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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.

" ORACLE'

(Parsonaize Comient Lo
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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.
Readiness =
Review Training Summary
Immunizatien Manager Waivers
Medical Exam Physical Fitness Manager
PHS Readiness Status Board Candidates
Maintain Boards SWE Criteria
SWE Eligibility Definition Batch Process Boards
Supervisor Manager

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

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

i B Add a Mew Value
- - - - - -

Maximum number of rows to return (up to 200): |300

Altermate Character Hame: begins with

Empl ID: pegins with = | S —
Profile Type: begins with - | a
Hame: begins with - |
Last Name: begins with - |
-l

[Tl include History [¥] Correct History [ ] Case Sensitive

Search Clear Basic Search [EF Save Search Criteria

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.

| PERESON @ (hlank) )

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. Inthe Person Profile, Click the Qualification link. Scroll down to see the Readiness
Teams content section.

Person Profile

Empl ID: . R s bt st

Profile Type: FERSOM Ferson

‘Profile Status: IAC“VE :"

*Description: | '

Profile Actions: |~:Se|ectActiDn=~ [~ ® 0 5
Competencies Qualifications Education

Add Mew Licenses & Certifications
Add Mew Basic Life Support

Add Mew Readiness Roles
~ Readiness Teams (Approval Not

Customize | Find | view Al | B | 2 First B 4 0f 4

1} Readiness Team

TIER3B Tier Three Roster B El

¥ Administrative Flags (Approval Not Required)

Competencies Qualifications Education

| Save |




Business Procedure Document
Readiness

2. To view the details behind the Readiness Team, click on the Readiness Team name. View
Readiness Teams page will be displayed.

Ferson Profile

View Readiness Teams
Empl ID:

Profile Type: PERSOMN Ferson
This page displays the item details You are not authorized to update this Content ltem.

Details

Find | views &1 First KX 4 of 4 Y [ast

Effective Date: 0722010

Readiness Team: TIER3E Tier Three RosterB
Status: Artive

Role End Date:

Team Role:

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.

Readiness

Person Profiles
Immunization Manager
Medical Exam

PHS Readiness Status

Maintain Boards

Supervisor Manager

Review Training Summary

Waivers

Physical Fitness Manager

Board Candidates
SWE Criteria

Batch Process Boards

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.

[MEF’&QE Guest SelfService |nvestor Administration REQUESIS]

(=3

Review Training Summary

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

Maximum number of rows to return (up to 300): (200

Empl ID: begins with ~ |
HName: begins with v|
Last Name: begins with + |
Second Last Name: begins with - |
Alternate Character Name: begins with - |
Middle Name: begins with + |
[CIcase Sensitive
Search Clear :Easic Search [6F Save Search Criteria
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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.
United States Coast Guard
U.S. Depariment of Homeland Security
MyPage Guest SelfService Investor Administration Beguests
E»
| = PR 'I'—nini-‘g summary
MARK AGHNELLD Person ID: 2040888

Course

830123

830126

830124

830023

830125

830047

830043

830049

830043

520044

= -

Customize | Find |Viewall| | B: 555 of 48 Sl4

Title

15-100 Intro to ICS, 1-100

15-800 A NRP, An Introduction

15-200 IC5-1 Res+init Act Inc

172 - Intreosseous Infusion

I5-700 NIMS, An Intreduction

219 - Incident Command System

222 - Publicand Env Health

324 - Basic Conc in Epidem

214 - Staying Healthy Overseas

215- The Fog of Relief

Session Number

Start Date

11082008

11082008

08212008

02152008

02M7T2005

01272004

10022003

10022003

04232003

04232003

End Date

11082008

11082008

08212008

02152008

02M7T2005

01272004

10022003

10022003

04232003

04232003

| »

m
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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.

Readiness =

Perzon Profiles Reviewy Training Summsary
Immunization Manaoer Waivers

Physical Fitness Manager
PH= Readiness Status Board Candidates
aintain Boards SWE Criteria

SWE Eliggibiility Definition Batch Process Boards
Supervizor Manager

The search page will display.

