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This guide provides the procedures for members to search, apply, view, or
withdraw from Mobilization volunteer opportunities in Direct Access (DA).
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3 May 2024
Applying for Mobilization Volunteer Opportunities

Introduction This section provides the procedures for searching for and apply to Mobilization
volunteer opportunities in DA.

Procedures See below.
Step Action
1 Navigate to Member Self Service via the drop-down or by page arrows.
DIR 0 )
Member Self Service ¥ < 20f2 Notifications &

Actions Alerts

Direct Access Announcements Absence Request - View AD/RSV Payslip

2 Click on the Member Career Details tile.

Member Career Details

[

£

Continued on next page
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Applying for Mobilization Volunteer Opportunities, Continued

Procedures,

continued

Step

Action

3

Select the Mobilization Resume o

[ Airport Terminal

& Assignments Endorsements
«, Employee Reviews
-IIL Employee Reviews Summary

% eResume - View

{:E- Member Info

ﬁ Mobilization Resume

My Profile

kil Off Comparison Scale Summary
1Y Panel Submissions

.[:a— PCS eResume - Submit

/o SWE PDE

SWE Profile Letter

- Warrant PDE

2 Warrant Profile Letter

tion.

Continued on next page
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Applying for Mobilization Volunteer Opportunities, Continued

Procedures,

continued

Step

Action

4

e See chart in Step 5 for an explanation of each data field below.
e At least one field must be populated.

e Using the Lookup or drop-down, select the data to be entered into each field (In this
example, the search criteria for Rating and Grade were used).

Click Search.

Search Volunteer Opportunities

EmplID: 1234567 Name: John Wick

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

Request Nbr. | Q| Country: | Ql
Requirement Nbr: | Q| State: | Q|
Business Unit: ‘ M ‘ Geographic Region: ‘ v
Reg Region | Q| Rating: | 3 Q IMachineW
Department Type Cd: ‘ Q ‘ Availability Date: ‘
a

Review Application

Grade: E5
Search

B|[a]

Request Requirement
Nbr N

Clear

ApPlY Titl
itle

1 a

Operati
Name

graphi graphi
Location= Region

View All

Department Rate ICS Command Begin Date End Date POC Name POC Phone POC Email
Type Cd

Continued on next page



3 May 2024

Applying for Mobilization Volunteer Opportunities, Continued

Procedures,
continued
Step Action
5
Field Description
Request Nbr Leave blank or use the Lookup to search for a specific

request number.

Requirement Nbr

Leave blank or use the Lookup to search for a specific
requirement number. NOTE: A requirement number may
only be selected after a related Request Nbr has been
selected.

Business Unit

Leave blank or use the drop-down to select the appropriate
value:

e Civilian CG

e Enlisted CG

e Officer CG

e Warrant CG

Reg Region

Leave blank or use the Lookup to select a specific regulatory
region:

e AD (Active Duty members)

e NOMIL (Civilian members)

e RSV (Reserve members)

Department Type Cd

Leave blank or use the Lookup to enter the Department Type
Code.

Grade

Leave blank to search for all available requirements for all
paygrades or using the Lookup, select a specific paygrade.

Country

Leave blank or use the Lookup to select a specific country.

State

Leave blank or use the Lookup to select a specific state.

Geographic Region

Leave blank or use the drop-down to select a specific
geographic region.

Rating

Leave blank to search all available requirements for all
ratings or using the Lookup, select a specific rating.

Availability Date

Leave blank or enter an availability date.

Continued on next page
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Applying for Mobilization Volunteer Opportunities, Continued

Procedures,

continued

Step

Action

6

If no mobilization volunteer opportunities matching the search criteria are found, a
notification message will display. Click OK, then edit, add, or remove criteria and click

Search again.
[P

Mo records found matching the search critena (30017 ,51)

OK

A list of mobilization volunteer opportunities matching the criteria entered in Step 4
will display. Click the Requirement Title to view specific information about the
mobilization opportunity.

