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Navigation in Portal for Travel Charge Card

Purpose The primary purpose of the Portal for Travel Charge Card users is quick and easy navigation
directly to the Travel Charge Card Program and Reporting Information within Direct Access.
With just a click on the hyperlink of choice, the user may navigate to processes, view online
information and reports.

Navigation in V9.0 Portal is accomplished by clicking on the Portal short-cut hyperlinks.

System will he down from 12:00 AM EST to 6:00 AM EST on Sunday, May 30th.
. United States Coast Guard Home Add to by Links
: U.S. Depariment of Homeland Security
MyLinksISelectOne: 'I

Content Layout

Welcome to the new United States Coast Employee [ Self Service for Commands

Guard MyPortalDirect! |

Servicing Personnel Office
® Mewy Special Duty &zsignment Pay rates are effective p
01 Cctaber. See ALCOAST 41940 far mare
information. Travel Charge Card Program = W HR Data Shoricuts

& PPC conducts training workshops marthly for Wilitaey Load TCC Data Credt Card Data Find an Employee
HR Specialiszts and Reservists. The 2011 schedule iz

available on PPC's Procedures & Development web Businees Bxpenses Reporting Hierarchy Tree
page. Credit Card Vendor Set Lip
If you encounter problems, please contact PPC T | Ch Card R =)
Customer Care at 866.772.6724 or use the online fave HEOEE (CAT| TS
Trouble-Ticket Form HierarchyiDeptlD Relstionshin — Members by DegtlD

Membars by Hisrarchy Dretailed Delinguency:
M High Level Delinguency Roll Lp  Dept Missing from Hierarchy

Ciher Exfracts

Enterprise Menu =
[ AdministerWorkforce

Travel Charge Card hyperlinks are housed in the following pagelets:
A) Travel Charge Card Program

Travel Charge Card Program
]_ Lozd TCC Data 2 Credit Card Data

3 Business Expenses 4 Reporting Hisrarchy Tree

S| credit card vendor Set Up

B) Travel Charge Card Report

Travel Charge Card Reports =

6 Hierarchy DeptiD Relstionzhip TMembers by DepdiDy

8 Members by Hierarchy 9 Detailed Delinguency

]_ {] High Lewvel Delinguency Roll Up Dept Missing from Hierarchy 1 ]

]_ 2 Ciher Extracts

C) HR Data Shortcuts
HR Data Shortcuts EH E

]_ 3 Find an Employes
The Portal Link Navigation for the Travel Charge Card is as follows:
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ID | Pagelet Portal Link Description Navigation
1 Travel Charge | Load TCC Data Run Process to Upload Inbound Bank File Global Payroll &Absence Mgmt,
Card Program and Load/Verify Travel Charge Card USCG Payroll Interfaces,
Account and Business Expense Data Inbound File Interfaces
2 Travel Charge | Credit Card Data Show Travel Charge Card Data Workforce Administration,
Card Program Job Information,
Credit Card
3 Travel Charge | Business Expenses | Show Travel Charge Card Business Workforce Administration,
Card Program Expenses (Charge Card Balance Job Information,
Information) Business Expenses
4 Travel Charge | Reporting View/Modify the Hierarchy Tree for Tree Manager,
Card Program | Hierarchy Tree Maintaining the Travel Charge Card Tree Manager
Hierarchy / Department Reporting Tree Name=CG_CARD_HIERARCHY
Relationships
5 Travel Charge | Credit Card Modify Travel Charge Card Vendor Set Up | Set Up HRMS,
Card Program | Vendor Set Up Data Product Related,
Workforce Administration,
Credit Card Vendors
6 Travel Charge | Hierarchy/DeptlD | Generate List of TCC Hierarchy Codes and | Human Resources,
Card Reports | Relationship all the Department IDs assigned to it Human Resources Reports,
Travel Charge Cards Reports,
Hierarchy/DeptID Relationship
Query Name:
CG_TCC_HIERARCHY_TREE_LISTING
7 Travel Charge | Members by Generates List of Members with Travel Human Resources,
Card Reports DeptID Charge Cards based on Department 1D Human Resources Reports,
(User is prompted to enter DEPTID). Travel Charge Cards Reports,
Based on the ATU/DeptID tree, all Members by DeptID
members with ATU-related DeptIDs will be | Query Name: CG_TCC_MEMBERS_BY_DEPTID
included on the report.
8 Travel Charge | Members by Generate List of Members with Travel Human Resources,
Card Reports Hierarchy Charge Cards based on their Assigned Human Resources Reports,
Reporting Hierarchy Code (User is Travel Charge Cards Reports,
prompted to enter Hierarchy code) Members by Hierarchy
Query Name:
CG_TCC_HIERARCHY_DEPT_EMPLID
9 Travel Charge | Detailed Generate List of Members with any Past Human Resources,
Card Reports Delinquency Due Travel Charge Card Balance Human Resources Reports,
Travel Charge Cards Reports,
Detailed Delinquency
Query Name:
CG_TCC_DETAIL_DELINQUENCY_ACT
10 Travel Charge | High Level Generate Summary Report of Past Due Human Resources,
Card Reports Delinquency Roll Accounts by Administrative Area (ATU) Human Resources Reports,
Up Travel Charge Cards Reports,
High Level Delinquency Roll Up
Query Name:
CG_TCC_DELINQUENCY_ROLL_UP
11 Travel Charge | Dept Missing from | Generate List of Departments that are Human Resources,
Card Reports Hierarchy Missing from the Reporting Hierarchy Tree Human Resources Reports,
Travel Charge Cards Reports,
Dept Missing from Hierarchy
Query Name:
CG_TCC_DEPT_MISSING_HIERARCHY
12 Travel Charge | Other Extracts Generate the Bank/Tree Hierarchy Human Resources,
Card Reports Mismatch report and/or the Full Extract Human Resources Reports,
report Travel Charge Cards Reports,
Other Extracts
Available Process Names and Descriptions are:
CG_TCC_MISMC, Bank/Tree Hierarchy Mismatch
CG_TCC_EXTRT, Full Extract
13 HR Data Find an Employee | Find an Employee Human Resources,
Shortcuts Find an Employee

Query Name: CG_FIND_EMPLOYEE
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How to Return to Portal Home Page

Purpose The primary purpose is to demonstrate how to return to the Portal Home page from
any Direct Access function.

To return to the home menu, click on the Home hyperlink located in the upper right hand corner of the page.

