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Rev. Date: 12/19/15

PERSONAL AND JOB DATA

Introduction  There are two main tables that make up an officer’s core HR data record.
These two tables must be populated for every officer in Direct Access.

Personal Data:

Describes an officer’s personal information

Some Personal Information has an effective date — name, address,
marital status

Some personal information is not expected to change - Birth Date,
Ethnicity, SSN

Personal Data information (with the exception of name) is closely
controlled because it is Privacy Act related.

Each officer has only one Personal Data record.

Changes can be made to a member’s Personal Data record and does
not have to be approved.

J[ob Data

Job Data contains current and historical record of an officer’s
assignment related information based on effective date.

Job Data is not privacy act related, and the information contained in
Job is shared fairly widely.

Job Data includes an officer’s status (Active, Retired, or
Terminated).

Job Data includes an officer’s current position, department and
location, temp grade and perm grade.

Job Data includes an officer’s current Salary Grade and
Compensation.

An officer can have multiple job data records. This is tracked by
the Empl Record field. For example, a PHS officer detailed to the
Coast Guard will have 2 job data records (empl records): 1) the
PHS job record, empl record 0, and 2) the Detailed to CG empl
record, empl record 1.

Changes can only be made to Hire and Rehire rows. Any changes
to these rows will have to be submitted for approval. Only PPC
can modify non-hire/rehire rows.

Menu Path(s) Menu Navigation: = Workforce Administration > Personal Information > Modify a

Person

Workforce Administration > Job Information > Job Data

Portal Pagelet: Core HR

Page 3 of 44



PHS Manage HR Data Rev. Date: 12/19/15

Need Help? If you do not know what data to enter/select for a certain field or have any
questions regarding Direct Access, contact PPC Customer Care:

= The web address for support is http: //www.uscg.mil/ppc/ccb/.

= (Customer Service phone number is: (866) 772-8724 (toll free) or (785)
339-2200.

= Phone support hours are 0700-1600 (central time) Monday through
Friday (and select weekends as posted on
http://www.uscg.mil/ppc/ccb/.)

Procedure The following steps will show you how view/update personal and view job
data.
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VIEW/UPDATE PERSONAL DATA

1 Click on the Personal Data link in the Core HR portal pagelet.

Enterprise Menu navigation: Workforce Administration > Personal Information >
Modify a Person

Core HR

Job Data Person Profiles

Addresses Emergency Contact

Perzonal Data Statement of Creditable Svec

On the Find an Existing Value search page, enter the member’s employee ID in the EmplID
field,

Click the Correct History checkbox t if you are correcting existing data.  If you are adding
new data, the correct history checkbox does not need to be selected. You can also
entering correction mode by clicking the Correct History button on the Personal Data pages.

Click Search.

Personal Data

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

Maximum number of rows to return (up to 300} 1300

Empl 1D begins with - (2114842
Name: pbegins with
Last Hame: begins with -
Second Last Name; begins with

Alternate Character Name: begins with -

Middle Hame: begins with
Business Unit: begins with -
Department Set ID: begins with @,
Department: begins with - o]

[Finclude History] [¥] Correct History  |—| Case Sensitive

Search Clear |Basic Search l\_;:r‘J Save Search Criteria

3 The Personal Data component consists of three pages (tabs): Biographical Details,
Contact Information, and Regional. Click on the tab to make the appropriate personal
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data updates.

These are sections that have
icon (e.g. Names, Biographical History, Current
Addresses, etc.).  You can retain history data by inserting a new row. To insert a new row,
click the ‘+’ icon. When you insert a row, the row counter will increase accordingly. Or,
you can choose to overwrite existing data. To overwrite existing data for an effective
dated row, you must be in Correction mode (see Step 2 for correction mode)

Certain sections of Personal Data allow you to retain history.
an ‘Effective Date’ and have the ‘+/-’

If the section has the ‘+/ -’ icon but no effective date or does not have the ‘+/-‘ icons, these
sections do not retain history (National ID, Phone Numbers, Ethnic Group) and the data can
be overwritten. You do not have to be in correction mode for these updates.

Contact Information Reagional I
Test Employee @ Person ID: 2114842
______________ B
*Effective Date: 1212112015 B BIE]
*Format Type: English -
Display Name: Test Employee Edit Name
Date of Birth: 01/01/1890 4 25 Years 11 Months
Date of Death: Y
Birth Country: USA @, United States
Birth State: SE @,
Birth Location: Waive Data Protection
*Effective Date: 12/20/2015 # [+ [=]
*Gender: Female -
*Highest Education Level: I-Masters Level Degree -
*Marital Status: Married - As of 12/20/2015 [5
Language Code: T
Alternate ID: 459491
Full-Time Student
- E
*Country *National ID Type National ID Primary ID
USA @, Social Security Number ~ [256-98-6580 7 [+]|[=]

4 To add Name, click the ‘+’ icon in the Name section (to retain the old name) and then click
the Edit Name button. To correct the existing name, click the Edit Name button without
inserting a row (you must in correction mode to do this). Add/correct the name on the
Edit Name page and then click the OK button.
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Edit Name