Physical Exam

Enter any infarmation you have and dick Search. Leave fields blank far a list of all values

Wamimum mumber of rows to retum (up to 300} 300

Empl il Dagins with -
Hame: beging with -
Last Nam: beging with -
Second Last Name: begins with -

Alternaie Character Name: bagins with -

Middle Hams: beging with =

Case Sensitive

Search Clear— Basic Segrch @ Save Search Critana

2. You can search for an officer by entering their Empl 1D, 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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Physical Exam
Enfer any information you have and click Search. Ledve Telds blank for & 1S of &l values
Find an Existing Value
Maximurn number of rows 1o return (up to 300) 300
Empl ID: II}E-;lmE-\-nEr "I
Hame: I:nn!alns rl
Last Name: [begins with =] [ANDERSON
Second Last Nami: [begine wim =]
Alernate Character Mame: | begins with =
Middle Name: Inegms,mm vl
I Case Sensithve
Seanch Glear - Bagic Search [ Save Search Crferia
Search Results
Wiew All First [§] 12 of2 [§] Last
Emplill  Hame Eirst Hame Last Mame  Second Last Hame Alternate Charscier Mame Middie Name
ANDERESDN (blank) (Blank) L=
ANDERSON (blank) (blank) A
3. The officer’s Exam information will display.
Person ID:
Physical Exam Data
Exam Date: 1002972008 *Exam Type: PHS Exam
Next Exam: 1002972013
Physician ID:
_ Exam Time IniOut: 1
Country: LI5A United States ) )
Address: |EditAddress
Phone:
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 1D 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.

10



Business Procedure Document
Readiness

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.

Physical Exam Data

Find |

Person ID:
Physical Exam Data

Find | Wiewr1 First ! 1-20f 2 L Last

Exam Date: 1052852008 *Exam Type: FHS Exam
Next Exam: 102852013
Physician ID:
. Exam Time In/Out: I
Country: LISA LInited States ) )
EditAddress
Address: - :
Phone:
Exam Date: 100292007 *Exam Type: FHS Exam
Next Exam: 1002952012
Physician 1Dz
. Exam Time In/Out: I
Country: LISA United States ) :
Address: _Edlt Address_
Phone:

If you wish to view historical physical exam information for another officer, as a

shortcut, you may click on the minimized Enterprise Menu button ([E1*) located in the
upper left hand corner of the screen to expand the Menu.

11
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@ United States Coast Guard
U.S. Depariment of Homeland Security

6. From the expanded Menu, click the Physical Exam hyperlink.

[#ladministar Warkforee
[#Direct Access PeopleTools
[*Ikonitar Workplace
[*15elf Service
[#5elf Service
[#5elf Service
[+ Develop Warkforce
[#Hurman Resources
[#Glohal Payroll & Absence
Marmt
[#vwarkforce Develapment
[#|Enterprise Learning
[=I¥warkforce Maonitoring
[=]Health and Safety
FIRecord Medical Exam
BEpcilt

cal Exam

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

Physical Exam

Enter any information you have and click Search. Leave fields blank for a li

Find an Existi

Maxirnurn nurmber of rowes to return (up to 3003; (300

Empl ID: | begins with | |
Hame: |begins Withj|
Last Name: | hegins with j |
Second Last Name: | hegins with j |
Alternate Character Name:| hegins with j |
Middle Name: | begins with = |

" case Sensitive

Search || Clear |Basic Search [GF Save Search Criteria

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

United States Coast Guard Home Add to My Li
U.S. Department of Homeland Security
My Links Select One: |Z|

12
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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.

Person Profiles Reviewy Training Summary
Medical Exatn Phyzical Finess Manader
PHZ Readiness Status Board Candidates
Maintzin Boards SWWE Criteria

SWE Eliggibility Definition Batch Process Boards
Supervisar Managet

2. You can search for an officer by entering their Empl 1D, 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.

Immunization
Enter any information you have and click Search, Leave fields blank for a lis

P e "
Fingd &n =asing Yalu
EI.-CI.IK\H‘.-\HJ-'\.‘-—.I- A |

Maxirmum number of rows 1o returm (up o 300); (300

Eral i beging wilh =
HName: [m
Last Hame: [begins with =] [ANDERSON
Aternate Character Mame:[becins wih =]
[ Case Sensithe
Eearch Clear | Basic Search [ Save Search Crilera

Search Results
Wiy Al Firgl [4] 120 0128 1§ Lasl

Last Harme Alernale Characier Hame

13
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The officer’s Immunization information will display.

