
Section 3- Managing DD 
Personnel Records 

• Finding 
• Updating  

• or Creating new Personnel 
Records 
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Section 3 

1. Searching for a DD Personnel Record 
*Must search for the person before creating New a 
new personnel record – they may already exist 
 

2. What Can be done with Existing Personnel 
records 

 
3. Creating New Personnel Records 
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Topic 1- Searching for Personnel 
Records in MAIS 
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All DD Personnel Records Activities 
Start with Searching for a Person 

The Certification 
& Registration 
menu offers the 
drop down menu 
to search for a 
person 
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Select which you are looking for: 
 an RN or a DD Personnel 

Pick one 
then 
click 
“search” 
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For DD Personnel You MUST enter either 
last 4 of SS# or DD Personnel Code 

If you add Date of Birth with SS# you will find only that 
one person – if only SS# you will a get list of matches 
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Just SS# will bring many results. 
 you will have to read carefully the DOB to assure you have the 
correct person’s file or to confirm your personnel is not listed 

Many personnel have the 
same name or go by different 
versions of their own name. 
Only SS# with DOB OR their 
DD Personnel code  confirms 
a unique identification of a  
specific person 
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SS# with DOB (or other additional 
information)will narrow your search 
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At the bottom of the results list is the 
option to create a new person 
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If you choose “create new” MAIS will start an 
application for a certification 
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MAIS will not let you duplicate a 
person with the same SS# and DOB 

You must go back and search the list before calling DODD 
 

FALSIFICATION of SS# and DOB to create new records  
will NOT be TOLERATED – these are legal documents for state issued 

certifications. The RN is responsible for accurate data. 
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When you find the correct  person’s record 
click on the SS# to enter into their file 
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Topic 2 – Actions you can take in a DD 
Personnel Record file 
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When you choose a person from the search list 
you will be taken to their “Update Existing Page” 

You will see their certifications – by choosing “Desired Action” you will be 
given the choices of what can be done with that specific certification or 
the  personal or work information – “Desired Actions” is the key to 
moving forward 
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Choosing “Desired Actions” will open the menu of valid 
options for that certification 

Only choices that are valid for that certification will be active option buttons  
- blue and underlined– invalid options will have invalid menu status (grey & 
non-functional) 

Active 

Renewal is not valid for 
this  expired cert. so it 
not an active choice 
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Choosing “Desired Actions” will open the 
menu of valid options for that certification 

• Only choices that are valid for that 
certification will be active option buttons   

• They will show as blue and underlined–  
• Invalid options will have invalid menu status 

(they will appear grey & non-functional) 
 

How to complete each of the “Desired Actions” will be 
addressed in another section of this training 
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Each of these 
will be an 
optional 
Desired Action 
at some time 
depending on 
the 
certification’s  
status 
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Select the “Desired Action” to be prompted through the 
necessary steps  

How to complete each of the “Desired Actions” will be addressed in another 
section of this training 
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If there is a “Pending Application” of any kind 
the only action you can take is to finish that 

application – you will learn more about that later … 

No Desired 
Actions will be 
available if 
there is a 
pending 
application 
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Topic 3- Creating a New Personnel 
Record 

20 



The only option for new DD Personnel in MAIS 
is to apply for an Initial Certification 

If the DD 
Personnel is 
definitely not 
already in the 
system 
choose 
“Create New 
Application” 
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Starting a new application requires you 
to specify what type of application 

Because we searched for DD 
Personnel only he DD Personnel 
certification option is active – DDP 
must have Category 1 before any 
other certifications are available as 
“add-ons” 

After 
choosing the 
type of Cert. 
“Save and 
Continue” to 
move 
through the 
creation of a 
personnel 
record  as 
part of their 
Initial 
Certification 
application 
process 22 



Working with Personnel records and 
certifications ALWAYS begins with a search 
for the person even if you think they have 

never been certified 
• Now you will take a short quiz on Managing 

DD Personnel Records 
 
• The next section will show you how to 

enter Applications for Certifications 
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