Prefix: -
First Name: Test
Middle Name:
Last Name: Employee

Suffix: -
Display Hame: Test Employee

Formal Hame: Test Employee

Hame: Employee Test
Refresh Mame
DK Cancel Refresh

update this data.
Date of Birth: 01/01/1990 5 o5
Date of Death: H
Birth Country: USA @
Birth State: 3E @

Birth Location:

5 To update Biographic Information, overwrite the existing data.
effective dated and will not retain history.

This section is not
You do not have to be in correction mode to

Years 11 Months

United States

Waive Data Protection

6 To add/update Biographical History, click the ‘+’ icon in the Biographical History section
(to retain the old data) and then update the data.
new data without inserting a row. You must be in Correction mode to correct existing

To correct the existing data, enter the

Alternate ID:

data.
]

*Effective Date: f12121/2015 B ] [=]
*Gender: Female -

*Highest Education Level: I-Master's Level Degree -

*Marital Status: Married - As of: 1212012015 |[3

Language Code: -

459491

Full-Time Student
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Note: Any officer hired after 1/4/16, the Alternate ID field will display their applicant ID.

7 To update SSN, update the data directly. Only insert a row if you are adding a new
National ID for a different country.

*Country *National ID Type National 1D Primary 1D

USA &, | Social Security Number ~ ||256-02-6582 il [+] | [=]

8 Click the Contact Information tab.

9 In the Current Addresses section, to add a new address for an existing address type, click
the View Address Details link.

B
paihess As Of Date Status Address
Type
- 123 Test Sireet - . :

0 212012015 A View Addre g +|| =
Home 12/20/2015 Test City MD 24211 I ey ress Detail I [+ |[=]

. 123 Test Street - \ .
] [ T2 A View Addre g LNE
Mailing 021712004 A Test ity MD 24211 Jigy ress Detail [+ |[=]

TOWER BLDG, PLAZA LEVEL, SUITE
Business 01/04/2013 A 1101 WOOTTON PARKWAY View Address Detail [+ (=]
ROCKVILLE MD 20852

Insert a new row on the Address History page.

Address History

Address Type: Home
Effective Date: 12/20/2015 Address:  TestStreet +
Test City MD 21212
Country: USA
Status: A
0K Cancel Fefresh

On the Address History page, changed the Effective Date (if necessary) and click the Add
Address link.
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Address History

Address Type: Home
*Effective Date: 12/21/2015 |[=1 Address;  TestStrest [+ [=]
" Test City MD 21212
Country: USA @ yHLE et
*Status: A @
Add Address
Effective Date: 12/20/2015 Address:  TestStreet [+] [=]
Test City MD 21212
Country: usa
Status: A
0K Cancel Refresh

On the Edit Address page, add the address and click the OK buttons on each of the pages
until you return to the Contact Information page.

Edit Address

Country: United States

Address 1: Test Street

Address 2:
Address 3:
City: Test City State: [MD @ Maryland
Postal: 21212
County:
Ok Cancel

To correct an existing address, click the Edit/View Address Detail link. You must be in
correction mode.

Page 9 of 44



PHS Manage HR Data Rev. Date: 12/19/15

£
IS As Of Date Status Address
Type
_ Test Street — .

( 2120/2015 A ditfview Addre g +|||=
Home 1212002015 Test City MD 21212 EditViev ress Detail [#]|[=]

- Test Street - ) )
ailing 210142 A ditfview Addre : =
Mailing 12/0112014 A Test City MD 21212 Edit/view Address Detail [+ [=]

23 o

Business 120112014 A LR TEIE e Edit/View Address Detail =+ =]

Test City DC 10101

Then, click the Update/View Address link on the Address History page.

Address History

Address Type: Home
*Effective Date: 1202012015 |[5 Address: 123 Test Street *][=]
Country: USA @ Test City MD 24211
*Status: A &

Updateiew Address

To add a new address type, click the ‘+’ icon to insert a row. In the new row, select an
Address Type from the drop down list and click the Add Address Detail link.

=
priilizss As Of Date Status Address
Type
- Test Street A \ .
[ 212012016 A dit/iew Addre = + =
Home 12/20/2015 Test City MD 21212 EditViey ress Detail [+ [=]
- Test Street s \ .
1 [ 200112 A ditView Addre o +||[=
Mailing 1200112014 A TostGilyND 21212 Edit/View Address Detail [#|[=]
. 123 Test Street i ; z
HII |'H .J-\- a ."'..' ..‘-.,' "‘.': |: e = + B
Business 12/01/2014 A Test City DC 10101 EditViey ress Detait J J
| v Add Address Detail [+ [=]

10 | To add/update Phone Information, update the phone for the appropriate phone type.
Existing phone numbers can be updated without being in correction mode. Additional
phones types can be added by clicking the ‘+” icon.

