PCS eResume Command Endorsement

Introduction

This document provides the procedures for completing a Command
Endorsement of a PCS eRésume.

Self-Service The DA 1l PCS eRésumé command endorsement can only be
for completed by users with the Self-Service for Commands user role.
Commands Please see the Guidelines for Granting Command Access topic in the
User Role Direct Access Online Help for more information about the Self-Service
Required for Commands user role.
Procedures Log into DA Self-Service (https://portal.direct-access.us/) and follow
the steps below to endorse an eResume.
Step Action
1 From the Employee Menu select the 14 More... link.

Employee =

Profile Tasks View

Workflow User Preferences  Languages View Payvcheck
PCS eResumes Test Results
Memberships View Reserve Points
Emergency Contacts Personal Infermation
Home and Mailing Address Member Information
Phone Numbers Member Info Additional
Allotments View My Worklist
Direct Deposit My CGHRMS Orders
WW-4 Tax Informatien Mv Emplovee Reviews

10 More...

From the Tasks Menu select the My Assignments Endorsement link.

E" My Assignments Endorsements
My Assignments Endorsements

Continued on next page
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eResume Command Endorsement, continued
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3

The My Assignments Endorsements page will appear. Select the
Endorsements Requested From Me radio button. Then click the
Submission Status drop-down menu and chose Pending.

My Assignments Endorsements

Don Johnson

1. 'Endorsements | Submitted” allows member to bring up only their Endorsements.

2 'Endorsements | am Endorser On' allows endorser to bring up only those Endorsements submitted to them.

3. Refresh button clears the grid and defaults it back to "Endorsements | Submitted’.

4. Populate Grid button populates the grid based on what was selected for the radio button and what was entered in
the Submission From/Submission To Dates and Submitted By.

" Endorsements | Submitted ndorsements Requested From Me

*Submission Status: |

Submission From Date: El

P late Grid Refresh
Submission To Date: El = EEEA
Submitted By: @

Click the Populate Grid button. All eResumes that were sent to you for
endorsement will appear below. Select the Enter Endorsement link for the
eResume you wish to endorse.

My Assignments Endorsements

Don Johnson

1. 'Endorsements | Submitted’ allows member to bring up only their Endorsements.

2. 'Endorsements | arm Endorser On' allows endorser to bring up only those Endorsements subritted to thern,

3. Refresh button clears the grid and defaults it back to 'Endorsements | Submitted”

4. Populate Grid button populates the arid based on whatwas selected for the radio button and what was entered in
the Submission FromfSubmission To Dates and Submitted By,

" Endorsements | Submitted % Endorsements Requested From Me

Submission Status: [Fenaing =]

Submission From Date: [ EJ
DO NOT click the Submitted By: [ T2
“Dismiss” checkbox. _ .
This does not dismiss g:l':“i““' 1By itter lame Department Hame: Endorser Endorser llame
the endorsement and

[ 0B 9/2013 4321765 Allen Wirench  WMSL CREW ALFHA- ALAMEDA 7654321 DonJohnson

send back to the
member, it/dismisses () 0B 252013 1111111 Bolt Cutter G0 CHANDELEUR TES4321  Don Johnson Mo Enter Endarsement
the endorsement
requiremert and — 0651942013 | 2222223 Tek Mician CEC MIDGETT 7654321 Don.Johnson o Enter Endorsement
sends it directly to the O 0692013 3333333 Ofto Mechanic GG SHERMAN 7654321 DonJohnsan Mo Enter Endorsement
AO. If the member’'s
e-resume reedS r OB 92013 4444444 Bo Tengine MSET SF EMG DEPT 7654321 DonJohnson o Enter Endorsement
additional information
before you|can (Gl
complete the

endorsement, notify
the member. The
member can add the
required information
and resubmit for
endorsement.

Continued on next page
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The Endorsement Detail will appear in a new window. At this point you can
change the Rating to Not Qualified or leave it to the default of Qualified.
Enter your endorsement in the appropriate Comment area.

Endorsement Detail
1. Please enter a Rating and Comment for the requested endorsements
2. Ifyou are the final endorser, check the Mark Final box and click Save to finalize the endorsement
3. Toreassign to another endorser, enter their EmpliD in Next Endorser and click Save
Submitted By: 4321765  Allen Wrench Submitted Date: 05/17/2013  Mbr Comments
Previous Endorser:
Assigned Endorser: 7654321  Don Jo[mson
H rit K1 ]
. Position - . -
Job Opening 1D e Posting Title Endorsement Date Entered Rating
152322 00046042 ‘SV'»Q‘\SEITIEETFEJEJRDECS LR R SERA 04/30/2013 IOuaIIﬂed 'I
154868 00000903 EMNG/TACTICAL BCM - ILWACO, WA Mot Reqd 051312013 I Qualified 'I
152334 00070235 ESU - DUTY - PORTSMOUTH, VA Mot Reqd 04/30/2013 IOuaIIﬂed 'I
152374 00043988 ESU - DUTY - PORTSMOUTH, VA MotReqd 04/30/2013 IOuaIIﬂed 'I
152377 00067866 INFO SYSTEMS SUPPORT - MIAMI, FL Not Req'd 04/30/2013 IOuaIiﬂed -I
L4 )
Type: General Mo Policy Requirements
Comment: &
Type: Senior Enlisted Reserve Advisr COMDTIMST 1306.3
Comment:||CHIEF WRENCH IS HIGHLY RECOMMENDED FOR THIS ASSIGNMENT. HE MEETS ALL
REQUIREMENTS OF COMDTINST 1308.3.
e — Elvarcrna
=;J Save

When finished entering your comments, either enter the Next Endorser’s
emplid to forward it on or select the Mark Final check box if you are the
final endorser. Finally, click the Save button.

