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Direct Access Mobilization Self-Service User Guide

1 INTRODUCTION

This guide provides the procedures for searching and applying for Mobilization volunteer opportunities
via Direct Access. Users must have a Direct Access account in order to search and apply for available
openings.

2 SEARCH MOBILIZATION VOLUNTEER OPPORTUNITIES

Users are able to view a list of Mobilization volunteer opportunities, based on a variety of search criteria,
using Self-Service.

1. Select the Mobilization Resume link under Tasks in the Employee pagelet.

Main Menu > CG AD Self Service: Emoloves =

I Tasks
it PC 5 eResUMES pmy My Alirport Terminal Orders
A~ [View jobs and manage your applications. 1 My Airport Terminal Orders

e, Home and Mailing Address ey, Phionie Numbers

J——| Home and Mailing Address J——| Add or updste phone numibers, or specify your prirmary phone number.
= Direct Deposit = Federal & State Tax Elections

1 This link wall take you to view and'or change your EFT/Direct Deposit. 1 Review or change your W4 information.
_— p— i

1—| Review 3 summary of your savings plan enrcliments. = Ezhnic Groups

mmmn My Reserve Orders My Assignmenis Endorsements.
1 ViewUpdate Reserve Orders 1 Iy Assignments Endorsements

pm My Member Info = My cResume

1 XMLF report that contains the: Member Informnation ] My eResurme Submission Report

ey Mobilization Resume

1= | Apply for Violuntear Mobilization Requirements

2. You will be directed to the Search Volunteer Opportunities page.

Search Volunteer Opportunities

Empl 1D: Name:

At l=ast one seanch criteria fizld must be specified. A Request Mumber is required if seanching by Reguirement
Mumber. & Couniry is required if searching by State.

Request Nbr: Q Country: ,_ =

Requirement Mbr: I_ = State: ,— =

Business Unit: | o Geographic Region: [ hd
Reg Region: ’— Q Rating: =

Department Type Cd: & Availability Date: [ E

Grade: ’— 3

Search I Clear Review Applica‘ﬁc-nl




Direct Access Mobilization Self-Service User Guide

3. You can use any, all, or one of the search criteria to define your requirement search. At least one
search criteria must be specified. The more criteria you define the more specific your
requirement search and results will be. To define your search criteria, make selections using the
magnifying glass icon located to the right of each row.

Field Description/Instructions

Request Nbr Search for available openings by the Request Number associated with the

requirement. NOTE: A Request Number is required if searching by
Requirement Number. Leave blank to search for any Request Number

Requirement Nbr

Search for available openings by Requirement Number. NOTE: A
Requirement Number can only be selected after selecting the related
Request Number. Leave blank to search for any Requirement Number

Country Search for available openings by Country. NOTE: A County is required
if searching by State. Leave blank to search for an Country
State Search for available openings by State. Leave blank to search for any

State

Business Unit

Search for available openings by the Business Unit required for the
requirement. Available values include:

CIVCG for Coast Guard Civilians

ENLCG for Coast Guard Enlisted members

OFFCG for Coast Guard Officers

WARCG for Coast Guard Warrant members

Leave blank to search for any Business Unit

Reg Region

Search for available openings by the Reg Region required for the
requirement.

Available values include:

AD for Active Duty members

NOMIL for Civilian members

RSV for Reservists

Leave blank to search for any Reg Region

Department Type Cd

Search for available openings by the Department Type Code associated
with the destination department of the requirement. Leave blank to search
for any Department Type Cd

Grade

Search for available openings by the Grade required for the requirement.
Leave blank to search for any Grade

Geographic Region

Search for available openings by the Geographic Region of the
destination department of the requirement. Available values include:
Afloat

OCONUS

Leave blank to search for any Geographic Region

Rating

Search for available openings by the Rate required for the requirement.
Leave blank to search for any Rating

Availability Date

Enter the date you will be available to start. Leave blank to search for any
Availability Date

4. Click the Search button.
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P

At least one search criteria field must be specified. A Request Mumber is required if searching by Requirement
Mumber. & Country is required if searching by State.

Requirement Nbr: =

Request Mir: Q

Country:

State:

[ =
[ =

Business Unit: |

e

Reg Region: Q

Department Type Cd: Q
Grade: E4 Q

Clear

Geographic Region: [Afioat

Rating:

Rewview f’«pplicaﬁonl

el

a
Availability Date: H

5. The Volunteer Opportunities search results will display in the grid below the criteria.

3 [  1oooooo2 10006 MALFO - 14

+ [0 10000002 10015 MALFO - W,
5 [ 10000002 10018 MALFD - ROU
6 [J  10000oo2 10017 MALFO - CRI
7 [0  1ooooooz 10018 MALFO - CMR.
s [0  1oooooo2 10019 MALFO - CMB.