LY v View Al
Apply Request Requirement pooyirement Tirle o Location= i mﬁ Business Department Rate ICS Command Begin DateEndDate POC  POC Phone POC Email
Region Unit Type Cd Mam
1 10008783 10001] SUP NolAppiicable  Alaska-VALDEZ-CORDOVA Afloat USA  ENLCG MK NotApplicable 06212021 07/082021 Winston 817/555-6555 winston continentaigiuseg. il
OCONUS
2 10011864 | PR s | Alaska KETCHIKAN OCONUS RSV ENLCG  BASE MK NotApplicable 03182023 06116/2023 Marcus | 212/222-2222 marcus Sniper@USCG mil
3 10012168 10001] 2 o P Georgia TYBEE ISLAND RSV ENLCG STATION MK NotApplicable 06172024 08/0872024 Charon 917/333-3333 charon.concierge@USCGmil
4 10011483 10001 ﬁ%%&m;ﬁﬁgf Massachusetts BUZZARDS RSV MSST MK NotApplicable (924/2023 012112024 Charlie  212TT7-TTT7 charlie thecleaner@uscg mil
. BAY
MEO MACHINERY
5 10010373 1000 TECHNIGIAN 1SO TRACEN | Not Applicable  New Jersey-NEW JERSEY RSV ENLCG TRACEN MK NotAppicble 1017/2022 021162023 Aurelio §17/B36-8888 aurelio.mechanicguscg mi
CAPE MAY

The Requirements Details will display. Click Return to Search to return to the full list
of Mobilization Opportunities.

Mobilizatn -Requiremnt Posting x

Requirement Details

Posting Title: WMEQ MACHINERY TECHNICIAN IS0 TRACEN CAPE MAY

Primary Duties:
SHORT TERM NCN CONTINGENCY ADOS -Machinery Technician “A" School Completed E4 MK Rating Performance Qualifications Sign-Offs Completed

Desired Skill Set:

Receives a wide array of mechanical work assignments from supervisor including corrective and preventative maintenance base services Government vehicle operation/logistics and improvement
projects. Determines the nature of mainienance or repair needed and plans the sequence of work. Responsible for determining the effects that alterations will have on the total system and for
ensuring that lines and eguipment function properly. Work is completed from orders blueprints sketches manufacturer's instructions and other oral and written instructions. Work is subject to spot-
checks during progress and upon completion by a supervisor for compliance with instructions. Member reports to the superviseor all special occurrences such as casualties and corrective action taken
fo maintain service.

Eligible Grade:
E5

Competencies:

Officer Specialty Codes:
Honors & Awards:
Languages:

Licenses & Certifications:
Degrees:

Courses:

Special Instructions:

‘ Return to Search

Continued on next page
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Applying for Mobilization Volunteer Opportunities, Continued

Procedures,

continued

Step

Action

9

To submit an application for a specific requirement, check the Apply box for the
appropriate Requirement Title, then click Review Application.

=)[a

APPIY. e

Request  Requirement g cuirement Title

10001 SUPPORT IS

QUEST R PE
1 10008783 F
2 10011864 toggy Farental Leave Program-5;
3 10012169 10001 :'-".'c, " ': ,, !
PARENTAL LEAVE F
4 10011493 10001 o £
5 10010373 10002 TECHNICIAN IS0 TRACE

Lo ]

Reg
Location =
Region  Redh
NE
NotApplicable  Alaska-VALDEZ-CORDOVA Afloat, usa
OCONUS
©  PARENTALLEAVE = =1 e
PARCITALLEAVE  Aaska-KETGHIKAN OCONUS RSV
RAN PARENTALLEAVE . YBEE [SLAND "
EROGRAN yod | Georga-TYBEE ISLAND RSV
1GRAM PARENTAL LEAVE e . -
PROGRAN Y23 | Massacnusens BUZZARDS RSV
N NotApplcable  New Jersey-NEW JERSEY RSV

usi

ENLCG

ENLCG

ENLCG

ENLCG

iness

Depariment Rate ICS Comman: d Begin Date End Date  POC  POC Phone  POC Emall
Type Cd Hame

MK NotApplicable 08/21/2021 071082021 Winston 917/555-5555
BASE MK NolApplicable 0X19/2023 06152023 Marcus 2122222222 marcus sepen@USCG mil
STATION MK NolApplicable 06/17/2024 091082024 Charon  917/333-3333 charon concierge@@USCG.mil
MSST MK NotApplicable 0824/2023 01/2112024 Chalie  2127TT-TTTT chare hecleaner@uscy mi
TRACEN MK NatAppicable 10/17/2022 021152023 Aurelio §17/888-8888 aurelio mechanic@uscg, ms

10

The Mobilization Resume will display (split into 2 sections). Review the information

listed on the application to ensure it is accurate.

