BRAC Reporting Tool User Guide

Updated October 2010
The Appendix A: Derived Command Name Logic Listing section was updated

INTRODUCTION

The BRAC Reporting Tool enables users to view the status of their BRAC Recruit
Actions and BRAC Volunteer Placement Actions online. The requirements
information in the tool is obtained through an interface with the BRAC Positions
Requirements Tool. The status of the Requests for Personnel Action (RPA) is
obtained from DCPDS. The BRAC Reporting Tool only tracks RPAs that have been
submitted to the CPAC. It does not track RPAs that have been initiated, but not
submitted.

It is critical that users understand the dynamic relationship between the Position
Requirements Tool and the BRAC Reporting Tool. If the actual statuses of
positions in the Position Requirements Tool change from volunteer to recruit, this
must be updated in the Positions Requirement Tool
(https://nccpoc.ria.army.mil/Apps/BRAC/start.asp).

This guide will provide step by step instructions for accessing the tool, viewing,
refreshing, and saving BRAC Reports.
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BRAC Reporting Tool User Guide

PART 1 - ACCESSING THE BRAC REPORTING TOOL

Log in to the CPOL Portal as usual.
From the Manager or HR tab, as applicable, go to the Automation portlet
and click on the BRAC RPA Reporting Tool link.

Link from the Manager tab

CPOL > Manager Info
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PART 2 — USING THE BRAC REPORTING TOOL

When the BRAC Reporting Tool opens, you will see the Welcome Page. This page
provides a link to this user guide and the date and a synopsis of recent updates
made to the tool. To populate the report data, click on the “Refresh All” button

located in the upper right hand corner.

— = i »
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9l Document - View ~ | 5 | 33 v M 2 Refresh All ~ - 6| Q

~

WELCOME TO THE BRAC REPORTING TOOL

If this is your first time accessing the tool, please take a minute to review the
BRAC Reporting Tool User Guide

Reviewing the Guide will assist you as you navigate through the tool.

Press the ‘Refresh All' button to populate data into the report.

BRAC REPORTING TOOL UPDATES
Description
21-Aug-2009  Link to the tool made available from the Manager and HR Specialist tabs ofthe CPOL Portal.

w

=] welcome! = J = J = I = J =l J =l J =

Refresh Date: August 10, 2009 9:20:30 AM GMT-04:00

Done € Trternet BT

Refresh All

The prompt screen will appear and you will be prompted to enter information. A
List of Values window will appear for each prompt to with the information from
which you can select. You must answer each prompt. After you answer the
prompt, the red arrow next to the prompt will turn to a green checkmark. To

proceed, click on the next prompt.
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Responding to Prompts

When the Refresh All button is clicked, the prompts will appear and the List of
Values window for the first prompt is open. To select a value from the list of
values, highlight the value you want on the left and then click the forward arrow
to copy it to the right.

Piompta

Mosse entor Phe 3 characier abbravaton K B 200 you W 1 view JUL o

2 0101 SDOCEVATO0 v th

L N B
¥ 5
v :
i :
nlv-
3
x

<

For prompts that allow you to enter your own value, type that value into the text
box on the right side of the window.
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HELPFUL HINT: If you wish to select multiple values from the list of values, hold
the control key and select the values on the left and click on the forward arrow to
copy to the right all at once.

Once a prompt is answered, the red arrow changes to a green checkmark and you
can click on the next prompt.

Once all prompts are answered, the “Run Query” button is enabled. Click this
button to run the report.
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First Prompt — View Information As Of

If you wish to view the data on the report as it looks now, either select the
current date from the list of values or type it into the text box. Otherwise, enter a
past date to view the information as it looked at the end of that month. Enter the
date in the format DD-MON-YYYY, i.e. 01-JAN-2010.

Prompls
Reply to prompis before running the query

bd  Enter the current date to view the requirements and personnel action information as it looks today, or enter a prior |§

- Piease enter the 3 character abbréviation for the month you wish to wiew

Ll Plzase enter the fiscal vear you wish Io viaw, Formal Yy
- Fliaase sekact one or more valpes for Command Mame (darreed from command code and UIC
Fl

T e N PO P T St n T T o

Refresh Values ¥5 Enter the current date to view the réquirements a
Current Date ¥ | 07-MAY-2010

L]

To proceed, click on the next prompt.

Second Prompt — Month

This prompt determines the quarter that is displayed on the Recruitments and
Volunteers tabs. If you wish to view a different month than what is indicated,
enter the 3 character month abbreviation (in CAPS) in the white block on the right
side.
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To proceed, click on the next prompt.

Third Prompt — Fiscal Year
This prompt determines the fiscal year that is displayed throughout the report.

-
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To proceed, click on the next prompt.