—

Hame Aclel to by Links

iy Links ISeIectOne:

Mew Window | Help | Custormize Page | 15, 4

United States Coast Guard

LL5. Department of Homeland Security
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How to View/Add Credit Card Vendor Set Up

Purpose This functionality will be used for the following:
0 To view existing Travel Charge Card (TCC) vendor set up information
0 To insert a new vendor when the Travel Charge Card (TCC) bank has changed
based on a new contract

Step Action

1 To view an existing or add a new vendor, click on the Credit Card Vendor Set Up hyperlink.

Travel Charge Card Program

Load TCC Data Credit Card Data

Bugziness Expenzes Reporting Higrarchy Tree

[Credit Card Vendor Set Up |

2 Enter “00010” in the SetID field. Enter “COMON?” in the Credit Card Vendor field.

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

[ Find an Existing Value {_Add a New Value

SetiD: |= vl |DDD1D Q

Credit Card Vendor:| begins with = | [COMON
™ Include History

Search | Clear |ElasiCSearch Bl save Search Criteria

Click on the Search button.
Note: You never will be required to “Add a New Value”, so ignore this tab.

The following current Credit Card Vendor page will be displayed:

Credit Card Yendor

Setid: 00010 Credit Card Vendor: COMOM

Credit Card Yendor Find | view Al First [ 1 ois 0 Lact
“Effective Date: [0sr0iz010 (1 tatus: | Actve =] =
*Description: |JF'MC
*Short Desc: W
Yendor ID: I— Q

Corporate Number: I

[ Bill Includes Tax if Applied

Grace Period I Days After Billing Date

Last Updated: 10/20/2010




Step Action
3 Once on the Credit Card Vendor tab, click on the [+] button to add a new row.
[ Credit Card Vendor |
SetlD: 00010 Credit Card Wendor: COMON
Credit Card Yendor Find | Wiew All First [ 4 or 3 O Last
*Effective Date: [paraizoto B Status: | Actve 7] =
*Description: |J|:'r“1C
*Short Desc: IJPMC
Vendor ID: I Q
Corporate Humber: |
[ Bill ncludes Tax if Applied
Grace Period I Days After Billing Date
B save | ELReturn to Search | +[5] Previous in List | Mezd in List | [Z] Matity | E dddd | UpdaterDispIa'fl Include Histor

Enter data into the Effective Date, Description, and Short Desc fields. Keep the Status as

“Active”.

Note: When inserting a new row in Direct Access, the system will bring over existing data into the
new record to minimize typing for the user. Just highlight the existing data and type in the
new information. In other words, type over existing information to change the information.

4 . - : : :

Click on the Save button when you have finished entering the vendor information.

5

To return to the home menu, click on the Home hyperlink located in the upper right hand corner of
the page.
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How to Maintain the Reporting Hierarchy Tree

Purpose The Reporting Hierarchy Tree consists of hierarchy codes with one or more departments
assigned to the hierarchy. A Hierarchy code is equivalent to a TCC Coordinator. A
department under a hierarchy is equivalent to a department assigned to a coordinator.
Every Hierarchy must have at least one department assigned to it. The structure is
somewhat like an organizational chart.

Travel Charge Card Program

Load TCC Data Credit Card Data

Buzinezz Expenses |F€5pcrtin|: Hierarchy Tree

Credit Card Wendor Set Up

Refer to the Separate TCC User Guide — Maintaining the Hierarchy Tree for details.
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How to Load Travel Charge Card Data

Purpose The Travel Charge Card Load Process allows the TCC Administrator to accomplish the

following tasks:
1) Upload the TCC Bank file
2) Run the Process to load the TCC Bank Credit Card and balance information into
Direct Access
3) Reconcile exception conditions reported by the load program

Prerequisite  The TCC bank file containing U.S. Coast Guard Travel Charge Card and balance

information from the TCC Vendor (Bank) must be saved as a text file (.txt or .csv file
extension) on your local computer or network.

Step

Action

To initiate the Travel Charge Card Load/Verify process, click on the Load TCC Data hyperlink:

Travel Charge Card Program =

Load TCC Data Credit Card Data
Bugziness Expenzes Reporting Higrarchy Tree

Credit Card Vendor Set Up

To run the load process for the Travel Charge Card program, you must have a Run Control set up. If
you have already created a Run Control ID, you may:
0 Type the ID in the “Run Control ID begins with” field and click Search. The
“Inbound Interface” page will be displayed. Go to Step 4.
0 OR you may just click Search.

Inbound File Interfaces
Enter any infarmation you hawve and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value Y Add a New Value

/

Search by: Run Control ID heging with | AN

[ Case Sensitive

Search |!!\dx-'anced Search

Find an Existing “alue | Add 3 Mew Value

The available Run Control IDs will display.
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Step

Action

=

™ case Sensitive

Search |Advanced Search

Search Results
1-8 of 8

Bun Control ID Language Code
TCC Load English

United States Coast Guard

LS. Department of Homeland Securty

Select your Run Control ID by clicking the hyperlink

Go to Step 4.

If you have not already created a Run Control ID, you will need to do so before proceeding.

Click on the Add New Value tab:

Inbound File Interfaces

[ Find an Existing Value (| Add a New Value|

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

Search by: Run Control ID begins with |

" Case Sensitive

Search |_¢.cl\.'an|:ecl Search

Enter “TCC_Load” in the Run Control ID: field. Click on the Add button.

Inbound File Interfaces

[ Find an Existing Value | Add a New Value

Run Control ID: |TC C Load

Add

The new Run Control ID will be created.

Last Updated: 10/20/2010
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Step

Action

The "Inbound Interface™ screen will be displayed.

Inbound Interface |

Run Control ID: TCC_Load Feport Manager Process Monitor U

Customize | Eind | i First E 1af 1 |E| Last

*File
Handle
1] Add Attachment | Delete Attachment | =

Attached File Add Attachment Delete Attachment

Note: If afile is already attached (the file name will be listed under the Attached File heading),
you will have to delete it first by clicking on the Delete Attachment button before attaching

a new weekly file.

Type “01” in Line 1 of the File Handle field. The File Handle field must have a value in order for

the upload to work. Click on the Add Attachment button.

Inbound Interface

Run Control I TCC_Load Eeportbanager Process Monitor R

Customize | Eind | i First E 1 af 1 E| Last

*File
Handle

Attached File Add Attachment Delete Attachiment

1 Add Attachrment Deleteﬂaﬁachmentl [=]

H
—

The upload screen will be displayed. Click on the Browse button and navigate to the location of the

bank TCC data file. Click Open.

Browse... |

Upload | Cancel |

Once the file has been located, click on the Upload button. This will upload the TCC bank file in
preparation for the TCC load process.

Mjoint_files\PeopleSoft 9.00B555_Travel Charge Cardy3 | Browse.. |

Lpload I Cancel |

Last Updated: 10/20/2010
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Step Action

6 When the file upload has completed, the Inbound Interface screen will be displayed again and the file

name will appear under Attached File.

* Inbound Interface

Run Control ID:  TCC_Load Feport Manager Process Monitor

Fun |

Customize | Find | i First E 1cf 1 |I| Last

e = { attached File Add Attachment  Delete Attachment
Handle

1 IEI1 TCChank bt |Add Attan:hmentl Delete Aﬁachmentl =]

Click the Run button to begin the load process. The following page will be displayed.

