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REPORTS - SF52 TRACKING

STEP ACTION
1 From the Navigator Responsibilities List — Click on CIVDOD VSB REPORTS — Click <OK>
2 The Navigator — CIVDOD VSB REPORTS Window displays with Submit Processes and Reports
highlighted.
e Click <OK>
AW Mavigator- CIVDOD WSB REPORTS
Functions
Submit Processes and Reports
Tap Ten List
]
*|
#|
3 The Submit a New Request Window displays with Single Request selected.

e Click <OK>
: Submit a M tefuest

What type of request do you want to run?

u to submit an individual regquest.

® Request Set
Tl lo u to subrmit a pre-defined set of
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4 The Submit Request Window displays.
e Click on the LOV in the Name data field and press the ‘s’ key. This will bring up the list of
reports beginning with ‘s’. The SF-52 Tracking Actions report will be the first on the list.
e Select SF-52 Tracking Actions — Click <OK>
At these Times.
Run th
Security Clearance Eligibility Record (SECLMNZ)
Service Obligation Verification (<SVOBL)
Upon Completion... Supervisor's Employee Brief (AF Form 971-MNAF) (MNAF-27)
Supervisor's Employee Brief (AF Form 971-MNAF) (NAF-28)
Supervisor's Employee Brief (AF Form 971-MNAF) (NAF-29)
Supervisor's Employee Brief (SUPBRF)
f Supervisory Certification For Career Promotion (CARPRO)
Pr Supervisory Cerification For Step Increase (TR-013)
Supervisory Cerification For Step Increase WG-01)
Supervisory Cerification For Step Increase WGI-02)
Supervisory Cerification For Step Increase For UA Employees (NAF-03)
Supervisory Certification Of Level Of Competence For GS Step Increase (TR-003)
unervisory Cerdification for Sten Increase AAYGI-030
5 The Parameters Window displays with the available data fields from which to choose the SF52's.

Note: Do notinput a Groupbox Name unless you want the report for a specific Groupbox.

If you want to track actions that have left your Inbox, change the Report Type to
"CLOSED" as the system considers the RPA closed if you have sent it outside your Inbox.

e Clickin the Report Name data field and select TRACKING from the LOV.

e Click <OK> once you have input all the desired parameters.

TRACKING
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e Click the <Options> button to select the appropriate printer.

e Click <Submit>

Run this Request...

WEEN SF-52 Tracking Actions
OPEN.TRACKING..EFFECTIVE DATE.

i American English _

Languages

At these Times...

SRR As Soon as Possible Schedule. ..

Upon Completion...

Il Dutput Files

o ~
Cptions...
FiARE0A_DUMMY_PTR

The Request Window displays.

e Click the <Refresh> button to re-query ..

= A X
Refresh Data Find Requests Submit a Mew Regquest. .

Farent
lame

SF.52 Tracking Actions
127115 ][Request for Personnel & i 66577, NAVY. TESTINGO5
126295 |Notification of Personnel |Completed |Waming  [70724, 1814
125387 |Request for Personnel Ac| |Completed |Warning  |68899, NAVY.TESTINGO
125373 | Official Record Of Traini| Completed  [Normal 25.NOV 2002, 27096, , Testing Trait
125156 |Employees Obligation Ac| {Completed |Waming  [01-MAY2003, 43357
124313 |Start Automatic Mass Ap Completed  |Normal (714, CREATE
124310 | Mass Appraisals{CIVMAP |Completed ][Warning 714
124303 |Mass Appraisals(CIVMAP |Completed |Waming  [714
124297 |Mass Appraisals{CIVMAP i 715
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Once the Phase column reflects Completed:

e Click on <View Output>. View or print the SF52 Tracking Report as you do any other report in

DCPDS.
Refresh Data Find Requests Submit a Mew Reguest. .
LEfgrs] |SF52 Tracking Actions Completed Warning vassssssass OPEN, TRACKING, , | =
127115 |Request for Personnel A Completed |Warning  [66577, NAVY.TESTINGOS
126295 |Motification of Personnel | Completed |Warning  [70724, 1814
125387 |Request for Personnel A Completed |Warning  [68899, NAVY.TESTINGOS
125373 ||Official Record Of Trainit Completed  [Normal |25-HOV 2002, 27036, , Testing Trai
125156 |Employees Obligation A Completed  [Warning |01-MAY-2003, 43357
124313 |Start Automatic Mass Ap Completed [Hormal 714, CREATE
124310 |Mass Appraisals{CIVMAP Completed  ||Warning 714
124303 |Mass Appraisals{CIVMAP Completed  ||Warning 714
124297 |Mass Appraisals(CIVMAP Completed Warning 715 -
Hold/ Reguest iew Details... Wiew Output
Cancel Reguest Diagnostics Wiew Log...
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