12 October 2023

Prior Unit History Report

Introduction This guide provides the procedures to run the Prior Unit History Report
in Direct Access (DA).
This report will list all personnel attached to the Unit during a specified
time frame.

Procedures See below.

Step Action

1 Navigate to: NavBar icon > Menu > Human Resources > Human Resources
Reports > Prior Unit History Report.

ARIEA % °

NavBar: Menu

B
@ E Benefits >
R

Recently Visited C E Recruiting b
Careeg/Management >

I Q ange My Password

E Reserve Activities >
Favorites

Enterprise C t
— E nterprise Components > = Schedule a Query
E Enterprise Learning > E Self Service >
Menu
1 E Self Service >

R B Global Payroll & Absence Mgmt

FEOFLESAFT E Se paratil:ms >
Change My
2 d

) asswor Human Resources > E Set Up HCM ’

| E Mobilization > = Test Usage Monitoring
= My Feeds w

E Workforce Administration >

E Workforce Development >

= My System Profile
E Worklist

—

2 Select the Add a New Value tab.
Prior Unit History 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 Control ID begins with “

O case Sensitive

Advanced Search

Continued on next page
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Prior Unit History Report, Continued

Procedures,
continued
Step Action
3 Enter a Run Control ID (this may be anything easily remembered) and click
Add.
Prior Unit History Report

Eind an Existing Value Add a New Value

*Run Control ID |KBY

Add

4 Using the drop-down, select the appropriate Search Type.

e SPO Level — Will pull data for all units serviced by that SPO.

e Sector Level — Will pull data for all units managed under that Sector.

e Unit Level — Will pull data for all sub-departments at or below the selected

Dept ID.
Prior Unit Hist
Run Control ID gy Report Manager Process Monitor Run
Search Parameters
Search Type s
SPO Level
Sector Level
| Save Notify Unit Level Add Update/Display

Continued on next page
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Prior Unit History Report, Continued

Procedures,
continued
Step Action
5 Once the Search Type has been selected, additional Search Parameter fields will
display:

e Set ID — Enter 00010.

e Department — Enter the Department ID or use the Lookup to locate the
appropriate Department ID.

e Begin Date — Enter the Begin Date for the report period.

e End Date — Enter the End Date for the report period.

Click Run.

Prior Unit Hist.

Run Control ID KBV Report Manager Process Monitor Run

o=

Search Parameters

Search Type Sector Level v

SetID 00010 Q Shared Coast Guard

Department 007712 Q| SECTORNEW ORLEANS
Begin Date 10/01/2021
End Date 03/31/2022
| Save ‘ Notify Add Update/Display

6 | The Process Scheduler Request page will display with the Process List. Using
the Server Name drop-down, select PSUNX. Ensure the Prior Unit History
Report process is checked.

Click OK.
Process Scheduler Request x
Help
User ID 1234567 Run Control ID KBV
Server Name I PSUNX VI Run Date |05/04/2022
Recurrence v Run Time |12:12:30PM Reset to Current Date/Time
Time Zone Q
Process List
Select  Description Process Name Process Type =Type -Format Distribution
Prior Unit History Report CG_PU_HSTRPT Application Engine Web ~ PDF ~ Distribution
OK I Cancel

Continued on next page



12 October 2023

Prior Unit History Report, Continued

Procedures,
continued

Step Action
7 The Prior Unit Hist. Search Parameter page will re-display with a Process
Instance number. Select Process Monitor.

Prior Unit Hist.
Run Control ID  kpgy Report Manager Run
Process Instance: 1142627
Search Parameters
Search Type Sector Level v
Set D o000 Q Shared Coast Guard
Department 007712 Q SECTOR NEW ORLEANS
Begin Date 10/01/2021
End Date 03/31/2022
‘ save ‘ Notify Add Update/Display

8 | The Process List will display. The Run Status may initially display Queued or
Processing. Click the Refresh button until the Run Status indicates Success and
the Distribution Status updates to Posted. This may take a considerable amount
of time depending on the size of the report. Continue to click the Refresh button
periodically.

View Process Request For

User ID | 1234567 Q Type ~ Last v 1/ | Days ~ Refresh
Server v Name Q | Instance From Instance To Report Manager
Run Status . Distribution Status h Save On Refresh
Process List
HE Q 1-10f1 v | ViewAll
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status [s)'i;:Irj:ution Details
1142627 Application Engine CG_PU_HSTRPT 1234567 05/04/2022 12:12:30PM PDT | Processing N/A Details

Go back to Prior Unit History Report

‘ Save ‘ Notify

Continued on next page
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Prior Unit History Report, Continued

Procedures,

continued

Step

Action

9

Once the Run Status updates to Success and the Distribution Status indicates

Posted, click Details.

Process List

View Process Request For

Process List

User ID | 1234567 Q Type ~ Last
Server i Name Q | Instance From
Run Status . Distribution Status .

