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INTRODUCTION  
 
PeopleSoft Employee Data 
 
There are three main tables that make up an officer’s Core Data record.  These three tables must 
be populated for every officer in Direct Access. 
 

 
Personal Data 

• Describes an officer’s personal information 
• Some Personal Information has an effective date – name, address, marital status 
• Some personal information is not expected to change – Birth Date, Ethnicity, SSN 
• Personal Data information (with the exception of name) is closely controlled because it is 

Privacy Act related. 
• Each officer has only one Personal Data record. 

 

 
Job Data 

• Job Data contains a historical record of an officer’s assignment related information. 
• Job Data is not privacy act related, and the information contained in Job is shared fairly widely. 
• Job Data includes an officer’s status (Active, Retired, or Terminated). 
• Job Data includes an officer’s Rank and Title. 
• Job Data includes an officer’s current Position, Department and Location. 
• Job Data includes an officer’s current Grade and Compensation. 
• Effective Data and Effective Sequence.  
 
NOTE: In Release 1, Direct Access will not have a history of an officer’s assignments.  It will only 
have information related to an officer’s current assignments and other job rows that are necessary 
to make the system work efficiently. 
 

 
Employment Data 

• Contains primarily Employment Dates related to an officer’s employment. 
• Employment Data has no History 
• Employment Data has Employment Record Number as a Key, which allow  
 
 
There are a number of other tables that also contain data related to an officer.  The other tables are 
optional, and can be used or not used according to the needs of PHS.  We will discuss the other 
tables as we come to them. 
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1 PORTAL  
 
The Portal gives one click access to each Component. The links under Core HR will take you right 
to the Component name you are trying to access. 
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2 PERSONAL DATA – VIEW ONLY ACCESS 
Personal Data describes an officer’s personal information. Some Personal Information, such as 
Name and Address, has an effective date. Each officer only has one Personal Data record.  
 

2.1 Personal Data – Name  
 
 From the Portal Homepage click inside the PHS Core HR box on the Personal Data hyperlink. 

 

 
 • The original Personal Data Effective Date is the date of hire.  After the original entry, it is the 

date of the name change or address change. 
• The Name is entered separately as First Name, Middle Name, Last Name and Suffix, and is 

then formatted in the special PeopleSoft name format in the Name field.  The USA Format will 
be used for all PHS names. 

• Marital Status will be set to the default value of ‘Unknown. 
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2.2 Personal Data – Address  
 
 

 
 • Home Address is maintained via self-service.   
• For a US address, at least Country, Address 1, City, State and Postal should be populated.  
• For an address outside of the US, State and Postal are not used.  Instead, this information 

should be placed on Address 2 or 3. 
• The Mailing Address, Email and Phone hyperlinks provide access to the data entry area for 

those fields. 
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2.2.1 Personal Data – Address – Mailing Address  
 
 From the Personal Data – Addresses page, click on the Mailing Address hyperlink. 

 

 
 • Mailing Address is found under the Email hyperlink.   
• Mailing Address is maintained via Self-Service. 

 

2.2.2 Personal Data – Address – Mailing Address  
 
 
 From the Personal Data – Addresses page, click on the Email Address hyperlink. 

 

 
 • Email Addresses are found under the Email hyperlink.  Multiple email addresses can be 
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entered. 
• Email Type ‘Business’ will be used for Work Email Address. 
• Email Type ‘Home’ will be used for Home Email Address. 
• Other Email Addresses can also be entered (Campus, Dorm, Other). 
• Email Addresses will be maintained via self-service. 

 
 



Business Procedure Document 
Core HR 

9 

2.2.3 Personal Data – Address – Phone  
 
 From the Personal Data – Addresses page, click on the Phone hyperlink. 