Email Addresses cannot be updated here. Use the Email Address transaction in the HR
Data Shortcuts pagelet to update/add member email addresses. Email addresses can also
be added/updated via employee self-service.
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B n ]
*Phone Type Telephone Extension Preferred
Business - [¥] [+] (=]
Home Gl = # =]
T
Email Type Email Address Preferred

11 | Click the Regional tab.

To correct Ethnic Group, update the existing ethnic group. Existing ethnicity data can be
updated without being in correction mode. Additional ethnicity can be added by clicking
the ‘+" icon.

USA @ [+][=]

» United States

@ s
Ethnic Group: 1 v White

Primary

Regulatory Region:

To designate an ethnicity as Primary, select the Primary checkbox for the row. This is
optional.

12 | The History section is not used by any downstream processes. You can indicate data in
this section but it will be for informational purposes only.

VIEW JOB DATA

1 Click on the Job Data link in the Core HR pagelet.
Enterprise Menu navigation: =~ Workforce Administration > Job Information > Job Data

Person Profies

Addresses Emergency Contact

Personal Data Statement of Creditable Svc

2 On the search page, enter the member’s employee ID in the EmplID field and click Search.
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Job Data

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

Maximum number of rows to return (up to 3003|300

Empl 1D: pegins with - (2114842
Empl Record: = -

Hame; begins with

Last Name: begins with -

Second Last Name: begins with

Alternate Character Name: begins with -

Middle Hame: begins with -

Business Unit: begins with

Department Set ID: begins with - @

Department: begins with - o]
Include History Correct History Case Sensitive

Search Clear |BasicSearch [gf Save Search Criteria

3 Refer to the PHS Accessions - Hire and/or Rehire user guides for Job Data settings.

You can only make changes to job data for the Hire and Rehire rows, and only if these rows
are top-of-stack. If you need to make updates to these rows when they are not top-of-
stack or any other rows, you must contact PPC.  Although you can enter the job data pages
in Correction mode and the fields are edittable, you will receive an error message upon save
if the row you are making changes to is not a top-of-stack hire/rehire row.
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PERSON PROFILE DATA

Introduction  This section provides procedures for updating/adding Person Profile data.

Menu Path(s) Menu Navigation: Workforce Development > Profile Management > Profiles >
Person Profiles

Portal Pagelet: Core HR > Person Profiles

Need Help?  If you do not know what data to enter/select for a certain field or have any
questions regarding Direct Access, contact PPC Customer Care:

= The web address for support is http: //www.uscg.mil /ppc/ccb/.
= (Customer Service phone number is: (866) 772-8724 (toll free) or (785)
339-2200.
= Phone support hours are 0700-1600 (central time) Monday through
Friday (and select weekends as posted on
www.uscg.mil/ppc/ccb/.)

Procedure The following steps will show you how to maintain Person Profile data.
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1 Click on the Person Profile link in the Core HR or Person Profile portal pagelet.
Enterprise Menu navigation: Workforce Administration > Personal Information >

Modify a Person

Core HR =)
Job Data Person Profiles
Addresses Emergency Contact
Perzonal Data Statement of Creditable Svc

Person Profile

Person Profiles

Create a New Setup Value

Enter the Employee ID in the EmplID field and click Search. The ‘Correct History’
checkbox will be automatically selected. This can be left checked on.

Person Profiles

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

lavimum nymkher of rows to ratiirn Oie i ‘Qﬂl'l:" 200

Empl ID; begins with - (2114842

Profile Type: begins with - @,
Hame: begins with -

Last Name: begins with -

Alternate Character Name: begins with -

[Tinclude History [¥] correct History [[]case Sensitive

Search Clear  |Basic Search lg:" Save Search Criteria

3 In the Search Results, selec the ‘Person’ row.
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Person Profiles

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 - (2114842

Profile Type: begins with - @,
Hame: begins with -

Last Hame: begins with -

Alternate Character Name: begins with -

Include History (V| Correct History Case Sensitive

Search Clear | Basic Search [gF Save Search Criteria

Search Results

View All First [4] 1-2of2 [] Last
T errer i ——
2114842 PERSON Test Employee EMPLOYEE (blank)

< a4 ANWARDS LUURD TeSTEMployee EMPLUYEE [D1alE)

4 On the Person Profile page, click on the tab that contains the content section you wish to
update.

Person Profile

Empl ID: 2114842 Test Employee
Profile Type: PERSON Person
*Profile Status: Active M
*Description: Test Employee 0 5
Profile Actions: =Select Action= v @
Competencies | | Y | Education Mobility Waivers CAN
hd D i bl
1 Honor and Award Content Type
CG70 PHS Meritorious Service Medal HOM ﬁl

[+] Add New Honors and Awards
=

There are currently no |l anauaoe Skills for this orofile Please add one if reaoired

5 To add a new content item to the content section (e.g. Honors and Awards), click the ‘Add
New...’ link. Add the data on the Add page, click the OK button, and then click the Save
button on the Person Profile page.
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¥/
Customize | Find | View 20 B | B First 1 40710 1 (ot

