3 January 2023

Leave Correction Report

Introduction

Information

This guide provides the procedures for running the Leave Correction
Report in Direct Access (DA).

The purpose of this report is to show all leave transactions that have been
corrected or deleted within a specified timeframe and ensure they are
valid.

To use this report, you must have one of the following Functional Roles:
e CG Admin Technician

e CG CGIS Investigator

e CG SPO Auditor

e CG SPO Technician

e CG Assignment Officer (EPM)

e CG Assignment Officer CAC (EPM)

e CG SPO Auditor (CG Academy)

e CG SPO Technician (CG Academy)

e CG Admin Supervisor E-7 and PERS in an Admin Billet
e CG CO/OIC, XO/SPO, Gold & Silver Badge MC

e CG SPO Technician (PSC (RPM-3))

e CG SPO Auditor (PSC (RPM-3))

If you feel that you require access to the Leave Correction Report and do
not possess one of the roles listed above, submit a DA Roles request via
DA and ask for the CGSSCMD role using the Requesting New User
Roles guide.
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Leave Correction Report, Continued

DA Failsafe for  If leave was requested and then denied through Absence Requests, it may
Leave Requests cause an error when attempting to enter the leave in the Delay En route
section of the PCS Orders or processing the PCS Departing or Reporting

Endorsements.

A Trouble Ticket with screenshots must be submitted to PPC to have
the ‘Denied’ Absence Request deleted from DA before the PCS Orders

or Endorsements may be completed.
CG_GP_ABSENCE_REQUEST - Listing of Absence Requests

EMPLID Q,
Department Q,
Reports To &}

*Begin Date On or After [12/01/2023 E{J

*End Date On or Before |01/31/2024 |5

*Request Status |AI Statuses w
SPO

View Results
Download results in . Excel SpreadSheet CSV Text File XML File (2 kb)

View Al
Row 5ed  tast - FUSt EMPLID Rank Component Department FEIUSSt  peger  SUBMISSION pegin pate End_pate D['B?;i;,n
1 2Riker  William 1234567 E4  AD gEERiTn Denied BQSSELJS 5323'12' 5223'12' 30523'12' 5
¥ Delay En route
Begin Date End Date Delay En route Days

1 |12_;02,2023 | |12;0932023 | |Leave OCONUS v| ) ‘E‘ ‘E‘

2 |12_;10|;2023 | |12;13.?2023 | | Proceed Time V| 4 ‘ ‘ ‘ —‘

3 121412023 [x)| 1211612023 | | Travel Time v) 3 |+ ‘:‘

Two events with the same priority have overlapping dates. Please correct. (17000,1669)Error saving Component Interface. {GP_ABSENCE_EVENT} (91,37)

The PeopleCode program executed an Error statement, which has produced this message.

OK

Also, while processing PCS Orders, if there is an Absence request
overlap with the Delay in En route section or the Actual Begin and End
dates of the orders, DA will display a message as shown below.

Leave Begin Date 2024-01-08 and End Date 2024-01-15 conflict with existing Absence Request 2023-12-31 thru 2024-01-28. (30003,2)

The Leave Dates entered fall between ancther absence request. You cannot overlap absences. Please modify the existing request or

change this new reguest

Continued on next page
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Leave Correction Report, Continued

Procedure See below.
Step Action
1 Click on the Self Service for Commands tile.
Self Service for Commands
L
ah & 8
2 Select the Leave Correction Report option from the Reports drop-down.
| Reports ~

Department Role Query - Field

Department Role Query - PPC

Leave Correction Report

IMember All Duty Report

Member All Duty Report - FSMS

IMember Info Report

PDE by Dept

Positions at a Department

Recertification Status Report

SWE PDE

SWE Profile Letter by Dept

SWE Profile Letter by Member

] Use ~

Command Information

Continued on next page
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Leave Correction Report, Continued

Procedure,

continued

Step

Action

3

The CG_GP_LEAVE_CORRECTION_RPT - Leave Correction Report page

will display. Set ID (Use 00010 for CG) is the default. Click the Lookup icon
for the Relation Type.

