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Civilian Servicing Unit (CSU) Application

Contents
This section covers the following topics:

Topic
See Page

Logging on to the CSU Application
5

Obtaining Data on One Employee
6

More on Queries
10

Reports
11

The Display Screens
13

Index to CSU Application Data 
15

Description
The Civilian Servicing Unit (CSU) Application provides civilian personnel data to supervisors and managers at their desktop workstations, without having to call the civilian personnel office.

· The data comes from the main civilian personnel DCPDS database and is not more than one day old.

· Additional data (payroll and leave) comes from the Defense Finance and Accounting Service (DFAS) payroll system and is updated each pay period (every two weeks).

· CSU Application users are given access to records of the employees in their organization only.

· The data in the CSU Application is the same data that is used when creating or running reports using the Oracle Discoverer Application, which is the ad hoc query and reporting tool used with the modern DCPDS.

· If you are familiar with the Personnel Process Improvement (PPI) Suite, CSU Application is the modern DCPDS replacement for Regional Application.

Logging on to the CSU Application
Procedures for logging into the CSU may vary; follow your local logon instructions if they vary from the following.

Step
Action

1
Double-click the CSU icon from your workstation’s desktop.

2
On the logon screen, type your username, then [Tab] (or use your mouse) to the password field and type your password.  Your username and password are established by the Information Systems Division, and are different for the CSU Application than for modern DCPDS.

3
If indicated on your local user information, [Tab] (or use your mouse) to move to the Database field and type the database name provided with your logon instructions.
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4
Click on the <Connect> button or push the [Enter] key to connect.

Changing your password
You should change your password at least every 90 days.

· Click once on the Change Password block of the main menu.

· Type in your new password, and [Tab] to the next field where you type in your new password again to verify.  Then click <OK>.

REMEMBER YOUR NEW PASSWORD, and use it next time you log in to the CSU.  If you forget your password, or it expires, contact the designated person at your installation’s civilian personnel advisory center.

Exiting from CSU
· Click once on the <Exit> block of the main menu.  

· This will disconnect you from the CSU server and return you to your normal Windows desktop.

Obtaining Data on One Employee

Employee information
Follow these steps to find and display data about one employee.



Step
Action

1
From the main menu of the CSU Application (below), click on the large <Displays> button:
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2
On the “Displays” screen (shown below) click on the <Basic> button – or any other gray button for the specific information you are seeking. This brings up the selected data screen.  At that point the screen will contain no data (until you retrieve an employee record, described below). 
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How to locate a screen to view specific data
The “Displays” menu consists of buttons that lead to screens of data, grouped into three major categories:

· Human resource management

· Civilian career brief/Demo project

· Personnel processing

These major categories are further divided into sub-categories such as benefits, education, training, suspense, etc.  You can click on any of the display screen buttons if you know which screen you want to view.  

· The general contents of the screens are described in the Display Screens section.

· The appendix, Index to CSU Application Data, beginning on page 15, is a list of commonly used data fields in CSU Application that can be used to assist in locating specific data on the 30 screens.

Description of data screens
Each data screen has the same header information at the top (employee name, SSAN, position title, etc.)
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Blue fields indicate that there is a pop-up window associated with that field—either a translation of the code value contained in the field, or a listing of the values applicable to that field, or a window of other data fields associated with that data field.  Click on the blue field to display the pop-up window.  For instance, on the Basic Data screen, clicking on the blue field labeled “Pay Data” displays a window of pay-related data (basic pay, locality pay, etc.).

How to retrieve an employee’s record
Follow these steps to retrieve an employee’s record and populate the data fields on the screen:

Step
Action

1
Type in part of the employee’s last name followed by a percent sign (%) in the employee name block at the top of the screen (this is not case sensitive – you can use Smith, smith, or SMITH).

2
Click on the <Execute Query> selection on the top menu.  

For example, to find the record for an employee named Michael R. Jones, you could type JONES% or JON% or JONES M%, then click <Execute Query>.

· The computer will identify all employees whose name begins with the letters you typed, and display these records one at a time.  

3
If the displayed record is not the one you wanted (that is, there is more than one employee whose name starts with the letters you entered), click <Next> on the top line menu, or use the down-arrow key on your keyboard to page through the selected records until you get the one you want.

· Click on <Previous> on the top line menu (or use the up-arrow key) to return to a previously displayed record.

Finding an employee’s record by SSAN
You can also find an employee by social security number, if known.  Click on the SSAN block, then type the SSAN and click <Execute Query>, as above.

Displaying other screens
Follow these steps to display other screens of data once you have retrieved the employee record:

Step
Action

1
Click <Screens> on the top line menu.

2
Click on the category desired (human resource management, civilian career brief, or personnel processing).

3
Click on the specific screen within that category.

Retrieving a different record 
Follow these steps to retrieve and view the record of a different employee:

Step
Action

1
Click <Query> on the top line menu.

2
Click <Enter Query>.  This removes the current record(s). 

3
Type in a last name, or part of a last name, in the employee name block, followed by the percent sign.

4
Click on <Execute Query>.  This will display the record(s) of those employees whose name matches the letters you typed. Use the <Next> and <Previous> menu selections to page through the records if needed.

Exiting from the display screens
When you are done viewing the screen(s), click <Action> on the top line menu, and then click <Exit>.

More on Queries

Purpose
Besides pulling up records of specific employees by name, you can create “queries” using the display screens to find employees who meet certain criteria; for example, you can enter a query to find which employees in your organization are part time (this will be used in the following instructions).  Once your query is executed, you will have access to the set of records of employees who meet your criteria.

How to create a query
Follow these steps to build a query that will identify a group of employees who meet certain criteria:

Step
Action

1
Navigate to the screen containing the data field(s) on which you want to base your query.  If you are not sure where to find the data field you are interested in, use the appendix, Index to CSU Application Data, beginning on page 14.

· Example:  for finding part time employees, go to the “Basic” screen since this screen contains a field labeled “TYPE OF EMPL” which shows whether employees are full time, part time, etc.

2
If you currently have a record on your screen, you need to first clear the old query to get rid of the record(s) and start fresh (if you don’t have a record on your screen you can skip this step).  

· Click on the Query menu at the top of the screen and then click on “Enter Query.”  This will erase the current record and allow you to enter a new query.

3
Click on the blue data field next to “TYPE OF EMPL” to bring up the table of values associated with this field.

4
Click on the value for which you want to seek.  In our example, click on “Part time employee in pay status,” then click <OK>. 

This will return you to the display screen and insert the selected code value (in this case, 2) into the field.

Note: Different fields take different types of entries.  Not all fields have tables of values associated with them.  Some will require you to enter text.  Date fields will require a query based on a date.  For instance, to look for employees who are due a within-grade increase between 1 Apr 2000 and 30 Jun 2000, you would enter “#between 01-Apr-2000 and 30-Jun-2000” in the field labeled DT WGI DUE.  Click on <Help> at the top of the screen, then select “Query Examples” to get examples of various ways to construct queries. 

5
Click on <Execute Query> at the top of the screen to process the query.

· It can take time to process your request, particularly if you have access to a large number of records.  Be patient!  The screen will indicate “Working...” in the lower left corner while your request is processing.

6
Once your query is completed, you will have access to the set of records that match your criteria.  

· If there are no records that met the criteria, there will be a message at the bottom left of the screen saying, “Query caused no records to be retrieved.  Re-enter.” 

· If there is more than one record, there will be a small arrowhead pointing down at the bottom of the screen. 

· Selected records are in alphabetical order.  

· To move from record to record, use the <Next> and <Previous> menu selections at the top of the screen.

· You can also use the <Record> menu to move to the first or last record or to a specific record number.  

· The “Count” indicator at the bottom of the screen shows what record number you are currently displaying, and will indicate the total number of records selected if you move to the last record.

7
When you are done with the query, click on the <Action> menu at the top of the screen, and select “Exit” to return to the Display screen menu.

8
If you want to process another query, click on the <Query> menu and select “Enter Query,” and follow the same procedures as above.

Reports

Purpose
The <Reports> button in CSU Application allows you to generate a variety of “canned” reports about your workforce, such as an alpha roster, awards report, or a suspense action report.

· Discoverer (a separate application) is a query and reporting tool used to create and/or run ad hoc or specialized reports from the modern DCPDS database.  Contact your Help Desk for more information about this application.

How to run a report
Follow these steps to run a report in CSU Application:

Step
Action

1
Click the <Reports> button on the CSU Application main menu.
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2
Click on the report you want to run to highlight it; use the scroll bar at the right side of the screen to see the entire list (listed alphabetically by report name).  

3
Click on <Process> to generate the report.

It may take a few moments for the request to compile; be patient!  The report will display on your screen in “preview” mode.

4
Once the report appears in the previewer, you can view it on screen using the <Next> and <Previous> buttons and the scroll bars to move around the report.

5
To print the report, click the <Print> button on the upper right of the screen to display the Print menu, complete any parameters desired, then click <OK> on the Print menu.

6
When you’re done with the report, click the <Close> button at the top right of the screen to exit the previewer.

7
Click <Exit> on the “Reports” screen to return to the CSU Application main menu.

Sorting a report
Follow these steps to sort a report by a particular item, for example, alphabetically or by organization:

Step
Action

1
From the Reports menu, click on the report you want to run.

2
Click the <Sort> button at the bottom of the screen.

3
For each sort field, type in a number in the “Seq” block next to the desired sort field (starting with 1 for the first sort).  Then type an “X” in either the “Asc” or “Des” block depending if you want the sort to be ascending (low to high, A to Z) or descending (high to low, Z to A).

4
Click <OK>, then process the report as above.

Selecting certain records
Follow these steps to restrict your report to only certain records (e.g., just one organizational segment):

Step
Action

1
From the Reports menu, click on the report you want to run.

2
Click the <Items> button at the bottom of the screen.

3
Enter a value in the “Specific Items” block next to the field you want to use to restrict the report.

· For example, enter GS in the PP (pay plan) block to limit your report to GS employees only.  You can also enter a range (from-to) of values; for example, you could enter 09 in the “From” block and 12 in the “To” block of the “Grade” field to restrict your report to employees in grades 09 through 12.

4
Click <OK>, then process the report as above.

The Display Screens

Purpose
The contents of the 30 display screens are summarized below, grouped into the three major categories just as they appear on the “Displays” menu screen.

Also see the Index to CSU Application Data, page 15, which contains a list of commonly used personnel data items showing which screen contains that piece of information. 

