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PPC SPO Manual
Part X, Error Feedback, Reports and Queries
Chapter 1, SPO Exception Report

Overview

Introduction An application has been developed in Direct Access that integrates a number
of JUMPS Exception Processes into one area. This reduces the effort needed
to work exceptions and provide more timely exception information to the
SPO. As part of the Direct Access application for the JUMPS Exception
Process, we have devel oped a SPO Exception Report. This allows the SPOs
to begin viewing information on exceptions, which need their attentionin a
more timely fashion. Here' s an overview of the new process.

Stage Description

1 The DA/JUMPS production cycle runs and exception data is |oaded into DA.
Exception data from the previous update cycle is marked as “inactive” and isno
longer viewable by SPOs.

2 e PPC begins working exceptions through the DA Exception Punch Process
application. If an exception needs the attention or further action by the SPO, PPC
has afield they will set to indicate thereis a SPO responsibility. Oncethat field is
set showing a SPO responsibility, the SPO will be able to view it through their DA
application.

e PPC (MAYS) will notify SPOs, by e-mail, when error feedback information is
availablein DA. Negative reports (e. g. No SPO responsibility errors) will also be
provided. (Note: SPOs do not need to wait for e-mail notification to begin
working errors. The information will be accessible by the SPO when PPC sets the
responsibility field. E-mail notification will not be sent until all errors are worked
by PPC.)

3 The SPO brings up the SPO Exception application and searches for exceptions in

their area of responsibility that have been assigned to them by PPC. The page will

show information about the exception and a Notes section, which details the action
that needs to be taken by the SPO.

4 The SPO takes corrective action as described in the Notes section of the exception
application and sets the responsibility field to “ SPO Action Complete’.

Continued on next page
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Overview, Continued

Discussion

References

Contents

Transactions input by SPO’s (through Direct Access) are processed by PPC to
update the Automated Pay Master File (JUMPS). PPC batches the
transmitted input from SPOs, and approximately weekly, performs an update
cycle. A schedule of update cyclesis provided by ALSPO message on an
annual basis.

Each transaction input for an update cycle must pass through a series of edit
checks to ensure that the transaction isvalid. If the transaction fails an edit
check, it will reject and be recorded in the JUMPS Exception Punch Process.

PPC (MAS) Exception Reporting Team (ERT) members will analyze each
rejected transaction on the JUMPS Exception Punch Process to determine the
cause of the error and necessary corrective action. The corrective action may
consist of PPC (MAS):

e Recycling the transaction,

« Initiating action to resolve the invalid condition, or

« Reporting the error back to the SPO for appropriate corrective action.
The report returned to the SPO is accessiblein DA (Administer Workforce >
Administer Workforce (GBL) > Report > SPO Exceptions).

(a) _E-Mail ALSPO F/05; SPO Exception Report

This chapter contains the following topics.

Topic See Page

SPO Action X-1-3

Procedure X-1-5

X-1-2

SPO Exception Report
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SPO Action

Introduction The SPO is responsible for reviewing the SPO Exception Report and
correcting invalid documents. SPOs will only be able to view current
production cycle exceptions. Therefore, SPOs must take corrective action
prior to the next update cycle.

Discussion SPO’s are required to take corrective action. Corrective action may consist
of:
o Correcting the original transaction,
o Deéleting the transaction, or
e Submitting additional transactionsto allow processing of the original
transaction.

Any allotments or pay entitlement starts, stops, or changes appearing on the
JUMPS Exception Report which have not processed may lead to the member
being overpaid or underpaid. Anytime the member’s pay will reflect an
overpayment/underpayment resulting from atransaction not processing,
notify the member via hig’her unit.

SPO Exception Report X-1-3
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Procedure

Introduction Start Internet Explorer, sign into Direct Access and follow these steps to

complete this procedure.

Procedure The following outlines the Exception Report correction process.

Step

Action

Select menu itemsin the following order:
Administer Workforce > Administer Workforce (GBL) > Report > SPO Exceptions

The Search Criteria Page will display.

Home = Adminisier Workforce = Administer Workforce (GEL ) = Eepor = SP0O Exceptions

SPO Exceptions

Find an Existing Value

EmpllD: |

Administrative Target Unit:I
Cperational Facility Code: I
Freparers EmpliD: I

Responsible Area; | .:]

| Search | | Clear | Baf

F3C Action Complete
Personnel Services Center
SP0 Action Complete

Senicing Personnel Office

Y ou may view error reports by:

e The member's employee ID number (EmplID)

e The SPO's DD-OPFAC (District and/or OPFAC number)

¢ The employee ID of the person who prepared the transaction

¢ Responsible Area (Note: Only Servicing Personnel Office or SPO Action Complete
will return any results for SPO users).

Complete at |east one of the search criteriafields and click the button

Continued on next page
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Procedure, continued

Procedur e (continued)

Step Action
3 EmpliD Process SEQUENCE Adminislral_jve Target Dperaﬁqna! Facility Preparer's Responsible
Date NUMBER Unit Code EmplID .
1234567 06/15/2009 1 ay 12345 7654321 SPO
9999999 06/15/2009 1 a7 12345 Ty SR
9999999 06/15/2009 2 ay 12345 [l SPO
Sear ch Results Fields
Field | Description |
EmplID The member's employee ID number
Process Date | Date of the JUMPS update/compute cycle
Sequence Number of records for this member in this process cycle.
Number

Administrativ The ATU/District of the SPO submitting the transaction
e Target Unit
Operational The OPFAC of the unit where the SPO is located

Facility Code

Preparer's The employee ID number of the person who submitted the transaction.
EmplID

Responsible | o SPO for "Servicing Personnel Office”, indicating an item that the
Area SPO needs to take action on.

e SAC for "SPO Action Complete, indicating that the SPO has
reviewed the item and taken action.

4 | View the error information and take action as described in the PPC Notes section to

correct the error. After corrective action has been completed, set the Responsible Area

field to "SPO Action Complete" and click the 'E==+=Ipytton.

Continued on next page
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Procedure, continued

Procedur e (continued)

Description: Start Career Sea Pay

NEED TO REFORT MEMBER. TO MEW DUTY STATION

PSC Notes:

ﬁ Save QReturn to Search

SPO Exception Page Fields:

Responsible Area: Senvicing Personnel Office - Exception Cycles: 2

Step Action
4 Home = Administer Workforce = Administer Workforce (GBL] = Repaort = SPO Exceptions
{ Exception Information
cont.
EmpllD: 1234567 SSN: 123-45-6789 ANAME: SMITH Key Mod: 4
Dist: 79 OPFAC: 47400 PAT: PPS Prep Date: 07/13/2010 ExcRel: R Comp FL;
Form Code: LG7A Effdt: 05/16/2010 Efftm: 2527 TY Entry: Action Cd: PGO7
Preparer's EmpllD: 7554321 Preparer's Name: Last, FirstM

. JUMPSExceptionDataSection

Field Description

EmplID | The member's employee ID number

SSN The member's socia security number

ANAME | First five letters of the member's last name

Key Mod | Key Mode. For system/PPC use only.

Dist District Code

OPFAC | Operational Facility Code

PAT Personnel Action Transmittal

Prep Date | Date of the transmittal

Exc Rel | Exception Release Code. For system/PPC use only.

Comp FL | Compute Flag. For system/PPC use only.

L30B Rough Order transaction
L45B Advance Authorization transaction

Form Code describing the JUMPS transaction form type:
Code L25B Officer Personnel Change transaction

L61B Entry into the CG (Enlistment Contract) transaction (DD Fm 4/1)
L62B Discharge to Immediately Reenlist transaction (DD Form 4/1)
L63B Leave Reporting transaction (CG-2519)

Continued on next page
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Procedure, continued

Procedur e (continued)

Step Action
4
cont.
Field Description
Form Code | L64B BAQ Dependency/Emergency Data transaction (CG-4170A)
(cont.) L65B Active Duty Initial Information transaction
L66B Officer Uniform Allowance transaction
L67B Personnel Action transaction
L68B PCS Departing, PCS Reporting, RELAD, and Retirement
transactions
L6AB NJP and Court Martial transactions
L6BB Family Separation Housing (FSH)/Allowance transaction
L6DB Allotment Authorization transaction
L6EB Tax Information transaction
L6FB Statement of Intent transaction
L6GB Payment Option Election transaction
L6HB Military Payroll Money List (offline payments of advance pay
to ambr)
L6KB Clothing and Small Stores Checkage Transaction
Effdt Effective Date
Efftm Effective Time
TY Entry | Typeof Entry:
e Blank = Origina
e “C” =Correction
e “D” = Deletion
Action JUMPS Action Code. Refer to Part IX of this manual for alisting of
Code action codes.
Preparer’s | Employee ID number of the person submitting the transaction
EmplID
Preparer’s | Name of the person submitting the transaction
Name
Description | Description of the transaction type
PPC Notes | Action required by your SPO prior to the next update cycle.
Explanatory remarks keyed in by the PPC (MAYS), Error Reporting
Team (ERT).
Continued on next page
X-1-8 SPO Exception Report
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Procedure, continued

Procedur e (continued)

Step Action
4
cont.
Responsible | A drop-down menu showing the responsible party for the exception.
Area e SPO for "Servicing Personnel Office", indicating an item that the SP
to take action on.
e SAC for "SPO Action Complete, indicating that the SPO has review
item and taken action.
Note: There are other options on this menu. However, only "Servicing
Personnel Office" or "SPO Action Complete" can be selected. The oth

options are for PPC use only.
Responsible Area: | 8FO Action Complete v |

PSC Action Complete
save] QL Retumn to Search | Personnel Senvices Center
|SPO Action Complete

Senvicing Personnel Office

Exception | Number of cyclesthis error has been reported

Cycles

5 i Retun to Search ] (45 Nextin List | [+E Previous inList

Utilize the : buttons to return to the search page, view
the next error report or view the previous error report.

SPO Exception Report X-1-9
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Chapter 2, Reports and Queries

Overview

Introduction This section provides the procedures for Direct Access Reports and Queries
Topics The following topics are covered in this section

OVEBIVIBI ...ttt b bbbt b bt h e s et e b e e e s b e bt e bt e bt e he et et e b et e s be b e s beebenreeneenes 1
Using Process Scheduler's Web Delivery OPLioN..........coiiieeeinneenieneesee s 2
ASQ SEAUS REPOIT ...ttt e st e e sab e s sas e e s abee e s bee e sbeeesabeeesnbeeesnreeens 7
Active Duty 6th or 10th ANNIVErSAry QUENY .......cooeeiiirierieeie e sieeee e sie s e et saeesreeee e 13
ACCOMPlISNIMENT REPOI .....c.veeieceesie ettt e e e e te e e sne e teeneesneeneeens 17
BEGIN SEIVICE REPOI ...ttt ettt et e ae e beeneesaeeseeeneesneenrens 21
Competency/QualifiCatioNS REPOI.........cceieerieieeiesie e seesieesee e ste e e sre e re e sesseesreeeesneensens 25
ID Family Members/Dependents by Birth Date..........cccooereiiieiinienieeeee e 29
[0S Sl BT 1 (S = oo ] USRS 35
PCS OFOEIS QUETY ...ttt sttt sttt ee e e be et e s be e beeaeesseesseeneesaeesbeeneesseessesnsesneensens 39
Personnel Data Information File REPOIT ...........oceeieee et 43
Physical CharaCteristiCS QUETY ......cocuiiiiieeiieeiisie ettt ee e s e e sbeseesaeesaeeneesneennens a7
Accessing/Printing Unit MembDErS PDES..........ccoiiiiiiienecie e eiesee e ssee e sse e sseenee e 51
Printing SWE PDES DY DEPatMENT .........cooiiiiiieieee ettt 53
RECEI ROSEN ...ttt bbbttt e et et et s be s besbeene e 59
Recall ROSEr DY ISCIHRS.........oo ettt sne e 61
Request Courses Completed DY ISC OF SPO .......coiiiiicececeer e 63
Reserve Orders Accounting INfOrmation QUENY ..........ooeeririineenenie et 67
Reserve Orders INformation REPOI..........coieeieiiere e e ee e e eae e ae e sreeeesneenneas 69
Reserve Orders TONO INfOrmation QUETY ..........cooueeirreerieeieseeseseesreeseesee e ssesessseeseeseesseeseens 75
Senior Enlisted Academy Course Completion QUENY ........ccoveceieereeiesieesieeeeseesse e 77
SPO EXCEPLION REPOI ...ttt sttt sttt ae et et esreenbe s e e sneenbeeneenns 81
Travel Charge Card REDOI ........ccveieieeriecie e ete s se e ste e e e st e e s e e sseeaeeseesaeensesneesseensenns 89
Run Training by Department QUENTES...........oouiiierieriesieese et st sae e neens 91
O (0 = PP PR 97
USEN ROIE QUETY ...ttt sttt b et sae e st e et e e bt e be et e s et e s eeenteeneenbeeneenns 105
CG Member Married to Member QUENY ........cceeieeierieie e sieesieeeesreessesessseesse e sseessesseesseenseens 107

MGIB-SR RESERVE Reaffiliation QUENY ........ccooiiieieieeeiiesiesie st 111
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Using Process Scheduler's Web Delivery Option

Introduction Most reports use the Process Scheduler to run and deliver the report. The

report procedures used to discuss using the email option to deliver the report
to your email address. However, with the transition to MyPortal Direct, the
email option was removed from the menu. This change was made to prevent
personally identifiable information (PI1) from being transmitted outside the
Coast Gaud Data Network viaemail. All reports are now delivered viathe

reports server.
Procedure Follow these steps to use Process Scheduler's Web delivery option.
Step Action
1 | Accessthe Process Scheduler for the report you want to run and complete the run control

page per that report's instructions. Then, click the Run button to access the Process
Scheduler Request page.

Process Scheduler Request
Ukser I RIETEO4E Fort Comtrod I0; RAE
sevvertame:  NE] punpae:  [0V20E003 [

RECIE Sl j' Feiiis Thiee: 15:07:59
Tires Zoie: - Resat o Curent DataTime |

Selecl  Descripbion Process Namne Process Type e 'Founeal
W COASORFT COASORPT FaR Report [wer = [esv =
Note: The server name field can be left blank. It most cases, the system will select the
appropriate server. Check the documentation for the report/process you are running. If
the Server Name has to be set, the documentation will provide guidance.

2 | Select Web from the Process Type drop down menu.
*Type
Web |v|
File
Frinter
Continued on next page
X-2-2 CH-2 Reports & Queries
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Using Process Scheduler's Web Delivery Option, Continued

Procedure (continued)

Step Action

3 | Sdect thefileformat. Not al file formats are supported by all reports, CSV and PDF are
the most reliable.

CSV = Readable by MS Excdl, text editors, other spreadsheet programs and database
‘Format appl ications.

|—|3 HTM = Web page
E" PDF Adobe ACI'Obat

4 | Click the OK button to launch the process and return to the Process Schedul er Request
page.

5 | Click the Process Monitor link in the upper right-hand corner of the Process Schedul er
Request page.

Baporl Manager Frocess Monitor

[Process Instance 11078

The process instance i'is added

6 | The Process Monitor page will display. Click the Refresh button periodically until the
Run Status shows "Success' and the Details link is active. It could take some time for the
status to change if you are running alarge report or the system is heavily loaded.

Horms = PeapleToks = Process Mol = Inglre = Precess Requests

f Process Ligl i Benm List

Usid: IEIETGEME- G Type: "ll..m: l_ Days | ®| Refrash
Server; |PELINS *| P Stanis: =] mstance: | ti |

™ Wiew Job Hemvs

Wi First [ 12003 [ Lasi
Instance Sed. Process Type Process M Ui Foumy Dhabe Tirnwe Fim Stalus Details
L7108 SOR Rapodt COASORFT RIETED4E /22003 1507:59 EET Buccess Delass

Note: You can exit at this time and return later to view your report. Open the process
monitor from the Direct Access People Tools > Inquire > Process Requests menu path to
return to this point.

Continued on next page
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Using Process Scheduler's Web Delivery Option, Continued

Procedure (continued)

Step Action

7 | Click the Detailslink. The Process Detail Page will display. Click the View Log/Trace
link.

Process Detail

Instance: 476108 Type: S0R Report
Mame: CGASQRPT Description: CGASORPT
Run Control ID: RAE e
Location: Server &
&

Server: PSLIMA e T e

T Delete Request
Recurrance: t"‘
Request Created On: 01/28/2003 151455 EST Parameters Transfar

Run Anytime After:  01/28/2003 1507 59 EST
Began Process At:  01/22/2002 151501 EST
Ended Process At:  01/28/2003 151510 EST View LogTrace

0K | [ Cancal |

Continued on next page
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Using Process Scheduler's Web Delivery Option, Continued

Procedure (continued)

Step Action

8 | The Report Log Viewer page will open in anew window. Access your report by
clicking the link with the report name and number in it (In the example below,
cgasgrpt_476108 frm.htm isthe link to the report).

ReportiLog Viewer

Instance: 476108 Type:

Name: CGEASQEPT Run Cunt] ID:
Status: success Submitted By:
Server: PEUNI Recwrence:
CGASQRPT

1110 2003-01-28
bytes 15:15:01

106 2003-01-28
bytes 15:15:01

caasarpt 476108 frm.him (o0 ¢ Toiiei01

Message | og

Trace File

Note: You can aso right mouse click and save the report (advisable if you selected the

CSV format).

Open 1-:

cgasgrpt 476108 frm.ht i O I
Save Target Az

| Frint T arget

] [E0f __E}

[Copy —

= Copy Shortcut
_’I—I 7 | Easte

Add to Favorites...

Continued on next page
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Using Process Scheduler's Web Delivery Option, Continued

Procedure (continued)

Step Action

9 | Your report will open and display in the web browser.

© Bookmark the report page and you can view it later (within 5 days) without having
to run the report again.

ks cgasqpt_ATE108 HTM - Microsoft Internet Explorer provided by U5, Coast Guard =] E
| Ele Edt Yiew Favortes Iools Hep !-

b4 QES B S - =] |uks @msicTon

]-ﬁdﬁlmlﬂ .J.-“-;mlms.usc.uscgrnl.-'sewIels-’nsrenunsMnlw-iEDZ-tEI.-’o}asulci_dTmﬂEi_Irmhrrn_:! .',?En

Table of
Contents
THIS INI]
PAGE 1 EPTID BRANK

X-2-6 CH-2 Reports & Queries
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ASQ Status Report

Introduction Unit Commanding Officers, SPOs, Assignment Officers (dxr), CGPSC(rpm),

and MLC and HQ analysts access Screening Questionnaire data via a query to
identify members who indicate they are not available for recall, so that
appropriate follow-up can be made. The same query also identifies Ready
Reservists that have not answered the questionnaire.

Commands a so have the ability to monitor their unit’s ASQ compliance
through the Coast Guard Business Intelligence (CGBI) system.

Click onthe 'CG Analytics tab and select "ASQ" from the Analyst Scorecard
section.

Unit commanders can then drill down to their unit and personnel to view
individuals ASQ compliance.

Procedure Start Internet Explorer, sign into Direct Access and follow these steps to

complete this procedure.

Step Action
1 Select menu itemsin the following:
Enterprise/Main Menu > Administer Workforce > Administer Workforce (GBL) >
Report > ASQ Status Report
2 If the Run Control 1D isknown (e. g. The process has been used before.), enter it in

the space provided and click the button.
ASQ Status Report

Find an Existing Value

Run Control ID:|

Add a Mew Value
Or, click the Add a New Valuelink to create a new Run Control ID. Enter aRun
Control ID and click the Add button.

The Run Control 1D can be any name to identify this report in the future. Save the
report requests and run them again by selecting the Run Control 1D created in this

step.

Continued on next page
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ASQ Status Report, Continued

Procedure (continued)

Step Action
3 The Run Control for the ASQ Status Report page will display:
/ ASQ Status Report |
Run Control ID: ABCDEFG Report Manager  Process Monitor Run
Language: IEE_ h
@ All Departments Department Description PERSRUISC
ISC
PERSRU g EI g ﬂ
Deptid
@
B save) [2Reiresh
4 Select Unit Relationship type (ISC or PERSRU) or select Deptid to report on an
individual department ID number.
Relationship | Will Report ASQ Status of all reservists assigned to units
Type
All in all departments of the USCG.
Departments
ISC in that district's area of responsibility.
(district)
PERSRU in that SPO's area of responsibility.
(SPO)
Deptid to the Department 1D number entered.
Note: The report will not include members assigned to sub-
departments. If thisoption is selected, the user will need to add
the sub-department ID numbers by clicking the [+]in the
department 1D field.
Continued on next page
X-2-8 CH-2 Reports & Queries
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ASQ Status Report, Continued

Procedure (continued)

Step Action
5 Enter the department 1D number for the district, SPO or department to report on. 1f

the Deptid unit relationship was selected in the previous step, there will be a [+
available to insert additional department ID numbers to include in the report.
Sample of Department Descriptions:

000001 CGC GALLATIN

000002  CGAVTRACEN MOBILE

000003  CGCVIGILANT

000004  CGAVIATION LOGISTICS CENTER

000005  CG STAYANKEETOWN

000006  CG STACURTIS BAY

000007  CGSTAGLOUCESTER

000008  CGSTACASTLEHILL

000010  CG STAGULFPORT

ISC (district) Department ID Numbers:

008073 D7 PLNG & FRCE RDMESS DIV (DX)

008144  D1PLNG & FORCE READINESS (DX)

008149  D5PLNG & FORCE READINESS (DX)

008176 D8 PLNG & FORCE READINESS (DX)

008194 D9 PLNG & FORCE READINESS (DX)

008210 D11 PLNG&FORCE READINESS (DX)

008233 D13 PLNG&FORCE READINESS (DX)

008249 D14 PLNG&FORCE READINESS (DX)

008267 D17 PLNG&FORCE READINESS (DX)

036178  RESERVE MGMT BR (DG-13)

Note: Use the &l button to perform alookup of valid ISC, PERSRU or department 1D
numbers. The lookup will not locate sub-department ID numbers.