If the Phone Numbers, Email Addresses, or Home/Mailing Addresses listed are
incorrect, EXIT THE PAGE without making any changes and update your personal
contact information. Once done, return to the Mobilization Resume to submit your

application.

Name:

Rank:
Business Unit:
Department:

Phone Numbers

Phone Type

Maobile

mail Addresses
Email Type

Business
Other

Addresses
Address Type

Home

Mailing

Mobilization Resume

John Wick Empl ID: 1234567
LT Reg Region:  Reservists
OFECG Clearance:
007289 SEC NEW YORK INCIDENT MGT DIV
Phone Number Extension Preferred
917/555-5555
Email Address Preferred
john. wick@uscg.mil
babayaga@boogeyman.com
Status As Of Country Address
The Continental Hotel
Current 05/20/2016 USA New York NY 10011
The Continental Hotel
Current 05/20/2016 USA NEW YORK NY 10011

Continued on next page



3 May 2024
Applying for Mobilization Volunteer Opportunities, Continued

Procedures,
continued

Step Action

10 | e Enter Comments (required).
Cont | e Enter the Endorser’s Empl ID and click Submit.

Requirements you have Applied For

5][a] e
Request Nbr ﬁ:‘;‘mmme"t Requirement Title ';f;ﬁism'"e"t Begin Date End Date ;:ginn Rate Department Type Date. b SeqNum Application Status
1 10010373 10002 rg%ﬂgﬁggwggggaicmdm Open 10/17/2022  02/16/2023 RSV MK Training Center
Member Resume ‘E| 10f1 ~
I SeqNum Application Comments
Date

Comments are required
1 05/01/2024

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

Command Endorsement
Q
Endorser Empl ID: | 9876543 ‘ Winston

I Submit I [ Cancel ]

Back to Requirement Search

11 | The Mobilization Resume will update stating “Your Application has been submitted
successfully” and be routed for approval.

Requirements you have Applied For

By
Requirement . Requ
Request Nbr Requirement Title Statu
MEO MACHINERY TECHNICIAN
1 10010373 10002 1SO TRACEN CAPE MAY Open|
Member Resume ‘ Q ‘

I SeqNum Application Comments
Date

1 05/01/2024

Comments are required.

Your Application has been submitted successfully.
Command Endorsement

Endorser Empl ID:

Submit Cance

Back to Reguirement Search




3 May 2024

Viewing the Status of a Mobilization Application

Introduction

application in DA.

This section provides the procedures for viewing the status of your Mobilization

Procedures See below.
Step Action
1 Click the Mobilization Workcenter tile.

Mobilization Workcenter

A 1ol
= =

The My Mobilization Approvals option will automatically display.

w Links

Mobilization

C &

My Mobilization Approvals

Requirement Sourcing

w Queries
w Reports/Processes

Common Links

Report Manager

Continued on next page



3 May 2024
Viewing the Status of a Mobilization Application, Continued

Procedures,
continued

Step Action
3 The My Mobilization Approvals page will display. Ensure the Submitted Approval
Requests radio button is checked, and the Approval Status indicates All, then click

Populate Grid.
My Mobilization Approvals

John Wick
1. "Submitted Approval Requests' allows users to display Endorsements they have submitted for approval.
2. 'Requests | am Approver For allows users fo display Endorsements submitted to them for approval.
3. Refresh button clears the grid and defaults it back to 'Submitted Approval Requests'.
4. Populate Gnd 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.

ubmitted Approval Requests O Requests | am Approver for
Approval Status: I All VI
From Date: ‘ ‘
Iro Date: | | Populate Grid Refresh

4 A list of the mobilization applications will display. To open the application, click View

Comman d Approvals
5 Q
popicaton APRICATt ApplicantName GEPTIUS" Approver Name R0Vt Request Tite Reg rement Tige  Redulr Mame Begin Date EndDate SPPT®3l petai
MEO MACHINERY MEQ MACHINERY
1 050112024 1234567  John Wick 0876543 Winston 10010373 TECHNICIAN ISO 10002 TECHNICIANISG  Open Not Applicable 101712022 02116/2023 Pending
TRACEN CAPE MAY TRACEN CAPE MAY

Continued on next page
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Viewing the Status of a Mobilization Application, Continued

3 May 2024

Procedures,

continued

Step

Action

5

The Mobilization Resume will display.

