CG Department Run

Introduction

Procedures

in Direct Access.

This guide provides the procedures for running the Department Run report

See below.
Action

Step
1

Select the Airport Terminal link from the Orders pagelet.

Orders

Airport Terminal

PCS Crders

Contract Clauses

Spplicant Orders

Click the Dept Run tab.
: Dept Run I

= Q0

Department: || @,
Relation Type: From Date: | [
| [y

Order Status: To Date:

Action: @,
Reason Code: @,

Continued on next page



CG Department Run, Continued

Procedures,
continued

Step Action

3 Update the following fields:
e Relation Type:

Type Includes
ISC All units services by that unit (but not personnel assigned to the

unit Department ID. Use “own unit” to see data for those
personnel).
HRS All units serviced by that SPO (but not personnel assigned to the
unit Department ID. Use “own unit” to see data for those
personnel).
Own Unit | Only for that specific Department ID.
Unit Rel | Anything falling under that Parent ID.
e Department: Enter a Department ID or click the lookup icon to use the search

option.
e Location Code: To limit results to only a specific location (optional).
e Job Family: To limit results to only a specific job family (optional).
¢ Reg Region: Used to specify Active, Reserve or Officer (optional).

Click the Execute button.

Airport Terminal

Relation Type: | Own Unit

Department: 046347 R, Order InfQut

@

Location Code: Last Review Dt

Job Family: Reg Region: |AD

Continued on next page



CG Department Run, Continued

Procedures,
continued
Step Action
4 | The results will display except for the Order In/Out and Review Date columns.
Check the:

e Order In/Out box to update results with the status of the orders.

e Last Review Dt box to view the members’ last EER date in the Review Date
column.

Do NOT click Execute again. This will clear those updated columns.

Aijrport Terminal _ Run
Relation Type:

Department: 046947 &, PPC CALL CENTER SECTION ] order InfOut
Location Code: @, 1 Last Review Dt
Job Family: @, Reg Region: |AD @,
Order InfCuwt  Empd 1D Last Name First Name Job Title

1 1111111 JACKSON JACKIE Perzonnel Admin Warrant 2

2 2232777 JACKSON JERMAINE Chief ¥eoman

3 3333333 JACKSON MARLON First Class Yeoman

4 4444444 JACKSON MICHAEL Firzt Class Yeoman

5 5555555 JACKSON TG First Class Yeoman

5 The Dept Run query results may be sorted by clicking the Customize link.

Airport Terminal _ Run
Relation Type:

Department:  |046947 &, Order IniOut
Location Code: Last Review Dt

Job Family: @, Reg Region: |40 Q@, Execute

Cusiomize) | Find | View Al | B | 1l st K1 4 oF g DY Lact

Order InfOut Empl ID0 Last Mame First Name Job Title Empl Class Reg Region Parent Dept ID Parent Dept ID Desc Dept ID

Continued on next page



CG Department Run, Continued

Procedures,

continued

Step

Action

6

Click the Download icon to export the data into an Excel spreadsheet. See the
Working with Grids topic in the Knowledge Base to learn more about sorting and
downloading data.

Airport Terminal _ Run
Relation Type:

Department: (048347 &, Order In/Out
Location Code: &, Last Review Dt
Job Family: @, Reg Region: [AD @, Execute

Cuslomize | Find | View All | B M First K 4 oft D oot

Order In'Out Empl ID Last Name First Name Job Title Empl Class Rep Region Parent Dept ID Parent Dept ID Desc Dept 1D

1
Order EmplID | Last N First N lob Reg lob Posn# Posn Entry AD Base Dt Rotation | Exp Loss Exp AD Review |MNum
infout| ©MP ame | Frst Name | rile |Region| Code n Date € Dt Dt Term Dt Date | Days

1111111{JACKSON |JACKIE cwoz [AD 201895 13476| 7/15/2013|9/24/1990| 7/1/2017 | 11/30/2020| 11/30/2020| 6/30/2016| 149
2222222|JACKSON  |JERMAINE |YNC  |AD 436002| 7296| 6/29/2015|8/21/1999|7/1/2020| 8/31/2029| 8/31/2029|0/30/2016| 59
3333333|JACKSON |MARLON |YN1  |AD 436093 | 12047 | 10/18/2016| 6/16/2001| 7/1/2017| 4/23/2017| 4/23/2017|5/31/2016| 179
4444444|JACKSON |MICHAEL |YN1  |AD 436093 17355| 7/27/2015| 7/22/2002| 7/1/2019| 11/25/2019| 11/25/2019| 5/31/2016| 179
5555555|IACKSON  [TITO ¥YN1  |AD 436003 12050| 7/10/2015| 10/8/2002| 7/1/2020| 2/18/2017| 2/18/2017|5/31/2016| 179



https://www.uscg.mil/ppc/gp/index.htm#Whats_New.htm

