May 2003

VIEWING SECURITY CLEARANCE INFORMATION

This section outlines the steps to determine security information for new/current employees.

STEP ACTION

1 To locate the employee’s assigned position - From the Navigation List — Click on People
— Enter and Maintain - <Open>

2 The Find Person Window displays.
e Clickin the Full Name data field and type in all or part of the last name, then press

Tab. Select the appropriate employee.
e Click <OK>.
e Click <Find>.
s Find Person
3 The People Window displays.

e Click <Assignment>.
% FPeople
Name
Gender m orn
Person Type for Action _

Person Types
Employee_Ex-applicant
Identification
Employee - [N34428
g i CIHNG S 106 -66 6001

Fersonal

Birth Date  [14-APR-1966
Town of Birth

Aoge
Status

Region of Birth Mationality
Country of Birth

Registered Disabled

Effective Dates

i 12 ) AN 2003 T Latest Start Date [EMEUEINIE o N

Job Aid #18-14 - Viewing Security Clearance Information

-1-



May 2003

The Assignment Window displays.

e Clickinto the left side of the Position data field (the entire data field will

automatically highlight).

e Click the right mouse button and Click on copy.

WIGEGFEE I NAVAL WEAPONS STATION SEAL BEAC

‘JCLS.DIRECTOR_. HUMAN RESOURCE SEI

Biweekly
Location =l Active Appointment

Supervisor

Mame

MNumber

Effective Dates

12 JAN-2003

e Close the Assignment and People windows.

e From the Navigation List — Click on Work Structures — Position — Description —
<Open>

e The Find Window will display — Close this window using the “X” in the upper right

hand corner of the window display.

e Press F11 - Click in the Date Effective Name — Click the right mouse button and

Click on paste.

Note: The position title you copied previously will be pasted in the Date Effective
Name data field.

e Press Ctrl F11.
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The position information will populate the Position Window display.

e Click <Others>.
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The Navy Window displays.
e Click US Federal Position Group 1.

e Click in the Details area.
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1

The US Federal Position Group 1 Window displays listing the Position Sensitivity and
the Security Access.
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