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Submitting My Panel Submissions 
 

Introduction This guide provides the procedures for a member to apply to screening 
panels and advanced training through My Panel Submissions in Direct 
Access (DA). 

 
Information NOTE: The user must delete any prior years "My Panel Submission" (in 

the same category) in order to enter a current year request. 

 
My Panel 
Submission 
Uses 

• Advanced Training  
• Career Extension 
• Command Screening 
• Permanent Commissioned Teaching Staff (PCTS) Appointment  
• Reserve Program Administrator (RPA) Appointment  
• Reserve Opportunity 
• Warrant Appointment 

 
Procedures See below. 
 

Step Action 
1 Click on Member Self Service from the My Homepage drop-down. 

 
   

  

Continued on next page 
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Submitting My Panel Submissions, Continued 

 
Procedures, 
continued 

 

 
Step Action 

2 Select the My Panel Submissions option.  

 
 

3 The My Panel Submissions request page will display.  Using the drop-down, select 
the appropriate Panel Source.  For the purposes of this guide, Advanced Training 
will be selected. 

 
 

  

Continued on next page 
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Submitting My Panel Submissions, Continued 

 
Procedures, 
continued 

 

 
Step Action 

4 Click Go. 

 
 

  

Continued on next page 
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Submitting My Panel Submissions, Continued 

 
Procedures, 
continued 

 

 
Step Action 

5 The page will display with specific instructions depending on the selected Panel 
Source.  Using the drop-downs, select the appropriate Bus Unit and AD/Res Ind.   

 
 

  

Continued on next page 
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Submitting My Panel Submissions, Continued 

 
Procedures, 
continued 

 

 
Step Action 

6 A Job Code may be entered using the lookup icon or may be left blank.  Click 
Search.  

 
 

7 All Open Panels will display based on the selections made in Steps 5-6.  Click 
View All (if necessary) to view the entire list. 

 
 

  

Continued on next page 
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Submitting My Panel Submissions, Continued 

 
Procedures, 
continued 

 

 
Step Action 

8 Check the boxes under Apply only for the desired programs. 

 
 

9 Once the programs being applied for have been selected, click Submit. 

 
 

  

Continued on next page 
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Submitting My Panel Submissions, Continued 

 
Procedures, 
continued 

 

 
Step Action 
10 A Ranking for each course/panel MUST be entered before continuing.  Under My 

Advanced Training Preferences, enter the Ranking preference.  Even if only one 
panel was selected, a Ranking number must be entered. 

 
 

11 To enter comments for the Endorser, click Edit under My Panel Submissions.   

 
 

  

Continued on next page 
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Submitting My Panel Submissions, Continued 

 
Procedures, 
continued 

 

 
Step Action 
12 Enter comments as appropriate.  Enter the Endorser’s Emplid and click Save. 

 
 

13 Upon clicking Save, the 1st Submitted Endorser, Last Upd DtTm, and by fields 
will populate.  Click Return to My Panel Submissions.  

 
 

  

Continued on next page 



30 March 2023 
 

9 
 

Submitting My Panel Submissions, Continued 

 
Procedures, 
continued 

 

 
Step Action 
14 Repeat Step 11-13 for each Panel Submission.  Notice the Rankings under My 

Advanced Training Preferences are now reordered based on the rankings entered in 
Step 10.   
 
Once complete, click Save.  
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