5 April 2023

Adding a Person of Interest External Trainee

Introduction This guide provides the procedures for adding a Person of Interest (POI)

External Trainee into Direct Access (DA).

Information e This is how to add Auxiliarists and International Students that will be

attending a Coast Guard C-School.
¢ Do not use an Employee ID for these types of entries. They are not to
be confused with our military or civilian members in DA.

e Always use 9 zeros for the ID.

Procedures See below.
Step Action
1 Click on the Training Admin — Enrollment Tile.

Training Admin - Enroliment

=

1.5

Select the Add POI External Trainee option.

5| Training Admin Orders (View)

F-1 Add POI External Trainee

1 Medify POI Trainee Data
F-| Submit an ETR

F] Student Training Summary

F~| FSMS Training Admin Orders

Click the Empl ID Lookup icon.
Add a Person

Search for Matching Persons
Empl ID Q

Person of Interest Type

Add the Person

Continued on next page
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Adding a Person of Interest External Trainee, Continued

Procedures,
continued

Step Action
3 Search for the next sequential number, not already in use, for your person. In this
example, we are using 0000000002, since it has been skipped.

Look Up Empl ID x
Help

Search by: | Empl ID ~  begins with || ‘

Search Results

Only the first 300 results can be displayed.
View 100 1-300 of 300 ~

Second Alternate
Empl ID Name Last Name First Name Last Character
Name  Name

000 Daw St Dawvid {blank)  (blank)
0000 Joe Sr Joe {blank)  (blank)
00000000001 | NIC S( NICOLLE (blank)  (blank)
00000000003 JR RI J (blank)  (blank)
00000000004 BB Bf B (blank)  (blank)
00000000005 | S C Ct L (blank)  (blank)
00000000006 | R v M, R (blank)  (blank)
00000000007 | M E BN M (blank)  (blank)
00000000008 | ELL. ol ELIZABETH  (blank) (blank)
00000000009 | PAL W PAUL (blank)  (blank)
00000000010 | CHI RI CHENEY (blank)  (blank)
00000000011 | SN M, S (blank)  (blank)
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Continued on next page
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Adding a Person of Interest External Trainee, Continued

Procedures,
continued

Step

Action

4

Enter the following:
e Empl ID - Enter 9 zeros and the number being used.
e Person of Interest Type - Select External Trainee from the drop-down.

Add a Person

Search for Matching Persons

Empl ID 0000000002 Q

Person of Interest Type v

External Instructor
External Trainee

5 Click Add the Person.
Add a Person
Search for Matching Persons
Empl ID | 0000000002 Q
Person of Interest Type | External Trainee v
Add the Person
6 The Biographical Details tab will display. Click Add Name.

Biographical Details Contact Information Regional Organizational Relationships
Person ID 0000000002 O
Name ‘E‘ ! 10f1 v | ViewAl
“Effective Date | 10/21/2022 ‘E‘ ‘E‘
“Format Type | English A
Display Name Add Name
Dimmrambis lnf ELINY

Continued on next page
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Adding a Person of Interest External Trainee, Continued

Procedures,
continued

Step Action
7 Enter the trainee’s First Name, Last Name and click Refresh Name.

Name X
Help

English Name Format

Name Prefix hd

*First Name I ] I

Middle Name

*Last Name ITrainor I

Name Suffix
Display Name
Formal Name

Name

oK l l Cancel Refresh Name

8 Click OKk.

Name x
Help

English Name Format

Name Prefix v
*First Name M

Middle Name
*“Last Name | Trainor

Name Suffix

Display Name M Trainor
Formal Name M Trainor

Name  Trainor, M

oK " Cancel l [ Refresh Name

Continued on next page
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Adding a Person of Interest External Trainee, Continued

Procedures,
continued

Step Action
9 Scroll down to the National ID and add XXX-XX-XXXX. Click OK.

¥ National ID

‘EiHO“ 1-1of 1 View All
*Country *National ID Type National ID Primary ID

USA Q  Social Security Number v [X000XX00K | +| =

Cancel

Biographical Details | Contact Information | Regional Organizational Relationships

Apply

10 | A message will display. Click OK.

An Organizational Relationship must be created for this Person. (1000 1178)

11 | Select the Organizational Relationships tab.

Biographical Details Contact Information Regional Organizational Relationships
M Trainor Person ID 0000000002 g
Name Qi 10f1 v | ViewAl
“Effective Date  10/21/2022 ‘ + H - ‘

12 | Click Add Relationship.

Biographical Details Contact Information Redgional Organizational Relationships ‘

M Trainor Person ID 0000000002

Choose Org Relationship to Add

Person of Interest External Trainee

Select Checklist Code hd @

| Add Relationship

=3

Biographical Details | Contact Information | Regional Organizational Relationships

Cancel l

Continued on next page
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Adding a Person of Interest External Trainee, Continued

Procedures,
continued

Step Action

13 | Click OK.

Warning -- At least one Address field (Address 1, Address 2, Address 3) must be populated in order to
save the address. (1000,31009)

The Address will not be saved unless one of the address data fields is populated

OK l Cancel ]

14 | The Add a POI Relationship page will display. Scroll down and click OK.

Person of Interest History

=[q] S

*Effective Date *Status Planned Exit More Information

110212022 A Q y | +| | _|

15 | After the External Trainee has been added to DA, the Training Officer will be
able to enter an ETR for the member.

Below is a guide link for that portion of the process:
https://www.dcms.uscg.mil/Portals/10/CG-
1/PPC/GUIDES/GP/SelfService/Command/Submitting%20an%20Electronic%?2
0Training%?20Request.pdf



https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/GP/SelfService/Command/Submitting%20an%20Electronic%20Training%20Request.pdf
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