
ADHOC Report Requests 

  
Introduction  This guide provides the procedures for requesting an ADHOC (created or 

done for a particular purpose as necessary) report out of Direct Access 

(DA). 

  
Information Alternatively, you may e-mail your request for an ADHOC to PPC 

Customer Care directly at:  

ppc-dg-customercare@uscg.mil. 

  
Procedures See below. 

 

Step Action 

1 Go to the PPC Customer Care web page at 

https://cg.portal.uscg.mil/units/ppc/SitePages/Contact%20Us.aspx and review the 

instructions on the website for saving the Trouble Ticket Template to your 

computer. IT IS VERY IMPORTANT THAT YOU FOLLOW THESE 

INSTRUCTIONS. 

 
 

2 Click on the Trouble Ticket Form link. 
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ADHOC Report Requests, Continued 

  
Procedures, 

continued 
 

 

Step Action 

3 Fill in all appropriate information into the Contact Information and the 

Member/Employee Information sections. 

 
 

4 Select the I am a Command, SPO or ADMIN support user option from the 

Select User Role drop-down.

 
 

5 Select PERSONNEL ACTION from the Category drop-down.
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ADHOC Report Requests, Continued 

  
Procedures, 

continued 
 

 

Step Action 

6 Select the HR DATA REQUEST option from the Type drop-down. 

 
 

7 Select the ADHOC REPORT option in the Cause drop-down. 
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ADHOC Report Requests, Continued 

  
Procedures, 

continued 
 

 

Step Action 

7 Enter a complete description of the query in the Description of 

Problem/Request: block of the form. Click Submit. 

 
 

8 This Message will display. Click OK. 
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ADHOC Report Requests, Continued 

  
Procedures, 

continued 
 

 

Step Action 

9 An email message will display.Attachments may be added. Do not make any 

other changes to the message. Turn off the digital signature before sending. 

Click Send. 
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