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Applicant Process Guide

Step 1

e Log in to Direct Access

Step 2

e Inthe “Employee” box, click “Tasks”

J My Page | Self Service Reguesis

Content Layout
nnouncements Updated 1 August 2016

“Paysiips" for the 1 August peyday are now available. Paysiins can be sccessed vis the Seif-Service "View” meny. Referto tis guids far Profile
an averview of the new paysiio. The official pay date is 1 August 2016, Members should nat set up automated payments o assume
#unds will be svsilsble prior to published pay dstes. See When is Paydsy? for more information. Payslips are only kept online for one
year. Psyslios more than one yasr old are Besure and ssve your paysl payday!

Plesse see thi

Q entry if you have any difficulty opening "POF" files from within Direct Access.

» Subsoribe o our eNewslette:
» Known Issues, Defects, and Worksrounds
Payroll Processing Schedule (Note the spproval exceptions for reserve drills and orders)
Run the Monitor Abisence Reauest Report fo I pending requests
How to view pending Absence Requests
Hew to CorrectiDelste Aporoved Absence Recussts (SPOs)
How to Lookup s unit's SP0
misnnual Weight and Body Fat Sereening Dats Entry Tips

More User Resources:
» DA/Global Pay Knowledge Base (CGPortal Link}
» DA/Global Pay Knowledge Base (Internet Link)

Tasfs View

BCS eResumes My Profile

My Airport Terminal Orders Member Training Rating
Emergency Contacts My Reserve Points Statement
Home and Mailing Address My Reserve Drills

Phone Numbers View My Payslips (ADIRSV)
Allotments My Employes Reviews

Direct Deposit Employee Review Summary
Federal & State Tax Elections Off C Scale Summary
Al Duty Report SWE PDE

 hlore 6 hlore

» User Guides by User Role

» PCS eResume (Member, Endorser, and Proxy) User Guides

» Salf Service Electronic Leave / Absence Request System. Tasks
De not input leave for PCS or szparatians

using sel-servi

Step 3

e Click “My Panel Submissions”

3 Travel Charge Card Program a
% 81 9DN Maccanas

Main Menu > GG AD Self Senvice: Empioyee

g' Tasks

PCS &R L :

I° 1 VIEW J0bS and manage your apglications. T 1 My Alrpart Terminal Onders

ﬂ Home and Mailing Address Phone Numbers

=l fome e Maling Address 1 |'%5d or update phone numbers, or specty your primary phane
numier.

This ink will take you to view andior change your EFT/Direct Deposit =l Review or change your W-4 Information.

E Thrift Savings Plan E Ethnic Groups

| Review 3 summary of your savings plan enroliments. Etfnic Groups

E’ My Resarve Orders E My Assignments Endorsements
ViEw/UpdalE REsEne Oriers MY AsSignmants ENAoBEMEnts

H My Member Info H My eResume

1= xmie repart that contains the Member Information 1= My eResums Submission Report

,‘—]Emﬂmmmm
| Add or updiate your emergency coniact information.

3 Aliotments
— Thiss link will 1ake you bo view, add, change, or stop your voluntary
deguctions.

All Duty Regort
MD!R}'REpnﬂ

E Annual Screening Questionnaire
|l v Sersening Questionnalre

;_ | My Email Addresses

,? My Panel Submissions
1= Zicws me memoerto apply to screening panels and advance
{raining.




Step 4

Select “Command Screening” from the “Panel Source” drop down menu
e Click “Go”

My Panel Submissions

Here is where we can add generic instructions on how to use this page and what it displays. It is corfgurable, so you
can provide us with the text that suits the CG as a whole.

Panel Source [REili=ESTHE== 111 ~

History

Step 5

e Input the following criteria:

e AD/Res Ind: Reserve — Active Component
e Bus Unit: Officer

e Job Code: “000093” (for CAPT) or “000094” (for CDR)

Panel Source: Command Screening

Bus Unit:

AD/Res Ind: | Feserve - Active Component v| Job Code: |7EIDGEIQ4 @,
Search Submit Return to My Panel Submissions
Step 6
e Click “Search”
Panel Source: Command Screening Bus Unit:
AD/Res Ind: Reserve - Active Component '

Job Code: (000094 @,

Searc Submit

Return to My Panel Submissions




Step 7
e Check box under ‘Apply’ for CMRCSP

S e g ———————

Panel Source:  Command Screening BusuUnitt  |Offcer v|
AD/Res Ind: [Reserve - Active Component v| Job Code: Y
| Search | | Submit Retumn to My Panel Submissions

i

Open Panels Customize | Find | “iew 20l | E |

Panel
Type Title Jobcode Ap;./
000094

1 CMRCSF|Con Major Res CMD Screen Panel

Step 8
e Click “Submit”

L L ] § A A L A § e

Education Application Pracess Guide for detailed instructions on submitting an E-Resume for PG/Adv Ed opportunities.
Panel Source: Command Screening Bus Unit:

