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General Review

This is a document created for the Separations end user.  Each section is organized to correspond with the Separations business process map and reflects development as of 03/10/2002.

For the purpose of this review, we assume each user has a user ID and is familiar with basic use of CGHRMS.  Information on using CGHRMS, basic navigation, and available user aids are located at http://cghrms.osc.uscg.mil.  

Review basic information under the Using CGHRMS menu as needed.  The website looks like this:
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Welcome to CGHRMS

Hours of Operation:

CGHRMS is on-line at the following times and may be off-line at any
others:

o Monday-Friday: 0530-0200 EST

o Saturday: 0630-2400 EST
« Sunday: 16002400 EST

New Rules for Passwords:
CGHRMS passwords must be 8 characters long, 2 of which (any two) must be numeric.

Passwords will expire every 90 days. A password expiration rerinder will be set to alert
users 2 days before the passwords expire.

The systern will require users, who have not changed their passwords since 27 October
2001, to immediately change their passwords to comply with the new standards. Users
will be automatically routed to the change password page. Click here to read instructions
for changing your password

Syster lockout will accur after 5 unsuccessful login atternpts. Call the CGHRMS Help
Desk at (785) 3393540 Ext 1, to request a reset and new password if you are locked out

n On to CGHRMS:

Click this link to begin using CGHRMS:

o http:/icghims. ose.uscq.mifsenets/iclientsentet/hpro/?cmd=login





We highly recommend that each end user do the PeopleSoft 8.0 Tutorial to familiarize or refresh yourself with the terminology and navigation you will experience.  Go to the above-mentioned website, click on the Using CGHRMS menu, and select Training.  Read and follow the instructions on the right side of the page.  (Note:  you may need to page down to see all of the steps.)
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Training
e-Resume A tutorial for using the e-Resume has been developed. You can take the online tutorial at:
Tutorial
o http:fw. uscg. milthg/hrsicitraining/index. htm
PeopleSoft PeopleSoft has developed a Computer Based Training course to familiarize users with Yersion
Training Tutorial 8 navigation

Follow these steps to access the training

Step Action

1 Click this link
ity fhwww peoplesoft cormfenfus/senices/education/pre-class/dl_preclass/preclassa0 exe

2 The fle download box will appear. Chaose "Save this program to disk”

3 Chaose a location on your user drive or desktop and click save,

4 After the download is corplete find the file (preclassB0.exe) and double-click it

5 When the choose folder dialog box appears, change the path to your user drive, include a directory
narme

6 Click the next button

7 When the program icon folder dialog box displays, click the next button

[ Click next again on the Ready box

9 The Working box will display. it take  few minutes for it to complete.
Note: You may receive a warning that a fle could not be created. Click OK. This error will not impact
the operation of the tutorial





You may review information on this website at any time.  The following TIP may help you:
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For additional tips of this nature, review Search Tips.

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". 

How to Access the Career Management business process map

From the CGHRMS home page, select PeopleTools and Navigator.  You see the unopened Career Management Module business process map.  Click on the plus sign (or the link) to open the menu selections.  Choose a category and click to open.  The menu is on the left.  The flow diagram for that menu is on the right.  The flow diagrams show an overview of the actions you need to take and the order in which you need to take them.  Regardless of where the data entry pages reside in the PeopleSoft menu structure, your process maps will take you there with a simple mouse click.  Process maps focus on the big-picture transaction processes in your organization.  Select items from the hyperlink menu on the left side of the page or click once on the footsteps on the right side of the page. 

Each process is placed under one of the following categories:  
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Only the Separations Requests portion of the business process map is functional at this time.  Click on Separations Requests to view the following options:
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In the user aids that follow, each of the above-mentioned process maps are shown in further detail and the corresponding lessons will follow.  Where the business process map indicates a specific flow, the lessons are in the same order.  Otherwise, they are in the order indicated by logical process flow. 

Samples of Separation-Related Lookups

When performing searches or using pages in the board software, maximum efficiency is achieved by using the following guidance:

	Contract Clause Table

The contract clause is the function used to create and associate a note to a separation type code.  This clause will establish the note(s) which are then associated with a separation type code and assigned an order of appearance.  This process creates the notes that appear in the email sent to the member when the separation is approved.   

Other modules in CGHRMS use the contract clause table.  If you are creating new clauses for separations, name them SEP- and something descriptive.  This will make it easier to locate a clause when performing a search.   
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	DD 214

One of the keys associated to a separation type code is the DD 214.  This identifies the separation program designator.  You must select the separation program designator for each separation.  A separation type code may have more than one separation program designator associated with it.  When you perform a lookup, the system returns only the codes associated with the separation type code you are searching for.  Our sample (separation type code 109) has only one separation program designator associated.
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	Relationship Type

This field indicates the relationship type.  The drop-down menu shows the types available.
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	Request Status

This field identifies the request status.  The drop-down menu shows the status types available.

