SPO Paycut Roster

20 November 2023

Introduction This section provides the procedures for creating a Paycut Roster.
Purpose The Paycut Roster is intended to provide the SPO Chief/Assistant Chief a
snapshot of all pending movement of personnel within a SPO.
It is important to note that all of the steps in this guide are
SUGGESTIONS and as you develop a Paycut Roster, you will determine
what works best for you and your personnel.
Procedures See below.
Step Action
1 Click on the Orders tile.
Orders
. N
LI | '\
2 The Airport Terminal option will display to generate the following Relation

Type rosters and save to your desktop:

e HRS Departures,
e HRS Arrivals,

e Own Unit Departures, and

e Own Unit Arrivals

F| Airport Terminal
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Order Status:
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aycut Roster, Continued

Procedures,

continued

Step

Action

3

Merge all four rosters into one spreadsheet with two worksheets (tabs). Add
both the HRS Departures and Own Unit Departures rosters to one worksheet
labeled PCS DPT.

Add both the HRS Arrivals and Own Unit Arrivals rosters to a separate
worksheet (tab) labeled PCS RPT.

Click Save As, enter a File Name, and change the Type to Excel Workbook. It
is recommended to name the spreadsheet Paycut Roster XXXXXXX (use the
date of next Paycut, i.e., 060CT20). You should have something similar to
below.

NOTE: You may also open a blank Excel spreadsheet and copy and paste the
information into the new spreadsheet.

PayCut Roster 060CT20 - Excel
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SPO Paycut Roster, Continued

Procedures,
continued

Step Action

4 Once all the rosters have been combined on one spreadsheet with two
worksheets (tabs), add the following Tabs in the following order:

e Separations

e Authorized PCS

e SELRES

e RMMs-CSPY-FSA

e TDY A School

e All Other TDY

Formulas Data Review View Acrobat Q Tell me what you want to do...
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SPO Paycut Roster, Continued

Procedures,
continued

Step

Action

5

Once the tabs have been added, copy the headers from the PCS DPT tab and
paste them to the top of each of the newly created tabs.

H ©- - -

PayCut Roster 060CT20 - Excel
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After pasting the header row to the Separations tab, from the toolbar, select

View > Freeze Panes > Freeze Top Row. Repeat step 3 for each new tab.
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Procedures,
continued

Step Action

6

select Sort & Filter > Custom Sort.

PayCut Roster 060CT20 - Excel

Return to the PCS DPT tab. Highlight the entire spreadsheet by clicking the
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SPO Paycut Roster, Continued

Procedures,
continued
.
Step Action
8 The worksheet will now be listed with PCS orders at the top with Reserve orders
next, then Separation, and lastly TAS.
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Procedures,
continued
Step Action
9 Scroll down past the PCS and select all the orders that are labeled as Reserve.
Right click and select Copy.
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SPO Paycut Roster, Continued

Procedures,
continued
Step Action
10 | Go to the SELRES tab and right click in the first block under the header row
and select Paste.
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Procedures,

continued

Step

Action

11

Repeat Steps 8 & 9 to copy and paste all Separation orders to the Separations
tab; then copy and paste all TAS under the All Other TDY tab.

12

Once all the Reserve, Separation, and TAS orders have been added to the
appropriate worksheet (tab), return to the PCS DPT worksheet, and delete the
Reserve, Separation, and TAS orders from the PCS DPT worksheet.

13

On the PCS DPT tab: Highlight the entire spreadsheet by clicking the arrow in
the upper left corner of the spreadsheet. From the toolbar under Home, select
Sort & Filter > Custom Sort.
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Procedures,

continued

Step

Action

15

Select all the rows with an Authorized status, right-click and select copy. Go
to the Authorized PCS tab, right click in the first block under the header row
and select Paste.
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SPO Paycut Roster, Continued

Procedures,

continued

Step

Action

16

Once all the Authorized orders have been added to the Authorized PCS
worksheet (tab), return to the PCS DPT worksheet, and delete the Authorized
orders from the PCS DPT worksheet.

17

The PCS DPT worksheet should now only list orders with a status of En route
or Ready. The following is optional but recommended to allow for easier
viewing of the roster. Highlight and delete the following columns:

e Duty Type

e Order Type

e Action

e Depart Deptid

e Reporting Deptid

e Position Number

e Order

The header row should now match the example below:
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Type Comments in column L of the header row.
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Highlight column L and select All Borders from the toolbar, then select center
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Procedures,
continued
Step Action
P kimberley valenzuela
File Home Insert Page Layout Formulas Data Review View Help 1% Share 1 Comments
ﬁj X Catibri o CA A = . a General v | [ Conditional Formatting~ | & Insert ~ - %? p
M- [ Format as Table ~ & Delete ~
Paste BT U~ e O Ao . Sort & |Find &
P 4 = = - 27 Cell Styles ~ il Format~ | & ~ Fijter~ Felect -
Clipboard & Font [F Styles Cells 21 SortSmallest to Largest
Empl ID %l sert Largest to Smallest
E F G H | Il Custom Sort..
Rank Status n Departing Department i Reporting Department i) ? Eiter
Code SLEE R Depart Date| " POrinE Depal Report Date|
1
Enroute |PCS (CG STA CHARLEVOIX. 9/18/2020|CGC ROBERT GOLDMAN | 9/28/2020(1
I
Enroute  |PCS CG STA MANISTEE 9/6/2020|CGC ROBERT GOLDMAN [ 9/28/2020(¢
En route PCs CG STA SHEBOYGAN 9/22/2020|CGC ROBERT GOLDMAN 9/28/2020(9:23:10.25086
En route PCs 'CG STA GRAND HAVEN 9/19/2020|CG STA COOS BAY 9/30/2020(9:37:17 78021
En route PCs INSPECTIONS DIV 8/9/2020|MSU CHICAGO 8/14/2020(11:24:455352
Enroute |PCS SEC DETROIT CMD CENTER| 9/25/2020|CENTER 9/30/2020|1:37:00.20724
Enroute  |PCS MGT DIV 7/21/2020|CG MFPU KINGS BAY 8/24/2020|12:18:59.9563
En route PCs |AIRSTA DETROIT 7/15/2020|COMMANDANT (CG-23) 7/31/2020(4:26:25.77944
En route PCs 'CG STA CHICAGOD 9/8/2020(CGC ALERT 9/28/2020|1:16:46. 71938
En route PCs CG STA OSWEGOD 9/14/2020|MST A SCHOOL 9/27/2020|2:16:05.36849
Enroute |PCS (CG STA ST JOSEPH 9/1/2020|MSST LA/LE WSD 10/3/2020|9:50:03.84050
Enroute  |PCS (CGC NEAH BAY 9/18/2020|YN A SCHOOL 10/4/2020|12:52:02.8389
En route PCs CG STA STURGEON BAY 9/11/2020|CGC HARRIET LANE 9/19/2020(11:28:15.7928
En route PCs CENTER 9/17/2020|KODIAK 9/22/2020(1:55:42 33738
Ready EXT CGC MORRO BAY 9/30/2018|CGC MORRO BAY 10/1/2018(5:51:15.35110
Ready  |PCS CG STAERIE 9/27/2020|CGC ROBERT GOLDMAN | 9/28/2020|8:53:10.72368
Ready  |PCS CG STA ROCHESTER 11/8/2020|CGC ADAK 11/14/2020)8:20:23.86928
Ready PCs CG STA MILWAUKEE 11/12/2020|CGC WRANGELL 11/14/2020|8:34:36.77080 -
PCSDPT | PCSRPT | Separations | Authorized PCS | SELRES | RMMs-CSPY-FSA ® ] v

21

Ensure the My data has headers block is checked and select Estimated Report
Date from the Sort by drop-down. Click OK.

Sort by IEs mated

HE Cell Values

L

Oldest to Newest

Sort 7 *
—|— Add Level < Delete Level EEI Copy Level Options... My data has headers
Column Sort On Crder

Cancel

Continued on next page
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Procedures,

continued

20 November 2023
SPO Paycut Roster, Continued

Step

Action

22

In Column J (Estimated Report Date):

¢ Highlight all dates that are past due through the current date in RED.
¢ Highlight all dates from tomorrow’s date through next paycut in YELLOW.

This column reflects orders that should already be departed from your SPO and
should be reported in by the new SPO (or your SPO if it’s a fleet up/extension or

local move).

If your departed members have missed a paycut already, contact the new

(incoming) SPO and alert them.

File m Insert Page Layout Formulas Data Review View Help 1 Share 2 Comments
ﬁil X Calibi Jo GA N = Date - | [Ell Conditional Formatting ~ | & Insert ~ ~ By p

-~ $ ~ 9% 9% | [HFormat s Table B Delete ~
Paste B I U Le-A-|= . = {5 Format~ | Sort& Find&

s 60 30 Filter ~ Select ~
Clipboard & Font [} Alignment 5l Number = Styles Cells Editing ~
17 - i3 9/20/2020 v

A B C | D E F G H J K L -
EmpliD | Last Name First Rank Status | Teesen Departing Department Estimated Reporting Department Etimated | @ eDate |comments
Name Code Depart Date Report Date
Enroute |PCS MGT DIV 7/21/2020|CG MFPU KINGS BAY 12:18:59.9563
Ready PCS COMMUNICATIONS DIV 9/11/2020|SEC DETROIT CMD CADRE 3:16:07.50636
Enroute |PCS CG STA STURGEON BAY 9/11/2020|CGC HARRIET LANE 11:28:15.7928
Ready PCS DEPT(S) 9/1/2020|PATFOR SWA BAHRAIN 9/20/2020|7:30:36.26462
Enroute |PCS CENTER 9/17/2020|KODIAK 9/22/2020|1:55:42.33738
Ready PCS CG STA CLEVELAND HBR 9/18/2020|COMMANDANT (CG-9325) | 9/23/2020[12:07:17.1616
Ready PCS HENRY FORD COLLEGE 9/20/2020[ALC LRS ENGINEERING BR | 9/25/2020(7:46:39.89886
Enroute |PCS CG STA OSWEGD 9/14/2020[MST A SCHOOL 9/27/2020(2:16:05.36849
Ready PCS CG STA ERIE 9/25/2020|MST A SCHOOL 9/27/2020|2:03:08.94021
Ready PCS CGC KATMAI BAY 9/26/2020|BM A SCHOOL 9/27/2020|11:23:46.0840
Ready PCS CGC MORRO BAY 9/25/2020|BM A SCHOOL 9/27/2020|2:41:23.60120
Enroute  |PCS CG STA CHARLEVOIX 9/18/2020|CGC ROBERT GOLDMAN 9/28/2020|1:47:04.86595
Enroute |PCS CG STA MANISTEE 9/6/2020|CGC ROBERT GOLDMAN 9/28/2020(9:20:27.74002
Enroute |PCS CG STA SHEBOYGAN 9/22/2020|CGC ROBERT GOLDMAN 9/28/2020(9:23:10.25086
Enroute |PCS CG STA CHICAGO 9/8/2020|CGC ALERT 9/28/2020|1:16:46.71938
Ready PCS CG STA ERIE 9/27/2020|CGC ROBERT GOLDMAN 9/28/2020|8:53:10.72368
Ready PCS ESD DETROIT 9/22/2020|ALEX VA 9/28/2020|11:47:54.1311
Ready PCS CG STA CLEVELAND HBR 9/11/2020|CGC ROBERT GOLDMAN 9/29/2020|12:22:04.4634 =
PCS RPT Separations Authorized PCS SELRES RMMs-CSPY-FSA . @ 4 »

13

Continued on next page



20 November 2023

SPO Paycut Roster, Continued

Procedures,
continued

Step

Action

23

Highlight the entire worksheet and select Sort & Filter then Customer Sort.

File Home Insert Page Layout Formulas Data Review View Help 1 Share I Comments
. - FHinsert ~ -
| 4 Calibri Juo AR E=E=®- @& General . ﬁ ﬁ;Fﬂ Ej & %7 /O
- Conditionsl Formates cat | 2ot B RO e
Bl 7 u-~ |5~ ® A~ . .0 8 | &0 m onditional Formatas Cel . & Fin
& =T = $-% % 30 | Formatting~ Tablew Styles~ | HEHFormat~ | € v [eijperMseiect -
Clipboard 5 Font E] Alignment [Ef Number [} Styles Cells 2| ot Smallest to Largest
F | EmplID Z| SsortLargest to Smallest
D E E G H ) K I Custom Sort... I
Es | 1D Rank Status " Departing Departs nt ST Reporting Depart: nt Eet Issue Dat ? Biter
me Code parting Department |5, part Date| oo B DEPArtMENt | g bort Date | —
1
Enroute |PCS MGT DIV 7/21/2020(CG MFPU KINGS BAY 12185998
Ready PCS COMMUNICATIONS DIV 8/11/2020|SEC DETROIT CMD CADRE 3:16:07.50€ !
Enroute |PCs CG STASTURGEON BAY | 9/11/2020|CGC HARRIET LANE 11:28:15.7928
Ready PCS DEPT(S) 9/1/2020|PATFOR SWA BAHRAIN 9/20/2020|7:30:36 26462
Enroute |PCS ceEnTER 9/17/2020[KODIAK 9/22/2020(1:55:42.33738
Ready PCS CG STA CLEVELAND HBR 9/18/2020|COMMANDANT (CG-9325)| 9/23/2020(12:07:17.1616
Ready  |PCS HENRY FORD COLLEGE 9/20/2020{ALC LRS ENGINEERING BR | 9/25/20207-46:39 83886
Enroute |PCS CG STA DSWEGO 9/14/2020[MST ASCHOOL 9/27/2020(2:16:05.35842
Ready PCs CG STAERIE 9,/25/2020|MST ASCHOOL 9/27/2020|2:03:08.94021
Ready  |PCS CGC KATMAI BAY 9/26/2020{BM A SCHOOL 9/27/2020(11:25:46.0840
Ready PCS 'CGC MORRO BAY 8/25/2020|BM A SCHOOL 9/27/2020|2:41:23.60120
Enroute |PCs CG STA CHARLEVOIX 9/18/2020/CGC ROBERT GOLOMAN | 9/28/2020]1:47:04.86595
En route PCS |CG STA MANISTEE 9/6/2020|CGC ROBERT GOLDMAN 9/28/2020(9:20:27.74002
Enroute |PCS cG 5TA SHEBOYEAN 9/22/2020CGC ROBERT GOLOMAN | 9/28/2020/9:23:10.25086
En route PCS CG STA CHICAGO 9/8/2020|CGC ALERT 9/28/2020|1:16:46.71938
Ready  |PCS CG STAERIE 9/27/2020{cGC ROBERT GOLOMAN | 9/28/2020/8:53:10.72368
Ready  |PCS ESD DETROIT 9/22/2020ALEX VA 9/28/2020(11:47:54.1311
Ready PCs 'CG STA CLEVELAND HBR 9/11/2020|CGC ROBERT GOLDMAN 9/29/2020|12:22:04 4634 -
PCSDPT | PCSRPT | Separations | Authorized PCS | SELRES | RMMs-CSPY-FSA | TD\ .. (&) 0 y

24

Ensure the My data has headers block is checked and select Estimated Depart
Date from the Sort by drop-down. Click OK.

Sort by | Estimated Depart Da - | | Cell Values

Sort 7 ot
—|— Add Level < Delete Level EEI LCopy Level Options... MMy data has headers
Column Sort On Crder

w Oldest to Newest e

Cancel
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20 November 2023
SPO Paycut Roster, Continued

Procedures,
continued

Step Action
25 | In Column H (Estimated Depart Date):
¢ Highlight only the dates that are past due through the current date in RED.
e Highlight only the dates from tomorrow’s date through next paycut in
YELLOW.

Review Column E (Status) for any orders within the highlighted fields that are
in a Ready status against any highlighted fields in Column H (Estimated Depart
Date) and highlight that Ready Order in the corresponding color.

This column reflects what your SPO is responsible for departing DA for paycut.

Enter Comments as needed to pass information to the AOR field Admins or to
your SPO staff for action. Suggested comments include:

¢ Pending Paperwork from Admin

e SELRES

e TEMDU

¢ Pending Date Changes

e Mbr on Med Hold

e Mbr Pending NJP

e Pending Trouble Ticke

“D g;i:tpy ) Calibri Sloo- A A 5 Wrap Text Date - QJ Q gﬂﬂ %X E
Dﬂffe ® Formatpainter | B I 4 v H - DA~ 3= EMerge&Center ~ | $ - % 2 %8 M Fi”f;”ﬁ'a?ﬂ”:'_ F?r’;g‘la:_“ S;E‘s_ ““_E’t De'_m F“’f‘“t
Clipboard ] Font & Alignment & Number ] Styles Cells
H17 = i 9/18/2020
A 8 | ¢ | b E F G H J K L
status | "EO" Departing Department Estimated Reporting Department fetimated | eDate |comments
Code Depart Date| Report Date

Enroute  fPCS AIRSTA DETROIT COMMANDANT (CG-93) 4:26:25.77944

Enroute  fPCS MGT DIV CG MFPU KINGS BAY 12:18:59.9563

Enroute  fPCS INSPECTIONS DIV MSU CHICAGO 11:24:455352

= DEPTIS) PATFOR SWA BAHRAIN 7:30:36.26462

Enroute  fPCS CG STA ST JOSEPH 9/1/2020fMSST LA/LB WSD 10/3/202049:50:03.84050

Enroute  fPCS CG STA MANISTEE 9/6/2020§CGC ROBERT GOLDMAN | 9/28/202049:20:27.74002

Enroute  fPCS CG STA CHICAGO 9/8/2020§CGC ALERT 9/28/202001:16:46.71938

cs COMMUNICATIONS DIV EC DETROIT CMD CADRE 3:16:07.50636

Enroute  fPCS CG STA STURGEON BAY CGC HARRIET LANE 11:28:15.7928

Ready = CG STACLEVELAND HBR | 9/11/2020§cGC ROBERT GOLDMAN | 9/29/2020412:22:04.4634

Enroute  fPCS CG STA OSWEGO 9/14/2020fMST A SCHOOL 9/27/2020]2:16:05.36849

Enroute  fPCs CENTER 9/17/2020fKODIAK 9/22/2020]1:55:42.33738

Ready = CG STACLEVELAND HBR | 9/18/2020JCOMMANDANT (G-9325) | 9/23/2020§12:07:17 1616

Enroute  fPCS CG STA CHARLEVOIX 9/18/2020fCGC ROBERT GOLOMAN | 9/28/2020]1:47:04.86595

Enroute  fPCS CGC NEAH BAY 9/18/2020f¥N A SCHOOL 10/4/2020412:52:02.8389

Ready = CG STA MARQUETTE 9/18/20204IT ASCHOOL 10/4/202011:59:48 5322

k2 G STA GRAND HAVEN  leeieasiamaad . STA COOS B 17 3001

3 PCSDPT | PCSRPT Separations Authorized PCS SELRES RMMs-CSPY-FSA TDY A School All Other ™ ... -f-}) L]

Continued on next page
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20 November 2023
SPO Paycut Roster, Continued

Procedures,
continued

Step Action

26 | Go to the PCS RPT tab. Highlight the entire spreadsheet by clicking the arrow
in the upper left corner of the spreadsheet. From the toolbar under Home, select
Sort & Filter > Custom Sort.

