
Personal Data Extracts (PDEs) by Department 

 
Introduction This guide provides the procedures for running PDEs for a Department in 

Direct Access. The user must have the CGSSCMD user role to run this 

report. 

 
Procedures See below.  

 

Step Action 

1 Select the PDE by Dept link from the Self Service for Commands pagelet. 

 
 

2 Select the Add a New Value tab. 

 
 

3 Name the report something memorable for next time, then click Add. 

 
 

  

Continued on next page 

  



Personal Data Extracts (PDEs) by Department, Continued 

 
Procedures, 

continued 
 

 

Step Action 

4 The Report parameters will display. 

 
 

 Enter the Start Date. It will always be the first day of the month of the SWE. 

For example:  

SWE Start Date 

May SWE 5/1/16 

October RSWE 10/1/16 

November SWE 11/1/16 

  

 Enter the Department ID. This has to be run for each individual Department. 

 Select the appropriate Active Duty Reserve Indicator. (Inact Rsv is not used.) 

If PDE is for the… Then Select 

May SWE Active 

October RSWE Active Rsv 

November SWE Active 

  

5 Now click Run. 

 
 

  

Continued on next page 

 



Personal Data Extracts (PDEs) by Department, Continued 

 
Procedures, 

continued 
 

 

Step Action 

6 The Process Scheduler Request will display. Select PSUNX from the Server 

Name drop-down, leave the Type defaulted to Web and change the Format to 

PDF. Then click OK. 

 
 

7 Click on the Process Monitor link. 

 
 

8 Click the Refresh button until the Run Status displays “Success” and the 

Distribution Status displays “Posted”. Then click the Go back to PDE by Dept 

Report link. 

 
 

  

Continued on next page 



Personal Data Extracts (PDEs) by Department, Continued 

 
Procedures, 

continued 
 

 

Step Action 

9 Click Report Manager. 

 
 

10 Select the link that ends with .PDF from the Administration tab. 

 
 

  

Continued on next page 

  



Personal Data Extracts (PDEs) by Department, Continued 

 
Procedures, 

continued 
 

 

Step Action 

11 All PDEs for that department will display in a new window. 

 
 

  

 


