15 November 2023

Unit Roster Report

Introduction

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

Access (DA).
Procedures See below.
Step Action
1 | Navigate to: NavBar icon > Menu > Human Resources > Human Resources

Reports > CG Unit Roster Report.

NavBar: Menu

Menu »> Human Resources

Menu

Human Resources Reports

E All Duty Report
E BNA Report
‘E CG Unit Roster Report

E Dependent Accountability Rpt

w

Continued on next page
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Unit Roster Report, Continued

Procedures,
continued

Step Action

2 | A Run Control ID must be established before the report can be run. Once
established, this Run Control ID can be used for running future Unit Roster
Reports.

To add a new Run Control ID, select the Add a New Value tab.
CG Unit Roster Report

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

Find an Existing Value ‘ Add a New Value

¥ Search Criteria

Search by: Run Contrel ID begins with

[(JCase Sensitive

Advanced Search

Find an Existing Value Add a New Value

Continued on next page
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Unit Roster Report, Continued

Procedures,
continued
Step Action
3 | Enter a Run Control ID that is something easily remembered. Click Add.
CG Unit Roster Report
‘ Eind an Existing Value ‘ | Add a New Value
“Run Control ID |SR(]
’ Add
Find an Existing Value Add a New Value
4 | The Cg Unit Roster page will display. Using the drop-down, select the

appropriate Relationship Type:

e HRS — Displays all members attached to all the units serviced by the SPO
Department 1D (except the SPO)

¢ ISC - Displays all members attached to all the units serviced by the Sector/Base
Department 1D

e Own Unit — Displays only those members attached to the Department ID

¢ Unit Rel — Displays all members attached to all the units and sub-departments
for the Department ID

Cg Unit Roster

Run Control ID  gRc Report Manager Process Monitor Run

“Relation Type

*Department

ISC
Own Unit
Unit Rel

| Return to Search H Motify ‘ ‘ Add | Update/Display

Reg Region

Continued on next page
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Unit Roster Report, Continued

Procedures,
continued
Step Action
5 | Enter the Department ID number (or use the lookup icon to search for the

Department 1D number). Using the Reg Region look-up, select the appropriate
component. Leaving the Reg Region field blank will display all Active and
Reserve members.

Click Run.

Cg Unit Roster

Run Control ID  grc Report Manager Process Monitar Run

“Relation Type ‘ Own Unit  w

*Department |008573 Q

Reg Region |AD Q

/
l Return to Sea}(h l l Natify l Add Update/Display
y |

Look Up Reg Region X

Help

Search by: | Regulatory Region V| begins with |

Advanced Lookup

1-32 of 3:

%
{

Regulatory Region Description Country
AD Active Duty USA
ANOAA Active Duty NOAA USA
ARG Argentina ARG
ALIS Avictralia ALIS

Continued on next page
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Unit Roster Report, Continued

Procedures,
continued
Step Action
6 | The Process Scheduler Request will open. Click OK.
Process Scheduler Request X
UserID 1234867 Run Control D SRC Help
Server Name | PSUNX ~| Run Date |
Recurrence | vl Run Time |2:03:30PM | I Reset to Current Date/Time
Time Zone | Q

Process List

Select  Description Process Name Process Type =Type *Format Distribution

CGUNITROSTER

CGUNITROSTER Application Engine Web v ‘ | TXT v Distribution

The Cg Unit Roster page will re-display with a Process Instance number. Click
Process Monitor.

Cg Unit Roster

Report Manager IProcess l'-,-‘IGnitorI

Process Instance: 1478562

Run Control ID  gre

“Relation Type | CwnUnit  w
“Department | 008578 Q

Reg Region |AD Q

l Return to Search H Notify l

Add Update/Display

Continued on next page
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Unit Roster Report, Continued

Procedures,
continued
Step Action
8 | The Process List will display. The Run Status may initially indicate Queued or

Processing. Click the Refresh button until the Run Status updates to Success and
the Distribution Status indicates Posted. This may take a considerable amount of
time depending on the size of the report. Continue to click the Refresh button
periodically. Once the Run Status indicates Success and the Distribution Status
indicates Posted, click Details.

< Cg Unit Roster Direct Access
Process List
View Process Request For
UserID | 1234567 Q Type | v| | Last v | 1| Days v l Refresh I
Server | V| Name ‘ Q | Instance From ‘ ‘ Instance To | ‘ | Clear |
Run Status | v| Distribution Status ‘ "‘ Save On Refresh Report Manager | Reset |
¥ Process List
\E‘»HQ| fofl v View All
Select  Instance Seq. Process Type Process Name User Run Date/Time Run Status Ig'i:::lrjls:»utinn Details Actions

1478562 Application Engine  CGUNITROSTER 1234567 11/14/2023 2:03:39PM EST | Success Posted IDetaHS I ¥ Actions
Go back to CG Unit Roster Report
9 | The Process Detail will display. Click View Log/Trace.
Process Detail X
Process Help
Instance 1478562 Type Application Engine
Name CGUNITROSTER Description CGUNITROSTER
Run Status Success Distribution Status Posted
Run Update Process

Run Control ID  SRC Hold Request

Queue Request

Location Server
Cancel Request
Server P3SUNX
() Delete Request
Recurrence

Date/Time

Request Created On
Run Anytime After
Began Process At
Ended Process At

Cancel

OK

Re-send Content

Actions

11/14/2023 2:04:11PM EST
11/14/2023 2:03:39PM EST

Parameters
Message Log

Batch Timings

11/14/2023 2:04:29PM EST
11/14/2023 2:04:44PM EST

View Log/Trace

Restart Request

Transfer
View Locks

Continued on next page
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Unit Roster Report, Continued

