18 April 2023

Personal Data Extracts (PDEs) by Department

Introduction

References

Important
Information

This guide provides the procedures for a SPO or Personnel & Admin
(P&A) Office to generate Personal Data Extracts (PDE) by Department
in Direct Access (DA).

(a) Enlistments, Evaluations, and Advancements, COMDTINST
M1000.2B
(b) Servicewide Examination (SWE) Guide, PPC (ADV) Publication

The PDE provides each member a description of all the data in Direct
Access that affects their eligibility and creditable points for the next
Servicewide Exam (SWE) cycle. Approximately four months prior to the
SWE, PSC (epm/rpm) will release an ALCGENL or ALCGRSV message
announcing important information for the upcoming SWE cycle. This
message will provide deadline dates for PDE corrections. Corrections to
PDEs after the published deadline date will NOT be accepted except for
extreme cases as described in the “waivers” section of the SWE Guide.

The online PDE will display the current available data from DA for each
member. It’s the member’s responsibility to review their PDE and report
any discrepancies to their P&A Office or SPO. It is the P&A Office’s
and/or SPQO’s responsibility to review and process the corrections in a
timely manner. The member will need to verify the corrections were
made and if not, contact PPC directly PRIOR to the PDE correction
deadline to generate a help ticket requesting their PDE be updated to
reflect any necessary corrections (provide documentation where
appropriate) and update the Candidate Status to Eligible. Only members
with a PDE showing “Eligible” will receive a SWE.

Note: The user must have the CGSSCMD user role to run this report.
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Personal Data Extracts (PDEs) by Department, Continued

Procedures See below.
Step Action
1 Click on Self Service for Commands from the My Homepage drop-down.

Self Service for Commands

-
1

1.5

Select the PDE by Dept option.

1 Reports ~

Positions at a Department

Member All Duty Report
Report

PDE by Dept
SWE Profile Letter by Dept
SWE Profile Letter by Member
SWE PDE

Department Role Query - PPC
Department Role Query - Field
Leave Correction Report
Recertification Status Report

T Use ~

Command Information

tab.

The PDE by Dept Report action page will display. Select the Add a New Value

PDE by Dept Report

[ |case Sensitive

Search Advanced Search

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 by: Run Control ID begins with |

Continued on next page



18 April 2023

Personal Data Extracts (PDEs) by Department, Continued

Procedures,
continued
Step Action
3 In the Run Control ID field, enter a name for the report. Click Add.

PDE by Dept Report

[ aaa  new vane SN

Run Control ID|PDEbyDept

Add

The report parameters page will display. Enter the Start Date. This will
always be the first day of the month of the SWE. For example:

SWE Start Date
May SWE 5/1/18
October RSWE 10/1/18
November SWE 11/1/18

| PDE runctl |

Start Date:

Department:

[Flsave | [EMotify ‘

Run Control ID PDEbyDept

I

Q

Active Duty Reserve Indicator:

Report Manager

Process Monitor

Add | Flpdate/Display

Continued on next page
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Personal Data Extracts (PDEs) by Department, Continued

Procedures,
continued
Step Action
5 Enter the Department ID number. A new report will need to be run for each

department ID. From the drop—down, select the appropriate Active Duty

Reserve Indicator. For example:

If PDE is for the... Then Select
May SWE Active
October RSWE Active Rsv
November SWE Active

Run Control ID FDEbyDept Report Manager Process Monitor Run
Start Date: 1012018 54
Department: 000532 @ G STANIAGARA
Active Duty Reserve Indicator:
Blsave ‘ L\Return to Search | +EPrevious in List ‘ Mext in List | [E]Motify ‘ Add Update/Display
6 Click Run.
Run Control ID FDEbyDept Report Manager Process Monitor Run
Start Date: 1012018 54
Department: 000532 @ G STANIAGARA
Active Duty Reserve Indicator:
Elsave | [S\Returnto Search | +EPrevious in List ‘ Mext in List | [E]motify ‘ Add Update/Display

Continued on next page
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Personal Data Extracts (PDEs) by Department, Continued

Procedures,
continued

Step

Action

7

The Process Scheduler Request will display. Using the drop-down, change the

Server Name to PSUNX. Leave the *Type defaulted to Web and change the
*Format to PDF. Click OK.

