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Basic Needs Allowance Report 

 
Introduction This guide provides the procedures for running the Basic Needs 

Allowance (BNA) Status and Eligibility report in Direct Access (DA). 

 
Required Roles BNA Status and Eligibility Report 

• SPO (CGHRS, CGHRSUP) – Can Run for Unit, SPO and Sector 

Level 

• Unit/Admin level (Role: CGSSCMD) – Can Run for Unit Level 

 

BNA Summary Report 

• SPO (CGHRS, CGHRSUP) – Can Run for Unit, SPO and Sector 

Level 
 

Continued on next page 
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Basic Needs Allowance Report, Continued 

 
Procedures See below. 

 

Step Action 

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

Reports > BNA Report. 

 
 

2 Enter in a Run Control ID and click Search. If a Run Control ID is not listed 

or created, go to Step 3. 

 
 

 

Continued on next page 
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Basic Needs Allowance Report, Continued 

 

Procedures, 

continued 
 

 

Step Action 

3 Select the Add a New Value tab, enter in a Run Control ID, and click Add. 

 
 

 
 

4 Search Type – Select the appropriate level from the drop-down. 

• SPO Level – Displays all members serviced by that SPO Dept ID. 

• Sector Level – Displays all members attached to the Sector and all sub-units 

of the Sector.  

• Unit Level – Displays all members attached to only that Dept ID. 

 
 

 

Continued on next page 
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Basic Needs Allowance Report, Continued 

 

Procedures, 

continued 
 

 

Step Action 

5 Set ID – Select 00010 from the drop-down. 

 
 

6 Department – Enter the department you are running the report for. 

Click Run. 
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Basic Needs Allowance Report, Continued 

 

Procedures, 

continued 
 

 

Step Action 

7 The Process Scheduler Request will display. Check the Select box for the 

desired report(s). 

 
 

8 Click OK. 
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Basic Needs Allowance Report, Continued 

 
Procedures, 

continued 
 

 

Step Action 

9 The BNA Report page will display a Process Instance(s). Click Process 

Monitor. 

 
 

10 Depending on the size of the Department entered, will determine how long it 

takes to run the report(s). Click Refresh until both the Run Status displays 

Success and Distribution Status displays Posted. 

 

NOTE:  If the Process List is empty, wait a minute and then click Refresh.  

Depending on the speed of DA, it may take a minute to populate the Process 

List. 
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Basic Needs Allowance Report, Continued 

 

Procedures, 

continued 
 

 

Step Action 

11 Click the Actions drop-down and select View Log/Trace. 

 
 

12 Click the .csv link. 
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Basic Needs Allowance Report, Continued 

 

Procedures, 

continued 
 

 

Step Action 

13 Select a file location to save the file. Click Save. 

 
 

14 Click the link at the bottom of the page or locate the spreadsheet in file 

explorer. 
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Basic Needs Allowance Report, Continued 

 

Procedures, 

continued 
 

 

Step Action 

15 The BNA Status and Eligibility report will display in an Excel document 

which can be sorted as needed.  

The BNA Summary displays limited data. 

 
 

 
 

 

 