Fourth Prompt — Command Name

The Reporting Tool logic was updated in December 2009. The list of values
available for the user to select is now in synch with the Command compositions in
the BRAC Positions Requirements Listing (PRL). (See Appendix A for the Derived
Command logic used.)
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| BRAC Derivod Command for LOV [3]] [AMC-ANC Tramog Actvtes
View Al —
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38 Army - ARSA
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| AAC -US Army Accessions Command

AAC -US Watary Entrance Processing Command (ARTW
| AMC - AUC MG Sta®! Susport Activies

C « ARMT

{ C « ARD

| AME - HQ Army Materiel Command
7 "

ecenber B 2009 73235 AM OMT-05.08

M-
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Prompts

Reply to prompls before running the query.

Please enter the fiscal year you wsh o view. Format YYYY 2010

Pease select one or more values for Ganng CPAC
Please select one or more values for Gaining Region
Please seiect one or more valses for Losng CPAC

Pleace salnrt nna nr more yakes o | nsnn Rennn
| m

~8 838 KL

Fiease enter the 3 character abbreviabon for the month you wish to view. DEC -

Piease select one or more values for Command Name (derved from command code and UIC). AMC - AMC HQ Staft Support Activities;AMY

Refresh Vakes 55

BRAC Derived Command for LOV
S - o Slewie Slpmone g v
Materiel Readness Activies
Mitary Surface Depioyment and Distribution Command|
U.S Army Sustanment Command (ASC) (ARXC)

U.S Army Aviation and Missie Command B
U.S. Army Chemical Materials Agency

ANMC - U.S_Army Joint Munbons Command (JMC) (ARXQ)

AMC - U.S. Army Research Development and Engineering Co
AMC - U.S Army Contracting Agency (ARAC)

AMC - US Army Communications -Electronics Command

AMC - US Army Sacurty Assatance Command -
4| m

December 8, 2009 7.32 35 AM GUT-05.00

1

AMC -
ANC -
ANC -
AMC

AMC -

To proceed, click on the next prompt.

Fifth Prompt — Gaining CPAC

Please select one or more values for Command Name (derived from cc

AMC « AMC HQ Staff Support Activies -
AMC - AMC Training Actiities

AMC - ARMT

AMC - ARXD

AMC - MO Army Materiel Command

AMC - Materiel Acquistion Activiies

AMC - Materiel Readness Activies

AMC - Mstary Surface Deployment and Distributon Command 1
AMC - U_S Army Sustainment Command (ASC) (ARXC) ~
AMC - US. Army Aviation and Missie Command

AMC - U.S. Army Chemscal Msterials Agency

AMC - U.S, Army Joint Munkions Command (JMC) (ARXQ)

mn

Con

AMC -U.S, Armv Research Develooment and £
‘« m »

Click on the gaining CPAC on the left and then click on the forward arrow to copy
it to the right. If you wish to select more than one gaining CPAC, you can hold the
control key on your keyboard and click on multiple gaining CPACs and then click
on the forward arrow to copy the selected gaining CPACs to the right all at once,

as indicated above.
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Sixth Prompt — Gaining CHRA Region

Click on the gaining CHRA Region on the left and then click on the forward arrow
to copy it to the right. If you wish to select more than one gaining CHRA Region,
you can hold the control key on your keyboard and click on multiple gaining CHRA
Regions and then click on the forward arrow to copy the selected gaining CHRA
Regions to the right all at once, as indicated above.

NOTE: “NK” means “Not Known” and would be associated with RPAs for which
the DCPDS position build/review process has not yet been completed.

Redesh Vases T3 Pleane BEEeCT (e Of MOne Fuet Ratresh Wakas Tp Fioase sebeil oo oo e wabues 100 G

Seventh Prompt — Losing CPAC
This is the same as the gaining CPAC prompt except it is to select the losing CPAC.
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Eighth Prompt — Losing CHRA Region

This is the same as the gaining CHRA Region prompt except it is to select the
losing CHRA Region.
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This is the last prompt. Once answered the “Run Query” button is activated. You
may check your answers to the prompts. If you wish to make a change, do so by
clicking in the specific prompt to repeat the process for that prompt. If not, you
are ready to run the query. Click on the “Run Query” button. This will generate
the report.
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PART 3 — BRAC REPORT

Once you click “Run Query” this screen will appear while the report is generating.
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WELCOME TO THE BRAC REPORTING TOOL

If this is your first time accessing the tool, please take a minute to review the

BRAC Reporting Tool User Guide

Reviewing the Guic (Betreving Data ugh the tool.

I Press the 'Refres %
» [ ]

Last refresh time: 0h Om 4=

i e |
BRA

Changed ‘Days in Phase’ on the Recruitment Details and Volunteer Details reports to display 'N/A when the Phase Name is equal to 'On
Board' or Mot Received in HR'

the report.

Date

W IE L Disabled the auto-prompt when opening the report. Users will now need to click "Refresh All" or "Refresh Data” to run the report.

Fixed the BRAC Reporting Tool User Guide link to display as a hyperlink on Welcome and Help pages.

Changed the 'Days in Phase’ calculation for the ‘Returned to HR' phase on the Recruitment Details report to count the days since the referral
list was returned to human resources, instead of the date that the request for personnel action initially entered human resources.