Process Scheduler Request

User D 7654321 Run Control ID PDEbyDept

Server Nam Run Date[10/11/2018 [
Recurrence | v| Run Time W Reset to Current Date/Time |
TimeZone|  Q
Process List
¥  PDE by Department report CG_PDE_DEPT  Application Engine [Web v [PDF /] Distribution
ITI Cancel |

The report parameters page will re-display with a Process Instance number.
Click Process Monitor.

Run Control ID FDEbyDept Report Manager FProcess Monitor

Process Instance 623913

Start Date: 110172018 |5
Department: 000532 S G STANIAGARA

Active Duty Reserve Indicator:

Esave | L\Retumn to Search | +EPrevious in List | +[ENext in List | [ElMotify | Ehadd

/“\Update/Display

Continued on next page
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Personal Data Extracts (PDEs) by Department, Continued

Procedures,
continued

Step Action

9 The Process List will display. The Run Status should initially indicate Queued
or Processing. Click the Refresh button (this may take a few minutes/clicks
depending on the size of the department) until the Run Status updates to
Success.

Note: If the Run Status shows No Success, you will need to exit the page and
restart the report process (ensure you enter a valid date, Department ID, and

a= E ro= riate Active Duty Reserve Indicator).
Process List

View Process Request For

User ID| 7654321 Q. Type | v| [Last v| [ 1 [Days v
Server| PSUNX 4 Name | ., Instance From Instance To

RunStatus| V| Distribution Status ~| ¥l save on Refresh

Process List Personalize | Find | View A | 20 | 88 First B 4 or 4 B Last

623913 Application Engine CG_PDE_DEPT 7654321 10/11/2018 9:13:56AM PDT FProcessing N/A Details

Go back to PDE by Dept Report

s | o |

10 | Once the Run Status displays Success and the Distribution Status displays
Posted, click Go back to PDE by Dept Report.

User ID| 7654321 Q. Type | ~| [Last v [ 1 [Days ¥
Server| PSUNX v Name | Q_ Instance From Instance To

RunStatus| V| Distribution Status ~| I save On Refresh

Process List Personalize | Find | View Al | E 1 EH First '!I 40f1 Il Last

Select Instance |Seq. |Process Type Process Name  |User Run Date/Time Run Status Distribuion  petails

623913 Application Engine CG_PDE_DEPT 7654321 10/11/2018 9:13:56AM PDT UCCess Posted Details

Go back to PDE by Dept Re rtI

Bsor | o |

Continued on next page
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Personal Data Extracts (PDEs) by Department, Continued

Procedures,
continued
Step Action
11 | The report parameters page will re-display. Click Report Manager.

Run Control ID FDEbyDept Process Monitor

Report Manager

11/01/2018 [

Department: 000532 Q
Active Duty Reserve Indicator:

Start Date:

CG STA NIAGARA

Blsave | L\Return to Search | +EPrevious in List | +[EMext in List | [E]Motify | [Ehadd | JFUpdate/Display

12

A list of reports will display. Click the Administration tab.

List | Explorer | Administration | Archives
View Reports For
Foider [N ~|  Instance] [ to| Refresh
Name | Created On | [ |Last v 1 |Days W
Reports Personalize | Find | View Al | B0 B First Bl q30r2 B Lot
’_ Report Report Description Folder Name Completion IEE B
1 PDE_REPORT %:ESEZE_FDF General . 612874 623913
2 CG PDE DEPT |05 BY DEPARTMENT General e 612873 623913
3C6 PDE DEPT |05 5Y DEPARTMENT General oA 612872 623912
Go back to PDE by Dept Report

Elsave

Continued on next page
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Personal Data Extracts (PDEs) by Department, Continued

Procedures,
continued
Step Action
13 Select the PDE report link that ends with .PDF.

View Reports For

Refrsh

T T —
Status | wv| Folder| v/| Instance| to|

PDE by Department report 14

612873 623913 PDE by Depariment report G14-18AM  (*.pdf)
EDE by Depariment report 1

§12872 623912 PDE by Deparim ort G1141AM  (.pdf)

Report List Personalize | Find | View A1 | B0 ] 38 First B 3003 B Last

Report |Prcs o Request .

Select D Inst Description DatelTi Format Status Details
10/11/2018  Acrobat .