Process Scheduler Request

User ID: 12346R7 Run Control ID: bh

Server Name: SLIMN Run Date: |1 082010 [#]
Recurrence: I 'l Run Time: |1 A48:03PM Resetto Current DatedTime |

Time Zone:

Select Description Process Name Process Type Type *Format Distribaution
¥ Load Travel Charge Card File CGLOADCREDIT  Application Engine  [webh  =| [T*T | Distribution
8134 Cancel

Last Updated: 10/20/2010
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Step

Action

The Server Name will default to PSUNX.

Click the check box located under “Select” to the immediate left of the description, "Load Travel
Charge Card File".

Note the Process Name for the TCC Load is “CGLOADCREDIT".

Click OK to schedule the Load Process.

Process Scheduler Request

User ID: 12348667 Run Control ID: hh
Server Name: PSLINA Run Date: |1 082010 [#1]
Recurrence: I j Run Time: |1 48:03PM Resetto Current DatelTime |

Time Zone: I Q

Select Description Process Name | Process Type Type *Format Distribution
| ¥ Load Travel Charge Card File CGLOADCREDIT|  Application Engine [wen  =| [T 7] Distrihutinnl
e
Ok Cancel |

The “Inbound Interface” page will re-display, but with a “Process Instance” number under the Run

button. The process instance number is assigned by the system as processes are submitted to the
scheduler. The process may take several minutes to complete.

Inbound Interface

RunControl ID:  TCC_Load FeportManager Process Monitor U

Process Instance: 24585

Customize | Find | s First [+] 1of 1 [¥] Last

e attached File Add Attachment  Delete Attachment
1 IEI1 TCChank td Add Attachmentl Delete Attachment | E|

Last Updated: 10/20/2010
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Step Action
9 Click on the Process Monitor hyperlink located next to the Run button to monitor the job as it is
being processed by the system.
{ Inbound Interface
Run Control ID:  TCC_Load Eeport Manager | Process Monitar En
Process Instance 24585
Customize | Eind | i First E 1of 1 |I| Last
File 4 tached File Add Attachment  Delete Attachment
Handle
101 TCChanktd Add Attachment | Delete Attachment | =]
10 Upon clicking the Process Monitor, the Process List tab is displayed for your User ID and contains

any jobs you may have submitted in the past 7 days.

The following example displays three jobs — listed under the Process List (blue bar).
Note that the instance number of the top process matches the most recently submitted Process

Instance (24585).

The Run Status could be “Queued”, “Initiated”, “Processing”, or “Success”. Click on the Refresh

button periodically to reset the status.

The load process is complete when the Run Status is “Success” and the Distribution Status is
“Posted.”

Process List i SemerList |

UserID:|123455? QL Type: | jLast: | 7 IDa\,rs 'I%

Server: IF'SUN}{ "I Name: I &) Ins‘tance:l to |

Run I vI Distribution I j FS&'\J’E On Refresh

Status: Status
Process List Custornize | Find | iew &1 | B First [ g or 2 [ Last

. f Distribution .
Select Instance Seq. Process Type Process Name User  RBunDateTime Bun Status o~ o Details
| = 24585 Application Engine CGLOADCREDIT 1092277 10192010 B:17.47PM PDT Success Posted Details
= 245883 Application Engine CGLOADCREDIT 1092277 10M5201012:01:13FPM PDT | Success FPosted Details
Il 24875 Application Engineg CG_TCC_MISMC 1092277 10M 352010 3:17:458PM PDT Success Fosted Details
\ r

Last Updated: 10/20/2010
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Step Action

11 | Once complete, the system will place a link in the “My Reports” pagelet as CGLOADCREDIT, the
process name.

My Reports =

Report Folder
CGLOADCREDIT General
2010-10-15-12.29.0

CELOADCREDIT General
2010-10-15-18.21.1

CELOADCREDIT General
2010-10-15-12.21.3

CE TCC MISEME General
2010-10-13-15.31.3

Feport Manager

12 Click on the CGLOADCREDIT link within My Reports pagelet to view the output from the process.
Validate the Process Instance number is the one you want, in case there are multiple processes.

Report ID: 28372 l[l_i'ru[:ess Instance: 24585] Message Log
flame: CELOADCREDIT Y Process Type: Application Engine
Run Status:

(I__nad Travel Charge Card Filé]

Distribution Hode: RPTHODE Expiration Date: |1 Q2220110

ame File Size (bytes) Datetime Created

E CGLOADCREDIT 24585 stdout 322 10872010 6:29:03.000000FPM PDT
BHank Error File td 99,034 10572010 6:29:03.000000PM POT
pember More Than One Card.fd 6,136 10182010 6:29:03.000000PM POT
[} e T
Distribution ID Type *Distribution ID
User 1234567

The links under the File List blue bar contain the output files from the TCC Load process.
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Step

Action

You should see the following hyperlinks:

o AE _CGLOADCREDIT_#####.stdout where ##### is your process instance number: Lists
the number of Bank File records which were not loaded due to the business rule of not
loading Close account information with zero balances.

e Bank_Error_File.txt: Lists the errors found in the bank data file, with the exception of

duplicates.

e Member_More_Than_One_Card.txt: Lists EmplIDs for each duplicate row from the Bank
file where there is more than one record with non-zero balance information.

Note: Your processes and reports output will remain in the My Reports pagelet for 7 days.

13

Right-mouse click on each of these hyperlinks, select option “Save Target As”, and save each file as

a text file in your TCC workspace.

File List

Name File Size (wtes Dy
AE CGLOADCREDIT 24585 stdout 322 1
Bank Error File bd Cpen
Member More Than One Car  ©OPEnin MNew Window
— [ Save Target &s...7)
Distribute To -
Prink Target
Distribution ID Type
Lzer cut
Copy

Copy Shortcut
E']https:,l',l'gp-test.direct-access.us,l' Fashe

add to Favorites, ..

Convert link target to Adobe PDF
Zonvert link target to existing PDF

Properties

Last Updated: 10/20/2010
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Understanding and Using the Load Process Output

The TCC Data Load has an output of three data files. Below, you will find a brief explanation of each along
with an example.

File Name: AE_CGLOADCREDIT_#####.stdout

Description: Note that the .stdout file contains a message showing the number of rows that were not loaded
into Direct Access because the record is in "closed™ status with zero balances. This count may
assist in reconciling the number of records.

File Name: Bank_Error_File.txt

Description: Save the Bank Error File as a text (.txt) file first. Then use Excel to open the txt file and save it
as an Excel (.xIs) file. This file is structured as a delimited file, so you can use the Text Import
Wizard and choose the Delimited file type.

If you need to research or verify a credit card number from the error file, use the text version of
the saved file. If you need to sort the output or use Excel reporting tools to filter or extract data,
then use the Excel file. Excel 2003 has a limitation of 15 on the number of significant digits it
can accommaodate within a cell. The credit card number is 16 digits. When the Bank Error file is
imported into Excel 2003, the card number will display the 16" digit as ‘0’ (zero). Note that the
credit card number is masked with “X” except for the last four digits.

