Memberships

Overview

Introduction This section provides the procedures for viewing, adding, correcting and
deleting Memberships in Direct Access.

Contents
Topic See Page

Viewing a Membership 2
Adding a New Membership 5
Adding an Additional Membership of the Same Type 9
Correcting a Membership 13
Deleting a Single Membership 16
Deleting One Membership when Multiple Instances 19
Exist




Viewing a Membership

Introduction

This guide provides the procedures for Viewing a Membership in Direct

Access. The user must have the CG_MEMBERSHIPS_V to access this

component.
Procedures See below.
Step Action
1 Select Person Profiles from the Person Profile pagelet.
Person Profile =
Create 5 New Sstup Value
2 Enter the Empl ID and hit Search.

Person Profiles

Find an Existing Value Add a New Value

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): |300

Empl ID: [begins with v [1234567 |
Profile Type: begins with

Name: begins with w||

Last Name: begins with ||

Alternate Character Name:| begins with ||

[include History Cormrect History [l case Sensitive

Search Clear :Elaaic Search E{,ﬂ‘ Save Search Criteria

Continued on next page




Viewing a Membership, Continued

Procedures,
continued

Step Action
3 The Person Profile page will display. Select the Qualifications tab.
Person Profile

EmpHD: 1234567 Sherlock Holmes

Profile Type: PERSOMN Person

FProfile Status:

FDescription: |Sherlock Holmes O S5
Profile Actions: [ «Select Action= v @

| Qualifications ] Education | Mobility | Waivers || CAN

~ Competencies Customize | Find | iew A1l | B | et T g 4078 0 Laat

1D Competency Content Type *Effective Date Ewvaluation Type Proficiency HT:::U
Command : -

Isotp  gommand . COMPETENCY 03/19/2008  Approved/Official Apprentice fi

marep dnactvaied) Pistol | coypeTENCY 02102720028 ApprovediOfficial Lapsed i

MARER dnacvaledRile  coMPETENCY 02/08/2008  ApprovediOfficial Lapsed | B3 [
(Inactivated) :

mares GRAEAEDl  COMPETENCY 0210812008 ApprovedOficial Lapsed i

4 The member’s Memberships will display. Click the Membership to view
additional information.

Competencies Clualifications Education Iability Waivers CAN
F Honors and Awards
¥ Language Skills

¥ Licenses & Certifications

Customize | Find | View 21 | B | 3 mist B q3083 10 Lost

Select Reserve Direct Commissi
CWO3 Promo Board Member

CWO4 Promotion Board Member

Continued on next page



Viewing a Membership, Continued

Procedures,
continued

Step

Action
5

The member’s Update Memberships page will display. Click OK to return to the
Person Profile screen.

Person Profile

Update Memberships

Empl ID; 1234567 Sherlock Holmes

Profile Type: PERSOM Person

Update item details, then select OK to apply changes and return. Select Cancel to return without any
changes.

" Details Find | View All First EI 1 0f1 I3 | st
*Membership Date: [03/01/2010 % [ [+]
Membership: SREDC Select Reserve Direct Commissi o
*Status: | Active v|
Mandate Begin Date:| Eﬂ
Mandate End Date: | El
Mandate: FAMNEL

Mandate Position: WMEBR

R’ &

0K - Cancel




Adding a New Membership

Introduction This guide provides the procedures for Adding a New Membership in Direct
Access. The user must have the CG_MEMBERSHIPS_U to access this
component.

Procedures See below.

Step Action
1 Select Person Profiles from the Person Profile pagelet.

Person Profile =

Perzon Profiles

2 Enter the Empl ID and hit Search.
Person Profiles

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

B NE T Add 2 Mew Value
Maximum number of rows to return {up to 300): lﬁ
Empl 1D: begins with | 1234567
Profile Type: [beginswith v|[ @
Name: begins with ||
Last Name: begins with ||

Alternate Character Name:| begins with ||

L include History Cormrect History [l case Sensitive

Search Clear :Elash: Search E;{,E] Save Search Criteria

Continued on next page




Adding a New Membership, Continued

Procedures,
continued
Step Action
3 The Person Profile page will display. Select the Qualifications tab.