R % Cut Calibii BECRRIRS === ®- BEWepiet General - E=—‘ Ty [E &= Bx E 2 AutoSum Ay /C)
ER) Copy ~ - _ - & & B H [ Fill - Z
Paste o formatpanter (BT W - E- D-A- === =% EMegediCenter - $ - % | WA :(DD,.TQ;D”";I- Fomat s sé\i”; Insert. Delete Format | o e poté s
Clipbeard ] Font [} Alignment [} Number [} Styles Cells 4] Sort Smallestto Largest
o . % | empin Sort Largest to Smallest
-
4] & B c D 3 F s H | ) K L M o
Empl 1D Last Name Pt ank | status |outyTwe| 20T | action | fevsen | Devert Departing Department Estimated | Reporting Repor
g Name Type Code | Deptid Depart Date| DeptiD
2 PCs XFR PCs. 7808|CGRU USSOUTHCOM 10/1/2020 LEVELrues B
3 vwew [enroute |TMEID |Reserve 7317SEC DEL BAY ADMIN/PERS DIV 4/28/2020|__42180|BASE CLEVELAND. 4.
4 Enroute |TITLEID Reserve 42191 |BASE CLEV SPO (PS) 4/28/2020] LEVELAND 4/
5 Ready PCS XFR PCs. 6264|CGC ASPEN 9/30/2020 492|CG STA MANISTEE 10/
6 hori: PCS. XFR PCS 4687 1|OL-SEC UPPER MISS-E PEORIA. 10/1/2020 203|CG STA MILWAUKEE 10y
7 Ready PCS XFR PCs. 38652|PSU 309 JRITY DIV /307 LEVELAND HBR 10
8 Ready pcs xFR pcs 7384[SEC SAN JUAN ENG/SUPPORTDIV___ | 11/12/2020] __ 7434|SEC DETROIT ENG/SUPPORTDIV__| 11/:
El i PCS XFR PCS BB47|CG MFPU KINGS BAY 10/24/2020 206|CG STA ST JOSEPH 11/
PCs XFR PCs 6144|MK A SCHOOL 10/10/2020 213|CG STAERIE 11/
pcs xR ecs 5150[RECRUIT BASIC TRAINING 5/5/2020] _38652|PSU 308 WATERSIDE SECURITY DIV | 9,
Ready PCS XFR PCs. 6601|BM A SCHOOL 10/1/2020 409|CG STA DULUTH 10
Ready PCS XFR PCs. 6601|BM A SCHOOL 10/1/2020 461|CG STA SHEBOYGAN 10
En route PCS XFR PCS B6150|RECRUIT BASIC TRAINING 9/25/2020 405|CG STA DULUTH 9/:
h d PCs XFR PCs. 6144)MK A SCHOOL 11/21/2020 462|CG STA ST CLAIR SHORES 12/
horized pes xFR pcs 5150[RECRUIT BASIC TRAINING 10/2/2020) 173]cG ANT DETROIT. 10]
Ready PCS XFR PCsS 108|CGC ELDERBERRY 9/21/2020 211 |AIRSTA TRAVERSE CITY 10,
PCS DPT Separations | Authorized PCS | SELRES | RMMs-CSPY-FSA | TDYASchool | All Other .. @) 1 v

27 | The Sort parameters will display. Ensure My data has headers is checked and
using the Sort by drop-down, select Order Type. Click OK.

My data has headers

4| Add Level | X Delete Level || 2 Copy Level Options...

Column Sort On Order
Sort by Values v AtoZ w

Cancel

Continued on next page
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20 November 2023
SPO Paycut Roster, Continued

Procedures,
continued

Step Action

28 | Scroll down past the PCS and select all the orders that are labeled as Reserve.
Right click and select Delete. Do NOT delete any Separation orders (located at
the end), these members will be accessions to a new component.

& X Cut o ol a | = = . [:_—| Tim B [ ZAutoSum - A p
B3 oy - Calibri 10 A A L4 E¢ Wrap Text General | 2] ’;‘4 Q = ;‘X @ e ZY
Poste e FormatPainter | B T W v |EH | O - A - ElMerge & Center - § - % * i 3% Fi::‘ﬂ?a:‘”gaL F?;”[;‘:fs s;\iv nsert Delete Format | o o\ .. é:t’:i‘ ;"“:ﬁ
Clipboara B Font B Alignment B Number B Styles Cells Editing -~
A157 - || 1136401 o
A 8 c D E F G H | J K L M N =
Empl 1D Last Name Ronk | Status |DutyType| O | action | FeOm | Devert Departing Department Estimated | Reporting Reporting Department £t
Type Code | Deptid Depart Date| Deptin Repc
|Authorized pCs xFR pcs 6501 |BM A SCHOOL 11/16/2020) 18|CG STA MICHIGAN CITY 11/
Ready PCs xFR = 7643 |MSUTOLEDO 10/1/2020) 7436|SEC DETROIT WTRWAYS MGTDIV | 10
hs1 En route pcs xrR = 4750|OFFICER CANDIDATE SCHOOL 7/3/2020] 7643|MsuTOLEDD 7)
152 Ready =3 XFR pcs 7643|MsUTOLEDO 10/22/2020) 7864SFO GRAND HAVEN 10/;
53 |Authorized PCs XFR ext 7855 |SEC LAKE MICH ADMIN/PERS DIV 6/1/2021 7855 |SEC LAKE MICH ADMIN/PERS DIV 7
5= |Authorized PCs xFR Pcs 2667 |CGA SERVICING PERS OFFICE 4/1/2020|  42189|8ASE CLEVPEADIV 5)
e Calibri - |10 [authorized res XFR pes 10071DD-DS INTEL BRANCH (DRI) 7/1/2018|  10071]DD-DS INTEL BRANCH (DRI) 7/
boczed 2cs = ocs 50 CONMANDANTICG 0OES 22 apalcosTanuT
Enroute [TITLEID  |Reserve 7317|SEC DEL BAY ADMIN/PERS DIV 4/28/2020]  42180|8AsE CLEVELAND 4
Enroute |TITLEID  |Reserve 42191 BASE CLEV 5PO (PS) /282020 a2180|AsE CLEVELAND 4/
Enroute |TITLEID |Reserve 6978|PORT SECURITY UNIT 312 11/1/2020  38652(PSU 309 RITY DIV | 11]
Paste Options: Enroute |TITLEID  |Reserve 6978|PORT SECURITY UNIT 312 11/1/2020  38652|PSU 309 WATERSIDESECURITY DIV | 11}
- horized|ADOS-AC |Reserve 633|PORT SECURITY UNIT 309 10/1/2020) 633|PORT SECURITY UNIT 309 10
i} horized ADOS-AC _|Reserve 633|PORT SECURITY UNIT 309 3/29/2021] 633|PORT SECURITY UNIT 309 3/
Paste Special.. Enroute |IADT Reserve 6144 |MK A SCHOOL 1/15/2021|  38652|PSU 309 RITYDIV | 1/
Insert Enroute |1ADT Reserve 42[cG TRACEN YORKTOWN 12/4/2020) 212|CG STABUFFALD 12}
Detete Toaaric™ Tirnr T : : aaler Toarey vo Amamm 20 2Y] (A
Clear Contents U i i U U =

29 | The following is optional but recommended to allow for easier viewing of the
roster. Highlight and delete the following columns:

Duty Type

Order Type

Action

Depart Deptid

Reporting Deptid

Position Number

Order

The header row should now match the example below:

3 . = = =) = B
% cut Calibri ST = - B WrapText General - 2] b <= Ex 3 dutoSum AY p
[J BeTy © Conditional F = C‘:\ \EEI [EE: F @ea- sz & Find &
aste B I U- B A erge B Center + $ - % » | 3 o3 Conditional Formatas Cel nsert Delete Format ort & Fin
- ¥ Format Painter i £ 2 Formatting~ Tablev Styles~ - - - £ Clear~ Filter = Select =
Clipboard [ Font ) Alignment [ Number & Styles Cells Editing
u v &
A B C D E F G H J K L
Empl 1D Last N: first Rank | stat Reason Departing Department Estimated Reporting Department Estimated Issue Dat
mpl st Name: Name nl atus | O eparting Department bepart Date eporting Department Report Date Issue Date
Authorized[PCs BM A SCHOOL 11/16/2020{CG STA MICHIGAN CITY 11/30/2020|09/25/20 12:17:33.121713PM
Ready [PCS MsU TOLEDO 10/1/2020|SEC DETROIT WTRWAYS MGT DIV | 10/1/2020|04/29/20 §:15:12.170706AM
Enroute [PCS OFFICER CANDIDATE SCHOOL 7/3/2020|MSU TOLEDO 7/4/202007/02/20 11:17:45.722707AM
Ready [PCS MsU TOLEDO 10/22/2020|SFO GRAND HAVEN 10/23/202004/29/20 9:18:00.106558AM

Continued on next page
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20 November 2023
SPO Paycut Roster, Continued

Procedures,
continued

Step Action
30 | Type Comments in column L of the header row.

Highlight column L and select All Borders from the toolbar, then select center
(if necessary).

= . = = [P B
0 % cut Calibri -l <A R — ®- |5 WapTet General - 4 0.} &= EEX B 2 AutoSum QY p
Past, B copy E By Conditional F Et Cell  Insert Delete Format i Sort & Find &
w:u-[5 s e Mepes ot = | $ = 96 3 | o 23 | Conitonsl Formates Cal | it Dt o e o
- ¥ Format Painter £ g Formatting~ Tabler Styles~ - - - £ Clear~ Filter = Select ~
Clipboard & Font [ Alignment [ Number & Styles cells Editing
L - fi | Comments
A ] c D E F G H 1 J K L
Empl D Last N stat Reason Departing Department Estimated Reporting Department Estimated Issue Dat cor it
mpl st Name. ats | o eparting Department Depart Date eporting Departmen Report bate Issue Date mments
|uthorized |Pcs BM A SCHOOL 11/16/2020|CG STA MICHIGAN CITY 11/30/2020|09/25/20 12:17:33.121713PM
Ready  [PCS M5U TOLEDO 10/1/2020|SEC DETROIT WTRWAYS MGT DIV | 10/1/2020|04/28/20 8:15:12.170706AM
Enroute [pCS (OFFICER CANDIDATE SCHOOL 7/3/2020|M5U TOLEDO 7/4/2020|07/02/20 11:17:45.722707AM
Ready Pcs MsU TOLEDO 10/22/2020|SFO GRAND HAVEN 10/23/2020|04/29/20 9:18:00.106558AM
|Autherized | EXT [SEC LAKE MICH ADMIN/PERS DIV 6/1/2021SEC LAKE MICH ADMIN/PERS DIV 7/1/2021|09/24/20 8:37:15.306532AM
[authorized|Pcs |CGA SERVICING PERS QFFICE a1 CLEV PRADIV 1 7:10:48.581630PM

31 | Highlight the entire worksheet and select Sort & Filter then Custom Sort.

a3 Cut Calibri -lo A A = 5 Wrap Text General - By [ &= Bx E 2 Adtosum Ay p
Ez) Copy ~ = < B o [&Fill - z
P Formatpaimer BT U - [B - & A- MergeiConter ~ | § - 96 2 | 58 38| Condifoms Fafutes (ol | treert Decte Pt | - (RN e
Clipboard B Font & Alignment n Number © Styles cells 8| Sort smallest to Largest
o £ || EmplID
[-:l-l A 3 3 G H 1 J
Empl D status | emOn Departing Department Ees] Reporting Department il
Code Depart Date| Report Date
BM A sCHOOL 11/16/2020|CG STA MICHIGAN CITY 11/30/2020(09/25/20 12:17:38 L v scv e
Ready PCS MSU TOLEDO 10/1/2020|SEC DETROIT WTRWAYS MGT DIV 10/1/2020|04/29/20 8:15:12.170706AM
Enroute |PCS |OFFICER J TOLEDO 7/4/2020(07/02/20 11:17:45 722707AM
Ready PCs. MSU TOLEDO 10/22/2020|SFO GRAND HAVEN :18:00.106558AM
T [SEC LAKE MICH ADMIN/PERS DIV 6/1/2021SEC LAKE MICH ADMIN/PERS DIV__| _7/1/2021[09/24/20 8:37:15.3065524M
|CGA SERVICING PERS OFFICE 4/1 LEV P&A DIV 5/1/2020|03/: 7:10:48.581630PM
DD-D9 INTEL BRANCH (DRI} 7/1/2019|DD-DY INTEL BRANCH (DRI} 19 11:39:25.263892AM
(CG-09ES) 1/1/2021cG sTA DULUTH 2/1/2021|08/15/20 2.:04:05.230115PM
|CG STA GRAND HAVEN 9/4/2019|CG STA GRAND HAVEN 9/4/2019|10/10/13 10:48:48 608012AM
Ready RLS PSU 309 JRITY DIV 11/2/ U 309 JRITYDIV | 11, '10/20 11:40:14 181488AM
Ready RLs PSU 309 JRITY DIV 11/2/ U 309 JRITYDIV | 11, 20 3.32:30.481632PM
Ready_|RLS PSU 309 MAINTENANCE DIV 10/21/2020|PSU 308 MAINTENANCE DIV, 10/21/2020(09/10/20 10:31:05 4311 14AM
Ready RLS ESD DETROIT 11/2/2020|ESD DETROIT 11/2/2020|09/14/20 11:11:58 375783AM
D9 PLNG & FORCE RDNS DIV (DX} 10/1/2020{D9 PLNG & FORCE RDNS DIV (DX) 10/1 1:18:00.693316PM
Ready  |RLS [PORT SECURITY UNIT 308 10/1/2020[PORT SECURITY UNIT 309 10/1/2020(09/15/20 9:39:54.488883AM
Ready RLS PSU 303 SHORESIDE SECURITY DIV 10/21/2020|PSU 303 Y DIV |10/21, 20 3:53:06.452350PM
» | pcsoeT \ﬂ[ Separations | Authorized PCS | SELRES | RMMs-CSPY-FSA | TDVASchool | AllOther ... &) gl >

32 | Ensure the My data has headers block is checked and select Estimated Report
Date from the Sort by drop-down. Click OK.

+§l Add Level x Delete Level EE“ Copy Level Options... My data has headers

Column Saort On Order
Sort by

Estimated Re url Values w Oldest to Mewest w

Cancel

Continued on next page
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20 November 2023
SPO Paycut Roster, Continued

Procedures,
continued

Step Action
33 | In Column J (Estimated Report Date):
¢ Highlight only the dates that are past due through the current date in RED.

e Highlight only the dates from tomorrow’s date through next paycut in
YELLOW.

Enter Comments as needed to pass information to the AOR field Admins or to
your SPO staff for action.

NOTE: Contact the prior SPO if any of the orders indicate a Ready or
Authorized status.

= . = - = =) -
% cut Calibri <o <A A B - B WrapTedt General - o ¢ B g Ex 2 AutoSum AY p
E@ Copy - bl H o [¥ Finl - z
Paste Blru-m- CA - Merge& Center - | § - % » % §§  Conditional Formatas Cell  Insert Delete Format Sort& Find &
- ¥ Format Painter - &-a 2 Formatting~ Table~ Styles®  ~ - - & Clear~ Filter ~ Select~
Clipboard w Font & Alignment & Number & styles Cells Editing
Al < £ || EmpliD
A B € D E F G H J K L
Empl ID Last N First Rank | stat Reason Departing Department Estimated Reporting Department Estimated Issue Dat c
L st Name. Nome n atus | 7O eparting Department eport Date eporting Departmen cport Dot Issue Date
2 RECRUIT BASIC TRAINING 9/5/2020|PSU 309 WATERSIDE SECURITY DIV 08/24/20 12:00:56.429893PM
E] en route [lpcs RECRUIT BASIC TRAINING 9/4/2020|CGEC MORRO BAY 08/13/20 8:50:53.754566AM
4 EM3 En route JJlPCS EM A SCHOOL 8/21/2020|CGC BRISTOL BAY 06/25/20 8:44:35.700312AM
5 en route lPcs RECRUIT BASIC TRAINING 9/11/2020| CGC BRISTOL BAY 08/19/20 7:56:16.383146PM
6 en route [lpcs RECRUIT BASIC TRAINING 9/11/2020|CG ANT DETROIT 08/11/20 11:12:04.723587AM
7 ETcs ready _ JlPcs PSU 509 COMMUNICATIONS DIV '9/11/2020|SEC DETROIT CMD CADRE 04/27/20 3:16:07.506367PM
8 en route lPcs RECRUIT BASIC TRAINING '9/11/2020|CGC BRISTOL BAY 08/19/20 7:57:29.162568PM
] en route lPcs RECRUIT BASIC TRAINING '9/18/2020|CGC MORRO BAY 08/19/20 7:39:05.120730PM
en route JlPcs RECRUIT BASIC TRAINING 9/18/2020|CG STA CLEVELAND HER 08/26/20 11:08:02.398517AM
BM3 en route lPcs BM ASCHOOL '9/10/2020|CG STA DULUTH 9/21/202007/29/20 1:07:09.305862PM
MK3 en route lPcs MK ASCHOOL 9/11/2020|CG STA MARQUETTE 9/22/20207/28/20 10:12:19.701436AM
en route [lpcs IT ASCHOOL 9/11/2020| BASE CLEV ESD (ESD) 9/22/202|06/30/20 11:34:47.016130AM
ocs en route lPcs |SEC COL RIVER ENG/SUPPORT DIV '9/13/2020|OL-STA PORTAGE DOLLAR BAY M1 | 9/23/202(] 08/06/20 2:20:11.014991PM
CGC BRISTOL BAY 8/24/2020|SEC DETROIT ENG/SUPPORT DIV 9/24/20200|08/24/20 11:55:13.832511AM
en route lpcs RECRUIT BASIC TRAINING 9/25/2020|CG STA SAULT STE MARIE 9/26/202|08/01/20 12:14:22.807688PM
en route lPcs RECRUIT BASIC TRAINING '9/25/2020|CG STA MARQUETTE 9/26/2024109/01/20 12:19:38.143328PM
PCS DPT Separations Authorized PCS SELRES RMMs-CSPY-FSA TDY A School All Other ... (® L] [

Continued on next page
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20 November 2023
SPO Paycut Roster, Continued

Procedures,
continued

Step Action
34 | Go to the Separations tab.

