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Mass Award Update

This guide provides the procedures for a Personnel & Admin (P&A) Office
to enter and execute an award for a large group of members who are
authorized the same award on the same date (Mass Update) in Direct Access
(DA). The user must have the CG Admin Technician/Supervisor
functional role to enter Mass Award Update entries in DA.

Upon the creation or receipt of the Text file, there are 5 stages of a Mass
Update that MUST be completed in order; otherwise, the entire Mass
Update process will fail. These stages are: 1) Define Mass Update, 2) Load
Mass Update, 3) Create Mass Update, 4) Manage Mass Update, and 5)
Execute Mass Update.

Do NOT run a Mass Award Update during Finalization. Running a
Mass Award Update can be a very time consuming process depending on the
number of members to be processed. Running the Mass Award Update
during Finalization will make this process exponentially longer and may
result in errors.

Do NOT run a Mass Award Update while running any other
applications in the background. Bouncing between applications while
attempting to run a Mass Award Update may result in catastrophic failure,
requiring the Mass Award Update process to be completely recreated,
including the creation of the Text file with a new File name, Header name,
and Mass Update ID.

Itis VERY IMPORTANT to pay attention to each step throughout the
ENTIRE process of the Mass Update. Failure to enter any of the
information indicated throughout this guide will result in a catastrophic
error, requiring the Mass Award Update process to be completely restarted.
This includes creating a new Text file with a new File name, Header name,
and Mass Update ID to be entered in the Define Mass Update stage.

It is important to obtain the award code for the award being entered through
the Mass Update. If the award code is unknown, it can be found by using
the lookup function in Honors and Awards (in DA from the Person Profile
pagelet: select Person Profiles > Qualifications tab > Add New Honors and
Awards > Honors and Awards lookup).

Continued on next page
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Overview, Continued

Data Source Processing a Mass Update requires a Text file. The Text file may be

File created from scratch or converted from an Excel spreadsheet. Regardless
of how the Text file is created, it is important to follow the formatting
guidelines to prevent catastrophic errors when executing the Mass
Update.

e To create a Text file from scratch, see Creating a Text File to ensure
specific formatting requirements are met.

¢ To create a Text file by converting an excel spreadsheet, see
Converting a Text File to ensure duplicate or invalid Emplids are
removed from the file prior to conversion and the specific formatting
requirements are met.
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Creating a Text File for Mass Update

Introduction This section of the guide provides the procedures for creating and
properly formatting a Text file from scratch for a Mass Award Update.

Important It is extremely important to ensure the format of the Text file is correct.

Information If the Mass Award Update process fails, the Text file will need to be
recreated from scratch. A NEW Text file, Header name, and Mass
Update ID will need to be created. For example, if the original Mass
Update ID and Text file were named CGAWD1234567C, an entirely
new Text document would need to be created with the File name,
Header name, and Mass Update ID of CGAWD1234567D.

In addition, do NOT duplicate or reuse File names, Header names, or
Mass Update IDs. While the Text document may be different, Direct
Access will view the file as a duplicate and will not process. The ONLY
way to correct this, is to create an entirely new Text document with a
new File name, Header name, and Mass Update ID.

Things to Note  The Text file must contain:
when creating o A Header row (this will be the File name and Mass Update ID)
the Text file e A CG row

¢ Valid Emplids

e No Civilian or Auxiliarist Emplids (see Exception below)

e Properly formatted Emplids

e No duplicate Emplids

¢ No added spaces after Header row, CG row, or each Emplid

¢ No added lines after last Emplid

Exception: Some Civilian employees may have two profiles within
Direct Access (employee is also a CG Reservist or CG Retiree). In these
cases, if the employee is authorized an award for their service as a
Reservist or a Retiree, their Emplid may be entered into the Text file for
the Mass Update. The Mass Award Update will update the employee’s
Reserve or Retiree profile with the award.

Continued on next page
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Creating a Text File for Mass Update, Continued

Procedures See below.

Step Action
1 | Before running a Mass Update, a Text file must be created. To create the Text
file, open the Notepad application by locating the Windows icon on the task bar.

4

Google
Chrome

2 | Right click on the Windows icon and select Search.

Task Manager

Settings

File Explorer
Search

Run

Shut down or sign out

Desktop

A Search window will open. Type Notepad in the Search field.

Start typing to search for
apps, files, and settings.

ISea rch Windows

je 0%

Continued on next page
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Procedures,
continued
Step Action
4 | The Notepad application will be listed. Click on Notepad.
= | 208 Filters v

Best match
w

‘““J Notepad
- Run command

£ Notepad

A blank document will open.
& Untitled - Notepad

File Edit Format View Help

Continued on next page
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Creating a Text File for Mass Update, Continued

Procedures,
continued

Step Action

6 | On the first line, enter the Header name. This must be formatted as: CGAWD +
7 numbers + letter indicator. For example, CGAWD1234567A or
CGAWDYI876543B (It is recommended to utilize the Emplid of the technician
processing the Mass Award and add a different letter to the end of each header
name to prevent duplicate Mass Award entries and aid in identification of each
Mass Update).

Hit Enter, leaving NO spaces after the header name.

NOTE: Ifthis file is being re-created due to a catastrophic error during the Load
Mass Update process (i.e. Emplids not loaded), ensure the Mass Update ID
(Header name) has NOT been used before.

Bl Untitled - Notepad

File Edit Format Wiew Help
CAWD1234567A

7 | The second line of the file must contain CG. Hit Enter after typing CG, leaving
NO spaces.

B untitled - Notepad

File Edit Format View Help

CGAWD12345674
CG

Continued on next page
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Procedures,
continued
Step Action
8 | Add each Emplid authorized to receive the award, hitting enter after each entry,

leaving NO spaces at the end of each line.

& Untitled - Notepad

File Edit Format View Help
CLAWD1234567A
CG

9876543
5678941
3787879
3636367
5358539
1111223
7435962
8956237
9865327
7845129

Continued on next page
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Creating a Text File for Mass Update, Continued

Procedures,
continued
Step Action
9 | After the final Emplid has been entered, review the document to ensure each

Emplid was entered correctly and there are NO additional spaces or extra lines at
the end of the file. If the scroll bar allows you to scroll past the last Emplid, the
document has extra lines. Scroll to the bottom of the document, and place the
cursor on the last line available. Hit the backspace key until the cursor is sitting
directly next to the last Emplid in the list.

IMPORTANT: It is extremely important to ensure the format of the Text file
is correct. If the Mass Update process fails, the Text file will need to be reviewed
for any errors/incorrect formatting. An entirely new Text file will need to be
created with a new Mass Update ID, File name, and Header name. For example,
if the original Mass Update ID/File name/Header name was CGAWD1234567C,
a new Text file will need to be created with the Mass Update ID/File
name/Header name of CGAWD1234567D.

| Untitled - Mote =

File Edit Format View Help File Edit Format VYiew Help
9998761 - 3636367
1000001 5858589
5757597 1111223
1937481 7485962
2356798 8956237
3738395 9865327
4748492 7845129
5665957 1212121
4948474 = 9998761
3938371 1000001
2827292 5757597
4669428 1937481
5829733 2356798

3738395
4748492
5665957
4948474
3938371
2827292

A 1669438
i 58207

I 4

m

Continued on next page
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Creating a Text File for Mass Update, Continued

Procedures,
continued
Step Action
10 | Once the Header name, CG row, and Emplids have been added, and any

B Untitled - Notepad

additional spaces and lines have been removed; click File, then Save As.

Edit Format View Help
Mew Ctrl+M
Open... Ctrl+0
Save Ctrl+5
Save As...

Page Setup...

Print... Ctrl+P
Exit

Continued on next page
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Creating a Text File for Mass Update, Continued

Procedures,
continued
Step Action
11 | Select a location for the file (i.e. desktop, documents folder, etc.), then enter a

File name. It is recommended the File name be entered the same as the Header
name entered in Step 6. Ensure the file saves as a Text Document. Click Save.

NOTE: If this file is being re-created due to a catastrophic error during the Load
Mass Update process (i.e. Emplids not loaded), ensure the Mass Update ID
(Header name) has NOT been used before.