Human Resource Management
The Human Resource Management category contains the following screens:

Screen
Description

Army Position
Position data unique to Army employees, such as AMS code, TDA paragraph and line number, cost center, and APC code.  

Leave
The employee’s current leave balances for annual and sick leave, use or lose leave, and other leave information.  This data is current as of the last pay period and comes from DFAS payroll records.  Activities not on the automated DFAS payroll interface will not have this data.

Position 1 
Position control and manning data, including supervisory level, position sensitivity, bargaining unit, duty station, and other position-related data.  Use the scroll bar at the right of the screen to see more of the screen.  

Position 2 
Career program data, obligation information, and environmental differential pay data.  

Resource 
Payroll data for the employee, arranged by pay period.  Click on the blue “Other Pay” field to get a breakdown of various types of pay received by the employee, and click on the blue “Benefits” field for a particular pay period to see the employer’s payments for TSP, life insurance (FEGLI), health insurance (FEHB), and retirement (CSRS or FERS).  This data comes from DFAS payroll records and is updated once a pay period.  Activities not on the automated DFAS payroll interface will not have this data.

Retained 
Data related to employees on retained grade.  

Civilian Career Brief / Demo Project
The Civilian Career Brief / Demo Project category contains the following screens:

Screen
Description

Acquisition
Acquisition data for employees in acquisition workforce positions (procurement, contracting, etc.).

Appraisal
Current and last three performance ratings and next rating due date.

Awards
Information on the awards received, showing type of award, amount, and date.

Career
Career program information pertaining to the employee’s current position and previous career program registrations in past positions.

Education
Degrees, educational programs, schools attended, and major fields of study.  Use the left-right scroll bar under the “Educ Lvl” section to display additional information pertaining to each educational endeavor.  Also contains foreign language skills and occupational certifications.

Training
Information on the training courses completed by the employee.  The basic screen contains the course title, ending date, and hours; additional information about the course is available by clicking on one of the blocks pertaining to the course, then clicking the <History> button at the bottom of the screen.

NAF Appraisal
Appraisal information on Non-Appropriated personnel.

Language /Japan
Language test information for Japan AF and Navy personnel.

CCAS Info
Salary and appraisal information for demo project employees using CCAS.

Army Demo
Pay increase data for employees in Army demo projects.

NV Warfare
Data for employees in Navy Warfare demo projects.

NRL Demo
Data for employees in Navy Research Lab demo projects.

China Lake
Data for employees in the Navy China Lake demo project.

Demo Appraisal
Performance appraisal information for employees in various demonstration projects.

Personnel Processing
The Personnel Processing category contains the following screens:

Screen
Description

Basic
Commonly used data about the employee, such as PD number, pay data, address, type of appointment, veteran’s preference, and security clearance.

Benefits
Health and life insurance, thrift savings (TSP), and retirement information.  Use the <Projected> button at the bottom of the screen to view data on pending changes to benefits (e.g., if the employee is changing TSP elections).

Detail 1
One of two screens containing information pertaining to employees who are detailed to a position other than their permanent position.

Detail 2
Additional information pertaining to a detailed employee.

Japan
Information on Japanese local national employees (indirect hires).

LN Basic
Information on local national employees (overseas areas).

Military
Military service, reserve status, veterans status, veterans preference.

Mob/Emr/Ess
Mobilization requirements and emergency essential information (relating to overseas positions or positions that would be transferred overseas during a crisis situation or which requires the incumbent to deploy or perform temporary duty assignments overseas during a crisis in support of a military operation).

Perf/Disc
Disciplinary actions taken, and performance improvement plans resulting from disciplinary actions.

RIF
Information pertaining to an employee’s tenure and retention standing, such as veteran’s preference, service computation date, competitive level, tenure, subgroup, and performance ratings.  Use the scroll bar by the performance ratings area to view older performance ratings.

Supp Pay
Supplemental pay data when applicable.  Also contains information on Italy, Belgium, and Korea pay.

Suspense
Due dates for a variety of personnel actions, such as within-grade increases, appointment expiration (temporary employees), leave without pay, retained grade, temporary promotion, details, probationary periods, and benefit election suspenses.  Use the scroll bar at the right of the screen to view more data.

National Guard
The National Guard category contains the following screens:

AGR AF
Information pertaining to Air Force AGR personnel.

AGR Army
Information pertaining to Army AGR personnel.

NG Other
Miscellaneous National Guard information.

Index to CSU Application Data

Purpose
The following index contains a description of many of the commonly used data fields in CSU Application.

· The “category” column indicates what group of screens the data can be found in (HRM-Human Resource Mgmt; Car Brf-Experience Brief / Demo Projects; and Pers Proc-Personnel Processing).

· The “screen” column indicates the actual screen containing the data.

· This is not an exhaustive list.

· Some entries appear on more than one screen.

