Personal Data Extracts (PDEs) by Department

Introduction This guide provides the procedures for running PDEs for a Department in
Direct Access. The user must have the CGSSCMD user role to run this
report.

Procedures See below.

Step Action
1 Select the PDE by Dept link from the Self Service for Commands pagelet.
Reports Use
Positions at 3 Department Command Information

Member All Duty Report

bdember Info Report

PDE by Dept
SWE Profile Letter by Dept

SWE Profile Letter by Member
SWE PDE

2 Select the Add a New Value tab.
PDE by Dept Report

Enter any information you have and click Search. Leave fields blank for a list of all values.

M| Add a New Value |

Waximum number of rows to return (up to 300): (300
Search by: Run Control IDbeging with|

[Jcase Sensitive

Search | Advanced Search

3 Name the report something memorable for next time, then click Add.
PDE by Dept Report

Find an Existing Value | EL L G

Run Control ID:|pDEbw,rDept |

Add

Continued on next page



Personal Data Extracts (PDEs) by Department, Continued

Procedures,
continued

Step Action
4 | The Report parameters will display.

Run Control ID: PDEbyDept Report Manager Process Monitor Run
Start Date: ]
Department: O_
Active Duty Reserve Indicator: hd

(G save | |[=] Notify EhAdd | | 7] Update/Display

e Enter the Start Date. It will always be the first day of the month of the SWE.

For example:
SWE Start Date
May SWE 5/1/16
October RSWE 10/1/16
November SWE 11/1/16

e Enter the Department ID. This has to be run for each individual Department.
e Select the appropriate Active Duty Reserve Indicator. (Inact Rsv is not used.)

If PDE is for the... Then Select
May SWE Active

October RSWE Active Rsv
November SWE Active

5 Now click _Run.

Run Control ID: PDELyDept Report Manager Process Monitar Run
Start Date: 51116 El
Department: 036413 OJ

Active Duty Reserve Indicator:

(5 save | |[=] Motify EhAdd | | 5] UpdateiDisplay

Continued on next page



Personal Data Extracts (PDEs) by Department, Continued

Procedures,
continued

Step Action

6 The Process Scheduler Request will display. Select PSUNX from the Server
Name drop-down, leave the Type defaulted to Web and change the Format to
PDF. Then click OK.

Process Scheduler Request

User ID: 1234567 Run Control ID:PDEbyDept
Server Name: |Psunx v| Run Date: 02/11/2016 El
Recurrence: Run Time: 2:32:20PM Reset to Current Date/Time

Time Zone: Q

Select Description Process Mame Process Type FType *Format Distribution
| PDE by Department report CG_PDE_DEPT Application Engine | Web v||F'DF s | Disfribution
 Cancel

7 Click on the Process Monitor link.

Run Control ID: PDEbyDept Report Manager IF'rocess Monit{:rl :  Run

Process Instance: 324254

Start Date: 05/01/2016 [3
Department: 036413 @, PPC SPO SECTION
Active Duty Reserve Indicator:

8 Click the Refresh button until the Run Status displays “Success” and the
Distribution Status displays “Posted”. Then click the Go back to PDE by Dept
Report link.

View Process Request For

User [1234567 |3, Type: | v [Last v | 1| [Days v
Ea.rver. Name: lic% Instanl:e:| to |
N E— e v on e
Customize | Find | view Al 1B | 3 mrst B g o0 0 Lo
Select Instance Seq. Process Type Process Name  LUser Run Date/Time Run Status mﬂ Details
324254 Application Engine | CG_PDE_DEPT| 1234567 02/11/2016 2:32:20PM PST Success Posted Details

Go back to PDE by Dept Regurtl

[Dsave | (= Notty

Continued on next page



Personal Data Extracts (PDEs) by Department, Continued

Procedures,
continued
Step Action
9 Click Report Manager.
Run Control ID: PDEbyDept Report Manager| Process Monitor Run
Start Date: 51116 B

Department: 036413 @,
Active Duty Reserve Indicator:

Esave-| [Ehotity, Evadd | | UpdstaiDisplay |

10 Select the link that ends with .PDF from the Administration tab.

List | Explorer |@ENT =i v Bl Archives |

View Reports For

User ID: 1234567 Type: || Last W 1 [Days _ ~]|| Refresh |
Status: Folder:| ~ | Instance: | to: |

B Fist Kl 42012 D Last

Request

select Heport Pres Description e Format  Status  Details
021142016 Acrobat ~

— 0 - - * e LT

284343 324258 ICG FDE AE-CG PDE AE Qllilflz_ﬁg_‘1 5PM (*.pdi) Posted Details

021142016 Acrobat Posted | Details

284342324258 | PDE by Department report 257-47PM (* pdi)

Continued on next page



Personal Data Extracts (PDEs) by Department, Continued

Procedures,
continued

Step

Action

11

All PDEs for that department will display in a new window.

SWE PERSONAL DATA EXTRACT

PRINT DATE:  2/11/2016

SWE PERSONAL DATA EXTRACT (PDE) YN1 MAY 2016

_\_nmg: JANET, JACKSON Emplovee ID: 2222222
Rank: YN2 Department ID: 036413 PPC SPO
SECTION
Exam Board Department ID: 000450 CG PAY AND Candidate Starus: Not Eligible
PERSONNEL CENTER

Points/Dates/Time
Points Start Date (PSD): 08/02/2014 Award Points up to SED: 2.00
SWE Eligibilitv Date (SED): 02/01/2016 EER Points up to SED: 45.5300
Terminal Eligibilitv Date (TED): | 01/01,/2017 Active Duty Base Date: 10/1z/2010
Date of Rank in Rating (DOR): 09/01/2015 Time in Rating up to TED: [ ¥r: 1 Mo: 2 Dav: 0
Sea Time for Points up to SED: Xr: 0 Mo: 0 Dav: 0 Time in Service up to TED: | Yi: & Mo: 2 Dav: 15
Surf Time for Points up te SED: Yr: 0 Mo: 0 Dav: 0

Evaluations
Effective Date Competency Tvpe Total Points Rating

10/31/2015 CON i g
10/31/2015 LEAD 44
10/31/2015 MIL 12
10/31/2015 PERF 52
10/31/2015 PROF 46
03/31/2015 CON 0 g
03/31/2015 LEAD 35
03/31/2015 MIL 12
03/31/2015 PERF 46
03/31/2015 CROF 7

Creditable Awards

Description Award Points Issue Date

CG Comdt Ltr of Comm Ribbon 1.00 02/02/3015
¢ Comdt Ltr of Comm Ribbon 1.00 10/01/2014

Eligibility Results

as of 0z/09/2016 you

-- COURSES-LAMS NOT

are not gqualified for advancement dus to the following reason(s):

Completed

PDE Verification

Signature:

Date:

The member must verify all of the data on the PDE. If errors are found, note them on a printed copy of this form,
sign it and provide it to your admin personnel. It 1s the member's responsibality to ensure that incorrect or missing
data 1s updated in Direct Access prior to the PDE venification deadline date for each SWE.