6 Click the Run button.

|H-:|me = Administer Workforce = Administer Workforce (GBL) = Report = ASQ Status Report

ASQ Status Report
Run Control ID: ABCDEFG Repaort Manager Process Monitor Run
Language: English -

Continued on next page
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ASQ Status Report, Continued

Procedure (continued)

Step Action
7 The Process Scheduler Request page will display.
Process Scheduler Request
User ID: 1234567 Run Control ID: ABCDEFG
Server Name: I - | Run Date: 07126/2010 El
Recurrence: T Run Time: 12:36:44
Time Zone: - Resetto Current DateiTime |
Process List
Select Description Process Name Process Type *Type *Format
CGASQRPT CGASQRPT SCR Report Web - cav -
8 Select Web from the Process Type drop-down menu.
*Type
Note: The Email option is obsolete.

9 Select thefile format CSV (Readable by MS Excdl, text editors, other spreadsheet
programs and database applications.) CSV is currently the only working file format.
Recent changes to the report included the addition of several columns of occupational
data. The PDF and HTM file formats cannot accommodate the additional data.

10 | Click the OK button to launch the process and return to the Process Scheduler Request
page.

11 | Click the Process Monitor link in the upper right-hand corner of the Process Scheduler
Request page.

Notice that the
Process Maonitar Run proce$ |nstance
Process Instance: 7087237 — #is added.
Continued on next page
X-2-10 CH-2 Reports & Queries
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ASQ Status Report, Continued

Procedure (continued)

Step

Action

12

The Process Monitor page will display. Click the Refresh button periodically until the
Run Status shows "Success' and the Details link is active. It could take some time for
the status to change if running alarge report or the system is heavily loaded.

Home = PeopleTools = Process Monitor = [nquire = Process Requests

J(F'rocess List " SemverList

UserlD: 1234567 Ql Pprocess - Last

Server PSUNX -

Name:

Instance Seq. Process Type

Type:
Process
Run Status:

[T] View Job Items

Process Name User

¥ Instance: to

Run Date/Time

Save On Refresh

First (4] 12 0r2 [¥] Last
Run Status

View All

Details

Details

Success

7087237 30R Report CGASQRPT 1234567 07/26/2010 13:34:30 EDT

13

Click the Detailslink. The Process Detail Page will display. Click the View
Log/Trace link.

Process Detail

Instance; TOBT237 Typee: SCR Repor
Name: CGASQRPT Description: CGASORPT
Run Control ID: ABCDEFG L
Location: Server &
c

Server: PSLIN Pt el

. Delete Request
Recurrance: I
Request Created On: 07/26/2010 151455 EST Parameters Transfar
Fain Amtime After:  07/268/2010 150759 EST Messane [ og

Began Process At:  07/28/2010 151501 EST Batch Timings
Ended Process At: 072612010 151510 EST View LogTrace

oK | [ Cancel |

Continued on next page
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ASQ Status Report, Continued

Procedure (continued)

Step

Action

14

The Report Log Viewer page will open in anew window. Access the report by right-
clicking the link with the report name and number in it (In the example below,
cgasgrpt_615427.csv isthe link to the report) and selecting "Save Target As...”

CGASQRPT

Message Log 1320 bytes 2010-07-26 12:00:28
Trace File 106 bytes 2010-07-26 12:00:26
cgasqrpt 615347.csv 4913 hvtes  2010-07-26 12:00:28
| Open
Open in Mew Window
Save Target As...
Erint Target

Note: When right mouse clicking and selecting "éave Target As' the user will be
asked to select alocation on the system to save the file to.

15

When the download is complete click the open button:

Download complete

f Download Complete

Saved:
cgasqrpt_615347.cav fromeeem———

Downloaded: 479KBIn 1sec
Download to: C:\Documents ... \coasgrpt_615347.csv
Transfer rate: 4,73 ¥BfSec

[Ilose this dislog box when download completes:

[ Cpen ] [Dpen Folder ] [ Close ]

16

The report will openin MS Excel. Adjust the column widths to view al of the
information.

E! Microsoft Excel - cgasqrpt_615347.csv

Eile|Edit View Insert Format Tools Data Window He_l_p Acrobat

DE2HSe SRAY 4@ v - @& = 8 % il H 100%
A1 | =| DUTY ATU

‘_&_TJ_ = C ..o E | F
1 [DUTY ATHEMPL PERSRU EMPL DEPTID RECALL CRANK  |NAME
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Active Duty 6th or 10th Anniversary Query

I ntroduction

Beforeyou
begin

Usage

This report allows the user to query the system to show members who are
within 90 days of their 6th or 10th year anniversary of active duty date.

Set Internet Explorer to Allow Pop-ups from the Direct Access site.

Per 3-C-11.2, CG Personnel Manual, COMDTINST M 1000.6(series), an
Administrative Remarks, CG-3307, entry is required for personnel within 3
months prior to their 6 or 10 year active duty anniversary date. These
members may reenlist before their 6th or 10th anniversary (regardless of their
expiration of enlistment date) in order to be eligible for aZone"A" or "B"
Selective Reenlistment Bonus. Run this report monthly to identify members
within the area of responsibility who need to be counseled on Selective
Reenlistment Bonus eligibility.

Continued on next page
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Active Duty 6th or 10th Anniversary Query, Continued

Procedure Start Internet Explorer, sign into MyPortal Direct and follow these stepsto
complete this procedure.

Step Action

1 Select menu itemsin the following order:

Enterprise/Main Menu > Direct Access People Tools > Query Manager > Use >
Query Manager

e The Find an Existing Query page will display, with defaults set to: Search By:
Name, Begins With, and athird blank box to enter the name of the query. Thefirst
two defaults are fine to find this report. Use the third box to enter the query name:
CG_SRB_REPORT

o After entering the name of the query, click the yellow Sear ch button. Hitting Enter
will NOT return the query, but rather a message indicating the user must click the
Search button. After clicking Search, the report will show up under Search Results.

Main Menu = Direct Access PeopleTools > Query Manager = Use >

Juery Manager
Find an Existing Query
Search by: MName *  begins with * CG_SRB_REPORT
Search |

Sear Its

View All

CG_SRB_REFPORT Anniversary Date Report Public Run

e Click Run to begin running the report.
2 There are two blank fields waiting to be entered:
e DEPT LEVEL

e Department
CG_SRB_REPORT - Anniversary Date Report

DEPT LEVEL: | &
Department: ﬂ

View Results |

Continued on next page
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Active Duty 6th or 10th Anniversary Query, Continued

Procedure (continued)

Step

Action

2

The DEPT LEVEL isadrop-down list. It contains 6 entries:
e Human Resour ce Site - Okay to choose

e |ntegrated Support Command - Okay to choose

e Own Unit Only - Should NOT be chosen

e SWE Testing Unit - Should NOT be chosen

e Training Quota Mgmt Center - Should NOT be chosen

e Unit Relationship - Should NOT be chosen

Note: The user may choose EITHER Human Resour ce Site OR Integrated Support
Command. Click the magnifying glass beside the Department window to "lookup"
the Department ID number. Thiswill open the Department Lookup page. Enter the
desired department or click on the yellow Lookup button and pick the department
from the list provided. Either way, the user must click on the desired department
before returning to the CG_SRB_REPORT - Anniversary Date Report page.

Click the yellow View Results button. The query results will appear directly below

this button.
CG_SRB_REPORT - Anniversary Date Report

= p NN = Human Resource Site -

Department: 000450 =Y

View Results

Download results in . Exceld7 SpreadSheet CSV Text File (7 kb)

Excel2K SpreadSheet

1-28 of 28
"0 | EmpiRco# | Mame | Doptd | Empiciass | AdBasoDt] xpADTerm i |
b 1234567 |0 McDonald, Ronald [006524 Regular 08/24/2004 08/23/2010
2 2000000 |0 BEE KEM 006524 Regular 10M19/2004 1061872010
3 1111111 |0 Burgler, Ham 006524 Regular 09132004 08M2/2010
4 2000001 |0 CAB,DAVID 006524 Regular 09/05/2000 08mM2r2011

Continued on next page
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Active Duty 6th or 10th Anniversary Query, Continued

Procedure (continued)

Step Action
4 The query results will display. Use the Download resultsin: Excel Spreadsheet
or CSV Text Filelinks to save a copy of the query to the local system.
Note: For best results, click on the CSV Text File link and select the Save option
from the resulting dialog box. Then, open the file with MS Excel.
X-2-16
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Accomplishment Report

Introduction This section provides procedures for running an accomplishment report in
Direct Access. Thisreport provides a listing of a member's awards, degrees,
ASVAB scores, foreign language skills, professional memberships, licenses
and certifications. Reports can be run for al personnel at a department, and
for al departments associated with a PERSRU or ISC. The member
classification (regular active duty, drilling SELRES, IRR, etc.) can also be
defined when requesting the report.

Procedure Start Internet Explorer, sign into Direct Access and follow these steps to
complete this procedure.

Step Action

1 Select menu items in the following order:
Enterprise/Main Menu > Develop Workforce > Manage Competencies (GBL) >
Report > Accomplishments
2 If the Run Control 1D isknown (e. g. The user has performed this process before),
enter it in the space provided and click the button.

Find an Existing Value

Run Cantral ID:|ID_I_Used_Last_Time|

Advanced Search

Creating the Run Control ID: If the user has not run this report before, click the
Add a New Value link (near the bottom of the page) and create a new Run Control

ID. The ID can be any name to identify the report (no spaces are permitted). Click the
button.

Accomplishments

Add a New Value

Run Contral ID: [RAE
Add

Eind an Existing Yalua

Continued on next page
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Accomplishment Report, Continued

Procedure (continued)

Step

Action

3

Selecting the Department or Relationship criteria:

@

All Departments Department Description PERSRUISC

sC =
PERSRU ﬂ ﬂ ﬂ
Deptid

Select the All Departments, ISC, SPO (PERSRU) or Deptid radio button.

Relationship | Will includerosters...

Type
All for al departments of the USCG.
Departments
ISC for al units associated with that district's area of responsibility.
(district)
PERSRU for al units associated with that SPO's area of responsibility.
(SPO)
Deptid for the Department 1D number entered.

Note: The report will not include members assigned to sub-
departments. If thisoption is selected, the user will need to add
the sub-department ID numbers by clicking the [+1in the
department 1D field.

Important: The user must use the &l icon to search for the department ID number.
Do not enter adepartment 1D number directly in the DeptID field. The report will
only run when a master Department ID number is selected. If a Sub-Department 1D
number is entered, the report status will show as an error in the Process Monitor, and
will not provide any results.

Error Message: Error online 393: (SQR 3722) Could not set up Cursor.

Edits have been put in place in Direct Access so that only the master ID’s are listed
when running areport. If auser needs alist of the sub-departments at their unit, they
can do a search within the airport terminal.

Continued on next page
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Accomplishment Report, Continued

Procedure (continued)

Step Action
4 Choose the accomplishment type by clicking on the =1 and selecting from the list.
Choose the Accomplishment Type: Type Descr | ptl on
: Degree Educationa accomplishment
Cegree
i Honor/Awrd | Awards
LiciCertif . .
Membershin Language Foreign language skill
Licenses/Cert | Licenses & Certifications
Membership Professional memberships
. .
NVQisnot used Test ASVAB test restilts
5 Complete the accomplishment description if desired. Click the @l to lookup
description codes.
e Thisfield may bel€eft blank to include all codes.
e Usethe [+ or (=] buttons to add/remove codes to report on.
Example multiple award code entry:
@ Choose the Accomplishment Type:
IHUnUrJ’Awrd 'I
Accomplishment Description
[corm @] o6 Expert Pistol Medal =
ZG Pistol Mark:
Wﬂ Ribholi ol Marksman EI
[com & =]
6 Select an employee class if desired.

Empl Class

[ Y =]

Select one or more employee classes for the roster or leave thisfield blank for all
classes. Use the &l icon to lookup available classes.

Employee Classification Description

Hequiar Reqular

SELRES Selected Resere

IER Inactive Ready Resene
ASL Active Standby Reserve
150 Inactive Standby Resere

E |

RE (ASP Inactive Ready Reserve (ASE)
Use the [+1 or =1 buttons to add/remove employee classes.

Continued on next page
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Accomplishment Report, Continued

Procedure (continued)

Step

Action

7

o Click the | putton and complete the Process Scheduler Request page.
¢ You may leave the Server Name drop-down blank.

e Click the Type drop down menu and select Web.

e Click the Format drop-down menu and select PDF or CSV.

o Click %% | to continue. Thiswill return to the report setup page. Note that a Process
I nstance Number has been added just below the Run button.

Frocess hMonitor

Process Instance 12077
The Process Instance number is used in the Process Monitor to identify the request.

Click the Process Monitor link. The report will show arun status of "Queued" asit
processes. The user may wait for the page to update automatically or press the
Refresh button. When the report is finished, the run status will change to " Success.”

Home = PeopleTools = Process Lonitor = Inguire = Process Requests

Process List Server List
UseriD: Q' process v lLast None =

Type:
Server T Process T Instance: to
Name: Run Status:

View Job ltems V| Save On Refresh

view Al First (4 12002 [F] Last
Instance Seq. Process Type Process Name User Run Date/Time Run Status  Details
7091559 SQR Report CGASQRPT 1234567 07/28/2010 10:19:27 EDT  Success Details
7091557 SQR Report CGRSVORD 1234567 07/28/2010 10:09:09 EDT  Success Details

Click the Details link to view additiona information if the status shows as "error".

Please see the Using Process Scheduler's Web Delivery Option topic on page 3 to
view the report.

10

To use this report's criteriain the future, click the ===l putton. If the user exits
without saving, the report will still run and be delivered via email.

X-2-20
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Begin Service Report

Introduction This section provides the procedure to run a Begin Service Report for field

units serviced by the SPO or for just one unit. Use the output of this report to
determine which members need a Begin Extension of Enlistment (P198) or
Begin Re-extension of Enlistment (P199) transaction submitted.

Discussion There are two versions of this report. One report will show extensions/re-

extensions with effective (begin) dates coming up within the next 30 days
(from the current date). The other will allow the user to select a date range to
identify unexecuted extensions/re-extensions for any range of dates.

Procedure Start Internet Explorer, sign into Direct Access and follow these steps to
complete this procedure.
Step Action
1 Select menu itemsin the following order:
Enterprise/Main Menu > Direct Access People Tools > Query Manager > Use > Query
M anager
2 | A search page will appear. Enter the search criteria as described below.

Search by Name, select “beginswith” and enter “CG_EXT” in the third block. Click
the Search button. The Search Results should include
"CG_EXT_REX_NOT_EXEC QRY and“CG EXT REX WITHIN 30DAYS QRY”.

Home = PeopleTools = Query Manager = Use = Query Manager

Query Manager
Find an Existing Query

Search by: |name » | | begins with s |CG_EXT

View All Fi
CG_EXT_REX_MNOT_EXEC_QRY Extensions Mot Executed Fublic Eun
CG_EXT_REX_WITHIN_30DAYS_CQRY Extensions 30 days from Begin Public Run
Click the Run link for the appropriate report needed.
Select:

e CG_EXT_REX_NOT_EXEC_QRY -- to specify the date range to search for.

e CG EXT REX WITHIN 30DAY S QRY - to see unexecuted extensions/re-extensions
with begin dates in the next 30 days (from the current date).

The Query input page will open in anew window

Continued on next page
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Begin Service Report, Continued

Procedure (continued)

Step

Action

3

e Enter “AUSCG” inthe “Enter SITID of ‘AUSCG’” block.

e Enter the DEPTID or click on the search icon for avalid list of departments.

e Select “Human Resource Site” for the Rel Type for al units served by the SPO
(provided that avalid SPO department ID was entered in the Dept ID field) or select

"Own Unit Only" to see results for only one unit.
CG_EXT_REX_WITHIN_30DAYS_QRY - Extensions 30 days from Begin

Enter SetlD of 'AUSCG" [AUSCG |
DeptiD: | 000004 =Y
Rel Type: [Ownuntony |l

View Results |

e |f selecting CG_EXT_REX_NOT_EXEC_QRY, enter the Effective Dates (From

and To).
CG_EXT_REX_NOT_EXEC_QRY - Extensions Not

Enter SetiD of AUSCG" [AUSCG]

DeptiD: |000639 Q)

Rel Type: | Integrated Slupport Command v:
Effective Date From: ._D‘IIU1.|’2EI‘ID' B3

Effective Date To:  |01/72010 [

View Results

Click the View Results button to run the report

The report provides the following information:
Field Description
ID Employee ID
Name Namein Last,First,MI format
Job Title | Rating
Contract # | Number of contract (001=first extension, 002= second extension,etc.)
Eff Date | The date the extension will begin

Type Extension (in this case submit a Begin Extension of Enlistment
(P198) transaction on the member)

Re-Extension (in this case submit a Begin Re-extension of
Enlistment (P199) transaction on the member)

DeptID Member's currently assigned department 1D number

Dept Name of unit

Continued on next page

Begin Service Report, Continued
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Procedure (continued)

Step Action
5 Download the resultsin MS Excel format by clicking the link above the query results.
Download results in: Excel97 SpreadSheet CSV Text File (57 kb)
Excel2K SpreadSheet
6 Repeat step 3 above to run the report for additional departments. Close the report
window when finished. It will return to the Query Manager search page.
7 Sign out of the system or use the menu links to access another item.
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Competency/Qualifications Report

Introduction This section provides procedures for running a competency report in Direct
Access. Use this procedure to obtain alisting of a member's qualifications.
Reports can be run for all personnel at a department, and for all departments
associated with a SPO or 1SC. The member classification (regular active duty,
drilling SELRES, IRR, etc.) can also be defined when requesting the report.

Procedure Start Internet Explorer, sign into Direct Access and follow these steps to
complete this procedure

Step Action

1 Select menu items in the following order:
Enterprise/Main Menu > Develop Workforce > Manage Competencies (GBL) >
Report > Competencies

2 If the Run Control 1D isknown (e. g. The user has performed this process before),
enter it in the space provided and click the button.

Find an Existing Value

Run Cantral ID:|ID_I_Used_Last_Time|

Advanced Search

Creating the Run Control ID: If the user has not run this report before, click the
Add a New Value link (near the bottom of the page) and create a new Run Control

ID. The ID can be any name to identify the report (no spaces are permitted). Click the
button.

Add a New Value
Run Control ID:IRAE

Add

Find an Existing Yalue

3 Selecting the Department or Relationship criteria:

DeptlD Description

[ Q| =]
SRU) or Deptid radio button and lookup and select a

department 1D number.

Continued on next page
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Competency/Qualifications Report, Continued

Procedure (continued)

Step

Action

3
cont.

Relationship | Will includerosters...

Type
ISC for al units associated with that district's area of responsibility.
(district)
PERSRU/SPO | for all units associated with that SPO's area of responsibility.

Deptid for the Department ID number entered. Use the [+]1 or (=]
buttons to add/remove department 1Ds.

Note: The report will not include members assigned to sub-
departments. If thisoption is selected, the user will need to add
the sub-department ID numbers by clicking the [+1in the
department 1D field.

Important: The user must use the &l icon to search for the department ID number.
Do not enter adepartment ID number directly in the DeptID field. The report will
only run when a master Department ID number is selected. If a Sub-Department ID
number is entered, the report status will show as an error in the Process Monitor, and
will not provide any results.

Error Message: Error online 393: (SQR 3722) Could not set up Cursor.

Edits have been put in place in Direct Access so that only the master ID’s are listed
when running areport. If auser needs alist of the sub-departments at their unit, they
can do a search within the airport terminal.

Enter the competency code to report on. Click the &l to lookup competency codes
(complete listing of DA competency codes). Thislink will open an Excel spreadsheet,
which can be saved to the local directory. If saving the file, remember to check back
here periodically for updates. Therevision dateislisted in thefirst cell of the
spreadsheet. There'saso alink inthefileto COMDT (CG-1B1) for questions or
changes.

@

Competency Empl Class

& FE] Ql [F] =]

e Thisfield may bel€eft blank to include all codes.

e Usethe [+ or (=] buttons to add/remove codes to report on.

Example showing entry of multiple competencies to report on:
Competency

IMAREF% Pistal Qualification
IMAREE% Shotgun Gualification
IMAREF@ Rifle Qualification

Continued on next page
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Competency/Qualifications Report, Continued

Procedure (continued)

Step

Action

5

Select an employee class if desired.

Empl Class

(Y =

Select one or more employee classes for the roster or leave thisfield blank for all
classes. Use the &l icon to lookup available classes.

Employee Classification Description

Hequiar Reqular

SELRES Selected Resere

IER Inactive Ready Resene
ASL Active Standby Resere

L Inactive Standby Resere

IRR (ASFY Inactive Ready Reserve (ASE)
Use the [(+1 or =1 buttons to add/remove employee classes.

Example showing two employee classes to report on:
Empl Class

|El Q) Regular [=]
[o Q| Selected Reserve =]

Click theﬂl button and compl ete the Process Scheduler Request page.

User I RIETED4E Fum Comtral I0: TEST

Saived Naime: PELINK * Run Date: DA04r2002 |

ReCUimence: = run Time: 10:00:448M

Thme Zone: Iﬁ Resetto Cusrenl DataTime l

e You may leave the Server Name drop-down menu blank.

e Click the Type drop-down menu and select Web.

e Click the Format drop-down menu and select PDF (for Adobe Acrobat (.PDF)
format) or CSV (for comma delimited format).

Continued on next page
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Competency/Qualifications Report, Continued

Procedure (continued)

Step Action

6

cont. | e Click ¢ |to continue. Thiswill return to the report setup page. Note that a Process
I nstance Number has been added just below the Run button.

Process hionitor 5.
Process Instance 12077
The Process Instance number is used in the Process Monitor to identify the request.

7 Click the Process Monitor link. The report will show arun status of "Queued"” asit
processes. Either wait for the page to update automatically or press the Refresh
button. When the report is finished, the run status will change to " Success.”

Home = PeopleTools = Process Lonitor = Inguire = Process Requests

Process List Server List

UseriD: 4l process - Last None =
Type:
Server T Process T Instance: to
Name: Run Status:
View Job Items V| Save On Refresh
View All First @] 12 or2 [}] Last

Instance Seq. Process Type Process Name  User  Run Date/Time Run Status  Details
7091559 S0OR Report CGASQRPT 1234567 07/28/2010 10:19:27 EDT  Success Details
7091557 3S0R Report CGRSVORD 1234567 07/28/2010 10:09:09 EDT  Success Details

Click the Details link to view additional information if the status shows as "error".

