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Personal Allowance List (PAL) Overview

The Personal Allowance List (PAL) system is used to track authorized personnel, which is a primary indicator of the strength of the Coast Guard.  Officer, enlisted, and reserve positions are tracked.  This includes the following phases: 

· Creation of a position.

· Position assignment to a Coast Guard unit or department.

· Movement of a position.

· Deletion of a position.

· Closure of a unit or department.

· Commissioning a new unit.

Objectives:

1. Enter reprogramming package information.

2. Enter department package information.

3. Setup OFCOs.

4. Maintain code tables.

5. Print reports.

[insert information from keith so provide a more comprehensive overview for new personnel and to retain keith's knowledge before he rotates / expect update mid-october]
Prerequisite Information for All Users 

All users should review the PeopleSoft 8.0 Tutorial to familiarize yourself with the terminology and navigation you will experience.  Information on the tutorial and other general navigation information is located at http://cghrms.osc.uscg.mil.

In the following lessons, we present each process in two ways.  First, there is the summary information for the experienced user, someone who is comfortable navigating around the PeopleSoft environment.  The summary outlines the steps, without going into details about what you see or how to navigate.  For someone with less familiarity with PeopleSoft, we provide detailed instructions following the summary.  These instructions take you through the steps, provide screen shots to help you identify the processes, and give other informative information.

· Note:  Your view of any menu or page is dependent on your access to CGHRMS and the security settings associated with that access.  Your operator ID may not have access to all the pages we include in our user aid documentation.  Or we may show a field as editable, but your setting is "view only". 

Enter or Edit a Reprogramming Package

Introduction:

This section will guide you through the process of entering or editing a reprogramming package.  

Before you begin:

If possible, have the department ID and position numbers included in the package.  If editing a package, it is helpful to have the package ID.  

If you do not have these numbers, perform a lookup or search and identify the item from the available list returned. 

· Note:  Your view of any menu or page is dependent on your access to CGHRMS and the security settings associated with that access.  Your operator ID may not have access to all the pages we include in our user aid documentation.  Or we may show a field as editable, but your setting is "view only". 

Getting started:

Open PeopleSoft 8.0.  Experienced computer users should follow these steps:

1. Select from the menu Home, Develop Workforce, Manage PAL, Use, and Reprogramming Package.  If you are entering a new package, press the Add a New Value link.  The package ID will be "Next" until you save the package.  When the package is saved, the system will automatically enter the next available package number.  If you are editing a package, enter the package ID and press Enter.  Or you may enter search criteria, press Search, and choose from the available list.  

2. Enter or edit the information on the package page.  

3. Enter or verify the fiscal year for the package.  The system will use the current fiscal year as the default value.  You may change this as needed.  Enter a package description that is clear and meaningful.  Enter the background file and initiative from the hardcopy file or you may press the lookup beside the field and choose one from the available list.  

· Note:  If you need to maintain the background file code or initiative code, press the pop-up menu button to the right of the lookup button.  This shortcut opens a window to maintain the code.  Click the link to either update a code or add a new code.  Enter or edit the information.  Press Save, then press the X to close the window and return to the package page.   

4. To enter package routing information on the package page, press the Dist button.  The function opens a new window.  Enter the routing, pressing the plus or minus buttons to add or delete rows.  Press OK when complete.  You are returned to the package page.

5. Enter the reference information for the package.  If there are multiple references, you may press View All to show them all in the view.  Press the plus button to add a row or the minus button to delete a row.  Enter remarks in the space provided. The package status will indicate "open".  When the package is executed, the system will update it automatically.

6. Click the Departments tab.  Enter a department number or perform a lookup and choose from the available list returned.  When the department is entered, all the fields are populated.  Once the department is populated, press the Load button.  The system will open a new window.  On this page, enter a reason code or perform a lookup and choose from the available list.  You may enter an effective date.  If an effective date is not entered, the system will use today's date as the default value.  Press the OK button.  