 

 
 • Phone numbers are entered under the Phone hyperlink.  Multiple Phone numbers can be 

entered.   
• Phone Type ‘Business’ will be used for Work Phone. 
• Phone Type ‘Home’ will be used for Home Phone. 
• Phone Type ‘Work Fax’ will be used for Work Fax number. 
• Phone Type ‘Home Fax’ will be used for Home Fax number. 
• Phone Type ‘Pager 1’ and ‘Pager 2’ will be used for Pager. 
• Phone Type ‘Cellular’ will be used for Cell Phone. 
• Phone Type ‘Work Cell’ will be used for Work Cell Phone. 
• Other Phone types can also be entered (Campus, Dormitory, Main, Other, Telex). 
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2.3 Personal Data – Personal Profile  
 
  

 
 • Gender can be Male, Female or Unknown. 
• The PHS Serial Number will be entered in the Alternate Emplid field. 
• Full-Time Student and Waive Data Protection will be left blank. 
• Original Hire Date will hold the date that an officer first entered active duty in the PHS 

Commissioned Corps.  This is also known as the Original Entry on Duty date. 
• Highest Education Level will be set to A-Not indicated. 
• Date Entitled to Medicare will not be used by PHS. 
• Referral Source will be set to the default value of ‘Unknown’. 
• Employee Referral ID and Specific Referral Source will be left blank for PHS. 
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2.4 Personal Data – Eligibility / Identity  
 
  

 
 • Birth Date will contain the date of Birth. 
• Date of Death will contain an officer’s date of death, if appropriate. 
• Birth Country, Birth State and Birth Location will be maintained going forward for offices 

hired through eCAD.  
• Language Code will be left blank. 
• National ID will contain the US Social Security Number.   
• Country will be ‘USA’, National ID Type will be ‘PR – payroll’ and Primary ID will always be 

checked ‘yes’. 
• Ethnic Group will contain information about an officer’s ethnicity.  The Coast Guard uses a 

much larger set of values than those currently used by PHS, which includes all of the various 
possible combinations of ethnicity in addition to the traditional values.   

• Eligible to Work in the United States will be checked ‘yes’ for all officers.   
• Eligibility Proof 1 and 2 will be left blank. 
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3 JOB DATA – VIEW ONLY ACCESS 
Job Data tracks an officer’s Employee Status, Position, Rank, Employee Classification, Grade and 
Base Compensation.   It is maintained via an inbound interface from COPS.  In Release 1, the 
work history will include only the current job row and other rows necessary to make the system 
work efficiently. 
 

3.1 Job Data – Work Location  
 
 From the Portal Homepage click inside the PHS Core HR box on the Job Data hyperlink. 

 

 
 • Empl Rcd # or Employee Record Number allows an officer to have different types of Job 

record.    A PHS officer deployed to the Coast Guard will have a separate Job Record and Empl 
Rcd# for their Coast Guard service. 

• Employee Status is automatically set by the system based on the action and action reason 
code that is set.  Employee Statuses include Active, Terminated, Retired, and Deceased. 

• Date Created indicates the date that a job row was first entered into the system.   
• Effective Date indicates the date that the change on the job row actually takes effect.   
• Effective Sequence is used if there is more than one change on a given effective date. 
• Job Indicator will be ‘Primary Job’ for all assignment job rows.   
• Action and Action Reason describe the nature of the change on a job row.  The Action code 

gives the general nature of the change – Hire, Transfer, Promotion, Pay Rate Change, 
Termination, Retirement, etc. and the Action Reason Code gives the specific nature of the 
change.   

• Position Number links the officer to a position.  Once a position number is selected, the 
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position description displays.  Only the current job row will have a position number.  The hire 
row will not have this field populated. 

• Position Entry Date is the date that the officer first entered their current position. 
• Regulatory Region is used to indicate which rules should be applied for regulatory reporting.  It 

will be set to ‘USA’. 
• Company is used to combine groups into reporting entities for payroll purposes.  It will be set to 

‘PHS’. 
• Business Unit is used to separate the members in the database so that special security, 

foundation tables and processing rules can be applied to a given group.  It will be set to ‘PHS’. 
• Department is used to track an officer’s organization or administrative code. 
• Department Entry Date is the date that the officer first entered into his or her current 

department. 
• Location will be used to track an officer’s geographic location.   This is indicated by a city and 

state. 
• Supervisor will be left blank for PHS. 
• The Employment Data, Job Earnings Distribution and Employment hyperlinks at the 

bottom of this page access pages that PHS users do not use and do not have security access 
to.  They are not used. 
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3.2 Job Data – CG Job  
 
 From the Portal Homepage click inside the PHS Core HR box on the Job Data hyperlink. 

