CAPPMIS - Reports Module Instructions

As of 12 February 2007

Assumptions:

1. General — Depending on your level of access, you may not see all the Command,
UIC and Org Structure Code options for each report.

2. Step 1 - Assumes you have successfully logged into CAPPMIS and then click the
“Reports” tab.

3. Step 3,4 &5 - The system will only return Command, UIC and Org Structure
code results where there are active individual(s) in a current position with that
selected Command, UIC and Org Structure Code listed in the top line of Section 9
(ACRB). If there are no individuals in the selected Command, UIC and Org
Structure Codes, then the system will tell you that there are no filters available for
the selected item.

4. Step 3,4 & 5 - Individuals that do not have a Command and/or UIC listed on
their current assignment will not appear on the selected reports.

5. Step4 &5 - The OAPs only have access to their designated population, specified
on the approved delegation memos. However, you may see more or less UICs
and Org Structure Codes that may not fall under a particular
command. Additional UICs may appear but do necessarily belong to that
command selected because the system will return other UIC(s) listed in a person’s
current position that has the selected command listed. The same applies for the
Org Structure Codes. Other Org Structure Codes will return for the UIC(s)
selected because the system will return Org Structure Codes listed in a person’s
current position that also has the selected UIC(s) listed.

6. Step 6 - All download files are in excel format with an extension of ".cvs". Please
convert the excel file to the correct extension of *“.xIs”.

* Please see assumptions for clarification.

*Step 1: After you click on the “Reports” tab, you will come to a welcome screen, any
updates or changes to this module will be displayed here. Click on the “Workforce
Reports” link to continue to the reports module.

»‘ Workforce Reports

Welcome to the Reporting module. © Currently there is no news to report.
. —
# o b Security/ System DOD Computer Text CAPPMIS
Privacy Requirements User Links Help
e

Step 2: Select a report by clicking on the check box ( []) next to the desired report and
click the “Next” button at the end of the page. You may select more than one report to
generate or if you want to select all the reports, then click on the “Select All” in the top,
right-hand corner of this page. When a report is selected, a check will be denoted in the
checkbox ([¥]).

Note: Since network speed varies from one location to another, it is highly recommended
that you generate one report at a time.
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[ Workforce Reports [

Wnndorce Reports

Report Title Report Description

This report provides current assignment information for all active personnel by comrand to include military, civilian, National Guard and

reservist. Only shows individuals with current assignment infarmation. Only listindividuals with an Acquisition Position Category (APC)

and Acquisition Career Level {(ACL) code. [t lists some generic personal and position information. The highest degree (hachelors,

masters, and doctorate) and highest education achieved is listed.

Reportincludes all employees within the selected filter criteria with cedifications achieved and also includes individuals without

Certification Review cedification. Since a person can have more than one achieved cerification, this report will resultin multiple rows per person for those
with mare than one certification.

This repartwill resultin multiple rows per persan. If an individual has more than one degree type or more than one major achieved then
itwill produce rmultiple roves of data for that person. Displays the highest degreeds) achieved (i.e., doctorate, masters, bachelors degree).
For example an individual that anly has one year of college will not have a high degree type because that person does not have 3 degree.
Only includes individuals that have completed their undergraduate or graduate degrees. Provide the level of education an individual has,
regardless of one year of college or high school graduate. Lists the completed achieved majar and the institution the person received
their education.

[ ‘Waorkiorce Review This repart will only contain a single row per person hecause itwill only listthe highest degree achieved. Personal, highest education,
highest certification and total achieved continuous learning points within the current continuous leaming cycle.

This repartwill display one persan per rowe. This reportwill match the highest certification achieved versus the required certification. Ifthe

Acquisition Position Categary (APC) is populated with "C", and Acguisition Career Levels (ACL) is 2 and the person anly achigved

Contracting, Level 1 then this individual will fall on this repart as not meeting their required certification and level for their current position

This repart does not take into accountthe 24 manths window allocated for one to be certified in their current position

This repart containg the highest degree and highest certification per career field so you may have multiple rows per person. This report

[ corps Membership Discrepancy will only display those that are coded, Acquisition but not an Acguisition Corp Member. Under the "WF Status” column,"C" is Corp
Eligible and "W" are Warkfarce Members

Current Assighments

[0 Education Review

[0 Certification Delinguency

*Step 3: The reports you select from Step 2 are shown below. Select the command you
desire to run the report(s). More than one command may be selected for each report.
Select command(s) by:
= For one command, left-click on a desired command and release.
= For multiple commands, press the "*Control™ or "'Ctrl** key and hold. Scroll
through the list using a left-click to select the discrete items you require. Each
item should become highlighted in as you select it. When all the desire
elements are selected, then release the "*Control* or "*Ctrl** key. All items
will remain selected.
= PLEASE NOTE: Previously selected items will be lost if an item is selected
without the ""Control™ or "'Ctrl"* key pressed.

