06 April 2023

Submitting a PCS eResume

Introduction This guide provides the procedures for submitting a PCS eResume using

Self Service in Direct Access (DA).

Information ¢ Only one eResume may be submitted per day. Any corrections/updates

will have to be made on the following day after submission.

¢ Due to maintenance of important historical data, DA does not allow for
deletions of incorrect eResumes. Be sure the document you are
submitting is correct, to prevent having unwanted information pending
in your My Endorsements section as well as unneeded information
pending in your endorsers Requests section.

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

My Homepage v 10f2 > Notifications C
[Member Self Service Career Management
Don't Forget to Sign Out
sligs via the o0 0
e payslip and
to The FSMS Fix for -
Workcenters Employee Review
A
® No notifications
2GR When new notfications amive, the Refresh *(%
- button will show a badge

1.5

Select the PCS eResumes option.

1 View v

¥ Tasks ~

| PCS eResumes I

viy Airport Terminal
Emergency Contacts
Home and Mailing Address
Phone Numbers
Allotments H
Direct Deposit

-4 Tax Information USA
{All Duty Report
[Thrift Savings Plan
[Ethnic Groups
{annual Screening Questionnaire
BAH Dep Data Verification
Vly Reserve Orders
Iy Assignments Endorsements
My Email Addresses
My Member Info
IVly eResume
My Panel Submissions
Mobilization Resume
FSMS My Reserve Orders
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The Search Job Postings page will display. Click the Recruitment Type drop-
down and select the appropriate type.

Search Job Postings Empl ID 1234567 Durden, Tyler
At least one of the Position Number, State, Business Unit, Type, Department, Job Code or Job Family fields should be included Saved Jobs 1
in your search criteria. If you search by Department, Locafion, or Accomplishment you must ener a Business Unit. Selecting the :
Business Unit will always get quicker results.
Recruitment ‘Aciive Duly FCS v
Type:
Pyupsmau Number: | 20V Duly PGS State. <
SELRES PCS

Business Upit  [—— | Location: Q
Type Q Agency(PHS): Q
Department: Q Accomplishment: Q
Job Code: Q Job Funct: QX
Job Family: Q Grade: Q

Search Save to Job Basket

Personaiize | Find [ View All | (20| @ First (4 1071 (1) Last
Position
Job OpeningID  Posting Title Job Basket pOSTION Department Name Grade  Ciy States
[m]

Continued on next page
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Submitting a PCS eResume, Continued

Procedures,
continued

Step

Action

3

If the Search Job Postings page does not display all of the columns required for
job selection (as shown in Step 6), click Personalize. If they are displayed, skip
to Step 7.

Search Job Postings

Empl ID 1234567 Durden, Tyler

Al least cne of the Positien Mumber, State, Business Unit, Type, Department, Job Code or Job Family fields should be included
in your search criteria. If you search by Depariment, Location, or Accomplishment you must enter a Business Unit. Selecting the
Business Unit will always get quicker results.

Saved Jobs 1

Recruitment Type:l Active Duty PCS v]
Position Number: a State: a
[Business Unit | "‘ Location: Q
[Type: Q Agency(PHS): Q
[Department: Q Accomplishment: Q
[Job Code: Q Job Funct: Q
lob Family: EM Q Electrician’s Mate Grade: E8 |Q
Search Save to Job Basket
Find | View All | 2] @ First (4) 1-68 of 68 (}) Last
Posting Title :zﬂt“ﬁ Department Name Grade City Statea
1 DUTY 19379455 CGC CHARLES MOULTHROPE EG MANAMA
2 DUTY 00075865 PATFOR SWA BAHRAIN E6 MANAMA
3 DUTY 19371562 CGC BAILEY BARCO E6 KETCHIKAN AK
4 DUTY 00066183 CGC HICKORY E6 HOMER AK
£ OUT QAR CACEIR ER cORNOVA AK

From the Column Order selection box, select Job Opening ID (required) and
click the add arrow icon.

