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This document will guide you through the process of accessing and
downloading the Electronic Personnel Allowance List (ePAL) using the Coast
Guard Business Intelligence (CGBI) system.

Personnel Allowance List (PAL) is a resource management and personnel
resource allocation tool to identify and track all active duty military billets,
civilian positions, and selected reserve military billets in the Coast Guard.

PAL data resides in the Coast Guard’s Human Resource Management System
(Direct Access). However, Direct Access does not provide a user-friendly
way of extracting and viewing PAL data.

The Coast Guard Business Intelligence (CGBI) system contains a search form
with access to the most up to date PAL data.

In this guide:
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Accessing the ePal

Introduction This section provides the procedure for accessing the ePAL.

Procedure Open the web browser and navigate to CGBI. The address is:
http://cgbi.osc.uscg.mil/2.0/unit.cfm. Then, follow these steps to access the
CGBI ePAL.
Step Action

1 Click “toolbox”

2 Click “ePal”
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3 | The ePal search dialog will open in a new window. (End of procedure.)

Searching the  This guide provides procedures for searching the ePAL by position number or
ePAL rank/rate.

1. To search by individual position number. See “Search by Position
Number” on the next page for the procedure.

2. To search by other criteria to view a range of positions (e.g All active
duty SK2 positions). See Search by Rank/Rate on page 4 for the
procedure.



http://cgbi.osc.uscg.mil/2.0/unit.cfm
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Search by Position Number

Introduction This section provides the procedure to search the ePAL by position number.

Procedure Follow the procedure in the Accessing the ePAL section on the previous
page. Then, follow these steps to search by position number.

Step Action

1 Enter a Position Number in the Quick Launch section.

;‘ Type Position Number |
Quick Launch:
Position Number|
Department ID

PAA ID
Package 1D

Go

2 Click the “Go” button.
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3 The position da_ia screen will display. Refer the figure below for descriptions of the
data elements. . (End of procedure.)

Figure 1: The Position Data Screen
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Searching by Rank/Rate

Introduction You can search the ePAL using different filters. This section provides the

procedure for searching by Rank or Rate.

Procedure Follow the procedure in the Accessing the ePAL section on page 2. Then,

follow these steps to search by rank or rate.

Step Action

1 Enter the Rank or Rate to search for.

Civilian).

2 Select an option for the type of position (Active, Reserve, or

3 Click the “Search” button

Figure 1: The ePal Search dialog
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Continued on next page
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Searching by Rank/Rate, Continued

Procedure (continued)

Step

Action

4 The search results will display in the lower half of the screen.

5 Click the Excel icon to covert ePal data to an Excel document.

Figure 2: Rank/Rate search results
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Continued on next page
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Searching by Rank/Rate, Continued

Procedure (continued)

Step

Action

6

A new window will open with the ePAL export options

7

Place check marks in the corresponding boxes to display the
information you would like to see in your spreadsheet.

8

Click the “Search’ button.

Figure 3: Export ePAL data to Excel
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2. Click “Search”

Continued on next page
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Searching by Rank/Rate, Continued

Procedure (continued)

Step

Action

9

When the “loading screen” appears, you will need to minimize
everything and then re-open excel to view the below message
asking you if you want to open the file.

OB Hicrosoft Office xcel £

The file you are trying to open, 'search_export.xls’, isin a
. \, different format than spedfied by the file extension. Verify that
i3 " the file is not corrupted and is from a trusted source before
opening the file. Do you want to open the file now?

R |

3. Click “Yes”

10

The spreadsheet opens with the desired information that can be
sorted and filtered as needed. (End of procedure.)

Figure 4: ePAL data displayed in Excel
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1 1674 results found where
2 |Rank/Rate = sk
3 Results generated on 08-07-2013 by John Caicedo (viewing as a registered user)
4 |Position Number Position Title Position Encumbered Position Grade Position Occupation Information  Position Rank Position Jobcode Employee ID (EMPLIC
5 | 00004199 ouTY YES ES 420 - Storekeeper SK2 442054 1234567
6 | 00036353 ouTY YES ES 420 - Storekeeper 5K2 442054 1234567
7 | 00031430 ouTY YES ES 420 - Storekeeper 5K2 442094 1234567
8 | 00035962 ouTY YES E5 £20 - Storekeaper 5K2 442084 1234567
9 | 00009510 ouTty YES ES 420 - Storekeeper SK2 442054 1234567
10 | 00009510 ouTY YES ES 420 - Storekeeper 5K2 442054 1234567
11 | 00004396 ouTY YES ES 420 - Storekeeper sK2 442054 1234567
12 | 00010247 AIRSTA - DUTY YES EB 420 - Storekeeper SKCE 442081 1234567
13 | 00010447 AIRSTA - DUTY YES EB 220 - Storekeeper SKCS 442091 1234567
14 | 00012749 AIRSTA - DUTY YES E6 420 - Storekeeper 5K1 442053 1234567
15 | 00010446 AIRSTA - DUTY YES E6 420 - Storekeeper SK1 442093 1234567
16 | 00010445 AIRSTA - DUTY YES ES 420 - Storekeeper 5K2 442084 1234567
17 | 00010529 LEASED HOUSING PRGM-DUTY YES ES 420 - Storekeeper 5K2 442094 1234567
18 | 00010444 AIRSTA - DUTY YES ES 420 - Storekeeper SK2 442054 1234567
19 | 00010442 AIRSTA - DUTY YES E4 420 - Storekeeper 5K3 442085 1234567
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