Person Profile

Empl ID: 1234567 Sherlock Holmes

Profile Type: PERSON Person

FProfile Status:

FDescription: |Sherlock Holmes (i =]

Profile Actions: | =Select Action> v ®)

(EZEEEE)[ Quaiications | Education | Mobilty | Waivers || CAN

~ Competencies Customize | Find | iew A1l | B | et T g 4078 0 Laat
ID Competency ContentType  *Effective Date EvaluationType Proficiency e
Isotp  gommand . COMPETENCY 03/19/2008  Approved/Official Apprentice fi
marep dnactvaied) Pistol | coypeTENCY 02102720028 ApprovediOfficial Lapsed i
MARER dnacvaledRile  coMPETENCY 02/08/2008  ApprovediOfficial Lapsed | B3 [
MARES féf“—lmal COMPETENCY 02/08/2008  Approved/Official Lapsed fi

Click the Add New Memberships link.

Competencies Gualifications Education Iobility Waivers CAN

¥ Honors and Awards

F Language Skills

k Licenses & Certifications

v Memberships Customize | Find | View 2 | B | 3 Frat B 43083 1 Last
(0] Membership Content Type

SRDC Select Reserve Direct Commissi MEM ﬁ[
W3 CWO3 Promo Board Member MEM i
W4 CWO4 Promotion Board Member MEM i

+ Add Mew Memberships

Continued on next page



Adding a New Membership, Continued

Procedures,
continued
Step Action
5 The Add New Memberships page will display. Enter the required fields using the

Field/Description table below.

Person Profile

Add New Memberships
Empl ID: 1234567 Sherlock Holmes
Profile Type: PERSOM Person

Add item details. Select Ok to apply changes and return. Select Cancel to return. Select Apply and Add to
continue adding additional tiems.

(4] L1
*Membership Date: |psiz0r2016 x [ ]
*Membership: (2,
*Status: Active W
Mandate Begin Date: El
Mandate End Date: £
Mandate: @
Mandate Position: @

Field Description
*Membership Date | Enter the date the membership was effective (also
(Required) known as the Effective Date).

*Membership Enter the Membership or use the lookup to select one.
(Required)

*Status (Required) | This field defaults to Active. Do not change this field.

Membership Begin | Enter the beginning date of the membership period or

Date position/role. May be left blank.
Membership Enter the end date of the membership period or
End Date position/role period. May be left blank.
Mandate Enter the mandate or activity. May be left blank.

Mandate Position | Enter the Position/Role (e.g., Vice President, Member,
Secretary/Treasurer). May be left blank.

OK Click OK to Save the page.
NOTE: The entry will not be saved until you click

SAVE at bottom of the Person Profile page.

Continued on next page



Adding a New Membership, Continued

Procedures,
continued

Step Action

adding additional Memberships.

6 Complete the required fields, then click OK or Apply and Add Another if

‘Details Find | View Al First E¥ 4 of 1 1 Last
*Membership Date: 05/01/2016 El [+]
*Membership: EMIM @, Emergency Management
*&tatus: Active b

Mandate Begin Date: | e
Mandate End Date: | e
Mandate: @
Mandate Position: @

Cancel

~ Apply and Add Anotner |

the Person Profile page.

7 Once all Memberships have been added, click the Save button at the bottom of

8 Once saved, this message will display.

Person Profile

Empl 1D: 1234567 Sherlock Holmes

Profile Type: PERSON Person

FProfile Status:

FDescription: |Sherlock Holmes % O S5
Profile Actions: [<Select Action= vI®

e You have successfully saved those profile changes that do not require approval.




Adding an Additional Membership of the Same Type

Introduction

Procedures

This guide provides the procedures for adding an additional Membership of

the same type in Direct Access. The user must have the
CG_MEMBERSHIPS U to access this component.

IMPORTANT: The system does not allow the entry of duplicate entries in a

member’s profile. If a license or certification is entered with an Issue Date
that already exists in the member’s profile, an error message will appear. A
different Issue Date must be entered to resolve the error.

See below.

Step

Action

1

Select Person Profiles from the Person Profile pagelet.

Person Profile

Person Profiles

Enter the Empl ID and hit Search.

Empl 1D
Profile Type:
MName:

Last Name:

Search

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

Person Profiles

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

b Add a New Value

[ begins with ] 1234567

peging with s

begins with ||

begins with ||

Alternate Character Name:| begins with ||
[include History Cormrect History [l case Sensitive

Clear |Basic Sesarch Q',:] Save Search Criteria

Continued on next page




Adding an Additional Membership of the Same Type,

Continued

Procedures,
continued

Step Action
3 The Person Profile page will display. Select the Qualifications tab.
Person Profile

Empl ID: 1234567 Sherlock Holmes

Profile Type: PERSON Person

tProfile Status:

FDescription: |Sherlock Holmes o5

Profile Actions: [=Select Action= vI®)

