5 June 2023

Servicewide Exam Profile Letters by Department

Introduction

This guide provides the procedures for a SPO or Personnel & Admin
(P&A) Office to generate Servicewide Exam (SWE) Profile Letters by

Department in Direct Access (DA).

Important This report can only be run for individual Department IDs. Large

Information departments with sub-departments will each need to be run separately. It
is possible that the report may not run correctly.

References (a) Enlistments, Evaluations, and Advancements, COMDTINST

M1000.2C

(b) Servicewide Examination (SWE) Guide, PPC (ADV) Publication

Procedures See below.

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

Self Service for Commands

2 Select the SWE Profile Letter by Dept option.

! Reports

Positions at a Department

Member All Duty Report
Member Info 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

l Use

Command Information

Continued on next page



https://media.defense.gov/2020/Feb/06/2002245088/-1/-1/0/CIM_1000_2C.PDF
https://media.defense.gov/2020/Feb/06/2002245088/-1/-1/0/CIM_1000_2C.PDF
https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/ADV/SWE%20Guide.pdf
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Servicewide Exam Profile Letters by Department, Continued

Procedures,
continued
Step Action
3 The SWE Profile Letter by Dept page will display. Select the Add a New Value

tab.

SWE Profile Letter by Dept

Find an Existing Value I Add a New Value

Search Criteria

Search by.  Run Control ID begins with
[ case Sensitive

Search Advanced Search

Find an Existing Value | Add a New Value

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

SWE Profile Letter by Dept

Find an Existing Value Add a New Value

*Run Control ID [MAY2023SWE

Add

Find an Existing Value | Add a New Value

Run Control ID — Enter a name for the report. Click Add.

Continued on next page
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Servicewide Exam Profile Letters by Department, Continued

Procedures,
continued

Step Action
5 The report parameters page will display. Enter the Department ID number.

SWE Profile Letter

Run Control ID  MAY2023SWE Report Manager Process Monitor Run

Department: 000203 A CG STAMILWAUKEE ~ OPFAC: 08 30412

Board Start Date: El

;JJ Save ||[=] Motify =4 Add 2+ Update/Display

6 Enter the Board Start Date. This will always be the first day of the month of
the SWE (will be 05/01/20XX).

SWE Profile Letter

Run Control ID  MAY20235WE Report Manager Process Monitor Run

Department: 000203 QL CE STAMILWAUKEE  OPFAC: 09 30412

Board Start Date:|05/01/2023 | Fi

;J_I Save ||[=] Motify =4 Add 47 Update/Display

7 Click Save, then click Run.
SWE Profile Letter

Run Control ID  MAY20235WE Report Manager Process Monitor Run

Department: 000203 Q G STAMILWAUKEE ~ OPFAC: 09 30412

Board Start Date: |05/01/2023  |[5]

=] Motify |=+ Add || Update/Display

Continued on next page
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Servicewide Exam Profile Letters by Department, Continued

Procedures,
continued
Step Action
8 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 x
Help
User ID 1234567 Run Control ID MAY2023SWE
Server Name| PSUNX ~| Run Date 06/01/2023 [#]
Recurrence | v] Run Time | 11:03:44AM Reset to Current Date/Time
Time Zone &}

Process List

Select Description Process Name Process Type *Type *Format Distribution
SWE Profile Lefter CGSWEPROLETR  Application Engine |[Wweb  « [[ PDF | Distribution

Cancel

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

Run Control 1D MAY20235WE Report Manager | Process Monitor [ Run |

Process Instance:1393540

Department: 000203 Q ca STAMILWAUKEE OPFAC: 09 30412

Board Start Date: [05/01/2023 |

[5]save ||[@h Return to Search [=] Motify EL Add || Update/Display

Continued on next page



5 June 2023

Servicewide Exam Profile Letters by Department, Continued

Procedures,
continued

Step Action

10 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 Department ID number and
Board Start Date).

Process List

View Process Request For

UserID (1224567 al e | o | Last v| \ 1 Days v | reiesn |

s S ——
Distribution Status ‘:' @ Save On Refresh Report Manager

Run Status ‘ v |

¥ Process List

‘E‘ |§| 102 View Al

Select  Instance Seq. Process Type Process Name User Run Date/Time Run Status [s):z:zilsnutinn Details Actions
1393540 Application Engine  CGSWEPROLETR 1234567 | 06/01/2023 11:04:45AM PDT  Success Posted Details ¥ Actions
1393539 Application Engine CGSWEPROLETR 1234567 | 06/01/2023 11:03:44AM PDT || No Success Posted Details ¥ Actions

to SWE Profile Letter by Dept

11 Once the Run Status displays Success and the Distribution Status displays
Posted, click Go back to SWE Profile Letter by Dept.

Process List

View Process Request For

UserID (1234567 al  1ype | o [ Last - \ 1 Das v [ Remesn |

Server ‘ V‘ Name ‘ Q ‘ Instance From | ‘ Instance To ‘ ‘
Run Status ‘ "| Distribution Status ‘ "| Save On Refresh Report Manager
f

¥ Process List

‘E‘ |§| 10f2 View All

Select  Instance Seq. Process Type Process Name User Run Date/Time Run Status g:;:;i:"tim Details Actions
1393540 Application Engine  CGSWEPROLETR 1234567  06/01/2023 11:04:456AM PDT ISUCCESS Posted I Details ¥ Actions
1393539 Application Engine  CGSWEPROLETR 1234567 | 06/01/2023 11:03:44AM PDT  No Success Posted Details ¥ Actions

Go back to SWE Profile Letter by Dept

Continued on next page
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Servicewide Exam Profile Letters by Department, Continued

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

SWE Profile Letter

Run Control ID  MAY20235WE Report Manager Process Monitor Run

Department: 000203 Q cG STAMILWAUKEE ~ OPFAC: 09 30412

Board Start Date: |05/01/2023  |[5]

5] Save ||[=] Notify E: Aadd || 5 Update/Display

13

A list of reports will display. Click the CG_ SWEXXXXXXX.pdf report link.