When a member applies for separation through CGHRMS, that request will have a status of pending.  Once it is opened and worked, the status of the separation changes to in process.  The status continues to change as the item is worked to approved, amended, denied, HRS complete, or canceled.
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	Request Type Code

This is the request type for the separation (e.g., AMRET Amended Retirement, ESREQ Enlisted Separation).  
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	Salary Plan

This code indicates the salary plan for the member requesting separation (e.g., ENL Enlisted Pay Table, OFF Commissioned Officers).
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	Separation Authority Code

This code indicates the legal authority for a separation.  There may be more than one legal authority associated with a separation type code.
	[image: image12.png]Separation Authority Codes

Find an Existing Value

Separation Authority Cade:
Aicle Law Cade:

Description

Description

[include History [ Correct History
[Seareh ] [Clsar | Basic sean
A NewValue

Search Results

Separation Article Law
authority Code  Code

101163 Tille10.U.S. Code,

Section 1163

1.00 of60

Reserve Officer Separation-Special Brd Actn

101165 Tile10.U.S. Code

Section 1165

CWWO Termination(revacationwin first 3urs

101203 Tile10.U.S. Code

Section 1203

Voluntary 20 yr CWO refirement

101305 Tifle10.U.S. Coge

Section 1305

Mandatory 30 yr WO refirement

10564  Tille10.U.§ Code

Section 564

CWO 2¢PO discharge or retirement






	Separation Paragraph Association

This function is used to associate a contract clause to a separation type code.
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	Separation Type Code

On the separation request page, this field identifies the type of separation.  The separation authority codes are associated to the separation type.
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Setup Activities*

Business Process Map
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* The lessons are in the following order:

Setup Separation Authority Codes,

Setup Separation Type Codes,

Setup Email Notes, and 

Associate Email Notes.

Setup Separation Authority Codes

Introduction:

This section will guide you through the process to setup the separation authority codes.  These codes reflect the legal or statutory authority for the type of separation.  

Before you begin:

If possible, have the separation authority code or article law code.    

If you do not have the separation authority code or article law code, press Search and select the code 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 who do not need to review detailed directions with sample images may follow these steps:

1. Access the business process map.  Open the Separations and the Setup Activities menu.  Select Setup Separations Authority Codes.

· Alternate path:  Select from the home menu bar Career Management, Career Management, Setup, and Separation Authority Codes. 

2. Enter a separation authority code or article law code and press the Enter button.  Or press Search and select the code from the available list.  

3. Enter or edit the information.  This details the Article or Law that authorizes separation.  Several types of separation may use a specific Article or Law.  Use the comment area as needed.  When a separation authority code is supported by more than one Article or Law, press the plus button to add a row or the minus button to delete a row.  Press the Save button when complete.

4. To repeat this function, select Return to Search.  To perform another function, choose from the business process menu on the left side of your page.  To exit, press the Sign Out link located at the top of the page.

Detailed Directions:

Step 1

Access the business process map.  Open the Separations and the Setup Activities menu.  Select Setup Separations Authority Codes.

· Alternate path:  Select from the home menu bar Career Management, Career Management, Setup, and Separation Authority Codes. 

Enter a separation authority code or article law code and press the Enter button.  Or press Search and select the code from the available list.  

Step 2

Enter or edit the information.  This details the Article or Law that authorizes separation.  Several types of separation may use a specific Article or Law.  Use the comment area as needed.  When a separation authority code is supported by more than one Article or Law, press the plus button to add a row or the minus button to delete a row.  Press the Save button when complete.
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Step 3

To repeat this function, select Return to Search.  To perform another function, choose from the business process menu on the left side of your page.  To exit, press the Sign Out link located at the top of the page.

Setup Separation Type Codes

Introduction:

This section will guide you through the process to setup the separation type codes.  

Before you begin:

If possible, have the separation type code or separation authority code.    

If you do not have the separation type code or separation authority code, you may perform a lookup and select the code 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 who do not need to review detailed directions with sample images may follow these steps:

1. Access the business process map.  Open the Separations and the Setup Activities menu.  Select Setup Separation Type Codes.

· Alternate path:  Select from the home menu bar Career Management, Career Management, Setup, and Separation Type Codes. 

2. Enter the separation type code or separation authority code and press the Enter button.  Or enter search by criteria, press Search and select from the available list.  To add a new separation type, you may press the Add a New Value link.

3. Enter or edit the information.  If a separation type code does not have a specific effective date (current or in the future), you may use 01/01/1901. This is the date we use to indicate "always".  To change the effective date or other historically important information, press the plus button to add a row and enter the information.  Edit the status of each row as needed (active or inactive).  You may associate more than one SPD code to a separation type.  To add an additional SPD association, press the plus button in the lower SPD box and enter the information.  Press the Save button when complete.

4. To repeat this function, select Return to Search.  To perform another function, choose from the business process menu on the left side of your page.  To exit, press the Sign Out link located at the top of the page.

Detailed Directions:

Step 1

Access the business process map.  Open the Separations and the Setup Activities menu.  Select Setup Separation Type Codes.

· Alternate path:  Select from the home menu bar Career Management, Career Management, Setup, and Separation Type Codes. 

