Using the 600 Quals Access Database:
Step-by-Step Instructions

Receiving and Opening the Database:

1. You will receive an email with an Access database attached (email text may change):

Q Untitled Message - Windows Internet Explorer EII =
Sised Wl 0 @ B Y 8 BT - B Bopers. mm v B

This item contains attachments that are potentially unsafe. Redpients using Outlook Web Access may not be able to open these attachments.

[E To... John.Doe@govenment.agency

[ cc... Feddassi@opm.gov

Subject: 0600 Qualfications Comments

Attach...  E&]0600 Quals Survey For Ag~l.acedb (3 ME): B¥]step-by-Step Instructions~1.docx (525 KE) [Open 2= Wek Page]

Times Mew Roman vi2v B I UiZiZiEEY-A-
MEMORANDUM FOR HUMAN RESOURCES DIRECTORS A
FROM: KIMBERLY A HOLDEN
DEPUTY ASSOCIATE DIRECTOR
RECRUITMENT AND HIRING
Subject: Draft Qualification Standards for the Professional Series in the Medical and Healthcare Group, 0600

The Office of Personnel Management (OPM) is updating the qualification standards for professional occupations in the Medical and
Healthcare Group, 0600. We are asking you to review the attached standards for their applicability and currency. In your review
please consider the following questions:

. Is the coursework still relevant? If not, what courses should be added? Are there any courses which should be deleted?

H100% -

2. Dependingon what version of Microsoft is loaded onyour computer, you may encounter
awarning (ordialogue box). Most possible warnings are covered in this instructional
document, but ifyou have any questions, please contact us at: Fedclass@opm.gov

a. Ifyou see this warning:

Security Warning [ 2 -53-]1

@ Do you want to make this file a Trusted Document?

This file is on a network location, Other users who have access to this network
location may be able to tamper with this file.

What's the risk?

Do not ask me again for network files | Yes | [ Mo ]

i. Click [Yes]to open thedatabase
ii. Formore information regardingtrusting a database:
http://office.microsoft.com/en-us/access-help/decide-whether-to-trust-a-
database-HA010341635.aspx
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b. If you see this warning:
Microsoft Office Security Options &

) Security Alert

VBA Macro
Access has disabled potentially harmful content in this database.

If you trust the contents of this database and would like to enable it for this session only, click
Enable this content.

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unl the content
provides critical functionality and you trust its source.

More information

File Path: C:\...sktop\Template_For users_Courses and Certs Listed Out_10-15-2014.accdb

() Help protect me from unknown content (recommended)

Open the Trust Center Cancel

I. Click ‘Enable this content’ and cﬁck@

ii. Formore information regarding VBA macro alerts:
https://support.office.com/en-in/article/Enable-or-disable-macros-in-
Office-documents-7b4fdd2e-174f-47e2-9611-9efe4f860b12?ui=en-
US&rs=en-IN&ad=IN

c. Ifyouseethis dialogue box
Opening Mail Attachment @

-

, You should only open attachments from a trustworthy source.

Attachment; Template_For users_Courses and Certs Listed
Out 10-15-2014.accdb from Inbox -

FedClass@oprn.go — Iicrosoft Outlook

Would you like to open the file or save it to your computer?

| o

ways ask before opening this type of file

W

i. Click [Open|

3. You are nowready to enter your comments
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Enter Your Comments:

1. Afteryou click[Open]|, you may see one (or both) of the following messages whenyou
first open your database:

e SecurityWarning Some active content has been disabled. Click for more
details. [Enable Content

e Read-Only This database hadbeenopenedread-only. You can only changedata
in linked tables. To make design changes, savea copy of the database.

(Al |= For users_To email responses 10-14-2014 ; Database (Access 2007 - 2010} {Read-Only)
Home | Create  ExtenalData  DatabaseTools  Acobat
al
Lb\{" 1 ﬂ = = ) ., Replace = == | 1y
i | | Bswve ‘S spelling = GoTo~
View P a5,
£ 7 Al R I3 Select™
s b oard Sort & Filter Records Find Text Formatting
! Security Warning  Some active content has been disabled. Click for more details. Enable Content
@ Read-Only This database has been opened read-only. You can only change data in linked tables. To make design changes, save a copy of the database, Save As ...
[~T=Ssaigiome |
»
Welcome!
Thank you for commenting on the Draft Qualifications Standards for the Professional Series in the Medical and
Healthcare Group. 0600.
You will use this database to enter, save, and return your comments.
Step 1: Click the button below to enter your comments.
Step 2: Once you are finished entering your comments, click the button on tab #5 to send them to
Fedclass@opm.gov
The top section of the next page asks for your contact information (agency. email, etc.) and the bottom portion
contains tabs where you can enter your comments (in regards to the questions asked in the memo). Please be sure
to save your work as yon go.
] Begin Entering Your Comments
£
=
8
w
o . S 7
= If you have any questio ! difficulties with
= your database - please emai
Technical Question

a. In orderto entercomments:
i. Click [Enable Content]|
ii. Formore information regardingenabling content:
http://office.microsoft.com/en-001/access-help/enable-or-disable-security-
alerts-on-the-message-bar-HA010080606.aspx
b. Thenclick[Save As..]
i. Formore information regardingsavingan Access database:
http://office.microsoft.com/en-us/access-help/save-a-file-
HP003085088.aspx
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c. You may seethis pop-upwhenyouclick “[Save As’}:
Microsoft Access @

All open objects must be closed before you save the database.