AD/Res Ind: |Reserve - Active Component v | Job Code: Y
| Search | | Submit © Retumn to My Panel Submissions
Open Panels Customize | Find | iew 4 | B 3 Frst B qof1 0 Last
Panel
- Title Jobcode  Apply
DO0094 [

1 CMRCSP Con.Major Res CMD Screen Panel

Step 9

¢ Click “‘Edit’ to enter member comments and forward for command endorsement



Panel sgurcel{)ommand Screening hd [ Go | [ History

My Panel Submissions Customize | Find | view il | B 1 3 Fst B g orq I ot
Panel Type Description ‘Sggm“" M;’I:_"‘:Id Edit
1|CMRCSP Con_Major Res CMD Screen Panel 03/08F2016 | Edit| |:—|

Step 10

e Input ‘Member Comments’
e Select Commanding Officer/Endorser
e Save after Completion

Member | wish to apply to... %
Comments:
Endorser: . :"iu
1st Submitied
Endorser:
Last Upd DfTm: by
»
e Beturn to My Panel Submissions




Endorser Process Guide

Step 1

e Log in to Direct Access

Step 2

¢ Inthe “Employee” box, click “Tasks”

JMvPaae Self Service  Requests

Content Layout
Announcements Updated 1 August 2016 Employee -

“"Payslips" for the 1 August payday are now available. Payslips can be accessed vis the Self-Service "View” menu. Refer to this guide for Profile Tasks View

an overview of the new peysiio. The official pay date is 1 August 2016. Members shouid not st up automated payments o ssume FCS eResumes My Profile

funds will be svailsble prior 1o published pay dates. See When is Payday? for more information. Payslips are only kept online for one

year. Psyslios more than ane yesr old sre not svailsble. Be sure fo download and ssve your payslio every psyday! My Airport Terminal Orders Member Training Rating

Plaase ses this FAC entry if you have any dificulty opening "POF" fles from within Direct Access. Emergency Contacts My Reserve Points Statement
Home and Mailing Address My Reserve Drills

» Subscribe to our eNswsletiers

» Known Issues, Defects, snd Worksrounds Phone Numbers View My Payslips (ADIRSV)

» Payroll Processing Schedule (Note the spproval exceptions for reserve drills snd orders)

» Run the Wonitor Absencs Request Repert to ID pending requests Alltments My Employee Reviews

» How to view pending Absence Requests

» How to Correct/Delete Apﬂwed Absence Requests (SPOs) Direct Deposit Employee Review Summar

» How to Lookup 8 unit's 5P . .

e e s i T Eederel & State Tax Blecfions je.de. Scale Summary
All Duty Report SWE PDE

More User Resources: & More. & More.

» DA/Global Pay Knowledge Base (CGPortal Link]

* DA/Global Pay Knowledge Base (Internet Link!

» User Guides by User Rale

» PCS eResume (Member, Endorsar, and Proxy) User Guides

Tasks

» Self Service Electronic Leave / Absence Reguest System.
De nct input leave for PCS or s=parations

using self-service. Travel Charge Card Program =
® L1 S0M Masszmas

Step 3

e Click “My Assignments Endorsements”

Tasks

PCE sRscumsc I—'—] My Alport Terminal Ordarc I—'—| Emsrganoy Contache
l_lmmﬂwmmﬂn. J Wiy Airport Terminal Crders J Add or updale your ererpency contact iformation.
I—‘—|anmol1|| Walling Addrece I—' = Fhona Mumbsrc I—'—| Allctmeante
|_llh-=mdhhl1m I.W:rmmm:nrm or spedfy your primary phone l_lmslmﬂulmmﬂﬂ.uﬁ.mwn@mm

‘deducions.
[[=|Ra=ailacoct o Bt Rl =
This Iink sl k= you D Wew andior dhange your EFT/Direct Depost Review or change your 'W-3 imformastion. l_NMH:put

Ihrifl $avings Plan Eihnio Sroucs
Em:myurmmmmm. EEM:M / Emmam

M ESEO0e CTORE

ﬁmmm ﬁmmm EEEM

l—'—lll1 Member Info l—'—] My oFecume l—_‘ My Fanel Submicsions

= XMLF report that conBsins the: Wember infomralion = Wy efiesume Exbmission Repart umunmbmhmmmmm



Step 4

e Select “Endorsements Requested From Me”

Step 5

e Select “Pending” from the “Submission Status” drop down menu

Step 6

e Click “Populate Grid”

Step 7

e Click “View Endorsement”

My Assignments Endorsements

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.