1D Honor and Award Content Type
CG70 PHS Meritorious Service Medal

[#] Add New Honors and Awards
w Language Skills

nrnfila Please add nne if rannirad

There are currently nn | annuanes Skills for thi

To correct an existing content item, click on the hyperlink within the summary grid.
Update the data, click the OK button, and then click the Save button on the Person Profile

page.
Customize | Find | view A0 | B 3 prst D qore T Last

1D Honor and Award Content Type
CG70 PHE Meritorious Service Medal HOM El

[+] Add New Honars and Awards

Thare are currently nn |l anauane Skills for this nrofile Pleasce add ane if rennired

To add/delete a row for an existing content item, click the hyperlink within the

summary grid. Then, click the ‘+’ or -’ icon to insert or delete a row. The counter will

increase or decrease accordingly.

customize | Find | view 20 ] B | B First B g g O Last

1D Honor and Award Content Type
CG70 PHS Meritorious Service Medal HOM EI

[+] Add New Honars and Awards

nrofile_Pleacse add ane if renuirad

Thare are currently nn |l annuane Skills for thi
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I O
*lssue Date: 1212112015 2 +][=]
Honor and Award:
*Status: Active -
From Date: 2
To Date: B3

Grantor: @

Ok Cancel Apply and Add Another

To delete a content item entirely, click on the trash icon in summary grid for the row you
wish to delete.

=g
1D Honor and Award Content Type
CG70 PHE Meritorious Service Medal HOM ﬁl
[+] Add Mew Honors and Awards

There are currently no | anouane Skills for this nrofile Pleace add ane if rennired

Page 17 of 44



PHS Manage HR Data Rev. Date: 12/19/15

EMERGENCY CONTACT

Introduction  This section provides procedures for adding/updating emergency contact data for
a member.

Menu Path(s) Menu Navigation: = Workforce Administration > Personal Information > Personal
Relationships > Emergency Contact

Portal Pagelet: Core HR > Emergency Contact

Need Help? If you do not know what data to enter/select for a certain field or have any
questions regarding Direct Access, contact PPC Customer Care:

= The web address for support is http: //www.uscg.mil/ppc/ccb/.

= (Customer Service phone number is: (866) 772-8724 (toll free) or (785)
339-2200.

= Phone support hours are 0700-1600 (central time) Monday through
Friday (and select weekends as posted on
http://www.uscg.mil/ppc/ccb/.)

Procedure The following steps will show you how to add/update emergency contact
data.
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1 Click the Emergency Contact link in the Core HR portal pagelet.
Enterprise Menu navigation: =~ Workforce Administration > Personal Information >
Personal Relationships > Emergency Contact

Job Data Person Profiles
Addresses Emergency Contact
PHS Member Info Report Personal Data

Statement of Creditable Svec

2 On the Find an Existing Value search page, enter the member’s employee ID in the EmplID
field and click the Search button.

Emergency Contact

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

D e A =l

Empl ID; begins with » (2114842
Name: begins with -
Last Name; begins with -
Second Last Name: begins with -

Alternate Character Name: begins with

Middle Name: pbegins with -
Business Unit; begins with -
Department Set ID: begins with - @&,
Department: begins with @,

[[Jcase Sensitive

Clear  |Basic Search Ig.” Save Search Criteria

3 On Contact Address/Phone page, enter the emergency contact name and other info.  Click
the Edit Address button to add/update the address for the emergency contact.

If the ‘Same Address as Employee’ and/or ‘Same Phone as Employee’ checkbox is selected,
you can select which address type and phone type to default as the emergency contact’s.
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Qther Phone Numbers

Test Employee Person ID: 2114842
+]|[=
*Contact Name: John Doe =
¥| Primary Contact *Relationship to Employee: Spouse -
¥/| Same Address as Employee  Address Type: Home -
¥/| Same Phone as Employee Phone Type: Business -
Country: usA United States
Address: Test Street
Test City MD 21212

Phone: 556/555-5565

4 Click the Other Phone Numbers tab.

5 Enter any other phone numbers you wish to record for the emergency contact. Use the ‘+
icon in the ‘Other Phone Numbers for Emergency Contact’ section to insert more phone

numbers.

*Phone Type: h Phone:

6 Click the Save button.

7 To record additional emergency contacts, click the ‘+’ icon in the Emergency Contact section
on either page.
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Contact Address/Phone QOther Phone Numbers

Test Employee Person 1D:

2114842

+
*Contact Name: || b I:I

Primary Contact *Relationship to Employee: Other -
Same Address as Employee
Same Phone as Employee

Contact Address

Country: USA @, United States

Contact Address/Phone Other Phone Numbers

Test Employee Person ID:

2114842

Emergency Contact

Find | View All First n 2of2 a Last
EE!
Contact Name:

Relationship to Employee: Other [ | Primary Contact
Other Phone Numbers for Emergency

Contact Find | View Al First Kl 4 or1 I3 ast

(]
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EMAIL ADDRESS

Introduction This section provides procedures for adding/updating email addresses for a
member.