7. This takes you to the position search page.  On this page, select position numbers from the source department.  You may select individual positions or use the buttons Select All or Unselect All.  When all the positions you need are selected, press the Done button.  This populates applicable fields and takes you to the allowances page.

8. Click the Detail tab or the Next Tab button.  View details from individual positions on the allowance panel.  The Detail page contains frequently used information. 

9. Click the Detail2 tab or the Next Tab button.  View the additional information. 

10. Click the Comps tab or the Next Tab button.  View the competencies for each position.

11. Click the Essentiality tab or the Next Tab button.  This panel is not currently used. 

12. Click the A76 tab or the Next Tab button.  View the information.

13. When you finish reviewing or editing all the panel information, press the Save button and return to the package page.  

14. On the package page, the package status is updated by the system automatically.  It should indicate "open" until the package is executed. 

15. On the package page, press the Comments button.  This opens a window for you to enter package level comments.  This is not used often.  Enter comments and press OK.

16. On the package page, press the Forward button.  Enter the role of the person the package is forwarded to or perform a lookup and select from the available list. 

17. Once the role is selected, enter a comment.  This should include any pertinent information the reviewer will need to perform the next function on the package.  Press OK when complete.  This will forward the package to the worklist of the person in the role you selected. 

18. To view your worklist, select Home, PeopleTools, Worklist, Use, and Worklist.  Select the view all option.  To review an item from your worklist, click the appropriate link.  On the open package, look at the comments, enter any additional comments, forward the package to the next process, or approve the package.  

19. If the package is ready to approve, press the Execute button.  Once the package is executed, the system changes the status on the package panel to "Closed".  It also updates the status on other pages to "Executed".

20. To view another package, select Return to Search.  To perform another function, click the section of the breadcrumb menu string you want to return to and select the function from the menu.  To exit, click the Sign Out link located at the top of the page.  

Detailed Directions:

Step 1

Select from the menu Home, Develop Workforce, Manage PAL, Use, and Reprogramming Package.

If you are entering a new package, press the Add a New Value link.  The package ID will be "Next" until you save the package.  When the package is saved, the system will automatically enter the next available package number. 

If you are editing a package, enter the package ID and press Enter.  Or you may enter search criteria, press Search, and choose from the available list.  

Step 2  

Enter or edit the information on the package page.
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Enter or verify the fiscal year for the package.  The system will use the current fiscal year as the default value.  You may change this as needed.  

Enter a package description that is clear and meaningful.  

Enter the background file and initiative from the hardcopy file or you may press the lookup beside the field and choose one from the available list.  

· Note:  If you need to maintain the background file code or initiative code, press the pop-up menu button to the right of the lookup button.  This shortcut opens a window to maintain the code.  Click the link to either update a code or add a new code.  Enter or edit the information.  Press Save, then press the X to close the window and return to the package page.   

Here is an example of the background file maintenance page.
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To enter package routing information on the package page, press the Dist button.  The function opens a new window.  Enter the routing, pressing the plus or minus buttons to add or delete rows.  Press OK when complete.  You are returned to the package page.

(sample routing)
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Enter the reference information for the package.  If there are multiple references, you may press View All to show them all in the view.  Press the plus button to add a row or the minus button to delete a row. 
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Enter remarks in the space provided. 

[image: image5.png][Billet upgraded in accorgance with Reference (). 2
[INTERNAL REFERENCES™
CIFP #8144

PKG 00753

IHGREY 3171





The package status will indicate "open".  When the package is executed, the system will update it automatically.  

Step 3
Click the Departments tab.  Enter a department number or perform a lookup and choose from the available list.  When the department is entered, all the fields are populated.  Once the department is populated, press the Load button.  
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The system will open a new window.  On this page, enter a reason code or perform a lookup and choose from the available list.  You may enter an effective date.  If an effective date is not entered, the system will use today's date as the default value.  Press the OK button when complete.  
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This takes you to the position search page.  On this page, select position numbers from the source department.  You may select individual positions or use the buttons Select All or Unselect All buttons.  When all the positions you need are selected, press the Done button. 
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This populates applicable fields and takes you to the allowances page.
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Step 4

Click the Detail tab or the Next Tab button.  View details from individual positions on the allowance panel.  The Detail page contains frequently used information.  
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Step 5

Click the Detail2 tab or the Next Tab button.  View the additional information. 
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Step 6

Click the Comps tab or the Next Tab button.  View the competencies for each position.
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Step 7

Click the Essentiality tab or the Next Tab button.  This panel is not currently used. 
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Step 8

Click the A76 tab or the Next Tab button.  View the information.
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When you finish reviewing or editing all the panel information, press the Save button and return to the package page.  