Enter the separation type code or separation authority code and press the Enter button.  Or enter search by criteria, press Search and select from the available list.  To add a new separation type, you may press the Add a New Value link.

Step 2

Enter or edit the information.  If a separation type code does not have a specific effective date (current or in the future), you may use 01/01/1901.  This is the date we use to indicate "always".  To change the effective date or other historically important information, press the plus button to add a row and enter the information.  Edit the status of each row as needed (active or inactive).  You may associate more than one SPD code to a separation type.  To add an additional SPD association, press the plus button in the lower SPD box and enter the information.  Press the Save button when complete.
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Step 3

To repeat this function, select Return to Search.  To perform another function, choose from the business process menu on the left side of your page.  To exit, press the Sign Out link located at the top of the page.

Setup Email Notes for Separation 

Introduction:

This section will guide you through the process to setup email notes for a separation type.  These are the generic notes that appear on the email comments page whenever the specific separation type is used.    

Before you begin:

If possible, have the contract clause code.    

If you do not have the contract clause code, you may perform a lookup and select the code 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 who do not need to review detailed directions with sample images may follow these steps:

1. Access the business process map.  Open the Separations and the Setup Activities menu.  Select Setup Email Notes.

· Alternate path:  Select from the home menu bar Develop Workforce, Recruit Workforce (GBL), Setup, and Contract Clause Table. 

2. Enter the contract clause and press the Enter button.  Or enter a description, press Search and select from the available list.  To add a new contract clause, you may press the Add a New Value link.  

3. This is where the pool of generic comments is held.  Later you will associate the separation type to all applicable comments (e.g., return you uniform and ID).  Once associated to the separation, these notes will appear on the email comments page whenever the specified separation type is used.  Enter or edit the information on the contract clause page.  Make all comments generic, do not enter member-specific comments here.  You may edit the generic comment through another function.  Enter a MEANINGFUL description.  Enter the date the clause becomes effective (to use a clause immediately, choose a past date).  For each separation description, begin the name with SEP and text that clarifies the purpose of the clause.  Then type in the comment as it will appear.  You may type the comment in Word, spell check it, and then cut and paste it here.  Press the Save button when complete.

4. To repeat this function, select Return to Search.  To perform another function, choose from the business process menu on the left side of your page.  To exit, press the Sign Out link located at the top of the page.

Detailed Directions:

Step 1

Access the business process map.  Open the Separations and the Setup Activities menu.  Select Setup Email Notes.

· Alternate path:  Select from the home menu bar Develop Workforce, Recruit Workforce (GBL), Setup, and Contract Clause Table. 

Enter the contract clause and press the Enter button.  Or enter a description, press Search and select from the available list.  To add a new contract clause, you may press the Add a New Value link.

Step 2

This is where the pool of generic comments is held.  Later you will associate the separation type to all applicable comments (e.g., return you uniform and ID).  Once associated to the separation, these notes will appear on the email comments page whenever the specified separation type is used.  

Enter or edit the information on the contract clause page.  Make all comments generic, do not enter member-specific comments here.  You may edit the generic comment through another function.  Enter a MEANINGFUL description.  Enter the date the clause becomes effective (to use a clause immediately, choose a past date).  For each separation description, begin the name with SEP and text that clarifies the purpose of the clause.  Then type in the comment as it will appear.  You may type the comment in Word, spell check it, and then cut and paste it here.  Press the Save button when complete.

[image: image19.png]Setup Activities > Setup Email Notes

(~Cantrat Clause Table |

Contract Clause: 07E

“Effective Date: [prioians “Status:

*Description:

Short Description:

Long Description: [SEP - ENL SEP TYPE 109 — -

Comment: [DISCH WEMBER ON EFFECTIVE DATE DISPLAYED ABOVE BY REASON |

[COC FOR CARE OF NEWBORN CHILD PROVIDED NO DISCIP ACTION
[PENDING. TYPE DISCH TO WHICH ENTITLED (HON OR GEN) BASED ON
MARKS 14 ARTS 12.8.2F.1 AND 12.8.2.F.2 PERSMAN SHALL BE ISSUED,

|
|
(@save) (QRetumto Search) (BAdd) (BUpdaterbisplay) (5 ) ([ Conestistory)





· Note:  This process sets up the pool of generic comments used by all of CGHRMS.  You must then associate the separation type to all the comments that apply.  Make the SEP descriptions clear so it will be easier to find when running a search.

Step 3

To repeat this function, select Return to Search.  To perform another function, choose from the business process menu on the left side of your page.  To exit, press the Sign Out link located at the top of the page.

Associate Email Notes to Separation Type  

Introduction:

This section will guide you through the process to associate email notes to a separation type code.  

Before you begin:

If possible, have the separation type code.    

If you do not have the separation type code, you may perform a search and select the code 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 who do not need to review detailed directions with sample images may follow these steps:

1. Access the business process map.  Open the Separations and the Setup Activities menu.  Select Associate Email Notes.

· Alternate path:  Select from the home menu bar Career Management, Career Management, Setup, and Separation Paragraph Assoc. 