Menu Path(s) Menu Navigation: ~Human Resources > Email Address

Portal Pagelet: HR Data Shortcuts > Email Address

Need Help?  If you do not know what data to enter/select for a certain field or have any
questions regarding Direct Access, contact PPC Customer Care:

= The web address for support is http: //www.uscg.mil /ppc/ccb/.
= (Customer Service phone number is: (866) 772-8724 (toll free) or (785)
339-2200.
= Phone support hours are 0700-1600 (central time) Monday through
Friday (and select weekends as posted on
www.uscg.mil/ppc/ccb/.)

Procedure The following steps will show you how to add/update email address.
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1 Click the Email Address link in the HR Data Shortcuts portal pagelet.
Enterprise Menu navigation: =~ Human Resources > Email Address

HR Data Shortcuts

Personal Information Job Data
Dependent Information Search by S5H
Email Address Find an Employee

Add Employment Instance

2 On the Find an Existing Value search page, change the ‘Search by’ = Empl ID and enter the
member’s employee ID in ‘begins with’ field and click the Search button. You can also
search based on User ID.

Email Human Resources

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

Find an Existing Value

blayvimum number of roas o rabuen fun to 2000 300

Search by: EmplID - begins with| 2114842

Search | Jdvanced Search

Click the Search button.

3 To update an email address for an existing email type, simply enter the email in the
Email Address field and click the Save button.
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Email Address

Test Employee

Email Addresses

. Preferred
Email Type | Email Address Address? Delete

Business - |test@test com Deletel

Add Email Address |

Save |

To delete an existing email address type, click the Delete button and then the Save
button.

Email Address

Test Employee

Email Addresses

. Preferred
Email Type Email Address T Delete

Business v |test@testcom Deletel

Add Email Address |

Save |

To add a new email address type, click the Add Email Address button, select an email
type, enter the email address, and then click the Save button.
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Email Address

Test Employee

Email Addresses

. Preferred
Email Type Email Address Address? Delete

Business - |test@test Com Delete

| Dml

Add Email Address |

Save |

At least one email address must always be designated as the ‘Preferred Address’.

Email Address

Test Employee

Email Addresses

. Preferred
Email Type Email Address Address? ’]lelete

Business - |test@test Com elete

[[

Home - |test@testhnme.c0m = elete

Add Email Address |

Save |
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PHS MEMBER INFO REPORT

Introduction This section provides procedures for running the PHS Member Info report for
another PHS officer.

Menu Path(s) Menu Navigation: Human Resources > Human Resources Reports > Member
Information (If there are two, select the second one. The first one is for self-
service)

Portal Pagelet: Core HR > PHS Member Info

Need Help? If you do not know what data to enter/select for a certain field or have any
questions regarding Direct Access, contact PPC Customer Care:

= The web address for support is http://www.uscg.mil/ppc/ccb/.

= (Customer Service phone number is: (866) 772-8724 (toll free) or (785)
339-2200.

=  Phone support hours are 0700-1600 (central time) Monday through
Friday (and select weekends as posted on
http://www.uscg.mil/ppc/ccb/.)

Procedure The following steps will show you how to run the PHS Member Info report
for a PHS Officer.
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1 Click on PHS Member Info link in the Core HR pagelet.

Enterprise Menu navigation: Human Resources > Human Resources Reports > Member
Information (If there are two, select the second one. The first one is for self-service)

Core HR -

Job Data Person Profiles
Addresses Emergency Contact
|] PHS Member Info Report Personal Data

Statement of Creditable Svec

2 Enter the member’s employee ID in the Empl ID field and click the Create Report button.
The ‘SPO IPDR’ and ‘Docs’ links are for USCG use only. These do not pertain to PHS.

PHS Member Info Report

Empl ID: 2114842 QJ

Empl Record: | 0%

Create Repont

SPO IPDR Docs

3 The report output will display in PDF format.
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Step Action

Rev.

Date: 12/19/15

PHS OFFICER INFORMATION
Identification
Name: Employes IL:
Statns: A SERNO:

Home/Mailing/Business Addresses

Business Address:

Effective Az Of: | 02/11/2012

Mailing Address:

Effective Az Of: | 102172010

Home Address:

Effective As Of: | 10/21/2010

Phone Numbers

Buginess Fhone:

Home Phone:

Email Addresses

Businezs Email:

Emergency Contacts

Name: T Relationzhip: Brother
MName: Relationzhip: Spouze
Employee Information

Birth Location: Diate of Birth:

Coontry: usA Sex: F
Mlarital Statvs: Unkaown

Ethnicity

Ethnic Grovp/Category:

Security Clearance

Agency: OFM SCI Eligible:

Investizate Type: SSBI Investipate Date:

Imterim: Interim Date:

Clearance: Clearance Granted:

Call SECTEAM:: N

gie;::;‘ifantmz HHS Adjudication Statos: Pavor 3
Adjudication Date: SF312 Date:
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OFFICER ACCOMPLISHMENT REPORT

Introduction  This section provides procedures for running the Officer Accomplishment report.