Grid Customization

Personalize Column and Sort Order Help

To order columns or add fields to sort order, highlight column name, then press the appropriate button

Frozen columns display under every tab.

Column Order Sort Order

Job Opening IDI [y State [
{Recruitment Type (hidden) D Position Mumber (desc) x|
Posting Title = =

Job Basket

Position Mumber

Department (hidden) Hidden Descending

Department Name
Company (hidden)
Agency (hidden)
Job Fam (hidden)
Rating (hidden)
Grade

City

State

Frozen

OK Cancel Preview Copy Settings Share Seitings Delete Settings

.—_

Continued on next page
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Submitting a PCS eResume, Continued

Procedures,
continued
Step Action
5 Click Job Basket (required) and then the add arrow icon and repeat for any

other column wishing to see populated. When completed, click OK.

Grid Customization

Personalize Column and So

To order columns or add fields to sort order, highlight column name, then press the appropriate button

Frozen columns display under every tab.

Column Order

Job Opening 1D

Recruitment Type (hidden)
Posting Title

IJob Basketl
Position Number
Department (hidden)
Department Name
Company (hidden)

Agency (hidden)

Job Fam (hidden)
Rating (hidden)
Grade

City

State

rt Order Help

Sort Order

(= State (=

Position Number (desc) x|

= Job Opening ID =
Job Basket

O (]

Hidden Descending

O

Frozen

Cancel Preview

Copy Settings Share Seitings Delete Settings

The added columns will be displayed.

ob Family: EM [N Electrician's Mate Grade: 2N
Search Save to Job Basket
Personalize | Find | View Al | (2] | E First (4) 1-68 of 68 (k) Last

étll;;ninng Posting Title Job Basket [FO%ition Department Name Grade City Statea
. Number~

303886 DuTY O 19379455 CGC CHARLES MQULTHROPE EG MANAMA

303797 DUTY ] 00075865 PATFOR SWA BAHRAIN EG MANAMA

309825 DUTY O 19371562 CGC BAILEY BARCO E6 KETCHIKAN AK
303770 DUTY O 00066183 CGC HICKORY E6 HOMER AK
309814 DUTY O 00065222 CGCFIR E6 CORDOVA AK
303763 DUTY O 00064126 CGC KUKUI E6 SITKA AK

03762 DUTY Y Nn05 469 CGC CYPRE Ef KODIAK AK

Continued on next page
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Submitting a PCS eResume, Continued

Procedures,
continued
Step Action
7 Click the Business Unit drop-down and select the appropriate item.
Search Job pOStingS Empl ID 1234567 Durden, Tyler

Al least one of the Position Number, State, Business Unit, Type, Department, Job Code or Job Family fields should be included Saved Jobs 1
n your search criteria. If you search by Depariment, Location, or Accomplishment you must enter a Business Unit. Selecting the

Business Unit will always get quicker results.

[ Active Duty PCS v

Recruitment

Type: I3 a

Position Number: State:

Business Unit Location: Q
Type: Cadet CG Agency(PHS): Q
Enlisted CG
Department: Officer CG Accomplishment: Q
Job Code: lemens Job Funct: Q
Job Family: Q Grade: Q
Search Save to Job Basket
Personalize | Find | View All | (=] | @ First (4) 10f1 (» Last
Job Opening IDa  Posting Title Job Bashet :zﬂi‘;:‘v Department Name Grade City Statea

O

8 Click on the Job Code look-up.

NOTE: Searching by Job Family and Grade is also a viable search option.

Recruitment [ Active Duty PCS |
Type:
F:JI:"IIIOII Number: Q State: Q
Busi unit  [Enlisted CG | Location: Q
Type: Q Agency(PHS): Q
Department: Q Accomplishment: Q
Job Code: Job Funct: Q
Job Family: Q Grade: Q
Search Save to Job Basket

9 Select contains from the Description drop-down and type in a unique word to
narrow your search results for the rate you want. Click Look Up.