> If you are only interested in viewing the command(s) selected and all the UICs and
Org Structure Codes that fall under it, click the “Finish” button. Skip to Step 6 to
finish generating the report.

» If you want to go back to the list of Reports, click the “Back” button.

> If you want to filter by further down to the UIC level then click the “Next” button and

continue to Step 4.
S Workiorce Reports|

Report Title Command Filter UIC Filter Org Structure Code Filter
95 - USAF - USAF COMMAND
93 - USN - USN COMMAND
AC - ONTRACTING AGENCY

[N

Current

i upport Command
Assignments [ | SASOC - US ARMY SPECIAL OPERATIONS CO

AR - USARC - US ARMY RESERVE COMMAND
AS - INSCOM - US Army Intelligence and Security CorniZ

Report Title Command Filter UIC Filter 10rg Structure Code Filter

A guisition Support Co E
Certification ) . - US ARMY SPECIAL OPERATIONS CO
REY AR - USARC - US ARMY RESERVE COMMAND

AS - INSCOM - US Army Intelligence and Security Cormi
AT - ATEC - US Army Test & Evaluation CWD [~

*Step 4: The system will only return UICs that fall under the command(s) selected.
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Select UIC(s) by:

= For one UIC, left-click on a desired UIC and release.

= For multiple UICs, press the ""Control** or "'Ctrl"* key and hold. Scroll
through the list using a left-click to select the discrete items you require. Each
item should become highlighted as you select it. When all the desire elements
are selected, then release the **Control** or *'CtrI** key. All items will remain
selected.

= PLEASE NOTE: Previously selected items will be lost if an item is selected
without the ""Control** or "'Ctrl"" key pressed.

» If you are only interested in viewing the UIC(s) selected and all the Org Structure
Codes that fall under it then click the “Finish” button. Skip to Step 6 to finish
generating report.

» If you want to go back to the filter by command, click the “Back” button.

» If you want to filter further down to the Org Structure Code level then click the
“Next” button and continue to Step 5.

woriorce Rparts
Report Title Cormmand Filter UIC Filter Org Structure Code Filter
o ACA- US ARMY CONTRACTING AGENCY
o ABC - Acquisition Support Command WARIOT - ABNSOTD
WAFH10 - SEC BELVOIR =
ErEnt /43828 - DIR NIGHT VISION
Assignments
WANJAA - OFC OF DIR INFO SYS CCC
WWEBAD? - ACA FORT LEE
Report Title Command Filter UIC Filter Org Structure Code Filter
0 ACA- US ARMY CONTRACTING AGENCY
o ASC- Acguisition Suppor Command =
ez W1D2T0 - HHE 6TH ADA EDE
Ry WIETAA - COLLEGE USA LOG MGMT
WWIHSOS - DOMA TEL AVIY 1S
W1JRAA - USAE DEFENSE ACQUISITION

*Step 5: The system will only return Org Structure Code(s) that fall under the UIC(s)
selected. Select the Org Structure Code by:
= For one org structure code, left-click on a desired org structure code and
release
= For multiple org structure codes, press the ""Control™ or "'Ctrl** key and hold.
Scroll through the list using a left-click to select the discrete items you
require. Each item should become highlighted as you select it. When all the
desire elements are selected, and then release the **Control** or *Ctrl™* key.
All items will remain selected.
= PLEASE NOTE: Previously selected items will be lost if an item is selected
without the ""Control* or "'Ctrl'* key pressed.

