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Adding a Designator 

 
Introduction This guide provides the procedures for adding a Designator distinction to 

a previously non-rated member in Direct Access (DA). 

 
Reference a) Enlistments, Evaluations, and Advancements, COMDTINST 

M1000.2 (series) 

 
Purpose of 

Designators 
The assignment of designators provides a means to identify: (1) members 

serving in pay grade E-3 who graduated from formal Class “A” course 

training; (2) those rated members who successfully completed all 

requirements for an approved change of rating; and (3) those previously 

rated members who were discharged from the Coast Guard and re-

entered the Service as an E-2 or E-3 after being out for more than 24 

hours. 

 
Procedures See below. 

 

Step Action 

1 Navigate to: NavBar icon > Menu > Human Resources > Requests > Proxy –

Promote One Member. 

 
 

  

Continued on next page 
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Adding a Designator, Continued 

 
Procedures, 

continued 
 

 

Step Action 

2 Enter the member’s Empl ID and click Add. 

 
 

3 The Submit Promote/Advance Member action request page will display. Using 

the Type drop-down, select Add Designator. 

 
 

  

Continued on next page 
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Adding a Designator, Continued 

 
Procedures, 

continued 
 

 

Step Action 

4 Using the Salary Admin Plan lookup, select ENL (Enlisted Pay Table). 

 
 

 
 

  

Continued on next page 
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Adding a Designator, Continued 

 
Procedures, 

continued 
 

 

Step Action 

5 If you do not know the member’s Job Code, use the lookup to select the 

appropriate Job Code. See Step 6 for how to search for a specific job code. 

 
 

6 Because the Search Results will only display 300 results, it is recommended to 

change the Search by to Job Family and begins with to the rating abbreviation. 

For this example, an ME designator is being applied. Click Search. 
 

NOTE:  When searching the Job Family for Culinary Specialist, use the search 

parameter CU vice CS or FS. 

 
 

  

Continued on next page 
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Adding a Designator, Continued 

 
Procedures, 

continued 
 

 

Step Action 

7 Enter only the following fields: 

• Effdt – Enter the effective date the member is authorized to start using the 

Designator distinction.   

• Uniform Allowance – Using the drop-down, select Not Applicable. 

 

Click Get Details. 

 
 

  

Continued on next page 
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Adding a Designator, Continued 

 
Procedures, 

continued 
 

 

Step Action 

8 The Request Information section will populate. Verify the Grade is correct.  

Enter the Approver’s Empl ID and add any Comments as appropriate. Click 

Submit. 

 
 

9 The action request will update to a Pending status and be routed for approval. 

 
 

   

 