8 Please see the Using Process Scheduler's Web Delivery Option topic on page 3 to
view the report.

9 To use this report's criteriain the future, click the 'E==v=l putton. If the user exits
without saving, the report will still run and be delivered via email.
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ID Family Members/Dependents by Birth Date

Introduction The ID Family Members/Dependents by Birth Date query provides alisting
of family members/dependents with a date of birth occurring before a date
specified. The query can be run by department ID, unit relationship,
HRS/PERSRU relationship or 1SC relationship. Use this query to identify
members' dependent children who are over the age of 21. Children over the
age of 21 cannot be listed as"BAH Eligible" unless they meet the criteriafor
student status or are incapacitated. Consult chapter 3-F of the U. S. Coast
Guard Pay Manual for more information.

Before you Set Internet Explorer to Allow Pop-ups from the Direct Access site.
begin
Procedure Start Internet Explorer, sign into Direct Access and follow these steps to

complete this procedure.

Step Action

1 Select menu items in the following order:
Enterprise/Main Menu > Direct Access PeopleTools > Query Manager > Use >
Query Manager
2 The Find an Existing Query page will display. Click in the blank field to the right of
"beginswith" and enter "CG_ID", then click the search button.

Home = PeopleTools = Query Manager = Use = Query Manager

Query Manager
Find an Existing Query
Search by: MName = begins with * CGID

Search Results

CG_ID_MBR_BY_DEP_BDATE ID mbr by dependent birthdate Public Run

3 Click the Run link in the search results section.

Continued on next page
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ID Family Members/Dependents by Birth Date, Continued

Procedure (continued)

Step Action

4 The Query page will display in a new window. Enter the criteriaand click the View
Results button.
CG_ID_MBR_BY_DEP_BDATE - ID mbr by dependent birthdate

Enter SetiD of AUSCG" AUSCG

DeptiD: 000450 QJ

Rel Type: Own unit only -
Daate of Birth: 08/01/1989 @

View Results

Field Description

Enter SetID | Enter AUSCG, this selects Active units. Do not leave blank and do
of 'AUSCG' | not enter anything else.

DeptlD Enter the Department ID number. Use the lookup icon to search for
the ID if necessary.

Note: Enter the ISC or PERSRU department ID number to show

all unitsin the AOR.

Re Type | Select the Relationship Type from the drop-down list:

e Human Resour ce Site -- Will return results for al unitsin the
HRS/PERSRU's AOR.

e | ntegrated Support Command -- Will return results for all units
inthe ISC's AOR.

e Own Unit Only -- Will return results for the department 1D
number entered.

e Unit Relationship -- If a unit relationship has been setup, will
return results for the unit 1D entered and related units.
Note: Relationship Types are administered through the
following menu: Home > Develop Workforce > Plan Successions
(GBL) > Setup > Dept Relationships

o If the "Own Unit Only" relationship type does not provide any
results, use the Dept Relationships maintenance menu and setup
the Own Unit Only relationship, thisis not established in the
system for al units. It has to be setup at least once.

Date of Enter adate. The query will return all family members/dependents

Birth with a birth date earlier than specified.

5 The query results will display. Use the Download resultsin: Excel Spreadsheet
or CSV Text File links to save a copy of the query to the local system.

Note: For best results, click on the CSV Text File link and select the Save option
from the resulting dialog box. Then, open the file with MS Excel.
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Last Good Conduct Award Query

Introduction The Good Conduct Award Query identifies personnel by departments, who
have a Good Conduct Award (CGSD award code) which was issued within a
specified range of dates. The department and date ranges are entered by the
user at the time the query isrun. This query can be used to identify personnel
who are due their second or subsequent Good Conduct Award. Personnel
who have not yet received their first award will not be listed. Units should
manually track the first Good Conduct Award due dates for these members.

Procedure Start Internet Explorer, sign into Direct Access and follow these steps to
complete this procedure.

Step | Action

1 Select menu itemsin the following order:
Enterprise/Main Menu > Direct Access PeopleTools > Query Manager > Use > Query
M anager
2 The Query search list will display. Enter all or part of the query name --
CG_Good_Conduct_QRY (note the use of underscores (__) in place of spaces), in the
field between "begins with" and "User" in the Search By line, click the button.

Query Manager
Find an Existing Query
Search by: MName - begins with ~ CG_GC0OD

Search Results

View All

CG_GOOD_CONDUCT_QRY Good Conduct Award Query Public Run

Click on the Run to the right of GOOD CONDUCT QRY in the search resultslist to
launch the query.

Continued on next page
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Last Good Conduct Award Query, Continued

Procedure

Step | Action

3 Enter the query criteria.

CG_GOOD_COMNDUCT_QRY -Last Good
Conduct Award

aiscor | PUECS

DeptiD: [oooasn Q)
Fram Date: [01/0172009
To Date: I_Dm Gl

Rel Type: | R

View Results ‘Human Resource Site
Integrated Support Command
Oy LNt only
Field Description/Entry
Enter Enter AUSCG.
SetID of
‘AUSCG’
DeptID | The department ID number. Use the &l to lookup the department ID if
necessary.

From Date | The date range to begin from. Awards with a date on or before this

date will not be listed in the query results. Dates are entered using all

numbersin MM/DD/YY Y'Y format.

ToDate | Thedaterangeto end at. Awards with a date on or after this date will

not listed in the query results. Dates are entered using all number in

MM/DD/YYYY format.

Rel Type | Click the =l to display available choices. There are several options

but only these two will return any results:

e Human Resource Site, will include results for all units for which a
PERSRU isresponsible for.

e | ntegrated Support Command, will include results for al unitsin
the ISC's area of responsibility.

Continued on next page
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ID Family Members/Dependents by Birth Date, Continued

Procedure (continued)

Step Action

4 Click the View Results button to run the query.

5 The query results will be shown below the data entry area.

CG_GOOD_CONDUCT_QRY - Good Conduct Award Query

Enter SetiD of AUSCG" AUSCG

DeptiD: 000450 Ql

From Date: 01/0112008 E

To Date: 040112009 [

Rel Type: Human Resource Site -
View Results

Download results in :  Excel97 SpreadSheet CSV Text File (3 kb)

Excel2K SpreadSheet
1-120f12

1 1234567 0 Y2 Doe, John 000450 CGFPPC 03/23/2009 1234567

6 The user may download the resultsin MS Excel format by clicking the link above the
guery results.

7 Repesat steps 3 and 4 to run additional queries or use the menu to exit the application.

Help Desk Role -- CGSSCMD
Notes Owner -- Team East COMDT (CG-634)
Production -- Release 4
Known Issues -- The Own Unit Only option seems a better choice to get

results for one unit, but the correct way to do thisisto choose Unit
Relationship.
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Leave Delete Report

I ntroduction

Background

Description

This section provides the procedure for running the Leave Delete Report.

A review of member |eave deletions was conducted by PPC's Financial
Account Review branch (FAR) at the request of PPC's Operations Division to
determine if deletions to previously posted annual |eave transactions were
being submitted properly, and to identify any potential abuse. The audit
reveal ed there were personnel assigned to a SPO who had deleted |eave on
their own account, then adding the leave back into their account. The audit
also revealed the SPOs are not keeping sufficient leave records to verify the
proper/improper deletion of leave. It was also found that in a majority of
cases Where leave is charged as excess at the time of separation either
previously reported leave is deleted or the endorsements are changed to bring
the leave balance to zero. Of the 3,457 deleted |eave documents, 404 were on
YN accounts. Thiswas agreater number of deletion/submission than any
other rate. Thisfact isnotable because the YN rate is not the largest and one
would assume because Y Ns are the most knowledgeable in thisfield, they
would have the least number of deletions.

The report includes the following information

Field

Description

EMPLID

Member's employee ID number

DEPTID

Department ID for the member's unit

BEGIN DATE

Start date on the original leave transaction

END DATE

End date on the original |eave transaction

DELETE DATE Date the transaction was del eted

OPRID

The user ID of the person who deleted the transaction

OPERATOR NAME | The name of the person who deleted the transaction (Last, First)

JAG PROC DT Date the del ete transaction audit record was created

Continued on next page
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Leave Delete Report, Continued

Procedure Start Internet Explorer, sign into Direct Access and follow these steps to

complete this procedure.

Step Action
1 From the Enterprise or Main menu, select menu itemsin the following order:
Administer Workforce > Monitor Absence (GBL) > Report > Leave Delete Audit
Report
Home = Administer Workforce = Monitor Absence (GBL) = Report
0 o Administer Workforce (GBL) | @ Use Leave Delete Audit Report
| & Maintain Travel Orders @ Process
2 Manage Labor Relations & Inquire
(GBL) -
| @ Report
@ Monitor Absence (GBL) :
« Track Global Assignments
. (GBL)
2 The Run Control ID Entry Page will open.
» If this process has been used before, enter the initials (or other ID used to create the
control) in the Run Control 1D block and click the: d button.
e |f thisisthe first time using this process, click the Add aNew Valuelink.
1. Enterinitiasin the Run Control ID block.
2. Click the button.
3 Report Setup Page will open.
e Select Unit Relationship type (1SC or HRS-SPO) to report on.
HRS |Human Resource Site
12C  |Integrated Support Command
SELF (Own unit only
SWE |SWE Testing Unit
TQC |Training Quota Mgmt Center
UMIT |Unit Relationship
(Note: Other values (Self, SWE, TQC & Unit) are not valid for this report)
e Enter the Department 1D number of the ISC or HRS site to report on.
e Enter a Start Date. Leave deleted before this date will not be included in the report.
e Enter an End Date. Leave deleted after this date will not be included in the report.
Continued on next page
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Leave Delete Report, Continued

Procedure (continued)

Step Action
4 f’ Leave Audit Report \I_
Run Control ID: ABC ReportManager  Process Monitor __ Run
Language: English -
*Relationship Type: HRS Q]
*Department: 000450 Q)
*Start Date: 011012010 @
*End Date: 0710142010 @
Click the _R"_| button to begin processing.
5 The process scheduler request page will open.
e Set the Typeto Web (to access the report online (See Using Process Scheduler
Web Option for more information).
e Set the Format to PDF (for an Adobe Acrobat file) or CSV for afile that can be
opened in MS Excel.
Process Scheduler Request
User ID: 1234367 Run Control ID: ABC
Server Name: N~ Run Date: 081272010
Recurrence: T Run Time: 11:10:54
Time Zone: - Resetto Current Date/Time |
Select Description Process Name Process Type *Type *Format
Leave Delete Audit Report CGLVDEL SOR Report Web - PDF -
| Ok || Cancel |
6 Click OK to run the report.
7 Retrieve the report from the Report Server if using the Process Scheduler Web
Option. (See page X-2-3).
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PCS Orders Query

Introduction This section provides procedures for running the PCS Orders query. The
guery returns alist of all PCS orders issued, updated or cancelled within a
range of dates specified by the user.

Beforeyou Set Internet Explorer to Allow Pop-ups from the Direct Access site.

begin

Query DateFields ~ The PCS Orders Query includes the following data fields.

o e el o
Second half of query header:
Field Description
Emplid Employee ID number
Name Name
PYGD Pay grade
Rate Rate or rank
Empl Class | Employee classification (Regular, SELRES, IRR, etc.)
Action Type of orders (e. g. "Transfer" for normal PCS)
Action Reason | Reason for orders (e. g. "DPT" for normal PCS, "EXT" for atour extension)
Action Date | Date the orders were last updated
Duty Type | Normally blank. However "Act Duty" may appear.
Asgn WF Status M eaning
Apvd Mtual | An approved mutual exchange of station.
Apvd Std | An approved set of regular orders.
Apvd Unlat | An approved order for aunilateral.
Cancel Canceled orders
Enroute Enroute (based on estimated departure date)
Finished | The member has departed the old unit and has reported into the
new unit (Departing & Reporting Endorsements have processed).
Proposed | Ordersin aproposed status
Ready Indicates the orders have been worked (member specific changes
have been made to the orders) and the orders are now 'Ready’ for
the member to travel
X Ord/Tono | Cancel the orders but keep the TONO active.

Continued on next page
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PCS Orders Query, Continued

Query Date Fields (continued)

Field Description

Departin DEPTID ID number for the department the member is departing from

Departing DEPT Name | Name of the unit the member is departing from

Est Depart Date Estimated departure date

Reporting DEPTID Department |D number the member is ordered to

Reporting DEPT Name | Name of the unit the member is ordered to

Busn email address Member's primary DA e-mail address.

Procedure Start Internet Explorer, sign into Direct Access and follow these stepsto run

this query.

Step

Action

Select menu itemsin the following order:
Enterprise/Main Menu > Direct Access PeopleTools > Query Manager > Use >
Query Manager

2 The Query Manager page will display.
e Enter "CG_EST" in thefield (to the right of "begins with) and click "search”.
e Click Run at the end of thelinefor the"CG_EST_DPRT_FOR_TISCOM" query in
the Search Results section.
Home = PeopleTools = Query Manadger = Use = Query Manager
Query Manager
Find an Existing Query
Search by: Name +  begins with * CG_EST
Search Results
view All First (4] 1 081 [M] Last
CG_EST_DPRT_FOR_TISCOM EST DEPART DT FROM CG_ORDERS  Public Run
Continued on next page
X-2-40 CH-2 Reports & Queries




Error Feedback, Reports and Queries

Pending PCS Orders Query, Continued

Procedure (continued)

Step Action

3 The Query dialog will open in anew window.
Note: Make sure to set the internet browser to alow "pop-ups’ from this web site.

e Enter adate range in the FROM and TO fields. The dates represent the dates the
orders were last modified by the Assignment Officer (e.g. Approved or Cancelled)
or the SPO (e.g. Departing Endorsement or Reporting Endorsement compl eted).

e Click the View Results button.

CG_EST_DPRT_FOR_TISCOM - ESTDEPART DT FROM CG_ORDERS

FROM: 01/01/2010 [z
TO: 01312010 [

Wiew Results |

Download results in: Excel97 Spreadsheet CSV Text File (34 kb)
Excel?K SpreadSheet

4 The query results will display. Select one of the "Download resultsin..." linksto
save the results. Close the query window or enter a new date range and execute
another query.
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Personnel Data Information File Report

I ntroduction

Batch Printing
or PDIF by
Department

This section provides procedures for generating a Personnel Data Information
File (PDIF) supplement for an individual member. The PDIF supplement
shows the member's ASVAB test results, competencies, awards, education
data, foreign language skills, and training.

No batch printing or PDIF by department functionality is available at this
time. We hope to add the capability to produce PDIFs for members by
department, SPO or 1SC in afuture update to the program. The requirement in
PPCINST M1000.2(series), Personnel and Pay Procedures Manual, page 5-C-
6 for PERSRUSs to provide units with PDIFs on a quarterly basisis suspended
until batch printing is offered in Direct Access. Members may review their
PDIF data using Direct Access Self-Service . SPOs should still provide PDIFs
(on an individual basis) to members who do not have access to Direct Access.
PDIFs should be sent within five working days of PCS reporting and upon
request of the unit.

Most PDIF datais available on the other competency reports (which are
offered by department capability).

e Accomplishment (Awards, Educations, ASVAB, etc.)
o Competency/Qualifications Report
e Traning (school completion) Reports

The Unit Recall Roster provides alisting of home addresses, phone numbers
and email addresses for unit members.

Continued on next page
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Personnel Data Information File Report, Continued

Procedure Start Internet Explorer, sign into Direct Access and follow these steps to
complete this procedure.

Step Action

1 From the Enterprise or Main menu, select the links:
Develop Workforce > Manage Competencies (GBL) > Report > PDIF

2 Finding the Run Control I1D: If the Run Control ID isknown (e. g. This process
has been used before), enter it in the space provided and click the button.

Find an Existing Value

Run Cantral ID:|ID_I_Used_Last_Time|

Advanced Search

Creating the Run Control I1D: If thisreport has not been run before, click the Add
a New Value link (near the bottom of the page) and create a new Run Control ID.
The ID can be any name wanted to identify the report by (no spaces are permitted).
Click the button.

Or, click the Add a New Value link to create anew Run Control ID. Enter aRun
Control 1D and click the Add button.

Accomplishments

Add a New Value

Run Cantral ID: |RAE
Add

Find an Existing Walue

3 Enter or (Ql) search for an employee ID.
Enter the EMFLID of the |1 UU4UUU| g Jones, Robert R

Member

When choosing a member from the search results, please be sure it is the person that
actually needs a data change. Verify the employee ID before making any changes.
Also, since one member can have multiple records if they're both a Regular or
Reserve Member and an Auxiliary Member or Civilian Employee, please be sureto
select the correct Employee Classification.

Continued on next page
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Personnel Data Information File Report, Continued

Procedure (continued)

Step Action
4 Click the —®"_| button and complete the Process Scheduler Request page.
UserD: 1234567 Q| process - Last Nome
Type:
Server PSUNX ~  Process ~ Instance: to
Name: Run Status:
View Job ltems V| Save On Refresh

¢ You may leave the Server Name drop-down blank.

Click _°¥ | to continue. Thiswill return the user to the report setup page. Note that a
Process I nstance Number has been added just below the Run button.

Process Monitor | BUR_:

Process Instance: 12077

The Process Instance number is used in the Process M onitor to identify the request.

Continued on next page
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Personnel Data Information File Report, Continued

Procedure (continued)

Step

Action

5

Click the Process Monitor link. The report will show arun status of "Queued"” asit
processes. Wait for the page to update automatically or press the Refresh button.
When the report is finished, the run status will change to " Success."

Home = PeopleTools = Process Monitor = Inguire > Process Requests

Process List Y SenerList
UserlD: Q@ Pprocess - Last Mone  +

Type:
Server ¥ Process T Instance: to
Hame: Run Status:

View Job ltems | Save On Refresh

viewAll  First 4] 1202 [B] Last
Instance Seq. Process Type Process Name User Run Date/Time Run Status  Details
7091558 SQR Report CGASQRPT 1234567 07/28/2010 10:19:27 EDT ~ Success Details
7091557 S0R Report CGRSVORD 1234567 07/28/2010 10:09:09 EDT  Success Details

Click the Details link to view additional information if the status shows as "error".

Please see the Using Process Scheduler's Web Delivery Option topic on page X-2-3 to
view the report.

To save this report's criteriato use again, click the 'E==v=) putton. If exiting without
saving, the report will still run and be delivered viaemail.
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Physical Characteristics Query

Introduction This query is intended to provide departments with CG weight standard

related details for everyone at their command. Thisisinformation that has
been entered by the SPO using the Personal Data/Physical Characteristics
page. Accessto thisquery islimited to users with the Command User role.

Before you Set Internet Explorer to Allow Pop-ups from the Direct Access site.
begin
Procedure Start Internet Explorer, sign into Direct Access and follow these steps to
complete this procedure.
Step Action
1 Select menu items in the following order:
Enterprise/Main Menu > Direct Access PeopleTools > Query Manager > Use >
Query Manager
2 The Find an Existing Query page will display. Click in the blank field to the right of
"begins with" and enter "CG_PHYS ", then click the search button.
Home > PeopleTools » Query Manager > Use > Queary Manager
Query Manager
Find an Existing Query
Search by: [Mame =] [veginswith =] [ce_PHYs_
[Search |
Search Results
CG_PHYS_CHAR Physical Characteristics Query Public .
|CG_PHYS_CHAR_BY_ISC_HRS PHYS_CHAR Public Run
3 Click the Run link in the search results section for the
CG_PHYS CHAR_BY_ISC HRS query.

Continued on next page
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Physical Characteristics Query, Continued

Procedure (cont’ d)

Step

Action

4

The Query page will display in a new window. Enter the criteriaand click the View
Results button.
Enter the criteriafor the query.

There are two blank fields waiting to be entered:
1. DEPT LEVEL and
2. Department

The DEPT LEVEL isadrop-down list. It contains 6 entries:
1. Human Resour ce Site - Okay to choose

2. Integrated Support Command - Okay to choose

3. Own Unit Only - Should NOT be chosen

4. SWE Testing Unit - Should NOT be chosen

5. Training Quota Mgmt Center - Should NOT be chosen

6. Unit Relationship - Should NOT be chosen

DEPT LEVEL: |~

Human Resource Site

Integrated Support Command

Depariment:

View Resul{ Own unit only
— |SWE Testing Unit
Training Quota Mgmt Center
Unit Relaticnship

| peptin

If the CG_PHYS CHAR query was selected, enter the following:
Criteria Description/Enter

Enter Enter AUSCG, this selects Active units. Do not leave blank and do
SetID of not enter anything else.
'AUSCG'

DeptID Enter the Department 1D number.

Use the lookup icon to search for the ID if necessary. Thisquery is
intended to be run by department, which will aso include sub-
departments.

Continued on next page
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Physical Characteristics Query, Continued

Procedure (cont’ d)

Step

Action

5

The query results will display.

| CO_PHYS CHAR_BY ISC_HRS - PHYS_CHAR
|

|
| DEPT LEVEL. |Human Resouroe Sitn =

| Daparmsnt fontase )

Download resulls in . Exge

|07 SpregdSheet CEW Tesd File (65 kb)

Excel?K SpreadShes|

Field

Description

DeptID

ID for the member's assigned department or sub-department

Job Title

Rate/Rank

Name

Member's name (Last,First M1)

EMPLID

Member's Employee ID number

Empl Class

Employee Clarification (Regular or Reserve)

Height

Member's height in inches

Weight

Member's weight in pounds

Wt Dt

Date the member was weighed

Maximum
Allowable

The member’s Maximum Allowable Weight per COMDTINST
M1020.8 (series)

ID

Member's Employee ID number

Frame Size

Member's body frame size (wrist measurement).
No longer required

Overweight

Y =Yes, N=No

Weight Ov

The number of pounds overweight

Description

Reason Weighed

Body Fat Pct

The member’ s body fat percentage

Max Body
Fat Pct

The maximum allowable body fat percentage for the member as listed
in COMDTINST M1020.8 (series)

Continued on next page
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Procedure (cont’d)

Step

Action

5
(cont.)