CG_GP_LEAVE_CORRECTION_RPT - Leave Correction Report

Set 1D (Use 00010 for CG) 00010 |y

Relation Type| |
Department o]
*Start Date [#1]
*End Date [#1]

View Results

A query box will open with the following Tree Name selections:

e CG DEPT ORG - Current department and all departments that fall under it.
e CG ISC - Higher level Sector and Base departments

e CG SPO - All units supported by that SPO department.

Select the appropriate Tree Name.

Query

Search by Tree Name begins with |

Look Lip Cancel Advanced Lookup
Search Results
View 100 First 4 1-2cf3 (k) Last
Tree Name Description

CG_DEPT_ORG|Official CG Crg Sfructure
CG_ISC [SCiSector/Base Tree
CG_SPO SPO

Continued on next page
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Leave Correction Report, Continued

Procedure,
continued

Step Action
5 After selecting the Relation Type, enter the Department, Start Date and End

Date.

e Department - Your department ID

e Start Date - Beginning day of the date range for corrections and deletions
only (not the date of the leave request itself, nor the beginning date of the
leave taken).

e End Date - Ending day of date range for corrections and deletions only.

Click View Results.
CG_GP_LEAVE_CORRECTION_RPT - Leave Correction Report

Set ID (Use 00010 for CG) [poo1o @
Relation Type |CG_SPO Q
Department [ 042311 |

*Start Date | 11/01/2023  |[5]
*End Date [12/31/2023  |[5]

View Results

6 The results will display the following fields and can be downloaded to an
excel spreadsheet for printing.

Download results in | Excel SpreadSheet CSV Text File XML File (13 kb)
View Al First 117 of 17 Last
Record & - el Date | BeginDate EndDate  Type ~ Na Requested “PP! Name  Comected DeptiD DeptName
Benjamin OLBASE GALY Mable e
1o o B 043829 (ESD)- 31180 MC 12082023 121112023 Deletion 9876543 Mr Bingle 121872023 8765432 o0 ® | 12/18/2023 042311 NOLA
HOUSTON SPO (PS)
R BASE
Marcel 23 CGC HARRY 5 1 110187 1A A5 Mable PIIrY 1 A
2 2200022 e 000933 SESHIRRY 45507 EMC 11182023 112412023 Dolton  SETOS43 NrBngle 11152023 STESIS g 1162023 042311 NOLA
Horgus the SECHOUIGAL Mable e
3 3333333 007757 WTRWAYSMGT 37170 LCDR 11/13/2023 111312023 Deletion 9876543 Mr.Bingle  11/0212023 8765432 110212023 042311 NOLA
Hagnficent o simmons o (PS)
Princess e Mable BSE
6 4sasass 0P 038648 LOGISTICS 93309 YN1 11/152023 111512023 Deletion 9876543 Nr.Bingle 1172012023 B765432 maons 11202023 042311 NOLA
fana DEPT SPO (PS;
7 ssssess o ol 042207 BASENOLA 31070 e om0z 262023 1202023 112212023 Comecton 987543 e Bingle 12042023 8705432 "Y€ a0sn0ms 0azan NoLA
7 Lovoeque Eavre 7 1201 241 201 y orrection Mr Bingle  12/04 Al e 12051 NoLk
BASE
8 6ogoee6 0 DWANe  CBSSMS 46405 GGCPELICAN 13327 BM1 108002023 11/02/2023 103012023 111012023 Comection 9876543 NrBingle 1200512023 8766432 Hon® 121062023 042311 NOLA
Pride King Simmons ey
Louie de ARSTA Mable e
9 TITIIIT 0 poinge 000247 20155 YN3 12/152023 1211812023 Deletion 9876543 Mr.Bingle 117282023 8765432 1211412023 042311 NOLA
Fointe. HOUSTON simmons o (PS)
ASE GALY - BASE
12 sgssees o Semlamin 048838 BASEGALY ' 34130 yN3 00262023 12/18/2023 091262023 121182023 Correction 9876543 NrBingle  11/13/2023 §7654320°0°  41/142023 042311 NOLA
Sisko PEADIV (PP Simmons: O
5 5 BASE GALV . N . wavle - BASE
13 9939309 0 Gamoit 04gs3s SRS GALY 31180 YN3 osmeiz023 1211872023 Deletion 9876543 MrBingle 111132023 8765432 gyopmene 111142023 042311 NOLA
SPO (PS
Seymore ARSTA Wable BASE
14 12567 0 2o D 000494 CORPUS 20245 SN 11102023 1111212023 111172023 11/11/2023 Comection 9876543 Mr.Bingle 1110612023 876543250 1110712023 042311 NOLA