Look Up Job Code

Help

Job Code

Description| contains ~ + || chief |

SetID Q
Look Up Clear Cancel Basic Lookup

Continued on next page
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Submitting a PCS eResume, Continued

Procedures,
continued

Step Action
10 | Select the appropriate rating.
Look Up Job Code

202597 Chief Warrant Officer 2 RETIR
202596 Chief Warrant Officer 3 00003
202596 Chief Warrant Officer 3 RETIR
202595 Chief Warrant Officer 4 o003
202595 Chief Warrant Officer 4 RETIR

|436092 Chief Yeoman 00001 |
436082 Chief Yeoman RETIR

0N Tl Diomfal Dier seemams [aTalulatal

11 Click Search.

Search Job Postings Empl ID 1234567 Durden, Tyler

Al least one of the Position Number, State_ Business Unit, Type, Department, Job Code or Job Family fields should be included
n your search criteria. If you search by Department, Locafion, or Accomplishment you must enter a Business Unit. Selecting the
Business Unit will always get quicker resulis

Saved Jobs 1

Recruitment [ Active Duty PCS v]

:‘;Z?r‘ion Number: “ State: a
Business Unit  [Enlisted CG ~ Location: Q
Type: Q Agency(PHS): Q
Department: Q Accomplishment: Q
Job Code: H36092 |Q  Chiefysoman Job Funct: Q

Job Family: @Q Grade: Q

Personalize | Find | View All | (3 | E First (4 10f1 () Last

Job Opening IDa  Posting Title Job Basket :3;1:’;' Department Name Grade City States

O

12 | All the available positions on the Shopping List will display. To view a
osition’s details, select a Job Opening ID link.

Personalize | Find | view All | (1] B3 First (4 1680168 () Last
f)ﬂ;ning 1o | Recruitment Type Posting Title Job Basket :aﬁr“‘g:: Department Department Name Company  Agency JF;:’“ Rating  Grade city State
289664 ADPCS DUTY - BOSTON, MA O 19382519 049037 CGC WILLIAM SPARLING  ACG EM EM1 E6 BOSTON MA
303623 ADPCS ENG SUPPORT-NAVAL O 00000332 007640 SFO ATLANTIC CITY ACG EM EM1 E6 ATLANTIC CITY NJ
303624 ADPCS MAT DUTY O 00000612 048839 BASE GALV MAT (NMM) ACG EM EM1 E6 GALVESTON X
303635 ADPCS DUTY O 00004387 000758 CGC MARCUS HANNA ACG EM EM1 E6 SOUTH PORTLAND ME

Q. AD PC DUT M 00005204 00080 CGC BARBARA MABRITY ACG EM ER1 Ef MORIE

Continued on next page
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Submitting a PCS eResume, Continued

Procedures,
continued

Step Action

13 | The Job Details window will display. This provides items like Incumbent,
Rotation Date, and if a command endorsement is required for the position. When
finished reviewing, click Return to Previous Page.

Job Details
Help

Job Description

Job Title: ENG SUPPORT-NAVAL
I Job 1D: 303623
d Location:

Full/Part Time: Full-Time

RegulariTemporary: Regular

|]F{eurn io Previous F'age'

Description

DEPARTMENT: 007540 - SFO ATLANTIC CITY
i ATUWOPFAC: 05/37520

@ POSITION: 00000332 - ENG SUPPORT-NAVAL
PRIORITY: &

JOB: 427093 - First Class Electrician’s Mate
CITY: ATLANTIC CITY

STATE: NJ

ENDORSEMENT: Mot Reguired

AO: EM Detailer

[ INCUMBENT: Singer. Marla

ROTATION DATE: 07/01/2023
COMPETEMCIES:

EMANG-EM-01 Analog Electronics Tech
EMDIG-EM-02 Digital Electronics Tech
EMPLC-Frog Logic Controllers Tech

Return to Previous Page

—_

Continued on next page
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Submitting a PCS eResume, Continued

Procedures,
continued

Step

Action

14

Check the Job Basket box for the desired Job posting.

Basket boxes are checked, click Save to Job Basket.

