
Unit Roster 

 
Introduction This guide provides the procedures for running a Unit Roster in Direct 

Access. 

 
Procedures See below. 
 

Step Action 
1 From the Enterprise Menu, select Human Resources, then Human Resources 

Reports and finally CG Unit Roster Report. 

 
 

2 A Run Control ID must be established before the report can run. Once it is 
established, it can be used again in the future. Select the Add a New Value tab. 

 
 

  

Continued on next page 
  



Unit Roster, Continued 

 
Procedures, 
continued 

 

 
Step Action 

3 Enter a Run Control ID and click Add. 

 
 

4 Select a Relation Type from the drop-down, enter the Department ID and either 
select a Reg Region or leave that field blank. Leaving the Reg Region field blank 
will pull all members, including Active Duty and Reservists. Now click Run. 

 
 

5 Change the Server Name to PSUNX, change the Format to XLS and click OK.

 
 

  

Continued on next page 
  



Unit Roster, Continued 

 
Procedures, 
continued 

 

 
Step Action 

6 A Process Instance will be generated. Click on Process Monitor. 

 
 

7 Click the Refresh button until the Run Status changes from “Queued” to 
“Success”. 

 
 

8 Once it updates to Success, click on the Details link. 

 
 

  

Continued on next page 
  



Unit Roster, Continued 

 
Procedures, 
continued 

 

 

Step Action 
9 Click on the View Log/Trace link.  

 
 

10 Click on the UnitRosterReport.csv link. 

 
 

 

Continued on next page 



Unit Roster, Continued 

 
Procedures, 
continued 

 

 
Step Action 
11 An error message will appear asking to open the file. Click yes or OK, depending 

on the message. Sometimes having other Excel documents open will prevent the 
file from loading. Close them and open the Unit Roster link again. 

12 The Unit Roster will display in Excel. 

 
 

  

Known Issues: 

• The "BAH Description" runs into the next column (RES Screen Dt.) if the description 
has a comma in it. This affects the alignment of the remaining columns for the person. 
To correct, right-click in the cell that has the 2nd part of the BAH Description (The 
RES Screen Dt. column) and delete it. Select "shift cells left" and then, click OK. 
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