] savens
» ThisPC » Windows (C:) » Windows » System32 v O Search System32 el
™ y: ¥
Organize « New folder = e
[ This PC ~ MName Date modified Type Size ~
B 30 Objects {3DA228BE-34DA-494- AD81-66465B0774... File folder
[ Desktop 0409 File folder
\ﬂ Documents 1033 File folder
Advancedinstallers File folder
{ Downloads
af-ZA File folder
d music am-ET File folder
= Pictures ApplLocker File folder
B videos appraiser File folder
=3 Windows (C:) AppV File folder
= Apps (\\PPCIMS- ar-SA File folder
=
= Library (PPCM as-IN File folder
NetA \pC az-Latn-AZ File folder
= Nethpps be-BV File folder
= Public (WPPCMS BestPractices File folder
= Home (\ippems bg-BG File folder
= Users] (\\ppcms bn-BD File folder
< b IRD VT Cilm £mldmm &
FIELETE JCGAWD1234567A »
Save as type: | Text Documents (*.txt) ~
» Hide Folders Encoding: |ANSI ~ Cancel

12

The Text file will now indicate a file name. Close out of the Text document. The
next stage of the Mass Update (Define Mass Update) is ready to be started.

B cGAWD1234567A - Motepad

File Edit Format Wiew Help

CGAWD12345674
CG
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Formatting and Converting an Excel Spreadsheet to a Text
File

Introduction This section of the guide provides the procedures to convert an Excel
spreadsheet to a Text file required for a Mass Award Update. It also
provides guidance on removing duplicate and invalid Emplids from the
file.

IMPORTANT [t is important to create the text file from a NEW Excel spreadsheet. It
has been found that if the information from the original Excel
spreadsheet received by the requestor is copied and pasted into a Text file
incorrectly, without clearing the background formatting, it interferes with
the Mass Update process and leads to catastrophic errors.

Please follow the procedures provided in this section to ensure all
formatting requirements are met. If an error is incurred during the
Mass Update process, a new Text file will need to be created with a
new Mass Update ID and Header name with each Emplid manually
entered into the Text file (see Creating a Text File for Mass Update).

Things to Note  The Text file must contain:
when Creating o A Header row (this will be the File name and Mass Update ID)
a Text File e A CG row

¢ Valid Emplids

¢ No Civilian or Auxiliarist Emplids (see Exception below)

e Properly formatted Emplids

e No duplicate Emplids

¢ No added spaces after Header row, CG row, or each Emplid

¢ No added lines after last Emplid

Exception: Some Civilian employees may have two profiles within
Direct Access (employee is also a CG Reservist or CG Retiree). In these
cases, if the employee is authorized an award for their service as a
Reservist or a Retiree, their Emplid may be entered into the Text file for
the Mass Update. The Mass Award Update will update the employee’s
Reserve or Retiree profile with the award.

Continued on next page
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Formatting and Converting an Excel Spreadsheet to a Text

File, Continued

Procedures See below.
Step Action
1 However, the P&A Office receives the list of members authorized the mass

award (DA generated roster, unit roster, etc.), each member’s Emplid will need
to be entered into a new Excel spreadsheet.

Review the roster/spreadsheet and remove all Auxiliarist and Civilian Emplids.
The roster/spreadsheet should only include those members who are current or
prior Active Duty or Reserve (see the Exception on previous page).

Once any invalid Emplids have been removed, right click on the column

containing the Emplids and select Cop
Insert Page Layout Farmulas Data LENE View Acrobat @ Tell me what you wan
s - * —
[ & Cut Calibri -l o-A s E=o ®-  EwapTe General
- Egy Copy - —
EYStE ¥ Format Painter I u - === == Merge&Center - % -9 0 50
Clipboard [P Font [F] Alignment [P Mumber
c1 ~ f || Emplid
A B i D E F G H |
1 |Relationship Parent Deptid JEmplid |Empl Red Rank  Grade Member Last Name Member First Mame Employee g
2 |SELF 4508 1000000 0 CAPT 06 REYNOLDS MALCOLM AD
3 |SELF 4508 1111111 0 MK2 E5 TAMM RIVER AD
4 |SELF 4508 1234567 0CDR 05 WASHBURNE Z0E AD
3 |SELF 4508 2345678 0 PERS4 CWO4 WASHBURNE HOBAN AD
6 |SELF 4508 3333333 0 MKC E7 FRYE KAYLEE AD
T |SELF 4508 3456789 0YN1 E6 BOOK SHEPARD SEL
8 |SELF 4508 4444444 0 GM1 E6 COBB JAYNE AD
o IsFiE as NICrNE N4 TARR SIMON AD
Calibri ~(11 -~ A" A" % - 9% E
B I:“"&':"u{.-ﬂs"
D F F G
b Cut
[ Copy I
iy Paste Options:
C
=2 12 L4
Paste Special,
Insert
Delete
Clear Contents
D Format Cells..
Column Width...
Hide
Unhide
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Continued on next page
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Formatting and Converting an Excel Spreadsheet to a Text
File, Continued

Procedures,
continued
Step Action
2 Open a NEW Excel spreadsheet (do not create a new worksheet — this MUST

be a completely NEW file). Place the cursor in first cell of the first column.

Right click in the cell and select Paste.

Al Calibi ~|11 -~ A" & $ - % » &
B I %-Hv&*:__:*".jf;'_fg ~
A

-
2 K =:_-IIT
3 By Copy
4 m_L, Paste Options:
5 e,

! L™
6 L
7 Paste Special..
g Insert...
9 Delete...
10 : 2

Clear Contents
11
12
13 Filter ¥
14 Sort 4
15
= L 4 Insert Comment
16
17 ﬂ Format Cells...
18 Pick From Drop-down List.
19 Define Mame.
20 Py

& Hypedink...

s (v yperi

13

Continued on next page
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Formatting and Converting an Excel Spreadsheet to a Text
File, Continued

Procedures,

continued

Step

Action

3

The Emplids will populate into the NEW spreadsheet. If a column header was
copied over: Highlight the row to be deleted by clicking on the row number,

right-click and select Delete.
Home Insert Page Layout Farmulag

alla
[ 6 Cut Calibri -1 A
Ex Copy ~

Paste S s .
S ¥ Farmat Painter - 4L < '£

Clipboard ] Font
D39 h e

A B c D E
1 [Emplid ||
2 (1000000
3 (1111111

File Home Insert Page La|

ey M Cut

: |:\L| ™ Copy ~
asie |
- ¥ Format Painter -~ ER

Anal

Clipboard e

JAial  +10 <[ A AT $ v %
I =50~ A E-% 0%

B P

b Cut

3 E& Copy

4 Iy Paste Options:
o

T I

2 Paste Special...

8 Insert

:

n Clear Contents

: [5] Format Cells...

1 Row Height...

1 Hide

1! Unhide
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Formatting and Converting an Excel Spreadsheet to a Text

File, Continued

Procedures,
continued
Step Action
4 Depending on where the Emplids are copied from, it may be necessary to
convert the Emplids to a Number. If there is a formatting message attached to
the Emplids, highlight the Column A, click on the drop-down arrow, and select
Convert to Number.
File Home Insert Page Layout Form
==y
B db Cut Calibri -1
5 E@ Copy ~
aste A - i . My
= ~ Format Painter B I U
Clipboard (] Font
Al v f= | 1000000
A B | C D
1 | 1000000 v .
L&
1111111
: r MNumber Stored as Text
3 | 1234567
4 '23456?8 Convert to Number
Ls -
5 | 3333333 Help on this error
F
6 | 3456739 Ignore Error
Ld
7 | 4444424
F
< r456?890 Error Checking Options..,
¢ | 5000000

15

Continued on next page
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Formatting and Converting an Excel Spreadsheet to a Text

File, Continued

Procedures,
continued

Step Action

the default (Calibri).

to the default (11).
e Select Bold and then un-bold.
e Select No Borders.
e Select No Fill.
e Select the Center Alignment.

carried over from the original spreadsheet.