DESCRIPTION
CATEGORY
SCREEN

Academic data
Car Brf
Education

Accounting data
HRM
Army Position

Accounting process code
HRM
Army Position

Accrued leave
HRM
Leave

Acquisition data
Car Brf
Acquisition

Acquisition position career category
HRM
Posn 2

Activity (UIC)
HRM
Posn 1

Address
Pers Proc
Basic

Adjusted service comp date (SCD)
Pers Proc
RIF

Administratively uncontrollable overtime pay
HRM
Resource

Adverse actions
Pers Proc
Perf/Disc

Age
Pers Proc
Benefits

Agency
HRM
Posn 1

AMS code
HRM
Army Position

Annual leave
HRM
Leave

Annuitant indicator
Pers Proc
Basic

Annuitant indicator
Pers Proc
Military

Annuitant status
Pers Proc
Benefits

APC code
HRM
Army Position

Appointing authority
Pers Proc
Basic

Appointment expiration
Pers Proc
Suspense

Appointment type
Pers Proc
Basic

Appraisals
Car Brf
Appraisal

Appraisal data (demo projects)
Car Brf
Demo Appr

Army demo project information
Car Brf
Army Demo

Assessment score
Car Brf
CCAS Info

Authority code
Pers Proc
SF50s

Awards data
Car Brf
Awards

Balance (leave)
HRM
Leave

Bargaining Unit (BUS)
Pers Proc
Basic

Bargaining unit status (BUS)
HRM
Posn 1

Basic pay
Pers Proc
Basic

Belgium pay data
Pers Proc
Supp Pay

Benefits
HRM
Resource

Career field ID
Car Brf
Career Prog

Career program
HRM
Posn 2

Career program data
Car Brf
Career Prog

CCAS info
Car Brf
CCAS Info

Certifications (occupational)
Car Brf
Education

China Lake demo project data
Car Brf
China Lake

Citizenship
Pers Proc
Basic

Civil Service Retirement System (CSRS)
Pers Proc
Benefits

Civilian Position Control Number
Pers Proc
Basic

Civilian Position Control Number (CPCN)
HRM
Posn 1

Clearance requirement (security)
HRM
Posn 1

College attended
Car Brf
Education

Comp time
HRM
Leave

Competitive level (RIF)
Pers Proc
RIF

Competitive level (RIF)
HRM
Posn 2

Comptroller area
HRM
Army Position

Contracting (acquisition position)
Car Brf
Acquisition

Cost of leave
HRM
Leave

Courses (training)
Car Brf
Training

CPCN
HRM
Posn 1

CPCN (Civilian Posn Control Number)
Pers Proc
Basic

Credit hours (education)
Car Brf
Education

Creditable military service
Pers Proc
Benefits

Creditable military service
Pers Proc
Military

CSRS (retirement)
Pers Proc
Benefits

CSRS employer contribution (retirement)
HRM
Resource

Date appointment expires
Pers Proc
Suspense

Date career conversion due
Pers Proc
Suspense

Date detail ends
Pers Proc
Suspense

Date eligible for TSP
Pers Proc
Suspense

Date FEHB election expires
Pers Proc
Suspense

Date initial performance rating due
Pers Proc
Suspense

Date last equivalent increase
Pers Proc
Suspense

Date last promoted
Pers Proc
Basic

Date LWOP expires
Pers Proc
Suspense

Date of birth (Personal data)
Pers Proc
Basic

Date of birth
Pers Proc
Benefits

Date overseas tour expires
Pers Proc
Suspense

Date performance rating due
Car Brf
Appraisal

Date performance rating due
Pers Proc
Suspense

Date position description classified
HRM
Posn 1

Date probation ends
Pers Proc
Suspense

Date residence permit expires (LN)
Pers Proc
Suspense

Date retained grade ends
HRM
Retained

Date retained grade ends
Pers Proc
Suspense

Date service agreement ends
Pers Proc
Suspense

Date start agency
Pers Proc
Basic

Date supervisory probation ends
Pers Proc
Suspense

Date temporary promotion expires
Pers Proc
Suspense

Date temporary reassignment expires
Pers Proc
Suspense

Date trainee promotion due
Pers Proc
Suspense

Date travel agreement expires
Pers Proc
Suspense

Date VRA conversion due
Pers Proc
Suspense

Date within grade increase (WGI) due
Pers Proc
Suspense

Date within grade increase (WGI) due
Pers Proc
Basic

Date work permit expires (LN)
Pers Proc
Suspense

Demo appraisal data
Car Brf
Demo Appr

Dependents
Pers Proc
Suspense

Detail data
Pers Proc
Detail 1 & 2

Disability (handicap)
Pers Proc
RIF

Disciplinary actions
Pers Proc
Perf/Disc

Discipline (education)
Car Brf
Education

DODEA teacher certification
Car Brf
Education

Drug test requirement
HRM
Posn 1

Duty location
Pers Proc
RIF

Duty station
HRM
Posn 1

Duty status
Pers Proc
Basic

Duty status
Pers Proc
RIF

Education
Car Brf
Education

Education level
Pers Proc
RIF

Effective date
Pers Proc
SF50s

Emergency essential
HRM
Posn 1

Emergency essential
Pers Proc
Mob/Emr/Ess

Employee name
All
All

Environmental differential pay (EDP)
HRM
Resource

Environmental differential pay (EDP)
HRM
Posn 2

Essential employees
Pers Proc
Mob/Emr/Ess

Fair Labor Standards Act (FLSA)
HRM
Posn 1

Family member preference
Pers Proc
Basic

Family members
Pers Proc
Mob/Emr/Ess

Federal Empl Group Life Ins (FEGLI)
Pers Proc
Benefits

Federal Empl Health Benefits (FEHB)
Pers Proc
Benefits

Federal Empl Retirement System (FERS)
Pers Proc
Benefits

FEGLI (life insurance)
Pers Proc
Benefits

FEGLI (projected)
Pers Proc
from Benefits

FEGLI employer contribution
HRM
Resource

FEHB (health insurance)
Pers Proc
Benefits

FEHB (projected)
Pers Proc
from Benefits

FEHB employer contribution
HRM
Resource

FERS (retirement)
Pers Proc
Benefits

FERS employer contribution (retirement)
HRM
Resource

Field of study
Car Brf
Education

Financial disclosure
HRM
Posn 1

FLSA
HRM
Posn 1

Foreign language skills
Car Brf
Education

Foreign national employees
Pers Proc
LN Basic

Frozen service
Pers Proc
Benefits

Frozen service
Pers Proc
Military

Functional class (sci/engr)
HRM
Posn 1

Gender
Pers Proc
Basic

Grade
All
All

Handicap
Pers Proc
RIF

Hazardous duty pay
HRM
Resource

Health insurance (FEHB)
Pers Proc
Benefits

Health insurance employer contrib. (FEHB)
HRM
Resource

Holiday pay
HRM
Resource

Home address
Pers Proc
Basic

Hourly rate
HRM
Leave

Hours per week (work sched)
Pers Proc
Basic

Indirect hire (Japan)
Pers Proc
Japan

Intelligence position indicator
HRM
Posn 2

Italy pay data
Pers Proc
Supp Pay

Japanese data
Pers Proc
Japan

Key position
HRM
Posn 1

Key emergency essential employee
Pers Proc
Basic

Korea pay data
Pers Proc
Supp Pay

Language skills
Car Brf
Education

Leave data
HRM
Leave

Leave without pay (LWOP)
Pers Proc
Suspense

Licenses
Car Brf
Education

Life insurance (FEGLI)
Pers Proc
Benefits

Life insurance employer contrib. (FEGLI)
HRM
Resource

Local national data
Pers Proc
LN Basic

Local national data
HRM
Posn 1

Local national data (Japan)
Pers Proc
Japan

Local national payroll number
Pers Proc
Supp Pay

Locality pay
Pers Proc
Basic

Location (duty station)
HRM
Posn 1

Lump sum leave
HRM
Resource

LWOP (leave without pay)
Pers Proc
Suspense

Major command
Pers Proc
Basic

Major command (Agcy sub elm)
HRM
Posn 1

Major field of study
Car Brf
Education

Medicare employer contribution
HRM
Resource

Military leave
HRM
Leave

Military reserve
Pers Proc
Military

Military service
Pers Proc
Military

Minority group designator (MGD) (Pers data)
Pers Proc
Basic

Mobility
Pers Proc
Mob/Emr/Ess

Mobility requirement
HRM
Posn 2

Mobility requirement
Car Brf
Career Prog

Name
All
All

Nature of action (NOA)
Pers Proc
SF50s

Naval Research Lab demo data
Car Brf
NRL Demo

Naval Warfare demo data
Car Brf
NV Warfare

Night differential
HRM
Resource

NOA (nature of action)
Pers Proc
SF50s

Not to exceed data
Pers Proc
Suspense

Obligation data
HRM
Posn 2

Obligation data
Pers Proc
RIF

Occupational certification
Car Brf
Education

Occupational series
All
All

Organization function code
HRM
from Posn1 or 2

Original appointing authority
Pers Proc
Basic

Other pay
HRM
Resource

Overseas data (LN)
Pers Proc
LN Basic

Overseas tour expiration
Pers Proc
Suspense

Overtime
HRM
Resource

Part time indicator (work sched)
Pers Proc
Basic

PATCOB (prof/admin/tech/cler etc.)
HRM
Posn 2

Pay data
Pers Proc
Basic

Pay date
HRM
Resource

Pay increase data (Army demo projects)
Car Brf
Army Demo

Pay plan
All
All

Payroll block
HRM
Army Position

Payroll office
HRM
Leave

PD number
HRM
Posn 1

PD Number
Pers Proc
Basic

Performance appraisals
Car Brf
Appraisal

Performance appraisals
Pers Proc
RIF

Performance awards
Car Brf
Awards

Performance improvement
Pers Proc
Perf/Disc

Permanent or temporary (tenure)
Pers Proc
RIF

Personal data
Pers Proc
Basic

Personnel actions
Pers Proc
SF50s

Position management status
HRM
Army Position

Position not-to-exceed (NTE) date
HRM
Posn 1

Position obligation
HRM
Posn 2

Position obligation
Pers Proc
RIF

Position sensitivity
HRM
Posn 1

Position status
HRM
Posn 1

Position title
All
All

Premium pay
HRM
Posn 2

Probation, managerial
HRM
Posn 1

Probation, supervisory
HRM
Posn 1

Probationary period expiration date
Pers Proc
Suspense

Procurement (acquisition position)
Car Brf
Acquisition

Projected benefits
Pers Proc
from Benefits

Projected PTI
Pers Proc
Suspense

Promotion factors
Car Brf
Appraisal

Proponent (career program)
Car Brf
Career Prog

Purge reprimand
Pers Proc
Suspense

Race national origin
Pers Proc
Basic

Ratings (performance)
Car Brf
Appraisal

Ratings (performance)
Pers Proc
RIF

Recognition (awards)
Car Brf
Awards

Regular hours
HRM
Resource

Regular pay
HRM
Resource

Relocation bonus
HRM
Resource

Reserve status
Pers Proc
Military

Retained grade data
HRM
Retained

Retained grade expiration date
Pers Proc
Suspense

Retention allowance
HRM
Resource

Retired military
Pers Proc
Military

Retirement data
Pers Proc
Benefits

Retirement employer contribution
HRM
Resource

RIF data
Pers Proc
RIF

SCD (leave, RIF, civ)
Pers Proc
Military

SCD for leave
HRM
Leave

SCD Leave
Pers Proc
Basic

School name
Car Brf
Education

Security clearance
HRM
Posn 1

Security clearance
Pers Proc
Basic

Sensitivity
HRM
Posn 1

Separation incentive pay
HRM
Resource

Series
All
All

Service agreement date
Pers Proc
Suspense

Service computation date (leave) (SCD)
Pers Proc
Basic

Service computation date (leave) (SCD)
HRM
Leave

Service computation date (lv, RIF, civ)
Pers Proc
Military

Sex (Personal data)
Pers Proc
Basic

SF 50 (personnel actions)
Pers Proc
SF50s

Sick leave
HRM
Leave

Social security number
All
All

Special program ID (SPID)
Pers Proc
Basic

SPID (special program ID)
Pers Proc
Basic

Sponsors
Pers Proc
Suspense

SSN
All
All

Standby pay
HRM
Resource

Standard form 50
Pers Proc
SF50s

Step in grade
All
All

Subgroup
Pers Proc
RIF

Supervisory level
HRM
Posn 1

Supervisory probation required
HRM
Posn 1

Supplemental pay data
Pers Proc
Supp Pay

Suspense data
Pers Proc
Suspense

Suspensions
Pers Proc
Perf/Disc

Target grade
All
All

TDA line number
HRM
Army Position

TDA paragraph number
HRM
Army Position

Teacher certification (DODEA)
Car Brf
Education

Temporary appointment expiration date
Pers Proc
Suspense

Temporary promotion
Pers Proc
Basic

Temporary promotion expiration date
Pers Proc
Suspense

Temporary reassignment expiration
Pers Proc
Suspense

Tenure
Pers Proc
RIF

Thrift Savings Plan (TSP)
Pers Proc
Benefits

Thrift Savings Plan employer contribution
HRM
Resource

Time off (award)
Car Brf
Awards

Time off (leave)
HRM
Leave

Title
All
All

Training courses
Car Brf
Training

Training program ID
HRM
Posn 2

Travel agreement expiration date
Pers Proc
Suspense

TSP (projected)
Pers Proc
from Benefits

TSP employer contribution
HRM
Resource

TSP eligibility date
Pers Proc
Suspense

Type employees supervised
HRM
Posn 1

Type of appointment
Pers Proc
Basic

Type of employment
Pers Proc
Basic

Union code (barg unit)
HRM
Posn 1

Union code (barg unit)
Pers Proc
Basic

Unit identification code (UIC)
HRM
Posn 1

Use or lose leave
HRM
Leave

Used this pay period 
HRM
Leave

Used YTD (leave)
HRM
Leave

USFJ data
Pers Proc
Japan

Veterans preference
Pers Proc
Basic

Veterans preference
Pers Proc
Military

Veterans preference (RIF)
Pers Proc
RIF

Veterans readjustment appointment (VRA)
Pers Proc
Suspense

Veterans status
Pers Proc
Military

VRA conversion due date
Pers Proc
Suspense

Warrant type (contracting)
Car Brf
Acquisition

Within grade increase (WGI) due date
Pers Proc
Basic

Within grade increase (WGI) due date
Pers Proc
Suspense

Work permit expiration date
Pers Proc
Suspense

Work schedule
Pers Proc
Basic

Work schedule
Pers Proc
RIF
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Appendix A CSU Screen Definitions

CSU Logon Screen
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Field/Button
Description

Username
Sign-in user name

Password
Password associated with the user

Database
Combination of server name and database name Ex: tbird_csu03

2nd CSU Logon Screen (CSUUSER Only)
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Field/Button
Description

Social Security Number
No dashes

Date of Birth
Date of birth for the associated Social Security Number

CSU Options Screen

Allows eligible users to obtain more accurate results by limiting their record access to meet a specific condition.
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Field/Button
Description

CPO
Personnelist in all functional areas.

Administration
Administrative personnel who need to access civilian personnel information to perform their jobs.



Manager
Managers and supervisors who need access to information about their employees.

Org Component
A combination of CPO ID, command code, UIC, and org code

Example:  EWP1W1KCAABF, where:

· EW is the SOID

· P1 is the command code

· W1KCAA is the UIC

· BF is the org structure code



Employee Type
Employee position type. Example: Appr 

Main CSU Application Screen
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Field/Button
Description

Displays
View available CSU Displays

Reports
View available CSU Reports

Sys Admin
View System Administrator applications

Password
Change your user password

Productivity
View RPA open status report

Form 75
View SF Form 75 report

Exit
Exit to Options Screen

CSU Applications Displays
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Field/Button
Description

Army Position
View position data unique to Army employees.

Leave
The employee’s leave information.

Position 1
Position control and manning data.

Position 2
Career program data, obligation information, and environmental differential pay data.

Resource
Payroll data for the employee, arranged by pay period.

Retained
Employees retained grade data.