If the CG_PHYS CHAR query was selected, the following fields will display:

Field

Description

DeptD

ID for the member's assigned department or sub-department

Descr

Description of the department 1D

DOB Mnth

Date of birth - Month

Job Title

Rank/Rate

Name

Member's name (Last,First M1)

Empl Class

Employee Clarification (Regular or Reserve)

Frame Size

Member's body frame size (wrist measurement). No longer required

Height

Member's height in inches

Weight

Member's weight in pounds

Wt Dt

Date the member was weighed

Weight Ov

The number of pounds overweight

Description

Reason Weighed

M aximum
Allowable

The member’s Maximum Allowable Weight per COMDTINST
M 1020.8 (series)

Body Fat Pct

The member’ s body fat percentage

Max Bdy Fat
Pct

The maximum allowable body fat percentage for the member as
listed in COMDTINST M1020.8 (series)

Use the Download resultsin: Excel Spreadsheet or CSV Text File links to save a
copy of the query to thelocal system.

Note: For best results, click on the CSV Text File link and select the Save option
from the resulting dialog box. Then open the file with MS Excel.

Repeat Step 4 (above) to run the query for another department 1D or close the
window and return to the Query Manager page to select another query to run or to
access another menu item.
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Accessing/Printing Unit Members PDEs

Introduction Field units now have the capability to view/print PDEs for their enlisted
members. Once PPC (ADV) creates PDEs for a SWE cycle, the unit may
follow the below steps. This processis available to DA users with “ Self
Service for Commands’ access level and may be used on a For Officia Use
Only (FOUO) basis. The first method isto access asingle PDE for an
individual. The second isto run areport containing PDES for members of a
department or an entire command. Questions on these processes may be
mailed to PPC-DG-ADV in MS Outlook Global.

Before you Seethe View SWE Persona Data Extract topic for an explanation of the data
begin fields on the PDE.

Accessing a Follow the DA menu items: Enterprise/Main Menu>Self Service>Self

PDE for an Service for Commands>Use>SWE PDE. The below screen will appear:
Individual

Main Menu = Self Senvice = Self Senvice for Commands = Use =
Procedure

SWE PDE

Find an Existing Value

EmpliD:

Active Duty Reserve Indicator: -
Last Mame:

First Name:

Social Security #:

| Search | | Clear | Basic Search

Complete any of the search options to bring up the members online PDE. See
the View SWE Personal Data Extract topic for an explanation of the data
fields on the PDE.
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Printing SWE PDEs by Department

Introduction PPC (ADV) will continue to print and mail PDEs to units for each SWE
cycle. Eventually units may be given the option to receive printed PDEs from

PPC or print their own.

Procedure To print PDES, follow the steps below.

Step Action

1 Log into DA, then access these menu items. Enterpriss/Main Menu >Self
Service>Self Service for Commands>Reports>PDE by Department. The following
screen will appear:

Main Menu > Self Service = Self Senvice for Commands > Reports =

PDE by Department

User: 1106046

Enter Department ID: | Q|

View related subdepardments

Main Content

@ Active Duty NOV 2010
' Reserve OCT 2010

Note: The box titled “ SWE Cycle’ will show which SWE PDEs are currently
available. Only PDEsfor the current SWE cycle will be available. Review the SWE
Announcement message for PDE availability date.

2 The output destination will default to web and cannot be changed.

Continued on next page
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Printing SWE PDEs by Department, Continued

Procedure (continued)

Step Action

3 Enter Department ID field. This program uses department 1Ds rather than OPFACSs.
A unit has only one OPFAC but may have numerous departments with their own
number. Each member is assigned to a department within aunit. Each unit also hasa
main or master department which will include al its sub-departments. So the main
department 1D may be selected to print all PDEs for the command, or individua
departments may be selected. If the department ID is known, typeit in the “Enter
Department ID” field shown on the above screen shot. [f unknown, click the lookup
icon next to the empty field. The following screen will appear:

Home = Self Senvice = Self Sewvice for Commands = Reports = PDE By Dept Report

Lookup Enter Department ID

SetlD: AUSCG
Department:

Description: %Petaluma
Company; Q)
Location SetiD: =Y
Location Code: Q)

Budget with Department:

Administrative Target Unit:

Operational Facility Code:

Department Type Code: Q)

| Lookup | | Clear | [ Cancel | Basiclookup
Search Results

1-10 of 10

Department Description Company Location SetlD Location Code AdminTarget Unit Op Facility Code Department Type Code

000500 CG TRACEN PETALUMA CGA POSTL CAQD44 74 61200 TRACEN
004502 CGIS DET PETALUMA CGA POSTL CADZT2 47 77100 CGls

004433 DD - ARMORY PETALUMA CGA POSTL CAD268 21 75150 ARMORY DET
010389 DD HEWL PETALUMA CGA POSTL CAD300 79 47930 DETDUTY
009380 DD MAVDET PETALUMA CGA POSTL CAD251 52 40305 DET DUTY
006123 DD TRACEM PETALUMA CGA POSTL CADD44 60 60100 ACADEMY
010316 DOD-HEWL PETALUMA CGA POSTL CAQD44 79 47936 DET DUTY
037449 DD-TRACEM PETALUMA-FS ASST TM CGA POSTL CADD44 21 75110 DETDUTY
004297 NAVDET PETALUMA CGA POSTL CAD251 52 40305 NAVCEN
002371 TRACEN PETALUMA PERSRU CGA POSTL CADD44 74 61200 TRACEM

Continued on next page
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Printing SWE PDEs by Department, Continued

Procedure (continued)

Step

Action

4

This screen allows the user to look up the department ID. The above example shows a
search being done using the “description” field by typing part of a name of a unit with
a% on each end. Thiswill search for any unit with these lettersin it. The user may
then select adepartment ID from the list provided at the bottom. In this example “CG
TRACEN PETALUMA?” isthe parent command for the other TRACEN Petaluma
departments. Selecting the parent command will print PDEs for all sub-departments,
or each sub-department may be selected individually. A search for department IDs can
also be done using the OFPAC or any other field. Click on the department ID link and
the next screen will appear:

Main Menu = Self Service > Self Service for Commands > Reports >

PDE by Department

User: 1106046

Enter Department 1D: 000500 Q) CGTRACEN PETALUMA 74 61200

View related subdeparnments

@ Active Duty NOV 2010
) Reserve OCT 2010

If the screen shows the correct department, click the yellow “Run Report” button at the
bottom left. The next screen will appear.

Continued on next page
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Printing SWE PDEs by Department, Continued

Procedure (continued)

Step Action
5 Main Menu > Self Service > Self Service for Commands > Reports >
{ ReportList Y
UserD: Process Type: T
Status: - Last: 1 Hours - Refresh
i viewAll  First (4 1011 [¥] Last
Select ll:)eport I|:|rsct§nce Report Description Request Date/Time Format Status Details
7167920 7254962 USCG PDE Letter 10/27/2010 10:51:41  Acrobat (*.pdf) Posted Details View
[ Delete | clickthe delete button to delete the selected report(s)
ﬁSave
1. Click OK to dismiss the message.
2. Allow the processto run for few minutes
3. Click the Refresh button to check the status. The status will change to Posted
and a View link will appear when the process is completed.
4. Click the View link to view the report.
Continued on next page
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Printing SWE PDEs by Department, Continued

Procedure (continued)

Step Action

6 | Thenext screen will open in new window:

Report/Log Viewer

Instance: 7121505 Type: SOF Eeport
Name: CGFDEALL Bun Cntl ID: PDE 0507 dept 150217
Status: Success Submitted By: 1234567
Server: PSRN Recmrence:
USCG PDE Letter
2010-08-16
Message L og |21)3?e45
Y 15:04:20
2010-08-16
Trace File 0 bytes
15:02:33
2010-08-16
capdeall 4459088,PDF D233/
Y 15:04:20

7 Click on thelink “cgpdeall....PDF” to open the file containing the PDEs. After the
Adobe file opens, save and print the PDESs.

Continued on next page
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Printing SWE PDEs by Department, Continued

Example SWE-PDE window:

@ nhttpsy/frpt.direct-access.us/serviets/psreports/USCGPIRPT/7167920/cgpd... L (=0 [

@\J- I https//rptadine ~ 5 | 45 .xJI USCG Web Search L -

File Edit GoTe Favortes Help Links & W STAGE g | PSCWWW =
'i':? ol [ https:ffrpt.direct-access...l l ﬁ} % % Eé:'l % r_:]“PEQE"

>

5{‘.” 'ﬂ:] --l --l -
M & © ® [#1%

Find -

Use these buttons/
iconsto Print or
Save PDF files.

U50E PEREONAL DATA EXTRACT

FOR THE YHNC OCT 2010 SWE

EEEREEELE

& a s

ooooog

F YOO EAVE ANY QUESTICNE OR CORFECTIONE i _PERSINNEL
THMEL FOR_ROCIIR Th IS ML ® INCOREECT, I HAVE 50
L= [ Il 1 R TO THE PR

RCT!
o e
AFTER SIGKING YOUR POE, GIVE TO YOUR UNIT ADMIN PERSC

d- 10/ 2772000

/" Unknown Zone | Protected Mode: Off
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Recall Roster

Introduction The Recall Roster lists the home addresses, phone numbers and email

addresses for regular, reserve and civilian personnel assigned to the unit.
This query provides results for an individual unit. A similar query, which
will provide results for al units within an ISCs or PERSRU(SPO)s area of
responsibility is also available. See Recall Roster By ISC/HRS for more
information.

Questions @Why doesn't thereport list all unit personnel?

Only those members with at |east one phone number (business, home, cell,
etc.) entered in the system will appear on the report. If the member hasn't
listed any contact numbers, they will not appear on the report.

@Why are some personnel listed multiple times?

Each person will be listed once for each type of phone number (business,
home, cell, etc.) and e-mail address they have entered in the system.

Before you Set Internet Explorer to Allow Pop-ups from the Direct Access site.
begin
Procedure Start Internet Explorer, sign into Direct Access and follow these steps to

complete this procedure.

Step Action
1 Select menu itemsin the following order:
Enterprise Menu/Main Menu > Direct Access PeopleTools > Query Manager > Use >
Query Manager
2 The Find an Existing Query page will display. Click in the blank field to the right of

"begins with" and enter "CG_RECALL", then click the search button.
Query Manager

Find an Existing Query

Search by: Name »  beging with * CG_RECALL

Search Results

ViewAll  First (4] 13 0r3 [*] Last

CG_RECALL_CONTACT_INFO_OWMNUNIT Recall Info for Own Unit Public Run
CG_RECALL_CONTACT_INFO_ROSTER Recall Info for UnitHRS/SC.. Public Run
CG_RECALL_EMERGENCY_CONTACT  Recall Info - Emergency Cnict Public Run

Continued on next page
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Recall Roster, continued

Procedure (continued)

Step Action

3 Click the Run link in the search results section for the
CG_RECALL_CONTACT_INFO_OWNUNIT query.

4 The Query page will display in anew window. Enter the criteriaand click the View
Results button.

Criteria Description/Enter
Enter SetID of Enter AUSCG, this selects Active units. Do not leave
'AUSCG' blank and do not enter anything else.
DeptID Enter the Department 1D number.
Use the lookup icon to search for the ID if necessary.

5 The query results will display. Use the Download resultsin: Excel Spreadsheet
or CSV Text File links to save a copy of the query to the local system.

Note: For best results, click on the CSV Text File link and select the Save option from
the resulting dialog box. Then, open the file with MS Excel.
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Recall

Roster by ISC/HRS

Introduction The Recall Roster lists civilian, active duty and reserve members home

Beforeyou
begin

Procedure

addresses, phone numbers and email addresses for units within an Integrated
Support Command's or Servicing Personnel Office's area of responsibility.
This query provides results by ISC/PERSRU(SPO). A similar roster, which
provides results for an individual unit is also available, see Recall Roster.

@Why doesn't thereport list all unit personnel?

Only those members with at |east one phone number (business, home, cell,
etc.) entered in the system will appear on the report. If the member hasn't
listed any contact numbers, they will not appear on the report.

@Why are some per sonne listed multiple times?
Each person will be listed once for each type of phone number (business,
home, cell, etc.) and e-mail address they have entered in the system.

Set Internet Explorer to Allow Pop-ups from the Direct Access site.

Start Internet Explorer, sign into Direct Access and follow these steps to
complete this procedure.

Step

Action

Select menu itemsin the following order:
Enterprise/Main Menu > Direct Access PeopleTools > Query Manager > Use >
Query Manager

The Find an Existing Query page will display. Click in the blank field to the right of

"begins with" and enter "CG_RECALL", then click the search button.
Query Manager

Find an Existing Query

Search by: Mame *  begins with *  CG_RECALL

Search Results

ViewAll  First (4] 13013 [P Last

CG_RECALL_CONTACT_INFO_OWNUNIT Recall Info for Cwn Unit Public Eun
CG_RECALL_CONTACT_INFO_ROSTER Recall Info for UnitHRS/ASC.. Public Run
CG_RECALL_EMERGEMCY_CONTACT  Recall Info - Emergency Cntct Public Run

Continued on next page
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Recall Roster By ISC/HRS, continued

Procedure (continued)

Step

Action

3

Select CG_ RECALL_CONTACT _INFO _ROSTER and click the Run link in the
search results section.

4

The Query page will display in a new window. Enter the criteriaand click the View
Results button.

CG_RECALL_CONTACT_INFO_ROSTER - Recall Info for UnittHRS/ISC..

Enter SetlD of AUSCG": AUSCG
DeptiD: 000450 Q)

Rel Type: Human Resource Site -

Yiew Resulis

Criteria Description/Enter
Enter SetiD | Enter AUSCG, this selects Active units. Do not leave blank and
of 'AUSCG' | do not enter anything else.

DeptID Enter the ISC's or PERSRU's department 1D number. Use the
lookup icon to search for the ID if necessary.
Rel Type Select the Relationship Type from the drop-down list.

Human Resour ce Site -- Will return results for al unitsin the
HRS/PERSRU's AOR.

Integrated Support Command -- Will return results for al
unitsin the ISC's AOR.

Other Relationship Typesarenot used in thisprocedure.

The query results will display. Use the Download resultsin: Excel Spreadsheet
or CSV Text Filelinks to save a copy of the query to the local system.

Note: For best results, click on the CSV Text File link and select the Save option from the
resulting dialog box. Then, open the file with MS Excedl.
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Request Courses Completed by ISC or SPO

Introduction This section provides the procedure for running the Request Courses

Completed by ISC or SPO query.

Description This query provides alist of al personnel at aunit or for all units within

an ISC’s or SPO’s area of responsibility and shows course begins and end
dates for up to five course completions.

The following data fields are included:

COURSE
COURSE COURSE
. DEPT | EMPL COURSE 1 COURSE
EMPLID RATE|PYGD|ATU|OPFAC|DEPTID NAME|CLASS COURSE 1TITLE 1 START COMPL COURSE 2 TITLE 2 START
DATE DATE DATE

(data fields cont'd)

CD‘;RSE COURSE|COURSE CD‘;RSE CoURSE|COURSE CDE‘RSE COURSE|COURSE COURSE
: . : : L 5

compy [“CURSEl s e 33;?? compL [CCURSE| 4 1miE 43;1'}‘? compL [“CURSE| 5 rmie "SE‘ET CcomPL

DATE DATE DATE DATE

Procedure Start Internet Explorer, sign into Direct Access and follow these steps to
complete this procedure.
Step Action
1 Select menu items in the following order:

Enterprise Main/Menu > Direct Access PeopleTools > Query Manager > Use >
Query Manager

The Query Manager page will display. Click in the blank field to the right of "begins
with" and enter all or part of the query title"COMPL_TRAIN_BY_ISC_SPO"and
then click the search button.

Home = PeopleTools = Query Manager = Use = Query Manager

Query Manager
Find an Existing Query
Search by: Name *  begins with *  COMPL

Search Results

view All  First [4] 1.0r1 [ Last
COMPL_TRAIN_BY_ISC_SPO REQ COURSES COMPLETED Public Run

Continued on next page
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Request Courses Completed by ISC or SPO, continued

Procedure (continued)

Step Action
3 Click the Run link for the COMPL_TRAIN_BY _ISC_SPO query.
4 The query page will open in anew window. Enter the search criteriaas described in
the following steps.
COMPL_TRAIN_BY_ISC_SPO - REQ COURSES COMPLETED
pEPARTMENT RELATIONSHIP: | -
DEPTID: [ Q
COURSE 1: =\
COURSE Z: =\
COURSE Ql
COURSE 4: =\
COURSE & Ql
EMPL CLASS 1: Y
EMPL CLASS 2: QJ
EMPL CLASS 3: [ ]
View Results
5 Click the drop-down arrow in the Department Relationship field and select a
relationship type.
e Human Resour ce Site--Will return results for al unitsin the HRS/PERSRU's
AOR.
e Integrated Support Command -- Will return results for al unitsin the ISC's
AOR.
e Own Unit Only -- Will return results for the department 1D number entered.
e Unit Relationship -- If aunit relationship has been setup, will return results for the
unit ID entered and related units.
Note: Relationship Types are administered through the following menu:
Home > Develop Workforce > Plan Successions (GBL) > Setup > Dept
Relationships
If the "Own Unit Only" relationship type does not provide any results, use the Dept
Rel ati onships mai ntenance menu and setup the Own Unit Only relationship. Thisis
not established in the system for all units. It has to be setup at least once.
6 Enter the Department 1D number in the DEPID field. Use the lookup icon to search
for the ID if necessary.
Continued on next page
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Request Courses Completed by ISC or SPO, continued

Procedure (continued)

Step Action

7 Enter the course code (up to five may be entered). Use the &/ button to search for
codes if necessary.
Lookup COURSE 1

Search By Course Code -

Course Code

Course Code: Course Status

(|Course Type
Description
Internal/External
Multilingual Course
Session Administration

8 Select the Employee Class to report on. Up to three employee classes may be
selected. Use the R button to list and select employee classes.
Lookup EMPL CLASS 1

Employee Classification: -

Active Standby Reserve -
AgencyTemp

Apprentice

Assignee

Auxiliary

CG Annuitant

Civilian

Consultant

Contractor

Expatriate

Farmer Member

Hanarary

Inactive Ready Resernve

Inactive Ready Reserve (ASP)
Inactive Standby Reserve

Intern

Lighthousekeeper

MOAA Annuitant

MOAA Officer

PHS JR Costep

PHS Retired-Recalled

PHS 3R Costep

PHS Short Tour

Public Health Service

Reqular

Reserve Retired

Reserve Retired Waiting age 60
Selected Resenve

Trainee

Unknown 7

| Lookup | | Cancel | A

m

Continued on next page
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Request Courses Completed by ISC or SPO, continued

Procedure (continued)

Step

Action

9

Click the View Results button.

10

The query will run and the results will be shown in the lower portion of the window.
Note that al personnel meeting the unit and employee class criteria specified will be
listed, even if they have not completed all the courses entered. The course
information will be shown to the right of the member'sidentifying dataif the
member has completed any of the courses requested.

COURSE 1 | COURSE1
DEPT EMPL COURSE 1
PYGD OPFAC| DEPTID NAME | cLASS COURSE TITLE

CRHRA
CGC SEXUAL
ET1 EE |20 11407 000001 GALLATIN Regular (400469 HARASSMENT 02/04/2010|02/05/2010

FREV

11

The query results will display. Use the Dowhl oad resultsin: Excel Spreadsheet
or CSV Text Filelinks to save a copy of the query to the local system.

Note: For best results, click on the CSV Text File link and select the Save option
from the resulting dialog box. Then, open the file with MS Excel.
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Reserve Orders Accounting Information Query

Introduction The Reserve Orders Accounting Information query allows the user to query

the system for details on a specific accounting string. The query will display
the following information about the accounting string:

Field Description
ID Member's Employee ID Number
Empl Rcd# Employee Record Number
Name Member's Name
Seq Nbr Order Sequence Number

Est Depart Dt Orders begin date
Est Report Dt Orders termination date

Duty Type Reserve Duty Type
Duty Payment Payment Type
PE Program Element Code

Budget Dept Department ID of unit funding orders
ASGN WF Stat Status of orders

DeptID Department ID of unit where member for active duty
TONO Travel Order Number
Acct Line Accounting string

Procedure Start Internet Explorer, sign into Direct Access and follow these steps to
complete this procedure.
Step Action
1 Select menu itemsin the following order: Enterprise Main/Menu > Direct Access
PeopleTools > Query Manager > Use > Query M anager
2 The Find an Existing Query page will display. Click in the blank field to the right of

"begins with" and enter "CG_RESERVE_ORDERS", then click the search button.
The user may also change the "begins with" entry to "contains" and type
"ACCTNG" in the space to the right. Then click the search button.
Query Manager

Find an Existing Query

Search by: Mame - begins with -~  CG_RESERVE

Search Results

View All First (4] 13 or2 [F] Last

CG_RESERVE_ACTIWVE_DUTY_ORDERS Reserve Active Duty Orders Public Run
CG_RESERVE_ORDERS_ACCTNG_INFO Reserve orders information Public Run
CG_RESERVE_ORDERS_TOMNO_INFO Reserve orders information Public un

Continued on next page
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Reserve Orders Accounting Information Query, Continued

Procedure (continued)

Step Action
3 Click the Run link for the CG_RESERVE_ORDERS ACCTNG_INFO query.
4 The Query page will display in a new window. Enter the accounting string and click

the View Results button.
CG_RESERVE_ORDERS_ACCTNG_INFO - Reserve orders information

Acctg Line: [2P401199560AR780502156 Y

View Results |

Download results in: Excel SpreadSheet CSV Text File (1 kb)

5 The query results will display. Use the Download resultsin: Excel Spreadsheet
or CSV Text File links to save a copy of the query to the local system.

Note: For best results, click on the CSV Text File link and select the Save option
from the resulting dialog box. Then, open the file with MS Excel.
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Reserve Orders Information Report

Introduction The Reserve Orders Information Report allows the user to query the system
for information on reserve orders that have been issued.

Usage This report can be used for many purposes. Here are some suggestions:
e |dentify participantsin a contingency operation,
e List ordersin an "enroute" status after the orders termination date
(indicating a need for the SPO to complete RELAD transactions), and
e Obtain amember's reserve active duty history.

Criteria The report must meet the following data entry requirements.