After all desired Job

Search

Joh
Opening ID

Recruitment Type Posting Title

2 303623 ADPCs ENG SUPPORT-NAVAL

3 303624 ADPCS MAT DUTY

Position

Job Basket Mumber

Department Department Name

00000332 007640

] 00000612 048839

| Save to Job Basket I

SFO ATLANTIC CITY

BASE GALV MAT (NMM)

NOTE: If results are exceptionally long, Ctrl F may also be used on the page to

search by city, title etc.

Boston

# Home |

Q

Motification

AddTo «

15

The My Saved Jobs page will display.
checking the box and clicking Delete.

If necessary, delete any unwanted jobs by

Eareers Home
My Saved Jobs
&

Job Title

DUTY

<P

(4]

Select All Deselect All

Return to Previous Page

My Saved Jobs

You have successfully added this job to your favorites.

NG SUPPORT-NAVAL
ENG\SUPPORT-NAVAL

BOARDING OFFICER/PWCS - SAN FRANCISCO, CA

BOARDING NCFICER/PWCS - HOUSTON, TX

BOARDING OFFICERNWCS - SAN PEDRO, CA

(]
(]
[J |BOARDING OFFINER/PWCS - SAN FRANCISCO, CA
(]
[ |BOARDING OFFICER/PWS - SAN PEDRO, CA

(]

COMPT/BASE OPS DUTY - SERURITY - AGUADILLA, PR

Job ID

309831

303781

303623

245845

239533

239487

239483

239425

239351

Department Name

CGC MELVIN BELL

SEC BOSTON ENG/SUPPORT DIV

SFO ATLANTIC CITY

SEC SAN FRAN ENFORCEMENT
DIV

SEC HOU/GAL ENFORCEMENT
Div

SEC SAN FRAN ENFORCEMENT
DIV

SEC LA/LB ENFORCEMENT DIV

SEC LA/LE ENFORCEMENT DIV

BASE DET BQN SECURITY DIV
(BS)

Status

Open

Open

Open

Closed

Closed

Closed

Closed

Closed

Closed

Continued on next page
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Submitting a PCS eResume, Continued

Procedures,
continued

Step Action
16 | When completed, click Select All and Apply Now.

My Saved Jobs

My Saved Jobhs

4 You have successiully added this job to your favorites.

Job Title Job ID Department Name Status
DUTY 309831 | CGC MELVIN BELL Open
ENG SUPPORT-NAVAL 303761 SEC BOSTON ENG/SUPPORT DIV Open
ENG SUPPORT-NAVAL 303623 | SFO ATLANTIC CITY Open
()  EOARDING OFFICER/IPWGCS - SAN FRANCISCO, CA 246845 gif SAN FRAN ENFORCEMENT -0
[ |BOARDING OFFICER/PWCS - HOUSTON, TX 239533 | SECHOUIGALENFORCEMENT ¢ )05
()  EOARDING OFFICER/IPWGCS - SAN FRANCISCO, CA 230487 gif SAN FRAN ENFORCEMENT -0
[ | BOARDING OFFICER/IPWCS - SAN PEDRO, CA 239483 SEC LALE ENFORCEMENTDIV  Closed
[ | BOARDING OFFICERIPWCS - SAN PEDRO, CA 230425 |SEC LALE ENFORCEMENTDIV  Closed
[ | COMPT/BASE OPS DUTY - SECURITY - AGUADILLA, FR 230351 |BASEDETBANSECURITY DIV |¢yocey

(BS)

Select All Apply Now Delete

Return to Previous Page

17 | The Complete Application page will display. Click Set Job Ranking
Preferences to rank your selections in order of preference.

Apply Now

Complete Application Set Job Ranking Preferences
Jobs you applied for
Posting Title Rank
DUTY

ENG SUPPORT-MAVAL

ENG SUPPORT-MAVAL

18 | After ranking positions in order of preference, click Return to previous page.