MODU DEEP WATER
HORIZON

MODU DEEP WATER
HORIZON

MODU DEEP WATER
HORIZON

MODU DEEP WATER
HORIZON

MODU DEEP WATER
HORIZON

llingis-JOHNSCN Afioat, OCONUS
Washingtan-THURSTON Afiost, OCONUS
Romenis-BUCHAREST Afioat, OCONUS

Costa Rica-CORAL SEA ISLANDS Afioat, OCONUS

‘Cameroon-MAROUA Afioat, OCONUS

Camarcon-YAOUNDE Afioat, OCONUS

AD OFFCG
AD OFFCG
AD OFFCG
AD OFFCG
AD OFFCG
AD OFFCG

NAVY SHIF

NAVY SHIP

NAVY SHIF

NAVY SHIP

NAVY SHIP

NAVY SHIP

Mot Applicable

Mot Appicable

Not Applicable

022017

03132017

0332017

03132017

LENE

03132017

3 10000002
4 O 10000002
5 [0 10000002
8 O 10000002

WILALLE DIE=F WA H

10006 MALFD - 1A d—nﬁm—

10015 MALFO - WA

10016 MALFG - ROU

10017 MALFO - CRI

MODU DEEP WATER
HORIZON

MODU DEEP WATER
HORIZON

MODU DEEP WATER
HORIZON

llingis-JOHNSOM

Washington-THURSTON

Romania-BUCHAREST

Costa Rica-CORAL SEA ISLANDS Afioat, OCONUS

7. You will be directed to the Requirement Details page. The Requirement Details will display
Primary Duties, Desired Skill Set, Eligible Grades, Special Instructions and Qualifications

(Competencies, Licenses, Degrees, Honors/Awards, Courses, and Languages) required for the

requirement.
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Requirement Details
Posting Title: MALFO - ARE
Primary Duties:
Guard-owned environmental response equipment during & major pollution incident.
Desired Skill Set:
Eligible Grades:
EZ

Competency:
AMT1 - AMT1 ERATS

Officer Specialty Codes:
CG-0OAF12 - loe Operations (O5C)

Honors & Awards:
CE2545 - PHS Crisis Resp Service Award

Languages:
PO - Portuguese

Licenses & Cerfifications:
BCACVCAT - ACVCP Vet Clin Pharmacology

Degrees:
MEE - Master of Electrical Enginrg

Courses:
000202 - AVIONICS TECHNICIAN SECOMND CLA
100023 - Intro to Confined Space Entry

Special Instructions:
U.5. Passport Required - Blue
Chverseas Screening

Marine Environmentsl Response Asset Line Field Office (MALFO). The MALFO is coordinated through SILC to provide in-theatre support for Coast

8. After reviewing the details of the requirement, click the Return to Search button.

Languages:
PO - Portuguese

Licenses & Certifications:
BCACWCAI - ACVCP Vet Clin Pharmacology

Degrees:
MEE - Master of Electrical Enginrg

Courses:
000202 - AVIOMICS TECHNICIAN SECOND CLA
100025 - Intrz to Confined Space Entry

Special Instructions:
.5, Passport Required - Blue
Crwersess Screening

9. You will be brought back to the Search VVolunteer Opportunities page.

10. Use the Apply checkbox to select any requirements that you wish to apply for.
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D004 MALFO - ARE H%SNEEPW”ER United Arab Emirstes-AL FUJAYR
2 10000002 10005 MALFO - CA e Califormia-CACHLIMA
3 10000002 10006 MALFO - 1& HS%'ZSFP L TIER lingis-JOHNSON
4 O | 10000002 10015 MALEQ - Wi, S \Washington-THURSTON
5 [ 10000002 10016 MALFO - ROU MODH DELF WATER Romanis-BUCHAREST

Afioat, OCOMUS

Afioat, OCOMUS

Afioat, OCOMUS

Afioat, OCOMUS

Afioat, OCOMUS

5

11. Click the Review Application button at the top of the grid results.

Search | Clear

10004 MALFO - ARE
2 10000002 10005 MALFO - CA
3 10000002 10006 MALFO - 18
+ O 10000002 10015 MALFO - Wa
5 O 10000002 10016 MALFO - ROU

Review Applicaﬁonl

MODU DEEF' WATER
HORIZ!