Acquisition
Acquisition data for employees in acquisition workforce positions

Awards
Information on the awards received.

Education
Information on degrees, programs, schools attended, fields of study, foreign language skills, and occupational certifications

CCAS Info
Salary and appraisal information for demo project employees using CCAS.

NV Warfare
Data for employees in Navy Warfare demo projects.

China Lake
Data for employees in the Navy China Lake demo project.

Appraisal
Current and last three performance ratings as well as next rating due date.

Career
Career program information.

Training
Information on completed training courses.

NAF Appraisal
Appraisal information on NAF personnel.

Language /Japan
Language test information for Japan AF and Navy personnel

Army Demo
Pay increase data for employees in Army demo projects.

NRL Demo
Data for employees in Navy Research Lab demo projects.

Demo Appraisal
Performance appraisal information for employees in various demonstration projects.

Basic
Commonly used employee data.

Detail 1
One of two screens containing information on employees detailed out of their permanent position. 

Japan
Information on Japanese local national employees (indirect hires).

Military
Military service, reserve status, veterans status, veterans preference.

Perf/Disc
Disciplinary actions taken and performance improvement plans.

Suspense
Due dates for a variety of personnel actions.

Benefits
Health and life insurance, thrift savings (TSP), and retirement information.

Detail 2
Second of two screens containing information on employees detailed out of their permanent position. 

LN Basic
Information on local national employees.

Mob/Emr/Ess
Mobilization requirements and emergency essential information.

RIF
Information pertaining to an employee’s tenure and retention standing.

Mob/Emr/Ess
Mobilization requirements and emergency essential information.

AGR AF
Information pertaining to Air Force AGR employees.

AGR Army
Information pertaining to Army AGR employees

NG Other
Information pertaining to National Guard TECH employees.

Army Position Display
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Field/Button
Description

NAME
Person’s Name

SSN
Social Security Number

BASE
Personnel Office ID (POI)

OFFSYM
Office Symbol

PAS
Personnel Accounting Symbol

OSC
Organizational Structure Code

PHONE
Duty Phone

PP
Current Pay Plan

SRS
Current Occupational Series

GR
Current Pay Grade

TG
Target Grade

STEP
Current Pay Grade Step

SOID
Servicing Civilian Personnel Office ID

PSN TYP
Position Type

TITLE
Position Job Title

AMS CODE
AMS Code (Mobilization)

FUNC DESIGNATOR
Functional Designator

TDA LINE NO
Table of Distribution and Allowances Line Number 

AR APC
Account Processing Code (Same as ACCNT PROC COCE)

POSN MGMT STAT
Position Management Review Status

ACCNT PROC CODE
Account Processing Code (Same as AR APC)

COMP AREA
Competitive Area

PSN CAR PGM CD
Position Career Program Code

TDA PARAGRAPH NBR
Table of Distribution and Allowances Paragraph Number

LN WORK CENTER
Local National Work Center Code

ORG FUNC CODE
Organization Function Code

FINANCIAL STATEMENT
Financial Statement

Leave Data Display
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Field/Button
Description

PAYROLL OFC ID
Payroll Office ID

PAY PERIOD END DATE
The last day of the referenced pay period

USE OR LOSE
Amount of Use or Lose Leave

SCD – LEAVE
Leave Service Computation Date

ACCRUED (YTD) – ANNUAL LEAVE
Earned Annual Leave (Year to Date)

ACCRUED (YTD) -  SICK LEAVE
Earned Sick Leave (Year to Date)

USED THIS PP – ANNUAL LEAVE
Annual Leave used the Pay Period

USED YTD – ANNUAL LEAVE
Annual Leave used (Year to Date)

USED YTD – SICK LEAVE
Sick Leave used (Year to Date)

CURRENT BALANCE – ANNUAL LEAVE
Current Annual Leave Balance

CURRENT BALANCE – SICK LEAVE
Current Sick Leave Balance

X HOURLY RATE - ANNUAL LEAVE
Per Hour Value of Annual Leave

X HOURLY RATE - SICK LEAVE
Per Hour Value of Sick Leave

= TOTAL COST OF LEAVE - ANNUAL LEAVE
Total Cash Value of Accrued Annual Leave

= TOTAL COST OF LEAVE - SICK LEAVE
Total Value of Accrued Sick Leave

HOME LEAVE BALANCE
Home Leave Balance

NON PAY USED YTD
Non Pay Used YTD

EARNED YTD - COMP TIME
Compensatory Time Off Earned Year to Date

EARNED YTD – MILITARY LEAVE
Military Leave Earned Year to Date

USED YTD – COMP TIME
Compensatory Time Off Used Year to Date

USED YTD – MILITARY LEAVE
Military Leave Used Year to Date

END BAL – COMP TIME
Compensatory Time Off Ending Balance

END BAL – MILITARY LEAVE
Military Leave Ending Balance

BALANCE – TIME OFF
Awarded Time Off Ending Balance

USED YTD
Awarded Time Off Used

ITALY DATA – PATERNITY LV EXP DT 
Paternity Leave Expiration Date

ITALY DATA – MATERNITY LV EXP DT
Maternity Leave Expiration Date

Position Data (Screen 1) Display
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Field/Button
Description

POSN/SEQ NR
Position and Sequence number portion of Position

NV POS SENS CR
Navy Position Sensitivity Criterion

DT CLASS
Date Position Classified

SUPV LEVEL
Supervisory Status

TYPE EMP SUPV
Type Employee Supervised

POSN OCCUP ID
Position Occupied

BARG UNIT
Bargaining Unit

DRUG TST REQD
Drug Test Required

POSN-STATUS
Position Status

UNIT ID CD
Unit Identification Code

CIV CAT GRP
Employment Category Group

AGCY SUB ELM
Agency Group Sub Element Flag

MGT REVIEW
Position Management Review Status

AGCY SUPPORT
Agency Support Code

FUNC CLSS IDF
Functional Class

DFAS LOCATION ID
Defense Finance and Accounting  Service Location

POSN SENS
Position Sensitivity

SECURITY REQD
Position Security Clearance Required

FLSA
Fair Labor Standards Act Indicator

EE/KEY
Key/Emergency/Essential Position

DUTY STATION
Where the position is located

AF AUTH
AF Authorized Additional Information

MPCN
Manpower Position Control Number

PROG ELEMENT
Program Element Code

FUNC ACCOUNT
Functional Account Code

PAS
Personnel Accounting Symbol

AFSC
Air Force Specialty Code

POSN – NTE- DT
Position Not to Exceed Date

NAVY UNIT ID
Navy Unit Identification Code

AGCY CODE
Agency Support Code

LN DATA
LN Data Additional Information

FILE ID FLAG
Employee Type

DY TTL POS
Local National Position Duty Title

NTE ROI BELGIUM
ROI Not to Exceed (Belgium)

LAST AUDIT
Date of Last Position Audit

OBL CPCN TYPE
Obligated Position Type

DFAS LINE NR
Defense Finance and Accounting  Service Line Number

ORG FUNC CD
Organization Function Code

Position 2
Button – View Position 2 Display

DLA Unique
Button – View DLA Unique Display

DLA-DECA-CAR-PGM-PSN
DLA Career Program Position

DLA-ROTATION-STATUS
DLA Rotation Status

DEMO INFO
Button – View Demo Info Display

DEMO LOCATION
DEMO Location Code

DEMO PAY PLAN
DEMO Position Pay Plan

DEMO BROADBAND
Pay Band Identifier of a Demo Project Position

DEMO SAC
Navy Specialty Area Code

DEMO OGC
Navy Occupational Group Code

NAF
Button – NAF Information Display

NAFI POSITION ID
NAFI Position ID

NAFI CATEGORY
NAFI Category

EMP CATEGORY
Employment Category

EMPLOYING NAFI
Employing NAFI

Position Data (Screen 2) Display
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Field/Button
Description

CAREER PROG
Position Career Program

CAR POSN TYPE
Position Career Program Type

PATCOB
Position Occupation Category Code

MOBILITY REQD
Position Mobility Requirement

TRNG PROG ID
Position Training Program ID

INTELL PSN IND
Intelligence Position Indicator

ACQ POSN CAR CAT
Acquisition Position Career Category

EMPL - PAY PLAN
Employee Pay Plan

POSN - PAY PLAN
Position Pay Plan

POSN - GRADE
Position Grade

EMPL - SERIES
Employee Series

POSN - SERIES
Position Series

EMPL - COMP LEV
Employee Competitive Level

POSN - COMP LEV
Position Competitive Level

OBLIG TYPE
Obligated Position Type

OBLIG EXP
Date Obligation Expires

OBLG CPCN
Obligated Position Control Number

PREM PAY ID
Premium Pay Indicator

EDP TYPE
Eminent Danger/Hazard Pay

Position 1
Button – View Position 1 Display

DLA Unique
Button – View DLA Unique Display

DLA-DECA-CAR-PGM-PSN
DLA Career Program Position

DLA-ROTATION-STATUS
DLA Rotation Status

DEMO INFO
Button – View Demo Info Display

DEMO LOCATION
DEMO Location Code

DEMO PAY PLAN
DEMO Position Pay Plan

Resource Data Display

[image: image15.png]'SU APPLICATION [_[O]x]
Action Query Beposiion Execute Query Edior Window Help

1]
= = e iz Za—
w s | 1o |sme[ som[ pswre[  tomg
omen
myor oo mc Rece mog pav BawETs R ms
[ [ [ 1 -—

Count *0 ENTER QUERY <list





Field/Button
Description

PAY DT
Pay Ending Date

OBAN
Obligation Budget Accounting Number

PEC
Program Element Code

RECC
Responsibility Cost Center

REG PAY
Regular Pay

OTHER PAY
Additional Other Pay Information

OVERTIME
Overtime Hours

HOLIDAY PAY
Holiday Hours

STANDBY/AUO
Standby Hours

SUNDAY
Sunday Hours

NIGHT DIFFERENTIAL
Night Differential Hours

RELOCATION BONUS
Amount of relocation pay

NV DEMO SAC
Navy Specialty Area Code

LUMP SUM LEAVE
Total annual leave hours accrued/not yet used

HAZARDOUS DUTY
Amount of additional pay based on exposure to a hazard

ENVIRONMENTAL DIFFERENTIAL
Amount of additional pay based on an environmental hazard