The following is optional but recommended to allow for easier viewing of the
roster. Highlight and delete the following columns:

e Duty Type

e Order Type

e Action

e Depart Deptid

e Reporting Deptid

e Position Number

e Order

The header row should now match the example below:

File m Insert Page Layout Formulas Data Review View Help
I":—\l"j ‘}L Calibri J11 YA AT == = &V EE’ General - ﬁ&mditional Farmatting ~ @Inser‘t
-~ $ v 9% 9 [HirormatasTable~ % Delet
Pete B I U-~ G-hLh-  EEE=E=E B | g [ Cell Styles - FE{ Form
Clipboard Font ] Alignment ] Mumber ] Styles Cells|
L1 "7 Je
E F G H | ] K L
EmplID |Last Name Status Reason II))::::: Estimated ;:::rr::: I—lsl:::“|):tr:d Issue Date
1 Code nt Depart Date nt Date
2 303orized |RWP STURGEON| 8/31/2022|STURGEON |8/31/2022|6:40:19.73
3 Authorized [RWP MARBLEHE | 4/30/2021|MARBLEHE |4/30/2021|2:18:43.32
4 Authorized [RWP BUFFALO 5/31/2021|BUFFALO |5/31/2021(1:18:09.16
5 Authorized |RLS GRAND 9/3/2019|GRAND 9/3/2019(10:48:48.6
6 Authorized | RWP WATERSID | 4/30/2021|WATERSID (4,/30/2021|8:55:19.67
7 Ready RWP PORTAGE 7/31/2021|PORTAGE |7/31/2021(9:20:21.27
8 Authorized | RWP BELLE ISLE 8/31/2021|BELLE ISLE |8/31/2021(9:46:57.02
o Authorized | RWP DETROIT 1/31/2021|DETROIT |1/31/2021(7:12:49.58
Authorized | RWP SAGINAW 6/30/2021|SAGINAW |6/30/2021(8:09:14.07
Authorized |RWP BUFFALO 4/30/2022|BUFFALD |4/30/2022(12:26:22.7
Authorized | RWP ALEXANDRI| 4/30/2022|ALEXANDRI(4/30/2022(6:37:27.69
Authorized [RWP PORTAGE 6/30/2022|PORTAGE |6/30/2022(9:18:46.79
Authorized [RWP BUFFALO 8/31/2021|BUFFALO  |8/31/2021|9:24:59.52
Authorized [RWP MARIE 6/30/2021|MARIE 6/30/2021(11:12:04.4
Authorized [RWP MICH 9,/30/2021|MICH 9/30/2021|7:14:54.54
Authorized [RWP GRAND 9/30/2021|GRAND 9/30/2021|8:39:14.38
Ready RWP CLEVELAND| 11/30/2020|CLEVELAND | S (1:28:18.77
Ready RWP MICH 9,/30/2021|MICH 9/30/2021|8:24:34.08
PCS DPT PCS RPT Separations I Authorized PCS SELRES RMMs-CSPY-FSA ... () 4

Continued on next page
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20 November 2023
SPO Paycut Roster, Continued

Procedures,
continued

Step Action
35 | Type Comments in column L of the header row.

Highlight column L and select All Borders from the toolbar, then select center
(if necessary).

File Home Insert Page Layout Formulas Data Review View Help ¥ Share 1 Commel
& s AT » b BEinset ~ | X~ A
Calibri ~10 - A A L2 General ~ e
4
PD ’ Cd'\F/ % i © SZ&Fd&
aste = = 0 oo onditional Formatas Cel ort & Fin
B I U o A - @ <l L
- g = = F $-% 9 S Formatting~ Table~ Styles~ | [EIFermat~ | €~ Fijer~ Select -
Clipboard Font ] Alignment ) Number ] Styles Cells Editing
L1 = 5 Comments
E F G H | 1 K L
stat Reason Departing Department Estimated Reporting Department Es':\mal:dl Datef C: t
atus Code eparting Departmen Depart Date eporting Departmen eport |lssue Date| Comments
Date
3030rized |[RWP CG STA STURGEON BAY 8/31/2022|CG STA STURGEON BAY 8/31/2022|6:40:19.73
Anthnrized IBWD O STA MARRIFHFAD A4/30/2071 |G STA MABRIFHFAD A/3N{IN21 12184

36 | Highlight the entire worksheet and select Sort & Filter then Custom Sort.

File m Insert Page Layout Formulas Data Review View Help 1 Share - Comments
ﬁj & Calibri Jio A A= ab, General . ﬁ % E"j Effinsert -
pase 1B~ 2 o | Condtional Formates el | BLCSE
- ¥ B U-|Er[avA b %y WS Formattingv Tablev Styles | EEH Format~
Clipboard T3 Font [F] Alignment [} Number [} Styles Cells 4] Sort Smallest to Largest
Al =7 & || EmplID %1 sortLargestto Smallest
E F G H J (1] Custom Sort...
Status Reason Departing Department Estimated Reporting Department B::D‘:trt Y Eiter
Code Depart Date Date | 7
3030rized |RWP CG STA STURGEON BAY 8/31/2022|CG STA STURGEON BAY 8/31/202. .,
Authorized |RWP CG STA MARBLEHEAD 4/30/2021|CG STA MARBLEHEAD 2/30/200, |
ized [RWP CG STA BUFFALO 5/31/2021|CG STA BUFFALO 5/31/2021|1:18:09.16
RLS CG STA GRAND HAVEN 9/3/2018|CG STA GRAND HAVEN 9/3/2019|10:48:48.6
RWP PSU 309 WATERSIDE SECURITY DIV | 4/30/2021|PSU 309 WATERSIDE SECURITY DIV |4/30/2021|8:55:19.67
Ready RWP CG STA PORTAGE 7/31/2021|CG STA PORTAGE 7/31/20219:20:21.27
ized [RWP CG STA BELLE ISLE 8/31/2021|CG STA BELLE ISLE 8/31/20219:46:57.02
RWP SEC DETROIT CP/RDNS STF 1/31/2021|SEC DETROIT CP/RDNS STF 1/31/2021|7:12:49.58
Authorized | RWP CG STA SAGINAW RIVER 6/30/2021|CG STA SAGINAW RIVER 6/30/2021|8:09:14.07
ized [RWP CG STA BUFFALO 4/30/2022|CG STA BUFFALO 4/30/202212:26:22.7
Authorized |RWP CG STA ALEXANDRIA BAY 4/30/2022|CG STA ALEXANDRIA BAY 4/30/2022|6:37:27.69
ized [RWP CG STA PORTAGE 6/30/2022|CG STA PORTAGE 6/30/2022(9:18:46.79
RWP SEC BUFFALO ENG/SUPPORT DIV 8/31/2021 |SEC BUFFALO ENG/SUPPORT DIV |8/31/20219:24:59.52
RWP SEC 55 MARIE ENG/SUPPORT DIV 6/30/2021|SEC 55 MARIE ENG/SUPPORT DIV |6/30/2021|11:12:04.4
Authorized RWP SEC LAKE MICH ENG/SUPPORT DIV | 9/30/2021 |SEC LAKE MICH ENG/SUPPORT DIV [9/30/2021(7:14:54.54
ized [RWP CG STA GRAND HAVEN 9/30/2021|CG STA GRAND HAVEN 9/30/2021|8:39:14 38
Ready RWP BASE CLEVELAND 11/30/2020|BASE CLEVELAND 1:28:18.77
Ready RWP SEC LAKE MICH CP/RDNS STF 9/30/2021 |SEC LAKE MICH CP/RDNS STF 9/30/2021|8:24:34.08 -
PCS DPT PCS RPT Separations Authorized PCS SELRES RMMs-CSPY-FSA oY ... @ ] »

Continued on next page

21



20 November 2023
SPO Paycut Roster, Continued

Procedures,

continued

Step

Action

37

Ensure the My data has headers block is checked and select Status from the
Sort by drop-down. Click OK.

Sort ? *
—|— Add Level " Delete Level [EI Copy Level DOptions... My data has headers
Column Sort On Order
Sort by I Status i I Cell Values v| |AtoZ i

Cancel

38

In Column E (Status): Highlight any orders in an Authorized status in

YELLOW.

oy 36 Cut Calibri -0 - AN T == ¥ [EWapledt General - m D ,;5 %‘3 EX E
Paste B CoPY T u «o g Conditional Fnrr:;t as Cell  Insert Delete Format
- ¥ Format Painter - R ¢ || 6= 9 © [ A Formatting~ Table~ Stylest v - -
Clipboard n Font n Alignment 5 Number n Styles Cells

F69 < f | RWP
| A | B | ¢ | oD E F G H ) K L
EmpliD |LastName| "% Rank | status | FEO" Departing Department Estimated Reporting Department Estimated | e Date | Comments

. Name Code Depart Date Report Date

56 Fas2 authorized|rwe SEC 55 MARIE FIN/SUPPLY DIV 7/31/2021|SEC 55 MARIE FIN/SUPPLY DIV 7/31/2021|7:35:52.58
67 mssEa  JAuthorized|rwp MSU CLEVELAND 9/30/2022|M5U CLEVELAND 9/30/2022|1029:01 8
58 msses  Jauthorized|rwe OL-SEC LM-GRAND HAVEN 9/30/2021|OLSEC LM-GRAND HAVEN 9/30/2021|1007:53.1
60 HsC [authorized|rwe [AIRSTA TRAVERSE CITY HSWL DEPT | 9/30/2021]AIRSTATRAVERSE CITY HSWLDEPT | 9/30/2021]10:30:29.0
70 HsC [authorized|rwe SEC BUFFALD ADMIN/PERS DIV 9/30/2021SEC BUFFALD ADMIN/PERS DIV 9/30/2021|3.02:55.00
71 BM1 Resdy  [Jrwe CG STA PORTAGE 7/31/2021]CG STA PORTAGE 7/31/2021]8:2021 27
72 v fready  Jrwe BASE CLEVELAND 11/30/2020| BASE CLEVELAND 11/30/20201:2818.77
73 BMC Resdy  [Jrwe SEC LAKE MICH CP/RDNS STF 9/30/2021SEC LAKE MICH CP/RDNS STF 9/30/2021|8:2434 08
74 FN Ready  [rwe CG STA BAYFIELD 11/5/2020{CG STA BAYFIELD 11/5/2020]9:37:56.26
75 MK3 ready  [ris SFO GRAND HAVEN 11/17/2020|5F0 GRAND HAVEN 11/17/2020/10:24:200
76 0sc Resdy  [Jrwe SEC DETROIT CMD CENTER 11/30/2020|SEC DETROIT CMD CENTER 11/30/2020|1154:510
77 ET2 Ready  [ris ESD BUFFALO 12/20/2020|ESD BUFFALO 12/20/2020)3:4808.23
73 ) resdy  [rus SEC LAKE MICH ENG/SUPPORT DIV | 11/5/2020[SEC LAKE MICH ENG/SURPORT DIV | 11/5/2020/9:17:19.98
79 e Ready  [rwe BASE CLEV PRA DIV 10/21/2020|BASE CLEV PEA DIV 10/31/2020/1201:19.3
80 raDM [Resdy  [rwe DS COMMAND CADRE (1) 6/30/2021] 08 COMMAND CADRE (D) 6/30/2021]2:37-18.19
81 LcOR Ready  [rwe D3 CONTINGENCY PLNG BR (DXC) | 5/31/2021|D9 CONTINGENCY PLNG BR [DXC) | 5/31/2021|11:46:41.0

< [ azanmnanloneT seciiEme T 202 aanmnanlaagss 1
3 PCS DPT PCS RPT Separations Authorized PCS SELRES RMMs-CSPY-FSA TDY A Schoal All Other ™ ... -f-}) L]
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20 November 2023
SPO Paycut Roster, Continued

Procedures,
continued

Step

Action

39

Highlight the entire worksheet and select Sort & Filter then Custom Sort.

"D g;. Calibri o ocA N EEL - EWeptet General - F ’_:_‘A Q %:"D”::E : : %Y p
Paste e o
: _ERC R RS Elmegeacente - § - % 2 |5 3 o ™ syt Eromat- | - [eiers et
Clipboard = Font 5 Alignment & Number 5 styles cells 4] Sort smallest to Largest
A . % | empi Sort Largest to Smallest
E F G H | J
status | "o Departing Department Estimated Reporting Department Estimated | e
Code Depart Date Report Date
Al 'SEC SS MARIE FIN/SUPPLY DIV 7/31/2021|SEC SS MARIE FIN/SUPPLY DIV 7/31/2021|7:35 o ow
Al P MS5U CLEVELAND 9/30/2022|MSU CLEVELAND 9/30/2022|10:29:01L.8
Al P (OL-SEC LM-GRAND HAVEN '9/30/2021 |OL-SEC LM-GRAND HAVEN 9/30/2021(10:07:53.1
AL AIRSTA ITY HSWL DEPT '9/30/2021|AIRSTA TRAVERSE CITY HSWL DEPT 9/30/2021|10:30:29.0
Al P SEC BUFFALO ADMIN/PERS DIV '9/30/2021|SEC BUFFALO ADMIN/PERS DIV 9/30/2021|3:02:55.00
Ready RWP |CG STA PORTAGE 7/31/2021|CG STA PORTAGE 7/31/2021(9:20:21.27
Ready RWP BASE CLEVELAND 11/30/2020|BASE CLEVELAND 11/30/2020(1:28:18.77
Ready RWP SEC LAKE MICH CP/RDNS STF '9/30/2021 |SEC LAKE MICH CP/RDNS STF 9/30/2021|8:24:34.08
Ready RWP |CG STA BAYFIELD 11/5/2020|CG STA BAYFIELD 11/5/2020|9:37:56.26
Ready RLS |SFO GRAND HAVEN 11/17/2020|SFO GRAND HAVEN 11/17/2020(10:24:20.0
Ready RWP 'SEC DETROIT CMD CENTER 11/30/2020|SEC DETROIT CMD CENTER 11/30/2020(11:54:51.0
Ready RLS ESD BUFFALO 12/20/2020|ESD BUFFALO 12/20/2020|3:48:08.23
Ready RLS SEC LAKE MICH ENG/SUPPORT DIV 11/5/2020|SEC LAKE MICH ENG/SUPPORT DIV 11/5/2020(9:17:19.98
Ready RWP BASE CLEV P&A DIV 10/31/2020|BASE CLEV P&A DIV 10/31/2020(12:01:19.3
Ready RWP D3 COMMAND CADRE (D) 6/30/2021|D3 COMMAND CADRE (D) 6/30/2021|2:37:18.19
Ready  |RWP D9 CONTINGENCY PLNG BR (DXC) | 5/31/2021|D9 CONTINGENCY PLNG BR (DXC) | 5/31/2021|11:46:41.0
Basdu -1 DADT SECLIDITY LIRIT 200 SECLIDITY LIMNIT 200 AR s
PCSDPT | PCSRPT | Separations | Authorized PCS | SELRES | RMMs-CSPY-FSA | TOVAS .. () < y

40

Ensure the My data has headers block is checked and select Estimated Depart
Date from the Sort by drop-down. Click OK.