The bank error file contains the following types of errors found in the TCC bank file by the load

process:

= "No Hierarchy" indicates the Bank has no hierarchy code associated with a TCC charge card.
This data has NOT been loaded to Direct Access.

= "No SSN", “No Emplid”, and/or “No Name” indicates that the SSN, Emplid, and or/ Name
was not found in Direct Access and could not be loaded.

= "Invalid Status: xx" where xx is the status from the bank which cannot be translated into a
USCG Status code because the code is not in the translate table.

Note: This exception data has NOT been loaded into Direct Access.

Last Updated: 10/20/2010 17



TCC Status Code Translation Table

The TCC Administrator cannot view the TCC Status Translation table online because the translation values are
located in a system table called the Constants Table in Direct Access. The following table represents the Status
Code Translation from the TCC Bank’s status codes and USCG statuses that are in effect as of the TCC Tech
Refresh Go-Live, 10/25/2010.

Status Code Translation Table

BANK | USCG
CODE | STATUS
Bl Open
B4 Open
Z1 Open
LG Open
CcC Closed
FA Closed
F1 Closed
M9 Closed
S2 Closed
P9 Closed
R9 Closed
V9 Closed
W1 Closed
Y9 Closed
T3 Suspended
T2 Suspended
V8 | Suspended
S1 Suspended

An SCP (System Change Proposal) will be required for changing this status table. The load program processes
the bank file based on the status codes, so it will reject an invalid status, report the issue and keep processing the
file.

Last Updated: 10/20/2010 18



File Name:
Description:

Member_More_Than_One_Card.txt

One of the business rules for TCC is that there cannot be more than one credit card assigned to
an individual. If a card is reported as lost or stolen, the bank's policy is to re-issue a new credit
card, transfer any balances from the lost/stolen card to the new card, and close the lost/stolen
card.

The More Than One Card report shows any situation where there is more than one credit card
with a non-zero balance for a member. For example:

= Member has closed account with balance(s) and an open account with or without a balance.
= Member has two closed accounts with balances.

= Member has two open accounts with or without balances.

This report lists a row for every duplicate row in the TCC Bank input file. Having this
information assists in the count reconciliation process.

Count Reconciliation Process
Each input record from the TCC Bank file should either be loaded or not loaded.

The number of records not loaded is the sum of the following:

= More than One Credit Card Report (Count each record reported)

= Bank Error Report (records not loaded due to invalid SSN/EmplID/Name/Status)

= Not Loaded as reported in the AE.CGLOADCREDIT_#####.stdout file (Closed accounts
with zero balances are not loaded into Direct Access)

The number of records not loaded from each of the exception reports plus the number of Credit
Card records loaded into Direct Access should equal the total number of input records from the
TCC Bank file.

Last Updated: 10/20/2010 19



How to View/Update a Member’s Credit Card Data

Purpose This functionality gives the TCC Program Administrator the ability to view and edit a

member’s Travel Charge Card information.

Step

Action

1

To access a member’s Travel Charge Card account information, click on the Credit Card Data
hyperlink:

Travel Charge Card Program

Business Expenses Reporting Hierarchy Tree

Credit Card Vendor Set Up

You can search for a member by entering any of the search criteria provided on the Find an
Existing Value search tab. Once entered, click the Search button:

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

[ Find an Existing Value '\

EmplID: | begins with = | |
Mame: |begin5 withjl
Last Name: |begins withj|
Second Hame:; | hegins with j |
Alternate Character Name:l hegins with j |
Middle Name: | begins with > ||
I case Sensitive

Search | Clear |Elasi|: Search Save Search Criteria

Last Updated: 10/20/2010
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Step Action

If a list populates, select the member from the Search Results below by clicking on the hyperlink
of your choice.
Credit Card

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

J Find an Existing Value

EmpliD: | beging with j|
Name: | begins withjlﬁnhen Gray
Last Hame: |begins withj|
Second Hame: |hegin5 withj|

Alternate Character Hame:l hegins with j |
Middle Name: | begins with ||

[T Case Sensitive

Search | Clear |Elasic Search Save Search Criteria

gearch Result;]
18 0f 8

EmpliD HName Last Hame Second Name Alternate Character Hame Middle Hame
1 -Rohet Gray GRAY fhlank) thlank) T

1 iBobert Gray GRAY fhlank) fhlank) J

1 ‘BEobert Gray GREAY tblank) tblank) ]

1 "Robert Gray GRAY (blank) (hlank) 9]

1 i Robert Gray GRAY [blank) thlank) H

1 | Robert Gray GRAY (blank) (hlank) [&]

1 i Robert Gray GRAY [blank) thlank) 1]

2 iRohert Gray GRAY (blank) (blank) =

If your search is by name and there are several members with the same name, refer to the User
Guide — Find an Employee. You can use the output from Find an Employee to determine which

specific Emplid matches the member you seek. Then you can select the Credit Card Data for that
specific EmplID.
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Step Action

3 The member’s credit card information will display.

Maintain Employee Credit Card Data

B save | S\ Return to Search | Motify |

Jane Doe Person ID: 1234567
Credit Card Data Find | Wiew All First [+] 1af 1 [¥] Last
*Business Unit: IDDW e}
*Credit Card Vendor:  [COMON @ JPMC
Card Type: [wisa =|
Credit Card Number: [rooo00o000mesTT Function: | Individually Billed Acc ¥ |
Issued Date: m # *Expiration Date: Im B
Limit Amount: | 10000.00 Currency: [usD @
Limit Per Trans: | Bill To: | Employee j

[[=]

4 Refer to the table below for descriptions of the data fields.
Field Description
Business Unit '00010' for Active Coast Guard Units
Credit Card Vendor Name of Credit Card Company
Card Type Type of credit card - MasterCard, Visa, Amex, etc.
Credit Card Number Last four digits of the credit card number
Issued Date Issued Date. The date the card was issued.
MM/DD/YYYY format
Limit Amount Current credit limit amount.

Note: '0"is used to show no limit or a closed account.
1" is used when the account hasn't been activated.

Limit Per Trans N/A

Function Shows how the account is billed.

Expiration Date The date the card expires. MM/DD/YYYY format
Currency The currency type (USD = U.S. Dollars)

Bill To Who the account is billed to.

Note: The TCC Administrator has the ability to update TCC data within Direct Access.

prior to exiting the page.

If any changes are made to the account information, be sure to save your work by clicking on Save
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Step

Action

As a shortcut, to view the Business Expense record of the same person you just viewed their
Credit Card data, click on the minimized Enterprise Menu button (EE*) located in the upper left
hand corner of the screen to expand the Menu.

’ United States Coast Guard
LL.S. Department of Homeland Security

Click on the Business Expenses hyperlink.