SEPARATION INCENTIVE
Amount of bonus that was given upon  separation

RETENTION ALLOWANCE
Amount of pay based on retention allowance

RETENTION ALLOW REV DT
Retention Allowance Review Date

NV DEMO OGC
Navy Occupational Group Code

BENEFITS
Additional Benefit Pay Information

EMPLOYER FEGLI CONTRIB
Employer FEGLI Contribution

EMPLOYER FEHB CONTRIB
Employer FEHB Contribution

EMPLOYER CSRS CONTRIB
Employer CSRS Contribution

EMPLOYER FERS CONTRIB
Employer FERS Contribution

EMPLOYER TSP G FUN
Employer TSP G Contribution

EMPLOYER TSP C FUND
Employer TSP C Contribution

EMPLOYER TSP F FUND
Employer TSP F Contribution

EMPLOYER FERS 1 PCT
Employer FERS 1 Percent Contribution

EMPLOYER MEDICARE OASDI
Employer Medicare OASDI Contribution

REG HRS
Regular Hours

Retained Data Display
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Field/Button
Description

PAY PLAN
Retained Pay Plan

GRADE
Retained Pay Grade

PAY IDENT
Retained Pay Table Identifier

 GRADE START DATE
Retained Grade Start Date

 GRADE END DATE
Retained Grade End Date

STEP IN GRADE
Retained Step in Grade

PAY BASIS
Retained Pay Basis

LOCALITY PCT
Retained Locality Percentage

Acquisition Data Display
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Field/Button
Description

QUALIFICATION BASIS
Acquisition Qualification Basis - Degree

EXPERIENCE (mths)
Months of Acquisition Experience

EXPERIENCE DATE
Date Acquisition Experience Input

CAREER LVL ACHVD
Acquisition Career Level Achieved

CAREER LVL ACHVD DATE
Date Acquisition Career Level Achieved

POSITION CAREER CAT
Acquisition Position Career Category

JOB SPECIALITY 1
Acquisition Position Job Specialty 1

ASGN REV ACT TYPE
Acquisition Assignment Review Action Type

1102 SERIES QUAL
Acquisition 1102 Series Qualification Basis

WARRANT TYPE
Acquisition Warrant Type

WARRANT BEGIN DATE
Acquisition Warrant Start Date

WARRANT END DATE
Acquisition Warrant End Date

WARRANT AMOUNT
Acquisition Warrant Amount

EMPL CAREER FIELD
Acquisition Position Employee Career Field

REQD CAREER LEVEL
Acquisition Position Career Level Required

JOB SPECIALTY 2
Acquisition Position Job Specialty 2

CORPS QUALIFIED
Acquisition Corps Qualification Basis

TENURE AGREE END DATE
Date Acquisition Tenure Agreement Ends

Award Data Screen
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Field/Button
Description

AWARD TYPE
Award Type

AWARD DATE
Date Award Earned

ID
Group Award

AWARD AMT
Amount of Hours

NAF AWARD
Button – NAF Award Form

NAF Award Data Screen
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Field/Button
Description

CURRENT YR TIME OFF
Current Year Time Off

CURRENT YR TOTAL HOURS
Current Year Total Hours

PREVIOUS YR TIME OFF
Previous Year Time Off

PREVIOUS YR TOTAL HOURS
Previous Year Total Hours

DATE AWARD EARNED
Date Award Earned

Education Data Screen
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Field/Button
Description

EDUC DISCRPT
Instructional Program

CREDIT TYPE
Credit Type

MAJ-MIN
College Major or Minor

LEVEL
Education Level

SCHOOL TYPE
Type of School (College/University)

ACAD INST NAME
Academic Institution Name

HRS
Credit Hours

YR
Year Degree/Certificate Attained

FOREIGN LANG
Language Identifier

PROFICIENCY LVL
Language Proficiency Level

OCC CERTIFICATE
Type of Occupational Certificate

DATE ISSUED
Date Occupational Certificate Issued

DODEA  TCH
Teacher Certifications

NAF Appraisal Data Screen
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Field/Button
Description

DATE APPRAISAL DUE
Date Appraisal Due

CURRENT APPRAISAL SCORE
Current Appraisal Score

SUPERVISOR APPRAISAL
Supervisor Appraisal

DATE OF RATING
Date Of Rating

PERF EVALUATION
Performance Evaluation)

DATE OF EVALUATION
Date Of Evaluation

DATE PROB APPR DUE
Date Probation Appraisal Due

OFFICE SYMBOL
Office Symbol

PAY PLAN
Pay Plan

GRADE
Grade

CCAS Data Screen
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Field/Button
Description

ASSESSMENT SCORE EFFECTIVE DATE
CCS Assessment Score Effective Date

ACTUAL SCORE
CCS Actual Score

ACTUAL SALARY INCREASE
CCS Actual Salary Increase

EXPECTED SCORE
CCS Expected Score

SALARY CONTRIB POOL
CCS Salary Contrib Pool

DELTA X
CCS Delta-X

Naval Warfare Lab Data Screen
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Field/Button
Description

CONT PAY EFFECTIVE DATE
Continuing Pay Effective Date

DATE LAST BONUS PAID
Date last Bonus Paid

CONT PAY AMOUNT
Continuing Pay Amount

BONUS AMOUNT
Bonus Amount

CONT PAY POINT VALUE
Continuing Pay Point Value

BONUS POINT VALUE
Bonus Point value

CONT PAY PERCENTAGE
Continuing Pay Percentage

BONUS PERCENTAGE
Bonus Percentage

China Lake DEMO Data Screen
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Field/Button
Description

PERM PAY PLAN
Pay Plan

PERM GRADE
Grade

PERM STEP
Step

BONUS RESON
Bonus Reason

BONUS INDIACTOR (Spelling? Indicator?)
Bonus Indicator

INCREMENTS HELD
Increments Held

PERFORMANCE CONSTRAINT IND
Performance Constraint Indicator

Appraisal Data Screen
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Field/Button
Description

EFFECTIVE DATE
Date Effective

RATING
Rating of Record

APPRAISAL TYPE
Appraisal Type

APPRAISAL PATTERN
Appraisal Pattern

UNIT PAS
Unit

OFFICE SYMBOL
Office Symbol

GRADE
Grade

PAY PLAN
Pay Plan

DT APPR PERIOD ENDS
Date Appraisal Period Ends

APPRAISAL DUE DATE
When the Air Force appraisal should occur

Career Program Data Screen
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Field/Button
Description

CAR PRG REG
 Registration 

PROGRAM
Career Program

TYPE
Career Type

MOBILITY
Career Mobility

DT CONV CAR BEG (doesn’t fit on this screen)
Date Conversion Career Begins

AR CAR PGM REGTRT
Career Program

AR PROP CAREER FLD ID
Career Field (AR)

ARMY CAREER PROGRAM
Career Program

Training Data Screen
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Field/Button
Description

DROP IND
UNKNOWN (NOT MAPPED)

COURSE TITLE
Course Title

END DT
Class Graduation Date

TNG CODE
Type

HOURS
Total Course Hours

Language Data Screen
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Field/Button
Description

ALLOWANCE
Allowance

EFFECTIVE DATE
Effective Date

TESTS
Tests

DEGREE
Degree

SCORE
Score

DATE EXAM
Date of Exam

Army DEMO Data Screen
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Field/Button
Description

ACTUAL SCORE
Actual Score

DEMO TYPE PAY INCREASE
Type Pay Increase

PREF PAY INCREASE
Pref Pay Increase

NRL DEMO Data Screen
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OCCUPRTIONAL CATEGORY SPCLTY
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REVIEW DATE

DR EEEECTIVE DATE

MAINT PRY EXPIRE DATE
MAINTAINED PAY ELAG
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Field/Button
Description

OCCUPATIONAL CATEGORY SPECLTY
CCS Occupational Category Specialty

CCS EFFECTIVE DATE
CCS Effective Date

RIF CATEGORY
RIF Category

ALLOWANCE PERCENTAGE
DCA Allowance Percent

ALLOWANCE AMOUNT
DCA Allowance Amount

REVIEW DATE
DCA Review Date

DCA EFFECTIVE DATE
DCA Effective Date

MAINT PAY EXPIRE DATE
NRL Maint Pay Expire Date

MAINTAINED PAY FLAG
NRL Maintained Pay Flag

DEMO Appraisal Data Screen
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Field/Button
Description

EFFECTIVE DATE
Date Effective

RATING
Rating of Record

APPRAISAL TYPE
Appraisal Type

PROM PAS
Unit

PROM OFF SYM
Office Symbol

PROM GRADE
Grade

PROM PAY PLAN
Pay Plan

RATING PATTERN
Rating of Record Pattern

RATING LEVEL
Rating of Record Level

RATING PERIOD END
Date Appraisal Period End

ORG STRUCT ID
Organization Structure ID

RATING DUE DATE
Date Due

INITIAL APPRAISAL DUE
Date Initial Appraisal Due

Basic Employee Information Data Screen
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Field/Button
Description

POSN/SEQ NR
Position Number

EMPLOYEE NR
Employee Number

DT START CPF
Assignment Start Date

PAY DATA
Pay Data Additional Information

PAY BASIS
Pay Basis

PAYROLL INT FLAG
Payroll System

PAYROLL ORG CODE
Payroll Org Code

RELOCATION BONUS
Relocation Bonus

RETENTION ALLOW
Retention Allowance

BASIC SALARY
Basic Salary

ADJ BAS SAL
Adjusted Basic Pay

PAY RATE DET
Pay Rate Determinant

AR QUADRI ALW
Army QUADRI Allowance

COLA NAF PERCENT
NAF Cost of Living Allowance Percentage

LOC %/AREA
Local Area Percentage

TOTAL SALARY
Total Salary

COST CODE
Payroll Cost Code

RECRUITMENT BONUS
Recruitment Bonus

STAFF DIFF PAY
Staffing Differential

SUPV DIFF PAY
Supervisory Differential

LOCALITY
Locality Adjustment

PAY TABLE
Pay Table

AR WORK CEN CODE
Army Workcenter Code

AR APC
Account Processing Code

COLA NAF
NAF Cost of Living Allowance

KEY EMER ESNTL EMPL
Key Emergency Essential Employee

DT WGI DUE
Date Due

ADDRESS DATA
Address Additional Information

STREET
Address Information

CITY
Address Information

STATE
Address Information

ZIP
Address Information

HOME PHONE
Address Information

SUPV MG PROG CMPL
Spvr/Mgr Probation Completion

APPT TYPE
Appointment Type

CITIZENSHIP
Citizenship Data Additional Information

CITIZENSHIP
Citizenship

CNTY WORLD CIT
Country World Citizenship

NV CIT BASIS
Navy Citizenship Basis

LN BIRTH PLACE
Local National Birth Place

DT LAST PROM
Date Last Promotion

TEMP PROM
Temporary Promotion Data Additional Information (If Applicable)

