23 June 2023

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
e SPO (CGHRS, CGHRSUP) — Can Run for Unit, SPO and Sector
Level
e Unit/Admin level (Role: CGSSCMD) — Can Run for Unit Level

BNA Summary Report
e SPO (CGHRS, CGHRSUP) — Can Run for Unit, SPO and Sector
Level

Continued on next page
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23 June 2023

Procedures See below.
Step Action
1 Navigate to NavBar icon > Menu > Human Resources > Human Resources

Reports > BNA Report.

NavBar: Menu

®

Recently Visited

Q@

Favaorites

Menu

P —
ORACLE
FEOPLESOIT
L —
Change My
Password

Menu * Human Resources

&

Human Resources Reports

= All Duty Report

= BMNA Report

= CG Unit Roster Report
= Dependent Accountability Rpt

= Leave Correction Report

= Member All Duty Report - FSMS

E Member Information

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

or created, go to Step 3.

ENA 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 Valus

* Search Criteria

Search by: Run Control ID begins with | KBV

1 Case Sensitive

Advanced Search

Find an Existing Value | Add a New Value

Continued on next page



Basic Needs Allowance Report, Continued

23 June 2023

Procedures,

continued

Step

Action

3

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

ENA Report

[ Find an Existing Value

I| Add a New Valus |I

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

¥ Search Criteria

Search by: Run Control ID begins with

O Case Sensitive

Advanced Search

Find an Existing Value Add a New Valud

BNA Report

| Find an Existing Value | Add a New Value

v

*Run Control ID |KBV

Add

Find an Existing Value | Add a New Value

Search Type — Select the appropriate level from the drop-down.
e SPO Level — Displays all members serviced by that SPO Dept ID.
e Sector Level — Displays all members attached to the Sector and all sub-units

of the Sector.

e Unit Level — Displays all members attached to only that Dept ID.

BNA Report

Run Control ID KBV

BNA Status and Eligibility

Report Manager

Search Type

SPO Level
Sector Level
setlD Unit Lewvel
Department | Q |
BNA Summary
Month Run Date | |

Process Monitor

l Add H Update/Display l

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.

Look Up SetID

Search by: begins with |

Search Results

View100 ¢ <4 14ofdv » »

Set ID Description
00007 Active NOAA
Shared Coast Guard
00011 Shared PHS
00016 Non Officer PHS

6 Department — Enter the department you are running the report for.
Click Run.

BNA Report

Run Control ID gy Report Manager Process Monitor

BMA Status and Eligibility

Search Type I Unit Level v

Set ID 00010 Q Shared Coast Guard
Department 000487 Q CGC ALERT

BNA Summary

;

Month Run Date

() o]

Continued on next page
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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).
Process Scheduler Request X
UserID 1234567 Run Control ID KBV e
Server Name | ~|

Recurrence ‘

Time Zone ‘
Process List

Select  Description

[m] BNA Status Report

O BNA Summary Report

8 Click OK.

Process Name

CG_BNA_RPT

CG_BNA_SUMM

Run Date | 0812212023

|

Run Time [3:37-01PM

Reset to Current Date/Time

Process Type

Format Distribution
Application Engine | Web v‘ ‘ TXT V‘ Distribution
Application Engine | Web v | [TXT v Distribution

Process Scheduler Request x
Help
UserID 1234567 Run Control ID KBV
Server Name 1 V| Run Date ‘06/22/2023
Recurrence | V| Run Time ‘3:3? 01PM ‘ [ Reset to Current Date/Time
Time Zone | Q
Process List
Select  Description Process Name Process Type =Type =Format Distribution
BNA Status Report CG_BNA_RPT Application Engine | Web  v| [ TXT v Distribution
BNA Summary Report CG_BNA_SUMM Application Engine \ Web v‘ \ TXT v‘ Distribution
Kl
e — 8 |

Continued on next page
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Basic Needs Allowance Report, Continued

Procedures,
continued

Step Action

Monitor.

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

BNA Report

Run Control ID KBV Report Manager

Process Monitor

[ Run

BNA Status and Eligibility

Search Type | Unit Level v
Set ID (00010 Q|  Shared Coast Guard
Department |0004B? Q | CGC ALERT
BNA Summary
Month Run Date | |

Process Instance:1399414,1399415

l Add H Update/Display ]

Success and Distribution Status displays Posted.

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

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

Process List
View Process Request For
UserID | 1234567 o] ype | v Last v| ‘ 1| [pays + [ Refresh I
Server ‘ V| Name ‘ Q ‘ Instance From ‘ | Instance To ‘ |
Run Status | “‘ Distribution Status ‘ "‘ Save On Refresh Report Manager Resat
¥ Process List
EINEY 20f2 v View Al
Select  Instance Seq. Process Type Process Name User Run Date/Time Run Status glt:;;l?utlon Details. Actions
1399415 Application Engine  CG_BNA_SUMM 1234567 06/22/2023 3:37:01PM PDT  Processing NiA Details ¥ Actions
1399414 Application Engine  CG_BMNA_RPT 1234567 06/22/2023 3:37:01PM PDT  Success N/A Details ¥ Actions
Go back to BNA Report
=3