1 | Days ~ [ Refresh

Instance To Report Manager

Save On Refresh

Server

Recurrence
Date/Time

Request Created On
Run Anytime After
Began Process At

Ended Process At

CG_PU_HSTRPT

Process
Instance 1142627
Name
Run Status Success
Run

Run Control ID KBV
Location Server
PSUNX

Description

5 Q 1-10f1 ~ | View Al
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status Ié):::;ils:ulion Details
1142627 Application Engine  CG_PU_HSTRPT 1234567 05/04/2022 12:12:30PM PDT  Success Posted
Go back to Prior Unit History Report
Nty
10 | The Process Details will open. Click View Log/Trace.
Process Detail X

Help

Type Application Engine

Prior Unit History Report

Distribution Status FPosted

Update Process

Hold Request
Queue Request
Cancel Request

O Delete Request

05/04/2022 12:13:26PM PDT
05/04/2022 12:12:30PM PDT
05/04/2022 12:13:47PM PDT
05/04/2022 12:14:17PM PDT

Re-send Content

Restart Request

Actions
Parameters Transfer
Message Log View Locks

Batch Timings

View Log/Trace

Continued on next page




12 October 2023

Prior Unit History Report, Continued

Procedures,
continued
Step Action
11 | Select the CG PriorUnitHistoryReport.csv file.

View Log/Trace

Report
ReportiD 1164212 Process Instance 1142627
Name CG_PU_HSTRPT Process Type
Run Status Success

Prior Unit History Report

Distribution Details

Distribution Node RPTNODE Expiration Date
File List
Name File Size (bytes)
AE_CG_PU_HSTRPT_1142627 stdout 458
CG PriorUnitHistoryRepart_1142627_20220504 csv | 262 536

Distribute To

Distribution ID Type *Distribution 1D

User 1234567

Return

Application Engine

05/11/2022

Help

Datetime Created

05/04/2022 12:14:17.067292PM PDT

05/04/2022 12:14:17.067292PM PDT

Continued on next page



12 October 2023

Prior Unit History Report, Continued

Procedures,
continued
Step Action
12 | You will be prompted to save the report. Select a location and click Save.

QD Save As

I This PC
r 3 ;
M Desktop
E Documents
Downloads
Music
B Pictures
ideos

File name

Save as type:

» Hide Folders

« v 4 E This PC Documents

Organize = New folder

B Pictures

. Recordings
SettingsPackages

. Templates

Videos

CG PriorUnitHistoryReport_1142627_20220504|

Microsoft Excel Comma Separated Values File

Continued on next page
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Procedures,

continued

Step

Action

13

Upon saving the file, the View Trace/Log will re-display. Click Return to
return to the Process Detail display. Click OK. This ends this process.

Report

Report ID
Name

Run Status

1164212

CG_PU_HSTRPT

Success

Prior Unit History Report

Distribution Details

Distribution Node RPTNODE
File List
Name File Size (bytes) Datetime Created
AE_CG_PU_HSTRPT_1142627 stdout 458 05/04/2022 12:14:17.067292PM PDT
CG PriorUnitHistoryReport_1142627_20220504.csv 22 586 05/04/2022 12:14:17.067292PM PDT

Distribute To
Distribution ID Type

User

Return

Process Instance 1142627

*Distribution ID

1234567

Process Type Application Engine

View Log/Trace X

Help

Expiration Date 05/11/2022

14

Locate and open the file. See Step 15 for field descriptions and sorting options.

EMPLID | LAST_NAME FIRST_NAME  MIDDLE_NAME EMPL CLASS RATE GRADE GENDER POSITION POS TITLE HIRE_DT  PREV_UNIT_BEGIN_DT
1234567 Reynolds Malcolm J AD BML E6 M 23171 XPO/ATON COXSWAIN 3/21/2005 2/3/2020
7418526 Washburne Haban Nicholas AD SA E2 M 23173 ATON BCM 1/5/2015 3/15/2015
3216548 Tam simon J AD FA E2 M 23175 ATON BCM 12/8/2015 3/7/2016
6543218 Tam River F AD FN E3 M 23173 ATON BCM 9/27/2016 11/26/2016
4567892 Washburne Zoe A AD SA E2 M 23173 ATON BCM 10/17/2016 12/27/2016
9516237 Frye Kaylee L SEL MK2 E5 M 46304 NF-RESERVE BCM 6/23/1997 9/2/2016
5827416 Shepard Book RT2 MKL E6 M 54484 RESERVE UNBUDGETED POSITION 8/15/2000 7/12/2012
8529634 Serra Inara A av GS-12 1M 94834 MARINE INSP/PSCO-APPRENTICE 10/4/2017 4/17/2019
7654321 Badger IRR BM3 E4 M 62025 RESERVE UNBUDGETED POSITION 10/3/2017 3/30/2019
PREV_UNIT_END_DT PREV_DEPTID PREV_ATU PREV_OPFAC PREV_UNIT_NAME DEPT_ENTRY_DT CURRENT_DEPTID CURRENT_ATU CURRENT_OPFAC CURRENT_UNIT_NAME NUM_MONTHS
5/4/2022 27 3 41966 CG ANT DULAC 2/3/2020 27 H 41366 CG ANT DULAC 27.04
5/4/2022 227 E 41966 CG ANT DULAC 3/15/2015 227 8 41966 CG ANT DULAC 85.66
5/a/2022 227 E 41966 CG ANT DULAC 3/7/2016 27 8 41966 CG ANT DULAC 7391