At least one field must be populated with avalid value.
e Field ‘Include TONO/Accounting Line(s) must have avalue of either Yes
or No.
e |f using either Estimated or Actual Dates, both Report and Depart Dates
must be populated.
e The date values will determine which set of Reserve Active Duty Orders
were valid for that period.
e i.e. Actual DatesEntered 1-JUN-2010 1-JUL-2010
e Thereturned set will be all Reserve Active Duty Orders that:
e Start on or before 1-JUN-2010 and end on or after 1-JUL-2010
e Start on or after 1-JUN-2010 and end on or before 1-JUL-2010
e Start on or before 1-JUN-2010 and end on or before 1-JUL-2010
e Start on or after 1-JUN-2010 and end on or after 1-JUL-2010

Procedure Start Internet Explorer, sign into Direct Access and follow these steps to
complete this procedure.

Step Action

1 Select menu itemsin the following order:
Enterprise/Main Menu > Administer Workforce >Track Global Assignments (GBL) >
Report > Reserve Orders|Information

Continued on next page
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Reserve Orders Information Report, Continued

Procedure (continued)

Step Action

2 If the Run Control ID isknown (e. g. The process has been used before), enter it in the
space provided and click the button.

Find an Existing Value

Run Contral [D: |ID_I_Used_Last_Time|

Advanced Search

If this report has not been run before, click the Add a New Value link (near the bottom
of the page) and create a new Run Control ID. The ID can be any name wanted to

identify the report by (no spaces are permitted). Click the button.
Add a New Value

Run Control ID: [RAE
Add

Find an Existing Yalue

3 The report parameters data entry page will display (shown below):

I = - : o = :
{Home > Administer Workforce > Track Global Assignments (GBL} > Report > Reserve Orders Information

|/ Resene Orders Info. Report
Run Control |D:  RAE ReportManager Process Monitor Run
EmpHID: Q) Empl Red b, 0
Name:

Estimated Report Date: Er Estimated Depart Date: ﬂ
Actual Report Date: E Actual Depart Date: ﬂ
Duty Type: ADHC *  Order Status: Finished  ~
Payment for Duty: X Accounting Cost Center:

Funding Deptid: Q|

Destination Q)

DeptiD:

Operational ID: 4

Named Contingency Purpose of Duty: -
Code:
Include TONOUACCounting Line{s): ¥
@ save) (QRetuntoseach) iENeaniat) (1 Eraa)

Continued on next page
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Reserve Orders Information Report, Continued

Procedure (continued)

Step

Action

4 Enter the criteriafor this report. Refer to the table below for guidance on completing
the available fields.

Field Use to OK to leave Enter
blank?
EmplID Limit the report results Yes The member's employee ID
to an individual number
member.
Estimated Depart Date Used in conjunction Yes Reserve Orders Estimated Begin
with Estimated Depart Date.
Date
Estimated Report Date Used in conjunction Yes Reserve Orders Estimated End
with Estimated Report Date.
Date
Actual Report Date Used in conjunction Yes Reserve Order Actual Begin
with Actual Depart Date Date
Actual Depart Date Used in conjunction Yes Reserve Order Actual End Date
with Actual Report Date
Duty Type Limit the report results Yes Selection from drop-down menu
to show only orders for
a specified duty type
(ADT, Title 10, ADOS-
AC, etc.)
Order Status Limit the report results Yes Selection from drop-down menu
to show only orders in
the status specified
Payment for Duty Limit the report results Yes Selection from drop-down menu
to show only orders
with payment type
specified
Accounting Cost Limit the report results Yes The five digit cost center code.
Center to show only orders
chargeable to the cost
center specified.

Continued on next page

Reports & Queries

CH-2

X-2-71



Error Feedback, Reports and Queries

Reserve Orders Information Report, Continued

Procedure (continued)

Step Action
4 (continued from previous page)

Field Use to OK to leave Enter

blank?

Funding Deptid Limit the report results Yes The funding unit's department ID
to show only orders number from Search box.
chargeable to/funded
by the department ID
specified.

Destination Deptid Limit the report results Yes The unit's department ID number
to show only orders for from Search box.
members reporting to
the department ID
specified.

Operational ID Limit the report results Yes The Operational ID for the
to show only orders Contingency Code from Search
issued for the box.
operational ID
specified.

Named Contingency Limit the report results Yes The Contingency Code specified

Cpde to show only orders by DoD.
with the Contingency
Code specified.

Purpose of Duty Limit the report results Yes Selection from the drop-down
to show only orders menu
with the purpose code
specified.

Include Limit the number of No Will determine if applicable

TONO/Accounting lines returned for each Accounting Lines are returned or

Line(s) Reserve Active Duty not.

Order.

Yes — Return Accounting Lines
No - Do Not return Accounting
Lines

Note: If "Yes" is selected,

the Travel Order Nbr and Accounting line fiel

ds will appear.

Travel Order Nbr Limit the report results Yes The specific Travel Order
to show only orders Number selected from the
with the specific Travel Search box.
Order Number.

Accounting Line Limit the report results Yes The specific Accounting Line

to show only orders
with the specific
Accounting Line.

selected from the Search box.

Continued on next page
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Reserve Orders Information Report, Continued

Procedure (continued)

Step

Action

5

Click the _®"_| button to begin processing.

6

The Process Schedul er Request page will display.

Process Scheduler Request
User ID: 1234587 Run Control ID: RAE1

Server Hame: ~  Run Date: 08182010 [

Recurrence: ¥ Run Time: 07:43:25
Time Zone: - Resetto Current Date/Time |

Select Description Process Hame Process Type *Type *Format
CGRSVORD CGRSVORD S0R Report Web - PDF - 1T:
Follow the Using Process Scheduler Web Option instructions to receive the report in
Microsoft Excel or CSV file format.

Changethe*Typefield to "Web". Set the * Format field to "PDF" or “CSV”.

Click L% | to continue. Thiswill return to the Process Scheduler Request page.
Click % | on the Process Scheduler Request page.

The Reserve Orders Information Report page will display again. A "Process Instance”
number will appear under the Process Monitor link.

Process Manitor |5

Frocess Instance: 12077

Please see the Using Process Scheduler's Web Delivery Option topic on page X-2-3 to
view the report.

10

Repeat steps 4 through 6 to run the report with different parameters if desired.
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Reserve Orders TONO Information Query

Introduction The Reserve Orders TONO Information query alows the user to query the
system for details on a specific travel order document number. The query will
display the following information about the TONO number:

Field Description
ID Member's Employee ID Number
Empl Rcd# Employee Record Number
Name Member's Name
Seq Nbr Order Sequence Number
Est Depart Dt Orders begin date
Est Report Dt Orders termination date
Duty Type Reserve Duty Type
Duty Payment Payment Type
PE Program Element Code
Budget Dept Department 1D of unit funding orders
ASGN WF Stat Status of orders
DeptID Department 1D of unit where member for active duty
TONO Travel Order Number
Acctg Line Accounting string

Procedure Start Internet Explorer, sign into Direct Access and follow these steps to
complete this procedure.

Step Action

1 Select menu itemsin the following order: Enterprise Main/Menu > Direct Access
PeopleTools > Query Manager > Use > Query M anager

2 The Find an Existing Query page will display. Click in the blank field to the right of
"begins with" and enter "CG_RESERVE_ORDERS", then click the search button.
Also, the user can change the "begins with" entry to "contains’ and type "TONQO" in

the space to the right, then click the search button.
Home = PeopleTools = Query Manager = Use = Query Manager

Query Manager
Find an Existing Query
Search by: Name +~  contains *  TOND

Search Results

First (4 1.2 or2 [ Last
Public Run

Wiew All

CG_RESERVE_ORDERS_TOMO_INFO Reserve orders information

Continued on next page
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Reserve Orders TONO Information Query, Continued

Procedure (continued)

Step Action
3 Click the Run link in the search results section.
4 The Query page will display in a new window. Enter the TONO number and click the
View Results button.
CG_RESERVE_ORDERS_TOMNO_INFO - Reserve orders information
TONO: | 7104231PAR345000 |l
View Results |
5 The query results will display. Use the Download resultsin: Excel Spreadsheet

or CSV Text File links to save a copy of the query to the local system.

Note: For best results, click on the CSV Text File link and select the Save option
from the resulting dialog box. Then open the file with MS Excel.
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Senior Enlisted Academy Course Completion Query

Introduction This section provides the procedure for running the Senior Enlisted Academy
Course Completion Query.

Description CG-Wide Senior Enlisted Academy Course Completion Queries are available
for both active and reserve component members. Thereis also aquery for
(both active and reserve) for al unitsin an ISC's or SPO's area of
responsibility. The queriesreturn alist of all membersin pay gradesE7, ES,
or E9. If the member has completed one or more of the following senior
enlisted courses, the course completion date will be shown in the appropriate
column.

e USCG CPO ACADEMY

e USCG RESERVE CPO ACADEMY

e USAF SEN NCO ACADEMY

e USN SEN NCO ACADEMY

e USARMY SGT MAJACADEMY

The results include the course compl etion date. If the course title/completion
dates are blank, the member has not attended a senior enlisted academy.

The following data fields are included

DATE OF - EMPL

(data fields cont'd)
CPO COMPL cPo COMPL USAF SEN COMPL USH SEN COMPL ARMY COoOMPL
ACADEMY| DATE |ACADEMY] - raTE HCO  |"naye | MCO  |'payp |SGTMAJ | pypy
RESERVE ACADEMY ACADEMY ACADEMY

The course completion date is shown to the right of the course title:

EMPL CPO COMPL
CLASS |ACADEMY| DATE

SELRES

SELRES

SELRES

CPO
SELRES ACADEMY 06/30/2010

Continued on next page
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Senior Enlisted Academy Course Completion Query, Continued

Procedure Start Internet Explorer, sign into Direct Access and follow these steps to
complete this procedure.

Step Action

1 Select menu itemsin the following order: Enterprise Main/Menu > Direct Access
PeopleTools > Query Manager > Use > Query M anager

2 The Query Manager page will display. Enter all or part of the query title in the text box
(on theright side of the page) and click the Search button.

Home = PeopleTaools = Query Manager = Use = Query Manager

Query Manager
Find an Existing Query
Search by: Name ~  contains *  SEN

Search Results

Wiew All First (4] 1-a ofa [M] Last

SEMNIOR_EML_ACADEMY_ACTIVE ACTIVE DUTY SENIOR EML MEMBERS Public  Run

SENIOR_ENL_ACADEMY_RESERVE RESERVE SEMNIOR ENL MEMBERS Public Run

SEN_EML_ACAD_BY_ISC_SPOD SENIOR EMNL MBRSBY ISCORSPO  Public Run
Select... For alist of

SENIOR_ENL_ACADEMY_ACTIVE | Active Duty graduates of a Senior
Enlisted Academy
SENIOR_ENL_ACADEMY_RESERVE | Reserve graduates of a Senior Enlisted
Academy

SEN _ENL_ACAD BY ISC SPO Active AND Reserve graduates of a
Senior Enlisted Academy at a unit or all
units within a selected ISC/SPO's area.

3 Click the Run link for the query to execute. The Active and Reserve queries will run
and the results will display in a new window.

Continued on next page
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Senior Enlisted Academy Course Completion Query, Continued

Procedure (continued)

Step Action

4 If selectingthe SEN_ENL_ACAD_BY _ISC_SPO query, the user will need to select a
relationship type and provide the department 1D number for the unit, 1ISC or SPO
(HRS Relationship type).

SEN_ENL_ACAD_BY_ISC_SPO - SENIOR ENL MBRS BY ISC OR SPO

DEPT RELATIONSHIP TYPE: | Integrated Support Command b

REQ DEPTID 000652 Q
View Resulls
Criteria Description/Enter
DEPT Re Click the drop-down arrow in the Department Relationship field
Type and select arelationship type.
e Human Resour ce Site--Will return results for all unitsin the
HRS/PERSRU's AOR.
e |ntegrated Support Command -- Will return results for all units
inthe ISC's AOR.

e Own Unit Only -- Will return results for the department 1D
number entered.

e Unit Relationship -- If a unit relationship has been setup, will
return results for the unit ID entered and related units.

Note: Relationship Types are administered through the following

menu:

Home > Develop Workforce > Plan Successions (GBL) > Setup >

Dept Relationships

If the "Own Unit Only" relationship type does not provide any
results, use the Dept Relationships maintenance menu and setup the
Own Unit Only relationship. Thisis not established in the system
for al units. It has to be setup at |east once.

REQ Enter the Department 1D number.
DEPTID Use the lookup icon to search for the ID if necessary.

After setting the criteria, hit the View Results button.

Continued on next page
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Senior Enlisted Academy Course Completion Query, Continued

Procedure (continued)

Step Action
5 The query results will display. Use the Download resultsin: Excel Spreadsheet
or CSV Text Filelinks to save a copy of the query to the local system.
Note: For best results, click on the CSV Text File link and select the Save option from
the resulting dialog box. Then open the file with MS Excel.
X-2-80

CH-2 Reports & Queries



Error Feedback, Reports and Queries

SPO Exception Report

Introduction An application has been developed in Direct Access that integrates a number

Process

of JUMPS Exception Processes into one area. This reduces the effort needed
to work exceptions and provide more timely exception information to the
SPO. As part of the Direct Access application for the JUMPS Exception
Process, we have devel oped a SPO Exception Page. This alows the SPOs to
begin viewing information on exceptions, which need their attentionin a
more timely fashion.

Here's an overview of the process:

Stage

Description

The DA/JUMPS production cycle runs and exception datais |oaded into DA.
Exception data from the previous update cycle is marked as “inactive” and isno
longer viewable by SPOs.

PPC begins working exceptions through the DA Exception Punch Process
application. If an exception needs the attention or further action by the SPO, PPC
has afield they will set to indicate there is a SPO responsibility. Once that field is set
showing a SPO responsibility, the SPO will be able to view it through their DA
application.

PPC (MAS) will notify SPOs by e-mail, when error feedback information is
availablein DA. Negative reports (e. g. No SPO responsibility errors) will also be
provided.

Note: SPOs do not need to wait for e-mail notification to begin working errors. The
information will be accessible by the SPO when PPC sets the responsibly field. E-
mail notification will not be sent until al errors are worked by PPC.

The SPO brings up the SPO Exception application and searches for exceptionsin
their area of responsibility that have been assigned to them by PPC. The page will
show information about the exception and a Notes section, which details the action
that needs to be taken by the SPO.

The SPO takes corrective action as described in the Notes section of the exception
application and sets the responsibility field to “SPO Action Complete’.

Continued on next page
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SPO Exception Report, Continued

Description Transactions input by SPOs (through the Direct Access system) are processed
by PPC to update the pay system (JUMPS). PPC batches the transmitted
input from SPOs, and approximately weekly, performs an update cycle. A
schedule of update cyclesis provided by ALSPO message on an annual basis.

Each transaction input for an update cycle must pass through a series of edit
checks to ensure that the transaction isvalid. If the transaction fails an edit
check, it will reject and be recorded in the JUMPS Exception Punch Process.

PPC (MAS) Exception Reporting Team (ERT) members will analyze each
rejected transaction on the JUMPS Exception Punch Process to determine the
cause of the error and necessary corrective action. The corrective action may
consist of PPC (MAYS):

¢ Recycling the transaction,
e |nitiating action to resolve theinvalid condition, or
e Reporting the error back to the SPO for appropriate corrective action.

Seeinstructions below for accessing the report in DA.

SPO Action The SPO isresponsible for reviewing the SPO Exceptions Report and
correcting invalid documents. SPOs will only be able to view current
production cycle exceptions. Therefore, SPOs must take corrective action
prior to the next update cycle.

Corrective action may consist of:

e Correcting the original transaction,

e Déleting the transaction, or

e Submitting additional transactionsto allow processing of the original
transaction.

Any allotments or pay entitlement starts, stops, or changes appearing on the
JUMPS Exception Report which have not processed may lead to the member
being overpaid or underpaid. Anytime the member’s pay will reflect an
overpayment/underpayment resulting from atransaction not processing,
notify the member via hig’her unit.

Continued on next page
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SPO Exception Report, Continued

Procedure Start Internet Explorer, sign into Direct Access and follow these steps to

complete this procedure.

Step

Action

From the Enterprise Menu, select menu items in the following order:
Administer Workforce > Administer Workforce (GBL) > Report > SPO Exceptions

The Search Criteria Page will display.

Home = Administer Warldorce = Administer Workfarce (GBL) = Report = SPO Exceptions

SPO Exceptions

Find an Existing Value

EmpliD: |

Administrative Target Unit:!
Operational Facility Code: !
Freparers EmpliD: I

Responsible Area: | ;j

| Search | | Clear | Baf

P3C Action Complete
Fersonnel Services Center
SFO Action Complete

Senicing Personnel Office

Error reports are viewable by:

e The member's employee ID number (EmpliD)

e The SPO's OPFAC (District and/or OPFAC number)

e The employee ID of the person who prepared the transaction

¢ Responsible Area (Note: Only Servicing Personnel Office or SPO Action
Complete will return any results for SPO users).

Complete at |east one of the search criteriafields and click the button

Continued on next page
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SPO Exception Report, Continued

Procedure (continued)

Step Action

3 Sdlect the error record to view from the search results.

EmpllD Process Date SEQUENCE NUMBER Administrative Target Unit Operational Facility Code Preparer's EmpliD Responsible Area

1234567 08M12/2010 1 79 47913 7654321 SPO
1111141 08M12/2010 1 47925 1111112 SPO

47915 3333333 SPO

|2 12 |
(=i [{=]

®When choosi ng a member from the search results, please be sureit is the person that
actually needs a data change. Verify the employee ID before making any changes. Also,
since one member can have multiple records if they're both a Regular or Reserve
Member and an Auxiliary Member or Civilian Employee, please be sure to select the
correct Employee Classification.

Search Results Fields
Field Description
EmplID The member's employee ID number
Process Date Date of the JUMPS update/compute cycle
Sequence Num | Number of records for this member in this process cycle
Administrative | The ATU/District of the SPO submitting the transaction

Target Unit

Operational The OPFAC of the unit where the SPO islocated

Facility Code

Preparer's The employee ID number of the person who submitted the
EmplID transaction.

Responsible e SPO for "Servicing Personnel Office", indicating an item that
Area the SPO needs to take action on.

e SAC for "SPO Action Complete, indicating that the SPO has
reviewed the item and taken action.

Continued on next page
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SPO Exception Report, Continued

Procedure (continued)

Step

Action

4

The Exception Information will display.
Home = Administer Workforce = Administer Workforce (GBL) > Report = SPO Exceptions
Jr’ Exception Information \\_

EmpllD: 1234567 S5N: 123-45-6789 ANAME: JOMES Key Mod: 1
Dist: 79 OPFAC: 47922 PAT: MBR Prep Date: 07/29/2010 ExcRel R Comp FL:
Form Code: LGEA Effdt: 07/29/2010 Efftm: 2450 TY Entry: Action Cd;
Preparer's EmpliD: 7554321 Preparer's Name: Yeoman, |.M.

Description: Mailing Address Information

2ND CYCLE: Please input members mailing address in DA as itis blank.

PSC Notes:

Responsible Area: Senvicing Personnel Office hd Exception Cycles: 2

ﬁ Sawe QReturn to Search:l += Haxtin List:l +Z Prewious in List)

JUM PS Exception Data Fields

EmplID The member's employee ID number

SSN The member's socia security number

ANAME First five letters of the member's last name

Key Mod | Key Mode. For system/PPC use only.

Dist District Code
OPFAC Operationa Facility Code
PAT Personnel Actions Transmittal.

Prep Date | Date of the transmittal

Exc Rel Exception Release Code. For system use only/or for PPC use only.

Comp FL | Compute Flag. For system use only/or for PPC only.

Continued on next page
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SPO Exception Report, Continued

Procedure (continued)

Step Action

4 Field/Descriptions cont.
cont.

JUM PS Exception Data Fields (continued)

Form Code | Code describing the JUMPS transaction form type:

L25B Officer Personnel Change transaction

L30B Rough Order transaction

L45B Advance Authorization transaction

L61B Entry into the Coast Guard (Enlistment Contract) transaction
(DD Form 4/1)

L62B Discharge to Immediately Reenlist transaction (DD Fm 4/1)
L63B Leave Reporting transaction (CG-2519)

L64B BAQ Dependency/Emergency Datatransaction (CG-4170A)
L65B Active Duty Initial Information transaction

L66B Officer Uniform Allowance transaction

L67B Personnel Action transaction

L68B PCS Departing, PCS Reporting, RELAD, and Retirement
transactions

L6AB NJP and Court Martial transactions

L6BB Family Separation - Housing (FSH) and Family Separation
Allowance (FSA) transaction

L6DB Allotment Authorization transaction

L6EB Tax Information transaction

L6FB Statement of Intent transaction

L6GB Payment Option Election transaction

L6HB Military Payroll Money List (offline payments of advance

pay to a member)
L6KB Clothing and Small Stores Checkage Transaction
Effdt Effective Date
Efftm Effective Time
TY Entry Type of entry:
Blank = Origina
"C" = Correction
"D' = Deletion
Action JUMPS Action Code. Refer to Part IX of this manual for alisting
Code of Action Codes.

Continued on next page
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SPO Exception Report, Continued

Procedure (continued)

Step Action
4 PeopleSoft I nformation Fields
cont. Preparer's | Employee ID Number of the person submitting the transaction
EmplID
Description | Description of the transaction type
PPC Information Fields

PPC Notes Action required by the SPO prior to the next update cycle.
Explanatory remarks keyed in by the PPC (MAS), Exception
Reporting Team (ERT).

Responsible | A drop-down menu showing the status of the error record.

Area e SPO for "Servicing Personnel Office", indicating an item that

the SPO needs to take action on.
e SAC for "SPO Action Complete, indicating that the SPO has
reviewed the item and taken action.

Note: There are other options on this menu. However, only
"Servicing Personnel Office" or "SPO Action Complete” can be
selected. The other options are for PPC use only.

Exception Number of cyclesthis error has been reported

Cycles

5 View the error information and take action as described in the PPC Notes section to

correct the error. After corrective action has been completed, set the Responsible
Areafield to "SPO Action Complete" and click the 'Bs=vel putton.