+5‘,|, Add Level }"( Delete Level E‘@ Copy Level Options... My data has headers
Column Sort On Order
sortby | s t Values w | | Oldest to Newest e

Cancel
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20 November 2023
SPO Paycut Roster, Continued

Procedures,
continued
.
Step Action
41 | In Column H (Estimated Depart Date): Highlight any orders that are
Authorized within the next 30 days in RED. Those members REQUIRE
signed separation orders for HHGs, etc.
Enter Comments as needed to pass information to the AOR field Admins or to
our SPO staff for action.
e p— - -
O ® ot -0 - A A T == ®- EfWapTet Date - = D ] B insert = ‘%Y p
PtEv CdIFﬁt Cell E"Delete‘ vSrtB{F'd&
aste B I U- = M &C . . €0 oo onditional Formatas Cel o o in
L = B Merge8iCenter - | § - % 2 | %t 3 Formatting = Table - Styles- 5 Format &~ Eer - select -
Clipboard & Font ® Alignment ® Number 5] Styles Cells Editing
H7 - ;3 10/31/2020
E F G H | J K L
Stat Reason Departing Department Estimated Reporting Department Estimated . pate | co t
wos | " deprtingvepartment [ S | oot pepartment [ ™ | pate | commens
RLS D9 PLNG & FORCE RDNS DIV (DX) D9 PLNG & FORCE RDNS DIV (DX) '9/30/2020|1:18:00.69
RLS PORT SECURITY UNIT 308 PORT SECURITY UNIT 309 9/30/2020|9:39.:54.48
RWP CG STATOLEDO CG STATOLEDO 10/13/2020(11:08:41.8
Ready RIS CG STA MILWAUKEE 10/17/20208CG STA MILWAUKEE 10/17/2020(11:47:06.2
Ready RLS |AIRSTA TRAVERSE CITY 10/27/2020) AIRSTA TRAVERSE CITY 10/27/2020(10:40:45.1
Authorized |RWP ESD BUFFALO 10/31/20200ESD BUFFALO 10/31/2020(10:52:26.9
Ready RWP BASE CLEV P&A DIV 10/31/20208 BASE CLEV PEA DIV 10/31/2020(12:01:19.3
Ready RWP BASE CLEV HSWL DEPT (H) 10/31/20204 BASE CLEV HSWL DEPT {H) 10/31/2020|10:44:32.1
Ready RWP CG STA BAYFIELD 11/5/20200 CG STA BAYFIELD 11/5/2020(9:37:56.26
Ready RLS 'SEC LAKE MICH ENG/SUPPORT DIV 11/5/20208 SEC LAKE MICH ENG/SUPPORT DIV 11/5/2020(9:17:19.98
Ready RWP CG STA CHARLEVOIX 11/14/20208CG STA CHARLEVOIX 11/14/2020(4:03:27.46
Ready RIS 5FO GRAND HAVEN 11/17/20208 5FO GRAND HAVEN 11/17/2020(10:24:20.0
Ready RWP BASE CLEVELAND 11/30/20200 BASE CLEVELAND 11/30/2020(1:28:18.77
Ready RWP 'SEC DETROIT CMD CENTER 11/30/2020Y SEC DETROIT CMD CENTER 11/30/2020(11:54:51.0
Ready RWP AIRSTA DETROIT 11/30/20208 AIRSTA DETROIT 11/30/2020(10:32:10.0
Ready RWP BASE CLEVELAND 11/30/20208 BASE CLEVELAND 11/30/2020(1:28:18.77
PCS DPT PCS RPT Separations Authorized PCS SELRES RMMs-CSPY-FSA TDYAS ... (-i-) 1

Continued on next page
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20 November 2023
SPO Paycut Roster, Continued

Procedures,
continued

Step Action
42 | Go to the Authorized PCS tab.

The following is optional but recommended to allow for easier viewing of the
roster. Highlight and delete the following columns:

Duty Type

Order Type

Action

Depart Deptid

Reporting Deptid

Position Number

Order

The header row should now match the example below:

"D 3" Calibri S - KA E=2 | ®- EWapTet General - L:.'J Q Em'”m - Z- 'EY p
Paste B~ BIu-@E- & = == 5 .5 | Gt famehes &) | e " Sot@ Find8|
- ¥ = i TA = EX BMegeaiCenter - | $ - % 2 [ 3 Formatting = Table~ Styles~ | [ Format~ & = Fer o coject
Clipboard 1 Font ] Alignment ] Number o Styles Cells Editing
11 - 3
A | B | Cc D E F G H | ] K L
EmplID |Last Name First Rank Status Reason Departing Department Estimated Reporting Department Estimated Issue Date
q Code Depart Date Report Date
2 mGRﬁND HAV?N 11/12/2014| ;U GRAND HAVR 11/12/2014(12:00:00.0
3 Authorized |EXT CGC MOBILE BAY 6/1/2018|CGC MOBILE BAY 6/1/2018(12:12:46.7
4 Authorized [EXT CG STATOLEDO 5/1/2018|CG STA TOLEDO 6/1/2018(9:38:16.30
5 Authorized |PCS CG STASTURGEON BAY 8/27/2018|CG STA STURGEON BAY 9/5/2018(1:33:48 54
[ Authorized [FLT CG STA CALUMET HARBOR 6/1/2019|CG STA CALUMET HARBOR 7/1/2019|8:04:02.28
7 Authorized |PCS DD-D9 INTEL BRANCH (DRI) 7/1/2019|DD-D9 INTEL BRANCH (DRI} 7/30/2019(11:39:25.2
8 Authorized |PCS MSU CLEVELAND 10/1/2019|MSU CLEVELAND 10/1/2019|3:28:43.28
9 Authorized [PCS CG STA CHARLEVOIX 11/1/2020|PATFOR SWA BAHRAIN 12/1/2020|9:38:26.17
10 Authorized |PCS CG STA BUFFALO 11/1/2020|CGC MONOMOY 12/1/2020(12:36:05.6
1 Authorized [PCS D9 LEGAL STAFF (DL} 10/1/2020|D13 LEGAL STAFF (DL} 10/1/2020(11:24:22.4
12 Authorized |PCS CG STA ROCHESTER 6/1/2020|BASE PORT MAT (NMM) 7/1/2020(10:01:42.1
13 Authorized [PCS PSU 309 LOGISTICS DEPT 10/1/2020|PSU 307 COMMAND STAFF 10/1/2020(5:18:00.71
14 Authorized |PCS D9 PLNG & FORCE RDNS DIV (DX) 10/1/2020|D9 INCIDENT MGMT BR (DRM) 10/1/2020(10:43:12.2
15 Authorized [PCS PSU 309 WATERSIDE SECURITY DIV 10/1/2020|CG STA TOLEDO 10/1/2020(11:33:03.8
16 MECS Authorized |PCS SEC LAKE MICH ENFORCEMENT DIV 10/1/2020|CG STA DULUTH 10/1/2020(2:52:42.84
17 BMCS Authorized [EXT CG STA OSWEGO 10/1/2020|CG STA OSWEGO 10/1/2020|2:17:30.43
= T S 1070 RASE LR CRL RARINT P (R P P
v | pcsopT | PCSRRT | Saparatlonsl \ Authorized PCS ‘ISELRES | RMMs-cspy-Fsa | TOVAS .. @ 1

43 | Type Comments in column L of the header row.

Highlight column L and select All Borders from the toolbar, then select center

(if necessary).
— = — - -
Ao B- B Wrap Tt General 1 B = Eriset - 3 Ay p
P :]Em' = Conditions! Formatss Call | .00t = | B1- iz& Find &
aste B I U 3= [ Merge & Center - <05 s €0 5 onditional Format as  Cel P I in
- ¥ o ' $ o Formatting= Table= Styles- (= Format~ & - Epare sajact~
Clipboard = Font & Alignment [} Number o Styles Cells Editing
11 7 fr | Comments
A B < D E F G H | J K L
Reason . Estimated . Estimated
. Status Code Departing Department Depart Date Reporting Department Report Date kssue Date | Comments
2 Authorized|PCS SFO GRAND HAVEN 11/12/2014|5F0 GRAND HAVEN 11/12/2014|12:00:00.0
3 |Awthorized| EXT OGC MOBILE BAY 6/1/2018|CGC MOBILE BAY 6/1/2018/12:12:46.7
4 Authorized | EXT CG STA TOLEDO 5/1/2018|CG STA TOLEDO 6/1/2018(9:38:16.30
A P 2 =

Continued on next page
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20 November 2023

SPO Paycut Roster, Continued

Procedures,

continued

Step

Action

44

Highlight the entire

Filter, then Custom Sort.

worksheet and select Sort &

“D "" Calibri Sl sa s = - B WiapTex General - E—| Q‘ ’;5 %m"““ -
Paste t- B I U o || @ s @ | &
= M = Merge & Center = % - % » S 3% Formatting + Table+ Styles+ D Format -
Clipboard F] MNumber F] Styles Cells
Al v
E F G H J
Rank Status | Teson Departing Department Estimated Reporting Department Estimated
Code Depart Date Report Date
Authorized |PCS SFO GRAND HAVEN 11/12/2014[5FO GRAND HAVEN 11/12/2014(12:00:0u.
Authorized |[EXT CGC MOBILE BAY 6/1/2018|CGC MOBILE BAY 6/1/2018|12:12:46.7
Authorized |[EXT CG STATOLEDO 5/1/2018(CG STATOLEDO 6/1/2018(9:38:16.30
Authorized |PCS CG STA STURGEON BAY B/27/2018|CG STA STURGEON BAY 9/5/2018(1:33:48.54
Authorized [FLT CG STA CALUMET HARBOR 6/1/2019(CG STA CALUMET HARBOR 7/1/2019(8:04:02.28
Authorized |PCS DD-D9 INTEL BRANCH (DRI) 7/1/2019|DD-D9 INTEL BRANCH (DRI) 7/30/2019|11:39:25.2
Authorized |PCS MSU CLEVELAND 10/1/2019MSU CLEVELAND 10/1/2019(3:28:43.28
Authorized |PCS CG STA CHARLEVOIX 11/1/2020|PATFOR SWA BAHRAIN 12/1/2020(9:38:26.17
Authorized |PCS CG STA BUFFALO 11/1/2020|CGC MONOMOY 12/1/2020(12:36:05.6
Authorized|PCS D9 LEGAL STAFF (DL) 10/1/2020|D13 LEGAL STAFF (DL) 10/1/2020(11:24:22.4
Authorized |PCS CG STA ROCHESTER 6/1/2020|BASE PORT MAT (NMM) 7/1/2020[10:01:42.1
Authorized |PCS PSU 309 LOGISTICS DEPT 10/1/2020(PSU 307 COMMAND STAFF 10/1/2020(5:18:00.71
Authorized |PCS D9 PLNG & FORCE RDNS DIV (DX) 10/1/2020|D9 INCIDENT MGMT BR (DRM) 10/1/2020|10:43:12.2
Authorized |PCS PSU 309 WATERSIDE SECURITY DIV 10/1/2020|CG STATOLEDO 10/1/2020(11:33:03.8
Authorized |PCS SEC LAKE MICH ENFORCEMENT DIV | 10/1/2020|CG STA DULUTH 10/1/2020(2:52:42.84
Authorized |EXT CG STA OSWEGO 10/1/2020|CG STA OSWEGO 10/1/2020(2:17:30.43
m Avtharizad | FiT RAGE M1 A SN IFSN) &fan/2071 |RASE CLEW CSI RAAINT DU (ERAL 741 /202112-22-01 5 hs
| PCSDPT | PCSRPT | Separations | Authorized PCS | SELRES | RMMs-CSPY-FSA | TDYAS .. @ < v

45

Ensure the My data has headers block is checked and select Reason Code
from the Sort by drop-down. Click OK.

+5'-]_ Add Level )( Delete Level EE‘" Copy Level Options.. My data has headers
Column Sort On Crder
Sort by WValues o |AtoZ “

Cancel
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20 November 2023
SPO Paycut Roster, Continued

Procedures,
continued

Step Action
46 | In Column F (Reason Code): Highlight all FLT and EXT orders in RED.

These orders generally require zero paperwork and therefore should be worked
immediately, allowing more time for the more complex PCS orders.

NOTE: If any of these require obligated service, enter OBLISERYV in the
Comments block.

"D ‘K’ Calibri A A= #-  E¢WapTet General - F G& Q E"‘"“" - Z- 'EY p
Paste M- BIru- M- & o 67| @einnd (oo @ | L " Sort& Find &
- ¥ u-|#H-j2-4- = Bt = | § =D 9 WA Formatting~ Table~ Styles- [EdFormat~ &~ Fijer. Select~
Clipboard T Font w Alignment. w Number 5] Styles Cells Editing
L2 - b
A B C D E F G H I 1 K L
EmplID |Last Name Rank Status | TEoOn Departing Department Estimated Reporting Department Estimated | @ bate| Comments
q Code Depart Date Report Date
2 Authorize: CG STA OSWEGO 10/1/2020|CG STA OSWEGO 10/1/2020|2:17:30.43
3 Authorize: SEC LAKE MICH ADMIN/PERS DIV 6/1/2021|SEC LAKE MICH ADMIN/PERS DIV 7/1/2021|8:37:15.30
4 Authorize: BASE CLEV ESD (ESD) 6/30/2021|BASE CLEV C51 MAINT DIV (EM) 7/1/2021|3:33:01.59
5 Authorized| PCS CG STA CHARLEVOIX 11/1/2020|PATFOR SWA BAHRAIN 12/1/2020|9:38:26.17
(33 Authorized| PCS CG STA BUFFALO 11/1/2020|CGC MONOMOY 12/1/2020|12:36:05.6
7 Authorized| PCS D9 LEGAL STAFF (DL) 10/1/2020|D13 LEGAL STAFF (DL) 10/1/2020|11:24:22.4
8 Authorized| PCS CG STA ROCHESTER 6/1/2020|BASE PORT MAT (NMM) 7/1/2020|10:01:42.1
9 Authorized| PCS PSU 309 LOGISTICS DEPT 10/1/2020|PSU 307 COMMAND STAFF 10/1/2020|5:18:00.71
Authorized| PCS D9 PLNG & FORCE RDNS DIV (DX) 10/1/2020|D9 INCIDENT MGMT BR (DRM) 10/1/2020|10:43:12.2
Authorized| PCS PSU 309 WATERSIDE SECURITY DIV 10/1/2020|CG STATOLEDO 10/1/2020(11:33:03 8
Authorized| PCS SEC LAKE MICH ENFORCEMENT DIV 10/1/2020|CG STA DULUTH 10/1/2020|2:52:42 .84
Authorized| PCS CG STA NIAGARA 7/28/2020|OFFICER CANDIDATE SCHOOL 7/29/2020(11:24:02 8
Authorized| PCS CGC MORRO BAY 11/1/2020|CGC ADAK 12/1/2020(12:14:06.3
Authorized| PCS CG STA NIAGARA 10/1/2020|CG STA BUFFALO 10/1/2020|1:34:15.44
Authorized| PCS OL-IPF DETROIT MI 10/1/2020|0L-IPF DETROIT MI 10/1/2020|3:00:20.52
Authorized| PCS CG STA ALEXANDRIA BAY 11/2/2020|CG STA ALEXANDRIA BAY 11/16/2020|2:12:04.47
\eon - [T r—Y 101 an20lsec nereoiT LAGIsTICS nERT 1061 anr0l2ansn 1s
| PcsDPT | PCSRPT | separations | Authorized PCS | SELRES | RMMs-CSPV-FSA | TDVAS .. () <

47 | Highlight the entire worksheet and select Sort & Filter, then Custom Sort.

DE% Calibri AN = - ECWapTen General - l_:,‘l [ Eeinen -
o -

B =
e B P U B[ A- egeaicoa < § - % > @ St romu e g
Clipboard & Font [ Alignment [ Number [ Styles Cells zAl SortAtoZ
%l SortZtoA
E F G H 1 K T
status | R0 Departing Department Estimated Reporting Department Estimated |, @ e bate
Code Depart Date Report Date

Authorized CG STAOSWEGO 10/1/2020|CG STA OSWEGO 10/1/2020(2:17:30.43

Authorized SEC LAKE MICH ADMIN/PERS DIV 6/1/2021|SEC LAKE MICH ADMIN/PERS DIV | 7/1/2021|8:37:15.30

Authorized BASE CLEV ESD (ESD) 6/30/2021 |BASE CLEV C51 MAINT DIV (EM) 7/1/2021|3:35:01.59

Authorized|PCS CG STA CHARLEVOIX 11/1/2020|PATFOR SWA BAHRAIN 12/1/2020(9:38:26.17

Authorized|PCS CG STA BUFFALO 11/1/2020|CGC MONOMOY 12/1/2020{12:36:05.6

Authorized|PCS DO LEGAL STAFF (DL) 10/1/2020|D13 LEGAL STAFF (DL) 10/1/2020(11:24:22.4

Authorized|PCS CG STA ROCHESTER 6/1/2020|BASE PORT MAT (NMM) 7/1/2020|10:01:42.1

Authorized|PCS PSU 309 LOGISTICS DEPT 10/1/2020|PSU 307 COMMAND STAFF 10/1/2020(5:18:00.71

Authorized|PCS D9 PLNG & FORCE RDNS DIV (DX] 10/1/2020|D2 INCIDENT MGMT BR (DRM) 10/1/2020(10:43:12.2

Authorized|PCS PSU 309 WATERSIDE SECURITY DIV | 10/1/2020(CG STATOLEDO 10/1/2020(11:33:03.8

Authorized|PCS SEC LAKE MICH ENFORCEMENT DIV | 10/1/2020|CG STA DULUTH 10/1/2020(2:52:42.84

Authorized|PCS CG STANIAGARA 7/28/2020|OFFICER CANDIDATE SCHOOL 7/29/2020(11:24:02.8

Authorized|PCs CGC MORRO BAY 11/1/2020|CGC ADAK 12/1/2020{12:14:06.3

Authorized|PCS CG STA NIAGARA 10/1/2020|CG STA BUFFALO 10/1/2020(1:34:15.44

Authorized|PCS OL-IPF DETROIT MI 10/1/2020|0L-IPF DETROIT M1 10/1/2020(3:00:2052

Authorized|PCS CG STA ALEXANDRIA BAY 11/2/2020|CG STA ALEXANDRIA BAY 11/16/2020(2:12:04.47

ron < N0 INFINENT AT 20 (noaal 107 NETRAIT LOGISTICS NEDT 1nr1mmnlaansnas

PCS DPT PCS RPT Separations Authorized PCS | SELRES RMMs-CSPY-FSA TDYAS ... {-}] 4 ¥

Continued on next page
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20 November 2023
SPO Paycut Roster, Continued

Procedures,
continued

Step Action
48 | Ensure the My data has headers block is checked and select Estimated Depart
Date from the Sort by drop-down. Click OK.

+"z‘l Add Level }( Delete Level EE] LCopy Level Options... My data has headers

Column Sort On Order

Sort by Values v Oldest to Mewest v

Cancel

49 | In Column H (Estimated Depart Date):
¢ Highlight only the dates that are past due through the current date in RED.

