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SECTION 1: Admin Record Corrections PAR

This Job Aid assists Members in executing updates to their records. 

The first section assists Members in executing an Admin Record 
Corrections Personnel Action Request (PAR) via the My Personnel 
Action Requests tile. This process creates a PAR to add, update, or 
correct a Member’s administrative record. Upon submission of the 
Admin Record Corrections PAR, the request routes to the 
Member’s S1 pool for review, approval or disapproval.
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1. The Self Service homepage displays. 

2. Select My Personnel Action Requests tile.

NOTE: Self Service >
My Personnel Action Requests

REFERENCE:
User Manual, Ch. 7

3. The My Personnel Action Requests landing 
page displays.

3A. In the Personnel Action Requests section 
find and select Create Personnel Action.

4. The Request Details screen displays.

4A. Select the Effective Date calendar icon; 
choose the desired date from calendar. 

4B. Select the Action drop-down arrow and 
select Admin Records Corrections from the 
dropdown listing. 

4C. Select the Reason drop-down arrow and 
select Other from the dropdown listing.

6. The Attachments section screen displays.

6A. Select Add Attachment.

6B. The File Attachment screen displays.

6C. Select My Device to attach a file to the request.

6D. Select the appropriate file.

6E. Select the Upload button.

5. The Admin Records Correction – Other landing page displays.

5A. In the Request Data section find the Other Type free form 
text field and type the reason.

5B. Select Save.

5C. Select Next.



Admin Record Corrections PAR CONTINUED

1. The Self Service homepage displays. 

2. Select My Personnel Action Requests tile.

NOTE: Members initiate this PAR in 
order to request record updates. 

NOTE: Members should include required supporting 
documents as attachments, if applicable.

continued on next page

3. The My Personnel Action Requests landing 
page displays.

3A. In the Personnel Action Requests section 
find and select Create Personnel Action.

4. The Request Details screen displays.

4A. Select the Effective Date calendar icon; 
choose the desired date from calendar. 

4B. Select the Action drop-down arrow and 
select Admin Records Corrections from the 
dropdown listing. 

4C. Select the Reason drop-down arrow and 
select Other from the dropdown listing.

6. The Attachments section screen displays.

6A. Select Add Attachment.

6B. The File Attachment screen displays.

6C. Select My Device to attach a file to the request.

6D. Select the appropriate file.

6E. Select the Upload button.

5. The Admin Records Correction – Other landing page displays.

5A. In the Request Data section find the Other Type free form 
text field and type the reason.

5B. Select Save.

5C. Select Next.

NOTE: The Other option under the Reason drop-down 
will require the Other Type field (a free form text field) 
to be completed that indicates the "Other" reason.
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Admin Record Corrections PAR CONTINUED

continued on next page

1. The Self Service homepage displays. 

2. Select My Personnel Action Requests tile.

3. The My Personnel Action Requests landing 
page displays.

3A. In the Personnel Action Requests section 
find and select Create Personnel Action.

4. The Request Details screen displays.

4A. Select the Effective Date calendar icon; 
choose the desired date from calendar. 

4B. Select the Action drop-down arrow and 
select Admin Records Corrections from the 
dropdown listing. 

4C. Select the Reason drop-down arrow and 
select Other from the dropdown listing.

6. The Attachments section screen displays.

6A. Select Add Attachment.

6B. The File Attachment screen displays.

6C. Select My Device to attach a file to the request.

6D. Select the appropriate file.

6E. Select the Upload button.

5. The Admin Records Correction – Other landing page displays.

5A. In the Request Data section find the Other Type free form 
text field and type the reason.

5B. Select Save.

5C. Select Next.

7. Select the Save button.

7A. Select the Next button.
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Admin Record Corrections PAR CONTINUED

continued on next page

8. The Validate Request section screen displays.

8A. Select Validate.

8B. Select Next.

9. The Transaction Summary section screen displays. 

9A. Select Submit.
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SECTION 2: Self-Professed KSBs and Preferences

continued on next page

The second section assists Members in adding Self-Professed desired 
attribute(s) via the Talent Management (TAM) Soldier Workcenter tile. 
TAM enables Members to manage their self-professed Knowledge, 
Skills, and Behaviors (KSBs) and Preferences. Members can add, 
maintain, and edit self-professed KSBs to represent the Member’s 
total talent management profile accurately.  

NOTE: Self Service >
TAM Soldier Workcenter

REFERENCE:
User Manual, Ch. 11

2

1

1. The Self Service homepage displays. 

2. Select TAM Soldier Workcenter tile.
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Self-Professed KSBs and Preferences CONTINUED

continued on next page

3. The Talent Management Workcenter landing 
page screen displays.

3A. Select My Profile.

4. The Talent Profile landing page displays.

4A. Find and select the Self-Professed 
drop-down arrow.

NOTE: Click on each Self-Professed 
tab to Add desired attribute(s).

5. Select Self-Professed Language. 

5A. Under the Self-Professed 
Language section, select Add.
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Self-Professed KSBs and Preferences CONTINUED

Version 1.0 20241114

6. The Self-Professed Language screen displays. 

6A. Select the Self-Professed Language magnifying glass icon.

6B. The Lookup screen displays. Select the desired language from the dropdown list.

7. Select the Reading Proficiency Level 
drop-down arrow and select the desired 
level.

7A. Select the Speaking Proficiency 
Level drop-down arrow and select 
the desired level.

7B. Select the Listening Proficiency 
Level drop-down arrow and select 
the desired level.

8. Select Save.
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