Added a note to the Help report

"NOTE: The range in days denoting the green - amber - red stages are for purposes of this BRAC Reporting Tool only.”

Changed the sort on the Recruitment Details and Volunteer Details reports to order the records within each phase by the ‘Days in

Fhase’ (highest to lowest) and then by Employee Name/Position Title

Modified the column widths on the Recruitment Details and Volunteer Details reports in order to better display the Request Number.

05-Aug-2009

=] welcome! I =] ] J J J J ]

Refresh Date: August 10, 2009 9:20:30 AM GMT-04:00

e Internet

Done

[ CHN—

FH 0% -

When the report is generated the following will appear. The first time you run

the report, the Document Autosave and Recovery Window will appear. You can

check the box “Don’t notify me again” and then click “OK”. You should not
receive this window any more.

Document Autosave and Recovery x
>
Web Inteligence now saves documents
sutomatically when the Web Inteligence server
times out

See the Working with Documents > Saving
Documents > Automatic Saving and Recove
topic in the onine help for more information

Dont notity me again

CHRA (Oct 10)
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You will still be on the Welcome page. Note the tabs at the bottom of the screen;
these are the various reports comprising the BRAC Reporting Tool which you have
now populated based on your answers to the prompts. Each report is individually
described below.

& | https:ffchrabe, army . milfAnalyticalR eportingfwebiview, do?hypassL atestInstance=trustc afebSesInit=truefappkind=Infovieweser vice=/Infoviewapp common)appService. dofloc=endpyl=en_LISctx=standaloneactld= + %

9] Document « View » | 15 | 34 | @
- A S| - L El ¥

2 Refresh Al » X - | &5 | O)

Rl
If this is your first time accessing the tool, please take a minute to review the
BRAC Reporting Tool User Guide
Reviewing the Guide will assist you as you navigate through the tool.
| Press the 'Refresh All' button to populate data into the report.
I
BRAC REPORTING TOOL UPDATES
Date Description
Changed ‘Days in Phase’ on the Recruitment Details and Volunteer Details repons to display /A when the Phase Name is equal to 'On
Board or ‘Mot Received in HR'
10-Aug-2009 - —— a
Disabled the auto-prompt when opening the report. Users will now need to click "Refresh All" or "Refresh Data” to run the report.
Fixed the BRAC Reporting Tool User Guide link to display as a hyperlink on Welcome and Help pages
Changed the 'Days in Phase’ calculation for the ‘Returned to HR' phase on the Recruitment Details report to count the days since the referral
listwas retumned to human resources, instead ofthe date that the request for personnel action initially entered human resources.
Added a note to the Help report
05-Aug-2009 'NOTE: The range in days denoting the green - amber - red stages are for purposes of this BRAC Reporting Teol enly.’
Changed the sort on the Recruitment Details and Volunteer Details reports to order the records within each phase by the ‘Days in
Phase’ (highest to lowest) and then by Emplayee Name/Position Title.
Modified the column widths on the Recruitment Details and Volunteer Details reports in order to better display the Request Mumber.
b
=) Welcome! [V s |[E] | = (e INE] =
Refresh Date: August 17, 2008 10:10:30 AM GMT-04.00
IDnne ----- & Internct E 100%

Click on the “Overview” tab.

CHRA (Oct 10)
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Overview

The overview shows the reported requirements (extracted from the BRAC
Positions Requirements Tool) versus the personnel actions (RPAs) that have been
submitted. It tracks by quarter within the selected fiscal year. Scroll down to see
the summary data.

v Dotwmest « Vew = | 25 M @D At (= | M 4[1 |H b B ESt G5 Refesn &1 =
- =l B 5 O | A «| & «| ET .l = - T 4
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Ropotied Roquinmss vs Personsd Aciors Suomiled by Cuaner
Fe il
T4 1
L B Retrufrmeni
Regquerement
- Rl il dtins.
§ B Compena
o
e iufmert dctermn
2 o foe
E O Veiurvesr Reguererens
Lr:)
e g [Suries: Actors
- Complrted
o Veluriesr Acion in
L] Progsess
r = = = 1
FYORGTH ¢ P aTH 2 FEO9OTH 3 FOSOT e
i Fiucal Year - Quarier

|

LS| T fecrstments || [ Vokmseers || [ Becrsimens Deists | ) Vounicer Deasis || [ Fier informanon || 0 meip ||
Pt P Dt Jwly 30, T35 524 S dul GAIT 0o 03
o g Inbermt # 1ore -

Click on the “Recruitments” tab to move to the Recruitments report.
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Recruitments

The Recruitments report reflects the status for the selected month and tracks the

reported recruitment requirements versus the completed recruitment actions. It

also provides a summary for the selected fiscal year, by month.

Recruitment RPAs
FY 2010 - Q2

RPA Phase 118 19-24 2539 40-68 69+ Total
in Calendar Days

RPAs On Hold FY10 Q2

Referred

Returned to HR.