5 Highlight Column A and complete the following:
e Change the Font from the default (Calibri) to another font and then back to

e Change the Font Size from the default (11) to another font size and then back

These steps are necessary to remove any background formatting that may have

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA
i X R =
I_-l _' ICallbrl 'Ill 'IA A = ¥~ =3
F'mf- .I u -[E-2-]a .—,1._—.,_ B -
Clipboard &~ Font Alignmemnt I
A1 - i | 1000000

A ] C D E E
1 1000000
2 1111111
3 1234567
4 2345678
5 3333333
6 3456789
7 4444444
8 45678590
9 2000000
10 5000001
11 3555555
193 EETO0MNY

16

Continued on next page
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Formatting and Converting an Excel Spreadsheet to a Text
File, Continued

Procedures,
continued

Step Action

6 Once all the Emplids have been populated and formatted, they will need to be
sorted into numerical order. To do this, highlight Column A and select Data >
Sort. Ensure the Sort by field indicates Column A and Order is Smallest to

Largest. Click OK.
HOME INSERT PAGE LAYOUT FORMULAS |DATA I REVIEW VIEW ADD-INS

E ||= =] Connections 51 Y Clear E’_E [E7 Flash Fill f+= Consolidate
IS zd JAlZ
Lol Properties ) Reapply B+f Remove Duplicates E‘J What-If Analysis =
Get External Refresh z] | sert Filter Text to
Data = All~ Edit Links " T Advanced Columns %‘(@ Data Validation - Relationships
Connections Sort & Filter Data Tools
A1 - Ji || 1000000
A B C D E F G H 1 J
1 1000000 [ 2|
Sort 1

2 1111111 |
3 1234567 I +§.L Add Level ” x Delete Level ” E@ Copy Level l ’ Options... l D My data has headers

4 2345678

5 3333333 Column Sort On Crder

6 3456789 Sort by Walues |Z| I Smallest to Largest Iz‘

7 4444444

8 4567890

9 5000000

10 5000001

11 5555555

12 5678501

13 6001100 [ QK I[ Cancel ]
14 6666666

ic e T T T |

7 Now the spreadsheet will need to be reviewed for any duplicates. To do this,
return to the Home menu and highlight Column A (click on the A).
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ADD-INS
“D &4 Calibri Jn A == = General & Conditional Formatting ~
By - _ [ Format as Table -
Pajte ¢ B I U- H-A- =SE=s=E BH- $-% 0 S [ Cell Styles ~
Clipboard Font [P} Alignment [P} MNumber [P Styles
Al \ Jx || 103000
A | B C D E F G H I J K
1 103000
2 1000000
3 1010001
4 1020000
5 1030000
6 1040000
7 1050001
8 1111111
9 1212121
10 1234567
11 1213121

Continued on next page
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Formatting and Converting an Excel Spreadsheet to a Text

File, Continued

Procedures,
continued
Step Action
8 Select Conditional Formatting > Highlight Cell Rules > Duplicate Values.
EE | HOM: | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW  ADD-INS
‘_-L X P 3 F == o - = o = ;‘_Cond'rtiona! Formatting = | E=lnset ~ 2~ E‘,W IH
[y - P
Pﬂf"—‘ ¢ B I U- DA =BE=seE B $-%0 B8 DITI Highlight Cells Rules ] = Greater Than..
Clipboard 1 Font = Alignment & Number !_T\@I Top/Bottom Rules + | P LessThan_
Al - Jx | 103000 -
- . e o : : e H ] petaBars v | E=H Between..
1 103000 r
5 T E| Color Scales » = Fqual To..
3| 101000 - ‘
4 1020000 ‘Z Icon Sets g Text that Contains...
5| 1030000 =
6 1040000 B NewRule.. “E A Date Occurring...
7 1050001 E# Clear Rules 3 M
8 1111111 B Manage Rules.. | - e
9 1212121 :| Duplicate Values...
10| 1234567 More Rules...
u| 133
12 1414141
9 The format parameters will display with the default highlight color of Light Red

Fill with Dark Red Text, click OK.

FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA Ry
&D ‘?E’ Calibri AN == B
Eg -
F’avstee B I U- H-A- EE=EE BH-
Clipboard Fant M Alignment P
Al - J || 103000
A B C D E F
1 103000
2 100 Duplicate Values M
3
4
5 IE' values with | Light Red Fill with Dark Red Text IE'
6
7 [ Ok l [ Cancel ]
8
9
10 1234567
11 1313131
12 1414141
13 2121212
14 2IASRTR

Continued on next page
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Formatting and Converting an Excel Spreadsheet to a Text
File, Continued

Procedures,
continued

Step Action

10 | All duplicate Emplids will be highlighted in red. Scroll through the spreadsheet
to locate any duplicate Emplids. If duplicates are found, right click on the row
number of the row to be deleted and select Delete. Repeat for each duplicate

Emplid.
16 3456789 Calibi ~|11 -~ A" A" $~-% » &
17 4343434 B IO A--% %
18 4444444
19] 4444444 r—
20 4567890 R
21| 4567890 @ Cory
22 5000000 'y Paste Options:
3 5000001 2y 12
24 5555555 = _
Paste Special...
25 5675901 i
26 6001100 Insert
27 6666666 I Delete
<l foRiur Clear Contents
= i |_:| Format Cells...
30 FIrrrer -
21 2765432 Row Height...
32 8787878 Hide
33| 9876543 Unhide

Continued on next page
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Formatting and Converting an Excel Spreadsheet to a Text

File, Continued

Procedures,
continued
Step Action
11 Once any duplicates have been deleted, it is important to review the list of

Emplids to ensure they are formatted correctly. Scroll through the entire list of
remaining Emplids and correct or delete any that are formatted incorrectly (i.e.
too many characters, too few characters, special characters or letters). Refer to
Step 8 for instructions on deleting a row.

NOTE: Any invalid Emplids will need to be researched to determine what they
should be and if they should be issued the award. To avoid delays in running
the Mass Award Update, it is recommended that awards for these Emplids be
entered individually upon completion of the research.

FILE HOME = INSERT  PAGE LAYOUT
ﬂ x k. b
D Calibri 111 -~ A A
Eg -

Paste ¢ B I U - - O-A- 1

Clipboard ra Font P
Al - fx | 103000

A B C D

1 103000 l

2 1000000

3 1010001

4 1020000

5 1030000

[ 1 OANWNY

Continued on next page
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Formatting and Converting an Excel Spreadsheet to a Text

File, Continued

Procedures,
continued

Step Action

second row.

12 | Once the spreadsheet has been reviewed to ensure all Emplids listed are valid
and in numerical order, two rows need to be added to the beginning of the list.
Highlight Row 1, right click, and select Insert. Repeat this process to insert a

HOME INSERT PAGE LAYOUT

2% =
[t Calibn *fl1 ~| A A
| Ei"l v
Paste B I U -~ -
- ¥ - ’

Clipboard = Font

A Calibri ~ |11

B I BS Py o = e et t—lf: oo ~
L 00 3.0 D

FORMULAS

o T P

- A A %% * = poooo

= 4

="

Alignm

1 I A

X Cut

P

3 Copy

]
|

i Paste Options:
o

Paste Special...

L%, -

Insert

W G =] h

Delete

=4
=]

Clear Contents

(=
ok

-| Eormat Cells..

=t
)
|

Row Height..

o
e

{ide

=
I

Unhide

-
3]
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Formatting and Converting an Excel Spreadsheet to a Text
File, Continued

Procedures,
continued

Step Action

13 | In Row 1: Enter a Mass Update ID (Header name). This must be formatted
as: CGAWD + 7 numbers + letter indicator. For example, CGAWD1234567A
or CGAWDY876543B (It is recommended to utilize the Emplid of the
technician processing the Mass Award and add a different letter to the end of
each header name to prevent duplicate Mass Award entries and aid in
identification of each Mass Update).

In Row 2: Enter CG.