MODU DEEF WATER
HORIZON

MODU DEEF WATER
HORIZON

MODU DEEF WATER
HORIZON

MODU DEEFP WATER
HORIZON

United Arab Emirates-AL FUJAYR Afioat, OCONUS

California-CACHUMA Afioat, OCONUS
llingis-JOHNSON Afioat, OCONUS
Washington-THURSTOM Afioat, OCONUS
Romania-BUCHAREST Afioat, OCONUS

AD

AD QFFCG
AD QOFFCG
AD QFFCG
AD QOFFCG

NAVY SHIP

NAVY SHIP

NAVY SHIP

NAVY SHIP

NAVY SHIP

12. You will be directed to the Mobilization Resume page.

The top portion of the page will display your job and contact information as entered in Direct

Access.

Mobilization Resume

Mame:
Rank: AST3
Business Unit: EMLCG

Phone Numbers

0811/2M8  USA

Dam2018  USA

Empl 1D:

Reg Region: Active Duty
Clearance: SECRET

The middle portion of the page will display the requirements you are applying for.
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Requirements you have .‘lpplled For

1 10004 MALFO - ARE 031372017 DRBHZ01E AD Navy Ship
2 10000002 10008 MALFO - CA Open 03132017 DOBN2NME AD Navy Ehip
3 10000002 10006 MALFO - 14 Open 031372017 DRBHZ01E AD Navy Ship

The bottom portion of the page has a comments box that allows you to enter a resume and
comments as part of your application. It also provides an Endorser field which allows you to

select the person that can approve your application. Member Comments and a Command
Endorser are required for all application submissions.

Member Resume

Find Firstn 1of1 o Last

SegMum Application Date Comments

1 O3 2Ti27

Verify requirement details, enter Endorser 1D and select Submit to apply.

Command Endorsement

Endorser Empl ID: Q

Submit Cancel

Eack to Requirement Search

13. Enter Resume Comments, the Command Endorser, and click the Submit button at the bottom of
the page.

Requirements you hawve Applied For

e e B o B e

1 10000002 10004 MALFO - ARE

03132017 DEY3lv2013 AD Navy Ship
2 10000002 10005 MALFO - CA Cpen 03/3/2017 DOV30N2012 AD Mevy Ship
3 10000002 10006 MALFD - 1A Cpen 021372017 DB30M2012 AD Mavy Ship

Member Resume

Firstn 1of1 o Last

SeqMum Application Date Comments
This is my resume. With all the wonderful things | have done.
1 03/2720M7 Boarding Officer ~
Boarding Team Member
Admin Duty
Worked at s SPO W)
Cosst Guard Person of the Year

Werify requirement detsils, enter Endorser 1D and select Submit to apply.

Command Endorsement

Endorser Empl 1D: Q

=y
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14. The application will be routed to the Command Endorser for approval. You will receive an email
notification that your application has been routed for approval.

15. Click the Back to Requirement Search button at the bottom of the page to return to the Search
Volunteer Opportunities page.

Firstn 10of1 o Last

SegMum Application Date Comments

This is my resume. With all the wonderful things | have done.
E LA Boarding Officar fal
Boarding Team Member
Admin Duty
Worked st 3 3P0 (v
Coast Guard Person of the Year

“four Application has been submitted successfully.

Command Endorsement

Endorser Empl ID:

N 2 EEE

Back to Requirement Search

16. Click Home in the upper right corner of the portal to return to Home.

3 ACCESS ARESUME ENDORSEMENT REQUEST

This section of the user guide contains procedures for viewing the status of applications that have been
previously submitted for approval.

1. Select the My Mobilization Approvals link in the Mobilization pagelet.

Mobilization

Requirement Sourcing My Mobilizaficn Approvals

2. The My Mobilization Approvals page will appear. The radio button ‘Submitted Approval

Requests’ should already be clicked. This allows the user to view all of their submitted
endorsement approval requests.

My Mobilization Approvals

1. 'Submitted Approval Regquests' allows users to display Endorsements they have submitted for approval.
2. 'Requests | am Approver For' allows users fo display Endorsements submitied o them for approval.
3. Refresh button clears the grid and defaults it back to "Submifted Approval Reguests'.

4. Populate Grid button populates the grid based on what was selected for the radio button and Approval Status, and what
was entered in the From/To Dates.

[ (® submitted Approval Requests () Requests | am Approver for

3. Select the appropriate Approval Status and click Populate Grid.
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NOTE: Selecting Approval Status All will display all applications in a Pending, Approved,
Denied and Withdrawn status.

My Mobilization Approvals

. "Submitted Approval Reguests’ allows users to display Endorsements they have submitted for approval.