View the results by clicking on the “Finish” button. If you want to go back to the filter
by UIC, click the “Back” button.
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B Workforce Reports

Report Title  Comman Filter
@ ACA- US ARMY CONTRACTING AGEMCY
o ASC - Acquisition Support Command

Current
Assignments

Report Title  Command Filter
@ ACA- US ARMY CONTRACTING AGEMCY
& ASC - Acguisition Support Command

Cetification
Revieur

UIC Filter

o WITPAA- ABC FORT BELVOIR

o WWIP2AA - US ARMY ELEMENT US SPECIA

o WAGEAL- US ARMY COMM & ELCTRS RDEC

UIC Filter

© WOSRAA- USA ELEMENT SPECIAL OPERA
© WOOTOS - MISSILE AMD SPACE IN
O WW1BTAA- LI 5 ARMY ELEMENT AIR FORC

Org Structure Code Filter

01F1D1
OIF1DIA
OIFID1E

Org Structure Code Filter

no org structure code filters

*Step 6: After you click the “Finish” button, the report will be generated. Follow the

download instructions to save the file as an excel spreadsheet:

a) Right-click on the “Save Report” link and select “Save Target As”

Wnrkfnrce Reports

Report Title Command Filter

@ ACA- USARMY CONTRACTING
AGENCY

© ASC- Acguisition Support

. Comimand
Current Assignments

O ACA- US ARMY CONTRACTING
AGENGY
© ASC- Acguisition Support

Command I
Certification Review

UIC Filter Org Structure Filter

O W2TPAA- ASC FORT BELVOIR

o WWIPZAA - US ARMY ELEMENT
Us SPECIA

O N4 GEAA - S ARMY COMM &
ELCTRE RDEC

O WWOSRAA - USA ELEMENT
SPECIAL OPERA
© WOOTOS - MISSILE AND SPACE

o ¥WIBTAA- U S ARMY ELEMENT
AR FORC

Start Over

Records File Size

e 280KE |Save -

Open

Open in New Window
Sawe Target As...
Print Target

Cut

Capy

Copy Shartcut
Paste

3 0.54 KB |Save

Add to Favorites. ..

Properties

Total Files File Size

2 8.92KB |Save Zip File

b) A “Save As” dialog box will appear. In the “File name:” field, change the *.csv”
extension to “.xIs” (without the quotes). Change the “Save as type:” field to all
files. Save your new file on to your Desktop or My Documents. If you decide to
save the file elsewhere, just remember where you save it.

-

SaAveAs

|

Save in: | @ Desktop

@! (€ T B -

My Recent
Documents

[L_3My Dacuments
Ij My Compuber
& My Metwork Places

ty Documents

My Computer

File name: |New Repart.xls

Save ]

g

My Network, Save as type: | Test Document

[~

Cancel J

T ext Document
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c) After the report completes saving, click “Open” to view the report in excel format
or “Close” and go to your Desktop or My document and open the report.

Lioalleiziel oy plEte

C B[]

B
Download Complete

Saved:

..nl_Current_Assignments.kab Ffrom rda. alkess. army.mil

Downloaded:
Download to:
Transfer rate:

250 KB in & sec
CiiDocuments and 5. . \New Report,
125 KB/Sec

[JiClose thiz dislog bow when download completes

®ls

[ Open ] [ Open Folder ]

L Cloze _]

Step 6.1: When there are more than one report generated, you may open all the reports at
one time via the Zip file. Select the “Save Zip File” button and follow the steps below in

downloading the reports:

a) A “Save As” dialog box will appear. Save the zip file on your Desktop or My

Documents folder and cli

Workforce Reports

ck “Save”.

Summary of Reports

Report Title Command Filter ..j Records Hle Size
« ASC - Acguisition Support « 0 = 11
Command 25 [?][X]
* Savein: | [ Test Aeports Module D €] ? ® -
surrent Assignments o — ave Report
. { 23
My Recent
Daocuments
« ASC - Acguisiion Support .
Command . ?'[:
| - Desktap
Serification Review ave Report
.
pped Reports e —
g_! we Zip File
tdy Computer
@ e 5
MyMetwok | Saveasiyper | WirZip Fiie [¥]
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b) When the zip file has completed dow_nlo_ading, Elick on “Open”.

Bl dagginlai=

ik}
ST Download Complete

Saved;

A=)

WE_051206_093745.zip From rdamxtest. altess. armey . mil

[

Downloaded: 1.74 KB in 1 sec
Download to: Ci\Documen,, \WE_051206 093745, zip
TransFer rate: 1.74 KB/Sec

[ ] Cloge thiz dialog box when download completes

[ Open

I I Open Folder I [ Cloze ]

c) The WinZip will open with the downloaded files displayed.

d) d) You will need to extract the files to your Desktop or My Documents folder.