Menu Path(s) Menu Navigation: Human Resources > Human Resources Reports > Profile
Reports > Officer Accomplishment Report

Portal Pagelet: Reports > Officer Accomplishments

Need Help?  If you do not know what data to enter/select for a certain field or have any
questions regarding Direct Access, contact PPC Customer Care:

= The web address for support is http: //www.uscg.mil /ppc/ccb/.
= (Customer Service phone number is: (866) 772-8724 (toll free) or (785)
339-2200.
= Phone support hours are 0700-1600 (central time) Monday through
Friday (and select weekends as posted on
www.uscg.mil/ppc/ccb/.)

Procedure The following steps will show you how to run the Officer Accomplishments
report.
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1 Click on the Officer Accomplishments link in the Reports pagelet.

Enterprise Menu navigation: Human Resources > Human Resources Reports > Profile
Reports > Officer Accomplishment Report

Reports =
Expiring Licenses ’ Officer Accomplizhments l
Applicant Accomplizhmerts Reguisition Data
Foster Query: Zerno Lookup
PH= Detail to O Licenze v alidation

2 Enter your run control ID on the Find an Existing Value tab. If you do not already have a
run control ID for this report, click the Add a New Value tab and enter a run control ID.

Officer Accomplishment Report

Find an Existing Value

Run Control ID: temployee

Add

3 Click the Add button if you're adding a new run control ID (click the Search button if you're
using an existing run control ID).

4 On the Officer Accomplishment Report page, click the Run button.

Run Control ID:  temployee Report Manager Process Monitgr Run

5 On the Process Scheduler Request page, click the OK button. You will be returned to the
Officer Accomplishment Report page.
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Action

Process Scheduler Request

User ID: Run Control I temployee

Server Name: Run Date: 12/21/2015 el

Recurrence: Run Time: 3:49:19PM Resetto Current Date/Time

Time Zone: @,

Select Description Process Name Process Type *Type *Format Distribution

] PHS Officer Accomp Report CG_OFCR_ACMP  Application Engine  Web TXT Distribution
QK Cancel

6 Click the Process Monitor link.

Run ControlID:  temployee Report Manager | Process Monitor e

7 On the Process List page, click the Refresh button. Keep clicking the button until the

Run Status = Success AND Distribution Status = Posted.

It
o

rver List

o

Server: * HName: QJ Instance: to
Run ~ Distribution - 7| Save On Refresh
Status: Status:
=
Select Instance 5eq. Process Type Process Hame User Run Date/Time Run Status w Details
271610 Application Engine CG_OFCR_ACMP 12/21i2015 3:4919PM PST Success Posted Details

8 Once the Run Status = Success and Distribution Status = Posted, click the Details link.
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Server List

User ID: @, Type: v Last - 1 Days - Refresh
Server: ~ HName: @, Instance: to
Run ~ Distribution R v] Save On Refresh
Status: Status:
I
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status W Details
271610 Application Engine CG_OFCR_ACMP 122112015 3:49:19PM PST Success Posted m

9 On the Process Detail page, click the View Log/Trace link.

Process Detail

Instance: 271610 Type: Application Engine

Hame: CG_OFCR_ACMP Description: PHS Officer Accomp Report

Run Status:  Success Distribution Status: Posted

Run Control ID: temployee Hold Request

Location: Sernver Queue Request

Server: PSUIMX Cancel Request
Delete Request

Recurrence: Restart Request

Request Created On: 12/21/2015 3:51:11PM PST Parameters Transfer

Run Anytime After:  12/21/2015 3:49:19PM PST Message Log View Locks

Began Process At 12/21/2015 3:51:30PM PST Batch Timings

Ended Process At: 12/21/2015 4:05:31PM PST View Log/Trace

10 | On the View Log/Trace page, click the Officer Accomplishments Report.csv report link.
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View Log/Trace
Report 1D: 227078 Process Instance: 271610 Messaqge Log
Name: CG_OFCR_ACMP  Process Type: Application Engine

Run Status: Success

PHS Officer Accomp Report

Distribution Hode: RPTMODE Expiration Date:
Name File Size (bytes) Datetime Created
AF CG OFCE ACMP 2741610 stdaut 34 12/21/2015 4:05:31.058686PM PST
Officer Accomplishments Report.csy 3,005,722 1212142015 4:05:31.058686PM PST

11 | A message box will display. Select Open to open the report now or Save/Save as to save
the document first.

Windows Internet Explorer [i_E-J

What do you want to do with Officer
Accomplishments Reportxls?

Frarm: hcenv3.direct-access.us

< Open

The file won't be saved autornatically.
= Save

=% Save as

Cancel

12 | The report will open in Microsoft Excel.

Page 33 of 44



PHS Manage HR Data Rev. Date: 12/19/15

o d9 S IR CLASSTET ED s |
! R . |_| o o = L E ateien -k
i ' - 5 71
O | e i )
h y 1B T - o 2
Engl i |Name |Erplayee chns Sutiness Phase

Page 34 of 44



PHS Manage HR Data Rev. Date: 12/19/15

ROSTER REPORT

Introduction  This section provides procedures for running the PHS Roster report.