Immunization Information

ITH
Customize | Find | View Alll B | 3% First ©F 4245 o 24 O Last
Code Description Dose Number Date Received MNextDue Date Action Name Exception Reason Completion Stat
010 TB 0 11/21/2006 ExceptionWaiver  TB Skin Test Complete
010 TB 0 04/13/2006 ExceptionWaiver  TB Skin Test Complete
010 TB 0 03/09/2005 ExceptionWaiver  TB Skin Test Complete
037 Tetanus/Diphtheria 00 09/01/2005 09/01/2015 Immunization Complete
037 Tetanus/Diphtheria 00 081131996 08M13/2006 Immunization Complete
045 Polio 00 09/07/2001 Immunization Complete
050 Small Pox 00 1042812003 Immunization Complete
050 Small Pox 00 0411211978 Immunization Complete
052 Chickenpaox 0 1112172006 ExceptionWaiver  Titers Complete
060 Yellow Fever 00 09/24/2001 Immunization Complete
0701 Hepatitis A 00 05/31/2000 Immunization Complete
0701 Hepatitis A 0o 08M16/M1996 Immunization Complete
0703 Hepatitis B 0o 03/14/1997 Immunization Complete
0703 Hepatitis B oo 100221996 Immunization Complete
0703 Hepatitis B oo 08M3M1996 Immunization Complete

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.

Immunization Information

£ 424 0f24 0
Code Description Dose Humber  Date Received Hext Due Date  Action Hame Exception Reason Completion Stat
n10 TB a 112102006 Exceptioniaiver  TH Skin Test Complete
0o TB 0 0471 372006 Exceptiondvaiver  TB Skin Test Complete
n10 TB a 03092005 Exceptioniaiver  TH Skin Test Complete
03y TetanusiDiphtheria 00 09/0172005 090172014 Immunization Complete
navy TetanusDiphtheria 00 081 31 5996 081 32006 Immunization Complete
o045 Folio oo 09072001 Immunization Complete
nan Srall Pox ] TOi2Er2003 Immunization Complete
a0 Small Pox oo 0411201978 Immunization Complete
naz Chickenpox a 112102006 Exceptioniaiver  Titers Complete
060 rellow Fevar oo 0972472001 Immunization Complete
070 Hepatitis A ] 083172000 Immunization Complete
0roa Hepatitis A oo 08161956 Immunization Complete
0703 Hepatitis B ] 0301 401597 Immunization Complete
0rvo.3 Hepatitis B oo 1072201 956 Immunization Complete
0703 Hepatitis B ] 081 31 5996 Immunization Complete
487 Influenza oo 101472010 1000172011 Immunization Complete
4a7 Influenza ] 102002009 100152010 Immunization Complete
487 Influenza oo 11972008 1000172009 Immunization Complete
4a7 Influenza ] 11082007 1000172008 Immunization Complete
487 Influenza oo 12192006 100172007 Immunization Complete
4a7 Influenza ] 101 7i2005 1000172006 Immunization Complete
487.8 H1M1 oo 101472010 Immunization Complete
487.8 H1M1 ] 027010 Immunization Complete
WG4 T bR oo 09072001 Immunization Complete

Note: User has the ability to sort the fields by clicking on the column headings.

14
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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 hame.

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 (E*) located in the upper left hand
corner of the screen to expand the Menu.

@ United States Coast Guard

LS. Departmient of Homeland Security

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.

[+lAdminister Workforce -
[#|Direct Access PeopleTools
[+ Monitor Workplace
[#Self Senvice
[#Self Service
[#Self Senvice
[+Develop Warkfarce
[=IHuman Resources
FHuman Resources
Reports
[FIHuman Resources
Programs
=IPHS
- lmmunization
= |[mmunization
Manager

m

15
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Immunization

Enter any information you have and click Search. Leave fields hlank for a li

Masirnurm number of rows to return fup to 300y 300

Empl ID: [ begins with ||
Name: [ begins with ||
Last Name: [begins with ~||

Alternate Character Name:| begins with ||

" case Sensitive

Search || Clear |Basic Search [BF Save Search Criteria

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

United States Coast Guard Addto My Links Siagn out
LS. Department of Homeland Security
My Links Select One: |z|

16



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 DataEntry

Business Procedure Document

Readiness

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

Readiness B8
Person Profies Review Training Summary
Immunization Manager
Medical Exam Physical Fitness Manager
PHS Readiness Status Board Candidates
Maintain Boards SWE Criteria
SWE Eligibility Definition Batch Process Boards
Supervisor Manager

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

Home = Monitor Waorkplace = Monitor Health!Safety (GEL) = Use = Walvers
{ WWaiver Entry
Employee

Waiver Information

First [4] 1 cr2 B Last

ﬁ Sav-e -QReturn to Search

=]

Waiver Grant Dt: ID”?W?UD:5 EJ  Request Date: I Ed Renew Date: I Ed
Waiver Category: | Vedical =] Status: |Active ~]

Waiver Coie: IAF'FT Q] Annual Physical Fitness Test

Waiver Aviation Flag [~ Waiver Status: | Temporary =
Expiration Date: |08131 12009 ] Physician: [M48
Description: =
=

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

+
click the button to create a new row.

