11 October 2023

Command/SPO: Recertification Status Report

Introduction This guide provides the procedures for accessing the Recertification
Status Report in Direct Access (DA).

Information e Users with CG Admin (PSI Enhanced) (YN2-PERS w/"'By Dir"'

Only) functional role can run this report.

o ALCOAST 448/22 announced that DA will set user roles to Self-
Service if members do not recertify within the specified time periods.
See the DA Notifications Guide for alerts warnings.

e This is a totally automated process in DA.

e This report may be used to manage user accounts at the unit level and
help Commands to proactively reach out to their members that will be

losing roles.
e This report lists all members that have received 90, 60, and 30 Day
Alerts.
Procedures See below.
Step Action

1 Click on the Self Service for Commands Tile.

Self Service for Commands

2 Select the Recertification Status Report option from the Reports drop-down.

I Reports ~

Department Role Query - Field

Department Role Query - PPC

Leave Correction Report

Member All Duty Report

Member All Duty Report - FSMS

Member Info Report

PDE by Dept

Positions at a Department

SWE PDE

SWE Profile Letter by Dept

SWE Profile Letter by Member

Continued on next page


https://www.dcms.uscg.mil/Portals/10/CG-1/PPC/GUIDES/da/Direct%20Access%20Notifications.pdf?ver=7qo2xHbRvwo9MfxhUR0bjw%3d%3d
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Procedures,

continued

Step

Action

3

Select the Add a New Value tab.

Recertification Status 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

w Search Criteria

[JCase Sensitive

Advanced Search

Search by: Run Contrel ID begins with ||

4 Enter a Run Control ID that you will remember and click Add.
Recertification Status Report
Eind an Existing Value ‘ Add a New Value
*Run Control ID | ABC
Add
5 Click Run.

[ Recertification Sts Report ‘

Run Control ID  ABC

Please Click the "Run" button to generate report.

l Return to Search II Notify ]

Report Manager Process Monitor

Add Update/Display

Continued on next page
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Command/SPO: Recertification Status Report, Continued

Procedures,
continued
Step Action
6 Select PSUNX from the Server Name drop-down and click OK.

Process Scheduler Request x

Help

UserID 1234567 Run Control ID ABC

Server Namel PSUNX vI Run Date |08/23/2022
Recurrence ~ Run Time | 11:52:43AM i Reset to Current Date/Time
Time Zone Q

Process List
Select  Description

Process Name Process Type ~Type *Format Distribution

Recertification Status Report CG_RECERTSTS Application Engine Web v TXT v Distribution

“ coneel

7 The Process Instance will display. Click the Process Monitor link.

[ Recertification Sts Report \

Run Control ID  ABC Report Manager I Process NMonitor I

Please Click the "Run” button to generate report.
I Process Instance: 1238618 I

I Return to Search H Notify l Add Update/Display

8 Click Refresh until the Run Status shows Success and the Distribution Status
shows Posted. Click the Details link.

NOTE: This is a large report and could take a long time. Feel free to continue
working on other things, returning periodically to check the status.

’ Process List

View Process Request For

User D | 1234567 Ql e ¥ Last v 1 | Days  ~ [_Refresh ]
Server v Name Q Instance From Instance To Report Manager
Run Status A Distribution Status A Save On Refresh
Process List
‘ By | | Q ‘ of 1 v View All
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status 2{::[::"'“9" Details
1238618 Application Engine  CG_RECERTSTS 1234567 08/23/2022 11:52:43AM PDT || Success Posted Details

Go back to Recertification Status Report

Continued on next page
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Procedures,
continued
Step Action
9 Click View Log/Trace.
Process Detail x
Process Help
Instance 1238618 Type Application Engine
Name CG_RECERTSTS Description Recertification Status Report
Run Status  Success Distribution Status Posted
Run Update Process
Run Control D ABC Hold Request
Location Server Queue Request
s BSUNX Cancel Request
erver O Delete Request
Recurrence Re-send Content Restart Request
Date/Time Actions
Request Created On  08/23/2022 11:53:05AM POT Parameters Transfer
Run Anytime After  08/23/2022 11-52-43AM PDT Message Log Views Locks
Batch Timings
Began Process At 08/23/2022 11:53:26AM POT -
View Log/Trace
Ended Process At 08/23/2022 11:53:41AM PDT
10 | Click the File List Name (usually ends in .csv) link.
View Log/Trace X
Help &
Report
ReportID 1261777 Process Instance 1238618
Name CG_RECERTSTS Process Type Application Engine
Run Status Success