 

 
 • Permanent Job Code will be used to store the job code associated with an officer’s permanent 

grade.   
• Position Description will be used for historic position title.  Only the current job rows will 

contain a position number.  Historic job rows (those rows happening before the date of 
conversion), will not have a position number, and therefore will not have the associated position 
title.  In order to preserve the historic position title, it will be converted into this custom position 
description field.   
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3.3 Job Data – Job Information  
 
 From the Portal Homepage click inside the PHS Core HR box on the Job Data hyperlink. 

 

 
 • Job Code will be an intelligent key that will reflect an officer’s category, discipline and rank.   
• The Job Code Description, which displays next to the jobcode, will reflect an officer’s military 

rank, Category and Discipline.   
• Job Code Entry Date is the date that an officer first entered into a Job Code.  
• Regular / Temporary will reflect whether or not an officer has been assimilated.  ‘Regular’ will 

be used for assimilated officers, and ‘Reserve’ will be used for officers that have not been 
assimilated. 

• Employee Class will reflect the type of officer.  The employee classes are: 
o Retired – Recalled  (PHS RetRec) 
o JR Costep (PHS JRCostp) 
o SR Costep (PHS JRCostp) 
o Short Tour (PHS Short) 
o Selected Reserve (SELRES) 
o Regular 
o Inactive Ready Reserve (IRR) 

 
Several fields will not be used by PHS and will be left blank or left at the default value. 
• Full/Part Time will default to ‘Full Time’. 
• Officer Code is used to identify corporate officers.  It will default to ‘None’. 
• Regular Shift will default to ‘N/A’. 
• Shift Rate will be left blank. 
• Standard Hours will default to ‘40’. 
• FTE will default to ‘1.0’. 
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• Work Period will default to ‘Weekly’. 
• Contract Number will be left blank. 
• FLSA Status, EEO Class and Work Day Hours will not be used. 

 

3.4 Job Data – Salary Plan  
 
 From the Portal Homepage click inside the PHS Core HR box on the Job Data hyperlink. 

 

 
 • The Salary Plan page contains information about an officer’s salary plan and current grade. 
• PHS and the Coast Guard will share a Salary Administration Plan.  Since all PHS members 

are Officers, PHS will use the ‘OFF’ Salary Administration Plan.  Officers who have prior 
enlisted experience will use the ‘OFE’ Salary Administration Plan for grades O1 to O3. 

• Grade will be used to reflect an officer’s temporary grade. 
• Grade Entry Date will be used to reflect the date that the officer entered into his or her 

temporary grade. 
• Since the Coast Guard has chosen not to display the actual salary associated with the grade in 

the system, Step and Step Entry Date are not used at this time.   
• The Rating Scale, Review Rating, Review Date, Raging Model and Matrix will not be used. 
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4 EMPLOYMENT DATA –VIEW ONLY ACCESS 

4.1 Employment Data – CG Employment  
 
 From the Portal Homepage click inside the PHS Core HR box on the Job Data hyperlink. 

 
 

 
 • The Active Duty Base Date is a constructed date.  It is the primary date that is used for 

determining eligibility for retirement.  PHS will use this as the Retirement Credit Date. 
• The Seniority Credit Date is the starting date for permanent grade and established eligibility of 

both Regular Corps and Reserve Corps officers to be considered for permanent promotion to 
the Senior (Commander, O-5) grade for the restricted categories and the Director (Captain, O-
6) grade for all categories as follows: 

o For the Regular Corps – Reflects the later of two dates, either the permanent grade 
credit date established at the time of appointment in the Regular Corps or the date of 
the most recent permanent grade promotion that took place following appointment in 
the Regular Corps. 

o For the Reserve Corps – Reflects the later of two dates, either the date the officer was 
appointed in the Reserve Corps or the date of the most recent permanent grade 
promotion that took place following appointment in the Reserve Corps. 

