
SPO – Begin Extension/Re-Extension Reports 

  
Introduction This guide provides the procedures for Servicing Personnel Offices to run 

the Begin Extension and Re-Extension Reports.  

  
Discussion There are two versions of this report: 

• Ext/Rext within 30 Days Report – identifies extensions not executed 
with effective (begin) dates within the next 30 days (from current date). 

• Extensions Not Executed Report – identifies extensions/re-extensions 
not executed using any date range. 

  
Procedures See below. 
 

Step Action 
1 Click the Extensions or Re-Extensions within 30 days Report or select the 

Extensions not Executed link in the Career Management pagelet.  

 
 

2 If selecting the CG_EXT_REX_WITHIN_30DAYS Report. 

 
 

• Set ID – Enter 00010 (Coast Guard) 
• Relation Type –  

o CG_DEPT_ORG – view results for one department ID (joins in 
sub-departments) 

o CG_ISC – view results for all units serviced by a department ID of 
the base entered in the next field. 

o CG_SPO – view results for all units serviced by the department of 
the SPO. 

• Deptid – Enter the department ID of the unit, Base or SPO. 
 
When finished click the View Results button. 

  

 Continued on next page 



SPO – Begin Extension/Re-Extension  Reports, Continued 

  
Procedures, 
continued 

 

 
Step Action 

2 
(cont) 

If selecting the Extensions not Executed link. 

 
• Set ID – Enter 00010 (Coast Guard) 
• Relation Type –  

o CG_DEPT_ORG – view results for one department ID (joins in 
sub-departments) 

o CG_ISC – view results for all units serviced by a department ID of 
the base entered in the next field. 

o CG_SPO – view results for all units serviced by the department of 
the SPO. 

• Related Deptid – Enter the department ID of the unit, Base or SPO. 
• From/Thru Dates – Enter the inclusive dates for the report. 
 
When finished click the View Results button. 

 The results of the reports will display.  Both reports may be downloaded to 
several formats for editing/sorting. 
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