Personalize | Find | {z] First (4) 1-30f3 () Last

Posting Title Department Name Rank
1 DUTY CGC MELVIN BELL 3
2 ENG SUPPORT-NAVAL SEC BOSTON ENG/SUPPORT DIV 2
3 ENG SUPPORT-NAVAL SFO ATLANTIC CITY 1

I Return to previous page I

Continued on next page
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Submitting a PCS eResume, Continued

Procedures,
continued
Step Action
19 | Comments may be entered by clicking the Member Comments link.
Apply Now
Com plete Application Set Job Ranking Preferences
Jobs you applied for
Posting Title Rank
ENG SUPPORT-MAVAL 1
ENG SUPFPORT-MNAVAL 2
DUTY 3
Tyler Durden
123 Paperstreet House
Mew York, NY 10001
4 previous | Submit | Save | Cancel | Careers Home ext [
Command Endorsement | Member Comments |
+v Command Endorsement
You have not added any command endorsement to your application.
Add Command Endorsement
[ previous | Submit | Save Cancel Careers Home Next 0

20 Click Add Member Comments.

Command Endorsement Member Comments

%+ Member Commenits

You have not added any member comments to your application.

[ Add member comments|

=
=]

[ previous Submit | Save Cancel | Careers Home Ne

Continued on next page
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Submitting a PCS eResume, Continued

Procedures,
continued

Step Action
21 | Add Related Items to Profile opens in new window. Enter comments into the
Member Comments box. Click OK.

Add Related Items to Profile

Catalog Item MBRCOMMENT Member Comments

*Member Comments| My goal is to be the best, of the best, of the best.

&

| ok |  cCancel | ApplyandAdd Another

22 | If the job you are applying for requires command endorsement, proceed to Step
23. If complete, slick Submit and skip to Step 27.

Command Endorsement Member Comments

< Member Comments End | B | B Frst @ K 10f1 [ @ Last

Member Comments |My godl is to be the best, of the best, of the best. 4@ & E

Add Member Comments

[ previous | submit | | Save | l Cancel || Careers Home Next [

23 Click the Add Command Endorsement link.

Command Endorsement Member Comments

v Command Endorsement

You have not added any command endorsement to your application.

I Add Command Endorsement I

4] previous - Submit || | Save | l Cancel || Careers Home Next [

Continued on next page
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Submitting a PCS eResume, Continued

Procedures,
continued

Step Action
24 | Enter the Endorser Employee ID or use the look-up (proceed to step 25), hit
Tab to populate the name, and click OK.

Add Related ltems to Profile ]
Help
Details
Content ltem ID COMMENTS Endorsements
Endorser Employee ID|1122334 al Robert Paulsan
: Cancel Apply and Add Anolher:

25 | If using the look-up icon to search by name, enter the endorsers Last Name,
First Name, and click look-up. Select the appropriate Empl ID.

Look Up Endorser Employee ID x
Help =

Empl ID| beqgins with w
Display Mame| begins with w

Last Name| begins with « || Paulson

First Mame| begins with | Robert

Second Last Mame| begins with w
Alternate Character Mame| begins with w

Look Up Clear Cancel Basic Lookup

Search Results

Cnly the first 300 results can be displayed.

View 100 First (4 1-300of300 (k) Last

Empl ID Dizplay Name

1122334 Fobert Paulsan

o L Py

Continued on next page
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Submitting a PCS eResume, Continued

Procedures,
continued
Step Action
26 | Click Submit.
Command Endorsement Member Comments

%+ Command Endorsement Fist B Bl 10f1 3 ) Last

Content ltem ID) [Edi Delete
Endorsements 1122334 &, Robert Paulson J El

Add Command Endorsement

(4] Pprevious II Submit I| | Save | I Cancel || Careers Home Mext []

27

The My Applications page will display with the success notification.
Careers Home Job Search My _Saved Jobs My Career Tools

My Applications
4 You have successfully submitted your job applicationl

Display applications from:| Within Last Week w || Refresh |

[#]First [4]Previous | Next [¥]Last [W]

Application Status Application Date

ENG SUPPORT-MAVAL Applied 09/27/2022 3:49PM
ENG SUPPORT-MAVAL Applied 09/27/2022 3:49PM
DUTY Applied 09/27/2022 3:49PM
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