• The Training and Experience Date is the date constructed to reflect the total professionally 
qualifying collegiate education, postgraduate training, and work experience (established in the 
applicable appointment standard) as determined by that category’s appointment board for each 
officer in that category determined upon call to extended active duty or appointment to that 
category.  It also reflects limitations in the amount of time to be credited as set forth in the 
applicable appointment standards.  This date is a key element in determining eligibility to be 
considered for promotion (other than through the exceptional capability process) as follows: 
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o Temporary promotion in the Regular Corps and Reserve Corps through Director 
(Captain, O-6) grade. 

o Permanent promotion in the Reserve Corps only for ALL categories though Full 
(Lieutenant Commander, O-4) grade and to the Senior (Commander, O-5) grade for 
non-restricted categories. 

• The Creditable Service Date is a date adjusted to reflect the active duty time after an officer 
receives their qualifying degree.  Medical and Dental officers also receive credit for residencies 
outside of active duty. 

• Promotion Credit Date pertains to Regular Corps officers ONLY.  This date is only significant 
in establishing eligibility of a Regular Corps officer for permanent promotions to: Senior 
Assistant (Lieutenant, O-3) & full (Lieutenant Commander, O-4) grades Senior (Commander, O-
5) grade for the non-restricted categories 

 
Several of the dates on this page will not be used by PHS. 
• Expected Loss Date  
• Rotation Eligibility Date  
 
Several fields on this page are used only for reservists.  PHS will not be using these fields: 
• Anniversary Date 
• Total Qualifying Service 
• Total IDT Points 
• Current FYTD Paid Drills 
• Total Points 
• High 36 Avg Mos 
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5 STATEMENT OF CREDITABLE SERVICE – VIEW ONLY ACCESS 

5.1 Statement of Creditable Service  
 
 From the Portal Homepage click inside the PHS Core HR box on the Statement of Creditable 

Service hyperlink. 

 
 • The Military Entry Date, also known as the DIEMS date is the date a member was first 

enlisted, commissioned, appointed or inducted into a regular or reserve component of any 
Uniformed Service. 

• The Date Entered Current AD, also known as the Latest Entry on Duty date is the date that the 
officer was most recently ordered to active duty.  This date is set during the Accessions 
process. 

• The Pay Entry Base Date is the constructive date of entry for pay purposes (including active 
and inactive duty).  For members in a continuous military status, this date will be the same as 
the date enlisted or accepted an appointment, unless there is prior service, break in service or 
deductible time.  The date is used for determining longevity pay increases.  Adjustments must 
be made in accordance with HRSICINST M1000.2A, Personnel and Pay Procedures Manual. 

• The Active Duty Base Date is a constructed date.  It is the primary date that is used for 
determining eligibility for retirement.  PHS will use this as the Retirement Credit Date. 

 
Several Dates on this page will not be used by PHS: 
• SOCS Date 
• Effective Date Pay Allowances 
• Date Completed Military Obligation 
• Anniversary Date 
• Expected Loss Date 
• Expected Active Duty Term Date 
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6 ADDRESSES – VIEW ONLY ACCESS 
 
 From the Portal Homepage click inside the PHS Core HR box on the Addresses hyperlink. 

 

 
 • Work Address can be viewed on the Addresses tab.  The Address type will be Business. 
• Work Address will be maintained via an inbound interface from COPS 
• Home Address and Mailing Address can also be viewed in this component. 
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7 EMERGENCY CONTACT – VIEW ONLY ACCESS 
Emergency Contact is used to track friends and or family members of an officer that should be 
contacted in case of an emergency. 
 