Committed

Brought on Board for Feb

Brought on Board Early for FY10 02 2
Brought on Board On Time for FY10 Q2 150
Brought on Board Late for FY10 Q2 1]
Brought on Board for FY10 701
Mot Received in HR 0

Recruitment RPA Requirements

FY 2010 -Q2
Requirements for FY 2010 Q2 340
Date Brought on Brought on Requirements
Board by Month Board Running Running Total
Total
QCT 2009 236 236 620
MOV 2009 217 453 G20
DEC 2009 170 623 620
JAN 2010 169 792 960
FEB 2010 0 792 960
MAR 2010 ] 792 960
APR 2010 0 792 2212
MAY 2010 0 792 2212
JUN 2010 ] 792 2212
JUL 2010 ] 792 3,941
AUG 2010 0 792 3941
SEP 2010 ] 792 3,941

Personnel Actions

Recruitments

Reported Recruitment Requirements vs. Completed Recruitment Actions by Month

4,500

4,000

3,500

3,000

2,500

2,000

1,500

1,000

=]
=]

o

H\|H

OCT WOV DEC JAN FEB MAR APR MAY JUN JUL AUG SEP
2009 20089 2009 2010 2010 2010 2010 2010 2010 2010 2010 2010

Month
= Recruitments - Total ™ Recruitments - On o Recruitments - On
Regquirements Board by Month Board Running Total

Click on the “Volunteers” tab to move to the Volunteers report.

CHRA (Oct 10)
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Volunteers

The Volunteers report tracks placement of individuals who volunteer to move
with the organization to the new BRAC location. RPAs submitted to HR are
captured to track those in HR and those processed to effect the movement of the

employee. Scroll down to see the bottom of the report.

Volunteer RPAs
FY 2010 - Q2

RPAs On Hold FY10 Q2 505
InHR 93
Brought on Board for Feb 0
Brought on Board Early for Fy10 Q2 0
Brought on Board On Time for FY10 Q2 61
Brought on Board Late for FY10 Q2 o
Brought on Board for FY10 1,253
Mot Received in HR o
Volunteer RPA Requirements
FY 2010 - Q2
Requirements for FY 2010 Q2 411

Date Brought on Brought on Requirements
Board by Month Board Running Running Total
Total

OCT 2009 912 912 880
MOV 2009 122 1,034 gao
DEC 2009 144 1,178 ga0
JAN 2010 G5 1,243 1,291
FEB 2010 0 1,243 1,291
MAR 2010 0 1,243 1,291
APR 2010 0 1,243 1,584
MAY 2010 o 1,243 1584
JUM 2010 V] 1,243 1,584
JUL 2010 0 1,243 2,610
AUG 2010 0 1,243 2,610
SEP 2010 0 1,243 2,610

Volunteers

Currently viewing dats &s of: FEB-2010

Reported Volunteer Requirements vs. Completed Volunteer Actions by Month

2,800

2,400

2,000

1,600

1,200

Personnel Actions

800

400

0 L |

OCT NOV DEC  JAN
2009 2009 2009 2010

o Wolunteers - Total
Requirements

FEE MAR AFR
2010 2010 2010

MAY  JUN  JUL
2010 2010 2010

AUG
2010

SEP
2010

Month

‘olunteers - On Board

‘olunteers - On Board
B, Month

O Running Total

Click on the “Recruitment Details” tab to move to the Recruitment Details report.

CHRA (Oct 10)
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Recruitment Details

The Recruitment Details provides a detailed listing of each RPA reported in each
phase of the Recruitments Report: In HR, Referred, Returned to HR, Committed,
On Board, and On Hold. It is separated into each phase.

Note: You will only be able to see the details for those organizations you can
normally access in CSU and CPOL Portal.

In HR

In cases where the RPA is submitted just in time for recruitment to begin, the In
HR phase tracks the time from receipt of the RPA in the CPAC until the referral list
is issued. In cases where the RPA is received in the CPAC far in advance of the
proposed effective date, the RPA will be placed on hold until recruitment should
begin, and the In HR phase tracks the time between the date the RPA is released
from hold and the referral issue date. The In HR section of Recruitment Details
provides a listing of each RPA captured in the In HR phase of the Recruitments
Report.
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Click on the forward arrow to move through the pages of the recruitment details.
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Referred

Referred tracks the time from the issuance of the referral list to the selecting
official until the time it is returned to HR. The Referred section of Recruitment
Details provides a listing of each RPA captured in the Referred phase of the
Recruitments Report.
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Returned to HR

Returned to HR tracks the time from the return of the referral list to HR until the
job offer is committed or additional recruitment is completed and a new referral
listis issued. The Returned to HR section of Recruitment Details provides a listing
of each RPA captured in the Returned to HR phase of the Recruitments Report.
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Committed

The Committed phase tracks the time from selected individual’s acceptance of the
job offer. The Committed section of Recruitment Details provides a listing of
each RPA captured in the Committed phase of the Recruitments Report.
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On Board

