Self-Service eResume

Introduction This document provides the procedures for submitting a Self-Service
eResume in Direct Access.
Procedures Log into DA Self-Service (add hyperlink) and follow the steps below to

submit an eResume.

Step Action
1 Select the PCS eResumes link from the home menu page.

Memberships
Emergency Contacts

Home and Mailing Address

Employee =

Profile Tasks View
Workflow User Preferences  Languages View Pavcheck

Test Resulis
View Reserve Points
Perzonal Information

Member Information

Phone Mumbers
Allotments

Direct Deposit

V-4 Tax Information

14 More...

Member Info Additional
Wiew My Waorklist

My CGHRMS Orders
My Emplovee Reviews
10 Mare...

2 The Search Job Postings window appears. Click the Recruitment Type

drop-down and select the appropriate type.

Search Job Postings

EmplID 1234567 Sheen Mack

At least one of the Position Number, State, Business Unit, Type, Department, Job Code or Job Family fields should be
included in your search criteria. If you search by Deptarment, Location or Accomplishment you must enter a Business Unit

Selecting the BusingssLnilwill always gelquicker resilis

Recruitment Type: I ﬂ
Position Number:  |Active Duty PCS

SELRES PC8

T

State: | @
Business Unit = Location: I aQ
Type: e Agency(PHS): [a
Department: Q‘ Accomplishment: [ O‘
Job Code: @ Job Funct: | @
Job Family: S Grade: [
Search

Saved Jobs 0

Save to Job Basket

Continued on next page




Self-Service eResume, continued

Procedures,

continued

Step

Action

3

Click the Business Unit drop-down button and select the appropriate item.

Search Job Postings EmplID 1234567 Sheen Mack
At least one of the Position Number, State, Business Unit, Type, Department, Job Code or Job Family fields should be
included in your search criteria. If you search by Deptarment, Location or Accomplishment you must enter a Business Unit. SavedJobs 0
Selecting the Business Unit will always get quicker results.
Recruitment Type: |Ac1ive Duty PCS ﬂ
R
Position Number: A State: \ @
( \
Business Unit Location: a
@
Type: CadetCG Agency(PHS): | .
Enlisted CG —
Department: Officer CG Accomplishment: J
i o
Job Code: [Warrant CG Job Funct; | @
Job Family: Q Grade: &
Search Save to Job Basket
Search Job Postings EmplID 1234567 Sheen Mack
Atleast one ofthe Position Number, State, Business Unit, Type, Department, Job Code or Job Family figlds should be
included in your search criteria. If you search by Deptarment, Location or Accomplishment you must enter a Business Unit. Saved Jobs 0
Selecting the Business Unit will always get quicker results.
Recruitment Type: |J\Clive Duty PCS =l
—_—
Position Number: @ State: | @
Business Unit Enlisted CG = Location: a
- f—
Type: @, Agency{PHS): | N
Department: EN Accomplishment: EN
(2] 1
Job Code: Job Funct: | ]
Job Family: aQ Grade: @
Search | Save to Job Basket

Click on the Description drop-down button and choose contains. Type in a
unique word that will identify the rating you are searching for. Click the
Look Up button.

Look Up Job Code

Job Code; |heginswithj|
Descrimiml:lcomains ;“IMACHINER‘A ]

Look Up Clear Cancel |Basic Logkup

Search Results

Onlythe first 300 results of a possible 2037 can be displaved. Enter more search key
information and search again to reduce the number of search resulis.

Yiew 100 First [q] 1-300 of 300 [3] Last

Job Code Description

Continued on next page



Self-Service eResume, continued

Procedures,
continued

Step

Action

6

Select the appropriate rating.
| Look Up

b

Look Up Job Code

Job Code: |begins with j|
= | MACHINERY

Description: | contains

. Gancel | Basic Lookup

 LookUp  Clear

Search Results
Wieww 100 First [§] 1-14 014 [p] Last
Job Code Description

430192 Chief Machinery Repairman =

420092 ChiefMachinery Technician

420096 Fireman Machinery Technician

4301493 FirstClass Machinery Repairma

420093 First Class Machinery Technici i
430190 Master Chief Machinery Repairm

420090 Master Chief Machinery Technic

430196 Seaman Machinery Repairman ™

430194 SecondCla hachiner Bonging

420094 lSecond Class Machiner_\gTechnicl j

Note: In this example we chose Second Class Machinery Technician.

Select the Search button. All the available positions on the Shopping List
will appear in the lower portion of the window.