2. Enter a separation type code and press the Enter button.  Or perform a search and select the code from the available list. 

3. Enter or edit the information.  Enter the sequence number for the note.  This sets the order the comments will print on the email generated by the system.  Enter the contract clause number (email note) or search for an available clause.  The generic comment will automatically populate the box.  Add another clause by pressing the plus button (or delete a clause by pressing the minus button).  When all generic comments that may apply to this separation type are entered, press the Save button.  

4. To repeat this function, select Return to Search.  To perform another function, choose from the business process menu on the left side of your page.  To exit, press the Sign Out link located at the top of the page.

Detailed Directions:

Step 1

Access the business process map.  Open the Separations and the Setup Activities menu.  Select Associate Email Notes.

· Alternate path:  Select from the home menu bar Career Management, Career Management, Setup, and Separation Paragraph Assoc. 

Enter a separation type code and press the Enter button.  Or perform a search and select the code from the available list.  

Step 2

Enter or edit the information.  Enter the sequence number for the note.  This sets the order the comments will print on the email generated by the system.  Enter the contract clause number (email note) or search for an available clause.  The generic comment will automatically populate the box.  Press the View All link to see the available comments.  Add another clause by pressing the plus button (or delete a clause by pressing the minus button).  When all generic comments that may apply to this separation type are entered, press the Save button.

[image: image20.png]Separation Requests > Setup Actiiles > Associate Email Notes.
Separation Request Paragraphs

Sep Type: 109 Care of Newbom Children
Article /Law: 12-D-5  Care of Newbom Children Program

e Paragraph to a Request Tye

*Seq:Clause:

[ [o7E Q) _sep.enstp Type 100
DISGH NEWBER ON EFFECTIE DATE DISPLAVED ABGVE BY REASON COC FOR CARE OF NEWRORY
CHILD PROVIDED NO DISCIP ACTION PENDING. TYPE DISCH TO WHICH ENTITLED (HON OR GEN) BASED
N MARKS IAW ARTS 1252 1 AND 125 2 2 PERGAN ISSUED





Sample of View All for the above:
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Step 3

To repeat this function, select Return to Search.  To perform another function, choose from the business process menu on the left side of your page.  To exit, press the Sign Out link located at the top of the page.

Member/Command Initiated

Business Process Map
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Enter a Separation Request 

Introduction:

This section will guide you through the process to enter a request to separate.  You may also review a request or edit it before following the process in the lesson Approve or Deny a Request to Separate.  

Before you begin:

If possible, have the employee ID.    

If you do not have the employee ID, you may enter search criteria, press Search, and select the member 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 who do not need to review detailed directions with sample images may follow these steps:

1. Access the business process map.  Open the Separations and the Member/Command Initiated menu.  Select EPM/OPM/RPM Enters Request as Pending.

· Alternate path:  Select from the home menu bar Career Management, Career Management, Use, and Request Separation. 

2. Enter the employee ID and press the Enter button.  Or enter search criteria, press Search, and select the member from the available list returned.

3. Complete the information for the page.  Enter the type of separation requested, separation effective date, and request source, at minimum.  Comments entered on this page are for internal use and are not visible to the field.  Press the Save button when complete. You may view the obligated service for this member and member information by pressing the appropriate links.

4. Click the Separation Info tab. Enter the separation type and the discharge type (in the character of service field), at minimum.  When you press the Validate Request button, a new page will appear.  This contains a summary of the separation validation.  Review the summary and press OK when finished.

5. Click Email Comments tab.  Enter, view, or edit the information.  The email comments that appear are assigned to the separation type.  You may edit any comment to better serve the individual member.  These comments are visible to the field.

6. To repeat this function, select Return to Search.  To perform another function, choose from the business process menu on the left side of your page.  To exit, press the Sign Out link located at the top of the page.

Detailed Directions:

Step 1

Access the business process map.  Open the Separations and the Member/Command Initiated menu.  Select EPM/OPM/RPM Enters Request as Pending.

· Alternate path:  Select from the home menu bar Career Management, Career Management, Use, and Request Separation. 

Enter the employee ID and press the Enter button.  Or enter search criteria, press Search, and select the member from the available list returned.  

Step 2

Complete the information for the page.  Enter the type of separation requested, separation effective date, and request source, at minimum.  Comments entered on this page are for internal use and are not visible to the field.  Press the Save button when complete.
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You may view the obligated service for this member and member information by pressing the appropriate links.  

Click the Separation Info tab.  Enter the separation type and the discharge type (in the character of service field), at minimum.  
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When you press the Validate Request button, a new page will appear.  This contains a summary of the separation validation.  Review the summary and press OK when finished.
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Click Email Comments tab.  Enter, view, or edit the information.  The email comments that appear are assigned to the separation type.  You may edit any comment to better serve the individual member.  These comments are visible to the field.
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Notice there are five comments for this member.  You may press the View All link to see all comments on one page.  

Here is a sample of the five comments associated to this separation.
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Step 3

To repeat this function, select Return to Search.  To perform another function, choose from the business process menu on the left side of your page.  To exit, press the Sign Out link located at the top of the page.