612874 623913 IOG PDE AE - CG PDE AE.pdf - 15:02AM * pdf) Posted  Details

10/11/2018  Acrobat Posted  Details

10/11/2018  Acrobat Posted  Detai

ils

Select All DDeseled All
| Click the delete button to delete the selected repori(s)

Go back to PDE by Dept Report

Blsave

Continued on next page
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Personal Data Extracts (PDEs) by Department, Continued

Procedures,
continued

Step Action

14 | All the existing PDEs for that department ID will open in a new window. It is
very important for the members to verify all of the data within their PDE is
correct. The PDE is broken out into 6 sections. See Steps 15 — 20 for a brief
explanation of each section.

SWE PERSOMAL DATA EXTRACT PRINT DATE:  10M1/2018
SWE PERSONAL DATA EXTRACT (PDE) SK1 NOV 2018
Name: Earp. Wynonna Emplovee ID: 1234587
ERank: e Department ID: 000532 O ETA
' HIAGARE
Exam Board Department ID- 007510 SECTOR BUFFALD Candidate Status: ELIGIBLE
Points/Dates Time
Points Start Date (PSD): 2013-08-02 Award Points up to SED: 5
SWE Eligibility Date (SED): 201e-08-01 EER Foints up to SED: 14.01
Terminal Eligibility Diate (TED): 2015-07-01 Active Duty Base Date: 2010-03-01
Diate of Rank in Eating (DOR): 2014-12-01 Time in Rating up to TED: | Yr: 4 Mo: 7 Day: 0
Sea Time for Points np to SED: ¥r:o Moz 0 Time im Service np to TED: | Yr: 9 Mao: 4 Diay: 0
Suorf Time for Points up to SED: Y¥r:-o Moz 0
Evaluations
Effective Date Competency Type Total Points Rating
2018-04-30 COoN 0 s
2018-04-30 LEAD 25
2018-04-30 MIL 12
2018-04-30 PERF 19
2018-04-30 PROF 23
2017-10-31 COoN 0 s
2017-10-31 LEAD 37
2017-10-31 MIL 10
2017-10-31 PERF 50
2017-10-31 BROF 44
Creditable Awards
Deescription Avward Points Izzme Date
Army Achiewvement Medal 2 2016-03-17
CE Achievement Medal 2 2016-03-07F
CG Good Conduct Medal 1 2016-03-01
Eligibility Results
OUR MH1 SERVICE WIDE EXAM WILL BE MAILED TO THE EXAM BOARD . 007510 - SECTOR BUFFALD
TED 1 FUHRMANN BLVD, BUFFALC, NY. IF YOU WILL KOT E EXAM UNIT LISTED ABCVE
CN THE SCHEDULED SWE DATE DUE TO PCS/TDY/LEAVE/MEDICAL, PLEASE NOTIFY FEC(ADV) FRIOR TO THE
FDE CORRECTION DEADLINE SC THAT YOUR EXAM CAN BE SHIFFED TO YOUR LOCATION.
PDE Verification
The member must verify all of the data on the PDE. If errors are found, note them on a printed copy of this form,
sign it and provide it to your admin personnel. It is the member’s responsibility to ensure that incorrect or missing
data is updated in Direct Access prior to the PDE verification deadline date for each SWE.
Sigmature: | Date-

Continued on next page
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Personal Data Extracts (PDEs) by Department, Continued

Procedures,

continued

Step

Action

15

Section 1:

SWE PERSONAL DATA EXTRACT (PDE) SK1 NOV 2018

Name: Earp. Wynonna Emploves ID: 1234287

- Department I L

Exam Board Department ID: 007510 SECTCR BUFFALOC Candidate Statws: ELIGIEBLE

Field Description

Name Member’s name.

Employee ID | Member’s employee ID number.

Rank Member’s current rate/paygrade.

Department The department ID number and short title of member’s unit.

ID

Exam Board The department ID number and short title of the unit where

Department the member’s SWE will be sent and administered.

ID

Candidate Indicates the member’s eligibility status to take the SWE

Status (Eligible or Not Eligible). The Eligibility Results section
(section 5) of the PDE will provide further explanation of the
member’s eligibility status.

16

Section 2:

Points/Dates/ Time
Points Start Date (P5D): 2013-08-02 Award Foints up to SED: 5
SWE Eligibility Date (SED): 2018-08-01 EER Paints up to SED: 14.01
Terminal Elsibility Date (TED): 2019-07-01 Active Duty Base Date: 2010-03=-01
Date of Rank in Rating (DOR): 2014-12-01 Time in Rating up to TED: | ¥r: 4 Me:7 | Day: 0
Sea Time for Points op to SED: Yr- o Moz 0 Time in Service mp to TED: | ¥r: 2 Mi: 4 Day: 0
Sorf Time for Peint: up to SED: ¥r:o Ma:

10

Continued on next page
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Personal Data Extracts (PDEs) by Department, Continued

Procedures,

continued

Step

Action

16
(cont.)

