DSHR Self Serve Instructions

Step 1: Go to the DSHR System
logon screen. The URL is:
https://dshr.redcross.org.

Your username and initial
password has been provided to
you by your DSHR
Administrator. It is case
sensitive. Your initial password
is your DSHR ID number but
you are required to change it on
your first log in.

If you forget your
username/password please
contact your DSHR
Administrator.

American
Red Cross

D S H RSystem

This spplication requires the use of 2
Microsoft Internst Explorer 5.5 [or Iater] Uieb Browser
You must disable pop-up blockers to use the DSHR SYSTEM

USER NAME PASSWORD:
KennedyC 154 [===={

Enter

* MOTE: The abowve values are case sensitive.

a4 Flazse adjust if necessary, s
Itis recommendad that the resalution of your monitor be setto 1024 x 788 when viewingiusing this
application. This setting may be checked by Clicking START (lower |eft corner), Settings, Cortrol

Panel Misnlawand Settinas Yoor resalidion size will he disnlzed onder the Sereen frea headina

Fig 1

Step 2: Changing Password
After your first log in you are
required to change your
password. To do this, enter your
previous password in the
Password field and then create a
new password that only you
know and place it in the New
Password field and then you
need to re-enter it in the Confirm
New Password field. Then click
Submit.

American
+ e DSHR system '.,
DISASTER SERVICES t |

DSHR UPDATE PASSWORD

USER HAME: KennedyC_154570
P asanord:

Mew Pasanord

Confirm New P asanord:

® Please be sure that the infarmation abowe istilled out comectly befare clicking the submit button

Submit I Cancel

Fig2

Step 3: The screen shot to the
right is the main screen when
you log in.

Note: As you move your mouse
over areas they will turn blue
indicating that it is a hyperlink to
another area.

You will only be able to change
your Contact Information,
Emergency Contact Information
and Availability. If any other
information is incorrect or needs
to be updated, please contact
your DSHR Administrator.

a;nderinﬂﬂ DSHR system ‘t
I DISASTER SERVICES o Logoff | PrintProfile
DSHR MEMBER RECORD

* To edit Member Record information elick the respective header.

MEMBER ID: 164570
MEMEER INFORMATION
MEMBER NAME MEMBER SSN:
OCCUPATION: EMPLOYEE ID:

ETHNIC CODE: DATE OF BIRTH;
FERSONNEL CATEGORY: SEX
AFPLICATION STATUS: DATE:
MEMBERSHIP STATUS DATE:

FRIMARY ADDRESS INFORMATION

ADDITIONAL ADDRESS INFORMATION
This Member has no Additional Address information.

ADDITIONAL EMERGENCY CONTACT INFORMATION
This Member has no Contact information.

SPECIALTY TRACK INFORMATION:
Mone have been selected

AFFILIATION INFORMATION
UNIT:

ZONE
CHAPTER
SFFUIATED MRALMIZATIOM: eoor mrmromse

ng3




DSHR Self Serve Instructions

— £ DSt MEMEER PROTILE REPORT SCREEN - Micrgsoft InkeetEvplare pravided SET
Step 4: Printing == s
. Back ToT Tt TI0FILE REPORT 8/3/2007, 10:05:36 AM
If you want to print your profile, | e— —
click on PrintProfile in the " e -
. . . Des hbines, A:  —-- o SECHATELT EMAIL.
upper right corner (as seen in Fig N i
3) When you Cllck on that lt PE\:E?\;NEF;LSDT?N CODE: Select Al
> INACTIVE STATUS CODE; Paste
will have a pop up window that i ———
. . . BIRTH DATE: Add to Favarites. ..
has all of your information into a | remrorer g
printer-friendly view. In this pop } wem cone enowoen: |
up window, right click in the (| e D
. ] ackground Check Complete Convert to Adobe PDF
upper left corner of the page (in H I Comertto et PF u
H RESTRICTIONS: Export ta Microsoft Excel
the blank area) and then go down conmers
A i R K Complated Emerg bigmt Inst &/ [C Gongle search
to Print. Then print like you | rea—
HAE:
normally dO. ¢ | Propetties
1 ARC UNIT/ZONE/CHAPTER BFFILIATION
UHIT: CH5A- Mdwest Service Area #3
if{iETER 15-999 - Midwest Service Area #3 Unit
QUALIFICATIONS
GRO‘L.IPIfCT\\ATVﬂ’POSITIDN:SPECIALTYTRACKI’Q 5 — —

Fig 4
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Step 5: Editing Contact ————

. DSHR UPDATE ADDRESS INFORMATION
Information P i 2 e et pheac i the et e

® To edit an address record please click the Address record hyperlink.

From the screen ln Flg 3 Clle on " To retum to the main sereen please olick the Close buttan.
Primary Address Information. MEMBER 1D £

MEMBER NAM
MEMBER S5N:

To edit the information move Josiue Jfess |

your mouse over the street RS
i . [ CITY: Des Moines STATE: A~ lowa ZIP CODE: 50312
lnformatlon untll 1t turns blue, HOME PHONE: (5151 306-4704 WORK NUMBER: (515) 3235062

CELL NUMBER: (515) 3064734 PAGER NUMBER FIN NUMBER:
EbAIL ADDRESS: kennedych@usa.redemss.org

then click on the information.

ADDITIONAL ADDRESS INFORMATION:
Thiz Member currently has no Additional Address information. Would you like to append additional addreszes?