¢ Highlight only the dates from tomorrow’s date through next paycut in
YELLOW.

Enter Comments as needed to pass information to the AOR field Admins or to
our SPO staff for action.

.n.D ?; _ coter o -la s == ®- B Weple Date - ’__9.‘4 Q %j;‘::; '. : 'EY p
Paste = a= i
ste ¢ B I U-|H-|[d-A- = == EHMergesCenter - $- % * W0 Fij:j;&fﬂ;ﬂ[ F?r'a'glﬂ:s s@i‘!v B format- | & - ?3;& SF;:(&
Clipboard = Font [ Alignment [ Number I} Styles Cells Editing
H28 - F || 10/23/2020
E F G H 1 J K L
Status Reason Departing Department Estimated Reporting Department Estimated Issue Date | Comments
Code Depart Date Report Date
Authorized|PCS CG STATOLEDO G STATOLEDO 10/1/2020|2:33:11.48
Authorized|PCS 'SEC BUFFALO CMD CENTER EC DEL BAY CMD CENTER 10/1/2020(11:08:41.2
Authorized|PCS CG STA OSWEGO TASCHOOL 11/15/2020(9:57:41.59
Authorized|PCS CGC BRISTOL BAY M A SCHOOL 11/15/2020(1:30:55.55
Authorized|PCS CG STATAWAS TASCHOOL 11/15/2020(10:53:14.3
Authorized|PCS CG STA FAIRPORT TASCHOOL 11/15/2020(10:54:38.6
Authorized|PCS CGC ALDER M A SCHOOL 11/15/2020(1:21:53.30
Authorized|PCS CGC MOBILE BAY M A SCHOOL 11/15/2020(1:19:11.86
Authorized|PCS CG STA MICHIGAN CITY TASCHOOL 11/15/2020(11:14:59.1
Authorized|PCS CG STA GRAND HAVEN M A SCHOOL 11/22/2020(10:49:25.5
Authorized|PCS CG STA BUFFALO 10/23/2020QICAC SCHOOL (DLIFLC) 11/23/2020(10:02:11.5
Authorized|PCS CG STA CHARLEVOIX 11/1/2020§PATFOR SWA BAHRAIN 12/1/2020|9:38:26.17
Authorized|PCS CG STA BUFFALO 11/1/2020§CGC MONOMOY 12/1/2020|12:36:05.6
Authorized|PCS CGC MORRO BAY 11/1/2020JCGC ADAK 12/1/2020(12:14.06.3
Authorized|PCS CG STA CHICAGO 11/1/2020§CGC MAUI 12/1/2020|12:11:23.7
Authorized|PCS CG STA ALEXANDRIA BAY 11/2/2020CG STA ALEXANDRIA BAY 11/16/2020(2:12:04.47
sn Antharizadlpre e eTATAWAS = = STA TAWIAS 12n0m0l12-2105 2
PCS DPT PCS RPT Separations Authorized PCS | SELRES RMMSs-CSPY-FSA TDY A S ... -f-i-) 4

Continued on next page
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20 November 2023

SPO Paycut Roster, Continued

Procedures,

continued

Step

Action

50

Go to the SELRES tab.

The following is optional but recommended to allow for easier viewing of the
roster. Highlight and delete the following columns (*this is different from the
previous worksheets):

e Order Type

e Action

e Reason Code

e Depart Deptid

e Reporting Deptid

e Position Number

e Order

The header row should now match the example below:

"D g; | el 110 A A T== ®- [EWapTlex General - l_:)
Paste i Bl7r u- H~ &~ A- | =HB1= = 3= EMerge&.Center - % -9 0 51 Conditif:mal Farmat
= Formatting =~ Table
Clipboard = Font ] Alignment ] Mumber ] Styles
Al - I Empl ID
A B | C | D E F G H | J K L |
EmplID |Last Name Status Duty Type [[))::rr::: Estimated ;:::rf:: Estimated Issue Date
1 nt Depart Date nt Report Date
2 Enroute |TITLELO WATERSID | 10/21/2019|SECURITY |10/21/2019(1:39:13.94
3 Enroute |ADOS-AC |WATERSID [ 12/1/2019|MISSIONS [ 12/1/2019(11:04:46.6
4 Enroute |TITLELO WATERSID | 10/21/2019|SECURITY |10/21/2019(12:08:33.0
5 Authorized|ADOS-AC  [SECURITY 10/1/2020|SECURITY 10/1/2020|12:42:48.3
6 Authorized|ADOS-AC  [SECURITY 3/29/2021|SECURITY 3/29/2021|12:42:48.3
7 Enroute |IADT SHORESID | 5/10/2020|SCHOOL 5/10/2020|1:26:40.96
8 Enroute |IADT MARBLEHE | 7/26/2020|MARBLEHE | 7/26/2020(10:05:19.8
9 Enroute |IADT MARBLEHE | 11/13/2020|MARBLEHE | 11/13/2020(10:05:19.8
10 Enroute |IADT BUFFALO 8/16/2020|YORKTOW | 8/16/2020(11:18:26.2
11 En route 1ADT WATERSID | 9/20/2020|5CHOOL 9/20/2020|10:45:45.2
12 Ready IADT CHICAGO 9/27/2020|YORKTOW | 9/27/2020|1:29:22.48
13 Enroute |IADT SHORESID | 7/28/2020|SCHOOL 7/28/2020|9:37:30.03
14 En route 1ADT WILMETTE | 8/16/2020|YORKTOW | 8/16/2020|12:40:22.5
15 Enroute |IADT WILMETTE | 7/26/2020|YORKTOW | 7/26/2020(2:25:56.68

—
o

Enroute |TITLELO NIAGARA 6/17/2020|NIAGARA 6/17/2020|8:59:52.06
Enroute |TITLEIO NIAGARA [12/13/2020|NIAGARA | 12/13/2020(8:59:52.06

Er rnuta | ADT.AT DADT o/fia/ninlpnoT ofia/rnrnl1r1s-0ne

PCS DPT PCS RPT Separations Authorized PCS SELRES RMMs-CSPY-FSA TOY A S ... (-i-)

-
-

Continued on next page
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20 November 2023

SPO Paycut Roster, Continued

Procedures,

continued

Step

Action

51

Type Comments in column L of the header row.

Highlight column L and select All Borders from the toolbar, then select center
(if necessary).

&D s; ) Calibri 110 A A — @ - %Wrap'reu‘t General - |::=—| ’_:JJ
Paste " B I U- &y . A~ = Merge & Center ~ $ -9 2 |50 9 Conditipnal Format as
= Formatting ~  Table~
Clipboard Font ] Alignment ] Mumber ] Styles
L1 A fe Comments
| A | B | i | D E F G H | ] K L
Rank Status Duty Type :))::rrll:i Estimated s:::rrlt:i Estimated Issue Datel] Comments
1 nt Depart Date nt Report Date
2 En route |TITLEIO WATERSID | 10/21/2019|SECURITY | 10/21,/2015(1:39:13.94
3 Enroute |ADOS-AC |WATERSID | 12/1/2018|MISSIONS 12/1/2019|11:04:46 6
4 En route |TITLEIO WATERSID | 10/21/2019|SECURITY |10/21,/2015(12:08:33.0
5 Authorized |ADOS-AC  |SECURITY 10/1/2020|SECURITY 10/1/2020 12:42:4S.q
6 Authorized |ADOS-AC  |SECURITY 3/29/2021|SECURITY 3/29/2021 12:42:48.#
7 En route 1ADT SHORESID 5/10/2020(SCHOOL 5/10/2020 1:26:40.94
8 En route 1ADT MARBLEHE | 7/26/2020(MARBLEHE | 7/26/2020 10:05:19.4
En route 1ADT MARBLEHE | 11/13/2020(MARBLEHE | 11/13/2020 10:05:19.4
En route 1ADT BUFFALO 8/16/2020|YORKTOW | 8/16/2020 11:18:26.2'
En route 1ADT WATERSID | 9,/20/2020(SCHOOL 9/20/2020 10:45:45.2'
Ready 1ADT CHICAGO 9/27/2020|YORKTOW | 9/27/2020 1:29:22.44
En route 1ADT SHORESID 7/28/2020(5CHOOL 7/28/2020 9:37:30.0*
En route 1ADT WILMETTE | 8/16/2020|YORKTOW | 8/16/2020 12:40:22.5'
En route 1ADT WILMETTE | 7/26/2020|YORKTOW | 7/26/2020 2:25:56.6d
Enroute |TITLEIO MNIAGARA 6/17/2020|NIAGARA 6/17/2020|8:59:52.04
En route |TITLEIO MIAGARA | 12/13/2020|NIAGARA |[12/13/2020(8:59:52.06
=1¥ T'ad E 4 ADT.AT BADT afairninlepnpT a1ainrnl1z-185-n0
| PCSDPT | PCSRPT | Separations | Authorized PCS | SELRES | RMMs-CSPY-FSA | TDYAS ... <

52

Highlight the entire worksheet and select Sort & Filter, then Custom Sort.

AD 5" Calibri o A =EEo ®- EWeplet General - E) Q %"”‘E“ PN ad p

Paste - B ru- M- H-a- 5] Merge & C © § 9% » g5 Conditional Formatas Cell ETDEHE - B rt & [Find &

- - 4 e ® 2% | Formatting= Table~ Styles~ [EFormat~ & - KiereKelect -

Clipboard & Font m Alignment ] Number m Styles Cells 2] Sort Smallest to Largest
Empl ID to Small
E F G H | J K L M N
Departing - Reporting N Y Filter
Status | Duty Type |Departme | 0% | peparime | BTt |l pate | comments
e |Pepartoate| U (Report Date

Enroute |TITLEI0 [WATERSID | 10/21/2019|SECURITY [10/21/2019|1:39:13.94 . |
Enroute |ADOS-AC 12/1/ ONS | 12/1/201911:04:46.6
Enroute |TITLEI0  |WATERSID | 10/21/2018|SECURITY |10/21/2019(12:08:33.0
Authorized|ADOS-AC [SECURITY | 10/1/2020|SECURITY | 10/1/2020(12:42:48.3
Authorized|ADOS-AC [SECURITY | 3/29/2021|SECURITY | 3/29/2021|12:42:48.3
Enroute |IADT [SHORESID | 5/ HOOL | 5/10/2020|1:26:4096
Enroute |IADT MARBLEHE | 7/2 LEHE| 7/26/ 10:05:19.8
Enroute |IADT MARBLEHE | 11/13/2020| MARBLEHE | 11/13/2020|10:05:19.8
Enroute |IADT BUFFALO | 8/16/2020|YORKTOW | 8/16/2020|11:18:26.2
Enroute |IADT HOOL | 9/20/2020|10:45:45.2
Ready  |IADT cHICAGO | 9/27/2020|YORKTOW | 9/27/2020|1:29:22.48
Enroute |IADT [SHORESID | 7/28/2020|SCHOOL | 7/28/2020|9:37:30.03
Enroute |IADT WILMETTE | 8/16/2020|YORKTOW | 8/16/2020(12:40:22.5
Enroute |IADT WILMETTE | 7/26/2020|YORKTOW | 7/26/2020|2:25:56.68
Enroute |TITLEI0 |NIAGARA | 6/17/2020|NIAGARA | 6/17/2020|8:59:52.06
Enroute |TITLEI0  |NIAGARA |12/13/2020|NIAGARA |12/13/2020|8:59:52.06
an Frrouta lanTar  loner ake =

PCS DPT PCS RPT Separations Authorized PCS SELRES RMMS-CSPY-FSA TOYAS ... (B [l »

Continued on next page
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20 November 2023

SPO Paycut Roster, Continued

Procedures,
continued

Step

Action

53

Ensure the My data has headers block is checked and select Status from the
Sort by drop-down. Click OK.

+"z'-l Add Level '}( Delete Level EE Copy Level Options... MMy data has headers

Column Sort On Order

sortby [T&grae Values > Atz -
Cancel

54 | In Column E (Status):

Ready status.

Highlight all Authorized orders to be approved to a

"D gé. Calibri 10 - AN === ¥- E¢WrapText General - [:'—| Q
Paste " B I u- [@- . A-l=== Merge & Center = $ -0 s gL Conditional Format a
< Formatting ~  Table
Clipboard Font [F} Alignment ] Number ] Styles
K8 - F 09/25/20 2:06:22.087406PM
E F G H | ] K L
Status Duty Type :)):::rr::i Estimated [;“:::::i Estimated Issue Date | Comments
1 nt Depart Date nt Report Date
2 Authorized JADOS-AC  [SECURITY 10/1/2020|SECURITY 10/1/2020(12:42:48.3
2 Authorized JADOS-AC  [SECURITY 3/29/2021(SECURITY 3/29/2021(12:42:48.3
4 Authorized [MEDHOLD |SECURITY 10/1/2020(SECURITY 10/1/2020(10:24:12 9
& Authorized ]MEDHOLD [SECURITY |11/30/2020|SECURITY |11/30/2020|10:24:12.9
6 Authorized JADOS-AC  [SECURITY 10/1/2020(SECURITY 10/1/2020|7:32:13.54
T Authorized JADOS-AC  [SECURITY 3/29/2021(SECURITY 3/29/2021|7:32:13.54
8 Authorized JADOS-AC  [COMMAN | 12/29/2020|CENTRAL | 12/29/2020|2:06:22.08
g Authorized JADOS-AC  [SECURITY 10/1/2020(SECURITY 10/1/2020(9:13:42.81
Authorized JADOS-AC  [SECURITY 3/29/2021(SECURITY 3/29/2021(9:13:42.81
Authorized JADOS-AC  [SECURITY 10/1/2020|SECURITY 10/1/2020(9:54:10.39
Authorized JADOS-AC  |SECURITY |10/31/2020(SECURITY |10/31/2020|9:54:10.39
Authorized JADOS-AC |OPERATIO | 9/28/2020|0PERATIO | 9/28/2020|1:05:08.30
Authorized JADOS-AC |OPERATIO | 9/30/2020|0PERATIO | 9/30/2020|1:05:08.30
Authorized JADOS-AC  [SECURITY 11/2/2020(SECURITY 11/2/2020(11:03:03.8
Authorized JADOS-AC  [SECURITY 4/30/2021(SECURITY 4/30/2021(11:03:03.8
Enroute |TITLELD WATERSID | 10/21/2019|SECURITY |10/21/2019(1:39:13.94
Fr rouita ADVOE AT WAATFDEINY 17/ Mnalsacsinme 1341 3010l11-04-A8 £
PCS DPT PCS RPT Separations Authorized PCS | SELRES RMMs-CSPY-FSA TOYAS .. (B [
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20 November 2023
SPO Paycut Roster, Continued

Procedures,
continued

Step Action
55 | Highlight the entire Worksheet and select Sort & Filter, then Custom Sort.

"D - o A s = - [EWipText General - F L—‘J D & insen -
Paste i - B I U H oy $ y &0 oo Conditional Formatas Cell @’* Delete -
e & Lo H- oA Merge & Center - = 7% ommatting Table~ Styles< [ Format
Clipboard Font ] Alignment F] Mumber ] Styles Cells
Al = I Empl ID
E F G H | J K L M N
Status | Duty Type ::;T..'i Estimated :::rr:u': = || s
e |Pepart Date| U |Report Date
ADOS-AC |SECURITY | 10/1/2020|SECURITY | 10/1/2020
DOS-AC [SECURITY | 3/29/2021|SECURITY | 3/29/2021
OLD |SECURITY | 10/1/2020|SECURITY | 10/1/2020 =
OLD |SECURITY |11/30/2020|SECURITY |11/30/2020|10:24:12.9
ADOS-AC |SECURITY | 10/1/2020|SECURITY | 10/1/2020|7:32:13.54
ADOS-AC |SECURITY 3/29/2021|SECURITY 3/29/2021|7:32:13.54
DOS-AC 12/29, NTRAL | 12/29/2020|2:06:22.08
ADOS-AC |SECURITY | 10/1/2020|SECURITY | 10/1/2020|9:13:42.81
DOS-AC [SECURITY | 3/29/2021|SECURITY | 3/29/2021|9:13:42.81
ADOS-AC |SECURITY | 10/1/2020|SECURITY | 10/1/2020|9:54:10.39
DOS-AC |SECURITY | 10/31/2020|SECURITY |10/31/2020|9:54:10.39
ADOS-AC |OPERATIO | 9/28, ERATIO | 9/28/ 1:05:08.30
ADOS-AC |OPERATIO | 9/30/2020|OPERATIO | 9/30/2020|1:05:08.30
DOS-AC |SECURITY | 11/2/2020|SECURITY | 11/2/2020|11:03:03.8
ADOS-AC |SECURITY | 4/30/2021|SECURITY | 4/30/2021|11:03:03.8
Enroute |TITLEIO  |WATERSID | 10/21/2019|SECURITY |10/21/2019|1:39:13.94
anns En et |ADOS AR 1974 a0 1ar1mn1al11na08 8 h
PCS DPT PCS RPT Separations Authorized PCS SELRES | RMMs-CSPY-FSA ‘ TOYAS .. B 4 >

56 | Ensure the My data has headers block is checked and select Estimated Depart
Date from the Sort by drop-down. Click OK.

My data has headers

4| Add Level || X Delete Level | 2 Copy Level Options...