17
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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

B PPD

D 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.

Click on the Save button to save entries and updates.

18
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Waivers—View Only via the Readiness Component

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

Readiness l

Person Profiles Review Training Summary
Immunization Manager

Medical Exam Physical Fitness Manager
PHS Readiness Status Board Candidates
Maintain Boards SWE Criteria

SWE Eligibility Definition Batch Process Boards

Supervisor Manager

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:

{ Waiver Enfry
Ernployes 10z
Wanrer information
Wabver Grant Dt: 0701 7/2009 Request Date: Renew Date:
Wanver Categony: Medical Status: Active
Waieer Code: PC President's Challenige
Waiver Aviation Flag [ Wahver Status: Temporany
Expiration Date: 0701 772010 Phwsician: MAB
Description: =
=
Raturm to Seach

19
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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:
0 Add the results from of a new physical fitness exam for an officer
0 View/Update results for an officer
0 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.

Readiness =

Person Profiles Review Training Summary
Immunization Manager Waivers

Medical Exam Phvsical Fitness Manager
PHS Readiness Status Board Candidates
Maintain Boards SWE Criteria

SWE Eligibility Definition Batch Process Boards
Supervisor Manager

The Physical Fitness search page will display.

Physical Fitness

Enter any information you have and click Search. Leave fields blank for a |

Maximum number of rows to return (up to 300). |300

Empl ID: begins with « |
Name: begins with |
Last Name: begins with - |

Alternate Character Name: pegins with « |

[ case sensitive

Search Clear |Basic Search Ig:al Save Search Criteria

2. You can search for an officer by entering their Empl 1D, 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.

20
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Physical Fithess Results

Find | View Al First ) 1 ofg DI Last

Exam Date: [03/20/2012 5 Overall Fitness Level: 4 (it (mBelaln)
Evaluator: Name: [
Department: PHS Officer
Business 301 7961649 Email Address: @fda.hhs.gov
Phone:

Test: 1.5Run - Time in Minutes:m S«t.\ccboncls:l_0 Level: 4

# of Pushups in 2 min.: I? Level: 4

Test: Crunches NMumber for Crunches in 2 min:m Level: 4

Time for Sidebridge  Minutes: I_U S«t.\ccboncls:l_0

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.

Physical Fithess Results

Find | View All First Kl 2 or9 I | a5t

Add || Delete |

Exam Date: |04/01/2012 [ Overall Fitness Level: 0
Evaluator: @, “Name: |
Deparlment:|
Business | Email Mdress:l
Phone:
Cardio Test

Test: A Time in Minutes: 0 Stez(:»onds:l_fJ Level: 0
Upper Body Strength Test

# of Pushups in 2 min.: 0 Level: 0
Core Muscle Test

Test: - Number for Crunches in 2 min: 0 Level: 0

Time for Sidebridge Minutes: 0 Seconds: I_U

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 1.5Run-1.5 mile run/walk

0 450M Swim — 450 meter swim

o0 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

0 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.

Find | View All First & 1ofs O Last

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.

(=3

4| ™
Find | View 1 First 1-6 of § Last

Add || Delete |
ExamDate:lWEﬂ || Delste |

Overall Fitness Level: 4

Evaluator: O@ Name:

Department: PHS Officer

Business 301 7961649 Email Address: @fda.hhs.gov
Phone:
Test: 1.2 RuUn A Time in Minutes:m Seoonds:l_ﬂ Level: 4
# of Pushups in 2 min.: ’? Level: 4
Test: Crunches - Number for Crunches in 2 min:m Level: 4
Time for Sidebridge Minutes: I—U Seconds: I_U

Add || Delete |
Exam Date: |06/03/2009 | | Add || Delete |

Overall Fitness Level: 4

Evaluator: 2043850 @, Name: BOUIE TESHARAG.

ek e

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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Add || Delate |
Exam Date: |06/03/2009 [H] Overall Fitness Level: 4

Evaluator: @, Name:

Department: PHS Officer

Business 301/796-1649 Email Address: - IFDAHHS. GOV
Phone:
Cardio Test

Test: 1.5Run «~  Timein Minutes:| 10  Seconds: m Level: 4
Upper Body Strength Test

# of Pushups in 2 min.: | 70 Level: 4

Core Muscle Test

Test: Crunches - Number for Crunches in 2 min;| 82 Level: 4

Time for Sidebridge Minutes: 0 Seconds: I_U

Enter any corrections.