The On Board phase reflects the number of positions that have been filled. The
On Board section of Recruitment Details provides a listing of each RPA captured in
the On Board phase of the Recruitments Report.
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On Hold

The On Hold phase tracks the time between the receipt of the RPA in the CPAC
until the RPA is released to begin the recruitment process. This phase is used in
cases where an RPA is received in the CPAC far in advance of the proposed
effective date. The On Hold section of Recruitment Details provides a listing of
each RPA captured in the On Hold phase of the Recruitments Report.
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Summary

The Summary is on the last page of the Details and reflects the totals in each

phase of the Recruitment Details Report.

j2b Intelligence -
https:f/belvaOcpbxir30d.nae. s army.mil /Analyti - - e do&loc . USEcbesst ctid=2088c 77 |
¢l Document ~ View ~ | (] 15| 48 | 9 W 4[107 | o7 Edit | & Refresh All » | [T Track ¥ 3¢ | i | 86|
Recruitment Details Currently viswing data ss of FEB-2010
Summary
In HR 1,159
Referred 246
Returned to HR 118
Committed 254
On Board m
On Hold 92
Total 2,568

B
= =T = = | 51 mecrusment tetasa  [[75] I= | |
ek Cm: Fobrumry 3, JE15 & 0004 PO G003 |
™ i
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Click on the “Volunteer Details” tab to move to the Volunteer Details report.
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Volunteer Details
The Volunteers Details provides a detailed listing of each RPA reported in the

Volunteer Report: In HR, On Board, and On Hold. It is separated into each phase.

Note: You will only be able to see the details for those organizations you can
normally access in CSU and CPOL Portal.

In HR

The In HR section lists those RPAS captured in the In HR phase of the Volunteer
Report.

Click on the forward arrow to move through the pages of the recruitment details.
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On Board

The On Board phase reflects the number of volunteer placements that have been

effected. The On Board section of Volunteer Details provides a listing of each RPA

captured in the On Board phase of the Volunteers Report.
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The On Hold phase tracks the time between the receipt of the RPA in the CPAC
until the RPA is released for processing. This phase is used in cases where an RPA

is received in the CPAC far in advance of the proposed effective date. The On

Hold section of Volunteer Details provides a listing of each RPA captured in the On

Hold phase of the Recruitments Report.
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Summary

The Summary is on the last page of the Details and reflects the totals in each
phase of the Volunteer Details Report.
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Click on the “Filter Information” tab to move to the Filter Information report.

Filter Information

This report reflects the responses that you entered when responding to the

prompts.
4 Document » View - [ [ 15 (43| @ Edit | &% Refresh All - X - | i | ()
- 1-lB £ FIEEEIT = - BFEY
A
Fllter Informatlon Currently viewing Data s of: 30-JUL-2009
Responses to Prompts
Prompt Response
Month Jul
Fiscal Year 2009
X7 US ARMY TANK AUTO & ARMAMENT CMD (TACOM); X8: U.S. ARMY COMMUNICATIONS ELECTRONICS CMD; XD: US ARMY
Commandis) COMNTRACTING COMMAND

Gaining CPAC(s)

Fort Monmouth CPA (AL); Aberdeen Proving Ground CPAC (AG)

Gaining Region(s)

MNE

Losing CPAC(s)

Fort Monmouth CPAC (AL)

Losing Region(s) NE
Wiew Information As Of  30-JUL-2009
E I [ J= =

v

l @ Filter Information @ J
fate: July 31, 2009 8:24:54 AN GWT-04:00

Done ternet H100% - I

Click on “Help” to view the Help screen.
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Help

The Help screen defines the Colorization Chart for the Overview Data Table,
defines the Phases for Recruitment RPAs, and defines the Phases for Volunteer
RPAs. There is also a link to this user guide.

Help Gurrently viswing dats a5 of: FEB-2010

Colorization Chart for the Overview Data Table

Element Definition Calculation
Percent Completed |The progress that has been made towards meeting the Mumber of completed personnel actions divided by the number of required personnel
established requirements actions
Percent through The percentage of the quarter that has already passed (Current date minus the quarter start date) divided by the number of days in the quarter
(Quarter
Green The hiring process is on schedule or ahead of schedule Percent Completed is greater than or equal to Percent through Quarter
Amber The hiring process is behind schedule by 10% or less Percent Completed between Percent through Quarter and Percent through Quarter
minus 10%

Phases for Recruitment RPAs

Description Days Calculation
On Hold The request for personnel action has been received in HR farin A
advance of the Proposed Effective Date and is on hold until closer to
the Proposed Effective Date.
InHR The request for personnel action has been received in HR, but no Mumber of Days in HR = Current Date - (Date Released from 1-24 | 25-39
referral list has beenissued. Hold or Date Received in HR)
Referred The referral list has been issued to the selecting official. Mumber of Days on referral = Current Date - Date Referral 1-18 | 19-39
Issued
Returned to HR The referral has been returned to HR: with or without a selection rumber of Days in HR = Current Date - Date Referral 1-24 | 25-39
Returned
Committed A job offer has been extended and accepted. Mumber of Days Pending Entrance on Duty = Current Date - 1-39 [ 40-68
Date Committed
On Board The selectee has entered on duty. A
Mot Received in HR  |The request for personnel action has not yet been submitted to HR A
Phases for Volunteer RPAs Click Here
Phase Description to view the User Guide
On Hold The request for personnel action has been received in HR farin

advance of the Proposed Effective Date and is on hold until closer to
the Proposed Effective Date.