Menu Path(s) Menu Navigation: Human Resources > Human Resources Reports > Profile
Reports > Roster Report

Portal Pagelet: Reports > Roster

Need Help?  If you do not know what data to enter/select for a certain field or have any
questions regarding Direct Access, contact PPC Customer Care:

= The web address for support is http: //www.uscg.mil /ppc/ccb/.
= (Customer Service phone number is: (866) 772-8724 (toll free) or (785)
339-2200.
= Phone support hours are 0700-1600 (central time) Monday through
Friday (and select weekends as posted on
www.uscg.mil/ppc/ccb/.)

Procedure The following steps will show you how to run the Roster report.
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1 Click on the Roster link in the Reports pagelet.

Enterprise Menu navigation: Human Resources > Human Resources Reports > Profile
Reports > Roster Report

Reports =
Expiring Licenses Officer Accomplizhments

Applicant Accomplizhmerts Reguisition Data

Foster Query: Zerno Lookup

PH= Detail to O Licenze v alidation

2 Enter your run control ID on the Find an Existing Value tab. If you do not already have a
run control ID for this report, click the Add a New Value tab and enter a run control ID.

Officer Accomplishment Report

Find an Existing Value

Run Control ID: temployee

Add

3 Click the Add button if you're adding a new run control ID (click the Search button if you're
using an existing run control ID).

4 On the Roster Report page, click the Run button.

Run Control I temployee Report Manager Process Monito

5 On the Process Scheduler Request page, click the OK button. You will be returned to the
Roster Report page.
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Action

Process Scheduler Request

User ID: Run Control ID: temployee

Server Name: Run Date: 1212112015 el

Recurrence: Run Time: 4:31:04PM Resetto Current Date/Time

Time Zone: @,

Select Description Process Hame Process Type *Type *Format Distribution
v PHS Roster report CG_ROSTERRPT  Application Engine  Web TXT Distribution

Cancel

6 Click the Process Monitor link.

Run

Run Control ID:  temployee Report Manager Process Monito

Process Instance: 271611

7 On the Process List page, click the Refresh button. Keep clicking the button until the
Run Status = Success AND Distribution Status = Posted.

Server List
UserID: @, Type: ~ Last - 1 Days -
Server: * Hame: OJ Instance: to
Run - Distribution - ¥| Save On Refresh
Status: Status:
i
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status W Details
271611 Application Engine CG_ROSTERRPT 1212112015 4:31:.04PM PST I Success Posted I Details
271610 Application Engine CG_OFCR_ACMP 1212172015 3:49:19PM PST Success Posted Details

8 Once the Run Status = Success and Distribution Status = Posted, click the Details link.
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Server List

User ID: @, Type: - Last - 1 Days - Refresh
Server: * HName: O, Instance: to
Run ~ Distribution - 7] Save On Refresh
Status: Status:

H

Select Instance Seq. Process Type Process Name User Run Date/Time Run Status Ig:::;i:utwon Details
271611 Application Engine CG_ROSTERRPT 12/21/2015 4:31:04PM PST Success Posted
271610 Application Engine CG_OFCR_ACNMP 12i21/2015 3:49:19PM PST Success Posted Details
9 On the Process Detail page, click the View Log/Trace link.
Process Detail
Instance:; 271611 Type: Application Engine
Hame: CG_ROSTERRFPT Description: PHS Roster report
Run Status: Success Distribution Status: Posted
Run Control ID:temployes Hold Request
Location: Server (Jueue Request
Server PSUINX Cancel Request
Delete Request
Recurrence: Restart Request
Request Created On: 12/21/2015 4:33:35PM PST Parameters Transfer
Run Anytime After; 1202112015 4:31:04PM PST Message Log View Locks
Began Process At 12/21/2015 4:33:48PM PST Batch Timings
Ended Process At: 1202112015 4:56:35PM PST View LogiTrace
10 | Onthe View Log/Trace page, click the PHSRosterReport.csv report link.
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View Log/Trace

Report ID: 227079 Process Instance: 271611 Message Log
Hame: CG_ROSTERRPT Process Type: Application Engine

Run Status: Success

PHS Roster report

Distribution Node: RPTMODE Expiration Date:
Hame File Size (bytes) Datetime Created
AF GG BOSTERRPT 271R11 stdout 121,136 1212172015 4:56:35.425270PM PST
PHSRosterReport.cav 3,213,610 1212112015 4:56:35 425270PM PST

11 | A message box will display. Select Open to open the report now or Save/Save as to save
the document first.

Windows Internet Explorer [ﬂ_hJ

What do you want to do with Officer
Accomplishments Reportxls?

Fram: hcenv3.direct-access.us

= Open

The file won't be saved automatically.
< Save

=% Save as

Cancel

12 | The report will open in Microsoft Excel.
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EXPIRING LICENSES REPORT

Introduction  This section provides procedures for running the Expiring Licenses report.