Column Sort On Crder
Sort by

Values w Oldest to Mewest e

Continued on next page
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20 November 2023
SPO Paycut Roster, Continued

Procedures,

continued

Step

57

Action
Scroll through the list of orders and locate ALL short-term orders in an En route
status. This does NOT include long-term orders that require a Separation
transaction to end the orders (such as Title 10 or ADOS). If unsure, review the
orders in DA.
Mark each order or block of orders, right-click and select Delete. Do NOT
delete any orders in an Authorized, Ready, or En route status that require a
separation transaction.
File Home Insert Page Layout Formulas Data Review View Help
flj Exc' Calibri == = P gE;WrapTa(t General - @
B~ .
= B I U~ === | == Merge&Center = $ = % b <__0'8 ;)U_U Condltl.onal
= Farmatting ]
Clipboard = Font = Alignment = MNumber =
A2 - f || 2014903
A B c D 3 F G 4 [ J K L
EmplID |Last N First Rank | Status |DutyT [[))Emrrtﬁng Estimated ;eporrtﬁng Estimated |, e Date | € t
. mpil 5 lame Name n atus uty lype Ep:t me Deparl Date Ep:t me Reporl Date ssue e omments
o o A ¢ .9 -
5 |Catibri 7 ! AAS %9 Enroute |ADOS-AC |MiCH 8/17/2020(sAULT STE | 8/17/2020|10:15:03.9
3 B I =& A S0 Enroute |ADOS-AC |CLAIR 8/19/2020|vORKTOW | 8/19/2020(7:51:52 29
| Enroute |TITLEID |STAFF (DL) | 8/31/2020|DANT(CG- | 8/31/2020(2:27:09.57
5 X Cut Enroute |EAD MiCH 9/1/2020|DANT (CG- | 9/1/2020(4:16:07.10
6 Iy Copy Enroute |TITLEID |INCIDENT | 9/1/2020|YKTWN 9/1/2020(2:30:27 67
7 - En route ADOS-AC |GRAND 9/3/2020|10SEPH 9/3/2020(9:56:38 80
8 [h Paste Options: Enroute |ADOS-AC |CHICAGO 9/7/2020|SAVANNAH| 9/7/2020|1:22:56.78
9 Eg r%“/ [’% Enroute |ADHC CLEVELAND| 9/14/2020|CLEVELAND| 9/14/2020|8:05:26.52
1 o Authorized|ADOS-AC |OPERATIO | 9/28/2020|0PERATIO | 9/28/2020(1:05:08.30
11 Paste Special... Enroute |ADOS-AC |FORCE 9/28/2020|IRR 9/28/2020|2:25:44.28
1 Insert Authorized|ADOS-AC |OPERATIO | 9/30/2020|0PERATIO | 9/30/2020(1:05:08.30
1 En route ADT-AT PORT 9/30/2020|PORT 9/30/2020(12:16:00.8
14 PAC Enroute |ADOS-AC |WILLOWB | 9/30/2020|IRR 9/30/2020|8:18:08 54
15 Clear Contents BM1 Authorized [ADOS-AC  |SECURITY 10/1/2020(SECURITY 10/1/2020(|12:42:48.3
1€ Format Cells.. BMC Authorized|MEDHOLD |SECURITY | 10/1/2020[SECURITY | 10/1/2020(10:24:12.9
13 B . MEZ Authorized |ADOS-AC  |SECURITY 10/1/2020|SECURITY 10/1/2020(7:32:13.54
18 Bow Height... SK1 Authorized|ADOS-AC [SECURITY | 10/1/2020|SECURITY | 10/1/2020|9:13:42.81
qe Hide YN1 Authorized |ADOS-AC  |SECURITY 10/1/2020|SECURITY 10/1/2020(9:54:10.39
20 Unhide MKC Ready  |MEDHOLD |SECURITY | 10/1/2020|SECURITY | 10/1/2020|7:14:17.21
4 Authorized PCS SELRES RMMs-CSPY-FSA TOY A School All Other TDY @

Continued on next page
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20 November 2023
SPO Paycut Roster, Continued

Procedures,
continued
Step Action
58 | In Column H (Estimated Depart Date):
¢ Highlight all Ready orders past due through the current date in RED.
¢ Highlight all Ready orders from tomorrow’s date through next paycut in
YELLOW.
Enter Comments as needed to pass information to the AOR field Admins or to
our SPO staff for action.
File Home Insert Page Layout Formulas Data Review View Help
. |:| E?(“ Calibri 1WA === & b, Wrap Text General - ﬁ
o~ "
Pafte g B I U~ - 2 ~ ﬁ - === == Merge&Center ~ $ = % ? <__0'8 —)Ug F?rr;:ftli:;ﬂv
Clipboard T Font ] Alignment ] Number ]
R16 A F2
E F G H | J K L
Departing | o iimated | RSPo8 | Eoimated
Status Duty Type | Departme Denpart Date Departme Report Date Issue Datell Comments
1 nt ral nt ro
2 En route |ADHC CLEVELANDY 9,/14/20204 CLEVELAND| 9/14/2020 S:OS:ZG.SZI
3 En route |ADT-AT PORT 9/30/20204 PORT 9/30/2020 12:16:00.4|
4 MEDHOLD |SECURITY SECURITY 10/1/2020 ?:14:1?.2]]
5 ADOS-AC  |SHORESID SECURITY 10/1/2020(11:40:21.9
B ADOS-RC  |COMMAN PSC RPM 10/4/2020(10:31:34.7]
I Authorized [ADOS-AC  |SECURITY | 10/31/20204SECURITY | 10/31/2020|9:54:10.39
k3 Authorized |ADOS-AC  [SECURITY 11/2/2020 SECURITY 11/2/2020 11:03:03.q
g9 En route 1ADT MARBLEHE | 11/13/20204 MARBLEHE | 11/13/2020 10:05:19.4|
Authorized [ MEDHOLD |SECURITY | 11/30/20204SECURITY | 11/30/2020 10:24:12.4|
Authorized | ADDS-AC  |COMMAN | 12,/29/2020§ CENTRAL 12/29/2020 2:06:22.04|
Ready MEDHOLD (SECURITY | 12/31/20204SECURITY |12/31/2020 ?:14:1?.21||
Ready ADOS-AC  [SECURITY | 12/31/20204SHORESID | 12/31/2020 11:40:21.4|
En route |ADHC CLEVELANDY 1,/14/2021JCLEVELAND| 1/14/2021 8:05:26.52||
Authorized | ADOS-AC  |SECURITY 3/29/202 1) SECURITY 3/29/2021 12:42:48.4|
Authorized | ADOS-AC  |SECURITY 3/29/202 1) SECURITY 3/29/2021 ?:32:13.54|
Authorized | ADOS-AC  |SECURITY 3/29/202 1) SECURITY 3/29/2021 9:13:42.81||
Authorized | ADOS-AC  |SECURITY 4/30/202 1) SECURITY 4/30/2021 11:03:03.4|
En routa EADY BAICH /1501 IACK ORI ciie/wnt1lz-98-29 QJ'

34
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20 November 2023

SPO Paycut Roster, Continued

Procedures,
continued
Step Action
Ll . - - -

M - SneA s = B B Wrap Text General - = B [ %m‘”““ x ';Y
paste 27 i = Conditional i ‘)t can |, Detete 7 mvsn&
et B I U- H-~ - - = |=3= Merge & Center = $ - % » %8 35 EhfelE] RluEisy G2 e &
hd 4 2 Formatting~ Table~ Styles~ [E1 Format - =7 Filter |
Clipboard Font [F} Alignment [} Number I} Styles Cells Editin
M13 = I

A | B | ¢ | D E F G H | J K L M N 0 P

o | statue loutyr order | Resson | Depart I';'E"":'“g Estimated | Reporting ge"":'“g Estimated | Posit

. " atus | DUV IVPE | e on code | Deptid E"‘:“ ™€ | Depart Date| DeptiD E"‘:“ ™€ | Report Date| Num|
2 Ready TAS XFR TDY 46579 (TWO 10/18/2020| 10/19/2020|
3 Ready TAS XFR Tov 194|WILMETTE | 10/18/2020) 10/18/2020
4 Ready TAS XFR TDY 492 |MANISTEE | 10/25/2020 10/26/2020)
5 Ready TAS XFR TDY 7865|CHICAGO | 10/18/2020 10/19/2020|
6 Ready A5 XFR Tov 7865|cHicaco | s/13/2020 9/14/2020
7 Ready TAS XFR TDY 7450|MARIE 8/23/2020| 8/24/2020|
g8 Ready TAS XFR TDY 194|WILMETTE | 7/26/2020 7/27/2020|
9 Ready A5 XFR Tov 196 maRaLEHE | 7/26/2020) 7/27/2020
Ready TAS XFR TDY 38653 [SHORESID 7/28/2020| 7/29/2020|
Ready TAS XFR oV s600|HOLLYHOC | /1372020 9/14/2020
Ready 45 XFR Tov 192[tawas | 10/11/2020) 10/12/2020
Ready TAS XFR TDY 408 | TOLEDO 10/11/2020] 10/12/2020|
Ready TAS XFR oV s30]cHicaco | 9/27/2020) 9/28/2020
Ready 45 XFR Tov 4a8|crarLEvo | 11/22/2020) 11/23/2020
Ready TAS XFR TDY 212 |BUFFALO 8/16/2020| 8/17/2020|
Ready TAS XFR Tov 170]sauiTSTE | 946/2020) 9/7/2020
o alwnsasrre | s r1zsz00n) 1272090

Razds TAS VED 10,
| RMMs-CsPY-Fsa | TDYASchocII All Other TDY I

.| Authorized pcs | sELRES

®

60

Highlight the entire worksheet and select Sort & Filter, then Custom Sort.

"D ‘% Calibri o -|A a — - EoWapTed General - C} ’;5 E"”‘E’t P ‘%Y p
Paste - B ru-m- o $ s €3 99 Conditional Formatas Cell Bxpaete - | ]+ Sort & Find &
. ¥ S i a2 - A - Merge & Center = = 7% Formatting Tablew Styles~ =i Format~ & ~ Npiper Mociect -
Clipboard 1 Font [ Alignment o Humber I} Styles Cells 4| Sort Smallest to Largest
% || Empiip zl Largest to Small
E F G H 1 J K L M N o
T . e . Y FEilter
sos || mmmne Order R Reason Depa-rl e Estimated | Reporting e Estimat
Type Code Deptid = Depart Date| DeptiD = Report [
Ready Tas XFR oY 46579|TW0 10/18/2020| 10/19/2uew, —
Ready TAS XFR [TDY 194 |WILMETTE | 10/18/2020) 10/19/2020 4:42:29 58
Ready Tas XFR oY 492 |MANISTEE | 10/25/2020 10, 9:39:02.15
Ready TAS XFR [TDY 7865 |CHICAGO | 10/18/2020 10/19/2020 8:55:03 57
Ready TAS XFR [TDY 7865 |CHICAGO 9/13/2020 9/14/2020 4:19:00.04
Ready TAS XFR TDY 8/23/2020 7:56:23.78
Ready TAS XFR [TDY 194|WILMETTE | 7/26/2020) 7/27/2020| 2:39:06.90
Ready Tas XFR oY 196|MARBLEHE | 7/26/2020 7/27/2020 2:334354
Ready TAS XFR [TDY 38653 |SHORESID | 7/28/2020 7/29/2020| 11:44:57.1
Ready Tas XFR oY 6600|HOLLYHOC | 9/13/2020 9/14/2020 4:05:45.94
Ready TAS XFR [TDY 192 [TAWAS 10/11/2020 10/12/2020 12:34:09.4
Ready TAS XFR [TDY 408 |TOLEDO 10/11/2020 10/12/2020 12:34:11.5
Ready TAS XFR TDY 539|CHICAGO 9/27/2020 12:22:06.1
Re=d, T ¥FR IThY aaglenapievn |11 /22/2020) 11/23/9020 105617
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20 November 2023
SPO Paycut Roster, Continued

Procedures,
continued

Step Action
61 | Ensure the My data has headers block is checked and then select Departing
Department from the Sort by drop-down. Click OK.

—|— Add Level = Delete Level EEI Copy Level Dptions... My data has headers
Column Sort On Order
Sort by Cell Values | |Atoz w

62 | Scroll through the worksheet and highlight all the orders for members assigned
to Cutters. Right-click and select Copy.

. ~ av = — G 1 v Conditional Formatting ~ £ Insert ~
ﬁﬂ & Calibri o A A === @B Enee i 9- | H 2]
z &~ $ ~ 9 9 @Fmrmatasﬁh\eV 5% Delete ~ |
aste === =i B —
= B ri- | d-Ac | ESEEE G L [ Cell Styles [i=] Format ~ &
Clipboard [ Font ] Alignment [ Number ] Styles Cells
ATS h I 2118553
A B C D E F G H | J K
Emol 1D |Last N First Rank stat Duty T Order Acti Reason Depart Departing Depart " Estin|
m 51 lame n atus u e won . e n, 2 men
] P Nam ¥ Typ Type Code Deptid parting Lepa Depa
74 Ready TAS NFR DY 194|CG STA WILMETTE HARBOR 1041
75 Ready TAS XFR DY 6884 |CGC ALDER 8/3
76 Ready TAS XFR TDY 6884 |CGC ALDER 1041
Ready TAS XFR TOY 6884 |CGC ALDER 1041
Ucalbi ~10 WA A $ - 9% 9 Ready TAS XFR DY 207 |CGC BRISTOL BAY 10/
BI=-. A g Ready TAS XFR TDY 207 |CGC BRISTOL BAY 10/
b | Ready TAS XFR DY 6600|CGC HOLLYHOCK 9/1
Ready TAS XFR. OV 463 |CGC KATMAI BAY 8/1
Ready TAS XFR oY 463 |CGC KATMAI BAY 10/
Ready TAS XFR TOY 208|CGC MOBILE BAY 1042
T} Paste Options: Ready TAS XFR. DY 472 |CGC MORRO BAY 1041
H . Ready TAS XFR TDY 209|CGC NEAH BAY 8/3
B rlil Ready TAS NFR DY 8990|039 LEGAL STAFF (DL) 10/
s Paste Special... Ready TAS XFR TDY 4555 |ESD DULUTH 1041
H Ready TAS XFR TDY 7865 |M5U CHICAGO 1041
i Insert Ready TAS XFR TDY 7865|MSU CHICAGOD 9/1
t Delete Ready TAS XFR TDY 7865 |M5U CHICAGO 1041
4
¢ Clear Contents ocuiz Ready TAS XFR oY 7652 |M5U CLEVELAND 72
¢ LTIG Ready TAS XFR DY 7641 |MSU DULUTH 10/1
0 Format Cells... MST3 Ready TAS XFR TDY 7641|MSU DULUTH 9/1
BowHeight.. - odpcs | SELRES | RMIMs-CSPY-FSA | TDY ASchool | All Other TDY ® <
Hide ca7nan 112c e 154 qa1nonac =] =

Continued on next page
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20 November 2023
SPO Paycut Roster, Continued

Procedures,
continued
.
Step Action
63 | Go to the RMMs-CSPY-FSA tab and Paste the orders into the worksheet.
PR — ~ i il ~ £ ~ -
E'Ij X Calibi o AN | ==Ee. B General [ Conditional Formatting EH Insert %? p &
= $ - 9% 9 | HEFormatasTable~ B Delete ~ | ]~
Paste BT U~ $ie|lde A = Sort & Find & Ideas
Sl U~ i e o 52 Cell Styles fElFormat~ | €~ Fifter~ Select -
Clipboard [F] Font 1M Alignment F] Number F] Styles Cells Editing Ideas
A2 2 £ || 2118553
£ F G H I ] K L M N 0 P
stat Duty T order | Reason | Depart Departing ESI'J""“:d Reporting SE'”:'"g B:‘""a':d Positiol
atus - (Dutylype ) pone on Code Deptid | Department pal peptip |CCPArtME| Repo Numbe
Date nt Date
Ready Tas xFR oY 6834|cac ALDER 8/30/2020] 8/31/2020]
Ready Tas xFR oY 5334|caC ALDER P— P—
Ready Tas xFR oY 5334|caC ALDER P— P—
Ready Tas xFR oY 207|cac BRISTOL BAY |10/4/2020 10/5/2020]
Ready Tas xFR oY 207|cec BRISTOL BAY |10/4/2020 10/5/2020]
Ready Tas xFR oY 6600/cGC HOLLYHOCK [a/13/2020 9/14/2020
Ready Tas xFR oY 463[cac kaTmal Bay |8/16/2020 8/17/2020]
Ready Tas xFR oY 463[cac kaTmal Bay |10/4/2020 10/5/2020]
Ready Tas xFR oY 208[cGC MOBILE BaY | sessssnns sepEEERE
Ready Tas xFR oY 472[c6C MORRO BAY | semsssnny sepEEERE
Ready Tas xFR DY 209[cec nEaH BAY  |8/30/2020 8/31/2020]
1 Authorized PCS | SELRES | RMMs-CSPY-FSA | TDY A School All Other TDY ® 4
i m - | +

Continued on next page
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20 November 2023
SPO Paycut Roster, Continued

Procedures,
continued

Step Action
64 | On the RMMs-CSPY-FSA tab: The following is optional but recommended to
allow for easier viewing of the roster. Highlight and delete the following
columns:
e Duty Type
e Order Type
e Action
e Depart Deptid
e Reporting Deptid
e Reporting Department
e Position Number
e Order

The header row should now match the example below:

Eﬁ Qfo Calibri Jn YA A - f = General - ﬁCDnditiDnal Formatting ~ @Insert - -
[B = = == - $ ~ 9% 9 @Furmatasﬁb\ev B Delete ~ =~
e & Tl == 8. o [ Cell Styles ~ EFormat~ | &~
Clipboard & Font 7] Alignment ] Mumber 7] Styles Cells Editi
M15 -
A B C D E F G H | ] K
Empl ID Last Name First Rank | Status Reason Departing Estimated | Estimated Issue Date
1 Code Department |Depart Date |Report Date
2 Ready |TDY CGC ALDER 10/18/2020( 10/19/2020(09,/11/20 8:12:45.531608AM
3 Ready (TDY CGC KATMAI BAY | 10/4/2020| 10/5/2020|09/17/20 9:52:37.937147AM
4 MEK2 |Ready |TDY CGC KATMAI BAY | 8/16/2020| 8/17/2020|07/20/205:02:54.712105PM
5 BM3 |Ready [TDY CGC BRISTOLBAY | 10/4/2020| 10/5/2020|09/16/20 10:57:57.870113AM
6 Ready |TDY CGC HOLLYHOCK | 9/13/2020| 9/14/2020|08/13/20 4:.05:45.940206PM
7 Ready (TDY CGC NEAH BAY 8/30/2020| 8/31/2020|08/04/20 2:58:46.299669PM
8 BM2 |Ready |TDY CGC MORRO BAY | 10/19/2020| 10/20/2020|08/25/20 10:26:53.238195AM
2) Ready (TDY CGC BRISTOLBAY | 10/4/2020| 10/5/2020|09/16/20 11:00:17.766654AM
o Ready |TDY CGC MOBILE BAY | 10/26/2020| 10/27/2020|09/17/20 12:32:30.382673PM
1 Ready (TDY CGC ALDER 8/30/2020| 8/31/2020|08/11/20 3:25:21.843539PM
2 Ready [TDY CGC ALDER 10/11/2020| 10/12/2020|09,/08,/20 9:14:50 15792 2AM
3
4
L&

1 ... | SELRES | RMMs-CSPY-FSA | TDY A Schoal All Other TDY ® 4

Continued on next page
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20 November 2023

SPO Paycut Roster, Continued

Procedures,

continued

Step

Action

65

Type Comments in column K of the header row and type Pay Affected Status
in column L of the header.