NOTE: Ifthis file is being re-created due to a catastrophic error during the
Load Mass Update process (i.e. Emplids not loaded), ensure the Mass Update

ID EHeader name) has NOT been used before.
HOME IMSERT PAGE LAYOUT FORMULA
mlls =
[j Calibri 11 A A T ==
B ~
Paste ., B I U- H. H-A- ===
Clipboard Font Fa Align
112 S fr
A E C D
1 CEAWD1234567A
2 Ca
3 1000000
4 1010001
] 1020000
& 1030000
7 1040000
8 1050000
9 1111111
10 1234567
11 2345678
121 3333233

Continued on next page
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Formatting and Converting an Excel Spreadsheet to a Text
File, Continued

Procedures,
continued
Step Action
14 | Once the spreadsheet is populated with all the Emplids to be awarded and Rows

1 & 2 have been populated, the spreadsheet is ready to be saved as a Text file.

To do this, select File.

HOME | INSERT  PAGE LAYOUT FORMULA
ol - TNy T
D b Calibri 1 ~|A A — =
Epy ~ :
Paste ” BI U~ H-OD-A-=E=E=
Clipboard Font ra Aligr|
112 M f:
A B C D
1 CGAWD1234567A
2 cG

15

Select Save As. Click Browse and select a location to save the file.

Save As

OneDrive
Other Web Locations
Computer

Add a Place

Account

Options

Add-Ins -

Bool3 - Excel

EI;I Computer

Recent Folders
Z:
My Personal Playground
E: » My Personal Playground

3PM
Z:» 3PM

631 Guides
E: = 631 Guides

Downloads
C:» Users » PPC PD 15 = Downloads

My Documents

Desktop

Browse

23
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Formatting and Converting an Excel Spreadsheet to a Text
File, Continued

Procedures,
continued
Step Action
16 | Enter a File Name. It is recommended the file name be the Mass Update ID.

For example, the Mass Update ID is CGAWD1234567A so the File name
entered is CGAWD1234567A. Using the Save as type drop-down, select Text
Tab delimited) and click Save.

.+ Computer » USB DISK (E) » Mass Award Update - | +y | | Search Mass Award Update ye |
Organize + Mew folder 4= - .@.
3 Documents a Mame Date modified Type Size
rJ'- Music
] Pictures No items match your search,
E Videos
HE‘ Homegroup L
™ Computer
&, os(c)
= USB DISK (E:)
5 shared (\192.168 ~ « | T 3
File name: I CGAWD1234567A 'I
Save astype:IText (Tab delimited) vI
Authors: PPCPD 15 Tags: Add a tag
~ Hide Folders Tocols - I Save I [ Cancel ]

17

A warning message will display. Click Yes.

Microsoft Excel ﬁ

S5ome features in your workbook might be lost if you save it as Text (Tab delimited).

Do you want to keep using that format?

[ Yes I [ Mo ] [ Help

Continued on next page
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Formatting and Converting an Excel Spreadsheet to a Text
File, Continued

Procedures,
continued

Step Action
18 | A Text file will be saved to the location selected in Step 15. Close out of the
Excel Spreadsheet. Locate the Text file and double-click to open.

Lol Comper s USSDSCE) > Moseimrapame )
Organize - Share with = Burn Mew folder
‘¢ Favorites i Mame ’ Date modified Type Si
B Deskop | ceawpizzasera Text Document |
& Downloads B3 CGAWD1234567A Microsoft Excel W...
& OneDrive [@¥] Mass Award Spreadsheet (revised) Microsoft PowerP...
= Recent Places %] Mass Award Update (revised) 7/22/2019 8:39 AM Microsoft PowerP...
£:] Unit Roster 7/23/2019 7:53 AM Microsoft Excel C...
4 Libraries
3 Documents
r\. KA .

19 | Ensure the information and format established in the Excel spreadsheet carried
over in its entirety to the Text file.

| CGAWD12345674A - Notepad = | B |-

File Edit Format Wiew Help
CGAWDLZ234567A -

CG

1000000
1010001
1020000
1030000
1040000
1050000
1113131
1212121
1234567
2345678
3333333
3456789
4444444
4567890
5000000
5000001
5555555
5678901
6001100
6666666
7676767
8765432
8787878
OR7AR5A4 3

m

Continued on next page
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Formatting and Converting an Excel Spreadsheet to a Text
File, Continued

Procedures,

continued

Step

Action

19
(cont.)

While the procedures directed in Step 3 should’ve ensured all background
formatting and extra spaces were removed, it is always best to review the Text
file for any formatting errors prior to moving onto the next phase of the Mass
Update.

One way to ensure there are no extra spaces in the Text file: Highlight the
entire list of Emplids, then scroll through the list to ensure there are no extra
spaces at the end of each row. Delete any extra spaces found (there should be
a hard return after each Emplid except the last Emplid). The cursor should sit
directly next to the last Emplid in the list (see Step 9 of Creating a Text File for
Mass Update for proper formatting of a Text file).

IMPORTANT: It is extremely important to ensure the format of the Text
file is correct. If the Mass Update process fails, the Text file will need to be
reviewed for any errors/incorrect formatting. A NEW Mass Update ID/
Header name and Text file name will need to be created. For example, if the
original Mass Update ID/Header/Text file name was CGAWD1234567C, the
new Mass Update ID/Header/Text file name will be CGAWD1234567D.

| CGAWD1234567A - Notepad . e e

File Edit Format WView Help

«—— Extra Spaces — these need to be
removed.

m

20

Save any changes made and exit out of the Text file. The next stage of the
Mass Update (Define Mass Update) is ready to be started.
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Define Mass Update

Introduction

Important
Information

Procedures

This section of the guide provides the procedures for a P&A Office to
define the parameters for a Mass Update in Direct Access (DA). This is
the first stage of the Mass Update process.

Do NOT run a Mass Award Update during Finalization. Running a
Mass Award Update can be a very time consuming process depending on the
number of members to be processed. Running the Mass Award Update
during Finalization will make this process exponentially longer and may
result in errors.

Do NOT run a Mass Award Update while running any other
applications in the background. Bouncing between applications while
attempting to run a Mass Award Update may result in catastrophic failure,
requiring the Mass Award Update process to be completely recreated,
including the creation of the Text file with a new File name, Header name,
and Mass Update ID.

Itis VERY IMPORTANT to pay attention to each step throughout the
ENTIRE process of the Mass Update. Failure to enter any of the
information indicated throughout this guide will result in a catastrophic
error, requiring the Mass Award Update process to be completely restarted.
This includes creating a new Text file with a new File name, Header name,
and Mass Update ID to be entered in the Define Mass Update stage.

See below.

Step

Action

1 Click on the Mass Updates tile.

Mass Updates

1.5 | Select the Define Mass Update option.

7 Define Mass Update

Create Mass Updates
Report Mass Updates
F1 Manage Mass Updates
| Execute Mass Updates
Delete Mass Updates

7 Load Mass Updates

27

Continued on next page



17 April 2023

Define Mass Update, Continued

Procedures,
continued
Step Action
2 The Define Mass Update page will display. Click Add a New Value tab.
Define Mass Update

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

¥ Search Criteria

Mass Update ID | begins with[v] | ||
Description beginswithﬂ

Mass Update Status | = [v] [v]

[JCase Sensitive

‘ Search | Clear Basic Search ¥ Save Search Criteria

3 Enter the Mass Update ID (this was the header name entered in row 1 of the
Text file created in the Formatting a Text File section of this guide). Click Add.

REMEMBER: Itis VERY IMPORTANT to pay attention to each step
throughout the ENTIRE Define Mass Update process. Failure to correctly
enter any of the information indicated throughout the steps in this section will
result in catastrophic failure, requiring the Mass Award Update process to be
completely restarted, including the creation of a new Text file with a new File

name, Header name, and Mass Update ID.

Define Mass Update

Find an Existing Value Add a New Value

Mass Update ID |CGAWD1234567A

Add

Continued on next page
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Define Mass Update, Continued

Procedures,
continued
Step Action
4 Enter the long title of the award in the Description field. Enter the award code

in the Short Desc field (see Before You Begin section of this guide for
information on obtaining the award code). The Reference Date will default to
the current date. This may be left as is or enter the issue date of the award in the
Reference Date field.

Click the Common Changes tab.