InHR The request for personnel action has been received in HR, butthe . M
selectee has not yet entered on duty. to view the CHRA CONUS Regions reference document
On Board The selectee has entered on duty.

Mot Received in HR  [The request for personnel action has not yet been submitted to HR

For additional information,
please contact your Servicing CPAC.

You have now reviewed every section of the BRAC Reporting Tool.
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SAVING THE BRAC REPORT

The BRAC Report can be saved to your computer as either an Excel or PDF file.

Save as an Excel File

To save as an Excel File, click on the down arrow next to “Document”.

Click on the forward arrow next to “Save to my computer as”, then click on
“Excel”.

B Ducument|-|\hew =R [0 - [ n Edit | 2 Refresh Al = 2X -

B ™ 7 ]
Close A.|S.|E Y i | @
Edit
H Save (%
Save as o .
verview
SIBEL)EELE S Sa{J Excel Currently viwing Dats &5 of: 31~JUL-2009
Save report to my computer as 3 POF
Properties csv ed Requirements vs. Personnel Actions Submitted by Quarter
CSV (with options)...
240

200

Recruitmant

When the File Download window opens, click on “Save”.

Overview
Currently viewing Data as of 31-JUL-2009
[]
Reported Requirements vs. Personnel Actions Submitted by Quarter
240
File Download
200 Do you want to open or save this file?
@ Mame: BRAC_Reporting_Tool,
i Type: Microsoft Office Excgld iiosksheet, 13,06 = ;ecruiimeniis
equiremen
160 From:  chrabc, armey. mil 4
| @ Recruitment Actions
5 Completed
» 5 Open ] [ Save ] [ Cancel Recruitment Actions in
< Progress
L 3 120
E O ‘blunteer Requirements
o
@ i ~me While files from the Internet can be useful, some files can potentially Volunteer Actions
& s haim pour computer. |f you do not tust the source, do not open o [ | Completed
o b save this file, What's the risk? &
n Vblunteer Actions in
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Select the location on your computer where you wish to save the file in “Save in”.

Input what you want to name the file in “File name”.

When done, click “Save”.

Overview

Currently viewing Data as of 31-JUL-2009

240

200

160

120

Personnel Actions

40

FYD9 QTR 1

Reported Requirements vs. Personnel Actions Submitted by Quarter

Savein

My Documents

o

by Comiiter

oY B BRAC Report - revised - event code test - BOA 7-21-09

uﬁ @ERAC_Repnrtmg_Tnn\ werl tions
My Recent IZIJBRﬁ?\Cj{epDrtir'vgjooL—7Modil2iet:|720090702 - Yolunteer Details - 7-21-09
Documerts | [ BRAC_Reporting_Tool_-_Modified_20090723 - run 7-24-09 btions in

= IijERF\C_Repnrr:ir'vg_'rnn\_—_Mndil’ixacl_ZDDQD?ZE - wer? - 7-24-09

@ IEjERF\C_RepDrtlr'vg_Too\_—_Modll’let:l_ZUEl‘BEl?Z‘I - 271ulog . s

Dosktop | |JERAC Reporting Tool - Mocfied 20030724 - fiter - 7-24-09 e

B Rec - Yol Detalls - 27ulos ns
ns in

File name: |BHAE_F\EpUrlmg_TUUI- Ahwgl3

V‘ [ Save

Save as type: | Microsoft Office Ercel 97-2003 Worksheet

v ‘ [ Cancel

Once you click “Save”, the Download complete window will appear while the file

is saving and then when it is complete it will indicate, Download Complete. You

can then either close the window or open the Excel file.

240

200

160

120

Personnel Actions

CHRA (Oct 10)

CEx

Download complete

— Download Complete

BRAC_Reporting_Tool.xls From chrabc. army. mil

Downloaded: 13.0KB in 1 sec
Download to: H:...\BRAC_Reporting_Tool 3Augdd.xls
Transfer rate: 13.0KB/Sec

[ Clase this dislog bax when download completes

Open Open Folder Close

] |}

= Recruitment
Requirements

Recruitment Actions
Completed

Recruitment Actions in
Progress

O ‘blunteer Requirements
Vblunteer Actions

B Compisted

\blunteer Actions in
Progress
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If you select open, the Excel file will open. There will be a separate tab

(worksheet) at the bottom for each report section.