Highlight column K and L and select All Borders from the toolbar, then select
center (if necessary).

g - i ~ & - ~
El"j & Calibri o SA A Ea 3 General [E] Conditional Farmatting H Insert %? /C)
[~ $ - 9% 9 | HAFormatasTablev B Delete ~ | [~
Paste B I U- Mo A = . . Sort & Find &
- = = = 48 9 52 Cell Styles [l Format - €~ Fitter~ Select
Clipboard N Font 1] Alignment N Number [F] Styles Cells Editing
K1 2 I Comments
A | E | C . D E F G H | J K L
First Reason Departing Estimated | Estimated

EmpliD | Last N Rank | Stat Issue Dat Con ts | Pay Affected Status
me st Name Me(Status] ode | Department |Depart Date |Report Date ssue Late mments | Fay

1
2 Ready [TDY  |CGC ALDER 8/30/2020| 8/31/2020|08/11/20 3:25:21.849539PM
3 Ready [TDY  [CGC ALDER 10/18/2020| 10/15/2020|09/11/20 8:12:45 531608AM
4 Ready |TDY CGC ALDER 10/11/2020| 10/12/2020|09/08/20 9:14:59.157922AM
5 Ready [TDY  [CGCBRISTOLBAY | 10/4/2020| 10/5/2020|09/16/20 10:57:57.870113AM
6 Ready [TDY  |CGCBRISTOLBAY | 10/4/2020| 10/5/2020|09/16/20 11:00:17.766654AM
7 Ready [TDY  [CGCHOLLYHOCK | 5/13/2020| 9/14/2020|08/13/20 4:05:45.940206PM
8 Ready |TDY CGC KATMAI BAY | 8/16/2020( 8/17/2020(07/20/20 5:02:54.712105PM
] Ready [TDY  [CGC KATMAI BAY | 10/4/2020| 10/5/2020|09/17/20 9:52:37.957147AM
10 Ready [TDY  |CGC MOBILE BAY | 10/26/2020| 10/27/2020|09/17/20 12:32:30.382673PM
11 Ready [TDY  [CGC MORRO BAY | 10/19/2020| 10/20/2020|09/25/20 10:26:53.238195AM
12 Ready [TDY  [CGC NEAH BAY 8/30/2020| 8/31/2020|08/04/20 2:58:46.299669PM
13
14
15
“« .. | Authorized PCS SELRES | RMMs-CSPY-FSA | TDY A School All Other TDY *® 4
Read Count: 2 i m - |

66

Highlight the entire worksheet and select Sort & Filter, then Custom Sort.

ﬁj X b 0 A A — o 35 General «| | [l conditional Formatting~ | BB Insert ~ >~ é? p &
- - = = =
. v 9 Format as Table ~ Delete ~ | [T~
- $-%0 |E L = Sort & Find & | Ideas

Paste . v | A ~ =
< |BIU-8 2 E=E- ga cel Shyles ~ fEiFormat~ | €~ |Fifer < foeiect -

—
Clipboard Font 5 Alignment & Number T styles Cells 1 Sort Smallest to Largest
= Fe || EmpliD Z| Sort Largest to Smallest
I A B c D| E F G H I J K I Custom Sort... I
- stotus|fS350n|  Departing | Estimated | Estimated Jssue Dat comments | Py Af 5 Eilter
me! Code | Department |Depart Date |Report Date € mme =
L}
Ready [TDY  |cecALDER 8/30/2020| 8/31/2020|08/11/20 3:2521.849539PM —
Ready [TOY  [cGeALDER 10/18/2020] 10/19/2020]09/11/20 8:12:45 531608AM !
Ready [TDY  |CGC ALDER 10/11/2020| 10/12/2020|09/08/20 9:14:59 157922AM
Ready [TDY  [cacBRisTOLBAY | 10/4/2020] 10/5/2020|09/16/20 10:57:57.870113AM
Ready [TOV__ [ceeBRrIsTOLBAY | 10/4/2020] 10/5/2020]09/16/20 11:00:17 766654AM
Ready [TDY  [cGe HoLYHOCK | 9/13/2020] 9714/2020]08/13/20 4:05:45 940206PM
Ready [TDY  |cGC kaTMaI BAY | 8/16/2020| 8/17/2020(07/20/20 5:02:54.712105PM
Ready [TDY  [cac kaTmal BAY | 10/4/2020 10/5/2020|09/17/209:52.37.937147AM
Ready [TOY  [cGe MOBILE BAY | 10/26/2020] 10/27/2020]09/17/20 12:32:30. 382673PM
Ready [TDY  |cGC MORRO BAY | 10/19/2020] 10/20/2020]09/25/20 10:26:53 238195AM
Ready |10 [cecneanBay | 8/30/2020] 8/31/2020|08/04/20 2:58.46.299669PM

4 . | Authorized PCS | SELRES | RMMs-CSPY-FSA | TDY A School | All Gther TOY ® “ 3

Baad - 770680 1212 122 - 24070404 B @M - [ + 1000
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20 November 2023

SPO Paycut Roster, Continued

Procedures,

continued

Step

Action

67

Ensure the My data has headers block is checked and select Estimated Depart

Date from the Sort bi droi-down. Click OK.

—|— Add Level 2 Delete Level EEI Copy Level | Options... My data has headers
Column Sort On Crder
sort by I w Oldest to Mewest w

Cancel

68

In Column H (Estimated Depart Date):
e Highlight orders past due through the current date in RED.
e Highlight orders from tomorrow’s date through next paycut in YELLOW.

In the Comments field: Enter information for the AOR field Admins such as
“Need signed orders” or “Missing FSA worksheet”, etc.

In the Pay Affected Status field: As the SPO staff updates you, enter those
actions here such as, “RMMs completed”, “CSPY stops on (date)”, “FSA starts
on (date)”, etc.

Optional: Once all tasks for each row are completed, remove the red or yellow
highlight and replace with green to show no further action required.

P = = H Insert

f’i A Calibri oo A A | ==E] 2 | [BWep et General . = % Fj =

Poste 121 Conditianal F a | B

aste == == & onditiona ormat as el

B I U-~ v v A | === 5= 3E | & Merge&Center v -9 0 -8 =

- u- B L === == By $-% %3 Formatting v Tablev Stylesw | [ Format
Clipboard = Font N Alignment 1] Mumber ~ Styles Cells
A2 v £ | 2065749

A B c D E F G H | J K L
Emnl 1D Last N First Rank| stat Reason Departing Estimated | Estimated L Dat c & pay Affected Stat
, mpl st Name nk|Status| " | pepartment | Depart Date | Report Date ssue Date omments ay ed Status
2 Ready [TDY  |CGC KATMAI BAY 8/17/2020|07/20/20 5:02:54.712105PM
3 Ready [TDY CGC ALDER 8/31/2020(08/11,/20 3:25:21.849535PM
4 Ready [TDY  |CGC NEAH BAY 8/31/2020|08/04/20 2:58:46.299669PM
5 Ready [TDY  |CGC HOLLYHOCK 9/14/2020|08/13/20 4:05:45.940206PM
6 Ready [TDY  |CGC BRISTOL BAY 10/5/2020|09/16/20 10:57:57 870113AM
7 Ready [TDY  |CGC BRISTOL BAY 10/5/2020|09/16/20 11:00:17.766654AM
8 Ready [TDY CGC KATMAI BAY 10/5/2020(09/17/20 9:52:37.937147AM
9 Ready [TDY  |CGC ALDER 10/11/2020| 10/12/2020|09/08/20 9:14:59.157922AM
10 Ready [TDY CGC ALDER 10/18/2020( 10/19/2020(09,/11,/20 8:12:45 531608AM
11 Ready [TDY  |CGC MORRO BAY | 10/19/2020| 10/20/2020(09/25/20 10:26:53.238195AM
12 Ready [TDY  |CGC MOBILE BAY | 10/26/2020| 10/27/2020(09/17/20 12:32:30.382673PM
13
14
15
] .. | Authorized PCS SELRES | RMMs-CSPY-FSA | TDY A School All Other TDY ()] 4

Read EH

Continued on next page
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SPO Paycut Roster, Continued

Procedures,
continued

Step Action
69 Return_to the All Other TDY tab.

4 Calibri “ 11 AT A
0 [
Pasteigv B I U- Ba' &vﬁv

%2; Wrap Text General ~ ﬁ @

Conditional Format as
Merge 8 Center ~ ~ 9 ST
g $ % 9 ‘i 4 Formatting ~  Table ~

Clipboard n Font ] Alignment [l Mumber ] Styles
N30 - Fx
A B C D E F G H | J K
Rank Status | Duty Type Order Action Reason Depa.rl Departing Department Esti
Type Code Deptid Depg
Ready TAS XFR TDOY 194|CG 5TA WILMETTE HARBOR 7/2
Ready TAS XFR TDY 194 |CG STA WILMETTE HARBOR 8/1
Ready TAS XFR TDOY 194|CG 5TA WILMETTE HARBOR 10/1
Ready TAS XFR TOY 5884 |CGC ALDER 8/3
Ready TAS XFR TDY 6884 |CGC ALDER 10/1
Ready TAS XFR TDOY 6884 |CGC ALDER 10/1
Ready TAS XFR TDY 207 |CGC BRISTOL BAY 10,
Ready TAS XFR TDOY 207 |CGC BRISTOL BAY 10,
Ready TAS XFR TDOY 6600|CGC HOLLYHOCK 9/1
Ready TAS XFR TDY 463 |CGC KATMAI BAY 8/1
Ready TAS XFR TDOY 463 | CGC KATMAI BAY 10,
Ready TAS XFR TOY 208|CGC MOBILE BAY 10/2
Ready TAS XFR TDOY 472|CGC MORRO BAY 10/1
SH Ready TAS XFR TOY 209|CGC NEAH BAY 8/3

.| Authorized PCS | SELRES | RMMs-CSPY-FSA | TDYASchooll All Other TDY I

70 | Highlight the entire worksheet and select Sort & Filter, then Custom Sort.

- - | == . Conditional Formatting ~ | & Insert ~ v
E”D & Calibri Juo JA A | =Bz g |8 | G fEf ov | H z %V /O g
@~ $ ~ % 9 | FfFormatasTable~ X Delete ~ -
Paste Bru- M- deA- 5 . . Sort&|Find & | Ideas
B~ = - = o [ Cell Styles ~ [etlFormat~ | &€ ~ IFilter - elect
Clipboard 1§ Font [F1 Alignment &l Number  ® Styles Cells A Sort Smallest to Largest
Fe || EmplID %1 Ssort Largest to Smallest
3 F G H | J K L l Custom So
status o Order | Resson | Depart Denarting Department Estimate 17 Filter
DutyType | e n Code | Deptid B DepartDi . .
I
Ready TAS [ XFR TDY 194|CG STA WILMETTE HARBOR 7/26/20 —
Ready TAS [ XFR TDY 194|CG STA WILMETTE HARBOR B8/16/20 !
Ready TAS [XFR TDY 194|CG STA WILMETTE HARBOR 10/18/2020 1
Ready TAS [XFR TDY 6884 |CGC ALDER 8/30/2020
Ready TAS [XFR TDY 6884 |CGC ALDER 10/18/2020| 1
Ready TAS [ XFR TDY 6884 |CGC ALDER 10/11/2020] p{
Ready TAS [ XFR TDY 207 |CGC BRISTOL BAY 10/4/2020|
Ready TAS [ XFR TDY 207 |CGC BRISTOL BAY 10/4/2020|
Ready TAS [ XFR TDY 6600|CGC HOLLYHOCK 9/13/2020
Ready TAS [XFR TDY 463 |CGC KATMAI BAY 8/16/2020
Ready TAS [XFR TDY 463 |CGC KATMAI BAY 10/4/2020|
Ready TAS [XFR TDY 208|CGC MOBILE BAY 10/26/2020| 1
Ready TAS [ XFR TDY 472|CGC MORRO BAY 10/19/2020] p{
Ready TAS [ XFR TDY 209|CGC NEAH BAY 8/30/2020 -
‘ «. | Authorized PCS | SELRES | RMMs-CSPY-FSA | TDY A School | All Other TDY ® “ v

Continued on next page
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20 November 2023
SPO Paycut Roster, Continued

Procedures,
continued
Step Action
71 | Ensure the My data has headers block is checked and select Status from the

Sort bi droi-down. Click OK.

—|— Add Level ¢ Delete Level E@ Copy Level | DOptions... My data has headers
Column Sort On Crder
Sortby | Status || Cellvalues v| |AtoZ v

Cancel

72
each of the orders, right-click and select Copy.

Scroll through the data and locate all the non-rates with orders. Highlight

Format Cells...

Row Height...

a = — - iti ing b
I‘f'lj A Calibri Juoo YA A === ?};7 . EE’ General ﬁCDndltlonal Formatting i
. [y~ $ % 9 [ Format as Table ~ E
aste = == == =
B I V 0‘ ~ A ~ = = = &= == -
= A = — === 0 o [ Cell Styles f
Clipboard = Font = Alignment ] Mumber = Styles
ASE6 - I 2148867
A B C D E F G H | J K
Empl ID |Last N First Rank Stat Duty T Order Acti Reason Depart D rting D
; mpl stName| @ oo n atus uty Type Type ion Code Deptid eparting Depar|
68 _EM2 Ready TAS XFR TDY 408|CG STATOLEDO
- n E—— = |Read TAS XFR TDY 408|CG STATOLEDO
6 calibi 10 A AN$-%9E d\‘
Tl — Ready TAS XFR DY 408 |CG 5TA TOLEDO
BI=&-A MG iR
T Ready TAS XFR TOY 154 |CG STA WILMETTE HAR|
s Iﬁsw Ready TAS XFR TDY 194|CG STA WILMETTE HAR)
T d'(o Cut 3N Ready TAS XFR TDY 194|CG STA WILMETTE HAR|
(@ Copy BM2 Ready TAS XFR oY 194|CG STA WILMETTE HAR|
[ . Ready TAS XFR TOY 5884|CGC ALDER
E:"EI Paste Options:
T } Ready TAS XFR TDY 6884 |CGC ALDER
Ei Eﬁ Ready TAS XFR TDY 6884 |CGC ALDER
T . Ready TAS XFR TDY 207|CGC BRISTOL BAY
Paste Special...
T Ready TAS XFR DY 207 |CGC BRISTOL BAY
8 Insert Ready TAS XFR DY 6600|CGC HOLLYHOCK
3 Delete Ready TAS XFR DY 463|CGC KATMAI BAY
Clear Contents zed PCS SELRES RMMs-CSPY-FSA TOY A School All Other TDY IZ:-EII 4
Average: 558901.2237 Count: 266  Sum: 42476493

42
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Procedures,

continued

Step

Action

73

Go to the TDY A School tab. Click in the first open in block Column A.
Right-click and select Paste to add the data copied from the All Other TDY

worksheet.
File Home Insert Page Layout Formulas Data Review View Help 1% Share 7 Comments
E'Iil X Catibn Jo AN ==Ee. @ General | [l Conditional Formatting~ | FH Insert ~ - A /O g
I~ $ ~ 9% 9 | EFFormatasTable v B Delete ~ | [~
Paste BIU-|E-|d-A.| =E==== . 5B Cel Sy~ ot | - Sort& Find& | Ideas
- 00 30 Filter ~ Select =
Clipboard 1§ Font 1P Alignment [F] Number F] Styles Cells Editing Ideas ~
G7 - K || TAS -
A B c D E F G H I J K L M N ) P -
Departing . . Reporting . .
Rank Status | Duty Type Order Action Reason Dapa,‘l Departme Estimated |Reporting Departme Estimated | Position .
1 Type Code Deptid nt Depart Date| DeptiD nt Report Date | Number
2 Ready TAS XFR TDY 211|TRAVERSE |10/10/2020)| 10/11/2020| 1
3 Ready TAS XFR TDY 170(SAULT STE 9/6/2020 9/7/2020 1
4 Ready TAS XFR TDY 721|ALEXANDRI 9/6/2020 9/7/2020 8
5 Ready TAS XFR TDY 1B9(BELLE ISLE 10/4/2020) 10/5/2020 1
(23 Ready TAS XFR TDY 212|BUFFALO 8/16/2020) 8/17/2020 1
7 Ready TAS {XFR TDY 212|BUFFALO 7/26/2020| 7/27/2020| 2
8 Ready TAS XFR TDY 448|CHARLEVO | 11/22/2020)| 11/23/2020 1
9 Ready TAS XFR TDY 538(CHICAGO 9/27/2020 9/28/2020 1
Ready TAS XFR TDY 190|CLEVELAND( 8/23/2020)| 8/24/2020| 2
Ready TAS XFR TDY 199|GRAND 9/20/2020 9/21/2020| El
Ready TAS XFR TDY 196|MARBLEHE | 7/26/2020 7/27/2020 2
Ready TAS XFR TDY 192 [TAWAS 10/11/2020 10/12/2020| 1
Ready TAS XFR TDY 408|TOLEDO 10/11/2020] 10/12/2020| 1
Ready TAS XFR TDY 194|WILMETTE | 7/26/2020)| 7/27/2020| A,
.. | Authorized PCS | SELRES | RMMs-CSPY-FSA | TDY ASchool | AllOtherTDY | (B < 3

74

On the TDY A School tab: The following is optional but recommended to
allow for easier viewing of the roster. Highlight and delete the following

columns:

e Duty Type

e Order Type

e Action

e Depart Deptid

e Reporting Deptid

e Reporting Department
e Position Number

e Order

The header row should now match the example below:

A g = ab, - Conditional Formatting ~ {H Insert ~ =
ﬁﬂ A Calibri S oA A = te General iEd 9 &
3 I:B = =E==HF-~ $ ~ % b @Formatasﬁblev EDEE’EE ~ ‘

aste .