L@ ST = G E U G R
File Actions Options Help
s ety rﬂ = | = ’j = Akl & ./‘7\' a

| T N i) . I T (L

@ =y \E’:j o fﬁ' W i ‘ﬂ

e Cpen Favorites Add Extract Encrvpk Wigly Checkout Wizard
Marne Tvpe Modified Size  Ratio
[=)certiication_Review DS1206 093750.kab ¢ TAB File £/12/2006 9:37 AM 1,252 6%
Current_Assignments_0S1206_093745, tab TAE File /122006 9:37 AM 1,508 5%

Right-click on the tab files and select, “Extract...”.
= \WinZip - WE 0567206, 093745,7ip

File Actions Options Help

Y N e b
=\ (IR 2 o L= o\ © .fﬁ N
e Open Favorites add Extract Encrypt Wignw
Marme Type Madified
(= TAE File 5/12/2006 2:37 AM
[e=) TAB File 5/12/2006 9:37 AM
"""" X Delete
D iew,

Yiew with internal viewer
Wigw with NOTEPAD.EXE

Select Al
Invert Selection

o i
it
= ald \ﬂ
CheckOut  Wizard
Size | Rakio

1,252 64%
1,508 51%

Packed  Path
450 webcontent. ..
743 webcontent. ..

Packed  Path
450  webcontent. ..
743 webcontent. ..

60f 8



CAPPMIS - Reports Module Instructions

As of 12 February 2007

e) Extract to the folder of your choice, recommend you extract to your Desktop
or the My Documents folder.

- S ey =g e Tt efda s W W e = e T2 e v i flad gla o amj

I'|1
=
| bl
ix]

Extract to: | C:ADocuments and Settingshwen linl Yy DocumentshT est Reports Module D

= () SATS DB g
|- [ SLC Detrait MI_August 2005
Desktop ) SPEA
) SRPE

| Supervizory Dutreach and DRG POC Access
| Suweys and Mazz Ernails

\$

My Documents o
=8 wel:ncclntent

- [ ebEx EJ

43 :

My Computer gs [] Open Explarer window
Selected filez/folders . o

.‘g ] &.II filez/folders in archive g f;i::lr;:r T:::mg s

Myprﬁait;mk & ze folder names

f) Locate where you extracted your file. To convert to an excel spreadsheet,
_ right-click on the .cvs file. Select, “Rename”.
I_|;'r|'||'||'E||'|| n_Review_ 051206 _093750.E
Current_ﬂ.smgnments_ﬂS12[!6_[!93?45.

Scan far Yiruses, .,

Open With...

el WinZip 3
Send To r
Cuk
Copy

Create Sharkouk
Delete

Rename

Properties

g) Rename the *“.cvs” extension to “.xIs” (without the quotes). The file will

convert to excel.
|5 C:\Documents and Settingsiwen.linliMy Documents| Test Reports MDduIe'l,webcDntent'|,rc|awebﬁ,cappmls'l,temp'l,repurts'l,WF 051206_0953745
x BT Certification Review 051206 O093750,x%s
EI_]Current _Assignments_051206_093743, xls
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h) Open the excel file.
.h:ﬂ u}i'_iu;uf! Excel = CertificationiReyview 051206009375 00x]s
@_] File  Edit Wew Insert Format  Tools Data  ‘Window Help Typea(
NEHRSIJdRITEIS D@ 008 E -] Rl 2@ @i W - B 7 UIEEEH|S % 0 %
T [oa® fadl | Pl | | [ Ay §4] v Reply with Changes... End Review. |
Al X = MASTERKEY

A [ B | ¢ [ o [ E [ F [ 6 [ H [ 1 [ 4 [ vk [ L [ M [ N [ 0 [ F [ @ ]
1 MASTERF‘!COMMAN\UIC STATE ~ ORG STRORG DESCOMPO  PERSON WWF STAT ACL APC HI_CERT_HI CERT_CERT DA CERT OFFICIAL
2 81876 AE WWOGWWAA Virginia NULL PEQ IEWAD BRIGGMA WY 1A 1 20050503 DRINKWATER THOMAS HE

* Please see assumptions for clarification.
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