Menu Path(s) Menu Navigation: Human Resources > Human Resources Reports > Profile
Reports > PHS Expiring Licenses Report

Portal Pagelet: Core HR > Expiring Licenses

Need Help?  If you do not know what data to enter/select for a certain field or have any
questions regarding Direct Access, contact PPC Customer Care:

= The web address for support is http: //www.uscg.mil /ppc/ccb/.
= (Customer Service phone number is: (866) 772-8724 (toll free) or (785)
339-2200.
= Phone support hours are 0700-1600 (central time) Monday through
Friday (and select weekends as posted on
www.uscg.mil/ppc/ccb/.)

Procedure The following steps will show you how to run the Expiring Licenses report.
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1 Click on Expiring Licenses link in the Reports pagelet.
Enterprise Menu navigation: Human Resources > Human Resources Reports > Profile
Reports > PHS Expiring Licenses Report

Reports

Expiring Licenses Officer Accomplizhments
Applicant Accomplizhmerts Reguisition Data

Foster Query: Zerno Lookup
PH= Detail to O Licenze v alidation

2 Enter PHS in the field and then click the View Results button.

CG_PHS_EXPIRINGLICENCES - PHS Expiring Licenses Report

CGor PHS: |PHS

View Results

EMPLID | Hame PHS Serial Number | Rank Category Discipline Empl Class

3 The output of the report will launch in the system browser. If preferred, click Download
results in Excel Spreadsheet to view the output in Microsoft Excel.

CG_PHS_EXPIRINGLICENCES - PHS Expiring Licences Report
CG or PHS: PHS
Wiew Resutts
Download results in - (Excel SpreadSheet) 3V Text Fie XLFie (5198 kb)
Vigw All First [§] 1-100 of 2981 ﬂﬁ
PHS License
) Category | Empl and Issue . . Expiration |Number| Type of .
EMPLID Hame Serial |Rank Discipline |Class |Certificate Descr Date License # Issued By Date of days |Restriction Qualifying Email
Number
Code
NI BOARD OF
HSO- Clinical - Ak o
1 CAPT AD  |CLINPSY 0472172011 | 1174 PSYCHOLOGIST|07/01/2012 900-None Y
General Psychology
EXANM
Vedical N BOARD OF
2 |1 LCDR 6;ﬁ:=r RSV |MEDICAL |Medical 111202008 | A-1475-08  |MEDICAL 07012012 900-None Y
) i EXAMINERS
Medical . OH MEDICAL
3 SV |MEDICAL  |Me 9/15/2006 | 35.08366 012012 90(0-None |
3 COR Officer RSV [MEDICAL |Medical 09/15/2006 | 35.088661 BOARD 071012012 80| 0-Non Y
Vedical OK MEDICAL LIC
COR 5&'5“ AD  MEDICAL  |Medical 071011959 | 21275 AND 07042012 §0|0-None Y
- SUPERVISION

NOTE: This report will NOT report officer’'s who are missing an email address on their
record.
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LICENSE VALIDATION REPORT

Introduction  This section provides procedures for running the License Validation report.

Menu Path(s) Menu Navigation: Human Resources > Human Resources Reports > Profile
Reports > License rows validation report

Portal Pagelet: Reports > License Validation

Need Help?  If you do not know what data to enter/select for a certain field or have any
questions regarding Direct Access, contact PPC Customer Care:

= The web address for support is http: //www.uscg.mil /ppc/ccb/.
= (Customer Service phone number is: (866) 772-8724 (toll free) or (785)
339-2200.
= Phone support hours are 0700-1600 (central time) Monday through
Friday (and select weekends as posted on
www.uscg.mil/ppc/ccb/.)

Procedure The following steps will show you how to run the License Validation report.
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Step Action

1 Click on License Validation link in the Reports pagelet.

Enterprise Menu navigation: Human Resources > Human Resources Reports > Profile
Reports > License rows validation report

Reports =
Expiring Licenses Officer Accomplizhments

Applicant Accomplizhmerts Reguisition Data

Foster Query: Zerno Lookup

PH= Detail to O Licenze v alidation

2 The output of the report will launch in the system browser. If preferred, click Download
results in Excel Spreadsheet to view the output in Microsoft Excel.

CG_PHS_LICENSE_VALIDATION- License row validation report
Download results in - (Excel SpreadSheel) C8V TextFile xMLFile (150 kb)
View Al F\retﬂ‘\%?cl%?ﬂ\.ae
P . : p Last
Empl _ License/Certificate License License/Certification Last
EMPLID | Rank Name SERNO| (oo Email oy Description|/55ue Date e IssuedBy | oty | UPdate
Date/Time
. Cardiac Life 0372012012
1 LCOR RSV cLsl Suppotinse | 02012010 i
CardiacLife - 0372112012
2 Sy S| 2116/2012
‘ LEOR RV cusl Supportinstrue |02 102012 109-14PM
» — 03/2112012
3 LCOR RSV NRSRN Nursing 06/30/2007 e
p Therapist i - 031612012
i 3 J0A/ 563
4 LT RSV || THERFHYS Pheica 04/01/2009 |5638 1743PN
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