. & v = == | e 0 .0 [ Cell Styles ~ [H]Format~ | & ~
Clipboard & Font ] Alignment [ Mumber ] Styles Cells Edif
) 5 Fe

A E C D E [F G H | J K L M
Departing . .
Stat Reason Denart Estimated | Estimated | Dat
. atus Code E'“t "M% | Depart Date |Report Date| - o
n
2 Ready DY TRAVERSE |10/10/2020|10/11/2020(1:01:16.40
3 Ready DY BELLE ISLE 10/4/2020| 10/5/2020(12:23:236
4 Ready TDY KATMAI 10/4/2020| 10/5/2020|9:52:37.93
5 Ready TDY CHARLEVO | 11/22/2020| 11/23/2020|10:56:17.5
Remdy T alewannel  aseienenl  arsinonla-azng ag
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SPO Paycut Roster, Continued

Procedures,

continued

Step

Action

75

Type Comments in column K of the header row and type Pay Affected Status
in column L of the header.

Highlight column K and L and select All Borders from the toolbar, then select
center (if necessary).

Eﬁ ?;, Calibri o W A AT General - [ Conditional Formatting ~ &H Insert ~
[~ $ % 9 [Z Format as Table ~ &7 Delete ~
path a2 Bl I U-~ @ e Y| &0 % [52 Cell Styles ~ [ Format ~ &
Clipboard T Font ] Alignment ] MNumber ] Styles Cells
K1 ~ f | Comments
A B C D E F G H | J K. L
Departing . .
Rank Status fleason Departme Estimated | Estimated lssue Date| Comments | Pay Affected Status
1 Code nt Depart Date |Report Date
2 Ready DY TRAVERSE |10/10/2020|10/11/2020|1:01:16.40}
3 Ready oY SAULTSTE | 9/6/2020| 9/7/2020(|11:4556.5
4 Ready oY ALEXANDRI|  9/6/2020| 9/7/2020|8:47:02.89
5 Ready TDY BELLE ISLE 10/4/2020| 10/5/2020|12:23:23.6
6 Ready TDY BUFFALO 8/16/2020| 8/17/2020|10:48:35.9
T Ready TDY BUFFALO 7/26/2020| 7/27/2020|2:54:23.89
8 Ready TDY CHARLEVO | 11/22/2020| 11/23/2020|10:56:17.5
9 Ready TOY CHICAGO | 9/27/2020| 9/28/2020(12:22:06.1
Ready DY CLEVELAND| 8/23/2020| 8/24/2020|2:33:09.79
Ready DY GRAND 9/20/2020| 9/21/2020|9:32:25 49
Ready TDY MARBLEHE | 7/26/2020| 7/27/2020|2:33:4354
Ready DY TAWAS 10/11/2020| 10/12/2020|12:34:09_4]
Ready TDY TOLEDO 10/11/2020| 10/12/2020(12:34:11.5)
Ready TDY 'WILMETTE | 7/26/2020| 7/27/2020|2:39:06.90]
. | Authorized PCS | SELRES | RMMs-CSPY-FSA | TDY ASchool | AllOther TV | (@ <
oo =

76

Each row needs to be reviewed against the member’s orders in DA to verify they
are orders for A-school. If the orders are for A-school, enter the A-school and
duration in the Comments field. If the orders are NOT for an A-school, delete
the row from the TDY A School worksheet.

— - i il - = ~ -
El"lzl & Calibri Jn A A == = B EB General [ Conditional Formatting T Insert Z %?
: [E v $ ~ 9% 9 %Furmatasﬁble* X Delete ~ &~ S [
aste — = . ort [
- BIU-|H-|a-A- | SF== Y| 50 m [E7 Cell Styles ~ [HlFormat~ | € > Fijter~ Sd
Clipboard & Font [Fl Alignment ] Mumber [ Styles Cells Editing
K2 = Fe || AMT A 10/12-02/14/20
E F G H | J K L
Stat Reason sepa:mg Estimated | Estimated |, pat Comment Pay Affected Stat
. atus Code El}é| me Depart Date REPOI" Date Issue e mments ay atus
n
2 Ready TDY TRAVERSE | 10/10/2020| 10/11/2020(1:01-16.40§ AMT A 10/12-02/14/20
3 Ready DY SAULTSTE | 9/5/2020| 9/7/2020|11:45:56.5)
4 Ready DY ALEXANDRI|  9/6/2020| 9/7/2020|8:47.02.89)
5 Ready DY BELLE ISLE | 10/4/2020( 10/5/2020(12:23:23.§
6 Ready DY CHARLEVO | 11/22/202011/23/2020|10:56:17.5)
7 Ready DY CHICAGO | 9/27/2020| 9/28/2020(12:22:06.1)
8 Ready DY GRAND 9/20/2020| 9/21/2020|9:32:25 49|
9 Ready DY TAWAS 10/11/2020| 10/12/2020|12:34:09.4]
Ready DY TOLEDO | 10/11/202010/12/2020|12:34:11.5]
Ready DY KATMAI 10/4/2020| 10/5/2020|9:52:37.93
14 ... | Authorized PCS SELRES RMMs-CSPY-FSA | TDY A School All Other TDY @ 4
Read FR m -

Continued on next page
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SPO Paycut Roster, Continued
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continued

Step Action

77 | After all the data on the worksheet has been reviewed and updated as

Custom Sort.

appropriate, highlight the entire worksheet and select Sort & Filter, then

fﬁ X Calibri a, General  ~| | [ElConditional Formatting~ | &8 Insert ~ - %V p &
(I $ - 9% 9 | HEFFormatas Table~ B Delete ~ | [~
Paste B I U -~ . - Sort & fFind & | Ideas
st g u B~ o om 15 Cell Styles ~ tEfFormat & - IFifter ~ felect ~
Clipboard 1§ Font [F] Alignment 5 Number Styles Cells TT Sort Smallest to Largest
Al - £ | EmplID %l sort Largestto Smallest
4] & ] c D E F G H | J K L l (G ik
EmplID |Last N Rank Statu =ason 3:“:" Estimated | Estimated | ot Con its Pay Affected ¢ W it
me ame Name = Code I”t me Depart Date |Report Date © € mmen = ‘
n
Ready TDY TRAVERSE |10/10/2020| 10/11/2020|1:01:16.40| AMT A 10/12-02/14/20
Ready  |TDY SAULTSTE | 9/6/2020| 9/7/2020|11:45:56.5
Ready  |TDY ALEXANDRI| 9/6/2020| 9/7/2020|8:47:02.89
Ready  |TDY BELLE ISLE | 10/4/2020| 1223236
Ready  |TDY CHARLEVO | 11/22/2020| 11/23/2020|10:56:17.5
Ready  |TDY CHICAGO | 9/27/2020| 9/28/2020|12:22:06.1
Ready  |TDY GRAND 9/20/2020| 9/21/2020(9:32:25.49
Ready  |TDY TAWAS  |10/11/2020| 10/12/2020|12:34:09.4
Ready  |TDY TOLEDO | 10/11/2020| 10/12/2020|12:34:11.5
Ready  |TDY KATMAI 10/4/2020 523793
15 =
‘4 ... | Authorized PCS | SELRES | RMMs-CSPY-FSA | TDY A School | All Other TDY *® “ »

Date from the Sort by drop-down. Click OK.

78 | Ensure the My data has headers block is checked and select Estimated Depart

—|— Add Level ¢ Delete Level E@ Copy Level | Dptions.. My data has headers
Column Sort On Crder
Sort by I Da w I Cell Values w Oldest to Mewest w

Cancel

Continued on next page
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20 November 2023
SPO Paycut Roster, Continued

Procedures,
continued

Step Action
79 | In Column H (Estimated Depart Date):
¢ Highlight orders past due through the current date in RED.
¢ Highlight orders from tomorrow’s date through next paycut in YELLOW.

In the Pay Affected Status field: Initially, it is recommended this column be
used to indicate information such as “Need signed orders”, “FSA??”, etc. as
necessary. As the SPO staff updates you on any actions taken, enter those
actions here such as, “DMR starts on (date)”, “CSPY stops on (date)”, “FSA
starts on (date)”, etc.

Optional: Once all tasks for each row are completed, remove the red or yellow
highlight and replace with green to show no further action is required.

File Home Insert Page Layout Formulas Data Review View Help 1% Share 2 Comi|
ﬁj b Calibr T A A General  ~| | [EllConditional Formatting~ | BB Insert ~ v iv- g
E@ - - $ - % ] ﬁFDrmatasTab\E' EDE\E& - * ,o*
Paste B T U- Ba v M A . Ideas
- S = - I [EZ Cell Styles [ Format ~ | &~
Clipboard & Font [F] Alignment F] Number [F] Styles Cells Editing Ideas
N16 < I
E F G H | J K L
Stat Reason II:Epa:‘lmg Estimated | Estimated ' Dat - + Pay Affected Stat
: atus Code Epﬂl me| DED&I" Date RE'}OI" Date Issue e mments ay atus
n
A Ready TDY SAULT STE 9/7/2020|11:45:56.5
3 Ready TDY ALEXAMDR 9/7/2020|8:47:02.89
4 Ready TDY GRAND 9/21/2020(9:32:25.49
5 Ready TDY CHICAGO 9/28/2020(12:22:06.1
(] Ready TDY BELLE ISLE 10/5/2020(12:23:23.6
T Ready TDY KATMAI 10/5/2020(9:52:37.93
8 Ready DY TRAVERSE || 10/10/202q| 10/11/2020|1:01:16.40| AMT A 10/12-02/14/20
9 Ready TDY TAWAS 10/11/2020 10/12/2020(12:34.09.4
Ready TDY TOLEDO 10/11/202q) 10/12/2020(12:34:11.5
Ready TDY CHARLEVOY 11/22/2020)| 11/23/2020|10:56:17.5
4 .. | Authorized PCS SELRES RMMs-CSPY-FSA TDY A School All Other TDY ... (3) 4

Continued on next page
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20 November 2023
SPO Paycut Roster, Continued

Procedures,
continued
Step Action
File Home Insert Page Layout Formulas Data Review View Help 13 Share 7 Comments
L. === - Conditional Formatting ~ | & Insert ~ - v~
ﬁj & Calibri Jioo VA A Sl | (Genenl (El o | H -2 &
; [ ~ = ~ | $ -~ 9% 9 | EEFormatasTable~ T2 Delete ~ - PO~ "
aste B I U-~ P = eas
- u-H — = v G B Cell Styles ~ [ Format~ | &~
Clipboard & Font 1] Alignment 1] Number [ Styles Cells Editing Ideas ~
G74 - A || TAs v
A B c D E F G H J K L M -
Rank stat DUty T Order Acti Reason Depart Departing Department Estimated | Reporting
" atus UYTYPE | ipe fon Code Deptid eparting Departmen Depart Date| DeptiD
Ready TAS XFR DY 408|CG STATOLEDO 10/25/2020
Ready TAS XFR ¥ 408|CG STATOLEDO 9/27/2020|
Ready TAS XFR DY 408|CG STATOLEDO 10/2/2020
Ready TAS XFR TDY 194|CG STA WILMETTE HARBOR 10/18/2020
Ready TAS XFR DY 194|CG STA WILMETTE HARBOR 7/26/2020
Ready TAS XFR TDY 194|CG STA WILMETTE HARBOR 8/16/2020
Ready TAS XFR DY 194|CG STA WILMETTE HARBOR 10/18/2020
Ready TAS XFR TDY 6884 |CGC ALDER 8/30/2020
Ready TAS XFR DY 6884|CGC ALDER 10/18/2020
Ready TAS XFR DY 6884|CGC ALDER 10/11/2020
Ready TAS XFR DY 207 |CGC BRISTOL BAY 10/4/2020
Ready TAS XFR DY 207|CGC BRISTOL BAY 10/4/2020
Ready TAS XFR ¥ 6600|CGC HOLLYHOCK 9/13/2020|
MK2 Ready TAS XFR DY 483 |CGC KATMAI BAY 8/16/2020 -
.. | SELRES | RMMs-CSPY-FSA | TDV A School | All Other TDY I ® ] v
. . . .
81 | Highlight the entire worksheet and select Sort & Filter, then Custom Sort.
File Home Insert Page Layout Formulas Data Review View Help 1% Share 1 Comments
= - i ~ | E =
E'Ij X Calibr Jo LA A = . General [E Conditional Formatting EH Insert 7 p %
b . $ - 9% 9 | BEFormatasTable~ T Delete ~ "
aste = . eas
; BlZ u~|H- &~ A v | T Cell Styles ~ F Format -
Clipboard & Font [ Alignment &l Number & Styles Cells 2] Sort Smallest to Largest
AL - £ | EmpliD Z] Sert Largest to Smallest
D E 3 G H | J K L
. - Order . Reason | Depart S Estimate  Filter
SRR | TR g G Code Deptid SRS DepartDi
1
LT Ready TAS XFR TDY 6252 |AIRFAC MUSKEGON B8/16/20 —,
CDR Ready TAS XFR TDY 210|AIRSTA DETROIT 8f21/2C !
LT Ready TAS XFR TDY 210|AIRSTA DETROIT 10/4/2020|
LT Ready TAS XFR TDY 210|AIRSTA DETROIT 9/27/2020|
LT Ready TAS XFR TDY 210|AIRSTA DETROIT 9/27/2020|
TG Ready TAS XFR TDY 210|AIRSTA DETROIT 10/18/2020| 1
FN Ready TAS XFR TDY 211|AIRSTA TRAVERSE CITY 10/10/2020| 1
AMT2 Ready TAS XFR TDY 211|AIRSTA TRAVERSE CITY 8/2/2020
AMT2 Ready TAS XFR TDY 211|AIRSTA TRAVERSE CITY 8/2/2020
LT Ready TAS XFR TDY 211|AIRSTA TRAVERSE CITY 10/11/2020| 1
LT Ready TAS XFR TDY 211|AIRSTA TRAVERSE CITY 10/18/2020| 1
F&S3 Ready TAS XFR TDY 42187 |BASE CLEV LOGISTICS DIV (BL) 10/18/2020| 1
MK3 Ready TAS XFR TDY 181|CG ANT BUFFALO 9/6/2020
SN Ready TAS XFR TDY 170|CG ANT SAULT STE MARIE 9/6/2020 -
“ SELRES | RMMs-CSPY-FSA | TDY ASchool | All Other TDY ® “ 3
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Procedures,

continued

Step

Action

82

Ensure the My data has headers block is checked then select Departing
Department from the Sort by drop-down and the Order indicates A to Z. Click
+ Add Level. Select Estimated Depart Date from the Then by drop-down and
the Order indicates Oldest to Newest. Click OK.

—|— Add Level < Delete Level EEI LCopy Level L) Options... My data has headers

Column Sort On Order

Sort by | Departing Departme ~ || | Call Values v| |atoz |
—_———

Then by | Estimated Depart Da; - | | Cell Values | |Oldest to Newest ~|

Cancel

83

No further action is required for this worksheet. This worksheet is more a

courtesy tab for the P&A POCs ensuring visibility of their member’s

File Home Insert Page Layout Formulas Data Review View Help 13 Share 7 Comments
T G | Conditional Formatting ~ 3 Insert ~ - v~
[ 4 Calibri oo AN T enerd & o | = z
I = $ ~ 9% 9 | [ Formatas Table ~ Fipelete ~ | @M~ O~ g
aste . eas
. B I U~|H S A= < o I Cel Styles ~ fEfiFormat~ | &~
Clipboard M Font & Alignment & Number Styles Cells Editing Ideas ~
173 h I TDY 4
A B € D E F G H | J K L M|~
Renk Stat DUty T Order Acti Reason Depart Departing Depart ¢ Estimated | Repol
n atus uty Type Type fon Code Deptid eparting Departmen Depart Date| Dep
Ready TAS XFR TDY 408|CG STATOLEDO 9/27/2020
Ready TAS XFR TDY 408|CG STATOLEDO 10/2/2020
Ready TAS XFR TDY 408|CG STATOLEDO 10/4/2020
Ready TAS XFR TDY 408|CG STATOLEDO 10/11/2020
Ready TAS XFR TDY 408|CG STATOLEDO 10/18/2020
Ready TAS XFR TDY 408|CG STATOLEDO 10/25/2020
Ready TAS XFR TDY 184|CG STA WILMETTE HARBOR 7/26/2020
Ready TAS XFR TDY 1594|CG STA WILMETTE HARBOR 8/16/2020
Ready TAS XFR TDY 194|CG STA WILMETTE HARBOR 10/18/2020
Ready TAS XFR TDY 194|CG STA WILMETTE HARBOR 10/18/2020
Ready TAS XFR TDY 6884 |CGC ALDER 8/30/2020
Ready TAS XFR TDY 6834 |CGC ALDER 10/11/2020
Ready TAS XFR TDY 6884 |CGC ALDER 10/18/2020
Ready TAS XFR TDY 207 |CGC BRISTOL BAY 10/4/2020 -
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