Procedures,
continued
Step Action
10 | Select the UnitRosterReport.csv link.
View Log/Trace x

Report

ReportID 1506480
Name CGUNITROSTER
Run Status
CGUNITROSTER
Distribution Details

Success

Distribution Node RFTNODE

File List
Name

AE_CGUNITROSTER_1478562 stdout

UnitRosterReport.csv

Distribute To
Distribution ID Type

User

1478562 Message Log

Application Engine

Process Instance

Process Type

Expiration Date  01/13/2024

File Size (bytes) Datetime Created

4,617 11/14/2023 2:04:44.115690PM EST

35,756 11/14/2023 2:04:44.115690PM EST

+Distribution 1D

1234567

Continued on next page
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Unit Roster Report, Continued

Procedures,
continued
Step Action
11 | A window will display asking to Save. Select a folder and click Save.
@& save As *
T <« Documents » Whiteboards v | O 0 Search Whiteboards
Organize « MNew folder == = 0
[ Desktop Ced Mame " Status Date modified
DMS
r Favorites
Mail
Microsoft
Reference
Whiteboards
[ This PC
LU 4 >
File name: | m w
Save as type: | Microsoft Excel Comma Separated Values File ~
~ Hide Folders Cancel
12 | The document can be opened directly from your navigation bar by clicking on the
download icon and clicking on the report.
= W Wk
Recent Downloads X
B UnitRosterReport.csv
349 KE - Done
Show all downloads 4
il |

Continued on next page
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Unit Roster Report, Continued

Procedures,
continued

Step

Action

13

The file will open in an Excel Spreadsheet that may be sorted according to
preference, saved, and/or printed.

Member Member

Parent Empl Last First
Relation Deptid Emplid Red Rank Grade Name  Name
SELF 8578 1234567 0 BM1 E6  Targaryen Daenerys
SELF 8578 1122334  0BM1 E6 Lannister Tyrion
SELF 8578 1112223 0BM1 E6  Snow  Jon
SELF 8578 1111111  0BM1 E6  Lannister Cersei
SELF 8578 1223456 0 BMC E7  Stark  Sansa
SELF 8578 1223334 O MKC E7  Mormont Jorah
SELF 8578 1222222  OMK1 E6  Tarly  Samwell

Empl ATU

Class Deptid Dept Name OPFAC  ExplossDt
AD 8578 CGCWAESCHE  21-75150 11/28/2025
AD 3578 CGCWAESCHE  21-75150  5/31/2025
AD 3578 CGCWAESCHE  21-75150  3/10/2026
AD 3578 CGCWAESCHE  21-75150  5/21/2029
AD 8578 CGCWAESCHE  21-75150  12/2/2026
AD 8578 CGCWAESCHE  21-75150

AD 8578 CGCWAESCHE  21-75150

EXp AD

Term Dt

11/28/2025
5/31/2025
3/10/2026
5/21/2029
12/2/2026

Rotate Dt Birthdate

7/1/2024
7/1/2024
7/1/2024
7/1/2024
7/1/2025

6/13/2025|_6/13/2025| 7/1/2026

3/14/2035 3/14/2025 7/1/2024

Date of

9/3/1980  6/28/2004
10/9/1989  5/11/2009
4/3/1989  7/7/2014
6/23/1997  9/1/2015
8/23/1587 8/29/2006
8/29/1988 6/29/2010
6/2/1935 11/19/2013

AD Base Dt Rank

6/1/2019
12/1/2020
7/1/2023
10/1/2023
10/1/2022
8/1/2021
5/1/2023

Report
Date
9/14/2022
7/26/2021
8/17/2020
7/6/2020
7/10/2022
7/23/2083
7/6/2020

Anni - sec

Dt
SE
SE
SE
SE
SE
SE

Clear

Trning
Rate

CUM Sea
Cost  SeaPay RES TimeYY Mar Ethnic LastGood Position Posn Entry POSN Leave Obli- Reg

Center Prem Dt BAH/BAQ Screen Dt MM DD Stat Group Con Dt Nbr Dt Gender POSNSEN CLRNC CITZN Balance gation Effdt Duration Region

with dependents; Mbra 10015 M 6/27/2022 90603 9/14/2022 M 2 SE usA 96.5 0 AD

W/0 dependents; Mbrna 9 27 S 5/12/2021 90600 7/26/2021 M 2 SE usA 89.5 0 AD

8/17/2020 With dependents; Mbra 901 M 11/6/2022 87871  5/2/2023 M 2 SE USA 62.5 0AD

Spouse in svc & no other’33 25 M 12/7/2021 90624  7/6/2020 M 2 SE USA 88 0AD

W/0 dependents; Mbr n718 s 8/28/2021 90623 7/10/2022 F 2 SE USA 62.5 0AD

with deps; Mbr &/or deg4 119 M 6/29/2022 87343 7/23/2023 M 2 SE usA 62.5 0 AD

7/6/2023 W/O dependents; Mbrn49 9 S 11/18/2022 90613 7/30/2023 M 2 SE usA 90.5 0 AD

With dependents; Mbr ala13 M 12/4/2020 92428  7/1/2023 M 2 SE USA 53.5 0AD