Add Hew I Close I

Fig 5a

/2 DSHR ADDITIONAL ADDRESS INFORMATION -- Web Page Dialog 2 x|
PRIMARY ADDRESS INFORMATION

In the pop up window, you can

edit all the information listed . * To return to the Update Address Information screen please click the Close button |
. . . Ir X

(Fig 5b). After the information e

has been updated, please click o prare g o

. . Des hoines L - lowa = s031z

Submit. The system will then M

return you to the previous screen
. . CELL PHOME: {rnm)mnm - nenm PAGER PHOME: {rar)mnm - nenm PAGER PIN

(Fig 5a) with the updated [ 304724 | | '

information EMAIL ADDRESS: —

HOME PHONE: dr) i - nmae WORK PHONE: frrer) niar - ama
[i515y 308-9754 |18y aza-ansz

T Jennedyeh @usa e deross.org

\_ * Flease review the abowe information before clicking the Submit button.

Submit I Close

|https: Iidshr.redcross, orgfadd_ApplicantiForm_Additional _Address, asp?ID=15457 |Q Inkernet

Fig 5b




DSHR Self Serve Instructions

Step 6: Returning to main
screen

This step will allow you to return
to the main screen after you have
clicked on any information.

Click on VIEW FULL
RECORD to return to the main
screen (Fig 3)

MEMEBER INFORMATION CATEGORIES

MEMBER INFORMATION

ADDRESS INFORMATION

EMERGENCY CONTACT INFORMATION
GROUP, ACTIVITY AND FOSITION INFORMATION
AFFILIATION INFORMATION

LANGUAGE INFORMATION

LICENSE INFORMATION

AVAILABILITY INFORMATION
STATEMENT AND MAILING INFORMATION
RESTRICTION INFORMATION

WETERAM STATUS INFORMATION

JOB HISTORY

STOF HISTORY

TRAINING HISTORY

FROMOTION HISTORY

WIEW FULL RECORD

minimize
categorias

Fig6

Step 7: Editing Emergency
Contact

From the main screen move your
mouse over the information
under the EMERGENCY
CONTACT INFORMATION
and click. Then click on the
information in the record. On
the pop up window, you can
change the information. Once
the information has been
updated, click on Submit. It will
return you to the previous screen
with the updated information.

To return to the main screen
please follow the instructions in
Step 6

T * To edit Emergency Contact information please click the Add Mew button arthe PrimangMame hyparlinks.
/2 DSHR UPDATE EMERGENCY CONTACT INFORMATION -- Web Page

ADDITIONAL EMERGENCY CONTACT INFORMATION
* To return to the Update Emergency Contact screen please olidethe Close button

CONTAGT NAME: RELATIONSHIF:
| Mother

STREET ADDRESS:
&

CITY: STATE: ZIP CODE: nraan - naam

. B B

HOME PHONE: fr) mir - wre WORK PHONE: frm) mier - mieie

§

* Please review the above information before clicking the Submit button.

Submit Close |

2l

|https:,l’,l’dshr.redcross.0rg,l’ndd_AppIicantJ‘Form_AdditionaI_Emerg_Contact. |@ Inkernet

Fig7
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Step 8: Updating Availability
From the main screen, move
your curser over the
AVAILABILITY
INFORMATION section. It will
turn blue and click on it.

On the next screen click Edit
Record.

On the pop up window you can
edit the available begin and end
dates. You will not have the
ability to change rest of the
information. If this information
needs to be changed, please
contact your Chapter DSHR
Administrator.

Please do not leave the available
begin and end dates blank.
Please do not project that you
will be available for more than
60 days. If you are available for
more than 60 days, please update
your DSHR Self Serve record
each month to reflect your
availability.

Once you have entered your
available begin and end dates,
please click Submit. You will
be taken to the previous page
with the updated information.

SPECIALTY TRACH INFORMATION:
Mone have been selected.

AFFILIATION INFORMATION
UMIT: C2154 - Midwest Senidce Area #3
ZOMHE Mot Selectad.

CHAFTER 15-999 - Midwest Service Area #3 Unit

AFFILIATED ORGANIZATION: Hot Selected.

AWAILABILITY INFORMATION

LAST CONTACT CODE A - fazign LAasST CONTACT DATE
AVAILABILITY CODE CM - Awailable Matianalhy DATES AVAILABLE:
INACTIVE CODE Mot Selected. INACTIVE DATE

FI23i2007
Bi20/2007 - Ti20/2007

RESTRICTION INFORMATION
This Member has no Restrictions.

YETERAN STATUS INFORMATION
This hember has no Veteran Status.

Fig 8a
D, _ e ... e
/3 DSHR AVAILABILITY INFORMATION -- Web Page Dialog
AVAILABILITY INFORMATION
* To return to the Availability screen please click the Close button.

2=

LAST CONTACT CODE:
A - Assign -

LAST CONTACT DATE:

07 12242007

AMAILABILITY CODE:
ICN-A\taHable Mationally ;I

AVAILABLE BEGIN DATE: mm /dd / yyyy

IUS.’D1."ZDD7

AVAILABLE END DATE: mir /dd / yyy

09/15/2007

IHACTIVE INFORMATION

INACTIVE CODE: INACTIVE DATE: i /ol # pyy
o |- ot sELEcTED = [

® Please review the abowe information before you click the Submit buttan.

Submit | Close

|https:,|’fdshr.radcross.org,l’Add_AppI\cant,l’FDrm_Edit_nve |Q Inkernet

Fig 8b

Step 9: Log Out

When you are done
editing/viewing your profile
please log out of DSHR. To log
out, click on LogOff in the upper
right corner of the main screen

American
+ e DSHR system ‘,
DISASTER SERVICES t

DSHR MEMBER RECORD

= To edit Member Record information click the respective header.

LogOff | PrintProfile

MEMBER ID: 154570
MEMBEF: INFORMATION

Fig 9