QReturn to Search) +E Mextin List) +E Prewious in List

Utilize the

; buttons to return to the search page, view

the next error report or view the previous error report.
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Travel Charge Card Report

I ntroduction

The Travel Charge Card Report provides government travel charge card
coordinators and unit administrators ('Command Users' - those with the
CGSSCMD user role) with access to view the travel charge card account
balances (including amounts past due), credit limits and other details for all
members and employees at a unit/department.

Access

Command Users have access to this report. This report may also be accessed
by users with the stand-alone' CGCCAOPC' role. The' CGCCAOPC' role
also permits access to the Credit Card Data and Business Expenses page to
users who do not need full Command User access. The' CGCCVW:' roleis
for users who only need access to the Business Expenses and Credit Card
Data pages and not the Travel Charge Card Report.

Procedure

Please see the Travel Charge Card Command Area Coordinators User Guide
(PDF) for the procedure for running this report. The guide can be accessed
from the DA online help (http://www.uscg.mil/ppc/ps) by selecting the Travel
Charge Card folder in the table of contents.
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Run Training by Department Queries

Introduction: This section will explain the process of running training queries. The queries
provide listings of members' training history, correspondence course
completions and the status of requested training.

Description There are four training queries:

1. ClassA and C School - Shows completed, cancelled, missed,
requested and pending (enrolled) formal Class"A" and "C" school
course status.

2. Correspond Crs- Shows Coast Guard Institute correspondence
courses compl eted.

3. Other - Shows unit (non-Class"A" or "C" School) training
completed. Example -- Civil Rights/Sexual Harassment Prevention
training.

4., CG_TRNG_1540 LIST - For agiven date range, displays all
scheduled Class "A"/"C" session dates and |ocations.

All users should review the Electronic Training Request Interactive Tutorial
to familiarize themselves with the terminology and new navigation involved.
Information on the tutorial and other general navigation information is located
on the training page.

Access(Roles)  The user must be a Training Officer or PERSRU/HRS user to access these

queries.
Before You Be sure to take the Electronic Training Request interactive tutorial before using
Begin the system.

Please understand these queries only return results for the people assigned to the department 1D
number entered in the query request. For smaller units, like cutters and stations, thisis not an
issue as these units only have one department ID number. However, larger units (Groups, Air
Stations, 1SCs, Districts, headquarters units, etc.) will have severa department ID numbers, the
parent department ID and sub-department IDs for divisions, branches and detachments. Large
departments will need to run the queries for each sub-department ID associated with the unit's
OPFAC (Operational Facility Code) number.

Continued on next page
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Run Training by Department Queries, Continued

Changes/

Electronic training requests cannot be modified or deleted by the training

Corrections/ officer after they are submitted.
Cancellations

The training officer, who needs to modify any piece of the ETR, or withdraw
it atogether must contact the course scheduler. The course scheduler should
be listed in the "course description” block of the ETR. If thisinformation is
missing for Class"C" schooals, the training officer should use the POC list on
TQC'swebsite (USCG Training Quota Management Center (TQC). If the
POC can't be determined (<5% of the time), an email or phone call to TQC
should resolve the issue (there are links and phone numbers on TQC's web
site). Contact CGPSC (epm) (202-267-1027) for Class"A" school changes.

Procedure Follow these stepsto run atraining query.
Step Action
1 Sign into MyPorta Direct and select the following from the Enterprise or Main menu:
Direct Access PeopleTools > Query Manager > Use > Query Manager
2 The Query Manager search page will display.
Enter CG_DEPT_TR or CG_TRN_1540 (for the 1540 listing) in the blank field to
the right of “beginswith” and press Search.
Query Manager
Find an Existing Query
Search by: Mame *  begins with * C3 DEPT_ TR
3 The Search Results section of the page should display the available training queries.
Home = PeopleTaools = Query Manager = Use = Query Manager
Query Manager
Find an Existing Query
Search by: MName =  begins with * CG_DEPT_TR
Search Results
view Al First (4] 13 013 [M] Last
CG_DEPT_TRAIMIMG LInit Training - Class Aand C Public Eun
CG_DEPT_TRMG_CORRESPOMDEMCE Unit Training - Correspond Crs Public Eun
CG_DEPT_TRNG_OTHER Depttrng - Other Public Run
Click on the word Run to the right of the name of the query to run.
Continued on next page
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Run Training by Department Queries, Continued

Procedure (continued)

Step Action
4 The query request page will display in a new window (the Query Manager page will
remain open).
Enter AUSCG asthe Set ID (dlwaysuse ALL CAPS) and enter a department ID
number. If the department ID number is unknown, click the &l button to perform a
lookup.
CG_DEPT_TRAINING - Ur
SetlD: IAUSCG Q)
Department: I ﬂ
View Results |
5 | Click the__=*Resuts_ | by tton to run the query.
6 The query results will display in the lower part of the page.

CG_DEPT_TRAINING - Unit Training - Class Aand C

SetiD: IAUSCG Ql
Departrent: |EIDI345[J Q)
View Results |

Download results in: Excel97 SpreadSheet CSY Text File {166 kb)
Excel2K SpreadSheet

View All

Employee Current | Current Posn |Current c“"em cnurse Ciiiae Tl
ID Posn Title Dept ID N me

Current CUSTOMER
1234867 YNC Qumk Bunny 00049808 | oo JPE 000450 | PPC 210200 | YEOMAN
INFORMATION
2 gg:'e_m 1234567 [YNC | Quick Bunny | 00049808 | pnan e 240973 |SECURITY
: MANAGMNT
LEADERSHIP &
3 C"'"e,"‘ 1234567 VNG | Quick, Bunny  |00049808| S0 OMER 340720 | MANAGEMENT
Mbr SERVICE REP s

There are more columns to the night as shown below:

New | New | New |New | Est Training
::r’:;::‘ Start Date | End Date T;fﬂ;l“ Dept| Dept | Posn |Posn|Report CGHﬂgs Emer Status
| ID_{Name |Number | Title | Date fess Reason

05/06/1994 | 0506/1994 Cumpleled bunny. quick@uscg.mil Reqi?gment

Job

04/23/2006 |04/23/2006 | Completed ‘ bunny.quick@uscg. mil ‘ Requirement

0278 |03/08/2004|0312/2004 | Completed bunny.quick@uscg.mil | Requrement

Continued on next page

Reports & Queries CH-2 X-2-93




Error Feedback, Reports and Queries

Run Training by Department Queries, Continued

Procedure (continued)

Step Action
7 The Training Status field could be completed, request, enrolled, etc. The New Dept
I D field indicates the "ordered into" department. The Est Report Date field shows
the estimated report date for the new department. The Training Status Reason field
shows the status reason (e.g., denied and the reason, session full - reapply, €etc.).
To download a query to Excel, press the An Excel Spreadsheet link.
8 To run another query, close the current window (the Query Manager page will still be

displayed), select the query from the list, enter any requested criteria, and press the
View Results button. To perform another function, choose the item from the menu.

Looking Up To look up Department ID Numbers perform the following steps

Department 1D
Numbers
Step Action
1 If the department ID is unknown, click the magnifying glass. (Note: The user must enter

AUSCG in the SetID field, before clicking the & button.) A simple department lookup
allows to search by pre-set options available in the drop-down list.

Lookup Department

Saanch By [ Depatmant

Depatmant A irisitative Target Lind
Budgeiweth Depariment

oy

Select the option desired. On Department, the user may enter all or part of the department
number and press Lookup. Any available departments with the numbers entered will return
onalist.

If the location is known (but no part of the department number), select the Advanced Search
link. Thiswill allow the user to search for departments using a greater range of criteria. It's
suggested that the user 1- does a search of key words in the description of the department
(e.g., YoBaltimore) or 2- searches by department type (e.g., unit, group, STA, etc.).
Remember that use of the % symbol will return any department with a description that
contains "Baltimore". Review and select the department needed from the list or continue to
run new search criteria until finding the appropriate department.

Continued on next page
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Run Training by Department Queries, Continued

Looking Up Department ID Numbers (continued)

Step Action
4 | Toensurethat to get alist of all the sub departments associated with a parent department use
the Advanced Search link ....
Lookup Department
Search By |Depar‘[ment j
Depanment:“—
| Lookup | | Cancel | Advanced Lookup
...and search by the parent department's Operational Facility Code (OPFAC) number (aunit
may have many sub departments, but it only has one OPFAC).
Lookup Department
SetlD:
Departrnent: ||—
Description: |
Company: I_g
Location SetlD: I_ﬂ
Location Code: l—ﬂ
Budget with Department: l—
Administrative Target Unit:l_
Operational Facility Code: I—.
Department Type Code: l—ﬂ
| Lookup | | Clear | [ Cancel | Basic Lookup
5 Click the Lookup button. If the unit has multiple department 1D numbers they will al be
listed based on the OPFA C number entered.
Example: The OPFAC for TRACEN Petaluma (61200) has 49 department ID numbers
associated with it.
Administrative Target Unit:|
Onerational Facility Code: Wﬁ
Department Type Code: I—ﬂ
| Lonkup | | Clear | | Cancel | Basic Lookup
Search Results 3
1-49 of 49
Compem e e el s
N00a0CE CGTRACEMN PETALUMA CGA POSTL CADO44 T4 1200 TRACEMN
002368 TRACER PET CMD STAFF CGA POSTL CAOD44 74 B1200 TRACEN
002369 TRACEMN PET SEC FRC CoA POSTL  CADO44 T4 1200 TRACEMN
6 Print the lookup results for easy access and return to Step 4 (above) to compl ete the query
request.
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Unit Roster
Introduction The Unit Roster, delivered viaareport in CSV (MS Excel spreadsheet
format), provides alisting of al personnel (including civilians and PHS
Officers) and positions at a department. The roster includes:
Field Description
EmplID Employee’s ID Number
Rank Rank/Rate
Grade Paygrade

Member Name | Name (Last, First M)
Employee Class | Member Type (Regular/Reserve/Civilian/PHS)

DeptID Department ID Number
Dept Name Name of Department
ATU Administrative Target Unit (District/Areq)
OPFAC Operational Facility Code

Exp Loss Dt Date mbr is expected to be discharged/retired (N/A for civilians & PHS)
Exp AD Term Dt | Expected Active Duty Termination date (N/A for civilians & PHYS)
Rotate Dt Rotation date (N/A for civilians)
Birthdate Date of birth (N/A for civilians)
AD Base Dt Active Duty Base Date (N/A for civilians & PHYS)
Date of Rank Effective date of rank (N/A for civilians)
Report Date Date reported to current department ID (N/A for civilians)
Trning Rate Reserve Training Rating (Reserve Only)
Anniv Date Reserve Anniversary Date (Reserve Only)
Cost Center Cost Center (for contingency operations)
Sea Pay Prem Dt | Date Career Sea Pay Premium started (N/A for civilians & PHS)
BAH/BAQ Basic Allowance for Housing entitlement (N/A for civilians & PHS)
RES Screen Dt Date of last Reserve Annual Screening Questionnaire (Reserve Only)
CUM SeaTime | Cumulative Sea Time (N/A for civilians & PHS)
Mar Stat Marital Status (N/A for civilians)
Ethnic Group Ethnic Group (N/A for civilians)
Last Good Con Dt | Date of last Good Conduct Award (N/A for civilians & PHS)
Position Nbr Position number (BCN)
Posn Entry Dt Date entered current position
Gender Male/Female
POSNSEN Position Sensitivity (N/A for civilians)
Examples: Moderate, Critical, Non-Critical, Moderate, Low Risk
POSNCLRNC Position Security Clearance Requirement (N/A for civilians)
Example: None, Secret
MBRCLRNC Member Security Clearance (N/A for civilians)
CITZN Member Citizenship (N/A for civilians)

Continued on next page
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Unit Roster, Continued

Introduction Field Description

Continued Leave Baance | Leave Balance (as of the most recent JUMPS end-month
compute, e. g. Doesn't reflect leave that has not yet processed
through JUMPS). (N/A for civilians & PHS)

Obligation Shows reason for obligated service if member has
extended or obligated for areason other than their own
request at normal end of enlistment.

Examples:
TA = Tuition Assistance
PG SCHOOL = Post Graduate School
CSRB = Critical Skills Retention Bonus
Effdt Date member incurred obligated service (blank if Obligation
field is blank)
Duration Number of months abligated service (O if Obligation field is
blank)
FYI The Unit Roster can be requested ina CSV file. CSV files can be imported
into a spreadsheet or local database application.
Note The CSV format is the only working file format. Recent changes to the report
included the addition of several columns of occupational data. The PDF and
HTM file formats cannot accommodate the additional data.
Continued on next page
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Unit Roster, continued

Procedure Start Internet Explorer, sign into Direct Access and follow these steps to

complete this procedure.

Step Action
1 From the Enterprise or Main menu, select menu itemsin the following order:
Administer Workforce > Administer Workforce (GBL) > Report > Unit Roster
2 Finding or Creating the Run Control ID: If thisreport has not been run before, click
the Add a New Value link (near the bottom of the page) and create a new Run Control
ID. The ID can be any name wanted to identify the report by (no spaces are permitted).
Click the button.
Unit Roster
Add a New Value
Run Control ID:|Unit_Roster_for_UnitName|
Add
If the Run Control ID is known, enter al or part of it and click the button.
Unit Roster
Find an Existing Value
Run Control ID:|ID_I_Used_Last_Time|
Advanced Search
Select the Run Control ID from the search results.
3 Selecting the Department or Relationship criteria:

0]

isc

O
) Persns DeptiD Description

(% Deptid
- e
O ATU it

Select the ISC, PERSRU (SPO), Deptid, or ATU radio button and enter the department

ID or ATU number (if that option was selected) number. Use the &l icon to search for

the department ID/ATU if necessary.

o | SC, will include rosters for al units associated with 1ISC department number entered.

¢ PERSRU, will include rosters for all units associated with SPO department number
entered.

e Deptid, will produce aroster for each department number entered. Use the (+1 or (=]
buttons to add/remove department I1Ds.

e ATU will produce aroster for all unitswith that ATU prefix (Example: ATU 01 for
First Coast Guard District)

Continued on next page
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Unit Roster, continued

Procedure (continued)

Step Action
4 Selecting the Employee Class:
@ Empl Class
Q) =]
The user may select one or more employee classes for the roster or leave thisfield
blank for all classes. Use the &/ icon to lookup available classes.
Hegular Regular
SELEREES Selected Eeserve
IRR Inactive Ready Reserve
ASL Active Standby Reserve
15L Inactive Standby Reserve
IR (ASP) Inactive Ready Reserve (ASP)
IRR, IRR(ASP), ASL, I SL reservistswill be listed under the I1SC responsible for the
areain which their membersreside.
Use the [+1 or =1 buttons to add/remove employee classes.
Note: Civiliansand PHS memberswill appear only if the user leaves the employee
class option as blank.
5 | Click the—®"_| button and complete the Process Scheduler Request page.
6 The Process Scheduler Request page will display.
Process Scheduler Request
User ID: 1234567 Run Control ID; ABC
Server Name: N - Run Date: 08/23/2010 Ed
Recurrence: ™ Run Time: 07:09:41
Time Zone: - Reset to Current Date/Time |
Select Description Process Name Process Type *Type *Format
CGROSTER CGROSTER SQR Report Web ~ POF - (@
7 Select Web from the Type drop down menu.
Continued on next page
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Unit Roster, continued

Procedure (continued)

Step Action

8 Select thefileformat. Not all file formats are supported by all reports, CSV isthe most
reliable.

Note: The CSV format is the only working file format. Recent changes to the report
included the addition of several columns of occupational data. The PDF and HTM file
formats cannot accommodate the additional data.

9 Click the OK button to launch the process and return to the Process Scheduler Request
page.

10 | Click the Process Monitor link in the upper right-hand corner of the Process Scheduler
Request page.

Rapor Mansaer Process Monitor [ |
[Process istance: 71078 |

The process instance i'is added

11 | The Process Monitor page will display. Click the Refresh button periodically until the
Run Status shows "Success' and the Details link is active. It could take some time for
the status to change if running alarge report or the system is heavily loaded.

Home = PeopleTools = Process Manitor = [nguire = Process Requests

]( Process List Y\ SenerList |
UserlD: 1234567 Q| process - Last None ~ _ Refresh |
—  Type:
Server Lecitllhs *  Process * Instance: to
Hame: Run Status:
] View Job Items Save On Refresh
ViewAll  First (4] 10p1 [ Last
Instance Seq. Process Type Process Name User Run Date/Time Run 5Status  Details
7132698 SOR Report CGROSTER 2003298 08/23/2010 07:09:41 EDT  Success Details
Continued on next page
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Unit Roster, continued

Procedure (continued)

Step

Action

12

Click the Details link. The Process Detail Page will display. Click the View Log/Trace
link.

Process Detail

Instance: 7087237 Type: SOR Report

Name: CGROSTER Description: CGROSTER
Run Control ID: ABCDEFG L
Location: Server &
c

Server: PSUIMN P el g e

O Delete Request
Recurrence: =
Request Created On: 07/26/2010 1514:55 EST Parameters Transfar
Rum Amytione Aftes:  07/25/2010 150759 EST Messange Log
Began Process At:  07/26/2010 151501 EST Batch Timings
Ended Process At: 072602000 151510 EST View LogTrace

[ OK ] [Cancel |

13 | The Report Log Viewer page will open in anew window. Access the report by right-
clicking the link with the report name and number in it (In the example below,
cgasgrpt_615427.csv isthelink to the report) and selecting "Save Target As...".
CGROSTER

Message Log 1320 bytes 2010-07-26 12:00:28
Trace File 106 bytes 2010-07-26 12:00:26
cgasqrpt_615347.csv 4913 hvtes 2010-07-26 12:00:28
|  Qpen
Open in Mew Window
Save Target As...
Continued on next page
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Unit Roster, continued

Procedure (continued)

Step Action
13 | Note: When the user right mouse clicks and selects "Save Target As' they will be
asked to select alocation on the system to save the file to:
Save As
Savein: [Esasu Vl O ? » v
L..,.;J (& reports
g'h,' Hacergﬂ
-
Desktop
My Documents
1]
REthendge oni
PSCMWLSD...
MYPT:;::“( File name |_c_:9_a_sic![plj15347.:sv et | [ Open
Save astype |Text Document R | [m
14 | When the download is complete click the open button:

1%
ey Download Complete

Saved:
cgasqrpt_615347.cav fromeeem————
(5 C|
Downloaded: 479KBIn 1sec
Download to: C:\Documents ... \coasgrpt_615347.csv
Transfer rate: 4,73 ¥BfSec

[Ilose this dislog box when download completes:

Cpen ] IDpen Folder ] [ Close ]

Continued on next page
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Unit Roster, continued

Procedure (continued)

Step Action
15 | Thereport will openin MS Excel. Adjust the column widthsto view all of the
information.
E? Microsoft Excel - cgasqrpt_615347.csv
@ File | Edit Wiew Insert Format Tools Data Window Help Acrobat
DEES GRY 2R - &3 4 4|l g .
Al ~| = DUTY ATU
A | B _ & | o | E | F
1 [DUTY ATUEMPL PERSRU EMPL DEPTID RECALL CRANK — MAME
The user can quickly filter the roster by selecting Data | Filter | Auto Filter from the
Excel menu.
Data | RoboPDF  Window Help Adobe FDF
__l‘%l Sort...
S e »
Thiswill add a drop-down button in the column heading row. Select the data element to
filter by, thiswill hide any rows that do not meet thefilter criteria.
w i
de |~ |Employee Class | = |Dep
Sort Ascending oo
Sort Descending 0on!
ool
(Top 10...) oo
{Custom...) 000
Civilian
Inactive Ready Reser 000!
Inactive Standby Res  |0001
F'ul:nlicI Health Servic 000l
R ar
S:Igeﬁted Reserve 000!
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User Role Query

Introduction This query provides areport of all Direct Access users at adepartment. The
report shows the user's name, operator 1D and the modules the user is
authorized to access.

If wanting to remove command access, or any other role from a user's
account, complete the Revocation of Access Authority section of the user's
original CG7421B ( User Application) form and fax to the PPC at the number
listed on the form. Please specify which roles should be removed from the
account if the member has multiple roles assigned. If the original form cannot
be located, complete a new one.

Procedure Start Internet Explorer, sign into Direct Access and follow these steps to
complete this procedure.

Step Action

1 Select menu itemsin the following order: Enterprise/Main Menu > Direct Access
PeopleTools > Query Manager > Use > Query M anager

2 The Query List search list will display. Enter all or part of the query name --
CG_DEPT_ROLE_QRY (note the use of underscores (__) in places of spaces), and
click the button.

Query Manager
Find an Existing Query
Search by: Name -  begins with *  CG_DEPT_ROLE

Search Results

View Al First [4] 1081 [P] Last
CG_DEPT_ROLE_QRY Department Role Query Public Run

Select the Query from the search results and click the Run link.

3 The query data entry page will display. Enter AUSCG in thefirst field and the
department ID number in the second field. Use the lookup tool to search for the
department 1D number if necessary. Click on the 4l to perform a search.

CG_DEPT_ROLE_QRY - Department Role Query

Enter SetlD ofAUSCG:I
Department; I Q

VWiew Results |Chunse a Different Query

Continued on next page
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User Role Query, Continued

Procedure (continued)

Step Action
4 Click the View Results button to run the query.
5 The query results will be shown below the data entry area
Download results in: Excel97 SpreadSheet CSVY Text File (1509 kb)
Excel2K SpreadSheet
View All 1-1000f2532 [P] Last
u LOGIN Empl Sub R Ie Last
III o mmm
1234567 | 1234567 Adams, Adam |Regular EZEECSSTGMER 007799 CEL)JSIS""ER CARE|asamBr ﬁfﬂ?ﬁgfew'ce MMOUSE
6 The user may download the resultsin MS Excel format by clicking the link above the query
results.
7 Repeat steps 3 and 4 to run queries on other departments or use the menus to exit the application.
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CG Member Married to Member Query

I ntroduction

Purpose

Usage

Access

Selection
Criteria

Query Data
Fields

This section provides the procedure for running the Member Married to
Member query.

This query identifies married Coast Guard couples where both members are
drawing BAH at a*“with-dependent” rate.

The query is used to verify correct BAH payments. There are only certain
circumstances where both members of amilitary couple are entitled to receive
BAH at the with-dependent rate. See Chapter 3-E (BAH-Member Married to
Member) of the Coast Guard Pay Manual, COMDTINST M7220.29(series)
for more information.