Search Job Postings EmpliD 1734587 Shaen Mack
A heast one of e Position Mumber, Stabe, Busmaess Unit, Type. Depasiment. Job Code or Job Family Salds should be N
included in your search arifena. IF you search by Deptarmant, Locaton or Accompiishmant you must enter 3 Busaness Unit e d JOLE o
Selpciing e Business Uni will Bways g8l quickss results
ReCruitmenl Typs: | actrve Cuty PCS =
Position Hwmbser: - Stabe: 4,
Busingss Unit |Er"'3=H1 =1 =] Location: a4,
Trps: e AGENCYIPHS) -
Department: 4 Accomplishmest: %
Job Code: 420084 1, Second Class Machinery Technic Job Funct: o
Job Famiy @ Grada: 4,
—

m:r::rm Possing Tie lI:-g:vi :::L:':‘ Pepastmont  Depastment lame
ADPCS MACHMERY TECH - BALTIMORE, UMD r DOB03000 036547 SFLC PE HTHM SUPPLY SECTION
ADPCS MAT-DUTY « PCRTSMOUTH, WA r 000DaTaY 042043 MAT PORTSMOUTH
ADPC3 ENG - CRISFIELD. MD r 00o107aT 200330 CG STA CRIGFEELD
ADFC3 BOAT FORCES ENG SUPPORT - YORKTOWM, VA r DO0204-42 ODgo30 TRACEM YRTWH BFCD TRNG BR

Note: You may refine your search by filling in the State or Location fields.

Continued on next page



Self-Service eResume, continued

Procedures,
continued

Step

Action

8

Job Opening ID link.

If you wish to view the Position Details on a particular position, select the

Recruitment

Job Opening ID Posting Title

Type
11153172 ADPCS MACHINERY TECH - BALTIMORE, MD
2|153178 ADPCS MAT-DUTY - PORTSMOUTH, VA
3153184 ADPCS ENG - CRISFIELD, MD
4153190 ADPCS BOAT FORCES ENG SUPPORT - YORKTOWN, VA
5(153191 ADPCS BOAT FORCES ENG SUPPORT - YORKTOWN, VA

Job

Basket

o i O o i

P.osilinn
Number
00003000
00006781

00010787

00020442

00020473

The following window will appear.

Job Details

Job Description

Job Title: MACHINERY TECH - BALTIMORE, MD
Job 1D: 153172

Location:

Full/Part Time: Full-Time

Regular/Temporary: Regular

Return to Previous Page

Description

DEPARTMENT: 036547 - SFLC PB HTHM SUPPLY SECTION
ATUIOPFAC: 38/52000

POSITION: 00003000 - MACHINERY TECH
PRIORITY: 5

JOB: 420094 - Second Class Machinery Technic
CITY: BALTIMORE

STATE: MD

ENDORSEMENT: Mot Required

AO: MK D5, PATFORSWA

INCUMBENT: WRENCH ALLEN

ROTATION DATE: 07/01/2013

COMPETENCY:

NOMNE-NOMNE

Return to Previous Page

Previous Page link.

When you are finished viewing the Position Details, select the Return to

Note: This lists items like Incumbent, Rotation Date, and if there is a
command endorsement required for the position.

Continued on next page




Self-Service eResume, continued

Procedures,
continued

Step

Action

9

If you desire to apply for that position, click the Job Basket check box.

Job Opening 1D Recrrl;:;r:ent Posting Title B:::et :5:‘;:? Department Department Hame
1153172 AD PCS MACHINERY TECH - BALTIMORE, MD 00003000 036547 SFLC PB HTHM SUPPLY SECTION
2|153178 AD PCS MAT-DUTY - PORTSMOUTH, VA r 00006781 042043 MAT PORTSMOUTH
3153184 ADPCS ENG - CRISFIELD, MD L[] 00010787 0003320 CG STACRISFIELD
4153190 AD PCS BOAT FORCES ENG SUPPORT - YORKTOWN, VA O 00020442 008030 TRACEN YKTWN BFCO TRNG BR

10

You can find specific jobs by using the Find feature (Ctrl-F). Search by
Position Number, City, or any word in the Position title.

Bred |

Find: |0DD0475
™ Match whole word only ™ Match case

Previous | Mesdt I

11

Once you have selected all the positions you wish to apply for, click the
Save to Job Basket button.

Search Job Postings Empl ID
Atleast one of the Position Number, State, Business Unit, Type, Department, Job Code or Job Family fields should be
included in your search criteria. If you search by Deptarment, Location or Accomplishment you must enter a Business Unit. SavedJobs 0
Selecting the Business Unit will always get quicker results.
Recruitment Type: |Adi'¢e Duty PCS ﬂ
Position Number: L @ State: | 8
Business Unit IE”‘iStEd cG =l Location: | 2
Type: L @ Agency(PHS): !_CB_.
Department: ‘ Qa Accomplishment: | Q‘
Job Code: ‘420094 @ Second Class Machinery Technic Job Funct: !_Q:
Job Family: ‘ Y Grade: |_Q

Search 8ave to Job Basket

Recruitment " Job Position
Job Opening ID Type Posting Title Basket Wanber Department Department Name
1 153172 ADPCS MACHINERY TECH - BALTIMORE, MD v 00003000 036547 SFLC PB HTHM SUPPLY SECTION
oo MAT DTV mAnToA T - 4 inng LT OADTONALTI