Step 9

On the package page, the package status is updated by the system automatically.  It should indicate "open" until the package is executed.  Open status is shown below.  
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On the package page, press the Comments button.  This opens a window for you to enter package level comments.  This is not used often.  Enter comments and press OK.
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On the package page, press the Forward button.  Enter the role of the person the package is forwarded to or perform a lookup and select from the available list.  A sample of the list is below:
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Once the role is selected, enter a comment.  This should include any pertinent information the reviewer will need to perform the next function on the package.  Press OK when complete.  This will forward the package to the worklist of the person in the role you selected. 
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To view your worklist, select Home, PeopleTools, Worklist, Use, and Worklist.  Select the view all option.  
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To review an item from your worklist, click the appropriate link.  On the open package, look at the comments, enter any additional comments, and forward the package to the next process, or approve the package.  

If the package is ready to approve, press the Execute button. 

Once the package is executed, the system changes the status on the package panel to "Closed".  It also updates the status on other pages to "Executed".

Step 10

To view another package, select Return to Search.  To perform another function, click the section of the breadcrumb menu string you want to return to and select the function from the menu.  To exit, click the Sign Out link located at the top of the page.  

Add, Edit, or View a Department Package

Introduction:

This section will guide you through the process of entering or editing a department package.  

Before you begin:

If possible, have the department ID and position numbers included in the package.  If editing a package, it is helpful to have the package ID.  

If you do not have these numbers, perform a lookup or search and identify the item from the available list returned. 

· Note:  Your view of any menu or page is dependent on your access to CGHRMS and the security settings associated with that access.  Your operator ID may not have access to all the pages we include in our user aid documentation.  Or we may show a field as editable, but your setting is "view only". 

Getting started:

Open PeopleSoft 8.0.  Experienced computer users should follow these steps:

1. Select from the menu Home, Develop Workforce, Manage PAL, Use, and Department Package.  If you are entering a new package, press the Add a New Value link.  The package number will be "Next" until you save the package.  The system will then automatically enter the next available number.  Record the number for future use.  If you are editing a package, enter the package ID and press Enter.  Or you may enter search criteria, press Search, and choose from the available list.  

2. Enter or edit the information on the package page.  

· Note:  The package page is used for both the Reprogramming Package and the Department Package.    

3. Enter or verify the fiscal year for the package.  The system will use the current fiscal year as the default value.  You may change this as needed.  Enter a package description that is clear and meaningful.  Enter the background file and initiative from the hardcopy file or you may press the lookup beside the field and choose one from the available list.  

· Note:  If you need to maintain the background file code or initiative code, press the pop-up menu button to the right of the lookup button.  This shortcut opens a window to maintain the code.  Click the link to either update a code or add a new code.  Enter or edit the information.  Press Save, then press the X to close the window and return to the package page.   

4. To enter package routing information on the package page, press the Dist button.  The function opens a new window.  Enter the routing, pressing the plus or minus buttons to add or delete rows.  Press OK when complete.  You are returned to the package page.

5. Enter the reference information for the package.  If there are multiple references, you may press View All to show them all in the view.  Press the plus button to add a row or the minus button to delete a row.  Enter remarks in the space provided.  The package status will indicate "open".  When the package is executed, the system will update it automatically.

6. Click the Departments tab.  On the departments page, enter the action or perform a lookup and choose from the available list shown below.  Press the Load button.  This takes you to the Dept Search page.