Field

Description

Points Start Date
(PSD)

Start date from which the member will receive points for
awards/sea/surf time. This date will normally be either the
member’s active duty base date, pay base date, or the first
day following the eligibility date of the SWE from which the
member was last advanced. If advanced since 01 Jan 2010,
see the Points Start Date (PSD) Policy Explained for more
information.

SWE Eligibility The deadline date for the current SWE cycle which the

Date (SED) member MUST have completed all eligibility requirements
by (May SWE — 1 February; Nov SWE — 1 August; Oct
RSWE — 1 July).

Terminal The date used to compute the member’s time in service and

Eligibility Date time in rating/grade for eligibility and points.

(TED)

Date of Rank in Date of member’s last advancement to their current

Rating (DOR) paygrade.

Sea Time for
Points up to SED

Years and months of sea time from 1 Feb 1994 or the
member’s PSD (whichever is later) up to the SED.

Surf Time for
Points up to SED

Years and months of surf time from the surfman competency
date, the surf duty assignment date, 1 Jan 2000 or PSD
(whichever is later), up to the SED.

Award Points up | The current number of points for creditable awards computed

to SED from the PSD up to the SED. Note: Awards entered into
DA after the PDE’s initial create date will automatically
update on the PDE provided the award’s effective date is
on/prior to the SED.

EER Points up to | The total point values of the EERs listed in the Evaluations

SED section (section 3) of the PDE. Note: When EERs are

submitted late, the member’s EER points total on the PDE
will not be recomputed until after the SWE but prior to the
profile letters being released.

Active Duty Base
Date

Member’s original or constructed active duty base date based
on all periods of eligible service.

Time in Rating up
to TED

Time in current paygrade and rating computed up to the
TED.

Time in Service
up to TED

Time in service (all branches) up to the TED.

Continued on next page
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Personal Data Extracts (PDEs) by Department, Continued

Procedures,
continued
Step Action
17 Section 3:
Evaluations
Effective Date Competency Type Total Points Bating

2018-04-30 CON 0 g
2018-04-30 LEAD 25
2018-0 30 MIL
2018-04-30 FERF
2018-04-30 EROF 2
2017-1 coN o £
201 1 LEAD 37
2017-10-31 MIL 10
201 1 RF Ed
2017-1 RAOF 44

The Evaluations section lists the current EERs which will be used to compute
the “EER Points up to SED” total, which fall into a specific window of time as
shown in article 3.A.7.b of reference (a).

18 Section 4:
Creditable Awards
Diescription Award Points I:zme Dhate

Army Achisvement Medal 2016-03-17
oF Achievement Medal 2 2016-03-07F
CG cood Conduct Medal 2016-03-01
The awards documented in the member’s awards record in DA with an
effective date on or after the PSD up to the SED, which have point values as
listed in article 3.A.3.f(2) of reference (a).

19 Section 5:

S10 SECTOR BUFFALD
EXAM UNIT LISTED RBOVE
(ARDV) FRIOR TO THE

The Eligibility Results section will provide additional details of the member’s

eligibility status.

e If the member is Eligible, this section will indicate the exam board location.

o [f the member is Not Eligible, this section will provide a detailed reason(s)
why the member is not eligible to take the SWE. If the ineligibility status is
due to incorrect information on the PDE, corrections must be made prior to
the deadline dates set by the ALCGENL or ALCGRSV message.

Continued on next page
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Personal Data Extracts (PDEs) by Department, Continued

Procedures,
continued

Step Action

20 Section 6:

PDE Verification

The member must verify all of the data on the PDE. If errors are found note them on a printed copy of this form,
sign it and provide it to your admin personnel. It is the member's responsibility to ensure that incorrect or missing
data 15 updated m Direct Access prior to the PDE venfication deadlime date for each SWE.

Signature | Date

The availability of online PDEs has made this section optional. PPC (ADV)
recommends each command print the PDEs and require the member to review
and sign the paper copy to ensure the PDE has been reviewed and the member
is aware of their eligibility status.

13
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