. 'Reguests | am Approver For’ allows users to display Endersements submitted to them for approval.

. Refresh button clears the grid and defaults it back to 'Submitted Approval Requests'.

. Populate Grid button populates the grid based on what was selected for the radio button and Approval Status, and what
was entered in the From/To Dates.

oA R =

®) submitted Approval Requests O Requests | am Approver for

Approval Status: [ Pending v

From Date: ]
To Date: By

ommand Approvals

e i e R e

1 0302772017 10000002 DEEP WATER OPS 1 10004 MALFO - ARE Open MODUDEERWATER  g3130017 090013
2030272017 10000002 DEEP WATER GPS 1 10005 MALFO - CA Cpen Honpan WATER g3napnt7 germ00s
30302772017 10000002 DEEP WATER OPS 1 10008 MALFO - 14 Open MODU DEEP WATER 03130017 08/3012018

HORIZON

o

MODU DEEF WATER

1m0 10000002 DEEP WATER OFS 1 10004 MALFO - ARE Gpan Hommon 03122017 0913012018 Pending | View Aoplicstion
203m72017 10000002 DEEP WATER OPS 1 10005 MALFO - CA Open Eg%;gﬁ'? WATER 0311312017 00/30/2018 Pending  View Applicstion
20RO 10000002 DEEP WATER OFS 1 10008 MALFO - 1A Gpan R on. WATER g3y13:2017 083072018 Pending  View Aolcation

A new window will open and the Mobilization Resume page will appear with the information that
was submitted on the endorsement approval request.

The top of the portion of the page will display job and contact information for the member.

10
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Mobilization Resume

Mame: Empl ID:

Rank: ASTE Reg Region: Active Duty
Business Unit: EMLCG Clearance: SECRET
Department:

Phone Numbers

FPhaone Type

Home Current 08/11/20M8  USA

Mailing Current OROX2016  USA

The middle portion of the page will display the requirements the member has applied for and
submitted to the endorser for approval.

Requirements you have App\led For

1 10000002 10004 MALFO - ARE 03/13/2017 089/30/2018 AD ANY Navy Ship 0372712017 | Pending
2 10000002 10005 MALFO - CA Open 03/13/2017 08/30/2018 AD ANY Navy Ship 0372712017 1 O Pending
3 10000002 10006 MALFO - 1A Open 03/13/2017 089/30/2018 AD ANY Navy Ship 0372712017 1 | Pending

Requirement and Application Status Values:

Field Description/Instructions

Requirement Status Open — Requirement open for candidates to apply

Filled — A member has been selected to fill the requirement
Partially Sourced — A member has been partially sourced to the
requirement

Fully Sourced — A member has been fully sourced to the requirement
Cancelled — Requirement has been cancelled

Application Status Pending — The Command Endorsement is still pending

Approved — The Command Endorser has approved the application
Denied — The Command Endorser has denied the application
Withdrawn — The member has Withdrawn their application

The bottom portion of the page will display the resume comments the member has entered on
their application(s).

11
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Member Resume Find First o 1ol o Last

SeqgMum Application Date Comments

1 032727 This is my resume. With all the wondarful things | have done.
Boarding Officer ~
Boarding Team Member

Admin Dty

‘Worked at a SPC N
Coast Guard Person of the Year

The Requirement you have applied for grid will display an Application Date and SeqNum for
each application submitted. The Application Date will reflect the date that the application was
submitted. The SeqNum will display the order number (1, 2, 3, 4...) of the application submission
for a specific day. The example below shows that the member submitted two applications in one
day. SeqNum 1 application includes three openings that the member applied for. SegNum 2
application includes two openings that the member applied for.

Requirements you have Applied For

RequestMbr [HeTr=ment |5 quirement Title

1 10000002 10017 MALFO - GRI Open 03/13/2017 0913072018 AD ANY Navy Ship 022772017 2 O Pending
2 10000002 10018 MALFO - ROU Open 03/13/2017 11/30/2018 AD ANY Navy Ship 022772017 2 m} Pending
3 10000002 10004 MALFO - ARE Open 03/13/2017 0913072048 AD ANY Navy S0 022772017 1 O Pending
4 10000002 10005 MALFO - CA. Open 031372017 0913072018 AD ANY evy Ship 022772017 1 m} Pending
5 10000002 10008 MALFO - 14 Open 031372017 09130/2018 AD 4 Navy Ship 032772017 1 O Pending
Member Resume pind  Fist B 1o0ro -
SeqNum ication Date  Comments
2 paRINT T;:;’g’:ﬂ’:“m“'

Worked st s SPO

Coast Guard Person of the Year

Cosst Gusrd Reserve Person of the Year
Independent Duty Yeoman on 8 WMES 270°

SeqNum Application Date Comments

This is my resume. With all the wonderful things | have done

1o paEEmT Boarding Cfficer A
Boarding Team Member
Admin Duty
‘Worked st s SPO v

Cosst Gusrd Person of the Year

4 WITHDRAW ASUBMITTED APPLICATION

This section of the user guide contains procedures for withdrawing a submitted application. Only
applications in a Pending or Approved status can be withdrawn.