1. From the Portal Homepage, click on the Emergency Contacts

 

 link located in the Core HR 
pagelet. 

 
 

2. Enter the Search Criteria of the officer you would like to view and click on “Search”. 
 

3. Emergency Contacts are entered and maintained by officers via self-service.  
 

 
 

Field Description 
Contact Name Name of the Emergency Contact 
Relationship to Employee Indicates the relationship beween the contact and the officer. 
Primary Contact Used to mark the person who should be contacted first in case of 

an emergency 
Same Address as 
Employee 

Checked if the emergency contact lives with the officer 

Same Phone as Employee Checked if the emergency contact has the same phone number as 
the officer 
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4. Click on the “Other Phone Numbers” tab to view any additional phone numbers the officer 
has listed for each emergency contact. 
 

 
Multiple phone numbers can be tracked for each emergency contact.  
 

8 PERSON PROFILE 

8.1 Locating an Officer 
Start Internet Explorer, sign into Direct Access, and follow these steps. 
 

1. From the Portal Homepage, click on the Person Profiles link located in the Core HR 
pagelet. 
 

 
 

2. Use the Search record to pull up the officer’s Person Profile using the officer’s EMPLID or 
name 
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3. Click the Search button. If the search returns more than one record, be sure to select the 

correct officer’s record that has “PERSON” in the Profile Type column. 
 

 
 

Note: If an officer has both a Person Profile and an Awards Coordinator Profile, then that 
member is a PHS officer who is or has been assigned to the Coast Guard for duty. Use the 
“PERSON” profile to record the data.  

 
 

8.2 Honors and Awards – View Only Access 
Individual PHS officer honors and awards that have been approved are maintained in the Person 
Profile of Direct Access. Honors and Awards will be used to track information related to an officer’s 
Lower-Level Honor Awards, Service Awards, Badges/Metals, and Non-PHS Awards. The 
information is available to PHS officers in ‘My Current Profile’. This section provides the procedure 
for viewing Honors and Awards via Person Profile.    
 
Start Internet Explorer, sign into Direct Access, and follow these steps to view Honors and Awards. 
 
Follow steps to 
 

Search for an Officer 

1. Click on the Qualifications link. Scroll down to see the Honors and Awards content section 
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2. Click on the Award/Certification to view the record 
 

 
 

3. View the fields as indicated below.  
 
NOTE: The citation of the award will not be entered into this page. The award itself will 
be scanned into an officer’s eOPF and the citation can be read there.  
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4. Click OK to return to Person Profile page 
 

 
 
 

Field  Description/Instructions 
Issue Date Indicates the date the honor or award was issued.  
Honor and Award Indicates the type of honor or award issued. The system will hold 

multiple awards of the same type, but only one per Issue Date. 
Status Indicates an officer’s status. 
From Date  The begin date of the period of performance for which the officer/unit 

was nominated. 
To Date  The end date of the period of performance for which the officer/unit 

was nominated.  
Grantor  Indicates the service or organization that granted the award. 
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8.3 License & Certifications – View Only Access 
Individual PHS officer license and certification information is maintained in the Person Profile of 
Direct Access. Licenses and Certifications will be used to track information related to an officer’s 
licensures, registrations, certifications, Board certifications as well as an officer’s National Provider 
Identifier Number and Drug Enforcement Administration Number. This section provides the 
procedure for viewing Licenses & Certifications via Person Profile. 
 
Start Internet Explorer, sign into Direct Access, and follow these steps to view License and 
Certifications. 
 