Go to the lesson entitled Approve or Deny a Request to Separate for the next function.

Approve or Deny a Request to Separate 

Introduction:

This section will guide you through the process to approve or deny a request to separate.  This lesson is a continuation of Enter a Separation Request.  A separation request must be entered in CGHRMS as pending in order to approve or deny it.  

Before you begin:

If possible, have the employee ID.    

If you do not have the employee ID, you may enter search criteria, press Search, and select the member 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 who do not need to review detailed directions with sample images may follow these steps:

1. Access the business process map.  Open the Separations and the Member/Command Initiated menu.  Select Request Entered: Approved or Denied.

2. Enter the employee ID and press the Enter button.  Or enter search criteria, press Search, and select the member from the available list returned.  

3. View or edit the information.  Press the Approve button to approve the separation.  (Or press the Deny button to deny the separation.)  Press the Save button when complete. Once approved, text fields gray out (text is gray rather than black and no longer available for editing) and the buttons at the bottom of the page disappear.  Enter the decision date and press Save.

· Note:  Once a separation is approved, the TONO is generated and the Amend or Cancel buttons appear on this panel.  This is the page you use to go back and make changes or cancel an approved separation.  

4. Click the Separation Info tab.  View or edit the information. When you press the Validate Request button, a new page will appear.  This contains a summary of the separation validation.  Review the summary and press OK when finished.

5. Click the Email Comments tab.  View or edit the information.  The email comments that appear are assigned to the separation type.  This is where you may edit any comment to better serve the individual member. 

6. To repeat this function, select Return to Search.  To perform another function, choose from the business process menu on the left side of your page.  To exit, press the Sign Out link located at the top of the page.

Detailed Directions:

Step 1

Access the business process map.  Open the Separations and the Member/Command Initiated menu.  Select Request Entered: Approved or Denied.

Enter the employee ID and press the Enter button.  Or enter search criteria, press Search, and select the member from the available list returned.  

Step 2

View or edit the information on each tab.  Return to the Rqst Separation page when finished.  Press the Approve button to approve the separation.  (Or press the Deny button to deny the separation.)  Press the Save button when complete.
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Once approved, text fields gray out (text is gray rather than black and no longer available for editing) and the buttons at the bottom of the page disappear.  Enter the decision date and press Save.  

Note:  Once a separation is approved, the TONO is generated and the Amend or Cancel buttons appear on this panel.  This is the page you use to go back and make changes or cancel an approved separation.  
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Click the Separation Info tab.  View or edit the information.
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When you press the Validate Request button, a new page will appear.  This contains a summary of the separation validation.  Review the summary and press OK when finished.
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Click the Email Comments tab.  View or edit the information.  The email comments that appear are assigned to the separation type.  This is where you may edit any comment to better serve the individual member. 
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Notice there are five comments for this member.  You may press the View All link to see all comments on one page.  

Here is a sample of the five comments associated to this separation.
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Step 3

To repeat this function, select Return to Search.  To perform another function, choose from the business process menu on the left side of your page.  To exit, press the Sign Out link located at the top of the page.

Command Notified of Decision via Airport Terminal 

Introduction:

This section will guide you through the process to access the airport terminal to view members due to separate.  

Before you begin:

If possible, have the department ID.    

If you do not have the department ID, you may perform a lookup and select the department 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 who do not need to review detailed directions with sample images may follow these steps:

1. Access the business process map.  Open the Separations and the Member/Command Initiated menu.  Select Command Notified of Decision (Airport Terminal).

2. Enter criteria and press the Search button.  (Many users select search by department and enter a department ID.  If you do not have the department ID, select search by department, perform a lookup of the department ID and select from the available list.)  

3. This is the airport terminal.  Press the Arrivals button to populate the rows with employees due to transfer in.  Press the Departures button to see separations and employees due to leave this department.  The sort field indicates the primary field the rows are sorted by.  You may select another field from the list and the system will re-sort the information.  It is important to note the effective date of the row when reviewing the information.  There are advanced search features.  If you elect to use them, here is some guidance:  

· Status:  Orders will now have a variety of different statuses.  Pick the status you are looking for or leave blank to have everything come back.  If you just issued an approved set of regular orders, choose 'Apvd Std'.  (If you leave this field blank rows for all statuses will be returned) 

· Arrivals or Departures - Enter the Estimated Report date range you are looking for - Estimated report date - From: 10/01/02 and To: 12/31/02.  (Leave these fields blank to have everything come back)

· Action:  Many actions to choose from.  For PCS transfers if you choose an action of 'Transfer' and a reason of 'PCS Departure, that would be all you would see...etc.  (If you leave this field blank, rows will be returned for all actions)

· Reason:  Used in conjunction with Action.  For example if you select an Action of 'Transfer' and a Reason of 'TDY', you would see only TDY orders.  If you select an Action of 'Transfer' and a Reason of 'DPT' you will see just PCS assignments.
4. To find approved separations in your department, press the Departures button and populate the table.  You may sort the table by Reason, then go down the list to review the separation items returned.

