Direct Access Reserve

Program Administrator
(RPA) Application &
Endorsement Tutorial
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Step 1

Applicant Process Guide

e Self-Service > Employee > Tasks > My Panel Submissions
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Step 2
o Select ‘Advanced Training’ as the Panel Source
e Click ‘Go’
Fanel Sourge Advancsd Traning - B Higlory |

My Panel Submissions




Step 3

e Input the following criteria:
» ADI/Res Ind: Active Duty
» Bus Unit: Officer
» Job Code: 000097

e Click ‘Search’

Panel Source:  Advanced Training Bus Unit- Officer =
ADResind:  Actve Duty - Job Code: 000098 S,
——
Search l Subril | Return to Panel Submissions

Step 4

o Check ‘Apply’ for Reserve Program Administrator (RPAA)
e Click ‘Submit’

Panel Source:  Advanced Training Bus Unit- Uthcer
ADResind:  Actve Duty i JobCode: 000098 N ooy
Seanch—- | Subma | Retum 1o My Panel Submissiane

NO LONGER IN USE

Step 5

e Click “Edit’ to input and submit your comments to your Command/Endorser

Panel Sourge Advanced Training i Go m |

1 EGADY NO LONGER IN USE




Step 6

e Input “‘Member Comments’
e Select Commanding Officer/Endorser
e Save after completion

Board Type Code PGADV AD/Res Ind Actve Sequence Number
Member | wish to apply to... QI’
Comments:
Endorser: A,
1st Submitted
Endorser:

Last Upd DiTm: by:

Save




Endorser Process Guide

Step 1

e Self-Service > Employee > Tasks > My Assignments Endorsements
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Step 2

e View Applicant’s Endorsement

My Assignments Endorsements

RN

1. 'Endorsements | Submitted” allows member to bring up only their Endorsements.

2 'Endorsements | am Endorser On' allows endorser to bring up only those Endorsements submitted to them.

3. Refresh bulicn clears the grid and defaulls it back to ‘Endorsements | Submilled.

4. Populate Grid button populates the grid based on what was selected for the radio button and whaiwas entered in
the Submission FromdSubmission To Daltes and Submitted By.

©) Endorsements | Submitted @ Endorsements Requested From Me
*Submission Status: Pending =
Submission From Date: =
Submission To Date: | e . Populate Gnd} . Refmresn |

Submitted By: @,

Assignment Endorsements

Submitied Submitied Submitier Depariment End o [Endorser

=

Screening Panel Endorsements

Empl ID Hame Application Date  Marked Final  Detail
T |
1 REEeE M 0272312016 = View Endorsement




Step 3

e Command/Endorser MUST provide comments
e Select Recommend/Not Recommended

e Mark Final

e Save after completion

Endorsement Summary

Board Type Code PGADV AD/Res Ind Active Sequence Number 1
Member | wish to apply to..
Comments:
Endorser: e @
1st Submitted
Endorser:
) Recommend () Not Recommended I mark Final
Endorser Q’{—/-’
Comments:
Last Upd DtTm: 02/23/16 11:40:49AM by: 2RFaeeH
Save Return to My Panel Submissions