-

Do you want Microsoft Access to dose all open objects?

i, Click

4. Save the database somewhere you will remember where it is (this example database is
being savedto the Desktop):

@ Save As IE'
@Uﬂl Desktop  » - |+, | | Search Desktap 0 |
Organize = Mew folder B v 'ZEZ'

 [A] Microsoft Access e Libraries
) System Folder -
= ) !
4.7 Favorites
Bl Desktop ? User
8 Downloads & Systern Folder

= Recent Places
. Computer

=0 System Folder
4 | o Libraries

> [ Documents C Metwork
. J Music L System Folder

T o

File name: 0800 Quals Survey_For Agency Comments -
Save as type: | Microsoft Access Database - ‘
“ Hide Folders Tools - [ Save l I Cancel ‘

a. You nowhave theoptionto rename the Access database and includeyouragency
name (600 Quals Database “Insertyour agency name”). Please keep the Save
as type: as “Microsoft Access Database”

5. Click
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6. Yourdatabase should now look like this (no error warnings):

@l = = For users_Ta email responses_10-14-2014 for
Home Create External Data Database Tools Acrobat

E | o = x ﬁ 3¢ Replace
| E =l 2B save 7 spelling

= GoTo~
Wiew = Refresh Find B I U ab,

J Allr A Ly Select - =
Views Clipboard Sort & Filter Records Find Text Form

» | —2| Frm_Welcome
»
Welcome!

Thank you for commenting on the Draft Qualifications Standards for the Professional Series in the Medical and
Healthcare Group, 0600.

You will use this database to enter, save, and return your comments.
Step 1: Click the button below to enter your comments.

Step 2: Once you are finished entering your comments, click the button on tab #5 to send them to
Fedclass(@opm. gov

The top section of the next page asks for your contact information (agency, email. etc.) and the bottom portion
contains tabs where you can enter your comments (in regards to the questions asked in the memo). Please be sure

to save your work as you go.
E Begin Entering Your Comments ]

If you have any questions about your database - or experience any technical difficulties with

your database - please email ¢ button below to contact us

Navigation Pane

Technical Question

7. Click [Begin Entering Your Comments|to begin
a. Go througheachtab to enter your comments:
i. 1- Education
ii. 2— Accreditation and Licensure
iii. 3— Certification
iv. 4-— Additional Comments
v. 5-— Send Comments and Survey
b. You may save yourwork/comments at any pointandreturnto them. You may
also change, add, or delete any comments you have previously made.
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Send Your Comments:

1. When you have completed your comments, clickon the last tab
(5 —SendComments and Sur\wy):

(Al I= 0600 example_12-11-2014 : Database (Access 2007 - 2010) - Microsoft Access
Home | Create  ExtenalData  DatabaseTools  Acrobat
=
= 0 | 8 - ¥ “
l T Advance d - =HSave % Spelling © = GoTo-

view Refresn B I U

- r v X [y select~ =

s Clipboard Sort & Filter Records Find

» | E2] Frm_wWelcome | =5| Frm_600_Quals Comments Entry
"] 0600 Draft Qualifications: Contact Information and Comments

3

First and Last Name Phone

Agency El

Email

Location -l

*

Misc. Org
Series you're commenting on: A response is required
1- Education | 2- Accreditation and Licensing | 3 - Certification | 4 - Additional Comm((sl 5-5end Comments and Survey |

SEND COMMENTS

Once you have entered all of your comments, please click the button below to send your comments. The button will generate an
email with your comments saved and attached as an Excel spreadsheet to Fedclass@opm.gov.

(Please note: You will need Microsoft Qutlook, O L e to perform this function. Also, it may take a moment
for the email to generate)
I Send Comments to FedClass@opm gov

CUSTOMER SATISFACTION SURVEY

Navigation Pane

|As this was a pilot test for collecting data electronically, we would really appreciate your feedback onit. Was it easier to use
|Access? Did using Access make the process harder? Was it about the same? Your thoughts and suggestions are mvaluable for our
future data collection efforts. Please note: Your identity - and answers - will remamn absolutely anonymous.

Please click the button below to take the survey.

Customer Satisfaction Survey |

Technical Question

Form View

L I I

2. Click [Send Comments to FedClass@opm.goV|
a. Clicking this buttonwill both:
I. Save yourcomments (in an Excel spreadsheet), and
ii. Generate an email with the Excel spreadsheet already attached
1. NOTE You will need Microsoft Outlook opento save andsendyour
comments

3. Click the Customer Satisfaction Survey buttonifyou would like to participatein letting us
know howthe Access database worked foryou and if you have any suggestions for future
data-collection efforts.

4. Afteryou have sentyourcomments, you are now finished with the Access database. You
cansimply delete it (or move it to your Recycle Bin).

If you have any additional concerns or questions, please contact us at Fedclass @opm.gov.
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