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

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 (E*)
located in the upper left hand corner of the screen to expand the Menu.

@ United States Coast Guard
U.S. Department of Homeland Security

From the expanded Menu, click the Physical Fitness Manager hyperlink.
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[#FAdminister Workforce -
[#Direct Access PeopleTools |
[+Monitor Workplace
[#Self Service
[#Self Service
[*1Self Senice
[+ Develop Workforce
[=IHuman Resources
[*#IHuman Resources
Reports
[FIHuman Resources
Programs
[=IPHS
=lmmunization
=lmmunization
Manager
-Physical Fitness
=Physical Fitness

Manager
-Supervisor
-Supernvisor Manager
-Physical Exam
-PHE Member Info
-PHE Member Info

Report

This will bring you back to the Physical Fitness search page.

Physical Fithess

Enter any information you have and click Search. Leave fields blankfor ali

Find an Existing Value

Maximum number of rows to return (up to 300). 200

Empl ID: begins with - |
Name: begins with v|
Last Name: begins with « |

Alternate Character Name: pegins with v|

[ case sensitive

Search | Clear|Basic Search @ Save Search Criteria

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

. Home Add to My Links Sign out
United States Coast Guard e =
U_S. Department of Homeland Security

My Links Select One: Iz‘

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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Find | View All First Kl 2 or 8 11 | ast

Add || Delete |
Exam Date: |06/03/2009 [H] Overall Fitness Level: 4 ) I

Evaluator: @, Name:

Department: PHS Officer

Business 301/796-1649 Email Address: BFDAHHS. GOV
Phone:
Cardio Test

Test: 1.5Run «~  Timein Minutes:| 10  Seconds: m Level: 4
Upper Body Strength Test

# of Pushups in 2 min.: | 70 Level: 4

Core Muscle Test

Test: Crunches - Number for Crunches in 2 min;| 82 Level: 4

Time for Sidebridge Minutes: 0 Seconds: I_U

]

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.

Delete Confirmation

Delete current/selected rows from this page? The delete will occur when the
transaction is saved.

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.

Readiness =

Person Profies Review Training Summary
Immunization Manager Waivers

Medical Exam Physical Fitness Manager
PHS Readiness Status Board Candidates
Maintain Boards SWE Criteria

SWE Eligibility Definition Batch Process Boards
[Supervisor Manager |

The Supervisor Information search screen will display.
Supervisor Information

Enter any information you have and click Search. Leave fields blank for a list ¢

Maximum number of rows to return {up to 200): |300

Empl 1Dz begins with - ||
Hame: begins with - |
Last Hame: begins with « |

Alternate Character Name: pegins with - |

[ case sensitive

Search Clear |Basic Search Ig.” Save Search Criteria

2. You can search for an officer by entering their Empl 1D, 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.
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Supervisor Information

Contact Type:
Contact Emplid:
*Name:

Title:

Email:

Country:
Address Line 1:
Address Line 2:
Address Line 3:
Address Line 4:
City:

State:

Work Phone:

Home Phone:

Deployment Authority

OJ

Zalvin

Mr.

DEPA.GOV

USA @,

1200 Sixth Ave, Suite 900, Rm 936

ECL-116

Seatile

WA =X Postal Code: (98101-1234
7315534141 Cell Phone: |731/790-7806
731 226 8371 Pager Phone: 7315551212

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 Middlelnitial, 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 (IEI*) 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

&

[#lAdminister Workforce -
[+|Direct Access PeopleTools
[+Monitor Workplace
[+ Self Service
[*1Self Service
[#1Self Service
[*IDevelop Workforce
[<IHuman Resources
[FHuman Resources
Repors
[=IHuman Resources
Programs
[=IPHS
-lmmunization
- Immunization
Manager
-Physical Fitness
-Physical Fitness
Manager
-Supenisor
United States Coast Guard
1:5- Depanment of Homeland Seciaily -Physical Exam
-PHS Member Infa
-PHS Member Infa
Report

m
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Supervisor Information

Enter any information you have and click Search. Leave fields blankfaral

Find an Existing Value

Maximum number of rows to return (up to 300): 300
Empl ID: begins with - ||
Name: begins with v|
Last Name: begins with + |

Alternate Character Name: begins with |

Case Sensitive

Search || Clear |BasicSearch [ Save Search Criteria

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

Home Add to My Links

United States Coast Guard
U.S. Department of Homeland Security
Wy Links Select One: [+]

Sign out
—
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