Follow steps to Search for an Officer 
 

1. Click on the Qualifications link. Scroll down to see the License & Certifications content 
section 
 

 
A list of the officer’s current licenses/certifications will be displayed in the Licenses & 
Certifications content section. 
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2. Click on the License/Certification to view the record 
 

 
 

3. View the fields as indicated below 
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4. Click OK to return to Person Profile page 
 

 
 

Field  Description/Instructions 
Issue Date Indicates the date the license was issued.  
License Indicates the type of license issued. The system will hold multiple 

licenses of the same type, but only one per Issue Date. 
Status Indicates an officer’s status. 
Country  Indicates the country that the license was issued in.    
State Indicates the state that the license was issued in. 
Type of Restriction  Indicates the type of restriction for the license. The default value 

is N-None. 
Renewal in Progress  N/A  
License Verified  N/A 
Expiration Date  Indicates the date the License or Certification expires. 
Qualifying  Indicates whether or not the license was used to qualify the 

officer for his or her commission.  
License/Certification 
Number 

Indicates the License Number given by the issuing authority.  

Issued By Indicates the license/certification authorizing authority.  
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8.4 Administrative Flags – View Only Access 
Administrative flags are flags that can be set by different departments in PHS to indicate that there 
is something special about an officer that may impact an assignment.  When the CAM sees a 
member flag, he or she goes to the department which set the flag to get additional information. 
Administrative flags will be maintained via an inbound interface from COPS to DA. 
 
Start Internet Explorer, sign into Direct Access, and follow these steps to view Administrative Flags. 
 
Follow steps to Search for an Officer 
 

1. Click on the Qualifications link. Scroll down to see the Administrative Flags section 
 

 
 

2. Click on the Administrative Flag name to view the record 
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3. View the fields as indicated below 
 

 
 
 
 
 
 
 
 
 

4. Click OK to return to Person Profile page 
 

 

Field  Description/Instructions 
Effective Date Indicates the date the Administrative Flag was effective  
Administrative Flag Indicates the Administrative Flag 
Begin Date Indicates the Begin Date for the Administrative Flag 
End Date Indicates the End Date for the Administrative Flag 
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8.5 Education – View Only Access 
Education will be used to track information related to an officer’s university education as well as 
their internships, residencies and fellowships. 
 
Start Internet Explorer, sign into Direct Access, and follow these steps to view Education. 
 
Follow steps to Search for an Officer 

 
1. Click on the Education link to see the Degrees content section 

 
 

2. Click on the Degree to view the record 
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3. View the fields as indicated below 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
4. Click OK to return to Person Profile page 

 

Field  Description 
Date Acquired Indicates the date the degree was granted.  
Degree Indicates the type of degree earned. The system will hold multiple 

degrees of the same type, but only one per Date Acquired. 
Major Code  The code and major associated with the degree. 
Status Indicates an officer’s status. 
Country  Indicates the country that the degree was earned in.    
State Indicates the state for the school where the degree was earned. 
School Code   Indicates the code and school where the degree was earned.  
Minor Code   If applicable, indicates the code and minor associated with the degree.  
Average Grade   Indicates the grade point average.  
Graduated Checkbox  Indicates that the degree has been completed.  
Terminal Degree for 
Discipline Checkbox 

N/A 

Qualifying Checkbox Indicates whether or not this is a qualifying degree of the officer. Each 
officer should have one qualifying degree under which he or she was 
commissioned. 

Accredited Checkbox Indicates that the institution where the degree was obtained has met 
PHS accreditation standards. 

Educator A free text field. If applicable, indicates the name of the institution if it is 
a hospital or other facility rather than a school.  
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9 PHS MEMBER INFORMATION – VIEW ONLY ACCESS 
 

1. From the Portal Homepage, click the PHS Member Info

 

 link located in the Core HR 
pagelet.  

 
 

2. Enter the officer’s Emplid in the search field. 
 
NOTE: You can click on the magnifying glass to verify that the emplid belongs to the 
officer you want to run the report for. 
 

 
 

3. Click the Create Report button to generate the report.  
 

 
 
The output of the report will launch in PDF format in the system browser.  
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10 OFFICER ACCOMPLISHMENTS – VIEW ONLY ACCESS 
 

1. From the Portal Homepage, click on the Officer Accomplishments

 

 link located in the 
Reports pagelet.  

 
 

 
2. If this is the first time you are running the report, click the Add a New Value

 
 link.  