|’/E!:1 BO0H9 - ¢-Q& )+ BRAC_Reporting_Toal - [Compatibility Made] - Microsoft Excel - o X
5]
= Home Insert Page Layout Formulas Data Review View @ - 2 X
= = = - 1 an 1N 1, e T -
j * Arial e A & =||®~| | SiwrapText General - *é‘ ﬁ I Ifl- e ™) 3 ﬂ [ﬁ
o A : d = LY 3
Paste ‘ B I U -|| vH Jy e A vl |5 QjMerge&Center - ‘ $ v 9% 9 ||4-ﬁg 5%8|/| Conditional Format  Cell Insert Delete Format Sort & Find &
- = 1= — == *21|| Formatting - as Table ~ Styles = - - - &2 Filter~ Select~
Clipboard ™ Font i Alignment E} Mumber E} Styles Cells Editing
L n~ ool 5
A B c D 3 F G H J K i
Reported Requirements vs. Personnel Actions Submitted by Quarter
250
200
2., # Recruitment Requirements
% B Rcritmant Actions Campletad
=L Recruitment Actions in Prograss A
2 Voluntesr Requirements 1
s BVoluntsar Actions Complated
£ 100
2 Waoluntesr Actions in Prograss

| 50 I I
o u - [ |

FY02QTR1 FY02QTR2 FY0SQTR3 FY0SQTR4
Fiscal Year - Quarter

2

Recruitment Volunteer Total Recruitment % Volunteer % Total % Complete
3 Requirements  Requirements  Requirements Complete Comple :
4 FY 2009-Q1 o 0 0 MA MNA MNA

|
W 4 » | Overview , Recruitments ,~ Volunteers ~ Recruitment Defais .~ Volunteer Details .~ Filter Information[[JMIL

Ready | \ /
'
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Save as a PDF File

To save as a PDF File, click on the down arrow next to “Document”.

Click on the forward arrow next to “Save to my computer as”, then click on “PDF”.

! Document| -| View - | (2] 25| 34 | 9 [ioo% |- [ ]a Edit | & Refresh Al -~ X - | % | O
Close Al S .|E 4 . Bd | &
Edit v
E] Save 1
Save as .
Save to my computer as Excel Overview Currently viewing Data as of 31-JUL-2009
Save report to my computer as PDF_
Properties csv ed Requirements vs. Personnel Actions Submitted by Quarter
CSV (with options)...
240
200 H
When the File Download window opens, click on “Save”.

Overview

Currently viewing Data as of: 31-JUL-2009

240

200

160

120

Personnel Actions
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Reported Requirements vs. Personnel Actions Submitted by Quarter

File Download E|

Do you want to open or save this file?

. Mame: BRAC_Reporting_Tool . pr
£ Type: Adobe Acrobat Docume 2K

From: chrabc army.mil

Open ] [ Save ] [ Cancel

harm your computer. |f you do not tiust the source, do nat apen or

@ While files from the Intemet can be uzeful, some files can potentially
= save this file. What's the risk?

M W

[m]

Recruitment
Requirements

Recruitment Actions
Completed

Recruitment Actions in
Progress

Volunteer Requirements
Vblunteer Actions
Completed

Vblunteer Actions in
Progress
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Select the location on your computer where you wish to save the file in “Save in”.
Input what you want to name the file in “File name”.

When done, click “Save”.

240
% of downloa orXLS.jsp from chrabc.a... |=
% of d loadPDForXLs. jsp f hrab = | EX]
r
200 ! veds
Savein | I3 BRAC Report Tool Testing v ‘ Q2 m- B
180 EERAC_RepDrtmg_Too\ -3l Julng-2
@ ZERACiREDDFtiﬂgiTUD‘ - HRC Test - 291009 tions
5 My Recent | BRAC_Reporting_Tool test - 31 Jul 09
£ Documerts | T BRAC_Reporting_Too|_-_Modified_20000702 - 7-22-09 -tions in
5 120 e ZERAC_Repnrtlng_Tnn\_—_Mndlfled_ZDDQDFEIZ- test 7-21-09
2 L_ ZERACiRepDrtingjooL—7Modified720090702-test-ZSJu\UQ Lirements
E Desktop 2ERAC_ReDDrting_TUD\_—_MDdifin_ZUDQD?ZS - 7-24-09
E ZERAC_ReDDrting_Too\_—_Modified_20090723 - Run 2 - using latest version modified by Be| pns
o

- -EERA[_Repnrtmg_Tnn\_—_Mndlfled_E[lDQWZE ver 2 - 7-24-09
) T BRAC_Reporting_Taol_-_Modified_20090724-27Jul03 ns in
2ERAC_ReDDrting_TUD\_—_Mudified_20090724 - run 7-24-04 - updated report format

40

o |
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File name: |BHAE7HEDUI[IHQTUU| - Jhugg -3 V‘ L Save

Save as type: |AdabeAcrobatDocument v‘ [ Cancel I

Once you click “Save”, the Download complete window will appear while the file
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If you select open, the PDF file will open. There will be a bookmark on the left for
each report section.
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Saving Individual Reports

You also have the capability of saving individual reports, i.e., Recruitment Details
or Volunteer Details, etc. as either Excel or PDF files. The “Save report to my
computer as” saves only the specific report (tab at the bottom) that you are
currently viewing. The report can be saved as either Excel or a PDF file.

