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SF-52 System

* The purpose of this desk reference is to assist users as they enter and use the HRO ticket
system. The ticket system will provide a single point for administrators, supervisors and HR
Specialists to receive, view and process personnel action requests.

Some important notes on the system:

* Personnel action requests contain personal identifiable information (Pll), only Commander’s
Support Staff (CSS), Unit Administrator or those who have completed and turned in a System
Access Request (SAAR) Form will have the ability to submit requests. A System Access
Request must be submitted to HRO in order for users to access, submit and view action
requests.

* HRO'’s SharePoint is built on an Army site. All users who wish to view or submit tickets must
have their Cyber Awareness Training and AUP completed with the G6.

» All personnel actions are automatically logged into the HRO as soon as the user posts the
request. The user can follow the flow of the action through the Ticket System.

* Users must review the online log prior to calling HRO about their personnel action requests.




SF-52 System

* SharePoint access:

* If you do not have access to SharePoint follow the steps starting on pg. 4 to gain
access

« Those who currently have SharePoint access, start on pg. 8 for directions on submitting
and tracking SF-52s

* SF-52 approval signatures:
« The hiring official (first line supervisor) must sign block 5 as the “Requestor”
+ The AO/Directorate must sign block 6 as the “Authorizer”

+ Adifferent POC may be added to block 3

* ARMY: The first line supervisor is responsible for SF-52 submissions, read only access
may be given to higher level Commanders/supervisors for tracking purposes

* AIR: Only CSS’ are authorized to submit SF-52s, read only access may be given to
higher level Commanders/supervisors for tracking purposes
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STEP 1: Visit https://www.dmdc.osd.mil/milconnect/

Login with your CAC Follow the steps, you

Once in the site click on "Update Personal Information". Click on the "MIL" tab.

In the following fields, be sure this info is in place W|” need to get the

"Duty Organization": National Guard

"Duty Sub Organization": NG - Army National Guard - Colorado ce rtlflcate for the Cyber

"Duty Installation/Location": National Guard Facilities

4. Click "Submit". Allow 24 - 48 hours for changes to take effect Awareness Cha"enge

STEP 2: Visit https://atc.us.army.miliiastar/login.php

1, Loghi Wi yous-CAD and send the required

2. Update your profile with information of your current unit 1 1

3. Your DoD Cyber Awareness Challenge certificate will automatically appear within 24 hours Inform atlon to the Army
STEP 3: Visit hitps://cs_signal.army.mil/login.asp G 6 .

1. Login with your CAC

2. Click on "DoD Cyber Awareness Challenge" to complete the annual training requirement and Take the am.
3. Click on "View and Sign AUP" to agree to the latest policies (this must be done digitally)

STEP 4: Send an email to: ng.co.coarng.mbx.g6-csc-centennial@mail.mil
Please provide the following information in the email:
Full Name and Rank
. DOD Enterprise Email Address (i.e. mil@mail.mil, civ@mail.mil, ctr@mail.mil, nfg@mail.mil)
DOD ID Number (back of ID card)
Unit of assignment
Unit Address
City of Unit
Zip Code
. Phone Number (extension if full-time support staff, mobile or alternate phone number if M-Day Soldier)
Job Title

W ~NODOEWN=
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Site Contents

Human Resources Office

A professional team of HR experts who provide essential services and support to the joint leaders and service members of the Colorado National Guard in order to enhance
our ability to recruit quality employees, provide a trained and ready full time force with the purpose of defending freedom & protecting Colorado communities.

Our office/walk-in hours are Tues-Fri 0800-1600. HRO is located on the 1st floor of the 2-story building at JFHQ (6848 S. Revere Pkwy., Centennial, CO 80112).

Federal Benefits Open Season runs from Monday, November 12, 2018 through Monday, December 10, 20

HRO Information Tecl
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tickets.
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Office & Proponent:
JFHO-CO, TAG
6848 S. Revere Plwy.
Centennial, CO 80112
720-250-1164

POCs for support and permissions: HRC Owners Group
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Title Work Phone Personal E-Mail
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: Training (2)

External Links

URL
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o
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SF 52 Submission

Personnel Action Request: Select... [v] Action Requested For:

Aoton Requeated For- ’ For employee actions: Click the

Action Request SF-52 bubble, fill in

the Name of the Employee who the
action is for, and Position Title.

Submission Status Submitted ﬂ Submission Section

Requesting Unit ﬂ
ET——— For Vacancy Announcements:
difional information, like a resume, can be added with an additional comment. Select the Announcement Type’

Documentation position title and the name of the
T employee who the position is Vice.
oo e sisesris s DO NOT SELECT THE PRIORITY
OR VA NUMBER.
= CLICK HERE to add new comments / documents
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Comment for Submission
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For:
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Add the hard copy SF-52 and any
additional documents (i.e.
resumes) by selecting the blue
attachment button.

If you need to add additional
documents select the Click Here.

The comment section will

Submission Secfion
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about as wel
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automatically timestamp
your ticket. Use the fillable
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additional information to
HRO about the SF-52.

Click here to attach a file

i:08#.w | ng\miriah.mitchell
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@ click here to attach a file

CLICK HERE to add new comments / documents

Submit
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o cucderstomadafle Once all required sections
are completed, you can
select the Submit button.

B CLICK HERE to add new comments / documents

Submit
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Ticket System Contact

If you have any problems or questions about the ticket
system please contact Miriah Mitchell at:
720-250-1164 / miriah.j.mitchell.mil@mail.mil