· Note:  Click the Department Info, Date Info, and Orders Info tabs to see additional information.  Or you may click the yellow tab key to expand the view to include all of the columns on one page.  If there are more rows returned than appear on one page, you may arrow through the pages or click the View All link to expand the rows to include all rows on one page.

5. As the mouse travels over the employee ID link, it will turn red (9937959) on the page.  Click on a link for a member.  If you have the right permissions, this opens a new window and displays the member order details.

6. Click the Separation Summary link.  Review the separation summary.  You may enter an email address at the bottom and email this report.  Close the window when you are finished reviewing the information.  You are returned to the populated airport terminal.  You may continue reviewing the information or proceed to other functions.

7. Another helpful tool is the Department Run page.  Click the Department Run tab.  Enter a job family or source (military, civilian, or reserve) to narrow your results.  Or leave it blank to return all positions in the department.  Press the Execute button to populate the table. Click the Position Info tab to view additional information. Click the Employee Date Info tab to view additional information.   

8. To repeat this function (review the airport terminal for another department), select Return to Search.  To perform another function, choose from the business process menu on the left side of your page.  To exit, press the Sign Out link located at the top of the page.

Detailed Directions:

Step 1

Access the business process map.  Open the Separations and the Member/Command Initiated menu.  Select Command Notified of Decision (Airport Terminal).

Enter criteria and press the Search button.  (Many users select search by department and enter a department ID.  If you do not have the department ID, select search by department, perform a lookup of the department ID and select from the available list.)  

Step 2

This is the airport terminal.  Press the Arrivals button to populate the rows with employees due to transfer in.  Press the Departures button to see separations and employees due to leave this department.  The sort field indicates the primary field the rows are sorted by.  You may select another field from the list and the system will re-sort the information.  It is important to note the effective date of the row when reviewing the information.  

There are advanced search features.  If you elect to use them, here is some guidance:

· Status:  Orders will now have a variety of different statuses.  Pick the status you are looking for or leave blank to have everything come back.  If you just issued an approved set of regular orders, choose 'Apvd Std'.  (If you leave this field blank rows for all statuses will be returned) 

· Arrivals or Departures - Enter the Estimated Report date range you are looking for - Estimated report date - From: 10/01/02 and To: 12/31/02.  (Leave these fields blank to have everything come back)

· Action:  Many actions to choose from.  For PCS transfers if you choose an action of 'Transfer' and a reason of 'PCS Departure, that would be all you would see...etc.  (If you leave this field blank, rows will be returned for all actions)

· Reason:  Used in conjunction with Action.  For example if you select an Action of 'Transfer' and a Reason of 'TDY', you would see only TDY orders.  If you select an Action of 'Transfer' and a Reason of 'DPT' you will see just PCS assignments.

 (This sample screenshot is not populated with data.)
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Step 3

To find approved separations in your department, press the Departures button and populate the table.  You may sort the table by Reason, then go down the list to review the separation items returned. 

(Sample screenshot with departure data)
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· Note:  Click the Department Info, Date Info, and Orders Info tabs to see additional information.  Or you may click the yellow tab key to expand the view to include all of the columns on one page.  If there are more rows returned than appear on one page, you may arrow through the pages or click the View All link to expand the rows to include all rows on one page.

If you elect not to click the Veiw All link, you must select the tab to view the information.  Below are sample screenshots of each tab.  

Department Info tab.
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Orders Info tab.
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Process Orders tab. 
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Step 4

As the mouse travels over the employee ID link, it will turn red (9937959) on the page.  Click on a link for a member.  If you have the right permissions, this opens a new window and displays the member order details.
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Step 5

Click the Separation Summary link.  Review the separation summary.  You may enter an email address at the bottom and email this report.  Close the window when you are finished reviewing the information.  
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You are returned to the populated airport terminal.  You may continue reviewing the information or proceed to other functions.  

Step 6 

Another helpful tool is the Department Run page.  Click the Department Run tab.  Enter a job family or source (military, civilian, or reserve) to narrow your results.  Or leave it blank to return all positions in the department.  Press the Execute button to populate the table. 
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Click the Position Info tab to view additional information.  
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Click the Employee Date Info tab to view additional information.  
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Step 6

To repeat this function (review the airport terminal for another department), select Return to Search.  To perform another function, choose from the business process menu on the left side of your page.  To exit, press the Sign Out link located at the top of the page.

Reports 

Business Process Map
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Officer Summary 

Introduction:

This section will guide you through the process to run an officer summary.  

Before you begin:

If possible, have the run control ID.    

If you do not have the run control ID, you may add one or perform a lookup and select 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 who do not need to review detailed directions with sample images may follow these steps:

1. Access the business process map.  Open the Separation Requests and the Separation Reports menu.  Select Officer Summary.

2. Enter or create a run control ID.  

3. Enter an employee ID of the officer you need.  We do not recommend leaving this field blank; it will generate a report for every officer in the Coast Guard.  Press the plus button to add a row or a minus button to delete a row (to add more or delete employee ID numbers from the request).  Press the Run button.  

