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Servicewide Exam Profile Letters by Department

Introduction

This topic provides the CG Command User (CGSSCMD) with step-by-step procedures to
generate Servicewide Exam Profile Letters by Department.

Direct Access Procedures for Command Users

Follow these steps to generate SWE profile letters by:

Step Action

1 |Select the SWE Profile Letter by Dept link from the Self Service for Commands pagelet.

Self Service for Commands

Reports Use
Positions at a Department Command Information

Member All Duty Report

Member Info Report

POE by Dept
é'ﬁ.‘E Profile Letter by Dsl:-t)

SWE Profile Letter by Member

SWE POE

2 |Search for an existing Run Control or add a new one. A Run Control ID is a container
that hold the report parameters should you desire to run the report again.

For this procedure we will create a new Run Control. If you have already created one,
just click the Search button on the Find and Existing Value tab.

Creating a Run Control:

Click the "Add a New Value" tab title
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Action

SWE Profile Letter by Dept

Eind an Existing Value

Run Control ID:(f2y20155 WELetiers

Find an Existing Value | Add a New Value

iEnter a name for the Run Control ID.
Click the Add button.

The Report parameters page will open.
Enter the department ID.

Enter the board start date (always 1 May, 1 October, or 1 November and the year of the exam
cycle). Example: 01/05/2015 for SWE letters for the May 2015 exam.

SWE Profile Letter

Run Control ID:  May2015SWELetters Report Manager Process Monitor Run
Department: 000003 @) coc VIGILANT OPFAC: 20 12103
Board Start Date {00120 125D

(= Notiy | [Chadd | | 7] UpdateiDispiay |

Click the Save button.
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4 |Click the Run button.

" SWE Profile Letter

‘Run Control ID: May20155WELettars Report Manager Process Monitor

5 |The Process Scheduler Request will open.

Select "PSUNX" for the Server Name
Set Type to Web.

Set Format to PDF.

Click the OK button.

Process Scheduler Request

User ID: 1108048 Run Control ID: May2015SWELetters

Server Name: PSUNX ¥ | RunDate: 02/11/2016 ]

Recurrence: . v| RunTime: [1:20:06PM | Resetto Current Date/Time |

Time Zone: @,

Process List

Select Description Process Name Process Type *Type *Format Distribution

] SWE Profile Letter CGSWEPROLETR  Application Engine ' Weh v “LEDF A | Distribution

7

) ~ Cancel

6 [The Report Parameters page will display again. Notice that a "Process Instance”

number now appears below the run button. This means the report has been sent to the
server for processing.

SWE Profile Letter

Run Control ID:  May2015SWELetters Report Manager lF‘rnces&Manitor , " Run

/ Process Instance:324243

Click the "Process Monitor" link to access the report.
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1.

2.

| |guiect

Procesa | sk Senver List

f View Process Request For
UseriD:1 106046 @ Type: | [Lamt =1 t  [Davs = Fp——
Servar: T | Hame: Y, nstance: | ta
Run » | [hstribisan % ¥
Status: Stalus: Save On Refresh

The Process List will open.

Depending on the complexity of the query & amount of data being brought determines
how long it will take to post results. You can occasionally click the Refresh button.
You are now waiting for the Run Status to change from Processing to “Success” and the
Distribution Status to show “Posted”.

Instance Seq, Process Type
J24a264 Agplicaton Engine COSWEPROLETR 1106046 |02 12016 4:18:19PM PST

L

-
G0 hask

S SVE Profile Lefies by Demt ]

| [ s 2] Moy
Process List | Serser Lt

Click on the Go Back to SWE Profile Letter by Dept hyperlink

SWE Profile Lelier

Run Control ID:  May2015SWELetters Report Manager | Process Monitor Run
Department: {ooooo3 & CceCVIGILANT OPFAC: 20 12103

Board Start Date; (050172015 |[5{

Click on the Report Manager link.
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9 [The Report Manager page will display.

Click on the Administration tab.
Select the link that ends with .PDF from the Administration tab.

List Explorer Archives

UserID: Type: ¥ || Last v 1 Days r Refresh

Status: Y | Folder: ¥ | Instance: to: |
; Bl | Easrorsr DL
Select %M %}nce Description 'g%ﬁe Format Status Details

Posted Details

= - = 302/11/2016 Acrobat
2 | W -G SW T
284353 324265 ﬁ:C SWE PLETR-CG SWE PLETR.pdl 420:04FM  (* pdf)

(24048 Acrohat

10 |The SWE letters for the department will open in Adobe Acrobat (PDF) format, print
and/or save the files as desired.

Known Issues

The following are known issues with Servicewide Exam Profile Letters by Department and
Direct Access:

1. By department only works for units with a single department ID. Large units with sub-departments
will have to run the report for each sub-department.

Frequently Asked Questions (FAQ)

Feedback

Contact the Pay & Personnel Center, Procedures & Development Branch, via e-mail to PPC-PF-
PD@uscg.mil, with comments or questions about the content of this topic or the linked procedural guides.
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