The Requirement Status designates the status of the requirement:
e Open — The requirement is open for candidates to apply.

e Filled — The requirement has been filled.

e Partially Sourced — The requirement has been partially sourced.
e Fully Sourced —Tthe requirement has been fully sourced.

e Cancelled — The requirement has been cancelled.

The Application Status designates the current status of the application:
e Pending — The application is pending approval.

e Approved — The application has been approved.

e Denied — The application has been denied.

e Withdrawn — The application has been withdrawn.

Requirements you have Applied For

Y

Request Nor  ReAUIMENt  peqyirement Title Requirement Reg

Status Begin Date End Date Region Rate Department Type Date SegNum

1 10010373 10002 [AEC MACHINERY TECHNICIAN Gpen 1017/2022 021612023 RSV MK  Training Center 050012024 1

Member Resume Q

SegNum icati C
Date

1 05/01/2024

Comments are required

Applications submitted can be withdrawn at any time. Click Withdraw Checkbox.

Command Endorsement

Endorser Empl ID:

Save

Pending

ion Status

11




3 May 2024

Withdrawing a Mobilization Application

Introduction

This section provides the procedures for members to withdraw a previously

submitted Mobilization application in DA.

Procedures See below.
Step Action
1 Click the Mobilization Workcenter tile.

Mobilization Workcenter

A 1ol
= =

The My Mobilization Approvals option should automatically display.

+ Links

Mobilization

C &

My Mobilization Approvals

Requirement Sourcing

w Queries
w Reports/Processes

Common Links

Report Manager

Continued on next page
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3 May 2024
Withdrawing a Mobilization Application, Continued

Procedures,
continued

Step Action
3 The My Mobilization Approvals page will display. Ensure the Submitted Approval
Requests radio button is checked, and the Approval Status indicates All, then click

Populate Grid.
My Mobilization Approvals

John Wick

1. "Submitted Approval Requests' allows users to display Endorsements they have submitted for approval.

2. 'Requests | am Approver For allows users fo display Endorsements submitted to them for approval.

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

4. Populate Gnd 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.

ubmitted Approval Requests O Requests | am Approver for
Approval Status: I| All v||
From Date: ‘ ‘
Iro Date: | | Populate Grid Refresh

4 A list of the mobilization applications will display. To open the application, click View

Comman d Approvals
5 Q
popicaton APRICATt ApplicantName GEPTIUS" Approver Name R0Vt Request Tite Reg rement Tige  Redulr Mame Begin Date EndDate SPPT®3l petai
MEO MACHINERY MEO MACHINERY
1 05012024 1234567  John Wick 9876543 Winston 10010373 TECHNICIAN ISO 10002 TECHNICIAN SO Open Not Applicable 10117/2022 02116/2023 Pending
TRACEN CAPE MAY TRACEN CAPE MAY

Continued on next page
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3 May 2024

Withdrawing a Mobilization Application, Continued

Procedures,

continued

Step

Action

5

The Mobilization Resume will display. To withdraw the application, check the
Withdraw box and click Save.

qui its you have Applied For
[=]a]
Requirement . Requirement . Reg Application - -
Request Nbr Nbr Requirement Title Status Begin Date End Date Region Rate Department Type Date SeqNum Withdraw Application Status
i MEO MACHINERY TECHNIGIAN : : : i i i i i I
100103 10002: 1SO TRACEN CAPE MAY :Oueﬂ 10/17/2022 :02/16/2023 :RSV :MK raining Center 05/01/2024 il :F'eﬂdlng

Member Resume ‘ Q ‘ v
SeqNum icati c

Date

Comments are required
1 05012024

Applications submitted can be withdrawn at any time. Click Withdraw Checkbox.
Command Endorsement

Endorser Empl ID:

Save

The Application Status will update to Withdrawn. No further action is required.

Requirements you have Applied For

=[a]
Request Nbr ﬁ‘e:?uirement Requirement Title Ig‘eﬂrzﬂisrement Begin Date End Date Ezginn Rate Department Type Sgtnelication SegNum Withdraw Application Status
1 1001037 i 100[)25rg%agﬁggwé?;gsﬁcmcm’\‘ éOpen i /16/2023 ERSV :MK éTrammg Center 505/01/2024 I ‘Withdrawn I
Member Resume ‘?‘ M
SeqNum icati C
Date Comments are required.

1 06/01/2024

Applications submitted can be withdrawn at any time. Click Withdraw Checkbox
Command Endorsement

Endorser Empl ID

Save

14