4. Enter the criteria indicated below into the process scheduler.  This instructs the system where to send the data you requested.  Press the OK button.  

5. Press the people icon [image: image47.png]


 to the right.  Enter the destination for the report.  In this sample, we used the CGHRMS user ID.  The system will send the report to the email address associated with the user specified.  Press OK.  

6. You are returned to the process scheduler.  Review the information and press OK.  Your report is queued to run.  The email is generated when complete. 

7. To repeat this function, select Return to Search.  To perform another function, choose from the business process menu on the left side of your page.  To exit, press the Sign Out link located at the top of the page.

Detailed Directions:

Step 1

Access the business process map.  Open the Separation Requests and the Separation Reports menu.  Select Officer Summary.

Enter or create a run control ID.  

Step 2

Enter an employee ID of the officer you need.  We do not recommend leaving this field blank; it will generate a report for every officer in the Coast Guard.  Press the plus button to add a row or a minus button to delete a row (to add more or delete employee ID numbers from the request).  Press the Run button.  
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Enter the criteria indicated below into the process scheduler.  This instructs the system where to send the data you requested.  Press the OK button.  
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Press the people icon [image: image50.png]


 to the right.  Enter the destination for the report.  In this sample, we used the CGHRMS user ID.  The system will send the report to the email address associated with the user specified.  Press OK.  
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You are returned to the process scheduler.  Review the information and press OK.  Your report is queued to run.  The email is generated when complete. 

Step 4

To repeat this function, select Return to Search.  To perform another function, choose from the business process menu on the left side of your page.  To exit, press the Sign Out link located at the top of the page.

Separation Queries 

Introduction:

This section will guide you through the process to run queries on separation.  

Before you begin:

If possible, have the query name and applicable query criteria.    

If you do not have the query name, you may perform a lookup and select 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 who do not need to review detailed directions with sample images may follow these steps:

1. Select from the home menu bar People Tools, Query Manager, Use, and Query Manager.

2. Enter CG in the Search for box and press Search.  Locate the query you would like to run and press the Run link.  

3. Enter any requested criteria for the query and press the View Results box.  To download a report/query to Excel, press the An Excel Spreadsheet link.  This lesson shows samples many available queries.

4. To run another query, select the query from the list, press the Run link, enter any requested criteria, and press the View Results button.  To perform another function, choose the item from the menu.  To exit, press the Sign Out link located at the top of the page.

Detailed Directions:

Step 1

Select from the home menu bar People Tools, Query Manager, Use, and Query Manager. 

Enter CG in the Search for box and press Search.  Select the query/report you are looking for in the list and press the link.  

[image: image52.png]Query Manager
Find an Existing Query

Home > PeopleTools = Query Manarer > Use » Query Manager hew Window
Query Tyve:
Teer |

Search by: [Name G [beginswin & [eo
[Eeach]

Create New Query

Search Results

CG_ASGN AIRSTA AFLOAT
CG_ASON_EXTENSION RQST
CG_ASGN NO_ADC Tour Complets with no ADC
CG_ASGN_SHOP_LIST Shopping List Query by AO

CG ASGN SPECIAL ASGN RQST Special Assignment Request

Al Station & Aoat Positions,
Position Extension Request

Public
Public
Public
Public
Public

Delete  Rename Run
Delste  Rename Run
Delste  Rename Run
Delste Rename Run
Delete Rename Run




(The query list above is partial.  The list evolves quickly and what you see is dependant on security issues.)

The query appears in a new window.  Enter any requested criteria for the query and press the View Results button.  To download a report/query to Excel, press the An Excel Spreadsheet link.  

Note:  To run another query, select the query from the list, press the Run link, enter any requested criteria, and press the View Results button.  To perform another function, choose the item from the menu.  To exit, press the Sign Out link located at the top of the page.

Step 2

Here are samples of separation-related queries being run:  

	Board Candidates - Separation Requests

How to run the query:

Enter the board type code, active duty reserve indicator, and sequence number. Press the View Results button.
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	All Separation Requests

How to run the query:

Enter the request type code, the date criteria, and the request status.  

Press the View Results button.*
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more columns:
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	New query pending
	


	Separation Requests by Status

How to run the query:

Enter the start date for searching the separation requests.  Select the status of the separation.  Enter AUSCG as the SetID.  Select a salary plan.  

Press the View Results button. *
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	Separation Request Extract

How to run the query:

Enter the date range and the request status.  

Press the View Results button. 
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more columns:
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	Separation Request Statistics

How to run the query:

Enter the date criteria.

Press the View Results button.
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Step 3

To repeat this function, select Return to Search.  To perform another function, choose from the business process menu on the left side of your page.  To exit, press the Sign Out link located at the top of the page.

Separation Summary

Introduction:

This section will guide you through the process to run a separation summary.  

Before you begin:

If possible, have the employee ID.    

If you do not have the employee ID, you may perform a lookup and select 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 who do not need to review detailed directions with sample images may follow these steps:

1. Access the business process map.  Open the Separation Requests and the Separation Reports menu.  Select Separation Summary.

