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AUTORIF EXTRACT 

 
STEP 

 
ACTION 

 
1 

 
From the Navigation List – Click on Processes and Reports → AutoRif Extract → <Open> 
 

 
 

2 
 
The Auto Rif Loading Screen Window displays. 
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3 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
Complete the following data fields: 

• CCPO ID: - Required field (type it in). 

• UIC – Required field (use LOV or type it in) 

• PAS CODE – Do Not Input, this field is not used by DON. 

• Work Schedule – Optional field (use LOV or type it in) 

• Position Occupied – Optional field (use LOV or type it in) 

• Geographic Location – Optional field (use LOV or type it in) 

• Competitive Area – Use only if the UIC has more than one competitive area (use 

LOV or type it in). 

• OUTPUT FILE PATH – Input the path for the output file (use the <Browse> button or 

type it in).   

 

Note:  The output file name must not exceed 8 characters.  You must also include the 

extension in your path.   

Example:  D:\DATA\RIF62271.TXT 

     If you do not input a file name, it will be system generated. 

Example:  ARifXX.txt (where XX is the CCPO-ID you input on the Auto Rif Loading 

Screen). 

 

• Click <LOAD> 
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4 

 
The Process Done Note will display: 

• Click <OK> 

• Click <EXIT> 

 

 

 
5 

 
Once you have your AutoRif Extract follow the steps below in the order listed: 

A. Open the AutoRif program 

B. Name your RIF 

C. Set RIF options  

D. Import the AutoRif Extract using the update function. 

 