7. Select the sub-departments you want to include and press the Done button.  This returns you to the departments page.  The fields are now populated.

8. Click the Detail1 tab.  Enter or edit information and press the Save button.

9. Click the Detail2 tab.  Enter or edit information and press the Save button.

10. Click the Resources tab.  View, enter, or edit the page.

11. Click the CG Department Positions tab (not available to all user roles).  Enter or edit information.  Press the plus button to add a row or the minus button to delete a row.

12. Return to the department panel.  If everything is complete, press the Execute button.  Once the package is executed, the system changes the status on the package panel to "Closed".

13. To view another package, select Return to Search.  To perform another function, click the section of the breadcrumb menu sting you want to return to and select the function from the menu.  To exit, click the Sign Out link located at the top of the page.

Detailed Directions:

Step 1

Select from the menu Home, Develop Workforce, Manage PAL, Use, and Department Package.

If you are entering a new package, press the Add a New Value link.  The package number will be "Next" until you save the package.  The system will then automatically enter the next available number.  Record the number for future use.  

If you are editing a package, enter the package ID and press Enter.  Or you may enter search criteria, press Search, and choose from the available list.  

Step 2  

Enter or edit the information on the package panel.  

· Note:  The package page is used for both the Reprogramming Package and the Department Package.    
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Enter or verify the fiscal year for the package.  The system will use the current fiscal year as the default value.  You may change this as needed.  

Enter a package description that is clear and meaningful.  

Enter the background file and initiative from the hardcopy file or you may press the lookup beside the field and choose one from the available list.  

· Note:  If you need to maintain the background file code or initiative code, press the pop-up menu button to the right of the lookup button.  This shortcut opens a window to maintain the code.  Click the link to either update a code or add a new code.  Enter or edit the information.  Press Save, then press the X to close the window and return to the package page.   

Here is an example of the background file maintenance page.

[image: image21.png]Horne > Develop Workforce > Manage PAL > Setup > Background Files Maintenance

{ Background Files |

Background File: 104

Descriptio

JCommandant tests




To enter package routing information on the package page, press the Dist button.  The function opens a new window.  Enter the routing, pressing the plus or minus buttons to add or delete rows.  Press OK when complete.  You are returned to the package page.

Sample routing:
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Enter the reference information for the package.  If there are multiple references, you may press View All to show them all in the view.  Press the plus button to add a row or the minus button to delete a row. 
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Enter remarks in the space provided. 
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The package status will indicate "open".  When the package is executed, the system will update it automatically.  

Step 3
Click the Departments tab.  
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On the departments page, enter the action or perform a lookup and choose from the available list shown below.
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Press the Load button.  This takes you to the Dept Search page.
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Select the sub-departments you want to include and press the Done button.  This returns you to the departments page.  The fields are now populated (see sample below).
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Step 4

Click the Detail1 tab.  Enter or edit information and press the Save button.
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Step5

Click the Detail2 tab.  Enter or edit information and press the Save button.
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Step 6

Click the Resources tab.  View, enter, or edit the page.
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Step 7

Click the CG Department Positions tab (not available to all user roles).  Enter or edit information.  Press the plus button to add a row or the minus button to delete a row.
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Step 8

Return to the department panel.  If everything is complete, press the Execute button.

Once the package is executed, the system changes the status on the package panel to "Closed".

Step 9

To view another package, select Return to Search.  To perform another function, click the section of the breadcrumb menu sting you want to return to and select the function from the menu.  To exit, click the Sign Out link located at the top of the page.

Add or Edit an OFCO

Introduction:

This section will guide you through the process of entering or editing an OFCO.  

Before you begin:

If possible, have the OFCO information or OFCO ID.  

If you do not have the OFCO ID, perform a lookup or search and identify the item from the available list returned. 

· Note:  Your view of any menu or page is dependent on your access to CGHRMS and the security settings associated with that access.  Your operator ID may not have access to all the pages we include in our user aid documentation.  Or we may show a field as editable, but your setting is "view only". 

