12 January 2024

Member: Why Was My Role Request Denied

Introduction This guide provides the procedures for checking on why your request for
Direct Access (DA) roles was denied by the final approvers at PPC.
Procedures See below.
Step Action
1 Navigate to Member Self Service via the drop-down or by page arrows.
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Click on the Requests (All Types) - View tile.
Requests (All Types) - View

Change the Transaction Status to Denied and click Populate Grid.

View My Action Requests

Hoban Washburne

1. "My Submitted Requests’ allows member to bring up only their Action Requests.

2. "Requests | am Approver For' allows approver to bring up only those Action Requests submitted fo them.

3. "All Requests’ allows the approver to pull up their Action Requests and those submitted to them.

4. Transaction Name field allows user to select a particular transaction (i.e., Absence Request, Delegation, etc.)

5. Refresh button clears the grid and defaults it back to "My Submitted Requests' and Transaction Status of "Pending'

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

® My Submitted Requests O Requests | am Approver For

O All Requests
Transaction Name: | All Transactions V‘
Transaction Status: I Denied VI
Submission From Date: |
Submission To Date: | | Populate Grid I I Refresh

Continued on next page
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Member: Why Was My Role Request Denied, Continued

Procedures,

continued

Step

Action

4

Click View Details on the appropriate User Action Request.

|E;‘ ‘?‘ | ViewAl
Transaction Name  Status Member Member's Last Name Member's Emplid Member's Deptid Submitted By  Approver Submission Date Drill Date View Details
User Access Request | Denied | Hoban Washbume |Washbure 11224567 | 006817 Hoban Washbume {Malcolm Reynolds 120220804 | ZE=n |
Absence Request  Denied Hoban Washbume Washbume

2125261 006817 Hoban Washbume Malcolm Reynolds  2017/11/19 View Details

Scroll down the page to the Action Request Status and read the Comments left
by the approver. Resubmit request with appropriate actions taken.
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View All

Role Name Role Descriptien

CGSsCMD CG Self Service Command

Designation Letters (1200 KB Limit)
=[a]

File Name Uploaded By, Uploaded On

Approver Selection

“Justification: | Needed for role as CGC DOLPHI

x TREA- Position: ~
Approver ID: | 9876543 Malcoim fleynolds 00012800 - SPO DIV SUPERVISOR
Rank: YNCM
Acknowledgement: | understand tifat | am authorized to access the Direct Access system and that accessing it for purpose beyond the Scope of
Authorization

a violation of Federal law (18 U.S.C. 1030 et al) (Note: Refer to the Automated Information Systems (AIS) User
Acknowledggiment Form (CG-5500A) which is required for all U.S. Coast Guard AIS users it contains the full Scope of
Authorizatioff and Acknowledgement.)

Absence Request Approval

Request Status:Denied

Withdraw

(2 ViewiHide Comments
1
Approved
Ialcolm Reynolds

v Initial Aporove Action Request
08/04/22 12:08 PM

Denied

s Request Final Appr
2 PM

Comments
RIVER TAM at 08/04/2022 - 12:22PM
Resubmit, do not list anything under Add Roles.