The Endorsement Detail Save Confirmation window will appear. Click the
OK button to confirm. DA will return to the Endorsement Detail window,
you can close that window.

Endorsement Detail

Save Confirmation

¢ The Save was successful.
Click OK fo transfer back to the Endorsement Detail

Continued on next page
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The My Assignments Endorsement window will appear. Click the Refresh
button and the eResume you just endorsed will disappear from the list. Click
on Enter Endorsement to endorse the next one on the list. Repeat steps 5-6

for each member.
My Assignments Endorsements

Dan Johnsan

1. ‘Endorsements | Submitted’ allows member to bring up only their Endarsements.

2. 'Endorsements | am Endarser On' allows endorser to bring up only those Endorsements submitted to therm.

3. Refresh button clears the arid and defaults it back to Endorsements | Submitted'.

4. Populate Grid button populates the grid based on what was selected for the radio button and what was entered in
the Submizsion FromiSubmission To Dates and Submitted By,

& Endorsements Requested From Me

IPemding 'I

(& Endorsements | Submitted

Submission Status:

DO NOT click the
“Dismiss” checkbox.

This does

not dismiss

the endorsement and

send back

to the

member, it/dismisses
the endorsement
requirement and

sends it di

rectly to the

AO. If the member’s
e-resume needs

additional

before you

information

Submission From Date: ]
- - ropusizons]  [rareen ]
5 oDt ] b | _Feresn |
Subinitted By: @
Ky
D ;:fzn'me(l bmitted By Submitter Hame Department Hame Endorser Endorser Hame  Final Detail
i 06192013 1111111 Balt Cutter CGC CHAMDELEUR 7654321 DonJohnson Mo
- 06/19/2013 2222322 Tek Mician CGCMDGETT 7654321 DonJohnsan Mo Enter Endargement
C 06 8r2013 3333333 Otto Mechanic GGG SHERMAR 7654321 DonJohnsan Mo Enter Endorsement
(] DEM9r2013 4444444 Ba Tengine MSET 5F EMG DEPT 7654321 DonJohnsan Mo Enter Endarsement

can 8

complete the
endorsement, notify
the member. The
member can add the

required in
and resub

ormation
nit for

endorsement.

To view all of your endorsements, select the Endorsements Requested
From Me radio button, change your Submission Status to All, then click
the Populate Grid button.

My Assignments Endorsements

Don Johnson

1. 'Endorsements | Submitted” allows member to bring up only their Endorsements.

2 'Endorsements | am Endorser On’ allows endorser fo bring up only those Endorsements submitted to them.

3. Refresh button clears the grid and defaults it back to ‘Endorsements | Submitted”.

4. Populate Grid button populates the grid based on what was selected for the radio button and what was entered in
the Submission From/Submission To Dates and Submitted By.

" Endorsements | Submitted ¥ Endorsements Reguested From Me

Submission Status: Al hd
Submission From Date: E
Fopulate Grid Refresh
Submission To Date: E
Submitted By: @
Dismiss S:&mmed Submitted By  Submitter Name Department Hame Endorser End

-

Continued on next page
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Click on the View Endorsements link to view each one.

My Page Reguests
Er

DO NOT click the
“Dismiss” checkbox.
This does not dismiss
the endorsement and
send back|to the
member, it dismisses
the endorsement
requirement and
sends it directly to the
AO. If the member’s
e-resume needs
additional jnformation

| Submitted
Dismiss D

ate
] 04730/2013 1111111

0501 3/2013 4321785
06M 712013 4321765
04/30/2013 | 2222222
04/30/2013 3333333
047302013 4444444

HEEEEE

051772013 5555555

Submitted By Submitter Hame Department Hame

Bolt Cutter
Allen Wrench
Allen Wrench
Tek Mician
Otto Mechanic
Bo Tengine

Cam Shaft

CG AIRSTA KODIAK 7654321
ESUPORTINFO TECH DIV (ED 7654321
ESUPORT IMFO TECH DY (ED 7654321
WiMSL CREW ALPHA - ALAMEDA 7654321
CG STA SAN FRANCISCO TEH4321
PACTACLET LEDET 102 TEH4321

SEC BALTIMORE INCIDENT MGT DIV - 7654321

Endorser Endorser Hame

Don Johnson
DonJohnson
Don Johnson
DonJohnson
DonJohnson
DonJohnson

Don Johnson

Final

Ly

Detail

Wiew Endorsement
wigw Endorsernent
Wiew Endorsement
wigw Endorsernent
wigw Endorsernent
wigw Endorsernent

Yiew Endorsement

=

before you can
complete the

10

endorsement, notify

At this point you
the Home Menu.

are finished with the endorsement process and can return to

the member. The
member can add the
required information
and resubmit for

endorsement.
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