2. Enter the employee ID and press the Enter button.  Or enter search criteria, press Search, and select the member from the available list returned.  

3. View the separation summary.  If you would like to email the separation summary to yourself or someone else, enter the email address(es) in the space provided and press the Email Report button. 

4. To repeat this function, select Return to Search.  To perform another function, choose from the business process menu on the left side of your page.  To exit, press the Sign Out link located at the top of the page.

Detailed Directions:

Step 1

Access the business process map.  Open the Separation Requests and the Separation Reports menu.  Select Separation Summary.

Enter the employee ID and press the Enter button.  Or enter search criteria, press Search, and select the member from the available list returned.  

Step 2

View the separation summary.  If you would like to email the separation summary to yourself or someone else, enter the email address(es) in the space provided and press the Email Report button. 
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Step 3

To repeat this function, select Return to Search.  To perform another function, choose from the business process menu on the left side of your page.  To exit, press the Sign Out link located at the top of the page.

Separation by Status  

Introduction:

This section will guide you through the process to inquire on separations by status.  

Before you begin:

If possible, have the request type code and the request category code.    

If you do not have the request category code, you may perform a lookup and select 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 who do not need to review detailed directions with sample images may follow these steps:

1. Access the business process map.  Open the Separation Requests and the Separation Reports menu.  Select Separations by Status.

2. Enter the request type code and the request category code.  If you do not have the request type code, enter the request category code and press Search.  Choose the request type code from the available list returned.  Then press the View Results button. 

3. Select the status from the drop-down menu.  Enter date criteria and press the Execute button.  

4. Review the information once the fields are populated.

5. Click the Separation Information tab and view the information.  Click the Date Information tab and view the information.

6. To repeat this function, select Return to Search.  To perform another function, choose from the business process menu on the left side of your page.  To exit, press the Sign Out link located at the top of the page.

Detailed Directions:

Step 1

Access the business process map.  Open the Separation Requests and the Separation Reports menu.  Select Separations by Status.

Enter the request type code and the request category code.  If you do not have the request type code, enter the request category code and press Search.  Choose the request type code from the available list returned.  Then press the View Results button. 

Step 2

Select the status from the drop-down menu.  Enter date criteria and press the Execute button.  

Review the information once the fields are populated.

[image: image62.png]Separation Requests > Separation Reports > Separations by Status.

Separation Requests by Status
Selecta Status
Request Type: ESREQ_Enlisted Separation Request
“Status: [Approves
Date Criteria Select Class
© Sep Effat 120172001 | © officer

© submit Date i @ Enlisted
© approve ate © other
© Entry Date O

W Informetion

Sep Effat EmpiD Rank_[Name DeptiD
1[021252002 9929808 SR | JonesEve 005157
2[oai0112002 9872252 51| Powers,Mark 000140
3[o7i0172002 9982765 AST2 | Hill Chartes 000211
4[0171772002 l185 9872 FS1 | williams,Dan 003461
5[03i0412002 [213 2082 SNBM | Davis,Brian 000006





Click the Separation Information tab and view the information. 
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Click the Date Information tab and view the information. 
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For commands, the summary will automatically feed in the department number of the command based on the user ID and command role assigned to that user.  The user with an assigned command role will select the separation type and the date range, press Execute.  The fields are populated with separation data for that department.  Within the populated data, the employee ID appears in black type as data.  (Lesson graphics are modified and show black text.)

For separation officers, the employee ID is a link that appears as a blue underlined number (1234567).  Click on the link for a member.  This opens a new window and displays the separation request for the member.  This allows you to review or work the separation request from the inquiry. (Lesson graphics are modified and show blue underlined text.)

Step 3

To repeat this function, select Return to Search.  To perform another function, choose from the business process menu on the left side of your page.  To exit, press the Sign Out link located at the top of the page.

Introduction:

This section will guide you through the process to create the end of contract report.  

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://CGHRMS.OSC.USCG.MIL.

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    

If you do not have the xxx, you may perform a lookup and select the xxx 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 who do not need to review detailed directions with sample images may follow these steps:

1. Access the business process map.  

Detailed Directions:

Step 1

Access the business process map.  Open the Separations and the End of Contract menu.  Select End of Contract Report.

Enter a xxx and press the Enter button.  Or perform a lookup and select the xxx from the available list.  To add a new board type, you may press the Add a New Value link.
Step 2

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

graphics
Step 3

To repeat this function, select Return to Search.  To perform another function, choose from the business process menu on the left side of your page.  To exit, press the Sign Out link located at the top of the page.







Delete and rename not available in the production environment.

















































































































* When a member applies for separation through CGHRMS, that request will have a status of pending.  Once it is opened and worked, the status of the separation changes to in process.  The status continues to change as the item is worked to approved, amended, or canceled.


* When a member applies for separation through CGHRMS, that request will have a status of pending.  Once it is opened and worked, the status of the separation changes to in process.  The status continues to change as the item is worked to approved, amended, or canceled.
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