Recertification Status Report
Distribution Details

Distribution Node RPTNODE Expiration Date |09/22/2022

Distribute To
Distribution ID Type Distribution ID

User 1234567

08/23/2022 11:53:41.016520AM PDT

File List
Name File Size (bytes) Datetime Created
AE_CG_RECERTSTS_1238618.stdout 375

I CG_Recertification_Status_20220823 csv I 514

08/23/2022 11:53:41.016520AM PDT

Continued on next page
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Procedures,
continued
Step Action
11 | Save the reﬁort to a file/folder on iour comiuter.
4 B > ThisPC » Desktop v O S Search Desktop
Organize = MNew folder f== - o

B This PC ) Name Status Date modified Type
1 3D Objects No items match your search,

[ Desktop
Documents

* Downloads

s Windows (T

= Apps (\\PPCMS-FPO02) (H:)

== Library (\\PPCMS-FP002) (L:)

== MNethApps (\WPPCMS-FRO0Z) (O:)

= Public (\\PPCMS-FP00Z) (P:) ol N

File name: ~
Save as type: | Microsoft Excel Comma Separated Values File ~
~ Hide Folders [ save | el
12 | After clicking save, you’ll be returned to the View Log/Trace screen. Click
Return.
] _—|
View Process View Log/Trace X
a Help =
User ID |E Report ) ‘
|— ReportID 1261777 Process Instance 1238618 [Message Log

Server (§ Name CG_RECERTSTS Process Type Application Engine

Run Status Run Status  Success 1

Recertification Status Report
Distribution Details

Process List Distribution Node RPTNODE

@ File List
Name
SelscHie AE_CG_REGERTSTS_1238618.stdout
123

CG_Recertification_Status_20220823 csv

Distribute To
Distribution ID Type

Go back to Rece

Save

User

I:I__Ll CG_Recertification_...csv =~ A

Expiration Date 09/22/2022

File Size (bytes) Datetime Created

375 08/23/2022 11:53:41.016520AM PDT

514 08/23/2022 11:53:41.016520AM PDT

*Distribution ID
1234567

Continued on next page
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Procedures,
continued
Step Action
13 | Click OK.
Process Detail x I
Help
Process 1l
Instance 1344520 Type Application Engine
Name CG_RECERTSTS Description Recertification Status Report
Run Status  Success Distribution Status Posted
Run Update Process
Run Control ID  TEST Hold Request
Location Server Queue Request
s PSUNX Cancel Request N
srver O Delete Request
Recurrence Re-send Content Restart Request [
Bl
Date/Time Actions _
Request Created On  01/18/2023 9:18:46AM PST Parameters Transfer
Run Anytime After  01/18/2023 9-18:30AM PST Message Log View Locks
Batch Timings
Began Process At 01/18/2023 9:19:01AM PST
View Log/Trace
Ended Process At  01/18/2023 9:19:16AM PST
14 | The Results of the query will display in an Excel spreadsheet format for
viewing/sorting (broken down into the 3 sections shown below).
A B c D E F G H | J K L M
User ID User Name Employee ID Employee Status Recertification Status Grade Rank DepartmentID Region BusinessUnit GALEmail ID Preferred Email ID 90 Day Alert Date
N Il o Il P Il Q Il R Il s 1 T Il u Il
60 Day Alert Date 30 Day Alert Date Role Removal Date eUSER Form Reguest Date eUSER Form Status eUSER Form Pending Days eUSER Form Submitter eUSER Form First Level Approver
V Il w 1 X Il Y 1 Z 1
eUSER Form First Level Approved Date eUSER Form Final Approver eUSER Form Final Approved Date Notification Status User Type

Continued on next page



11 October 2023

Command/SPO: Recertification Status Report, Continued

Procedures,

continued

Step

Action

15

Suggestions for sorting are:

e Department ID (Column H)

¢ 30 Day Alert Date (Column O)

If applicable, use these dates to let the member know that in 31 days past that
date in Column O, they will lose all of their current roles in DA automatically.
Example:

30 Day Alert Date Role Removal Date

10/31/2022 12/2/2022




