
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. Step 4 & 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 “.xls”.   

 
* 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. 

 
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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*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. 

 
*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 "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 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. 

 
*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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*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” 

 
 

b) A “Save As” dialog box will appear.  In the “File name:” field, change the “.csv” 
extension to “.xls” (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.     

 
 
 

4 of 8 



CAPPMIS - Reports Module Instructions 
As of 12 February 2007 

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. 

 
 
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 click “Save”. 
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b)  When the zip file has completed downloading, click on “Open”. 

 
 
 

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.  
Right-click on the tab files and select, “Extract…”. 
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e)  Extract to the folder of your choice, recommend you extract to your Desktop 
or the My Documents folder. 

 
 

f)  Locate where you extracted your file.  To convert to an excel spreadsheet, 
right-click on the .cvs file.  Select, “Rename”. 

 
 
 

g)  Rename the “.cvs” extension to “.xls” (without the quotes).  The file will 
convert to excel. 
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h) Open the excel file. 

 
 
* Please see assumptions for clarification. 
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