R Qualiications | Education | Mobility | Waivers | CAN

~ Competencies Customize | Find | View A1 | B | 3 First T 44078 T (oet
1D Competency Content Type *Effective Date Evaluation Type |Proficiency Hll::-::f_'l"
ispfp  SOMmENd . COMPETENCY D3/19/2008  Approved/Official Apprentice i
marep dnactivated) Pistol | coMPETENCY 0210872008 Approved/Official Lapsed i
MARER dnactvalediRile | coMPETENCY 02/08/2008  Approved/Official Lapsed | % | [
MaRES dnaclated) COMPETENCY 02/08/2008  Approved/Official Lapsed i

4 Select the Membership.

+ Memberships customize | Find | View 40 [ B | 38 Fiest 1 14074 [ [ast

(1] Membership Content Type

EMM Emergency Management MEM m
SRDC Select Reserve Direct Commissi MEM i}
W3 CWO3 Promo Board Member MEM ﬁ[
W4 CWO4 Promotion Board Member MEM m

Continued on next page



Adding an Additional Membership of the Same Type,

Continued

Procedures,
continued

Step

Action
5

The Update Memberships page will display. Click the Plus button.
Person Profile

Update Memberships
Empl ID; 1234567 Sherlock Holmes
Profile Type: PERSON Person
Update item details, then select OK to apply changes and return. Select Cancel to return without any
changes.
*Membership Date:  [02/01/2010 x |[5)
Membership: SRDC Select Reserve Direct Commissi 0
*Status: | Active v|
Mandate Begin Date:| E‘j
Mandate End Date: | Bl
Mandate: PAMNEL

Mandate Position: MBR:

¢
¢

Continued on next page



Adding an Additional Membership of the Same Type,

Continued

Procedures,
continued

Step
6

Action

Some of the fields will carry over from the previous row. Update the required
fields, then click OK.

Per=son Profile

Update Memberships
Empl 1D: 1234567 Sherlock Holmes
Profile Type: PERSOM Person
Update item details, then select OK to apply changes and return. Select Cancel to return without any
changes.

“Details Find | View All First KX 101 IJ Last
*Membership Date: |05/23/2016 x |5 [+]
Membership: SREDC Select Reserve Direct Commissi o
*Status: Active L
Mandate Begin Date:| El
Mandate End Date: | El
Mandate: CHAIRPERSON

Mandate Position: MBR:

R’ R

OK - Cancel

~

Click the Save button at the bottom of the Person Profile page.
8 Once saved, this message will display.

Person Profile
Empl 1D 1234567 Sherlock Holmes
Profile Type: PERSOMN Person
"Profile Status:
*Description: |Sherlock Holmes % O S5
Profile Actions: | =Select Action= v | ®
g You have successfully saved those profile changes that do not require approval.




Correcting a Membership

Introduction This guide provides the procedures for Correcting a Membership in Direct
Access. The user must have the CG_MEMBERSHIPS_U to access this
component.

Procedures See below.

Step Action

1 Select Person Profiles from the Person Profile pagelet.
Person Profile

2 Enter the Empl ID and hit Search.
Person Profiles

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

B NE T Add 2 Mew Value
Maximum number of rows to return {up to 300): lﬁ
Empl 1D: [begins with v |1234567 |
Profile Type: begins with wv || @,
Name: begins with ||
Last Name: begins with ||

Alternate Character Name:| begins with |
L include History Cormrect History [l case Sensitive

Search Clear :Elash: Search E;{,E] Save Search Criteria

Continued on next page



Correcting a Membership, Continued

Procedures,
continued

Step Action

3 The Person Profile page will display. Select the Qualifications tab.
Person Profile

Empl ID: 1234567 Sherlock Holmes

Profile Type: PERSOMN Person

'Profile Status:

FDescription: |Sherlock Holmes o S5
Profile Actions: [<Select Action> vI®)

Competencies CGlualifications Education Mobility Waivers CAM

Customize | Find | View All | B3 | 5 First K 4 4074 D Last
1D Competency Content Type *Effective Date Ewvaluation Type Proficiency HI::::I?
Command : .
Iso1p  gommand . COMPETENCY 03/19/2008  Approved/Official Apprentice i
marep dnactvated) Pistol | copmpeTENGY 02/02/2008 | Approved/Official Lapsed fi
MARER {nacvalediRIle | coMPETENCY 02/08/2008  ApprovediOfficial Lapsed | B3 |

MaRes dnaclvated) COMPETENCY 02/08/2008  Approved/Official Lapsed il

4 From the Memberships section, select the Membership to be updated or corrected.
If the member has received the Membership multiple times, be sure to select the

correct record.
~ Memberships Customize | Find | View All | B3 | % First El 1.4 0f4 DY st

D Membership Content Type H}Z‘t’:w

EMM |Emergency Management | MEM i}
SRDC Select Reserve Direct Commissi MEM =
W3 CWO3 Promo Board Member MEM i
W4 C'WO4 Promotion Board Member MEM i

Continued on next page



Correcting a Membership, Continued

Procedures,
continued
Step Action
5 The Update Memberships page will display. Correct the appropriate fields, then
click OK.