This query is run monthly by PPC (MAYS) to identify accounts for further
research.

Only “CGHRSIC” role users can access and run this query.

The selection criteria are from the Spouse Personal Profile page of the
Dependent Data application. The query will list any member whose:
1) Spousein Service block is checked,

2) Branch of Servicefield contains CG Regular or CG Reserve, or

3) Couplesboth have BAH code"L" or BAH codes"L" and "T".

The Member Married to Member query provides the following information:

Field Description
Mbr Emplid Member’s employee ID number
Mbr Name Member’s name (Last, First M1)
Empl Class Member’s employee classification (Regular,
SELRES, IRR, €tc.)
Earn Type BAH earningstype code (L or T)
Max Eff Date Date current BAH row started

Continued on next page
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CG Member Married Member Query, Continued

Query Data Fields (continued)

Field Description
Stop Date Date BAH row closed, if applicable.
Spouse Emplid Spouse’ s employee ID Number
Spouse's Name Spouse’'s name (Last, First MI)

Relationship to Employee | Relationship to Employee - Spouse
Spouse Branch of Service | U. S. Coast Guard (USCG) or U. S. Coast Guard

Reserve (USCGR)
Eff Date Date current BAH row started
Earn Type BAH earningstype code (L or T)
Stop Date Date current BAH row closed, if applicable.
Procedure Follow these steps to run the Member Married to Member query:
Step Action

1 Select menu itemsin the following order:
Direct Access People Tools > Query Manager > Use > Query M anager

2 The “Find an Existing Query” page will appear.
Enter all or part of the query title (CG_MBR_MARRIED_MBR), or change the
“begins with” column to “contains’, enter “Married” and click the “ Search” button.

Query Manager
Find an Existing Query
Search by: Mame +~  contains *  MARRIED

Search Results

view Al First [ 1081 [] Last
CG_MBR_MARRIED_MER Member Married to Member Public Run

w

Click the Run link.

N

A new window will open with the query results. Use one of the download results

links to save a copy of the query if desired.
CG_MBR_MARRIED_MBR- Member Married to Member

Download results in: Excel97 SpreadSheet CSV Text File (6 kb)
Excel2K SpreadSheet

1-120f 12

s . Spouse
2| : Spouse 5 Relationship | o .
Immm SPD= [ Empaa | Se===SHEE f to Employee | ST Type | StopDate

Continued on next page
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CG Member Married Member Query, Continued

Procedure (continued)
Example query resultsin “Excel 2K SpreadSheet” format:

Member Married to Member

be Mbr Name |Empl Class | Earn Type Max Eff Stop Date Spou.se Spouse’s Relationship E::;:E:Jf Eff Date | Earn Type | Stop Date
Emplid Date Emplid MName to Employee Service
1234567 |Last, First M. |Regular BAH-L 7/1/2010 1234567 |Last, First M. Spouse UsCa 7/1/2010(BAH-L
1234567 |Last, First M. |Regular BAH-L 4f1/2010 1234567 |Last, First M. Spouse USCGR 4/1/2010(BAH-L
1234567 |Last, First M. |Regular BAH-L 6/13,/2008 1234567 |Last, First M. Spouse USCGR 8/9/2010(BAH-L 10/7/2010
1234567 |Last, First M. |Regular BAH-T 5/17/2010 1234567 |Last, First M. Spouse UsCa 5/28/2008|BAH-L
1234567 |Last, First M. |Regular BAH-L 5/28/2008 1234567 |Last, First M. Spouse USCG 5/17/2010(BAH-T
1234567 |Last, First M. |Regular BAH-T 7/27/2010 1234567 |Last, First M. Spouse USCG 7/27/2010(BAH-L
1234567 |Last, First M. |Regular BAH-L 7/27/2010 1234567 |Last, First M. Spouse USCG 7/27/2010(BAH-T
1234567 |Last, First M. |Regular BAH-T 2/9/2010 1234567 |Last, First M. Spouse USCG 8/6/2010|BAH-L
1234567 |Last, First M. |Regular BAH-L 8/6/2010 1234567 |Last, First M. Spouse UsCa 8/9/2010|BAH-T
1234567 |Last, First M. |Regular BAH-T 7/1/2010 1234567 |Last, First M. Spouse UsCa 7/1/2010(BAH-L
1234567 |Last, First M. |Regular BAH-L 7/1/2010 1234567 |Last, First M. Spouse UsCa 7/1/2010(BAH-T
1234567 |Last, First M. |SELRES BAH-L 8/8/2010|10/7/2010| 1234567 |Last, First M. Spouse UsCa 6/13/2008|BAH-L
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MGIB-SR RESERVE Reaffiliation Query

Introduction This section provides the procedure for running the MGIB-SR RESERVE
Reaffiliation query.

Purpose This query identifies those members who are currently in the IRR, ASL, or
ISL, have aMGIB-SR code that starts with 'C', and did not reaffiliate with
the SELRES within one (1) year

Procedure Follow these stepsto run the MGIB-SR RESERVE Reaffiliation query.
Step Action
1 From the Enterprise Menu, select menu items in the following order:

Direct Access People Tools > Query Manager > Use > Query M anager

2 The“Find an Existing Query” page will appear.

Enter al or part of the query title (RESERVE_MGIB_SR_REAFFILIATION), or
change the “begins with” column to “contains’, enter “MGIB” and click the “ Search”
button.

Query Manager

Find an Existing Query
*Query Type:
Search by: Name ~  begins with *  RESERVE_MGIB User -

Create Maw Query

Search Results

view Al First (4] 1071 [ Last
RESERVE MGIB SR REAFFILIATION MGIB-SR RESERVE Reaffiliation Public Delete Rename Run

w

Click the Run link.

N

A new window will open with the query results. Use one of the download results

links to save a copy of the query if desired.
AN TSR ANIG- MGIB-SR RESERVE Reaffiliation

Download results in .  Excel97 SpreadSheet CSV Text File (432 kb)
Excel2K SpreadSheet

View All 1-100 of 1816 B Last
| | o [Jobmtie| ~ Name | Date MemberBecamelRR | Previous Affiliation | MGIB-SR Eligibility Code

1 LTIG Jayce . 0972212003 Selected Reserve | CB

2 YNC Jegoy A 10/01/2004 Selected Resemve CB

Continued on next page
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MGIB-SR RESERVE Reaffiliation Query, Continued

Procedure (continued)

Step Action

5 The query shows the:

e |ID —Member’'s Employee ID
e Job Title— Member’s Rate or Rank
e Name — Member’'s Last Name, First Name and Middle Initial

e Date member Became IRR — Date the member’ s assignment to the IRR, ISL or
ASL was effective.

¢ Previous Affiliation -- Member’s reserve affiliation prior to current assignment
e MGIB-SR Eligibility Code —
Code Description

Ineligible: Member has completed course of instruction required
CA i
for BA or equivalent

Eligibility Suspended: Granted period of authorized non-

CB availability-all other-not to exceed 1 yr
Eligibility Suspended: Granted period of authorized non-

CC avalability-missionary-up to 3 yrs

cD Eligi pility Suspended: Being processed for unsatisfactory
participation

CE Eligi _bility Suspended: Voluntarily depart from a qualifying
position

CF Ineligible: Member on long-term orders

CG Eligibility Terminated: In receipt of ROTC scholarship

See Part VI, Chapter 7, Montgomery Gl Bill — Selected Reserve to update a
member’s MGIB-SR Eligibility Code.
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Part X, Error Feedback, Reports and Queries
Chapter 3, Ad Hoc Request Procedure

Overview

Introduction This section provides the procedure for requesting ADHOC reports from PPC

Topeka.
Before You Set Internet Explorer to Allow Pop-ups from the Direct-Access site.
Begin
Existing Please review the available reports and queries in Chapter 2 of this part before
Reportsand submitting a request for an ADHOC report.
Queries
Discussion Additional queries may be available depending on which user roles are held.

To see a list of queries, select the following menu items: People Tools,
Query Manager, Use, and Query Manager .

Enter CG in the Search for box and press Search. Review the list of queries
available. Press the Run link for any query desired.
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Procedure
Introduction Follow this procedure to request an ADHOC report.
Procedures If unable to locate a report or query in Direct Access that meets the required

needs, or if data is needed from another system that is managed by PPC
(JUMPS or TPAX), the user will need to submit a request for an ADHOC
report. Follow these steps to submit a request:

1. Go to the PPC Customer Care web page at
http://www.uscg.mil/ppc/ccb/,

2. Select the "I am a Command, SPO or ADMIN support user" option
from the User Role for This Issue list

3. Select "PERSONNEL ACTION" from the Category section of the
online Trouble-Ticket form.

4. Select the "HR DATA REQUEST" option in the Type section of the
form.

5. Select the "ADHOC REPORT" option in the Reason section of the
form.

6. Enter a complete description of the query in the "requirements for the
ADHOC report request” section of the form.

Example:

Please provide a list of all personnel attached to the
USCGC Example (WLB-X12), OPFAC 18-12345, from 1 May 2006
through 30 April 2007. We need to determine eligibility
for a Unit Commendation. Provide results in MS Excel
format with the following columns:

Name (last, first, mi)

Rate/Rank

Current Unit (ID and Description)
Report date (on USCGC Example)

Depart date (if departed USCGC Example)

Point of contact: YNC Jim Smith, (757) 555-1212.

The request will be forwarded to PPC (PS&R) for a direct reply.

X-3-2 CH-0 Ad-Hoc Request Procedure
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Chapter 4, SPO Access to the Electronically Imaged PDR

(EI-PDR)
Overview
Introduction This chapter provides procedures to obtain EI-PDR access, scan, forward, and
verify EI-PDR documents, and a software user guide.
WebNow™ EI-PDRs are stored in a document imaging system repository. WebNow is an
Software internet browser-based software application which facilitates access to the
repository. As a browser-based application, WebNow does not require
installation on the standard workstation; it functions within Internet Explorer.
Contents
Topic See Page
WebNow Account Access and Deactivation 3
SPO PDR Scanning and Verification Process 11
Servicing Personnel Office — WebNow User Guide 15
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WebNow Account Access and Deactivation

I ntroduction

Reference

Responsibilities

Discussion

This section provides instructions and procedures for a Servicing Personnel
Office (SPO) to obtain and deactivate WebNow/ImageNow accounts.

(a) Personnel and Pay Procedures Manual (PPPM), PPCINST M1000.2A

The Branch Chief in which the SPO is located or the next senior member
within the chain of command is the approving authority for WebNow Access
and Deactivation requests for the SPO Supervisor.

The SPO Supervisor is the approving authority for WebNow Access and
Deactivation requests for other personnel assigned to the SPO.

The Coast Guard Pay & Personnel Center (PPC) Topeka receives and
processes WebNow and Direct Access User Authorization and Deactivation
forms. PPC will also maintain a list of the SPO Supervisors and “next senior
member” to verify requests have been approved at the appropriate level.

PSC-BOPS-C will regularly monitor accounts for proper access and
recommend removal.

The purpose of a SPO WebNow account is for “official business only” access
to the EI-PDR in order to comply with COMDTINST M1080.10 (series).
EI-PDR

Once missing documents in the EI-PDR are identified, the SPO will scan and
send the documents to PSC-PSD-MR for inclusion in the EI-PDR. This
process is identified in the guide “SPO PDR Scanning and Submission
Procedures”.

A SPO WebNow account is issued with “read-only” access, and is restricted
to only those SPO personnel who perfrom SPO PDR duties.

Continued on next page
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WebNow Account Access and Deactivation, Continued

SPO Proceduresto establish a WebNow account

Step Action Remarks
1 Ensure member See Part I, Chapter 2, DA SPO User Roles and Access
has CGHRS (HRS/HRSUP), of this manual.
access in Direct
Access
2 Complete forms | Both of these required forms can be found on PPC’s website
CG-7421B and located at:
CG-7421D and http://lwww.uscg.mil/ppc/forms/. See pages 5 and 6 for samples of
FAX to PPC. completed forms.
Forms must be faxed to PPC Topeka at (785) 339-2297.
Reminder: When completing form CG-7421B, Direct Access
Authorization and Payment Approving Official (PAO)
Designation, mark user roles in block 7 that you currently hold and
wish to retain. Each new authorization/designation form
super sedes previous authorizations and designations. Users at
the Academy and TRACEN SPOs may have additional roles. If
you are unsure about the roles you currently hold, refer to the user
access form you most recently submitted or run the DA User Role
Query. For procedures see:
http://www.uscg.mil/ppc/ps/self_service/commands/user_role_query.htm
3 Receive You will receive an email from PPC stating that your WebNow
confirmation account has been established and provided a User ID and
from PPC that Password. Your User ID will be your EMPLID.
your WebNow
account has been | Additionally, the “SPO IPDR” button on the Direct Access “CG
established. Member Info Page” will be enabled (colored vice gray).
4 Properly file the | Each SPO shall file the CG-7421B and the CG-7421D forms for

WebNow user
access forms.

the duration the member has account access. Once requests for
deactivation of the account have been completed the original
“activation” requests can be destroyed.

Continued on next page
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WebNow Account Access and Deactivation, Continued

SPO Proceduresto Deactivate a WebNow account

Step Action Remarks
1 | Complete and It is the member and the member's supervisor responsibility to ensure
submit a PPC accounts are deactivated immediately upon transfer/reassignment, or
Customer Care | in cases of violation of the official use restriction. Deactivation is
Trouble Ticket. | required even when transferring to another SPO office.

A PPC Customer Care Trouble Ticket can be found on PPC’s
Website at:
http://www.uscg.mil/ppc/cch/.

A sample Trouble Ticket is shown in this section

Continued on next page
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WebNow Account Access and Deactivation, Continued

SPO WebNow Help Contacts

Problem Contact Remarks
WebNow is not | Wait — initial load | The new version of WebNow may take a while to load
loading after of WebNow initially. However, once it loads and you are logged in,

pressing the

application make

your response time should be normal.

“DOCS” take up to two

button minutes.

Initial PPC Customer Contact the PPC Customer Care Branch if the WebNow
WebNow Care Branch at account is not established within 3 days after FAXing the
Account Login | 866-PPC-USCG | CG-7421B and the CG-7421D forms.

problem or the | (772-8724)

“DOCS”

button is not

enabled.

WebNow Submit a PPC PPC will provide password resets for WebNow UserIDs.
Password Customer Care They will also collect and forward all trouble issues
Resets or hard | Trouble Ticket outside of their support level to CG-631 for action.

error messages.

For Password resets or other errors messages, submit a
PPC Customer Care Trouble Ticket from PPC’s Website
at: http://www.uscg.mil/ppc/cch/.

See example in this section for both password and error
message iSsues.

Continued on next page
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WebNow Account Access and Deactivation, Continued

CG-7421B Sample—Direct Access User Access Authorization (Add CGSIPDR role)

U.5. DEPARTMENT OF
HOMELAMND SECURITY
U. 5. Coast Guard
CG-7421B (Rev. 06-10}

DIRECT ACCESS USER ACCESS AUTHORIZATION AND
PAYMENT APPROVING OFFICIAL (PAQO) DESIGNATION

2. Rank/Rate:
YMN1/EG

1. User's Mame (Last, First. ML) (Please print or typ2)
BOLINSKI, JOSEFH, P

3. Employee ID £
1234567

5. Area Code & Phone Mumber
212-555-1212 EXT. 1234

4. Dept ID & Unit Mame (Include Staff Symbol)
003406 PSSU MYCITY, US

8. e-Mad address:

joseph_p.bolinksif@uscg.mil

7. User Role Description (Mote: See Chapter 1 of the Personnel and Pay Procedures Manual, PPCINST
M1000.2(series) for an explanation of user roles commeon to field units). (Include current roles, this authorization
supersedes all of your previous authorizations):

[0 CGSSCMD—Command User (evals, drills, Airport Terminal, ete.)
[] CGEMPREV — Employee Review Only not needed f you have CGSSCMD or CGHRS)

Reminder: Mark user
roles in block 7 that
you currently hold
and need to retain.
Each new
authorization/
designation form
supersedes previous
authorizations and
designations. Run the
DA User Role Query
if you are unsure of
the roles you
currently hold.

[0 CGRSVDRL - Schedule, Edit and Approve Resenve DT Drills (Only)

[0 CGRSVMGR — Create, review, and endorse requests for resense orders.

[0 CGAIRTRM-Airport Terminal Only (Relocation Spedialists/Housing Office)

O CGFIELDADM-Unit with access to Member Competencies (Quals, Awards & Schools) (Route request
through your Servicing Personne| Oifice — Per Pay & Personnel Procedures Manual, PPCINST
M1000.2(senes), Chap 1.)

[l CGGWIS--Global Workforce Inquiry System (Provioss Visw Oriy Access o Personal Data)

[ CGHRS — (SPO) DEFT 1D 003408 {See Chapter 1 of the Personnel and Pay Procedures
Manual PPCINST M1000 2iseries) for rules)

[ CGAPPL - Applicant Data (Use with CGHRS for accessions. This role is necessary to create applicant
|Ds. Cannot be selected with CGHRSUP.)

[l CGHRSUP—{SUFPERVISOR, Payment Approwving Official [PAD)) (Application must be approved by
PPC [MAS)). (See Chapter 1 of the Personnel and Pay Procedwres Manual PPCINET M1000 2iseries])

CGSIPDR (3P0 SupenvisorfAuditor Access to the EI-PDR via WebMow - also complete form CG-7421D)

BPFC (MAS) PAD Designation Approved by (name'signature]: Date:

CGMRS — Medical Readiness System Chinical Access (Med care providers)

The DA user role
for WebNow
access is
“CGSIPDR”. It
only appears on
versions of the
form revised in
Jun 2010 or later.
If using the Feb 10
version of the
form, request the
CGSIPDR role by
listing the role
name in the
Others Not
Listed section

[l CGTRNOFF — Electronic Training Request (ETR). Unit ES0s
[0 CGFTESO - Unit Educational Services Oficer. Unit ES0s.
[0 CGSECURN--Unit Security Manager (View Only)
[0 CGSECUNW-—AreaDist Security Manager (View Only). Fax completed form to COMDT (CG-86) at 202-372-
3950 for approval. C5-86 will forward to PPC.
CG5-88 Mame/Sign:
[0 CGTRNFAC--Traning Center (TAS Course Sessions)
[0 CGTRNTRC-TQCITAS Course Scheduler
[0 CGASGN-CGPSC (epmiopmirpm| or Distirct’ PS50 Reserve Assignment Officer
0O CGRSVISCICGRSVORD—Reserve Orders ApprovalFunding. District (riPS5Us only.
B [Dthers Mot Listed. Please describe (in the space below) what you need to access in Direct-Access.

CESIPDR

Date:

Revocation:

Direct Access Roles are
automatically terminated upon
PCS, separation, retirement,
reassignment of duties [Fleet-
Ups) and change of
onganization (inter-office
transfer).

Users who have been
reassigned (PCS, Change of
Department 10s) will retain Self-
Senice acoess.

The user role termination
process is kicked off by
submission of a PCS departing
endorsement. If the member
submits a new access form, and
it is processed by PPC before
the SPO submits the PCS
departing endorsement, the
system will terminate the new
access. Please be sure to
submit transactions in a fimely
Manner.

If Rewocation is due to reasons
other than those listed above
contact PPC Customer Care via
on-line frouble-ticket at
hitp:/fenww uscg milppelech or
hitp:iicgweb. ppc.uscg milfcchy
or via emal at PPCOG-
CuStMmeCare =g T

14 .' i

Li

. 7 /
ABSER \_/ L7

CWO3 SPO Sup. 212-555-1212

ess || have authorized is based on an official need. I'm aware of the general functionality | have authorized and I'm aware of
nermber to complete. If this is for a contractor, the Contracting Officer's Technical Representative (COTR) signs as AQ.

B Diate:

1034 |40 JuN 2010

Signature AND PRINTED or TYPED Mams,

Fank,

Tite,

Area Code & Phone {2xt)

Continued on next page
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WebNow Account Access and Deactivation, Continued

CG-7421D Sample- ImageNow User Access Authorization Form

Pigase il oul onkine or

U.5. DEPARTMENT OF
HOMELAND SECURITY
U. 5. Coast Guard
CG-7421D (Rev. 05-10]

IMAGENOW USER ACCESS AUTHORIZATION

1. User's Name (Last, First, ML) (Please print or type) 2 Rank/Rale 3. Employee ID # (Not S5N)
Blonski, Joseph P EB/YN1 1234567

4. Dept ID & Unit Name (Include Staff Symbol) 5. Area Code & Fhw Number 6. e-Mail address’
003406 PSC-bops-c 202-555-1212 Joseph. P Blonskif@uscg.mil

RAS: [] J\o;ounlmg Techs [ AclURes Pay Techs

Security Administrators:
[J €S User Auth — DA & JUMPS User Auth Forms  [] 1D AIS
Qs/PSCISPOs:

[0 Boardroom Users

7. User Role Desmphun {Include current roles, this authorization supercedes all of your previous authorizations)

[ Annuitant Pay Techs

[ Admin [ Supervisor/Auditors ] View & Print Member Record Review
O View Only OTHER: (describe below)
SES: (JADT Owor O socs
[ ADT View & Print ] IDT View & Print [0 soCSs View & Print
[J ADT View Only 10T View Only [0 SOCS View Only
TVL: [J Claim Examiners ] System Support [ View & Print [ View Only

DC Users of the Boardroom Software* ( 5PO Supervisors and Auditors

FAR: [] Records Review - KS

Administrators:

O

@ SPOIPDR
P —

DC Scan, Link, QC and Board Administrators *
[0 Delete Cap [0 HRD F s

DC Member Record Review & Audit Remediation *
[0 Records Review/Audit

DC Assignment Officers; Member Info Access*®
[ Detailers

HQ's DA User Auth Forms
[J HRDC USER AUTH

OPM3 - Employee Review *
[ oPm3

* Require compietion of Direct Access User Access Authorization form (CG-
TA218). Select ‘Cther' above’ and write-in WEBNOW or IMAGENOW' . Users
outside of PPC or PSC need PSC-BOPS approval

-

B, oty et Rank T,
Phy I

] uen-hr thal the access | have authorized is based on an official need. I'm aware of the general functionality | have authorized and I'm aware of

| PO or H M: P R M IST

w /a-gmezrlowmm W this is for a

IM. Daboss CDR Branch Chiel 202-555-1213

. the C. g Officer's COTR) signs as AQ

8 Date

AUTHORITY

ROUTINE USES: None
DISCLOSURE:
prevent further processing of this request

Signature, PRINTED or TYPED Name. Rinh. Title (see mstmnnunsi Phone
Privacy Act Statement
Executive Order 10450, 9397; and Public Law 99-474, the Computer Fraud and Abuse Act.
PRINCIPAL PURPOSE: To record names, signatures, and other identifiers for the purpose of identifying individuals requesting access 1o U. S
Coast Guard (USCG) sysiems and information. NOTE: Records may be maintained in both electronic and/or paper form

Disclosure of this information is voluntary; however, failure lo provide the requested information may impede, delay or

Sy2/z0/0

1 that | am o access the

Scope of Authorization is a violation of Federal law (18 U.S.C. 1030 et al) (Nole: Refer 1o the Automated Information Syslems (AIS) User
Acknowledgement Form (CG-5500A), which is required for all U.S. Coast Guard AIS users, it contains the full Scope of Authorization and

sysiem and that accessing i for purposes beyond the

dgement )

=
on Procedure

Fax to: (785) 339-2297

mupeNuw access must be

upon PCS. of duties (Fleet-Ups) and change of organization (inter-
office transfer) Coﬂlw PPC Customer Care via on-line trouble-ticket at nm Mm_mmgg; or hitplcgweb ppc yseg milicch) or via email
at PPC-C il for all | MNow Becount revocations

U.S. DEPT. OF HDMELAND SECURITY, USCG, CG-7421D (Rev. 05-10)

Continued on next page
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WebNow Account Access and Deactivation, Continued

Sample PPC Customer Care WebNow Account Deactivation Trouble Ticket

,
Employes 1D #: || 2345676

HELR

Non-Employees: Contractors and other non-employees should enter the 1T ser ID assigned when their account was

established.

