





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 » 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
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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):

- 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
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Procedure X-1-5
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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:
» Correcting the original transaction,
- Deéleting the transaction, or
- 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)

* 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

3 Process
Date

1234567 06/M15/2009
9999999 06/15/2009
9999999 06/M15/2009

EmplID

EmplID

Search Results Fields
Field | Description |

Action
SEQUENCE Administrative Target Operational Facility Preparer’s Responsible
NUMBER Unit Code EmplID e
1 o7 12345 7654321 SPO
1 o7 12345 T SR
2 a7 12345 [INEIaTi SPO

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
e Target Unit

The ATU/District of the SPO submitting the transaction

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

EeSponsiUe  SPO for "Servicing Personnel Office", indicating an item that the
rea

SPO needs to take action on.
* 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

SPO Exception Report
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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
«“C” =Correction
“D” =Deetion
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 » 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

» 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 Integrated 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
H Tonrd
Language 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 beleft blank to include all codes.
» 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

« 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.

« 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.
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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.

 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 beleft blank to include all codes.

» 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.

Hequiar Reaular

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 ID: RIETGO4E Famn Comiral ID: TEST

Saived Naime: PELINK * Run Date: DA04r2002 |
ReCUimence: = run Time: 10:00:448M
Thme Zone: Iﬁ Reset o Cument DataTime l
- You may leave the Server Name drop-down menu blank.
e Click the Type drop-down menu and select Web.
* 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.

» 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

e 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
‘Hurman Resource Site
Integrated Support Command

YWiew Results

Cwyn Unit 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:

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

* I 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)
 Enter the Department 1D number of the ISC or HRS site to report on.
» 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.
» 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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PPC SPO Manual
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











































































	Part X, Error Feedback, Reports and Queries

	Overview
	Chapter 1, SPO Exception Report
	Overview
	SPO Action
	Procedure

	Chapter 2, Reports and Queries
	Overview
	Using Process Scheduler's Web Delivery Option
	ASQ Status Report
	Active Duty 6th or 10th Anniversary Query
	Accomplishment Report
	Begin Service Report
	Competency/Qualifications Report
	ID Family Members/Dependents by Birth Date
	Leave Delete Report
	PCS Orders Query
	Personnel Data Information File Report
	Physical Characteristics Query
	Accessing/Printing Unit Members PDEs
	Printing SWE PDEs by Department
	Recall Roster
	Recall Roster by ISC/HRS
	Request Courses Completed by ISC or SPO
	Reserve Orders Accounting Information Query
	Reserve Orders Information Report
	Reserve Orders TONO Information Query
	Senior Enlisted Academy Course Completion Query
	SPO Exception Report
	Travel Charge Card Report
	Run Training by Department Queries
	Unit Roster
	User Role Query
	CG Member Married to Member Query
	MGIB-SR RESERVE Reaffiliation Query

	Chapter 3, Ad Hoc Request Procedure
	Overview
	Procedure

	Chapter 4, SPO Access to the Electronically Imaged PDR (EI-PDR)
	Overview
	WebNow Account Access and Deactivation
	SPO PDR Scanning and Verification Process
	SPO WebNow User Guide