Define MU Common Changes

Mass Update ID

*Description
Short Desc

Status

Copy From

*Reference Date

‘ Save | Notify

CGAWD1234567A

Additional Changes

Summary

CG Unit Commendation Ribbon

CGMA

® Add a New Effective Date

New

Process Mode Options

06/01/2019  [zzz]

:

[ Include Eligible Future Rows

O Correct Current Information

Add Update/Display

29

Continued on next page
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Define Mass Update, Continued

Procedures,
continued
Step Action
5 Leave the Select By field blank. Expand the Individuals section by clicking the
arrow.
Define MU Commeon Changes Additional Changes Summary
Mass Update ID CGAWD1234567A
Description CG Unit Commendation Ribbon
Population Selection Criteria
F Q 1-1of 1[v] View All
*Select By
V1] + -
E’\dividuals
Data Changes
H Q 11 of 1[¥] View All
*Seq Nbr *Section *Element Copy Forward
1 & & O + -
| Save Notify Add Update/Display

30

Continued on next page
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Define Mass Update, Continued

Procedures,
continued

Step Action

6 From the Text file of Emplids for the Mass Update, enter the first Emplid in
the list (immediately under CG row). Leave the *Process field at Include (this
will ensure that member will be included in the Mass Award Update).

Define MU Common Changes Additional Changes Summary

Mass Update ID CGAWD1234567A
Description CG Unit Commendation Ribbon

Population Selection Criteria

B Q 1-1 of 1[Vv] View All

“Select By

¥ Individuals

B Q 1-10f1]v] View All
“Empl ID Empl Record Name “Process
0Q Include  |v] + -
Data Changes
B Q 1-1 of 1[Vv] View All
“Seq Nbr *Section *Element Copy Forward
1 [~ & | +| -

‘ Save Notify Add Update/Display

Continued on next page
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Define Mass Update, Continued

Procedures,
continued
Step Action
7 Seq Nbr 1: Under Data Changes, using the *Section drop-down, select Profile
Management. Using the *Element drop-down, select Profile Type. Under
Character Value, enter Person or use the lookup and select Person. Click the (+)
button to add an additional row.
Define MU Common Changes Additional Changes Summary
Mass Update ID CGAWD1234567A
Description CG Unit Commendation Ribbon
Population Selection Criteria
FE Q 1-1 of 1[™¥] View All
*Select By
v + -
¥ Individuals
B Q 110 1[¥] View Al
*Empl ID Empl Record Name *Process
1000000 Q 0Q | Malcolm Reynolds Include  [v| + -
Data Changes
5 Q 1-1 of 1[¥] View Al
*Seq Nbr “Section *Element Character Value
1 I Profile Management v| I I Profile Type ﬂl IPERSON Q I -
| Save I Notify Add Update/Display
8 Seq Nbr 2: Using the *Section drop-down, select Honors and Awards. Using
the *Element drop-down, select Honor and Award. Under Character Value,
enter the Short Desc (award code) from Step 5 or use the lookup to search for
the Character Value. Click the (+) button to add an additional row.
Data Changes
H Q 1-2 of 2[v] View All
*Seq Nbr *Section *Element Character Value Copy Forward
1 Profile Management V] Profile Type V] PERSON Q + -
2 IHunors and Awards V] I IHonor and Award V] I ICGMA Q I O -
‘ Save Notify Add Update/Display

Continued on next page
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Define Mass Update, Continued

Procedures,
continued

Step Action

9 Seq Nbr 3: Using the *Section drop-down, select Honors and Awards. Using
the *Element drop-down, select Status. Under Character Value, enter A (for
Active). Click the (+) button to add an additional row.

Data Changes
5 Q 130f3[V] View All
*Seq Nbr *Section *Element Character Value Copy Forward
1 Profile Management v Profile Type v PERSON Q + -
2| Honors and Awards V| Honor and Award V| CGMA Q O + -—
3 I Honors and Awards ﬂl I Status v| I IA Q I O -
‘-“'ll Notify Add || Update/isplay

10 | Seq Nbr 4: Using the *Section drop-down, select Honors and Awards. Using
the *Element drop-down, select From Date. Under Date Value, enter the date
the award period began (if the award only has an issue date, leave blank).
Click the (+) button to add an additional row.

Data Changes
B Q 14 of 4[v] View All
*SeqNbr “Section “Element Character Value Date Value Copy Forward
1 Profile Management [v] Profile Type [v] PERSON Q + -
2 Honors and Awards v Honor and Award v CGMA Q O + -
3| Honors and Awards [v| Status [v| A Q O + -
4 IHonors and Awards [v] I IFrom Date ﬂl O -
‘ Save Notify Add Update/Display

11 | Seq Nbr 5: Using the *Section drop-down, select Honors and Awards. Using
the *Element drop-down, select To Date. Under Date Value, enter the date the
award period ended (if the From Date value was left blank, leave the To Date
field blank). Click the (+) button to add an additional row.

Data Changes
5 Q 15 0f 5[¥] View All

*“Seq Nbr *Section *Element Character Value Date Value Copy Forward

1 Profile Management V| Profile Type v PERSON Q B -

2 Honors and Awards v| Honor and Award v CGMA Q O B -

3 Honors and Awards v| Status v A Q O + -

4 Honors and Awards v| From Date [v] 01/01/2019 O - -

5 IHonors and Awards ﬂl ITo Date ﬂl W ] -
‘sl] Notify Add | Update/Display

Continued on next page
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Define Mass Update, Continued
Procedures,
continued
Step Action
12 | Seq Nbr 6: Using the *Section drop-down, select Honors and Awards. Using

the *Element drop-down, select Approval Date. Under Date Value, enter the
date the award was signed by the authorization authority.

Data Changes
B Q 1-60f 6 [¥] View Al
*Seq Nbr *Section “Element Character Value Date Value Ffmy 0
1 Profile Management v Profile Type V| PERSON + -
2 Honors and Awards v Honor and Award V| CGMA Q m} -+ -
3 Honors and Awards v Status v A Q O -+ -
4 Honors and Awards v From Date v 01/01/2019 O + -
5 Honors and Awards [v] To Date v 05/31/2019 O + -
6 I Honors and Awards ﬂl I Approval Date ﬂl O + -
‘ Save Notify Add Update/Display
13 | Seq Nbr 7: Using the *Section drop-down, select Honors and Awards. Using
the *Element drop-down, select Grantor. Under Character Value, enter the
authority authorizing the award or leave blank (this field is limited to 20
characters).
Click Save.
NOTE: Do not use any special characters other than quotations. For example,
LANTAREA “O” DEV is acceptable. All other special characters will result in
an error. Ensure the Character Value field does not exceed 20 characters
(includes spaces) or the Mass Update will result in an error that won’t present
itself until the final Execute phase.
Data Changes
H Q 17 of 7[¥] View All
*Seq Nbr *Section *Element Character Value Date Value F::r‘:rayrd
1 Profile Management v Profile Type V| PERSON Q + -
2 Honors and Awards v Honor and Award V] CGMA Q ] + -
3 Honors and Awards [v] Status v| A Q m} e -
4 Honors and Awards V| From Date V| 01/01/2019 O +4 -
5 Honors and Awards v To Date v 05/31/2019 O + -
6 Honors and Awards v Approval Date V| 06/15/2019 ] + -
7 I Honers and Awards ZI IGramol ﬂl I Serenity "O" Device Q l O + -
I Save | Notify Add Update/Display
14 | Once the data has been saved, return to the DA Home screen. Continue with the

next section of this guide: Load Mass Update.

34



17 April 2023

Load Mass Update

Introduction

Important
Information

Procedures

This section of the guide provides the procedures for a P&A Office to run
the second stage of the Mass Update in Direct Access (DA). This stage
loads the Text file of Emplids for the Mass Award Update.

Do NOT run a Mass Award Update during Finalization. Running a
Mass Award Update can be a very time consuming process depending on the
number of members to be processed. Running the Mass Award Update
during Finalization will make this process exponentially longer and may
result in errors.

Do NOT run a Mass Award Update while running any other
applications in the background. Bouncing between applications while
attempting to run a Mass Award Update may result in catastrophic failure,
requiring the Mass Award Update process to be completely recreated,
including the creation of the Text file with a new File name, Header name,
and Mass Update ID.