E-Iulail: I Ima M Charge@uscg.mil HELRE
First Name: [ ma neLe
Last Mame: I Charge HELR
Title, Rate or Rank: I S04 HELR

Draytime Telphotie:

(Inclade area code & I 202-555-1212 HELR
ext])

Employee ID #: I 123456 mece

First Hame

I Jozeph

HELR

Last Mame:

I Blonski

HELPR

Proh ssue Information

User Role
for thisissue:

I | am & Command, PO ar ADMIN support user

j nELR

Category:

I PERSCMMEL ACTIOMN

Trype:

I OTHER PERS ACTION MOT LISTED

Reason

I OTHER-MOT LISTED

Please enter a description of the problem or the requirem ents for the ADHOC report recuest
For password resetshe sure to include your user ID if ii*snot the same as your employee ID .

FOR PCE TRANSFERSISEPARATICONS: =
Please Deactivae M1 Joseph Blonski's WebMow account. His WebMow UsedD is 1234567 . T
FOR OTHER REASONS (DISCIPLIMNARY, ETC.)
Please Deactivae Y1 Joseph Blonski's WebMNow account and Remove his Direct Access role CGSPDR.
Hiz WighMow LserlD is 1234 567and his Direct AccesslUserlD is 1 234567, hd
el b
SPO Access to the EI-PDR CH-2 X-4-9
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WebNow Account Access and Deactivation, Continued

Sample PPC Customer Care Password Reset and WebNow Error Trouble Ticket

Employes 1D & I 1234587 HELS |
E-Mail: | Joe P Blonskigusco.mil WELs

First Mame: I Jee HELE |
Last Name: | Blonski HELR

Title, Rate or Rank: I W3 HELR

Daytime Telphone: | A12-555-1212 HELP

(Ineclude area code & ext)

MemberEmployee Information who i this ti

rd

Employesa 1D # I 1234567 HELR |

Sarne as contact information? |

First Mame: I e HELR |

Last Marme: | Bloniski HELE

Problem/lssue Information

T e

Category: I MBR-55 PASSWNORDAISER ACCESS j |
_ I OTHER-MOT LISTED j

Type:

Reasan: I OTHER-MOT LISTED j |

Please enter a description of the problem or the requirements for the ADHOC report request
For password resets be sure to include your user ID if it's not the s ame as your employee 1D.

Pazzyward Problem: il

| cannot access YWebkow with my password.
Pleasze pravide me with & password to login
toWehiow. My UserlD is 1234567,

For Error Message Problems:

After logoing into Yebhow, | recieve the
following error message:

Warite down the exact message vou are
recieving).

X-4-10 CH-2 SPO Access to the EI-PDR
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SPO PDR Scanning and Verification Process

I ntroduction

Reference

Responsibilities

Discussion

This section provides a Servicing Personnel Office (SPO) the criteria and
quality-control procedures to identify, scan, e-mail, and verify updates of
documents forwarded to PSC for inclusion in a member’s EI-PDR.

(@) Military Personnel Data Records System, COMDTINST
M1080.10(series)

The SPO Supervisor has oversight responsibility to ensure documents
contained in the SPO PDR match documents authorized for placement in the
Electronically Imaged (EI) PDR.

SPOs will review the EI-PDR to identify missing documents. Missing
documents will be scanned and forwarded to PSC-PSD-MR for inclusion in
the EI-PDR. SPO Personnel must ensure documents sent to PSC have been
added to the EI-PDR within the established timelines.

The SPO will identify equipment capable of scanning all required documents
as prescribed in this process guide. If no scanner is currently available it is
the SPO’s responsibility to procure one for this process.

The PSC-PSD-MR Branch will review documents forwarded by a SPO to
ensure proper format and readability prior to adding the document into the EI-
PDR.

This section provides instructions and criteria required to identify, label, scan,
e-mail, and follow-up on all documents sent to PSC-PSD-MR for inclusion in
the EI-PDR.

Familiarization with the Military PDR System COMDTINST
M1080.10(series) is essential to this process. There are documents kept in
the SPO PDR that are not required in the EI-PDR and vice versa.

Consequently, any documents sent to PSC-PSD-MR that are not required in
the EI-PDR will not be added or returned. Additionally, all documents
required in the EI-PDR may not be authorized in the SPO PDR, and therefore
may not be visible to the user at the SPO (i.e. OERS, etc).

Continued on next page
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SPO PDR Scanning and Verification Process, Continued

SPO Procedures

Step Action Remarks
1 Identify and Review COMDTINST M1080.10(series) to ensure the document is authorized in the El-
Label PDR. The PSC-psc-mr Branch constantly receives unauthorized EI-PDR documents that
Documents are ultimately shredded.
prior to
Scanning For documents that do not contain an EMPLID, write the EMPLID on the upper right
hand corner of the document. All documents relating to a member’s dependents (e.g.,
birth certificates, adoption papers, etc.) must contain the member’s EMPLID and
relationship such as EMPLID — Spouse, EMPLID — Child, or EMPLID - Parent.
2 Scan The below criteria applies to scanned documents:
documents

Criteria Description
One member’s Multiple documents for the same member are allowed.
record per scanned | Do not include documents for more than one member per
file .pdf file. The scanned file name will be the member’s
EMPLID (e.g., “1234567.pdf”).

Adobe (.pdf) This is the required format for documents to ensure they
format can be opened by PSC-PSD-MR. The Adobe documents
must be legible and of good quality.

Less than 10MB Ensure e-mail attachments are less than 10 megabytes
file size (MB). E-mails exceeding 10MBs will not be sent.

Use the guide below to compress Adobe files:

Step Action

1 With your file open in Adobe, select
“Document” > “Reduce File Size” from the
Menu Bar.
2 In the “Reduce File Size” Window next to
“Make Compatible With”, press the
“dropdown arrow” and select “Acrobat 8.0
and higher”, press “OK”
3 When saving thefile, give it the member’s
EMPLID (i.e. 1234567.pdf) as the name.

Continued on next page
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SPO PDR Scanning and Verification Process, Continued

SPO Procedures (continued)

Step Action Remarks

3 E-mail A sample forwarding e-mail is shown on page 4.
documents to
ARL-PF- Read receipt of the forwarding e-mail is strongly encouraged. To request a read receipt,
CGPSC-PSD- | check box under Options for “Request a read receipt for this message” prior to sending.
MR_DOCS

Do not encrypt the message. Encrypted emails cannot be opened once delivered to the
PSC folder. Per DHS and Coast Guard Policy, PIl information which is considered
"Sensitive But Unclassified" (SBU) requires no special handling (encryption/password
protection) when sent from/to "uscg.mil" or "dhs.gov" addresses.

4 Save Each SPO shall create a centralized “public e-mail” folder to store e-mails sent to the
forwarding e- | PSC-PSD-MR. You will need to submit a help ticket to your local ESU/ESD IT
mail to file helpdesk to have this done.
tracking
folder. The ARL-PF-CGPSC-PSD-MR_DOCS public e-mail folder is a good example of a

“public folder e-mail name”. A sample e-mail to PSC-PSD-MR with attachments is
shown on the next page.

5 Verify After 14 days, the SPO must verify that documents forwarded to the PSC-PSD-MR
documents Branch are filed in the member’s EI-PDR. This action requires comparing e-mails and
were filed in Adobe files stored in the SPO central folder to EI-PDR contents. (See “SPO WebNow
member’s EI- | User Guide” for information on how to access/use WebNow).

PDR
Sorting documents in WebNow by the “Date Created” is a good method for doing your
comparison. This will move the most recently added documents to the top.
Purge your SPO public e-mail folder contents upon verification of EI-PDR inclusion.

6 Contact the If 14 days have passed and documents are discovered not properly filed in a member’s
PSC-PSD-MR | EI-PDR as part of the verification process above, send an e-mail to the PSC-PSD-MR
Branch as Branch, harrison.j.morten@uscg.mil, with a list of documents sent but not filed.
needed

Send an e-mail to the PSC-PSD-MR Branch COTR, charles.a.thompson2@uscg.mil, if
the problem remains unresolved after 3 business days.

Continued on next page
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SPO PDR Scanning and Verification Process, Continued

Sample SPO EI-PDR Forwarding E-mail

ﬁPDR DOCUMENTS FRDM SP0 XYZ - Message UNCLASSIFIED = I = ﬂ
Toals Table ‘Window Help Type a question for help = X

© Fle Edit ‘iew Insert Format

i :=1Send | Accourts ~ 0 -8 29 3w |_§ 2] Options... = Plain Text - 83 63
[i7o..  |ARL-PF-CGPSC-PSD-MR DOCS |
[Wce..  |YOUR_PUBLIC-FOLDER _NAME |
Subject: |PoR DOCUMENTS FROM SPO ¥z
Attach. .. |'£ 2345678 pdf (10 KBY; T 1234567 pdf (11 KE); T 1967654 0df (10 KE) | I Attachment Optians...

FERLY . e TR

Files sent for EMPLIDS:

a
1234567

2345678
1957654

Respectfully,

YN3 I.M. Good

SPO EYE

District 99

Phone: Z20&-555-1Z12

«O»IL
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SPO WebNow User Guide

Introduction This Guide provides a Servicing Personnel Office (SPO) the information and
procedures necessary to access, view, print, and export EI-PDR documents
using Direct Access and WebNow.

Prerequisites The following items are required to access SPO WebNow records;
for Using

WebNow e A SPO WebNow account with User ID and password
¢ A Direct Access account with the role(s) for accessing WebNow
e Access to the Coast Guard’s Data Network

Note - If you do not have the above access, see the “ SPO WebNow Account
Access and Deactivation Guide” to obtain it.

Discussion The purpose of a SPO WebNow account is for “official business only” which
is to comply with COMDTINST M1080.10(series). Additionally, the SPO
cannot provide a "complete” copy of a member's record due to their limited
access. However, members can still obtain a copy of their EI-PDR from
PSC-PSD-MR per this link: http://www.uscg.mil/psd/mr
A SPO WebNow account is issued with “read-only” access.

Contents The following topics are covered in this guide:

Topic See Page
Accessing WebNow Documents X-4-16
Viewing WebNow Records X-4-18
Printing WebNow Records X-4-20
Exporting WebNow Records X-4-21
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SPO WebNow User Guide, Continued

Accessing WebNow Documents

Step Action Remarks

1 | Login to Direct Access (PeopleSoft) | Go to https://ep.direct-access.us/
with your User ID and password

2 | Proceed to the CG Member Info Go to Direct Access Content > Develop
Search Page Workforce > Plan Careers > Use > CG Member

3 | Type the Member’s Employee ID in
the block marked EmplID and press
the “Search” button.

PeopleSoft.

This will bring up the members’ o
record in Direct ACCESS. Find an Existing Value
Emplic  —

Empl Red MHibr

4 | Press the yellow “SPO IPDR” PeopleSoft.
button located in the upper-right
corner of the page.

Horme = Develop Workforce = Plan Careers = Use = CG Member Info

" Backoround Y_Career Summ | Contactinfo | Cg Depend Benef | hibrand Gmd Comments | [/

Name: EmplRed# 0 EmpliD: Docs| SPOIPDR
13 ' H
Note— If the“ SPO IPDR" button is
. Job Code:  popog Rank: | T 03E  Regular
abl ed el | Status: Active
nOt en (grw vice y OW)! you DeptiD:  D0E304 GG RECRUITING COMMAND Location:  ARLINGTON VA
do not have the pr oper rol es | n Position:  OFFICER RECRUITERS Birth Location:  LEBANON K
- AdBaseDt: 117231197 RotationDt:  07/01/2007 ExplLossDt: 01/31/2008  Birth:
DI r a:t ACC% to acc& WebNOW. Mar Status: Married Citizenship: Native Country: Usa
H H Sa pMily JobFamily Entry Di: Exp AD Term Dt 01/31/2008
See prerequisites above for using [ — oA tem
WebNOW Ethnic Category: Mot Hispanic or Latino  Ethnic Grp: White sl MET CASeTIATG
Agency: Mone SCIEligible:
Investigate Type: Interim:
Investigate Date: Interim Date:
Clearance: Last Updt: 1012502008
Call SECCEN [T

Continued on next page
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SPO WebNow User Guide, Continued

Accessing WebNow Documents (continued)

Step Action Remarks

5 | After pressing the “DOCS” button, a
new window should appear with the
WebNow Login Screen (see diagram
on right).

Note - WebNow may take a whileto
load initially

5 O - T N e wirenet

6 | Enter your WebNow User Name and Note— Your User ID isyour Employee ID
Password and press the “Connect”
button.

LUNCLASSIFIED

7 You should now see a screen that
looks similar to the one at the right.

SwS i e0] RIS
TR Drawer  EMALID. EFFDIYYY.. NAME  DOCIVPE _ Poges  Crealed . CreotedBv. )
o 10 1978-11-38 Moo ADMIT_NO_PRE
HLDC o 1120 e ADMIN_MNO_ERD 2
|| HLOC 10 19731128 Mt ADMIN_ND_ERD 1
| MO 0 1781128 Moo armin 1
OO 10 1901100 Moo ADMIN 1
| HLDC 10 LT Moo AWARD 1
HLDC 10 100 Moo ADMIN_ND_ERD 2
| HLEC 10 1820010 Moo ACMIN_NO_BRD 2
HRLDC 0 1382-08-16 Moo AOrIN 1
| HLOC 10 19940413 Meo L DM 1
H.oC 1o L4-0u-08 Moo A 1
| HDC 10 1994-05-17 Moo AWARD
| HLDC 0 L1136 Mec ACMIN
| HDC 10 13841121 Mo AWARD 1
O n 15984 11-27 Moo AWARD 1
| HLOC n L0503 Moo AWARD 1
| HLDC 10 1985-07-22 Meo ADMIN 1 11
| HLDC 10 1ES0005 Moo AN 1 113106 12:47: t
1 D 0 L0522 Moo ADMIN 1 113006 134T,
| HLDC 10 1970602 Mo AWARD 1 A6 1247
| HLOC 10 L7002 Mo AWARD 1 6/10/19 9331
i HOC 10 1987-06-21 Mo ADMIN 1 11306 1247, t
M OC 0 1970626 Moo SERY P, V13006 1247, L4
1 H.DC wn L7005 Moo ADRAIN 1 11505 1247 3 e
- i = i 2 s ; s _.,J

] ot £35.390 oot 01791-200% Percemivs Scfimrs, Irc. |9 trimret

Continued on next page
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SPO WebNow User Guide, Continued

Viewing WebNow Recor ds

Step

Action

Remarks

1

To view the contents of a
member’s document, simply
“double-click” thedocument on
the grid list you want to view.
(Default view is entire page).

Once opened, use the options
provided on the Page toolbar
(located at the bottom of the screen)
to move between pages in your
document.

WebNow Yiewer UNCLASSIFIED

Fie Wiew Annotation Workflow Project Window  Help
MeimsBholaa £ BEDNF [ 2Be-T/v/-A//[0»

& Page 1 - TIFF File

[WH 4 =IF WP

To enlarge the viewing size of your
document press the “ Fit Width”
Button on the tool bar (Green €->
button).

=
P T T

To close the document and return
to your document list, pressthe
“X” in the upper-most right hand
corner of the window.

Continue the process above to view
the rest of the member’s documents.

2y
i aF =I5 W
I

Continued on next page
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SPO WebNow User Guide, Continued

Viewing WebNow Records (continued)

Step Action Remarks
4 | Toview adifferent member’s PeopleSoft.
records, you must go back to the
DI r &t ACC%S CG M ern ber | nfo Home = Develop Workforce = Plan Careers = Use » CG Member Info
ar % and r qr I a/e the next Background Careet Summ ‘:. Caontact Infa ':' Cg Depend Benerl .' Mbr and Cimd Cnmﬁ 8;0 -
- - ame: m) ;0 EmpliD: 0Ls
member’ s information. " .
Job Code: gpppge Rank: | T 03E Regular S
Once you havethe next member’s | |oem: oo corecrumme commn Location:  ARLNGTON 'k
r&ord up in the CG Member Info Position:  OFFICER RECRUITERS. Birthljncaiiﬂn: LEEIA%NOIN K
WIndOW pr % the « SPO | PDR" Ad BaseDt: 11/2z/197g Rotation Dt: arion/z2007 Exp Loss Dt: 01/31/2008 Birth:
] Mar Status: Married Citizenship: Mative Country: USA
button and the list of records for the | |7 "= e Exp AD Torm D 0175172003
neXt member Wi" appear in the Ethnic Category: Mot Hispanic or Latino  Ethnic Grp: Yhite Reserve Info Mbr Career Info
WebNow window.
eb 0 d O Agency: Mane SCl Hligible:
Investigate Type: Interim:
Repeat process as often as needed. Investigate Date: inerim Date:
Clearance: Last Updt: 1012512008
T PR P P Call SECCEN [T

Continued on next page
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SPO WebNow User Guide, Continued

Printing WebNow Recor ds

Step

Action

1

To print a single document, simply select the
document you want to print by clicking on it
onceinthegrid list.

Once you have the document “highlighted”
pressthe“print” button (lookslike a small
printer) located on the button toolbar

2 | You will then get a print options window like x|
the one at the right. General:
eI EHl o Profiles Available
If you want to print the document as it appeared R
in the system, pressthe“ OK” button. P
: : : " wyith annotations
You can add “Options” and/or print “With  wthout anmotations
annotations” to your documents as well.
Qpkions. .. | ’TI Cancel
3 | You will then see what appears as a “Normal | B — =3
Windows” Print window. Select your printer e e
and press“OK". s o et
. e [ —
Your document will print to your selected ‘ 2 G LSl [ T IO
printer. =
4 |Toprint all thedocumentsin the Grid, — ' i
simply; click the document at the top, then T — _
hold down your “shift key” and pressthe B e B
document at the bottom. All the documents e FO -
should be highlighted (selected).
Follow the same print process listed above and
all highlighted documents will be printed.
Continued on next page
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SPO WebNow User Guide, Continued

Exporting Another way to make electronic copies of WebNow documents is to export

WebNow them.

Records
This process takes a few “extra steps”, but for large records it is often faster
than Adobe printing and reduces the processing impact on the WebNow
server.
To use this method take the following steps:

Step Action
1 | Select the document/documents you want to

export from the grid list.

In this example only one document has been
selected.

Then pressthe* Export to File” button on the
toolbar (located just to the left of the “Print”
button).

2 | The following window will appear. The number | FT —————" =
of pages listed depends on the documents you proe: [t =
selected above. e T

’ ¥ Page 1 Select Al
You can export “some” or “all” of the pages of " e _oesdeatan |
any document. By default the window “ selects
all” . You can de-select any pages you don’t want
exported. s e —
Gl (o | e |
You must “designate” a location for your files to
be exported. You do this by pressing the
“Browse” button on the right-hand side of the
“Directory:” field.
Continued on next page
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Exporting WebNow Records (continued)

Step Action
3 | When the folder menu appears, select or “create”
afolder to export your files.

To avoid confusion, it is “highly suggested” that
the folder you select “is empty”.

That way your “exported files” will not be mixed
together with previous files in the folder.

4 | When the export function completes, the window
will close. You must then go to the folder where
you exported your files.

All files have been exported in TIF format and
each TIF file represents one page of a document.

To combine all of these files into one Adobe

document, proceed to step 5.

5 | Select “all the documents” you exported including | == = ===~ "
the index file (Export.idx). S

Position your mouse pointer over highlighted area
of files and “right click”.

From the list of options select “Combine
Supported Files in Acrobat”.

6 | You should then see a window that looks like the
one on the right.

Accept Default settings and Press “Next”.

Continued on next page
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Exporting WebNow Records (continued)

Step Action
7 | New window on right will appear.

Accept settings to “Merge files into a single PDF”
and press “Create” Button.

¥ Contirnm comtamrg § a mror sccies

e | _Eancel | [mack | | oue
8 | You will see the files being merged in the P E————————_—
“Combine Files” window. S

|_O0OTHEHE0RFD_pagel o
LLILEITLTDTTT DI EIT P T LTI T TRl ]

When completed press the “Save” Button.

ORF T,

Ermors: 0 Final POF 56 24.96 K1

9 | The “Save As” Window will appear with a default
name of Binderl.pdf (with your .pdf document in
the background).

Change name and save.

]| P P e gty § imiea

10 | This completes the Exporting WebNow Records
Function.
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