SPID
Special Program Identifier

FAM MBR PREF
Family Member Employment Pref

DUTY STATUS
Duty Status

PAS MAJCOM ID
Assigned MAJCOM

PERSONAL DATA
Personal Data Additional Information

DATE OF BIRTH
Date Of Birth

SEX
Sex

RACE NATIONAL ORIGIN
Race National Origin

WORK SCHED/HOURS
Work Schedule Additional Information

WORK SCHEDULED
Work Scheduled

HOURS SCHEDULED
Hours Scheduled

PART TIME INDCTR
Part-time Indicator

LN WORK HRS WK MO
Hours Worked Local National

GUARANTEED HRS (NAF)
Number of Guaranteed Hours

ACTNG CD
Accounting Code

TYPE OF EMPL
Type of Employment

ORIG APPT AUTH CD 1
Orig Appointment Auth Code

BARG UNIT
Bargaining Unit ID

ORIG APPT AUTH CD 2
Orig Appointment Auth Code

SCD LEAVE
SCD Leave

SECURITY CL
Security Clearance Additional Information

PERS SCTY CLEAR ELIG
Personal Security Clearance Eligibility

DT SCTY INVES COMPL
Date Security Investigation Completed

SCTY CLEAR ELIG DT
Security Clearance Eligibility Effective Data

SCTY INV BASIS
Security Investigation Basis

PHY CL EXAM OR TEST
Physical Exam or Test Type

EXAM TYPE
Exam Type

EXAM DATE:
Exam Date

NV CLEAR SEC DET ELIG
Security Clearance Eligibility (NV)

VET PREF APPT
Veterans Preference

ANN IND
Annuitant Indicator

ACCS DOD HRNG FRZ
Access DOD Hiring Freeze

WELFARE TO WORK
Welfare To Work Program

Detail Data Screen
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Field/Button
Description

PP – SERS – GR
Detail Pay Plan, Series, and Grade

BEGINS
Date Detail Begins

EXPIRES
Date  Detail Expires

POSN SNSVY
Detail Position Sensitivity

TNG PROG ID
Detail Training Program ID

TARGET GR CIV
Detail Target Grade Civilian

SUPV STAUS
Detail Supervisor Status

AGCY CD
Detail Agency Code

POSN LOC INDV
Detail Position Location

WRK SCHED
Detail Work Schedule

DUTY LOC CURR
Current Duty Location

APPT TYPE
Appointment Type

ORG FUNC CD
Org Function Code Of The Detail

DEMO PAY PLAN
Demo Pay Plan

DEMO BROADBAND
Pay Band Identifier of a Demo Project Position

Screen 2
Button – View Detail 2 Display

USFJ Basic Employee Data Screen
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Field/Button
Description

DOB
Date Of Birth

EOD
 Date Of Hire

STEP DUE
Date Next Step Due

JOB DEFINITION NUMBER
Civilian Position Control Number (Not Visible)

SUPERVISORY CODE
Single Digit Code Defining Position

UIC
Unit ID Code

AGCY SUB EML
Agency Group Sub Element Flag

DUTY LOCATION
Duty Location Code

PARAGRAPH
Table of Distribution and Allowances Paragraph Number

LINE
Table of Distribution and Allowances Line Number

STREET
Individual Local Street Address

CITY
Individual Local City Address

STATE
Individual Local State Address

COMPETETIVE AREA
Competitive Grade

Military Data Screen


[image: image35.png]7 CSU APPLICATION V3.0
Action Query Reposiion Evecute Query Editor Window Help

725 MILITARY DATA

[_[C1x]
o T ——
S - <l o )
s (Wl |sommm —
mesmve ;[ | sowm:
moseeene: [ | smaw
e =
eoerri: [ | awmsmc [
| I et
moram v [ | versw smaus: [
i recmy st [ | venmwoeweaens | |

R DRET EXIPT:
R DT DRET EXYP!

[ —
— ——

|

o e e e





Field/Button
Description

ANNUITANT IND
Annuitant Indicator

RESERVE CAT
Reserve Category

MIL SVC COMP
Military Service Component

MIL SVC DESIGN
Military Service Designation

GRADE RET MIL
Retired Military Grade

RET MIL  EX PAY
Retired Military Exception Pay

RET MIL WAVIER
Retired Military Waiver

MIL RECALL STAT
Military Recall Status

AR DRAFT EXMPT
Army Draft Exempt

AR DT DRAFT EXMPT
Army Draft Exempt Date

SCD LEAVE
Service Computation Date - Leave

SCD RIF
Service Computation Date - RIF

SCD CIV
Service Computation Date - Civilian

FROZEN SERVICE 
Frozen Service

CRED MIL SERVICE
Creditable Military Service

VETERAN PREF RIF
Veterans Preference for RIF

VETERAN STATUS
Veteran Status

VETERAN PREF APPT
Veteran Preference Appointed

VRA DUE DT
Expected date of  conversion from VRA to career condition status 

DT RET MIL
Military Retirement Date

VET PREF FOR RIF VALUE
Veterans Preference for RIF Value

Performance Improvement/Disciplinary Data Screen
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DT SUSP 3DA OR LESS:
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Field/Button
Description

DT BEG
Date Performance Improvement Period Begins

DT END
Date Performance Improvement Period Ends

LENGTH
Length Of Improvement Cycle

EXTENSIONS
Number Of Extensions

ACTION TAKEN
Type Of Action Taken

DATE
Date Of Disciplinary Action

NOAC
Action Definition

DAYS SUSP
Number Of Days Suspended

REASON
Reason For Adverse Action

Suspense Data Screen
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Field/Button
Description

WGI DUE DT
Within Grade Increase Due Date

DT LAST INC
Date Last Incurred

LWOP HOURS
Leave Without Pay Hours

WGI PAY DT
Within Grade Increase Pay Date

DAYS WORKED
Days Worked

LWOP SU BEG
Leave Without Pay  Start Date

APPT NTE DT
Appointment Not To Exceed Date

LWOP NTE
Leave Without Pay Not To Exceed

RTND GR EXP
Retained Grade Expired

PROM NTE
Promotion Not To Exceed

DETAIL NTE
Detail Not To Exceed

REASSIGN NTE
Reassign Not To Exceed

TRAINEE PROM
Trainee Promotion

PROJ EFF DT
Projected Effective Date

OSEA TOWR EXP
Overseas Return Expires

DT FURLO ENDS
Date Furlough Ends

WTOP EMPT EXP
Date WTOP Exemption Expires

TEMP POSN CNG NTE
Temporary Position Change Not To Exceed

LIMITED APPT NTE
Limited Appointment Not To Exceed

PROB TRI BEG
Date Problem/Trial Period Begins

CAREER CONV
Career Conversion

CONV REC DUE
Date Recommend Conversion Due

PROB END DT
Date Problem Ends

VRA CONV DUE
VRA Conversion Due

SVC AGR DT
Service Agreed Date

SUP PROB END
Date Supervisor Problem Ends

TRAVEL AGR DT
Travel Arrangement Date

FEHB ELEC EXP
Date FEHB Election Expires

TMP ELIG FEHB
Date Temporary FEHB Eligible

AR APPR PERF
Date Army Performance Appraisal Due

EXP WRK PRMT
Date Work Permit Expires

EXP RES PRMT
Date Residency Permit Expires

SPONS DPRTS
Date Sponsor Departs

Benefits Data Screen
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Field/Button
Description

HLTH PLN
Additional Information

EFF FEMB DT
Date FEMB Effective

DT TEMP ELIG FEMB
Date Temporary Eligible FEMB

FEGLI
Federal Employee Group Life Insurance Elected

FEHB ELEC EXP
Date FEHB Election Expires

DEP DERT EXP
Date Dependent Certification Expires

NAF AF
Button – AF NAF  Insurance

GROUP INSURANCE
Group Insurance Election

GROUP ELECTION EXPIRATION
Group Insurance Expiration

LIFE PLAN
Type of Plan

HEALTH PLAN
Type of Plan

CLASS CODE


INSURANCE EFFECTIVE DATE
Insurance Effective Date

GROUP LIFE INSURANCE
Type of Plan

LIFE INS ELECT EXP DT
Life Insurance Election Expiration Date

TSP STATUS CD
TSP Status Code

AGNCY CONTRIB ELIG DT
Date Of Agency TSP Contribution Eligibility

TSP EMPL AMT
TSP Empl Amount 

TSP STATUS DT
TSP Status Date

EMP CONTRIB ELIG DT
Date Of Employee TSP Contribution Eligibility

TSP SCD
TSP Service Computation Date

TSP RATE
TSP Rate

TSP ACTION EFF DT


RET CD
Retirement Code

AGE
Years and Months since Date of Birth

APPT TYPE
Appointment Type

VOL RET EST
Estimated Voluntary Retirement Date 

DT OF BIRTH
Date of Birth

FERS TYPE
FERS Type

EARLY RET EST
Estimated Early Retirement Date

SCD LEAVE
Service Computation Date for Leave

CSRS COV APPT
CSRS Coverage Appointment

RT MIL DT
Military Retirement Date

SCD RIF
Service Computation Date for RIF

FROZEN SVC
Frozen Service

CRED MIL SVC
Credible Military Service

SCD CIV
Service Computation Date for Civilian

ANN STAT
Annuitant Status

MAND RET CIV
Mandatory Civilian Retirement Date

SCD RETIREMENT (NAF)
NAF Retirement Service Computation Date

PROJECTED
Button – View Projected Display

Detail (Screen 2) Data Screen
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Field/Button
Description

DETAIL TO
Detail Position Control Number

POSN TITLE
Detail Position Title

ORG STRUCT ID SHRED
Detail Organization Structure ID Shredout

ORG COMP
Detail Org Component

FUNCT ACCT AND SHRED
Detail Function Account And Shredout

POSN OCCUPD ID
Detail Position Occupied ID

PAY RATE DETERM
Pay Rate Determinant

TYPE OF EMPLOYMENT
Type of Employment

CIV EMP CAT GRP
Employment Category Group

TENURE GP EMPL
Tenure

PAYROLL ORG CD
Payroll Org Code

PAS AUTH
PAS Authorized

GSA GEOLOC
Location Code

OFFICE SYM
Office Symbol

REPL SUPPL DM
Replacement Supplement

PREMIUM PAY IND
Premium Pay Ind

Local National Basic Information Data Screen
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R KN ROK ID:

DoB:

R MAIDEN NRME:

R GE S RIF:

S RIF!
R FAMILY MER STATUS:
Y YORLD CIT:

HANDICAP DATA:

R DRAFT EXEMPT STAT:

R BELG # GHILD:

LN PREF CAT:

Count. 0
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Field/Button
Description

AR EMPL NAME
Army Employee Name

AR MAIDEN NAME
Army Employee Maiden Name

FILE ID FLAG
Employee Type

AR GE SCD RIF
Army Germany  Service Computation Date - RIF

SCD CIV
Service Computation Date - Civilian

SCD RIF
Service Computation Date - RIF

AR FAMILY MBR
Army Sponsor Type

AR FAMILY MBG STATUS
Army Family Member Status

CNTY WORLD CIT
Country World Citizenship

WORKS COUNCIL
Army Works Council Additional Information

LOCAL
Local Council ID

DISTRICT
District Council ID

JOINT
Joint Council ID

HEAD
Council Head

HANDICAP DATA
Army Handicap Data Additional Information

PCT
Percent Handicapped

CERT ISSUE AUTH
Certificate Issue Auth

CERT NBR
Certificate Number

CERT EFF DT
Date Certificate Effective

CERT EXP DT
Certificate Expiration Date

LN BIRTH PLACE
Local National Birth Plane

AR DT DRAFT EX
Army Draft Exempt Date

AR DRAFT EXEMPT STAT
Army Draft Exempt Status

AR BELG SPOUSE
Army Spouse Dependency (Belgium)

AR BELG # CHILD
Army Number of Children (Belgium)

AR KN ROK ID
Army Employee ID (Korea)

LN PREF CAT
Local National Preference Category

DOB
Date Of Birth

US/LN Mobilization/Emergency Essential Data Screen
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Field/Button
Description

PAS
Personnel Accounting Symbol

COMMAND CODE
Command Code

UIC
Unit Identification Code

MOBILITY POSN IND
Mobility Position Indicator

EMER ESNTL POSN
Emergency Essential Position

EMER ESNTL EMPL
Emergency Essential Employee

# OF FAMILY MEMB
Number Of Family Members

RIF Data Screen
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Field/Button
Description

POSN OCC
Position Occupied

RATINGS
Last Three Appraisal Ratings

WORK DATA
Work Data Additional Information

WORK SCHEDULED
Work Schedule, e.g. full time, part time, etc.

HOURS SCHEDULED
Number of hours normally scheduled to work

LN WORK HRS WK MON
Number of hours in the normal work schedule

PERM PP
Permanent Pay Plan

TEMP PP
Temporary Pay Plan

PERM GR
Permanent GRADE

TEMP GR
Temporary GRADE

PERM SERS
Permanent SERIES

TEMP SERS
Temporary SERIES

PERM COMP LVL
Permanent Competitive Level

TEMP COMP LVL
Temporary Competitive Level

VET PREF RIF
Veterans Preference for RIF

TENURE
Tenure

ADJ – SCD – RIF
Adjusted Service Computation Date - RIF

HANDICAP
handicap

SUBGROUP
Applicable Reduction in Force Subgroup

AR GE SCD
Army Germany Service Computation Date

PROM NTE
Promotion Not To Exceed Date

DUTY LOC
Duty Location Code

DETAIL NTE
Detail Not To Exceed Date

DUTY STAT
Duty Status

OBLIG EXP
Date Obligation Expires

POSN OBLIG TO
Obligated Type To & Type are different; to is the SSAn of the person the posn is obligated to; type is the reason it’s obligated, such as temp promotion

VET PREF FOR RIF VALUE
Veterans Preference for RIF Value

Supplemental Data Screen
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Field/Button
Description

PAY SUPL TYPE
Supplemental Pay Type

DT SUPP PAY EFF
Date Supplemental Pay Effective

PAY BASIS SUPPL
Supplemental Pay Basis

PCT
Supplemental Pay Percentage

SUPP PAY
Supplemental Pay

LN PAYROLL NR NEW
LN Payroll Number New

LN NR OLD
LN Payroll Number Old

ITALY PAY DATA
Italy Pay Data Additional Information

CONTINGENZA PAY
Contingency Pay

3rd ELEMENT PAY:
Third Element Pay

PERS SUPP PAY
Supplemental Skills Pay

US FORCES DIFRNTL
US Forces Differential

SENIORITY PAY
Seniority Pay

FR SENIORITY PAY
Frozen Seniority Pay

SPA
Senior Personable Absorbable (Not Used)

EDR IT
EDR Pay

BELGIUM DATA
Belgium Data Additional Information

PAY PROTECTION
Pay Protection (Army)

BANK ACCT NR
Bank Account Number

MEC NO
Mecano Number (Belgium)

AR KN PAYGROUP NR
Korea Paygroup Number (Korea)

PAYMENT IN KIND
Payment In Kind

CONSOLIDATED ALLOWANCE
Consolidated Allowance

BENEFITS ALLOWANCE
Benefits Allowance

AGR AF
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Field/Button
Description

RET ELIG CONTR DATE


TOT AC FED MIL SVC DT
Total Active Federal Military Service Date

AUTH MILITARY GRADE
Authorized Military Pay Grade

CURRENT GRADE
Current Pay Grade

DT PRI PL CONS BEG
Date

DT PRI PL CONS END
Date

SP PLM CONS RES


MAINTENANCE


TOT YRS SVC DATE
Total Years Service Date

TOT FED COM SVC DATE
Total Federal Commissioned Service Date

FPI


MIL PAS
Military Personnel Accounting Symbol

AGR Army
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Field/Button
Description

DMOS QUAL FLAG


CURRENT GRADE


APFT DATE


DMOS QUAL DATE


AUTH MILITARY GRADE


BASD


PROG DEV PROG ENRL


ASED


POS AUTH


ENROLLMENT STATUS


MILITARY UIC


POS REQ


PDP SUSP COMPL DT


MTOE TDA


AMSCO


PROF MIL CRSE LAST


RELOC IN STATE


APFT WAIVER DATE


HI MIL COL CRS COM


MTOE TDA PARA LN


AMOS


PDP COMPL DATE


MTOE TDA PARA LN SP


SMOS


DT PROJ PROM ELG


HIV DATE


APFT


PCS DATE


LAST PHYSICAL


UNIT


QUAL SEL RET IDENT


CL EXAM OR TEST


SPECIALITY CODE


LAST DATE REASIGN


BASIC BRANCH


RELOC OUT STATE


LAST LOC REASIGN


SATIS SVC YRS MOS DYS


SUB FIELD


RELOCATION AREA


RET SEP EFF DATE PROJ


NG Other

[image: image90.png]75 CSU APPLICATION ¥11.0 [[oIx]

Aolon Queyy Seeens Reposiion Record Next Window Help
758 NGB Other S
s PASE oFFSWN pas osc PHoNE
[777776666 [3339 | [ 4020060 [
vefsc Ses[ovos |Gafza [16) |SteR| |som[re 7S Tep[acR | HifLE[opERATION OEFICER
RETIRENENT DT [15-7AN-1978 DT 0F ERLIST
RCDU STATUS: [0 ROMT VATVER: [
ACOU TOUR START DT: ROMT VATVER DT:
ACDU TOUR STOP DT: [14-JAN-2005 SEL RETENT STAT: [6
DEERS ENROL START DT: [16-7AN-2002 MAND SEP DATE: [17-AUG-2000
GRADE CURR DT OF RARK: MIL PRY DT
CURR GRD EFFECTIVE: EXP TERM OF SVC:
MAND SEP REASON: RETIRENENT ELIG:
AUTHORIZED M0S /3€SC: SEPARATION DT
PROMGRY AESCAS: [11700 TEGH S
DUTY AESC/MDS: TECH TDENT: 3
HIGH ED LVL: [17_ cpaw Exc copE: [
NS D: FumG source: ||
APPOINTMENT REQ: [2 Fer: [
PoSH TN LIEU OF: [0 SAT Sve ¥iD:
PosH TDENT: [0 R cuRR MiL: [
FULL TIME 19N 0PT: [E DATE BORRD CONV:

Comt 1w





Field/Button
Description

RETIREMENT DT


DT OF ENLIST


ACDU STATUS


RQMT WAIVER


ADCU TOUR START DT


RQMT WAIVER DT


ACDU TOUR STOP DT


SEL RETENT STAT


DEERS ENROL START DT


MAND SEP DATE


GRADE CURR DT OF RANK


MIL PAY DT


CURR GRD EFFECTIVE


EXP TERM OF SVC


MAND SEP REASON


RETIREMENT ELIG


AUTHORIZED MOS/AFSC


SEPARATION DT


PRIMARY AFSC/MOS


TECH SCD


DUTY AFSC/MOS


TECH IDENT


HIGH ED LVL


CPCN EXC CODE


TAFMS YMD


FUNDING SOURCE


APPOINTMENT REG


FPI


POSN IN LIEU OF


SAT SVC YMD


POSN IDENT


GR CURR MIL


FULL TIME MAN OPT


DATE BOARD CONV


Appendix B CSU Reports Guide

CSU Main Window
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Main CSU window. Click on ‘Reports’ to access the ‘Reports’ menu. 

Reports Menu
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CSU Reports menu. ‘Prev Record’ will move to report above and ‘Next Record’ will move to report below.

‘Items’ allows user access to enter parameters for highlighted report. ‘Sort’ 

‘Process’ retrieves highlighted report based on any or no parameters entered. ‘Exit’ button returns to main CSU window.