Itis VERY IMPORTANT to pay attention to each step throughout the
ENTIRE process of the Mass Update. Failure to enter any of the
information indicated throughout this guide will result in a catastrophic
error, requiring the Mass Award Update process to be completely restarted.
This includes creating a new Text file with a new File name, Header name,
and Mass Update ID to be entered in the Define Mass Update stage.

See below.

Step

Action

1

Click on the Mass Updates tile.

Mass Updates

1.5

Select the Load Mass Updates option.

Define Mass Update

Create Mass Updates

- Report Mass Updates

7 Manage Mass Updates

Execute Mass Updates
Delete Mass Updates

Load Mass Updates

Continued on next page
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Load Mass Update, Continued

Procedures,
continued

Step Action
2 The Load Mass Updates page will display. Select the Add a New Value tab.
Load Mass Updates

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Search by.  Run Control 1D begins with |

[l case Sensitive

Search Advanced Search

3 | Enter a Run Control ID (this will be the Mass Update ID used during the Define
Mass Update process and established in the Text file). Click Add.

REMEMBER: Itis VERY IMPORTANT to pay attention to each step
throughout the ENTIRE Load Mass Update process. Failure to correctly
enter any of the information indicated throughout the steps in this section will
result in catastrophic failure, requiring the Mass Award Update process to be
completely restarted at the Define Mass Update stage, including the creation of a
new Text file with a new File name, Header name, and Mass Update ID.

Load Mass Updates

Find an Existing Value Add a New Value

Run Confrol IDJCGAWD123456TA |

Add

Continued on next page
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Load Mass Update, Continued

Procedures,
continued

Step Action
4 The Inbound Interface will open. In the *File Handle field, enter L.

Inbound Interface

Run Control ID CGAWD1234567A Report Manager Process Monitor Run

Personalize | Find | (2 | [ First ‘4 10f1 2/ Last

*File Handle Attached File Add Attachment Delete Attachment

Add Attachme | Delete Attachmer (+] [=]

|Flsave ||[=]Notify =% Add | Update/Display

5 Click Add Attachment.

Inbound Interface

Run Control ID CGAWD1234567A Report Manager Process Monitor Run

Personalize | Find | Y | B First ‘4 10f1 "} Last

*File Handle Attached File Add Attachment Delete Attachment

1)L Add Attachme Delete Attachmer [+] [=]

|5l save | |[=] Notify =4 Add | Update/Display

6 | Using the Browse button, locate the Text file of Emplids for this Mass Update
(created in the first section of this guide). Click Upload.

File Attachment

Help

E-\Mass Award Update\CGAWD1234567 txt

Continued on next page
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Load Mass Update, Continued

Procedures,
continued

Step Action
7 Ensure the correct file populated. Click Run.

Inbound Interface

Run Control ID CGAWD1234567A Report Manager Process Monitor Run

Personalize | Find | £ First ‘4 10f1 '} Last

*File Handle Attached File Add Attachment Delete Attachment

1)L | CGAWD1234567A ixt | " "Add Attachme Delete Attachmer ] [=]

1l Save | |[Z] Notify £y Add | Update/Display

8 The Process Scheduler Request page will display with a Process List. Using the
Server Name drop-down, select PSUNX. Ensure the CG_AWD_ BULK process
is checked. Click OK.

Process Scheduler Request
User D 9193501 Run Control ID CGAWD1234567A
Server Name | PSUNX v| Run Date |07/24/2019 B
Recurrence | v| Run Time [11:52:17AM Reset to Current Date/Time
Time Zone Q

Process List

Select Description Process Name Process Type *Type *Format Distribution
@ CG_AWD_BULK CG_AWD_BULK  Application Engine [Web  ~|[TXT | Distribution
Cancel

Continued on next page
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Load Mass Update, Continued

Procedures,
continued

Step Action
9 The Inbound Interface will re-display with a Process Instance number. Select
Process Monitor.

Inbound Interface

Run Control ID CGAWD1234567A Report Manager | Process Monitor I

Process Instance: 732241

Personalize | Find | £ | [ First ‘4’ 10f1 "}/ Last

*File Handle Attached File Add Attachment Delete Attachment
1L CGAWD123456TA b Add Attachme Delete Attachmer [+ =]
[§lSave ||[=] Notify =L Add 2| Update/Display

10 | The Process List will display. The Run Status may initially indicate Queued or
Processing. Click the Refresh button until the Run Status updates to Success
and the Distribution Status indicates Posted. This may take a considerable
amount of time depending on the size of the Text file. Continue to click the
Refresh button periodically.

Process List Server List

View Process Request For

User ID | 9193501 Q Type v Last v 1 Days v
Server M Name Q Instance Instance
From To
Run ™ Distribution Status [7]| ™ save OnRefresh

Status
Process List

5 Q 1-1 of 1[v] | View Al
Select Instance Seq.  Process Type Process Name User Run Date/Time Run Status gg:j:ulion Details
732241 Application Engine CG_AWD_BULK 9193501  07/24/2019 11:5217AM PDT | Success Posted Details

Go back to Inbound File Interfaces

‘ Save Notify

Continued on next page
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Load Mass Update, Continued

Procedures,
continued
Step Action
11 | Once the process has posted successfully, click Details.
| Process List | Server List

View Process Request For

UserID 9193501 QA Type ¥ Last v 1) Days ] " Refresh
Server ¥ Name Q Instance Instance
From To
Run v Distribution Status [v] I Save On Refresh

Status
Process List

5 Q 1-10f1[v] | View Al
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status [S)‘l:Engon Details

732241 Application Engine CG_AWD_BULK 9193501  07/24/2019 11:52:17TAM PDT Success Posted

Go back to Inbound File Interfaces

‘ Save Notify

12 | The Process Detail will display. Click View Log/Trace.
Process Detail

Process
Instance 732241 Type Application Engine
Name CG_AWD_BULK Description CG_AWD_BULK
Run Status  Success Distribution Status Posted
Run Update Process
Run Control ID  CGAWD1234567A Hold Request

. Queue Request
Location Server i

Server PSUNX

Cancel Request

‘Delete Request

Recurrence Re-send Content Restart Request
Date/Time Actions
Request Created On  07/24/2019 11:53:16AM PDT Parameters Transfer

Message Log View Locks

View Log/Trace

Run Anytime After  07/24/2019 11:52:17AM PDT
Began Process At 07/24/2019 11:53:37AM PDT
Ended Process At 07/24/2019 11:53:52AM PDT

‘ oK | Cancel

Continued on next page
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Load Mass Update, Continued

Procedures,
continued

Step Action
13 | Click the AE_ CG_AWD BULK ######.stdout file. This file will list all the
Emplids processed and their status.

View Log/Trace
Report
ReportID 727941 Process Instance 732241
Name CG_AWD_BULK Process Type Application Engine

Run Status  Success

CG_AWD_BULK
Distribution Details

Distribution Node RPTNODE Expiration Date  07/31/2019
File List
Name File Size (bytes) Datetime Created

AE_CG_AWD_BULK 732241 stdout | 5 ga3

07/24/2019 11:53:52.114783AM PDT

Distribute To

Distribution ID Type *Distribution ID
User 9193501
Return

Continued on next page
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Load Mass Update, Continued

Procedures,
continued
Step Action
14 | The file will open in a new window. Review the list to determine if any Emplids

failed to process. All ‘failed” Emplid(s) will need to be researched for validity.
If the ‘failed” Emplid(s) is determined to be valid, it will need to be entered into
DA individually using the Honors and Awards guide. Make a note of all ‘failed’
Emplids and ‘X’ out of page to return to DA.

IMPORTANT: When the Award Bulk Load runs correctly, the first Emplid
(entered in Step 6 of the Define Mass Update stage, pulled from the Text file)
will state ‘Insert Failed’. However, the Emplid should appear in numerical order
within the list of Emplids ready for execution in the Manage Mass Update stage.