[ Administer Workfarce

[ Compensate Employees

[ Define Business Rules

[ Develop YWaorkforce

[ Manitor Workplace

[ PeopleSoft

[ Belf Service

[ Human Resources

= Warkforce Administration

= Jab Infarmation

— Business Expenses

— Credit Card

[ Glabal Payrall & Abhsence
f gyt

— Process Maonitar

— Change Wy Password
— hiw Personalizations
— My Systern Profile

— iy Dictionary
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Step

Action

The Business Expenses Search page will be displayed with the EmplID already populated. Click
Search to view the balance data.

=

Business Expenses
Enter any infarmation you have and click Search. Leave fields blank far a li

j Find an Existing Value

ErnplID: [begins with |1234567
Empl Red Nbr: = =
Hame: |begins Withj|
Last Name: |begins withj|
Second Hame: |begins withj'

Alternate Character Name:l heging with j |
Middle Name: [ begins with >} |

" Case Sensitive

Search I Clear |Easic Search Save Search Criteria

At any time, if you wish to return to the Homepage, click on the Home hyperlink located in the
upper right-hand corner of the page.
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How to View/Update a Member’s Credit Card Balance

Purpose This functionality gives the TCC Program Administrator the ability to view and edit a
member’s credit card balance information.

Step Action

1 To access a member’s Travel Charge Card balance information, click on the Business Expenses
hyperlink:

Travel Charge Card Program
Load TCC Data Credit Card Data

Business Expenses Reporting Hierarchy Tree

Credit Card Vendor Set Up

2 You can search for a member by entering any of the search criteria provided on the Find an Existing
Value search tab. Once entered, click the Search button:

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

[ Find an Existing Value Y

EmplID: | begins with ||
Empl Red Nbr: |= =
Hame: | begins withj|
Last Name: | begins withj|
second Name: |begins withj|

Alternate Character Name:| begins with j |
Middle Name: |begins withj|

™ Case Sensitive

Search | Clear |ElasicSearch Bl save Search Criteria

If a list populates, select the member from the Search Results.

If your search is by name and there are several members with the same name, refer to the User Guide
— Find an Employee. You can use the output from Find an Employee to determine which specific
Emplid matches the member you seek. Then you can select the Business Expense information for
that specific EmplID.
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http://www.uscg.mil/ppc/da/UserGuideFindAnEmployee.pdf�
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Step

Action

The Credit Card Business Expenses (balance information) will be displayed. Click on the heading
labeled “Expense Code” to sort the balance information in expense code order.

Business Expenses \,

John Hancock EMF ID: 1122334 Empl Rcd #: 0

Employee Business Expense Time ind First E 1af 1 |I| Last

*Expense Period End Date: ||1 01712010 = =]

Business Expense Details Custormize | Find | Yiews All | i First [ 1.6 o1 6 [ Last
Expense b DeptiD

Charge Date ’Expense Code Expense Amount mﬂu Business Purpose

[ton7zoto 5 [ot+DaysPr=]  [s0z00 usba  [Closed
[ton7rzoro G [soDaysFD x|  [1783 [usoa  [Closed
[ton7zoro G [s0DaysFD x|  [z5.00 [uso  [Closed
[ton7zoro G [30DavsFD x|  [z500 [usoa  [Closed
[ton7zoro B [amountDue =] [To4s02 [usoa  [closed
[tonrzoto (B [Hierarchy =] | [usoa  [ar1es

HHFEEEH
MMM NN A

Business Expenses \'.

John Hancock Enp ID: 1122334 EmplRcd#: 0
Employee Business Expense Time Find | e All First (4] 1af 1 [ Last
*Expense Period End Date: |1 01172010 3 [=]
Business Expense Details Custornize | Find | Wiew All | # First (4] 1.6 cf B [ Last
Expense 4§  DeptD ;)
"l
'rCharge Date *Expense Code Expense Amount —=AITENLY Business Purpose

Code

[ton7zoro B [amountDue =] [To4s02 [usoa  [closed
[tonrzoto (B [30DasPD =]  [z500 [usoa  [closed
[ton7zoro 5 [s0DaysPD =] [25.00 uspa  [closed
[ton7zoto 5 [s0DaysPD =] [i7a3 usoa  [Closed
[ton7zoto 5 [ot+DaysPr=]  [s0z0o uspa  [Closed
[ronrzoro 5 [Hierarchy =] | uspa  [s171es

H [ H F FE
00O O A

Bl save | L Return to Search | Matify |

If any changes are made to the member’s balance, be sure to save your work by clicking on Save
prior to exiting the page.
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Step

Action

Refer to the table below for descriptions of the data fields.

Field

Description

Expense Period End
Date

Expense Tab

Date of the report. The data is updated monthly.

Business Expense Details

Charge Date

Date of the report

Expense Code
and
Expense Amount

A description of the entry for the associated Expense Amount.

# Days PD is the number (#) of days Past Due (PD).

Any expense amount associated with a # Days PD is the previous
amount past due and unpaid for the # of Days.

Amount Due refers to the total current amount due.

Hierarchy is the credit card vendor’s Reporting Hierarchy Code. There is
no associated expense amount for the Hierarchy. The hierarchy code is
displayed under Business Purpose.

Currency Code

The type of currency (USD = U.S. Dollars)

Business Purpose

The account status.
Possible values are:
Open- Account in favorable standing
Suspended- Account is more than 60 days past due
Closed- Account is closed and the bank or card vendor
cannot accept any more charges for the account

The 5-digit number located on the “Hierarchy” line is the credit card
vendor’s Reporting Hierarchy Code.

To return to the Homepage, click on the Home hyperlink located in the upper right-hand corner of the

page.
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Understanding and Using the Reports

Travel Charge Card Report hyperlinks are housed in the Travel Charge Card Reports pagelet. Click on the
hyperlink of the desired report to run the report and retrieve the output. Descriptions of the reports accessible to
the TCC Administrator User are located below.

Travel Charge Card Reports

HierarchyDeptiD Relationship  Members by DeptiD

o o

3 hdenbers by Hisrarchy Dretailed Delinouency

High Level Delinguency Foll Up Dept Missing from Hierarchy

Cther Extracts 7’ 8

Portal Link/Report Title Description

1. Hierarchy/DeptID This query generates a list of hierarchy codes and their associated

Relationship departments for TCC Administrators. This program level report is
produced from information stored in the Reporting Hierarchy Tree
and may be used to validate data input into the tree. This report
information may be uploaded to the USCG Government Travel
Charge Card web site for access by TCC coordinators and
commands for identifying which departments are located under what
hierarchy code.

Note: TCC Administrator User and Command Users have access to
run this report.

2. Members by DeptID This query generates a list of members with travel charge cards
based on their Department ID. The user is prompted to enter the
Department 1D upon clicking on the portal hyperlink. This report is
used to identify a travel charge card holder who may not be in the
correct hierarchy code at the TCC bank. Departments are assigned to
Hierarchy codes by the TCC Administrator. Hierarchy codes are
assigned to TCC Coordinators and Commands to track TCC usage
and spot any past due accounts.

Note: TCC Administrator User and Command Users have access to
run this report.

