Emplid Enter the Emplid of the supervisor if he or she is a PHS officer.  Use the 

magnifying glass icon to search for an officer by Name if the Emplid is 
unknown.  Populating this field will automatically populate the name, 
email, and work address information from the supervisor’s Direct Access 
system data.  Leave this field blank if the officer’s supervisor is someone 
other than a PHS officer. 

 Name This will automatically display if the Emplid is entered.   If this field is 
empty, enter the officer’s supervisor name using the following format: 
 Lastname,Firstname MiddleInitial, Example:  Doe,John A. 
Note: There is no space after the comma between the last name and first 

name.  The middle initial is not required. 
 Title This is a free form text entry field. 
 Email The work email address is automatically displayed if the Emplid is 

entered.  Otherwise, enter the supervisor’s work email address. 
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Fields Descriptions/Instructions 
Work Address This section is automatically populated if the Emplid is entered.  

Otherwise, enter the address information manually. 
 Country Country automatically defaults to USA.  A different country may be 

selected if needed. 
 Address Line 1 If this field is empty, enter the first Work Address line. 
 Address Line 2 If this field is empty, enter the second Work Address line if needed. 
 Address Line 3 Not currently used 
 Address Line 4 Not currently used 
 City If this field is empty, enter the City. 
 State If this field is empty, enter the State. 
 Postal Code If this field is empty, enter the zip code.  Either the 5 digit or 9 digit postal 

code is acceptable. 
Phones  
 Work Phone Enter the Work phone number. 

Home Phone Enter the Home phone number. 
Cell Phone Enter the Cell phone number. 
 Pager Phone Enter the Pager phone number. 

 
2. Once you have satisfactorily entered all the supervisor information, click the Save button 

at the bottom of the page to store your changes. 
 

3. If you wish to view/update Supervisor information for another officer, as a shortcut, you 
may click on the minimized Enterprise Menu button ( ) located in the upper left hand 
corner of the screen to expand the Menu.   
 

4. From the expanded Menu, click the Supervisor Manager

 

 hyperlink. This will bring you 
back to the Supervisor search page 
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5. Click the Home
 

 hyperlink at the top of the screen to return to the Portal Home page. 
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