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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 

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

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 Action 

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

 
 

2 Select the SWE Profile Letter by Dept option. 

 
 

  

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. 

 
 

4 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. 

   
 
 

6 Enter the Board Start Date. This will always be the first day of the month of 

the SWE (will be 05/01/20XX).  

 
 

7 Click Save, then click Run.   

 
 

  

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. 

 
 

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

Click Process Monitor. 

 
 

  

Continued on next page 
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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). 

 
 

11 Once the Run Status displays Success and the Distribution Status displays 

Posted, click 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. 

 
 

13 A list of reports will display.  Click the CG_SWEXXXXXXX.pdf report link. 

 
 

  

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 

points.  See Steps 15 & 16 for a brief explanation of sections 2 & 3. 

 
 

  

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.   

• Total Test is the percentage of overall correct answers.   

• Rank is the position the member attained compared to all others who 

completed the same exam (i.e., all YN2s who competed for YN1). 

 
  

  

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

 
Procedures, 

continued 
 

 

Step Action 

16 Section 3: 

 
 

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 

(Marks) 

Point credit based on the performance factor average.  

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 

Paygrade 

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

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/ 

Incentive Points 

Point credit is based on cumulative sea time or awarded 

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