Reasons an Emplid will fail:
e Emplid is a duplicate entry
e Emplid is formatted incorrectly
e Emplid does not exist

e Emplid belongs to a Civilian/Auxilliarist/Retiree

PeopleTools B.56.12 - application Engine Server
Ccu;_;lnyr"'ight {c) 1988-2019 oracle and/or its affiliates.
All rRights Reserved

PSAESRV started service reguest at 11.53.37 2019-07-24

Award Bulk Load Process Started - 2019-07-24-11.53. 38. 000000 (0,0)

Insert Failed for - 1000000 (0,0) I—»See IMPORTANT

1010001 - Loaded (0,0)
1020000 - Loaded (0,0)
1030000 - Loaded (0,0)
1040000 - Loaded (0,0)
1050000 - Loaded (0,0)
1111111 - Loaded (0,0)

Emplid does not exist in the system - 1212121 (0,0) I

1234567 - Loaded (0,0)
2345678 - Loaded (0,0)
B7B7BY8 - Loaded (0,0)

9876543 - Loaded (0,0)
application Engine program CG_AWD_BULK ended normally

PSAESRY completed service reguest at 11.53.38 2019-07-24

15

Return to the Home page and continue with the next section of this guide:
Create Mass Update.
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Create Mass Update

Introduction

Important
Information

Procedures

This section of the guide provides the procedures for the P&A Office to
create a Mass Update in Direct Access (DA) using the parameters
outlined in the Create Mass Update and Load Mass Update sections of
this guide. This is the third stage of the Mass Update process.

Do NOT run a Mass Award Update during Finalization. Running a
Mass Award Update can be a very time consuming process depending on the
number of members to be processed. Running the Mass Award Update
during Finalization will make this process exponentially longer and may
result in errors.

Do NOT run a Mass Award Update while running any other
applications in the background. Bouncing between applications while
attempting to run a Mass Award Update may result in catastrophic failure,
requiring the Mass Award Update process to be completely recreated,
including the creation of the Text file with a new File name, Header name,
and Mass Update ID.

Itis VERY IMPORTANT to pay attention to each step throughout the
ENTIRE process of the Mass Update. Failure to enter any of the
information indicated throughout this guide will result in a catastrophic
error, requiring the Mass Award Update process to be completely restarted.
This includes creating a new Text file with a new File name, Header name,
and Mass Update ID to be entered in the Define Mass Update stage.

See below.

Step

Action

1 | Click on the Mass Updates tile.

Mass Updates

Define Mass Update

Create Mass Updates

| Report Mass Updates
7 Manage Mass Updates
F1 Execute Mass Updates

Delete Mass Updates

F 1 Load Mass Updates

1.5 | Select the Create Mass Updates option.

Continued on next page
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Create Mass Update, Continued

Procedures,
continued

Step Action
2 | On the Find an Existing Value tab, enter the Run Control ID (enter the Mass
Update ID used in the previous two stages). Click Search.

Create Mass Updates

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

* Search Criteria

Run Control ID | begins withﬂ CGAWD1234567A

[ICase Sensitive

Search Clear Basic Search & Save Search Criteria

3 | The Create Mass Updates action page will display.
Create Mass Updates

Run Control ID  CGAWD1234587A Report Manager Process Monitor Run
Language | ETEIN>]
Mass Updates

B Q 1-10f 1[¥]
*Seq *Mass Update ID Description Mass Update Status
1 Q + -
| Save | Return to Search Notify Add Update/Display

Continued on next page
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Procedures,
continued

Step

Action
4

Using the lookup, select the Mass Update ID from the search results or type in

the Mass Update ID in the *Mass Update ID field. Click Run.
Create Mass Updates

Run Control ID  CGAWD1234567A

Report Manager Process Monitor
Language |English [V

Mass Updates

5 Q 11 of 1[v]
“Seq *Mass Update ID Description Mass Update Status
1 ICGAWD1234567A Q I GG Unit Commendation Ribbon New + —
| Save | Return to Search Notify Add Update/Display
5 | The Process Scheduler Request will display. Ensure the Server Name is set at
PSUNX and Mass Update Selection is checked. Click OK.
Process Scheduler Request
UserID 9193501 Run Control ID  CGAWD123456TA
Server Namel ﬂl Run | 07/24/2019
Date
Recurrence ﬂ Run 11:58:31AM Reset to Current Date/Time
Time
Time Zone Q
Process List
Select  Description Process Name Process Type *Type -Format Distribution
Mass Update Selection HR_MASS_PREP Application Engine Web ﬂ TXT ﬂ Distribution
6

The report parameters page will re-display. A Process Instance number will
opulate. Click Process Monitor.
Create Mass Updates

Run Control ID  CGAWD1234567A Report Manager Process Monitor “Run

Language |English [v|

Process Instance: 732242
Mass Updates

HF Q 1-1 of 1[™]
*Seq *Mass Update ID Description Mass Update Status
1 CGAWD1234567A Q CG Unit Commendation Ribbon  New A -
‘ Save I Return to Search Notify Add Update/Display

Continued on next page
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Create Mass Update, Continued

Procedures,
continued

Step Action

7 | The Process List will display. The Run Status may initially indicate Queued or
Processing. Click the Refresh button until the Run Status updates to Success and
the Distribution Status indicates Posted. This may take a considerable amount of
time depending on the size of the original Text file. Continue to click the Refresh
button periodically.

Once the process has posted successfully, click Save.

Process List Server List

View Process Request For

User D | 9193501 Q| 1ype v Last & 1 Days  |v|
Server v Name Q Instance Instance
From To
Run ™ Distribution Status [v] [ Save OnRefresh

Status

Process List

5 Q 1-2 of2[v| | View Al
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status [S):::Li:utinn Details
732242 Application Engine  HR_MASS PREP 9183501 07/24/2019 11:58:31AM PDT I Success Posted IDetaHs
732241 Application Engine  CG_AWD_BULK 9193501 07/24/2019 11:52:17AM PDT  Success Posted Details

Go back to Create Mass Updates

I Save I Notify

8 | At this stage, the Mass Update has been created. Return to the Home page and
continue with the next section of this guide: Manage Mass Update.
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Manage Mass Update

Introduction This section of the guide provides the procedures for a P&A Office to

manage the Mass Update in Direct Access (DA) to ensure it has loaded
correctly. This is the fourth stage of the Mass Update process.

Important Do NOT run a Mass Award Update during Finalization. Running a
Information Mass Award Update can be a very time consuming process depending on the

number of members to be processed. Running the Mass Award Update
during Finalization will make this process exponentially longer and may
result in errors.

Do NOT run a Mass Award Update while running any other
applications in the background. Bouncing between applications while
attempting to run a Mass Award Update may result in catastrophic failure,
requiring the Mass Award Update process to be completely recreated,
including the creation of the Text file with a new File name, Header name,
and Mass Update ID.

Itis VERY IMPORTANT to pay attention to each step throughout the
ENTIRE process of the Mass Update. Failure to enter any of the
information indicated throughout this guide will result in a catastrophic
error, requiring the Mass Award Update process to be completely restarted.
This includes creating a new Text file with a new File name, Header name,
and Mass Update ID to be entered in the Define Mass Update stage.

Procedures See below.
Step Action
1 | Click on the Mass Updates tile.

Mass Updates

1.5

Select the Manage Mass Updates option.
7 Define Mass Update

Create Mass Updates

Report Mass Updates

5 Manage Mass Updates|

F1 Execute Mass Updates

7 Delete Mass Updates
F1 Load Mass Updates

Continued on next page
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Manage Mass Update, Continued

Procedures,
continued

Step Action
2 | The Manage Mass Updates page will display. Using the lookup, select the Mass
Update ID from the search results or type in the Mass Update ID (this is the same

Mass Update ID used in the previous stages).
Manage Mass Updates v

» Running Instances

Search Criteria

Mass Update ID QI
Section ﬂ
Element ﬂ
Empl ID Q
Transaction Status ﬂ Search

‘ Save | Notify

3 Click Search.

NOTE: If the Names and Emplids do not populate immediately, click Search
again. Do not click Save until the Names and Emplids populate (see Step 4 for
an example).

Manage Mass Updates K
» Running Instances
Search Criteria
Mass Update ID | CGAWD1234567A Q CG Unit Commendation Ribbon Initiated
Section ﬂ
Element ﬂ
Empl ID Q
Transaction Status v Search
‘ Save | Notify

Continued on next page
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Manage Mass Update, Continued

Procedures,
continued
Step Action
4 A list of members scheduled to receive the award will be listed. Ensure the

number of members receiving the award as listed in the original Text file
matches the number of members listed under Total Transactions per
Status. If any members (Emplids) are missing, they will need to be entered
individually in DA (see the Honors and Awards guide).

