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Unit Roster Report 

 
Introduction This guide provides the procedures to run a Unit Roster Report in Direct 

Access (DA). 

 
Procedures See below. 

 

Step Action 

1 Navigate to: NavBar icon > Menu > Human Resources > Human Resources 

Reports > CG Unit Roster Report. 
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Unit Roster Report, Continued 

 
Procedures, 

continued 
 

 

Step Action 

2 A Run Control ID must be established before the report can be run. Once 

established, this Run Control ID can be used for running future Unit Roster 

Reports. To add a new Run Control ID, click Add a New Value. 
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Unit Roster Report, Continued 

 
Procedures, 

continued 
 

 

Step Action 

3 Enter a Run Control ID. This can be anything, but should be something easily 

remembered. Click Add. 

 
 

4 The Cg Unit Roster page will display. Using the drop-down, select the 

appropriate Relationship Type: 

• HRS – Displays all members attached to all of the units serviced by the SPO 

Department ID (except the SPO) 

• ISC – Displays all members attached to all of the units serviced by the 

Sector/Base Department ID 

• Own Unit – Displays only those members attached to the Department ID 

• Unit Rel – Displays all members attached to all of the units and sub-

departments for the Department ID 
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Unit Roster Report, Continued 

 
Procedures, 

continued 
 

 

Step Action 

5 Enter the Department ID number (or use the lookup icon to search for the 

Department ID number). Using the Reg Region lookup, select the appropriate 

component. Leaving the Reg Region field blank will display all Active and 

Reserve members.   
 

Click Run. 
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Unit Roster Report, Continued 

 
Procedures, 

continued 
 

 

Step Action 

6 The Process Scheduler Request will open.  Click OK.   

 
 

7 The Cg Unit Roster page will re-display with a Process Instance number.  Select 

Process Monitor. 
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Unit Roster Report, Continued 

 
Procedures, 

continued 
 

 

Step Action 

8 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 report. Continue to click the Refresh button 

periodically. 

 
 

9 Once the Run Status indicates Success and the Distribution Status indicates Posted, 

click Details. 
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Unit Roster Report, Continued 

 
Procedures, 

continued 
 

 

Step Action 

10 The Process Detail will display. Click View Log/Trace. 

 
  

11 Select UnitRosterReport.csv. 
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Unit Roster Report, Continued 

 
Procedures, 

continued 
 

 

Step Action 

12 A prompt will appear asking to Open, Save, or Save As. Select Open. 

 
 

13 The file will open in an Excel Spreadsheet that may be sorted according to 

preference, saved, and/or printed.     
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Unit Roster Report, Continued 

 
Procedures, 

continued 
 

 

Step Action 

14 Here is a closer look at the report: 

 
 

 
 

 
 

 
 

  

 


