
Click on Reports Tab

After you log into CAPPMIS, you will see this screen.



Click on Workforce Reports



Top Portion of Reports Screen



Bottom Portion of Reports Screen



Next -Command Filters

You will only see the command code for your organization



Next - UIC Filters

You will only see the UIC(s) for your organization



Next – Org Structure Code Filters

You will only see the organization structure codes designated on your delegation memo



Finish – Report Page



Report Format



Save Report in Excel

• Click on Save Report
• Next screen will display information
• Click Ctrl and A
• Open an Excel Spreadsheet
• Right Click Mouse on A1 cell
• Select Paste Special
• Select Unicode text

– Text will display in columns
– Save file per your naming convention
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