1. Follow the steps in section “3 Access a Resume Endorsement Request™ to access a submitted
resume endorsement request.

2. Select the Withdraw checkbox on the rows you want to withdraw.

= q »
BeginDate [End Date |08, [Rat Depart p EEE q thdraw | Applicatio

1 10000002 10017 MALFG - CRI Open 03132017 093012018 AD ANY  Navy Ship 032772017 2 W Pendng

2 10000002 10016 MALFQ - ROU Open 031372017 11/30/2018 AD ANY Navy Ship 031272017 2 (| Pending

3 10000002 10004 MALFO - ARE Open 03/13/2017 09/30/2018 AD ANY Navy Ship 031272017 1 | Pending

4 10000002 10005 MALFO - GA Open 03132017 09302018 AD ANY  Navy Ship 032772017 1 [  Pending

5 10000002 10006 MALFO - 14 Open 03132017 093012018 AD ANY  Navy Ship 032772017 1 [  Pendng

3. Click the Save button at the bottom the page.

12
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1 10000002 10017 MALFO - CRI ‘Open 0311-31'2017 08/30/2018 AD ~ ANY Navy Ship 03I2.TIZD17 2 ) Pending
2 10000002 10016 MALFO - ROU Open 03/13/2017 11/30/2018 AD ANY Navy Ship 037272017 2 (m} Pending
3 10000002 10004 MALFO - ARE Open 03/13/2017 09/30/2018 AD ANY Navy Ship 037272017 1 ] Pending
4 10000002 10005 MALFO - CA ‘Open 03/13/2017 09/30/2018 AD ANY Navy Ship 031272017 1 O Pending
5 10000002 10006 MALFO - 1A ‘Open 03/13/2017 09/30/2018 AD ANY Navy Ship 031272017 1 O Pending
SeqNum Application Date  Comments
2 03272017 This is my resume.
Admin Duty
Worked ata SPO
Cosat Cuard Reserve Fereon o the Vear
Independent Duty Yeoman on a WMEC 270
-SeqNum Application Date Comments
1 03272017 This is my resume. With all the wonderful things | have done.
Boarding Officer A
Boarding Team Member
gsgmgg:‘zdipo f the Y v
Applications submitted can be withdrawn at any time. Click Withdraw Checkbox.
Command Endorsement
4. The Application Status will update to Withdrawn.
1 10000002 10017 MALFO - CRI Open DB!I’BIZDIT 09/30/2018 AD! : ANY Navy Ship D3t‘2".".’2m7 2 4 Withdrawn
2 10000002 10016 MALFO - ROU Open 031372017 11/30/2018 AD ANY Navy Ship 03/27r2017 2 D Pending
3 10000002 10004 MALFO - ARE Open 031372017 09/30/2018 AD ANY Navy Ship 032712017 1 N Withdrawn
4 10000002 10005 MALFO - CA Open 03/13/2017 09/30/2018 AD ANY Navy Ship 032712017 1 (m} Pending
5 10000002 10006 MALFO - 1A Open 0313/2017 09/30/2018 AD ANY Navy Ship 0372712017 1 D Pending
5. Close out of the tab and return to Home.
Email notifications will be sent to self-service users for the below instances.
Action Message Subject Comments
Applicant submits an application | “Mobilization VVolunteer Applicant is sent an email informing
for approval Submission” him/her that the application has been
routed for approval
Member’s application approved “Mobilization Volunteer Applicant is sent an email informing
or denied Approval Request” him/her of the approval or denial
Requirement Cancellation “Mobilization Volunteer Candidates are sent an email
Opportunity Cancelled” informing them of the requirement
cancellation
Member sourced to requirement “Mobilization Volunteer Member is sent an email informing
(Tasking Status changed to Fully | Opportunity Selection” him/her of the selection
Sourced or Partially Sourced)
Another member sourced to “Mobilization Volunteer Candidates not selected are sent an
requirement Opportunity Selection” email informing them the
requirement is no longer available
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