3. Members by Hierarchy This query generates a list of members with travel charge cards
based on their assigned Reporting Hierarchy Code. The user is
prompted to enter the Hierarchy Code upon clicking on the portal
hyperlink.

Note: TCC Administrator User and Command Users have access to
run this report.

Last Updated: 10/20/2010 28



Portal Link/Report Title Description

4. Detailed Delinquency This query generates a list of all members with a Travel Charge
Card balance that is past due.

Note: This report is only available to the TCC Administrator User.

5. High Level Delinquency This query generates a Summary Report of the past due Accounts by
Roll Up Administrative Area (ATU).

Note: This report is only available to the TCC Administrator User.

6. Dept Missing from This query generates a list of departments that are missing from the

Hierarchy Reporting Hierarchy Tree. TCC Administrators will use this to
identify when a new department has been added so the Reporting
Hierarchy tree may be updated.

Note: This report is only available to the TCC Administrator User.

7. Other Extracts / This application engine generates a list of members whose bank
Bank/Tree Hierarchy hierarchy code does not match their tree hierarchy code based on
Mismatch member's DeptlD. The user is prompted to enter a Run Control ID

and to select the desired report from a list. This information may be
used by the TCC Administrator and sent to the TCC Bank to correct
Hierarchy codes for members at the bank.

Note: This report is only available to the TCC Administrator User.

8. Other Extracts / This application engine generates a list of TCC Members’ Card,
Full Extract Business Expenses, ATU, Hierarchy, and Department associated
data. The user is prompted to enter a Run Control ID and to select
the desired report from a list. The TCC Administrator can use this

report for ad hoc reporting or validation of other reports.

Note: This report is only available to the TCC Administrator User.

Users may also export the reports to an Excel Spreadsheet or a CSV file by clicking on the desired hyperlink as
displayed below:

Download results in : [Excel SpreadSheet| [CSV Text File ||

Last Updated: 10/20/2010 29



Report Prompts

For Members by Hierarchy Report:

Enter the 5-digit Hierarchy Code at the prompt. Click View Results.

View Results |

Department . :
IM . MH%

Hierarchy |Hierarchy

Hierarchy |
.| As )
Credit of Card |Balance |Days
Limit Status| Due ;
Date

For Members by DeptID Report:

Enter the 6-digit DeptID at the prompt. Click View Results.

DeptiD: || Q
View Results |

Department Title Class Empl Rpt Credit |As of| Card |Balance | Days
Description Status |Hierarchy | Limit | Date | Status Due

Special Considerations for “Other Extracts” Reports

For Other Extracts Reports:

A Run Control ID is required to run these reports. The first time through this process, click on Add a New

Value tab and setup your run control. Enter TCC and click the Add button.

Travel Charge Card Reports

{ Eind an Existing Yalue | Add a New Value |

Run Control ID: [TC.C |

Add

Find an Existing Yalue | Add a Mew Value
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For subsequent times through this process, enter TCC on the “Find an Existing Value” tab and click Search, or
Click Search and select TCC from the search results.

= Travel Charge Cards ;[ e Yind o | Help | Eln
Repors

— Dept Missing from
Hicrarch Travel Charge Card Reports

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

— HierarchwDeptlD
Relationship [ Find an Existing Value {_Add a New Value
— Hiigh Level
Delinguency Roll Up
— Members by DeptiD Search by: Run Control ID begins with [TCC
— Members by Hierarchy

[ case Sensitive

— Other Extracts

Search |Advanced Search

Find an Existing Value | Add a New Value

The “Prcsruncntl” (Process Run Control) tab will be displayed. Click Run.

Run Control ID: TCC Report Manager Process Monitar Fiun ‘K

MNew Window | Help | Customize Page | 15

The Process Scheduler Request page is displayed.

Process Scheduler Request

User ID: JHAMCOCK Run Control ID: TCC
Server Name: | PSRN j Run Date: |IZIEII1 o El
Recurrence: | j Run Time: |1 2501 TPM Resetto Current DatefTime |

Time fone; I Q

Select Description Process Hame Process Type *Type *Format Distribution

™ Full Extract CG_TCC_EXTRT  Application Engine  [web =] |[™«T =] Distribution

[T BankiTree Hierarchy Mismatch CG_TCC_MISMC  Application Engine [web =] [T =] Distribution
Ok | Cancel
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Click within the Select box to the left of the report you wish to run. You may run either Full Extract or
Bank/Tree Hierarchy Mismatch, or both reports.

Process Scheduler Request

User ID: JHAMCOCK Run Control ID: TCC
Server Name: I PELUM | Run Date: IEIQH 7iz010 [#)]
Recurrence: | j Run Time: |2:55:28Pru1 Resetto Current DateiTime

Time Zone; I Q

Process List

Select Description Process Hame Process Type ‘Type *Format Distribution
W | Full Exract CG_TCC_EXTRT | Application Engine  [wen  >|[T«T =] Distribution
I | BankiTree Hierarchy Mismatch CG_TCC_MISMC | Application Engine [web | |[TT x| Distribution

}/ \
o | Cancel |

Once at least one process is checked, click OK to submit the process or processes to the process scheduler.
This will take you back to the Process Run Control page, where you may log your process instance number(s).
The process may take several minutes to complete. Once complete, the system will place a link in the “My
Reports” pagelet as the process name, CG_TCC_EXTRT or CG_TCC_MISMC, respectively.

My Reports B

Report Folder
CGLOADCREDIT General
2010-10-15-12.20.0

CGEToS MISME General
2010-10-13-15.31.3

Feport Manager

If you do not see the report output in the My Reports pagelet, click on the refresh button for the pagelet.

My Reports =]
T
Report Folder

For the Bank/Tree Hierarchy Mismatch report, the Process Name is CG_TCC_MISMC. Click
CG_TCC_MISMC hyperlink to display the process details. Select the output link,
TCC_BANK_TREE_Mismatch.csv. A new window will open. See below.
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[ Develop Workforce "
> Direct Access PeopleTools 2 Report Index - Microsoft Internet Explorer
[ Maonitar Warkplace File  Edit Wiew Faworites Tools  Help
[ Self Service _
b Human Resources 1./ us coastcuaro Il | [ search ~ Moo | & &)
[ Warkforce Administration . n B! = . ) i d
- - N ] o & - s =
[ Global Payroll & Absence Mot L5 Bach 7 | |ﬂ |§| | Sesid \dx\z FERliEE Qﬂt - = 4 i
[ Set Up HREMS - |
- Worklist Address I@I] https:,l',l'gp-test.d|rect-access.us,l'psc,l'LICGPHTE,I'EMPLOVEE,I'HRMS,I'C,I'CDM_RPT.CDM_RPT.GBL?Page=CDM_Fj i
[ Tree Manager Mew Window | Help
[ Reporting Tools | |
[ PeopleToals
— Bun a Queny
— Change My Password ReportID: 25352 Process Instance: 74575 Message Log
— My Personalizations
— hiy System Profile Name: CG_TCC_MISMC  Process Type: Application Engine
— My Dictionary Run Status:
My Reports BankTree Hierarchy Misrmatch
Report Folder
CGLOADCREDIT Genera Distribution Node: RPTMODE Expiration Date: |1DI201201D
2010158151200
COGLOADCREDIT Geghral file List
20 10-15-18.21 1 Hame File Size {intes) Datetime Created
CGLOADCREDIT feneral AE TG TCC MISMC 24575 stdout 281 101372010 3:31:31.000000FPM POT
201 0-10-15-12 21 3 |:TCC Bank Tree Mismatch csy | 1,025,743 101352010 3:31:31.000000FPM PDT
G TCC MISME|General Distribute To
2010-10-13-15.31.3 Distribution 1D Type *Distribution ID

For the Full Extract report, the Process Name is CG_TCC_EXTRT. Click the CG_TCC_EXTRT hyperlink to
display the process details. Select the output link, TCC_Full_Extract.csv.