Getting started:

Open PeopleSoft 8.0.  Experienced computer users should follow these steps:

1. Select from the menu Home, Develop Workforce, Manage PAL, Use, and OFCO.  If you are entering a new OCFO, press the Add a New Value link.  Enter the information and press OK.  If you are editing an OFCO, enter the OFCO ID and press Enter.  Or you may enter search criteria, press Search, and choose from the available list.  

2. Enter or edit information in the OFCO Detail page.  Press Save when complete.

3. To add another OFCO, press the Add button.  To maintain an OFCO, select Return to Search.  To perform another function, click the section of the breadcrumb menu sting you want to return to and select the function from the menu.  To exit, click the Sign Out link located at the top of the page.

Detailed Directions:

Step 1
Select from the menu Home, Develop Workforce, Manage PAL, Use, and OFCO.

If you are entering a new OCFO, press the Add a New Value link.  Enter the information and press OK. 

If you are editing an OFCO, enter the OFCO ID and press Enter.  Or you may enter search criteria, press Search, and choose from the available list.  

Step 2
Enter or edit information in the OFCO Detail page.  Press Save when complete.
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To add another OFCO, press the Add button.  To maintain an OFCO, select Return to Search.  To perform another function, click the section of the breadcrumb menu sting you want to return to and select the function from the menu.  To exit, click the Sign Out link located at the top of the page.

Add or Maintain Codes

Introduction:

This section will guide you through the process of entering or editing a code.  

All users should review the PeopleSoft 8.0 Tutorial to familiarize yourself with the terminology and new navigation you will experience.  Information on the tutorial and other general navigation information is located at http://www.uscg.mil/hq/hrsic/cghrmsdocs/eresume/index.htm.

We present each process in two ways.  First, there is the summary information for the experienced user, someone who is comfortable navigating around the PeopleSoft environment.  The summary outlines the steps, without going into details about what you see or how to navigate.  For someone with less familiarity with PeopleSoft, we provide detailed instructions following the summary.  These instructions take you through the steps, provide screen shots to help you identify the processes, and give other informative information.

Before you begin:

If possible, know the type of code you are adding or editing and the code ID.  

If you do not have the code ID, perform a search and identify the item from the available list returned. 

· Note:  Your view of any menu or page is dependent on your access to CGHRMS and the security settings associated with that access.  Your operator ID may not have access to all the pages we include in our user aid documentation.  Or we may show a field as editable, but your setting is "view only". 

Getting started:

Open PeopleSoft 8.0.  Experienced computer users should follow these steps:

1. Select from the menu Home, Develop Workforce, Manage PAL, and Setup, then select the code you want to add or maintain.  If you are entering a new code, press the Add a New Value link.  Enter the information requested and press OK.  If you are maintaining a code, enter the ID and press Enter.  Or you may enter search criteria, press Search, and choose from the available list.  

2. Enter or edit the information.  Press Save when complete.

3. To view another package, select Return to Search.  To perform another function, click the section of the breadcrumb menu sting you want to return to and select the function from the menu.  To exit, click the Sign Out link located at the top of the page.

Detailed Directions:

Step 1
Select from the menu Home, Develop Workforce, Manage PAL, and Setup, then select the code you want to add or maintain.  Available codes are as follows:  
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If you are entering a new code, press the Add a New Value link.  Enter the information requested and press OK. 

If you are maintaining a code, enter the ID and press Enter.  Or you may enter search criteria, press Search, and choose from the available list.  

Step 2
The following sample is under Project Codes Maintenance, maintaining a code.
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Enter or edit the information.  Press Save when complete.

Step 3
To view another package, select Return to Search.  To perform another function, click the section of the breadcrumb menu sting you want to return to and select the function from the menu.  To exit, click the Sign Out link located at the top of the page.

Run Reports from PAL

Introduction:

This section will guide you through the process of entering or editing an OFCO.  

All users should review the PeopleSoft 8.0 Tutorial to familiarize yourself with the terminology and new navigation you will experience.  Information on the tutorial and other general navigation information is located at http://www.uscg.mil/hq/hrsic/cghrmsdocs/eresume/index.htm.

