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1. Goto

https://chart.donhr.navy.mil/admin/AdminHome.asp
2. Read the Quick Tips
3. Click on Need to Create an Account



https://chart.donhr.navy.mil/admin/Admin
https://chart.donhr.navy.mil/admin/AdminHome.asp

o

£ Creating Your Account

» Complete First and Last Name

----- : * Select your servicing HRSC region
: * Set up password using hints

* Enter Hint

i o | Enterwork email address

* Click Create

* Notify HRSC CHART POC that
account is ready to be activated

*Note: Wait for activation from
CHART administrator. You won't
be able to log in without this.
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A A

Complete First and Last Name
Select your servicing HRSC region
Set up password using hints provided
Enter Hint

Enter work email address. Don't use a home account or it
will be deleted.

Click Create

. Notify HRSC CHART POC that account is ready to be

activated

. Note: Wait for activation from CHART administrator. You

won't be able to log in without this.
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Upon activation log in using User
ID (Email Address) and
Password.
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1. Upon notification that your account has been activated...
log in using User ID (Email Address) and Password.



2 Selecting Official/HRO View
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The Selecting Official/HRO Representatives will
see two Certificate Tools:

Selecting Official Certificate Search and
Approving Official Certificate Search
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1. These are the options the manager/approving official sees
when he/she logs in.



Selecting Official/HRO
o Certificate Search
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1. The Quick Tips provide the instructions on how to search
as well as other notes regarding the certificates.

2. The manager/HRO must enter the Certificate Number
exactly as provided by HRSC. There is no wildcard
search. This is security measure. Also once a cert has
been closed by HRSC, manager won't be able to open it
again without HRSC intervention.

3. The region will not show, it automatically selects the region
based on the managers/HRO log in and account.
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1. Selecting Official View — Headetr...

2. Buttons in upper right hand corner allow managers to go
back to previous search screen, print resume or mass print
the resumes.



4 Selecting Official Cert — Part I

Instructions autopopulate and are the same
as previous hard copy cover letters
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1. Instructions are similar to previous hard copy cover letters.
2. RNO data also populates.
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A selecting official can view and print a resume one of two ways; by
clicking on the red name link or clicking on the print resumes button
in the upper right hand corner.

A help button is located next to the Candidates header. This
provides detailed instructions on how to make selections and save.

The manager uses the pull down menus to identify selections,
alternatives, declinations, etc.

There is also a reason column that we can use to identify the reason
declined or not selected. This is optional.

When a selection is made or not made and the manager is finished
working the certificate, the selecting official indicates if a selection
was made and if it needs to be approved by a reviewing official.
Based on the response for the approving official, this toggles the
appropriate email notification window (either approving official or
HRO/HRSC).

Hint: If the selecting official makes any selections or menu choices,
these additions won't be saved if they click Send Applicant
Emails..... So if they plan on using the email function, they should
do this first or use the Save and Return later button, then return to
the cert and make their selections.....



Selection Certificate — Part IV
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Certificate Survey Questions are optional.
Manager uses pull down menus to identify survey results.

Four survey questions, however only 2 and 3 really need to be
answered. Why so few? We want to make it easy for the manager
to complete this.

The comments box can be used for them or the HRO to record
additional information on the survey, selection or certificate.

Using the Buttons... the selecting official can :
* Send Applicant Emails

» Save Cert and Return Later. Keeps changes, but
does not close certificate. Allows manager to come
back later and finish cert.

» Save Certificate/Forward for Action. Depending on if
action needs approval or not , brings manager to
appropriate e-mail window. If it needs approval the
email window will be directed to the approval official. If
not it's directed to HRSC/HRO.

10



Selecting Official —

o
42 . :
o Send Applicant E-mail
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1. Send Applicant E-mail has a pre-populated message.
This message can be changed.

2. The intention is that the HRO or Selecting Official would
send it out. Note: The message asks them to respond if
they ARE NOT interested.

3. Recipient, From, Subject and text fields all can be edited.



Save Certificate Forward
o for Action Email Window
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2 |Instructions and e-mail text will be different
depending on if the action needs further
approval or not.
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1. This window is intended to email the approving official that
the certificate is ready to be approved. If it does not need
additional approval, then the window instructions and
message will be for the HRSC/HRO asking for action.

2. Works the same as all other email windows. Each field
can be edited. Check the Quick tips for more information.

3. Like the Create Certificate — It is a required action. You
will see no Cancel Button. Rule of thumb... no cancel,
must email to consummate action.

12



4 Approving Official View
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1. The approving official will see the same selections as the
selecting official... Why? Two reasons... 1) A selecting
official could be an approving official and vice versa... 2)
The approving official might want to review resumes, make
changes etc.
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1. Search works the same as the other search windows. No
wildcard or search feature. Also once a cert has been
closed by HRSC, manager won't be able to open it again
without HRSC intervention.



g
LALS

Approving Official Cert Action

ke . bdeyeme

dier. Enfer Commrenta

T g i 18 e T

W i e i [ WS Ol W Y

e

DNa=s i select on sesd |p be spproved by A sreesing sificial® e

A0 oty of CamSoiles

0w T s o 2t

Sutrmi Decmanard Fossad for Ackon

*Cert looks the same as

selecting official, except
no pull down windows.
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approves or
disapproves. When
done, clicks Submit
Decision and Forward
for Action button.

*This signs and dates the

cert and initiates e-mail
window.
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. Cert looks the same as selecting official, except no pull

down windows.

. Approving official either approves or disapproves. Note:

Intended that all disagreements between selecting and

approving would be resolved before approving official logs
on and approves cert. This means that ”I do not approve
the certificate” is not really intended to be used. The true

purpose behind this link and window is to get the
electronic signature on the certificate.

. When done, click Submit Decision and Forward for

Action button.

. This signs and dates the cert and initiates the e-mail

window

15



Send e-mail to appropriate
individuals to let them know the
cert is ready for action
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1. This window is intended to email the approving official that
the certificate is ready to be approved. If it does not need
additional approval, then the window instructions and
message will be for the HRSC/HRO asking for action.

2. Works the same as all other email windows. Each field
can be edited. Check the Quick tips for more information.

3. Like the Create Certificate — It is a required action. You
will see no Cancel Button. Rule of thumb... no cancel,
must email to consummate action.

16
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