Continued on next page
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Leave Correction Report, Continued

Procedure,
continued
Step Action
7 Field names and breakdowns will be explained in 3 sections.
Section 1:

¢ |ID - Member’s employee ID

e Empl Record - Member’s employee record (Active Duty, Reserve, Civilian,
etc.)

e Name - Member’s first and last name

e Middle - Member’s middle initial/name

e Dept ID - Member’s department ID

¢ Dept - Member’s department name

e OPFAC - Unit operational facility number (OPFAC)

e Rank - Member’s paygrade/rank

ID RETc?rld Name Middle Dept ID Dept OPFAC Rank
— OL-BASE GALV
1111111 0 gﬁ;fnm'” 048829 (ESD) 31180 ITC
HOUSTON
Marcel e CGC HARRY - -
9299229 Corard 000933 & aomne 15527 EMC
SEC HOUIGAL
3333333 Morgus the 007757 WTRWAYS MGT 37170 LCDR
Magnificent
DIV
. PSU 308
4444444 0 _Pr.“”':ESS 038648 LOGISTICS 93309 YN1
L DEPT
_______ Hazel BASE NOLA |
FEEERRER Fi i
””””””” 0 |evesque 042297 peppiv Py 31070 YNC

Continued on next page
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Leave Correction Report, Continued

Procedure,
continued

Step Action
8 Section 2:
e Original Leave Begin Date - Original date the leave was to begin.
e Original Leave End Date - Original date the leave was to end.
e New Leave Begin Date - New date leave is to begin.
e New Leave End Date - New date leave is to end.
e Correction Type - Indicates the type of correction (correction or deletion).
e Requestor - Employee id of the member who submitted the leave request.
e Requestor Name - Name of the member who submitted the leave request.

LeaveBogin Lometng fowleme Newleave Comtocton pquestr Reiesor
12/06/2023  12M11/2023 Deletion 9876543 Mr. Bingle
111872023 1172472023 Deletion 9876543 Mr. Bingle
11132023 111372023 Deletion 9876543 Mr. Bingle
11152023 111572023 Deletion 9876543 Mr. Bingle
1172002023 1172472023 1172002023 11/22/2023 Correction 9876543 Mr. Bingle

Continued on next page
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Procedure,

continued

3 January 2023

Step

Action

9

Section 3:

e Date Requested - Date the request was submitted
e Approver - Employee ID of the approver
e Approver Name - First and last name of the approver

e Date Leave Corrected - Date the leave request was corrected

e SPO DeptID - SPO department ID
e SPO DeptName - SPO Department name

Date Approver Date Leave SPO SPO
Requested e Name Commected DeptlD DeptName
21182023 8765432 2Dl 2/18/2023 04231 E}SSLE
121184 765432 o 121184 042311 A
Simmons SPO (PS)

Mable BASE

11/15/2023 8765432 o, = 11/16/2023 042311 NOLA
SPO (PS)

abie BASE

11/02/2023 765432 & ©  11/02/2023 042311 NOLA
=immons SPO (PS)

Mable BASE

112012023 8765432 . -~ 1172012023 042311 NOLA
SPO (PS)

210472023 8765432 M2DIe 2/05/2023 04231 E}SSLE

121044 f65432 _. 121054 [ 1 A
simmons SPO (PS)