Regardless of how the Emplids are listed in the Text file, the Emplids will be
listed in numerical order from smallest to largest with the exception of the
smallest Emplid, which will be listed last in the list (see below) in this phase.
Review the entire list to ensure each Emplid indicates a Transaction Status of
Ready.

Manage Mass Updates K]

» Running Instances

Search Criteria

Mass Update ID  CGAWD1234567A QG Unit Commendation Ribbon Initiated
Section v
Element v
Empl ID Q
Transaction Status ﬂ

» Total Transactions per Status

2| 110 25 on 67

Mass Update Transactions

Empl *Transaction

Mass Update ID Person ID Record Name Status Details Execute

CGAWD1234567A 1010001 0 Inara Serra Ready V] B Execute -
CGAWD1234567A 1020000 0 Saffron Ready V] ) Execute -—
CGAWD1234567TA 1030000 0 Mr. Universe Ready ﬂ B Execute —
CGAWD1234567A 1040000 0 Cinnamon Ready v B Execute -

Continued on next page
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17 April 2023

Manage Mass Update, Continued

Procedures,
continued
Step Action
4 IMPORTANT: When the Mass Update runs correctly, the first Emplid
(cont.) | (entered in Step 6 of the Define Mass Update stage) will state ‘Insert Failed’ in
the review conducted at the end of the Load Mass Update stage, Step 15.
However, the Emplid should appear last within the list of Emplids ready
for execution in this stage.
For example: This Mass Update processed 67 members. The Emplid,
‘1000000’ (entered in Step 6 of the Define Mass Update stage and indicated
‘Insert Failed’ in the Load Mass Update review Step 15) processed correctly
when reviewing the Emplids in this stage.
After review is complete, click Save.
NOTE: Ifitis discovered a member is ineligible for the award prior to the
completion of the final phase, click the (-) button for that Emplid and it will be
removed from the Mass Update.
} Total Transactions per Status
[T T 42 to 67 on 67
Mass Update Transactions
Mass Update ID Person ID Erenolﬂrd Name "S'I;:l'::action Details Execute
CGAWD1234567A 8787878 0 Badger Ready ﬂ B Execute B
CGAWD1234567A 9876543 0 The Operative Ready ﬂ B Execute -
CGAWD1234567A 1000000 0 Malcolm Reynolds Ready ﬂ B Execute -
[Fswve | oy
5 Upon saving, the Mass Update is ready to be executed. Return to the Home
page and continue with the next section of this guide: Execute Mass Update.
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Execute Mass Update

Introduction This section of the guide provides the procedures for a P&A Office to

execute a Mass Update in Direct Access (DA) which will apply the
award to each member’s Person Profile. This is the final stage of the

Mass Update process.
Important Do NOT run a Mass Award Update during Finalization. Running a
Information Mass Award Update can be a very time consuming process depending on the

number of members to be processed. Running the Mass Award Update
during Finalization will make this process exponentially longer and may
result in errors.

Do NOT run a Mass Award Update while running any other
applications in the background. Bouncing between applications while
attempting to run a Mass Award Update may result in catastrophic failure,
requiring the Mass Award Update process to be completely recreated,
including the creation of the Text file with a new File name, Header name,
and Mass Update ID.

Itis VERY IMPORTANT to pay attention to each step throughout the
ENTIRE process of the Mass Update. Failure to enter any of the
information indicated throughout this guide will result in a catastrophic
error, requiring the Mass Award Update process to be completely restarted.
This includes creating a new Text file with a new File name, Header name,
and Mass Update ID to be entered in the Define Mass Update stage.

Procedures See below.
Step Action
1 | Click on the Mass Updates tile.

Mass Updates

1.5

Select the Execute Mass Updates option.

7 Define Mass Update

Create Mass Updates
i1 Report Mass Updates
i1 Manage Mass Updates

7 Execute Mass Updates

Delete Mass Updates

- Load Mass Updates

Continued on next page
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Execute Mass Update, Continued

Procedures,
continued

Step Action

2 | The Execute Mass Updates page will display. Under the Find an Existing Value
tab, enter the Mass Update ID (established and used in the previous stages of this
Mass Award Update) in the Run Control ID field. Click Search.

REMEMBER: Itis VERY IMPORTANT to pay attention to each step
throughout the ENTIRE Execute Mass Update process. Failure to correctly
enter any of the information indicated throughout the steps in this section will
result in catastrophic failure, requiring the Mass Award Update process to be
completely restarted at the Define Mass Update stage, including the creation of a
new Text file with a new File name, Header name, and Mass Update ID.

Execute Mass Updates

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

v Search Criteria

Run Control ID | begins with ﬂ CGAWD1234567A

[1Case Sensitive

Search Clear Basic Search & Save Search Criteria

Continued on next page
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Execute Mass Update, Continued

Procedures,
continued

Step Action

3 | The Execute Mass Updates page will display. Enter the Mass Update ID
(established and used in the previous stages of this Mass Award Update). Click
Run.

NOTE: The Mass Update ID may auto-populate. If it does, ensure it is the
correct Mass Update ID before continuing. If it is incorrect, use the lookup and
select the correct Mass Update ID.

Execute Mass Updates

Run Control ID  CGAWD1234567A Report Manager Process Monitor

Mass Updates
5 Q 11 of 1[¥]

“Seq *Mass Update ID Description Mass Update Status

1 ICGAWD1234567A Q I CG Unit Commendation Ribbon Initiated e -_—

Parallel Processing
[J Run Instances in Parallel Maximum of Instances

Transactions per Instance

‘ Save Return to Search Notify Add Update/Display

4 | The Process Scheduler Request will display. Using the drop-down, change the
Server Name to PSUNX. Ensure the Mass Update process is selected. Click
OK.

Process Scheduler Request

UserID 9193501 Run Control ID  CGAWD1234567A
server Name [ Psunx | Run |07/24/2019
Date
Recurrence ﬂ Run | 12:03:58PM Reset to Current Date/Time
Time
Time Zone Q

Process List

Select  Description Process Name Process Type =Type =Format Distribution

Mass Update HR_MASS_UPD Application Engine Web ﬂ TXT ﬂ Distribution

I OK l Cancel

Continued on next page
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Execute Mass Update, Continued

Procedures,
continued

Step

Action

5

The report parameters page will re-display with a Process Instance number. Click

Process Monitor.

Execute Mass Updates

Run Control ID  CGAWD1234567A
Language | English |V

Mass Updates

B Q
“Seq “Mass Update ID

1 CGAWD1234567A Q

Parallel Processing

[ Run Instances in Parallel

Notify

| Save Return to Search

Report Manager | Process Monitor T Run

Process Instance: 732243

1-1 0f 1[V]
Description Mass Update Status
CG Unit Commendation Ribbon Initiated + —
Maximum of Instances
Transactions per Instance
Add Update/Display

The Process List will display. The Run Status may initially indicate Queued or

Processing. Click the Refresh button until the Run Status updates to Success and
the Distribution Status indicates Posted. This may take a considerable amount of
time depending on the size of the original Text file. Continue to click the Refresh

button periodically.
Once the process has posted successfully, click Save.
Process List Server List
View Process Request For
Userip 9193501 Q Type [v] Last [v] 1 | Days [v]
Server ﬂ Name Q Instance Instance
From To
Run ﬂ Distribution Status ﬂ W Save On Refresh
Status
Process List
B Q 1-30f3[v] | View Al
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status 2:::::”““ Details
732243 Application Engine HR_MASS_UPD 9193501 07/24/2019 12:03:58PM PDT Success Posted Details
732242 Application Engine  HR_MASS_PREP 9193501 07/24/2019 11:58:31AM PDT | Success Posted Details
732241 Application Engine  CG_AWD_BULK 9193501  07/24/2019 11:5217TAMPDT  Success Posted Details
Go back to Execute Mass Updates
I Save I Notify

The Mass Award Update has now been completed. To verify the award data
populated correctly, review the members’ Person Profile (Viewing an

Honor/Award guide).
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