
Accessing/Printing Unit Members PDE’s 
 
Field units now have the capability to view/print PDE’s for their enlisted members.  Once 
PSC(ADV) creates PDE’s for a SWE cycle, the unit may follow the below steps.  This 
process is available to DA users with “Self Service for Commands” access level and 
may be used on a For Official Use Only (FOUO) basis.  The first method is to access a 
single PDE for an individual.  The second is to run a report containing PDE’s for 
members of a department or an entire command.  Questions on these processes may 
be mailed to PSC-DG-ADV in MS Outlook Global. 

 
 

Accessing a PDE for an Individual 
 
Follow the DA breadcrumbs:  Home>Self Service>Self Service for 
Commands>Use>PDE.  The below screen will appear: 
 

 
 
Complete any of the search options to bring up the members online PDE. 



Printing SWE PDE’s by Department 
 

PSC (ADV) will continue to print and mail PDE’s to units for each SWE cycle.  
Eventually units may be given the option to receive printed PDE’s from PSC or print 
their own.  To print PDE’s follow the below steps. 
 
1.  Log into DA using breadcrumbs: Home>Self Service>Self Service for 
Commands>Reports>PDE by Dept Report.  The following screen will appear: 
 

 
 
Note:  The box titled “SWE Cycle” will show which SWE PDE’s are currently available.  
Only PDE’s for the current SWE cycle will be available.  Review the SWE 
Announcement message for PDE availability date.   
 
2.  Select an output destination.  The box titled Output Destination will give a choice of 
having the PDE’s sent to a web page for printing or directly to your email inbox.  Note 
that it will show your email address.  If this is not current, update your address in your 
DA personal profile section in your self service area.  This tutorial will give directions for 
using the web option.  If you use the email option a file will be sent to your email 
containing a PDF file of the PDE’s.  However, if there are more than 50 PDE’s you must 
use the web option because DA will not email a file larger than 50. 
 
3.  Enter Department ID field.  This program uses department ID’s rather than OPFAC’s.  
A unit has only one OPFAC but may have numerous departments each with its own 
number.  Each member is assigned to a department within a unit.  Each unit also has a 
main or master department which will include all its sub-departments.  So the main 
department ID may be selected to print all PDE’s for the command, or individual 



departments may be selected.  If you know the department ID, type it in the “Enter 
Department ID” field shown on the above screen shot.  If you don’t, click the lookup icon 
next to the empty field.  The following screen will appear: 
 
 

 
 
4.  On this screen you will look up the department ID.  The above example shows a 
search being done using the “description” field by typing part of a name of a unit with a 
% on each end.  This will search for any unit with these letters in it.  You may then 
select a department ID from the list produced at the bottom.  In this example “CG 
TRACEN PETALUMA” is the parent command for the other TRACEN Petaluma 
departments.  Selecting the parent command will print PDE’s for all sub-departments.  
Or each sub-department may be selected individually.  A search for department ID’s 
can also be done using the OFPAC or any other field.  Click on the department ID link 
and the next screen will appear: 
 



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

 
I 
6.  When the above screen appears, you can click the drop down menu of the “Status” 
field and select a blank from the list, then click the yellow refresh button.  It should then 
show the report status.  The above sample shows a status of “processing” on the lower 
right of the screen.  You may continue to click the refresh button until it shows “posted”.  



Once it does, click the “view” link at the lower right of the screen.  The next screen will 
show: 
 

 
7.  Click on the link “cgpdeall….PDF” to open the file containing the PDE’s.  After the 
Adobe file opens you may save and print the PDE’s. 