We present each process in two ways.  First, there is the summary information for the experienced user, someone who is comfortable navigating around the PeopleSoft environment.  The summary outlines the steps, without going into details about what you see or how to navigate.  For someone with less familiarity with PeopleSoft, we provide detailed instructions following the summary.  These instructions take you through the steps, provide screen shots to help you identify the processes, and give other informative information.

Before you begin:

If possible, have the OFCO information or OFCO ID.  

If you do not have the OFCO ID, perform a lookup or search and identify the item from the available list returned. 

· Note:  Your view of any menu or page is dependent on your access to CGHRMS and the security settings associated with that access.  Your operator ID may not have access to all the pages we include in our user aid documentation.  Or we may show a field as editable, but your setting is "view only". 

Getting started:

Open PeopleSoft 8.0.  Experienced computer users should follow these steps:

1. Select from the menu Home, Develop Workforce, Manage PAL, and Reports, then select the report you want to run.  Enter a run control ID and press the OK button.  If the run control already exists, you will receive the following message.  Select the run control from the available list to continue; otherwise, the page will display.  If you are entering a new run control ID, press the Add button.  Enter the information requested and press OK. 

2. The following sample is for the Pal Change Report.  Enter the range for the PAAs you wish to run.  Press the Run button to run the report.

3. When the Process Scheduler Request page appears, set the parameters as follows:

· Click the Server Name drop-down menu and select the PSUNX server.

· Click the Type drop down menu and select PRINTER. 

· Click the Format drop-down menu and select OTHER.

· Click the Output Destination field and type vista (in lower-case letters).

Press OK when finished.  You are returned to the report page.

4. On the report page, click the Process Monitor link.  The most recently run report is located in the top row.  The report will show a run status of "Queued" as it processes.  You may wait for the page to update automatically or press the Refresh button.  When the report it finished, the run status will change to "Success".  

5. Go to Vista Plus, sign in, and select your report.  Go to the exercise View a Report Run to Vista Plus for instructions on this process.

Detailed Directions:

Step 1
Select from the menu Home, Develop Workforce, Manage PAL, and Reports, then select the report you want to run.  Available reports are as follows:  
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Enter a run control ID and press the OK button.  If the run control already exists, you will receive the following message.  
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Select the run control from the available list to continue; otherwise, the page will display.

· Note:  The run control ID allows you to setup parameters for running reports and processes.  For example, if you wish to run a report on your computer and have the output go to your C:\ drive, you may want to create a Run Control ID of C_DRIVE.  Our exercise uses TEST.  Once a Run Control ID has been created, it can be used on any future process or report.

If you are entering a new run control ID, press the Add button.  Enter the information requested and press OK. 

Step 2
The following sample is for the Pal Change Report.  Enter the range for the PAAs you wish to run.  Press the Run button to run the report.
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Step 3
When the Process Scheduler Request page appears, set the parameters as follows:

· Click the Server Name drop-down menu and select the PSUNX server.

· Click the Type drop down menu and select PRINTER. 

· Click the Format drop-down menu and select OTHER.

· Click the Output Destination field and type vista (in lower-case letters).

Press OK when finished.  You are returned to the report page.
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Step 4
On the report page, click the Process Monitor link.  The most recently run report is located in the top row.  The report will show a run status of "Queued" as it processes.  You may wait for the page to update automatically or press the Refresh button.  When the report it finished, the run status will change to "Success".  
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Step 5
Go to Vista Plus, log in, and select your report

Go to the exercise View a Report Run to Vista Plus for instructions on this process.

Possible updates needed - note to tech writer
Reports.  Verify which reports are run to vista plus and if any reports are run and sent to the member via email.  At least one new report is handled entirely different; it goes through several software conversions until it ends up in the form needed.  Only Keith knows how this is done.  We need to include this info for new personnel before Keith rotates.

Inquire.  No lessons were done for inquire functions.  There are two items on the menu screen.  Are these used/delivered?  Do we need to create documentation?

Enter comments here.
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