5/4/2022 227 8 41966 CG ANT DULAC 11/26/2016 227 8 41966 CG ANT DULAC 65.3
5/4/2022 227 8 41966 CG ANT DULAC 12/27/2016 227 8 41966 CG ANT DULAC 64.27
5/4/2022 239 3 30338 CG STA NEW ORLEANS 9/2/2016 239 H 30338 CG STA NEW ORLEANS 63.08
1/1/2022 239 E 30338 CG STA NEW ORLEANS 1/1/2022 3333 7 71237 PPC AT HOME SEP MBRS 113.64

5/4/2022 6271 E 33278 MSU HOUMA 4/17/2019 6271 8 33278 MSU HOUMA 36.59
10/3/2021 245 3 17001 CGC PAMLICO 10/3/2021 2817 7 47909 PSC RPM-3 IRR 30.12

REG_REGION HR_STATUS EMPL_STATUS BUSINESS_UNIT
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Continued on next page



12 October 2023

Prior Unit History Report, Continued

Procedures,
continued
Step Action
15
Field Description
EMPLID Member’s Employee ID number
LAST NAME Member’s last name
FIRST NAME Member’s first name
MIDDLE NAME Member’s middle name
EMPL_CLASS Member’s employee classification
2] sotAtez e AD — Active Duty
Al sotZton e ASL — Active Status List
Sort by Color > | « CIV - Civilian
e EAD — Extended Active Duty
¢ IRR — Inactive Ready Reserves
Tt Fitare ,| | ® ISL — Inactive Status List
e 5| | ® RT2—RET2 (RSV Retired Awaiting Age 60)
¥ Select Al e SEL — Selected Reserves
[ AD
[ ASL
: el CIV
IRR
|s|_
LW SEL
lL] Cancel
RATE Member’s rate
GRADE Member’s paygrade
GENDER Member’s gender
POSITION Member’s position number
POS TITLE Member’s position title
HIRE DATE Member’s hire date
PREV_UNIT BEGIN DT | Date member assigned to previous unit
PREV UNIT END DT Date member departed previous unit
PREV_DEPTID Member’s previous unit Department ID
PREV_ATU Member’s previous unit ATU
PREV_OPFAC Member’s previous unit OPFAC
PREV_UNIT Member’s previous unit name
DEPT ENTRY DT Date member assigned to current unit
CURRENT DEPTID Member’s current unit Department 1D
CURRENT_ATU Member’s current unit ATU
CURRENT OPFAC Member’s current unit OPFAC
CURRENT_UNIT_NAME | Member’s current unit name
NUM_ MONTHS Number of months member at previous unit
Continued on next page
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REG_REGION

2l sotatez

Z] setZtoA

Member’s current regulatory region
e RSV — Reserve
e AD — Active Duty

Sort by Color o
e NOMIL — Civilian
v e PHS — Public Health Service
Text Filters
.EEGI':h
-] (Select All)
M AD
(- INOMIL
S IPHS
LIRSV
Cance
HR_STATUS Member’s current human resource status

8] SotAtez
Z] sotzton

Sort by Color

Text Filters

Search
(Select All)
LRl

e A - Active
e | - Inactive

EMPL_STATUS

Member’s current employee status

2 sz e A — Active
e X e D — Deceased
e L — Leave of Absence
e PHS — Public Health Service
TetFiter: > e Q — Retired w/ Pay
O S e S — Suspended
o e T — Termination
s e U — Terminated with Pay
A
ey
BUSINESS UNIT Member’s current business unit
2l stz i e CADCG — Cadet
sz * CIVCG - Civilian
e ENLCG - Enlisted
e OFECG — Officer, Prior Enlisted
o e OFENO — NOAA Officer, Prior Enlisted
— e OFEPH — PHS Officer, Prior Enlisted

- [#] (Select All)
- CADCG
. CIVCG
-] ENLCG
OFECG
OFENO
OFEPH
--[#1 OFFCG
[ OFFNO
.| OFFPH
..[P| WARCG

oK ] Cance

e OFFNO — NOAA Officer
e OFFPH — PHS Officer
¢ WARCG — Warrant Officer
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