B Step 4 —~ o
| O Endorsements | Submitted ® Endorsements Requested From Me

L

Step 5 Step 6
*Submission Status:
—
Submission From Date: ]
Submission To Date: [ - Populate Grid | . Refresh

Submitted By: 1 @,

Assignment Endorsements




Step 8

e Click “Edit”

Endorsement Summary

[

My Panel Submissions

Board Type Code  Description

1 CMRCSP Con.Major Res CMD Screen Panel
Step 8
Step 9
e Select “Recommend” or “Not Recommended”
Step 10
e Input comments in the “Endorser Comment” box. (Note: Command/endorser comments are
REQUIRED.)
Step 11
e Click box beside “Mark Final”
Step 12

e Click “Save”



Endorsement Summary

Board Type Code CMRCSP AD/Res Ind Aclive Rsv Sequence Number 19
Member tesq
Comments:
Endorser: (T ] Q, I
1st Submitted
I
Endorser: 7teﬂ 9 Step 11
ecommend !) Not Recommended ¥1 Mark Final
Endorser _ &
Comments: Step 10:
Input Command/endorser commentsin this
block.
Step 12 Last Upd DITm: 0B/08/16 8:56:19AM by: 1186927
Save | Retum to My Panel Submissions
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Application Verification Process Guide

Step 1

e Log in to Direct Access

Step 2

e Inthe “Employee” box, click “Tasks”

JMyPage Self Service  Requests
Content Layout

Announcements Updated 1 August 2016

“"Payslips" for the 1 August payday are now available. Payslips can be accessed vis the Self Service "View” meny. Refer to this guide for Profile
an overview of the new peysiio. The official pay date is 1 August 2016. Members shoid not st up automated peyments o assume
#unds will be svailsble prior to published pay dates. See When 'z Payday? for more information. Payslips are only kept online for one
year. Psyslios mare than one yasr old are Bezure &nd save your payslio very peyday!

Please see this EAQ entry i you have any dificulty opening "PDF" files from within Direct Access.

» Subscribe &
» Known Issue: rkarounds

» Payroll Processing Schedule(Note the spproval exceptions f
» Run the Monitor Absence Reauest Report to D pending requests
» How to view pending Absence Recuests
» Howto G A d Absence Recuests (SPOs]
» How to Lookup 8 unit's SPO

» Semisnnual Weight and Body Fat Sereaning Dats Entry Tips

serve drills and orders)

More User Resources:
» DA/Global Pav Knowledgs Base (CGPortal Link)

Tasks
PCS eResumes My Profile

My Airport Terminal Orders Member Training Rating

Emergency Contacts Iy Reserve Points Statement

Home and Mailing Address My Reserve Drills
Phone Numbers View My Payslips (ADIRSV)
Allotments My Employee Reviews

Direct Deposit Employee Review Summary

Federal & State Tax Elections Off G Scale Summary
All Duty Report SWE PDE
9 Wore.

» DA/Global Pay Knowledgs Base (Internet Link

» User Guides by User Role
» PCS eResume (Member, Endorser, and Proxy) User Guides
» Salf Service Electronic Leave / Absence Request System. Tasks

Manager

iew

De not input leave for PCS or separations
using self-service.
% 819D Maccanac

Step 3

e Click “My Panel Submissions”

Enu > GG AD Sell Senvice: =

Tasks

My A Terminal 0
i 1wew]nnsanﬂmanageywrapglluaﬂms. T 1My.q|rpm'rennna|0m-s

Phone Numbers
And or update phone numbers, or specify your primary phane
nisTDer.

-—L‘] Home and Mailing Address
=] fiome = Wating Adares= i

i D = Federal & State Tax Electi
This ink will taka you to view andior change your EFT/Diract Deposit. Review of change your W-4 Information.

r'ﬁ'ﬂlri& Savings Plan rﬁEﬁmic Groups

|| Review a summary of your savings plan enrliments. | il ==y Groups

E_’] My Reserve Orders E My Assignments Endorsements
View/Updale Resene Orders My Assignments Endorsements

,—_‘1 My Member Info ,E‘ My eResume

I=—l5%ue repart that comtains the Member infomation | = My eResume Submission Report

Travel Charge Card Program -]

r=ﬁﬁmﬁmumlﬂmuﬂﬁ
1 |'%dd or upeats your emergency contact information.

== Aliotments

—— 1 This ik will take you to view, add, change, of stop your voluntary
deductions.

AlLDuty Regort
=

E Annual Screening Questionnaire

Anrual Screening Questionnaire

E My Email Aﬁdlesse/

,.——1 My Panel Submissions
1==1 Zlicws the member to apply to sereening pansis and advancs
{raining.

*Note: Panel applications that have been successfully submitted will appear in “My Panel

Submissions”.
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Step 4

e Click “History” to refresh the panels for which you have applied.

Panel Sou TCE| v | | Go | |ﬂ|

First

My Panel Submissions Customize | Find | View A
PanciType  Descrtion = =
1 CMRCSP Con.Major Res CMD Screen Panel 02/08/2016 O

My Advanced Training Preferences Customize | Find | view a1 | B | 3 Fir=

Step 5

e Click “Edit” to add comments and forward for endorsement.
e Click * - * to withdraw the application.

Panel Source | v] | Go | | History |

My Panel Submissions

. Application Marked
Panel Type Description Date Final
1 CMRCSP Con.Major Res CMD Screen Panel 02/08/2016 O

My Advanced Training Preferences Customize | Find | View

* Note: Once a panel is marked “final” by an endorser, it may no longer be edited.
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