The report output from the two extract processes (Full Extract and Bank/File Mismatch Report) does contain the
leading zeros for fields that require them. However, if you pull up either of these reports by clicking on the .csv
links from the Report Details output, select “open”, Excel opens the file and does not allow the user to specify
the text fields. See the following example:

Report ID: 25336 Process Instance: 245449 Message Log
Name: CG TCC _EXTRT  Process Type: Application Engine
Run Status: Success
Full Extract
Distribution Node: RPTMODE Expiration Date: |1 0 42010
File List
Name File Size (hytes) Datetime Created
AE ©G TCC EXTRT 24549 stdout 281 100772010 11:13:44 00000040 POT
TCC Full Exdract.csy 7,483,603 100772010 11:13:44 00000040 POT
Distribute To
Distribution ID Type *Distribution 1D

Click on TCC_Full_Extract.csv link from the report details.
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A new window is opened as follows:

File Download

Do you want to open or zave this file?

@ j Mame: TCC_Full_Estract xlz
[HL

From: gp-test. direct-access. us

=]

Save

Type: Microzoft Excel Worksheet, 1.93 MEB

| Cancel I

W Always ask before opening thiz twpe of file

zave thiz file, What's the righ?

YWhile filez from the Internet can be useful, zome files can potentially
harm pour computer. [F you do nob trust the gource, do not open ar

If you click on the Open button, an Excel window is opened with the TCC Full Extract data in read-only as

follows:

1 Microsoft Excel - TCC_Full_Extract.cs¥ [Read-Dnly]

I%] File Edit Yiew Insert Format Tools Data  Window Help  Adobe PDF

Type a question For help

DEHRSSRIVE % @ F|9-o - [EF G G -ef

Arial 10 | B JFUOIEE=A Y % o % _,P.utc-Sumt e A.H j ) - = i!
THEE

A1 - e ATU
A e | ¢ | o | E | F | & | H [ 1 | J | kK | L | M | N |

1 |ATU OPFAC  MOD DeptlD Departrner EmpIID Rank Marne Class Reg Regio Empl StattRpt Hierar Credit LimiCard Statu B
|2 | 77 G7100 T10 150 RECRUIT | = : |AD AD 31284 1 Open
13 21 11411 77 CGC JARY I | 5A [ AD AD A 31284 1 Open
EN 14 15243 754 | CGC KUKL JFM f LAD AD A, 31284 1 Open
=N 79 47919 10A 10140|PSSU KOOI IIF53 [ 1AD AD A, 31250 1 Open
1B | 13 30486 753/ CGSTAP I Wk3 t AD AD A, 31296 2 Open

7 20 12113 91 CGLWIGC = f $AD AD A, 31179 2500 | Open
|18 | 2 16257 BBEE CGC MAC 1F33 \ :AD AD A, o7 2500 | Open

g 76 F5100 15C 2421 ATC MOBI 1Y M3 AD AD A 3175 5000 | Open

10 E 37050 30B 7320 SEC DEL | |MST3 “AD AD A 31139 5000 | Open

14 Fnnas £33 QOFE T CkARAARIL L=e 14 I fd | ImkAll A 21400 = A T
4 >|[\Tl:l: Full_Extract 1r

Notice, that Excel has ignored the leading zeros.
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Instead, Click on Save from the File Download window.

File Download

[

Do you want to open or zave thiz file?

Mame: TCC_Full_Estract xlz
FH]

Type: Microzoft Excel Workzheet, 1.93 ME
From: gp-test.direct-access.uz

Open | 1 Save l Cancel I

W Alwaps azk before opening thiz tepe of file

harm pour computer. [F pou do nat trugt the zource, do not open ar

@ Wwhile files from the Internet can be useful, some file: can patentially
zave thiz file, What's the nisk?

Another window opens as “Save As”.

Save in; I@Desktnp j J T-' 3 "

My Documents

Q BHHuddleston on HOSMW-10D123E17
s My Metwork Places

_)Adobe Reader 9 Installer

) ShortCuts

536479 Testplan.xls

4 20091231 Huddlest on, s

File name: TIIZ Full Estract.xls j

Save as bype: I Microzoft Excel Waorksheet j

Save I

Cancel |
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Change the Save as type to All Files by selecting it from the drop down. Click inside the File name box and
change the extension from .xls to .txt. Click on the Save button. See example below.

[saveas I 20X]
Save I@Desktnp j J ? 3 '

My Documents
& BHHuddleston on HOSMW-10D123E17

H Cikrix Program Meighborhood

e | Cvberscrub Privacy Suite

Micrasaft Office Outlaok 2003

) UlkraEdit-52

) Adobe Reader 9 Installer

) ShortCuts

|E3!54?‘3_T|35I:|:|Ien'|.><Is

1] 2009123 1Huddleskon, xls

T BPMMI_1_Poster_EN.pdf

KN i

f_ iy

File name: TI:ZIZZ Full_E stract. b=t j q Save I
Save as hype: I,-i'-.ll Files j Cancel |
\ / =

This will save the file in the directory of your choice (in this case, on the Desktop) as a text file.
Next, open up Excel. Click File Open and select the TCC_Full_Extract.txt file from where you just saved the
file (the Desktop, in this example).

o

by Documents

2|
Look in: I@ Deskiop j @ -ch | Q x [ [ = Tools=
L Mame Size | Tvpe | Date Modified ~ |
4 @ TCC_Full_Extract.bxk j 7,309 KB Text Document 1041302010 339 PM
My Recent S 1y Doy pentbe JL L KR Shorboit AU ALRNN9 500 AM
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The Text Import Window is opened by Excel as follows:

Text Import Wizard - Step 1 of 3 2=

The Text Wizard has determined that wour data is Delimited.
If this is carreck, choose Mext, aor choose the data bype that best describes your data,

Criginal data kype

pe that best describes vour data:
- Characters such as commas or tabs separate each Field,
- Fields are aligned in columns with spaces between each Field,

Fixed width

Skark import at row; |1 5‘ File origin: I 437 1 QEM United States j

Preview of file CiiDacuments and SettingsiBHHuddlestant Deskiaph TCC_Full_Exkrack, bxk.

