JCAVS Change Office Symbol Phone Number Time Zone Screen

Description:  The JCAVS Change Office Symbol Phone Number Time Zone Screen allows JCAVS Users at Levels 2 through 6 to update the Office Symbol, Phone Number, and Time Zone fields for persons in the database.
 

Procedures:  ALL JCAVS Users are HIGHLY ENCOURAGED to update their own office symbol, phone number and time zone the first time they log on to the JCAVS system.  You may also access this screen from the Person Summary Screen.  Single click with your mouse pointer over the desired "Category Tab" in which you wish to update the information.  Next, click on the "Change Office Symbol Phone Number" link.  This will cause the Update Office Symbol, Phone Number Time Zone screen to load.  Double-check to ensure the appropriate category information for the individual selected is displayed.  
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Name:  The name of the individual for which you are updating the office symbol, phone number or time zone.

 

SSN:  The Social Security Number of the individual for which you are updating the office symbol, phone number or time zone.

 

Grade:  The pay grade of the individual for which you are updating the office symbol, phone number or time zone.

 

Category:  The Category of the individual for which you are updating the office symbol, phone number or time zone.  Double check this information!  If the correct category is not listed, click on the category tab which will reload the Person Summary Screen with the correct category before proceeding.
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New Office Symbol:  This is a mandatory field.  Enter the office symbol of the person for whom the record has been selected.  You may enter up to 10 characters in this field.

 

User's Current Time Zone:  This is a mandatory field.  It can only be updated for current JCAVS Users.  Highlight and select the appropriate time zone from the pull down menu adjacent to the "User's Current Time Zone" field.
 

How to Enter a Commercial Telephone Number.

 

Commercial Country Code:  Enter the country code of the person for whom the record has been selected.  You may enter up to 4 characters in this field.
 

Commercial Area Code:  This is a mandatory field.  Enter the area code of the person for whom the record has been selected.  You may enter up to 5 characters in this field.

 

Commercial Prefix and Exchange:  This is a mandatory field.  Enter the prefix and exchange of the person for whom the record has been selected.  You may enter up to 13 characters in this field.

 

Commercial Extension:  Enter the extension of the person for whom the record has been selected.  You may enter up to 4 characters in this field.

 

How to Enter a DSN Telephone Number.

 

DSN Country Code:  Enter the DSN country code of the person for whom the record has been selected.  You may enter up to 4 characters in this field.

 

DSN Prefix and Exchange:  This is a mandatory field.  Enter the DSN prefix and exchange of the person for whom the record has been selected.  You may enter up to 13 characters in this field.
 

SAVE. To save your actions on this screen, single click with your mouse pointer over the "SAVE" button.  This will save your actions and return you to the Person Summary Screen for the selected individual.

 

CANCEL. To cancel your actions without saving them, single click with you mouse pointer over the "CANCEL" button.  This will return you to the Person Summary Screen for the selected individual without saving your changes.
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