Person Profile

Update Memberships
Empl ID:

1234567 Sherlock Holmes

Profile Type: FERSON FPerson

Update item details, then select OK to apply changes and return. Select Cancel to return without any
changes.
' Details Find | View All First K 4of1 13 Last

[+]

Emergency Management o

*Membership Date: [psi012016 ™ El

Membership: Eii
*Status: Active

Mandate Begin Date:| El

Mandate End Date: | El

Mandate:

Mandate Position:

 Camce

&R

Click Save at the bottom of the Person Profile page.
7 Once saved, this message will display.

Person Profile
Empl ID: 1234567 Sherlock Holmes
Profile Type: PERSON Person
"Profile Status:
*Description: |Sherlock Holmes % O S5
Profile Actions: | =Select Action= v | ®
[ You have successfully saved those profile changes that do not require approval.




Deleting a Single Membership

Introduction This guide provides the procedures for Deleting a Single Membership in

Direct Access. The user must have the CG_MEMBERSHIPS_U to access this
component.

As with any delete function, use extreme caution when deleting transactions.
It is possible to delete the wrong record or records, especially if the member
has multiple instances of the same Membership. If a record is erroneously
deleted, it will have to be recreated.

Note: If this is a Membership that has just been added, the minus button used
to delete some records will not appear until the user leaves the page and
returns. The easiest resolution is to click Return to Search and then re-enter
the member’s profile.

Procedures See below.
Step Action
1 Select Person Profiles from the Person Profile pagelet.
Person Profile

Enter the Empl ID and hit Search.

Person Profiles

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

| Add a New Value

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

Empl ID: begins with “ | 1234567

Profile Type: begins with s @,
Name: begins with ||

Last Name: begins with ||

Alternate Character Name:| begins with ||

L include History Cormrect History [l case Sensitive

Search Clear | Basic Search Igl,rﬂ Save Search Criteria

Continued on next page



Deleting a Single Membership, Continued

Procedures,
continued

Step Action

3 The Person Profile page will display. Select the Qualifications tab.
Person Profile

Empl ID: 1234567 Sherlock Holmes

Profile Type: PERSON Person

'Profile Status:

FDescription: |Sherlock Holmes o S5
Profile Actions: [ <Select Action= M ®)

Competencies CGlualifications Education Mobility Waivers CAM

Customize | Find | View All | B3 | 5 First K 4 4074 D Last
1D Competency Content Type *Effective Date Ewvaluation Type Proficiency HI::::I?
Command : .
Iso1p  gommand . COMPETENCY 03/19/2008  Approved/Official Apprentice i
marep dnactvated) Pistol | copmpeTENGY 02/02/2008 | Approved/Official Lapsed fi
MARER {nacvalediRIle | coMPETENCY 02/08/2008  ApprovediOfficial Lapsed | B3 |

MaRes dnaclvated) COMPETENCY 02/08/2008  Approved/Official Lapsed il

4 To delete a Membership that a member has received only once, click the trash can
on the appropriate row.

Bl , -t
Customize | Find | View 20 | B | 3 mrat B qg0r4 1 aat

D Membership Content Type H';':‘t’:w
EMM Emergency Management MEM i
SRDC Select Resenve Direct Commissi MEM =
W3 C'W0O3 Promo Board Member MEM ﬁ[
W4 C'W0O4 Promotion Board Member MEM

5 This message will appear. Click OK.

" Delete Confirmation %]

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

6 Click Save at the bottom of the Person Profile page.

Continued on next page



Deleting a Single Membership, Continued

Procedures,
continued

Step Action

7 Once saved, this message will display.

Person Profile

Empl 1D: 1234567 Sherlock Holmes

Profile Type: PERSOMN Person

FProfile Status:

*Description: |Sherlock Holmes % O S5
Profile Actions: [<Select Action= VI

v You have successfully saved those profile changes that do not require approval.




Deleting One Membership when Multiple Instances EXxist

Introduction This guide provides the procedures for Deleting One Membership when
Multiple Instances Exist in Direct Access. The user must have the
CG_MEMBERSHIPS U to access this component.

