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|Event |Mission Duty Description |Begin Date | End Date
|andrew|001  |EM-001 Division Emergency Manager|03-Mar-2000(22-1ul-2000
|Camille |sad-001/EM-001 Division Emergency Manager| |





*PDS: Volunteering For Deployment


Once you have updated your PDS, you can then volunteer for Deployment by clicking the Volunteer link located at the top of the PDS. 


You will need to select an Available Start Date and an Available End Date. 


Click the link Available Start Date and/or Available End Date.


A calendar is displayed. Click the Next Month or the Previous Month link until you have gotten to the month you desire. 


Select the Start Date and End Date for your Volunteer Status. When you click the desired date it will be filled in automatically.


Your Immediate Supervisor and an EM will need to review your PDS and Volunteer Dates for completion and accuracy. Final Approval should be attained from your Immediate Supervisor and an EM before deploying. 


You can click the Unvolunteer link to change your status unless your PDS has been approved. At that time an EM or your immediate supervisor must UNLOCK your PDS.








*Editing Your PDS


While viewing your PDS, click the Edit link at the top of the page to edit or update your information.


The PDS form will be in edit mode and your information for each of the sections can be added/updated.


Please remember to select a Deployed Duty Description, enter your Email Address, and Identify an Emergency Contact.


Remember to select the Yes affirmation box before clicking the Submit button.





PDS: Entering Training Data 


To begin updating or creating Training Data, click the Training link located at the top of the PDS View page.


Click the Create link to create new data.


When creating new Training Data, you must provide the Training Name, as well as other course information such as Course Number, Training Location, did you receive a Degree or Certificate, the Complete Date, and the Type of Training.


To edit existing Training, click the Number (1 or 2) in the Code column from the listing of Training. The Training Data will be displayed. Click the Edit link to update the information.


Remember to select the Yes affirmation box before clicking the Submit button.








Steps For Updating Your PDS


One of the most important things you can do to aid ENGLink and your deployment is to update your PDS. The information entered on the PDS is used throughout ENGLink Interactive.


When you are in ENGLink, you can access your PDS at any time by clicking Your Name in the bottom left corner of the screen.


Once you have accessed your PDS, you can edit or update as needed by clicking the Edit Link.


Many links are displayed across the top of the PDS that are links to pages where you can enter information about yourself. (These pages are explained on the Quick Reference Guide)














There is not a required order to follow for updating your PDS however, it is important that key information be included. On this Quick Reference Guide, the Key information will be marked with an asterisk beside the topic heading.





* Indicates a required step to complete for an updated PDS.
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*PDS: Entering Phone/Communication Information


While viewing your PDS, you can update your Phone/Commo Information. This includes your Work Phone, Home Phone, Pager, Cell, etc…


Click the Phone/Commo link located at the top of the page to begin entering or updating information.


To create new information, click the Create link.


Select the Type of Communication from the menu and enter the Communication Data (phone number).


To edit existing Phone/Commo data, click the Type of communication you need to edit. The information for the commo type will be displayed. Click the Edit link to make changes.


Remember to select the Yes affirmation box before clicking the Submit button.





PDS: Entering Experience Data 


To begin updating or creating Experience Data, click the Experience link located at the top of the PDS View page.


Click the Create Other Experience link to 


create new data.


When creating new Experience Data, you will need to provide the name of the Event, what Mission you were recruited under, your Deployed Duty Description, and your Begin and End Dates.


To edit existing Experiences, click the Event Name from the listing of Experiences. Click the Edit link to update the information. 


Remember to select the Yes affirmation box before clicking the Submit button.


NOTE: 	When deployed automatically through ENGLink, your experience will 


automatically be updated upon your return home. You will not need enter the 


experience.
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