This feature allows you to save the individual Recruitment Details and/or the
Volunteer Details reports into Excel where you can then re-sort/re-order, as
necessary.

To save individual reports, click on the down arrow next to “Document”.

Click on the forward arrow next to “Save report to my computer as”, then click on
either “Excel” or “PDF”.
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Then follow the same procedures as above for either Excel or PDF.
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Refreshing the Data/Selecting Alternate Data

To refresh the data and answer the prompts differently for a different view,

simply click on the “Refresh All” button and the Prompt screen will appear.
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EXITING THE BRAC REPORTING TOOL

To exit click the X in the upper right hand corner.
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APPENDIX A: Derived Command Name Logic Listing

The following table lists the command code and unit identifier code (UIC) criteria

used to define the logical commands.

Command uIC Logical Command Name

3A All 3rd Army - AR3A

5A All 5th Army - ARSA

63 All DCMA - DD63

AA All AAC - U.S. Army Accessions Command

AC All AMC - U.S. Army Contracting Agency (ARAC)

AE W6DP04 ASC - PEO IEW and S FT MONMOUTH

AE Rest ASC - U.S. Army Acquisition Support Center

AS WDFK99 INSCOM - USA NATIONAL GROUND INTELLIGENCE
CTR

AS WE1P9A INSCOM - USA NATL GRND INTEL CTR FT. BELVOIR

AS Rest INSCOM - INSCOM

AT All ATEC - US Army Operational Test and Evaluation
Command

BA WG6CSAA IMCOM - USA FIELD ARTILLERY CENTER and FORT SILL

BA WOVCAA IMCOM - U S ARMY GARRISON FORT HOOD HQ

BA WG6EB9SAA IMCOM - USAG ROCK ISLAND ARSENAL

BA W3V8AA or | IMCOM - HQ DA Staff Field Operating Agencies

W4RHAA

BA Rest IMCOM - IMCOM

CB All CIDC - US Army Criminal Invest Command

CE W2SMO01 NETCOM - US Army Corps Of Engineers

CE Rest USACE - US Army Corps Of Engineers

CS All HQDA - Office Chief Of Army

FC W3NQAA 1st Army - US Army Forces Command

FC Rest FORSCOM - US Army Forces Command

G6 All NETCOM - NETCOM/9th Army Signal Command

GB All HQDA - National Guard Bureau

HR All USARC - United States Army Reserve Command
(USARC) - (HR)

JA All HQDA - Joint Activities
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Command uIC Logical Command Name
MA All USMA - US Military Academy
MC All MEDCOM - MEDCOM
MP All HQDA - ARMP
MT All AMC - ARMT
NG All HQDA - National Guard Bureau
P8 All EUSA - Eighth US Army
SA WOOSAA HQDA - OFC ASA MANP-RES AFFAIRS
SA Rest HQDA - Office Secretary Of The Army
SB WOZ7AA HQDA - OFFICE OF THE JUDGE ADVOCATE GENERAL
SB Rest HQDA - Field Operating Offices Of The Sec Of The
Army
SC All SMDC - US Army Space and Missile Defense Cmd
SE W6ED% HRC - HQ DA Staff Field Operating Agencies
Except
WG6ED15,
WG6ED16,
WG6ED20
SE W3V8AA or | IMCOM - HQ DA Staff Field Operating Agencies
W4RHAA
SE Rest HQDA - HQ DA Staff Field Operating Agencies
S All HQDA - Joint Services and DoD Activities Supported
BY HQ DA
SP All HQDA - USA SPECIAL FORCES COMMAND
TA All AAC - U.S. Army Accessions Command
TC W2L5PG TRADOC - USA INFANTRY SCHOOL BASIC TRNG BDE
TC Rest TRADOC - US Army Training And Doctrine Cmd
™ All AAC - U.S. Military Entrance Processing Command
(ARTM)
X2 All AMC - HQ Army Materiel Command
X3 All AMC - AMC HQ Staff Support Activities
X4 All AMC - AMC Training Activities
X6 All AMC - U.S. Army Aviation and Missile Command
X7 All AMC - US Army Tank -Automotive and Armament

Command
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Command uIC Logical Command Name

X8 All AMC - US Army Communications -Electronics
Command

XB All AMC - U.S. Army Chemical Materials Agency

XC All AMC - U.S Army Sustainment Command (ASC) (ARXC)

XD All AMC - ARXD

XK All AMC - Materiel Acquistion Activities

XP All AMC - US Army Security Assistance Command

XQ All AMC - U.S. Army Joint Munitions Command (JMC)
(ARXQ)

XR All AMC - U.S. Army Research Development and
Engineering Command

XT WI1QAAA AMC - 597TH US ARMY TRANS TERMINAL GROUP

XT Rest AMC - Military Surface Deployment and Distribution
Command (ARXT)

XX All AMC - Materiel Readiness Activities
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