As with any delete function, use extreme caution when deleting transactions.
It is possible to delete the wrong record or records, especially if the member
has multiple instances of the same Membership. If a record is erroneously
deleted, it will have to be recreated.

Note: To prevent unintentional deletions of Memberships, the trash can
functionality for multiple Memberships of one type has been disabled. The
following message will appear if you attempt to delete multiple Memberships
at one time:

[x]

You cannot delete an item with Multiple instances. You MUST delete them
individually in the details page.

The PeopleCode program executed an Error statement, which has produced
this message.

.......................

.......................

Procedures See below.

Step Action

1 Select Person Profiles from the Person Profile pagelet.

Person Profile

Continued on next page



Deleting One Membership when Multiple Instances EXxist,
Continued

Procedures,
continued

Step Action

2 Enter the Empl ID and hit Search.
Person Profiles

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

Find an Existing Value Add a Mew Value

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

Empl ID: [begins with v | 1234567 |
Profile Type: begins with wv || @,
Name: begins with w ||

Last Name: begins with ||

Alternate Character Name:| begins with |

L include History W] Correct History [l case Sensitive

Search Clear :Elash: Search @ Save Search Criteria

3 The Person Profile page will display. Select the Qualifications tab.
Person Profile

Empl 1D: 1234567 Sherlock Holmes

Profile Type: PERSOM Person

tProfile Status:

‘Description: |Sherlock Holmes i =]
Profile Actions: [=Select Action= vI®

Competencies Clualifications Education Iobility Waivers CAN

Customize | Find | View A | B | 3 mirse B qq 08 1 Lo

1D Competency Content Type *Effective Date Ewvaluation Type Proficiency H.::::U

Ispfp  gommand . COMPETENCY 03/19/2008  Approved/Official Apprentice fi
marep dnactivated) Pistol | ooMPETENCY 02/08/2008 | Approved/Official Lapsed i
MARER nactivalediRifle | coMPETENCY 02/08/2008  Approved/Oficial Lapsed | [ |
maRes dpaclaied) COMPETENCY 02/08/2008 | Approved/Official Lapsed fi

Continued on next page



Deleting One Membership when Multiple Instances EXist,

Continued
Procedures,
continued
Step Action
4 Select the License or Certification that needs to be deleted.

Customize | Find | View 41 | B | 3 mirst T 4408 10 Last

ID Membership Content Type H';':f:w

EMM Emergency Management MEM |
SRDC Select Reserve Direct Commissi MEM =
W3 CWO3 Promo Board Member MEM |
Wi CWO4 Promotion Board Member MEM i

The Update Memberships page will display. Scroll through the records using the

Arrows or click View All to find the correct record to delete.
Person Profile

Update Memberships
Empl ID: 1234567 Sherlock Holmes
Profile Type: PERSON Ferson

Update item details, then select OK to apply changes and return. Select Cancel to return without any
changes.

"Details Find | view Al First £ 1of2 I Last
*Membership Date: |05/24/2016 ] [+][=]
Membership: SRDC Select Reserve Direct Commissi o

*Status: | Active v|
Mandate Begin Date:| e
Mandate End Date: | E

Mandate Position: |MER

Mandate: PANEL @

Continued on next page




Deleting One Membership when Multiple Instances EXxist,

Continued
Procedures,
continued
Step Action
6 Once the correct record has been located, click the Minus button to delete it.

“Details Find | View Al Fir=t ©F 1of2 DI Last

*Membership Date: |ﬂ5f24~"2ﬂ15 E
Membership: SEDC Select Reserve Direct Commissi i
*Status: | Active v|

Mandate Begin Date:| Bl

Mandate End Date: | El

Mandate: PANEL %

Mandate Position: |MER @

This message will appear. Click OK.

I Delete Confirmation %) |

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

Ok Cancel

Continued on next page




Deleting One Membership when Multiple Instances Exist,

Continued
Procedures,
continued
Step Action
8 Notice the record updated to 1 of 1. Click OK.
' Details Find | View All First K1 4 of 1 ¥ Last
*Membership Date: |03/01/2010 N [+][=]
Membership: SREDC Select Reserve Direct Commissi o
*Status: [ Active v|
Mandate Begin Date:| el
Mandate End Date: | el

E

Mandate: CHAIRPERSOMN
Mandate Position: |MEBR
|' oK Cancel

Click Save at the bottom of the Person Profile page.

10

Once saved, this message will display.

Person Profile

Empl 1D: 1234567 Sherlock Holmes

Profile Type: PERSON Person

"Profile Status:

FDescription: \Sherlock Holmes % O 5
Profile Actions: [=Select Action= v ®)

[ You have successfully saved those profile changes that do not require approval.