Continued on next page




Self-Service eResume, continued

Procedures,
continued
Step Action
12 The My Saved Jobs window appears. At this point you can either delete

positions from your Job Basket or apply for them. Once you decide on your
final list, click the Select All link and then click the Apply Now button.
My Saved Jobs

4 You have successfully saved your new jobs.
Job Title Job 1D Department Name Status
[¥ |LEDET 104 MEMBER - SAN DIEGO, CA | 154814 |TACLET PACAREALEDET 104 Open
¥ |ENG - JUNEAU, AK 154802 |CG STAJUNEAU DOpen
[V | DUTY - SAM DIEGO, CA 154720 CGC SHERMAN Open
[¥ |MACHINERY TECH - BALTIMORE, MD 153172 |SFLC PB HTHM SUPPLY SECTION |Open

Deselect All (- Apply Now Delete

Return to Previous Page

13

The Complete Application window will appear. Click the Set Job Ranking

Preferences link to rank your positions in order of preference.
Complete Application

Posting Title Rank

LEDET 104 MEMBER - SAN DIEGO, CA

ENG - JUNEAU, AK

DUTY - SAM DIEGO. CA

MACHINERY TECH - BALTIMORE, MD

14

Rank your positions in order of preference. Click the Return to previous
page link to go to the next step.

4 0
Posting Title Department Name Rank
1 LEDET 104 MEMBER - SAN DIEGO, CA TACLET PACAREA LEDET 104 1
2 ENG - JUNEAL, AK CG STA JUNEAU 4
3 DUTY - SAM DIEGO, CA CGC SHERMAN 2
4 MACHINERY TECH - BALTIMORE, MD SFLC PB HTHM SUPPLY SECTION 3

Continued on next page




Self-Service eResume, continued

Procedures,

continued

Step

Action

15

If you wish to add comments, click the Member Comments link. Then
click the Add Member Comments link.

Apply Now
Complete Application

Posting Title Rank

LEDET 104 MEMBER - SAN DIEGD. CA 1

e 2 Disregard the address
MACHINERY TECH - BALTIMORE MD |3 displaying on the PCS E-
Resume page. The address
ENG - JUNEAU. AK 5 may not be your current
address. This is a known
ok Shoan issu_e. The address_ carries
1313 MOCKINGBIRD LANE no importance for internal
EL PASO TX 79935 applicants. Go to Self-
Service, Tasks, Home and
Mailing Address to view or
update current address
information.

] Previous Submit Save Cancel

Careers Home Next

Command Endorsement (llember Comments

To add Member Comments to your application, select the Add Member Comments hyperlink below.
-

You have not added any Member Comments to your application

16

The Add Member Comments window will appear. Enter your comments in
the field. When you are finished click the OK button.
Add Member Comments

Catalog [tem: MBRCOMMENT Member Comments

*Member Comments: PLEASE CONSIDER MY FIRST CHOICE. | MEET ALL &
CRITERIA FOR THAT POSITION)]

Cancel Apply and Add Another

Continued on next page




Self-Service eResume, continued

Procedures,

continued

Step

Action

17

To forward your eResume for endorsement, click the Command
Endorsement link.

4 previous | Submit | | Save | | Cancel Careers Home Next %)

Command Endorsement| Member Comments

18 Enter the Endorser’s EMPLID or click the Endorser Employee ID look up.
~ Command Endorsement Find | B 2 Fist B g or 1 T Last
Endorser
Endorsements | |§ ) o
19

Enter the Endorser’s Last Name and First Name, then click the Look Up
button. Select the proper EMPLID or Name.

| Look Up [%]
Look Up Person D (1)

Empl ID: [ begins with ||

Name: |begins Withj|

Last Name: | begins with »|[JOHNSON )

First Name: | begins with =|[DON )

Second Last Name: [ hegins with ||

Alternate Character Nmne:l beging with j |

: Lok Up Clear Cancel :Elagi[;LUUkUE

Search Results

Wiew 100 First E 1 af1 m Last
EmplID Hame Last First Second Last Alternate Character
gl s Hame Hame Hame Hame

|?554321|D0n Johns|Johnson Don hlank hlank

Continued on next page
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Procedures,

continued

Step

Action

20

Make sure the proper Endorser Employee ID and name appear. Click the
Submit button

B Firet £ qorq I Last

rser
Command Endorsement Endorser Employee 1D

Endorsements 7654321 G&. Don Johnson

[+] Add Command Endorsement

[ previous Save Cancel

Careers Home Next D]

21

The Save Confirmation window will appear. Click the OK button to finish
your eResume.

Application Submission

Save Confirmation

U The Save was successful.

Your eResume submission for 2013-05-15 is complete.
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