1T, OPFAC, MOD  Dept Il Department Description, EmplID, Bank , Name Cl -
"'I-"I-‘","ETJ.I:II:I","TJ.D",'DDISlED","RECRT.TIT BASIC TRATMNIMNG", "

"21"’"11411"’" II’IT?II’IICGE JARUISII’ IISAII‘
hld4n M1EE4ze, o v ow 754" "CGC KUKUI", ngpn
"N t47a19n tloa" " o1r4o0" , "P33U EODIAE TAD EBR"," . FSS;I

al | i

Zancel I = Back || Mext = l Einish I

Note: You can see from this screen shot that the DeptID information is being generated with the leading
zZeroes.

Continue the Text Import into Excel. Choose file type of Delimited and click Next.
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The following screen will appear:

Text Import Wizard - Step 2 of 3 2| =]

This screen leks wou set the delimiters your daka contains, You can see
hiowe wour bext is affected in the preview below,

slmiters [™ Treat consecutive delimiters as one
v 1ab [ Semicalon iC :
[~ Space [ Other: I Text gualifier: il

~Dakta preview

TUO,O0PFAC MOD  DeptID Department D95criptinn,EmplID,Rank,Hame,Elas:fi

7.UeT1io0 "T1io" , "0081l50" , "RECRUIT EBASIC TRAIMING"," -1
1,"11411",_ " ", "0Q00077","CGC JARVIS®," womggn

4("15243"(" IIFIIDDD?54IIrIIEGC mI"’" IIrIIFHIIrII:
9,"47319" "10A" "010140", "PSST EODIAK TAD ER"," " UEEar .:J

4] | .
Cancel | « Back | Blexk = I Einish |

Click on the Tab Delimiter check box (to uncheck the box) and click on the Comma delimited checkbox. See
following screen:

Text Import Wizard - Step 2 of 3 2=

This screen leks wau sek the delimiters your daka contains. You can see
hiow wawur ket is affected in the preview below,

elimiters
m [ Semicolon
[ gpace [ other: I

[™ Treat consecutive delimiters as one

Texk gualifier: |" :Iv

~Dakta preview

TO QPPFAC MOD pPeptIDl pPepartment Description [EmplID ank MHame -
7 E7Ll00 [T10 pOsl&50 RECREUIT BASIC TRAINIMG N
1 1411 pooo7? gGC JAPRWIS A
4 N5z43 noo7s4 CGC EUOEUI H
9 H721% Lok plol40 PSST EODIAE TADY BR b3¢] _:J
4] | 2
Cancel < Back | Mext = I Einish |
Click Next.
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The following screen will appear.

Text Import Wizard - Step 3 of 3 2| =]
This screen lets wou select each column and set alurmn data Format
the Data Format, * General
‘General' converks numeric values ko numbers, date 7 Tewxt
walues to dates, and all remaining values ko text, " Date; MDY -
™ Do not import column {skip)
gdvanced. .. |
~Daka preview
Ceperalizencral E Cenera
eptIDl Department Description EwplID atk fame -
NO&1l50 RECEUIT BASIC TRATMIMG N
oaoo?? CGC JARVIS s
oooYeEd4 CGEC EUEDI N
0l0l40 [PS5T EKODIAE TAD EBR | &3 ...-I
| 3
Cancel | = Back I Mext = | P

For every column where you wish the leading zeroes to be preserved, click on the column and adjust the column
data format to Text. For instance, the ATU column is already highlighted, click on Text in the column data
format, click on the OPFAC column and click Text, and so on. In the following screen, ATU, OPFAC and
DeptID columns have been changed from General format to Text format. Continue setting all the columns with
the possibility of leading zeros to text and click Finish.

Text Import Wizard - Step 3 of 3 2| =]
This screen lets wou select each column and set —Column data Format
the Dakta Format. " Generdl
‘zeneral' conwerts numeric values ko numbers, date C IEX':
walues ta dates, and all remaining values ko text, T Date: IMDY j
™ Do not jmport column {skip)
advanced. .. |
~Daka preview
—
Snoral E Concrs)
il etartment Description [EmplID atlk flame ﬂ
_____ ECREUIT EBASIC TRAINIMG 1)
______ GC JADVIS A
______ GC EUEII N
IRRIREEANRD = 51T EODIAE, TAD ER B3 ‘,I
4] | .
Cancel « Back Mext = | Einish I|
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Excel will open the file. See following example. Note that the ATU, OPFAC and DeptID columns retain the

leading zeroes:

You can schedule a query to run via the process scheduler instead of running the query from the portal link.
The results of scheduled queries are routed to the Report Manager. Refer to the User Guide — How to Schedule

a Query for details.

The following queries may be scheduled:

&9 Microsolt Excel - TCC_Full_Extrackt.ExE
@_] File Edit Wiew Insert Format Tools Data  window Help  Adobe PDF Type a question For help
NS HRSSAIVE % RS9 8 =4 % M@ee: - f
Arial -0 - |B fU|EEE=EEHS % == ~Oo-A-RiH-Q -ZB
=Rei -
Al - = ATU
A BE | =© | e | F | & | H | 1 | 4 | kK [ L [ wm | ®w |
1 |ATU OFFAC  |MOD Departrmer EmpllD  Rank Marne Class Reg Regio Empl StattRpt Hierare Credit Limi Card StatuBa
12 | 67100 T10 RECRUIT| SN : 1AD AD A 31284 1/ Open
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How to Schedule a Query

Report Name

Query Name

Description

Hierarchy/DeptID Relationship

CG_TCC_HIERARCHY_TREE_LISTING

Generate List of TCC Hierarchy Codes and all the
Department IDs assigned to it

Members by DeptID

CG_TCC_MEMBERS_BY _DEPTID

Generates List of Members with Travel Charge
Cards based on Department ID (User is prompted
to enter DEPTID). Based on the ATU/DeptID tree,
all members with ATU-related DeptIDs will be
included on the report.

Members by Hierarchy

CG_TCC_HIERARCHY_DEPT_EMPLID

Generate List of Members with Travel Charge
Cards based on their Assigned Reporting Hierarchy
Code (User is prompted to enter Hierarchy code)

Detailed Delinquency

CG_TCC_DETAIL_DELINQUENCY_ACT

Generate List of Members with any Past Due
Travel Charge Card Balance

High Level Delinquency Roll Up

CG_TCC_DELINQUENCY_ROLL_UP

Generate Summary Report of Past Due Accounts
by Administrative Area (ATU)

Dept Missing from Hierarchy

CG_TCC_DEPT_MISSING_HIERARCHY

Generate List of Departments that are Missing from
the Reporting Hierarchy Tree

Find an Employee

CG_FIND_EMPLOYEE

Find an Employee
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