[ List H Explorer ‘ Administration H Archives ‘
View Reports For
Folder | V| Instance | | to | | Refresh
Name | | Created On | | | Last V| | 1|| Days +
Reports
‘EEHQ‘ 1-10f1 v | ViewAl
Report Report Description  Folder Name g:::ﬁl.:;'“:n Report ID Iﬁ;:::z:
CG_SWEPLTRAE- CG_SWEPLTRAE- 06/01/2023
CG_SWEPLTRAE pdf [ CG_SWEPLTRAE PDF | Conerd 11:04:45AM PDT 612868 1333540
Go back to SWE Profile Letter by Dept
List | Explorer | Administration Archives

Continued on next page
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Servicewide Exam Profile Letters by Department, Continued

Procedures,
continued

Step

Action

14

The SWE Profile Letters will open in a new window. Each SWE Profile Letter

is divided into 3 sections: Section 1 contains the member’s identifying

information including name, Emplid, and unit information; Section 2 contains

the member’s SWE results; and Section 3 contains the member’s final multiple
oints. See Steps 15 & 16 for a brief explanation of sections 2 & 3.

U.8. COAST GUARD HUMAN RESOURCES PRINT DATE:  6/1/2023

USCG EXAM PROFILE LETTER FOR THE YN1 MAY 2022 SWE

Rate, MName: YNHZ Lovegood, Luna Empl ID: 1234567
Perm Unit: 046947 PPC CRLL CENTER SECTION QPFAC: 7% 47400

The pr ich 2how the exam =

the gu DTINST M1414(=zeries).
also g

who ta

individual =ection percentages =ince th

SECTICN TITLES OQF QUAT, REFERENCE % ANSWERS CORRECT
1 PRY ENL PERSONNEL 55.88
TRAVEL AND TRANSECRTATION 83,64
3 RDMINISTRATION 63,7
4 RESERVES Tz
5 EEME - E& 80
TOTRL TEST 87.33% RRNE 8 OF Z0Z
The Final Multiple Points which will determine your placement on the eligikility list are:
SERVICEWIDE EXAM: g%.8 TIR PRESENT PRYGRADE: 3
ERFCRMANCE FRCTCR (MARES) : 46.37 MEDALS/ZWARDS: 1
TIME IN SERVICE: E.17 1]
SURF DUTY PCINTS: 0
TCTAL FINAL MULTIFLE 128.14

Continued on next page
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Servicewide Exam Profile Letters by Department, Continued

Procedures,
continued

Step Action

15 Section 2:

This section shows a breakdown of the SWE section titles and the percentage of

correct answers provided by the member within each section.

e Total Test is the percentage of overall correct answers.

e Rank is the position the member attained compared to all others who
completed the same exam (i.e., all YN2s who competed for YN1).

idates

of the

SECTICN TITLES QF QUAT REFERENCE % ANSWERS CORRECT

ND PERSONNEL 55.88
VEL AND TRANSFORTATION 63.64
LDMINISTRATION €9.7

=1
I

RESERVES
EEME - E&

Continued on next page



5 June 2023

Servicewide Exam Profile Letters by Department, Continued

Procedures,
continued
Step Action
16 Section 3:

The Final Multiple Points which will determine your placement on the eligibility list are:
SERVICEWIDE EXhM: 69.8 TIE PRESENT PAYGRRDE: 3
PERFCEMRNCE FRCTCR (MARES): 46.37 1
TIME IN SERVICE: g8.17 INCENTIVE PS-EIT;;S:

TCTAL FINAL MULTIPLE 1268.14

Field Description

Servicewide Exam Point credit based on the Total Test percentage when
compared to the average score of all SWEs for that
rate/rank. Maximum credit is 80 points.

Performance Factors | Point credit based on the performance factor average.

(Marks) Maximum credit is 50 points.

Time in Service Point credit based on 1 point/year figured to the Terminal
Eligibility Date (TED). Maximum credit is 20 points.

TIR Present (Time in Rate in Present Paygrade) Point credit based on 2

Paygrade points/year figured to the TED. Maximum credit is 10
points.

Medals/Awards Point credit based on the type of award. See reference (a)

for a list of point totals for creditable awards. Maximum
credit is 10 points.

Creditable Sea/ Point credit is based on cumulative sea time or awarded
Incentive Points incentive points computed through 1 February for the May
SWE. If a member is receiving sea pay, they are earning
sea time points. Accrual starts 1 February 1994 with a
maximum credit of 30 points (see Surf Duty Points below).

Surf Duty Points Members assigned to a designated surf station may earn
point credits based on 1 point/year with a maximum of 15
points in a career. The combination of sea duty and surf
duty points may not exceed a maximum of 30 points in a
career.

Total Final Multiple | The final multiple is composed of all the points listed
above for a maximum of 200 points. The maximum final
multiple for the Reserve SWE is 170 (there is not a
Reserve specific requirement for Sea duty or Surf duty and
therefore, these do not apply to Reserves).



https://media.defense.gov/2018/Feb/20/2001879613/-1/-1/0/CGD-180220-213-004.PDF

