Duty Assignment
Duty Positions are assigned on eServices – www.capnhq.gov –using the right side navigation link – “Duty Assignment”.  Click on “Assign Duty Position” on the left side.  You can search by CAPID or name, but only names of senior member who have completed Level 1 will be listed in this application.
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When you enter the information, a selection box will appear:
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As you can see, if the member has already been assigned to any duty positions, they will be listed at the bottom.  If not, that section will state “No duty positions assigned”.  From the drop-down box under Organization, choose the unit (Squadrons will only see their own unit).  Select that first.  Then, from the “Functional Area” drop-down box, choose the area in which the member will be assigned.  Most areas are self-explanatory, but if you’re not sure where the assignment title is, you may have to search a few areas.  For example, “Administration Officer” is listed under “Personnel”.  Duty assignment does NOT necessarily match the Specialty Track in which the member is training.  A member might have more than one “Duty Assignment” as either the primary staff duty or as an assistant, but should be only enrolled in one “Specialty Track” at a time.
After you determine the “Functional Area”, you must select a specific duty position from the next drop-down box.  These titles could vary depending on echelon – wing titles are different from squadron titles.
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You then select the radio button to assign that member as the “Primary” person in that position or an “Assistant” to the primary person.  (You would not generally use the “Temporary” button – that’s normally someone from a higher echelon filling in a vacant position, until a member can be assigned.)
Then click the “Submit” button.  An email will be generated to you and the member indicating a duty position has been assigned.
Duty Assignment Reports
You can see at a glance who is assigned to what duty assignment and which ones are vacant by clicking on “Reports” on the left side navigational menu.  The default is “Duty Assignment” and from “Organization” you select the unit you would like to see. Group level can see all the units under them.  If you want to see selected duty assignments, you can click on one in the list, or, by holding down the “CTRL” key, you can select more than one.  In order to see all, you’d have to hold the “CTRL” key and click on each Duty Position although not all apply to the squadron level.  You can choose “All” duty positions, only “Primary” or “Assistant”, “Temporary” or those assigned within the last 30 days.  You can also choose to display the results as a “PDF” or in Word or Excel.  
Your screen might NOT have this drop-down menu, only “CAPID or Name”. This is for Group & above.