 
 
 

3. Enter your Run Control ID. For this example, the Run Control ID will be PROFILE. Click 
the Add button.  
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4. Click the Run button.  
 

 
 

5. Select the Server Name ‘PSUNX’, Type ‘Web’ and Format ‘TXT’. After you select the 
parameters for the process you want to run, click the OK button to submit the request.   
 

 
 
 
It will take you back to the Officer Accomplishments page. Note the process Instance 
Number. This is the number you will use to track your report in the Process Monitor.  
 

6. Click the Process Monitor link located in the top right corner of the page.  

 
 
Once you have clicked the Process Monitor link the system launches Process Monitor 
where you can see the status of the job.  
 
NOTE: When you initially submit your job it may have a run status of Processing, Queued 
or Initiated. At any time, you may click the Refresh button. This initiates a screen refresh 
that will provide you with the most current status of your submitted job. When the job 
completes, you should see a run status of Success.  
 



Business Procedure Document 
Core HR 

39 

7. Once the status says Success, click the Details
 

 link to view your report.  

 
 

8. Click the View Log/Trace
 

 link to view the report you just submitted.  

 
 

9. A second browser window will appear listing the report you just submitted. Click your report 
(in this case, Officer Accomplishments Report.csv).  
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10. Click Open to review the output or click Save if you would like to save the document and 
come back to it later.  
 

 
 
The system launches Microsoft Excel, which displays your output.  
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11 ROSTER - VIEW ONLY ACCESS 
 

1. From the Portal Homepage, click on the Roster
 

 link located in the Reports pagelet 

 
 

2. If this is the first time you are running a report, follow the instructions above under section 
1 Officer Accomplishments Report, step 1.2 to add a new Run Control ID.  If you have 
previously run any report through the Process Scheduler, enter the Run Control ID or click 
the Search button to find the value. 
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3. Select the Run Control ID.  
 
NOTE: The system allows the user to use the same Run Control ID to run any report 
through the Process Scheduler.  
 

 
 

4. Click the Run button.  
 

 
 

5. Select the Server Name ‘PSUNX’, Type ‘Web’ and Format ‘TXT’. After you select the 
parameters for the process you want to run, click the OK button to submit the request.   
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The system will take you back to the Roster Report page. Note the process Instance 
Number. This is the number you will use to track your report in the Process Monitor.  
 

6. Click the Process Monitor link
 

 located in the top right corner of the page.  

 
 
Once you have clicked the Process Monitor link the system launches Process Monitor 
where you can see the status of the job.  
 
NOTE: When you initially submit your job it may have a run status of Processing, Queued 
or Initiated. At any time, you may click the Refresh button. This initiates a screen refresh 
that will provide you with the most current status of your submitted job. When the job 
completes, you should see a run status of Success.  
 
 

7. Once the status says Success, click the Details
 

 link to view your report.  
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8. Click the View Log/Trace
 

 link to view the report you just submitted.  

 
 
 
 

9. A second browser window will appear listing the report you just submitted. Click your report 
(in this case, PHS Roster Report.csv).  
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10. Click Open to review the output or click Save if you would like to save the document and 
review it later.  
 

 
 
The system launches Microsoft Excel, which displays your output.  
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12 EXPIRING LICENSES – VIEW ONLY ACCESS 
 

1. From the Portal Homepage, click on the Expiring Licenses

 

 link located in the Reports 
pagelet 

 
 

2. Enter PHS in the search field.  
 

 
 
 

3. Click the View Results button, 
 

 
 
The output of the report will launch in the system browser. If preferred, click Download 
results in Excel Spreadsheet to view the output in Microsoft Excel.  
NOTE: This report will NOT report officer’s who are missing an email address on their record.  
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13 LICENSE VALIDATION – VIEW ONLY ACCESS 
 

1. From the Portal Homepage, click on the License Validation

 

 link located in the Reports 
pagelet.  

 
 

 
2. The output of the report will launch in the system browser. If preferred, click Download 

results in Excel Spreadsheet to view the output in Microsoft Excel.  
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