Continued on next page
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Procedures,
continued

Step

Action

11

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

Process List

View Process Request For

Go back to BNA Report

UserID [ 1234567 a] e | vl [Last ~| \ 1| [Das ] Refrash
Serverl V‘ Name ‘ Q ‘ Instance From | ‘ Instance To ‘ |
Run Status ‘ "‘ Distribution Status | "‘ Save On Refresh Report Manager
 Process List
‘EF»HQ‘ 20f2 v | View Al
Select Instance Seq. Process Type Process Name User Run DatelTime Run Status EEE::UUOH Details Actions
13599415 Application Engine CG_BNA_SUMM 1234567 06/22/2023 3:37:01PM PDT  Success Posted Details ¥ Actions
1399414 Application Engine CG_BNA RPT 1234567 06/22/2023 3:37:01PMPDT  Success Posted Details. ¥ &ctinne

Updste Process >
Details

Parameters
Message Log

Batch Timings

12 Click the .csv link.

View Log/Trace

| View Log/Trace |
x

Report
Report ID 1426010
Name CG_BNA_RPT
Run Status  Success

BMNA Status Report
Distribution Details

Process Instance 1399414

Process Type

Expiration Date | 08/21/2023

Application Engine

Help

Message Log

Distribution Node RPTNODE
File List
Name File Size (bytes) Datetime Created
AE_CG_BNA_RPT_1399414 stdout 579 06/22/2023 3:38:58.954142PM PDT
7,294 06/22/2023 3:38:58.954142PM PDT

Distribute To
Distribution 1D Type

User

:Distribution 1D

1234567

Continued on next page
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Basic Needs Allowance Report, Continued

Procedures,
continued

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

T Save As
2 (> TePC » Documents “lol|[ =
Organize v New folder
I This PO A Name Status  Date modified Type Size &
_J 3D Objects @ BMA_Summary @ Microsoft Excel C... 1KB
I Deskiop B3] BNA_Status_and_Eligibility_TEST 001 @ Microsoft Excel C.. 8KB
[ Decuments B39 UnitRosterfepart ] Microsoft Excel C... 3K8
1' I B39 CG PriorUnitHistoryReport 1372825 2023.. & Microsoft Excel C... 1,416 KB
= Apps (WPPCMS- B39 CG PrioUnitHistoryReport_1370442_2023.. O Microsoft Excel C... 28 KB
=
= PPC (Wmainust @ CG PriorUnitHistoryReport_1264796_2022... & Microsoft Excel C... 73KB
- @ Campbell_5TA Burlingten_120219-012421 (&) Microsoft Excel C... 27 KB
== Library (\\PPCM -
@ Camphell_BM A-school [ Microsoft Excel C... 36KB
= FILFS (hos-nas ¥ oo o e o e - - - - - ¥
File name: ~
Save as type: | Microsoft Excel Comma Separated Values File ~
A Hide Folders \ Cancel

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

explorer.
£ BNA Report Process Monitor
Process List

View Process Request For View Log/Trace x

userm (1234567 Q| 1ype | v| [Last vl Help =
oz Namo | Q| Instance From [ Report

Message Log
Run Status ~ istribution Status v o Report ID 1426010 Process Instance 1399414

Name CG_BNA RPT Process Type  Application Engine

S|

Run Status  Success

~ Process List | BNA Status Report

E] Distribution Details

Select Instance  Seq. Process Type Process Name User . y
“ e } Distribution Node RPTNODE Expiration Date | 0821/2023
1399415 Application Engine CG_BNA_SUMM 12345
11399414 Application Engine CG_BNA_RPT 12344 File List
I Name File Size (bytes) Datetime Created
AE_CG_BNA_RPT_1399414 stdout 579 06/22/2023 3:38:58.954142PM PDT
Go back to BNA Report .
BNA_Status_and Eligibility.csv; 17204 6/22/2023 3:38:58.954142PM PDT

Distribute To
Distribution 1D Type ~Distribution ID

User 1234567

-

Continued on next page
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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.

AutoSave = v F BNA Status and Eligibility ~

o

File Home Insert Page Layout Formulas Data Review View Help Acrobat

[ i A K[ S=E ¥ | Bwme E Bz &
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~ <% Format Painter = =

Search (Alt+Q)

- 0 .00 Conditional Formatas Cell
$-% 9 98 Formatting ~ Tablev Styles ~

Clipboard Styles

Search Parent Empl Reg Dep BNA Begin End BNA Earning BNA Rcvd YTD BNA

Deptid Emplid Red Member Name Grade Deptid Dept Name Region Count ¥/N Date Date Amount Prior¥r Prior¥r Rcvd YTD
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BENA Summary ~ O Search (Alt+Q)

Page Layout Formulas Data I Help Acrobat
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Paste [B Copy
~ ﬁ Format Painter
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_ 8 Report Run for month of 2023-06-30
: | B

A | C | D | E |

Report Run for month of 2023-06-30
Monthly Totals Total # of Members Total # of RSV Mbrs Avg Monthly BNA Amount Avg Duration Received
7140.5 11 1) 649.14 5.68

BNA Summary

Ready