Help

[image: image91.png]LEAVE INFORMATION MEIE

Fie Edt Window Help

Prov Fist | Last | Page: Close | New
LEAVEINFORMATION B 1
‘DATETIME CREATED: 10721020515 2
For Offcial Use Only - Privacy et Sensiive Information

NAME
s5AN Annlleave endinghal Home leave hal Comgp time eamed Millitary leave camed YID  Time off award endingball
Pas Annlleave used PP Donated leave hal Comp time used Military leave sed YD Time off award oldest hrs
Office Symbhol Annual leave used YTD Sick leave used YID Comp time endinghal Military leave bal Time off award oldest date]
Pay period ending Annlleave forefithal Sick leave ending halance Nonpay used YID Time off award used YID
FITPATRICK DIVAH.A
e o o o 0 0

0 o o 0
s 0 0 0 0
oLpEcoL 0 o o 0
FERERAUGHIERRY W
ss637781 p o 0 10 16

3 o o 0 onmoL

3 165 0 0 J—
ouno 104 E o 16
oD cErLE
06198 8575 0 0 10 0

225 o 0 o
SULNEES 225 0 0 0
oummeo 1735 15325 o o
ek v




[image: image47.png]B Action llem Record Help ‘Window
Report Name
EMPLOYEE ROSTER
ENVIRONMENTAL DIFFERENTIAL/HAZ DUTY PAY
GAINS TO SERVICED ORGANIZATION
ORGANIZATIONAL ROSTER
ORGANIZATIONAL ROSTER/CORPS
PERSONNEL/POSITION ROSTER [
FETAINED PAYIGRADE/SFECIAL PAY REFORT] 14
SECURITY ROSTER =
SUPERVISORY RATIO BY ORGANIZATION Pt en =
SUPPLEMENTAL PAY (LOCAL NATIONALS ONLY ~ fpeleaton fen ok = &
SUSPENSE ACTION REPORT [Cear e Clivu = =
[Debug Mode Ciiv?
[VACANCY REPORT [Dekle Backnard Backspace @
ITHIN GRADE INCREASE DUE LIST Dispay Eror ShitsF1
Do Cuied E
bown Do =
Prev Record st Clivg F
—_— Help Fi =
it | Next Record T} S
[ of
Camcis_- [

SStart| Zainbos - Mitosoft Duook_ ||GEICSU APPLICATION - GO s





Selecting ‘Help’ from the top of ‘REPORTS MENU’ then ‘Keys’ will display list of shortcut keys.

Alpha Roster
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Field/Button
Description

NAME
Name

SSAN
Social Security Account Number

ASE/CMD
Agency Sub Element/Command Code

PHONE
Phone

OSC
Organization Structure Code

TITLE
Title

SERVICING OFFICE ID
Servicing Office ID

UNIT-ID/PAS_NR
Unit-ID/PAS Number

PP
Pay Plan

CPCN
Civilian Position Control Number
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Field/Button
Description

NAME

SSN/PHONE

DOB
Name

Social Security Number/Phone number

Date of Birth

TITLE

PP-SRS-GRD/POSN /SEQ NR

TSP STAT CD

FEGLI CODE
Job Title

Pay Plan-Series-Grade/Position/Sequence Nbr

Thrift Savings Plan Code

FEGLI

PAS/OSC

BUS CD/OFF SYM
Personnel Accounting Symbol/Organization Structure Code

Bargaining Unit Status/Office Symbol

APPT TYPE

SCD CIV/SCD LEAVE

APPR TYPE
Appointment Type

Service Computation Date/Service Computation Date Leave

Appraisal Type

RET CD

ANN STAT 

HEALTH PLAN
Retirement Plan Code

Annuitant Status Indicator Code with definition

Health Plan Code with definition

Appraisals Report
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Field/Button
Description

SERVICING OFFICE ID
Servicing Office ID

ASE/CMD
Agency Sub Element/Command Code

UNIT-ID/PAS_NR
Unit-ID/PAS Number

ORG CD
Organization Code

NAME 
Name

SSAN
Social Security Account Number

APPRAISAL TYPE
Appraisal Type

APPRAISAL DUE DATE
Appraisal Due Date

CURRENT APPRAISAL
Format example 03-Feb-01

CURRENT APPR DATE
Format example 03-Feb-01
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Field/Button
Description

SOID
Servicing Office ID

ASE/CMD
Agency Sub Element/Command Code

UNIT-ID
Unit Identification

ORG CD
Organization Code

NAME
Name 

SSSAN
Social Security Account Number

PP-SER-GR
Pay Plan-Series-Grade

APPRAISAL DATE
Date of Appraisal

APPRAISAL
Appraisal Performance

APPR TYPE
Appraisal Type

APPRAISAL DUE DATE
Date Appraisal Due

Awards
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Field/Button
Description

SERVICING OFFICE ID
Servicing Office ID

ASE/CMD
Agency Sub Element/Command Code

UNIT-ID/PAS_NR
Unit-ID/PAS Number

ORG CODE
Organization Code

NAME 
Name

PP
Pay Plan

SERIES
Series

GR
Grade

DATE AWD APPR
Date Award Approved

AMOUNT INCTV AWD
Amount Incentive Award
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Field/Button
Description

SOID
Servicing Office ID

ASE/CMD
Agency Sub Element/Command Code

UNIT-ID
Unit ID

ORG CD
Organization Code

AWARD
Code and Definition

NAME
Name

PP-SER-GR
Pay Plan-Series-Grade

DATE
Date of Award

AMOUNT
Amount of award

Bargaining Unit
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Field/Button
Description

SERVICING OFFICE ID
Servicing Office ID

ASE/CMD
Agency Sub Element/Command Code

UNIT-ID/PAS_NR
Unit-ID/PAS Number

ORG CD
Organization Code

BUS CODE 
Business Code

NAME
Name

PP
Pay Plan

SERIES
Series

GRADE 
Grade

TENURE
Tenure
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Field/Button
Description

BUS CODE
Bargaining Unit Status Code

NAME
Name

PP-SER-GR
Pay Plan-Series-Grade

EMP
Employee

SUPV
Supervisor Code

SOID
Servicing Office ID

ASE/CMD
Agency Sub Element/Command Code

UNIT-ID
Unit ID

ORD CD
Organization Code

Birthday List
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Field/Button
Description

SERVICING OFFICE ID
Servicing Office ID

ASE/CMD
Agency Sub Element/Command Code

UNIT-ID/PAS_NR
Unit-ID/PAS Number

ORG CODE
Organization Code

BIRTHDAY 
Date of Birthday

NAME
Name
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Field/Button
Description

SOID
Servicing Office ID

ASE/CMD
Agency Sub Element/Command Code

UIC
Unit Identification Code

ORG CD
Organization Code

NAME
Name

BIRTHDAY
Date of Birthday

Employee Roster
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Field/Button
Description

SERVICING OFFICE ID
Servicing Office ID

ASE/CMD
Agency Sub Element/Command Code

UNIT-ID/PAS_NR
Unit-ID/PAS Number

ORG CODE
Organization Code

NAME 
Name

SSAN
Social Security Account Number

SEX
Male for Female

PP
Pay Plan

SERIES
Series

GR
Grade
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Field/Button
Description

NAME
Name

SSAN
Social Security Account Number

DOB 
Date of Birth

SEX
‘M’ Male, ‘F’ Female

PP-SER-GR-ST
Play Plan-Series-Grade-Step

TOTAL SALARY 
Yearly Salary

POSN/SEQ NR
Position/ Sequence Number

WS
Work Schedule

SCD-LV
Service Computation Date Leave Date

ARMY FAMILY MEMBER
Army Family Member (IE. Spouse, Child, etc.)

TEN 
Tenure Code

VP
Veteran Preference

ASE/CMD
Agency Sub Element/Command Code

UNIT-ID
Unit-ID

Environmental Differential/Haz Duty Pay
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Field/Button
Description

SERVICING OFFICE ID
Servicing Office ID

ASE/CMD
Agency Sub Element/Command Code

UNIT-ID/PAS_NR
Unit-ID/PAS Number

ORG CD
Organization Code

EDP / HAZ TYPE 
Environmental Differential/Hazard

NAME
Name

PP
Pay Plan 

SERIES
Series

GR
Grade

JOB NR
Job Number
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Field/Button
Description

NAME
Name

PP-SER-GR
Pay Plan-Series-Grade

Position Title
Job Title

POSN/SEQ NR
Position/Sequence Number

SOID
Servicing Office ID

ASE/CMD
Agency Sub Element/Command Code

UNIT-ID
Unit ID

ORG CD
Organization Code

LN Awards
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Field/Button
Description

AWARD
Award

NAME
Name

PP-SER-GR
Permanent Pay Plan –Series -Grade

DATE
Date

SOID
Servicing Office ID

ASE/CMD
Agency Sub Element/Command Code

UNIT-ID
Unit ID

ORG CD
Organization Code

Gains to Serviced Organization
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Field/Button
Description

SERVICING OFFICE ID
Servicing Office ID

ASE/CMD
Agency Sub Element/Command Code

UNIT-ID/PAS_NR
Unit-ID/PAS Number

ORG CD
Organization Code

PP 
Pay Plan

SERIES
Series

GR
Grade

DATE ENTERED AGENCY
Date Entered Agency

TIME EXPIRE
Time Expire

SPID
Special Program Identification
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Field/Button
Description

NAME
Name

SSAN
Social Security Account Number

PP-SER-GR
Pay Plan-Series-Grade

TITLE
Job Title

DATE HIRED
Date Hired in above Job

TEMP/LIMITED EXPIRE
Date of Job Expiration if Temporary

SPID
Special Program ID

TNG PROG ID
Training Program ID

SOID
Servicing Office ID

ASE/CMD
Agency Sub Element/Command Code

UNIT-ID/ORG_CODE
Unit ID/Organization Code

Leave


Field/Button
Description

NAME
Name

SSAN
Social Security Account Number

PAS
Pay Plan-Series-Grade

OFFICE SYMBOL
Job Title

PAY PERIOD ENDING
Date Hired in above Job

ANNUAL LEAVE ENDING
Date of Job Expiration if Temporary

ANNUAL LEAVE USED YTD
Special Program ID

ANNUAL LEAVE FOREFIT BALANCE
Training Program ID

HOME LEAVE BALANCE
Servicing Office ID

DONATED LEAVE BALANCE
Agency Sub Element/Command Code

SICK LEAVE USED YTD
Unit ID/Organization Code

SICK LEAVE ENDING BALANCE


COMP TIME EARNED


COMP TIME USED


COMP TIME ENDING BALANCE


NO PAY YTD


MILITARY LEAVE EARNED YTD


MILITARY LEAVE USED YTD


MILITARY LEAVE BALANCE


TIME OFF AWARD USED YTD


TIME OFF AWARD ENDING BALANCE


TIME OFF AWARD OLDEST HOURS


TIME OFF AWARD OLDEST DATE


Organizational Roster
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Field/Button
Description

SERVICING OFFICE ID
Servicing Office ID

ASE/CMD
Agency Sub Element/Command Code

UNIT-ID/PAS_NR
Unit-ID/PAS Number

ORG CODE
Organization Code

TDA PARA 
Temp. Duty Assignment

TDA LINE
Temp. Duty Assignment

NAME
Name

PP
Pay Plan

SERIES
Series

GR
Grade
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Field/Button
Description

NAME
Name

SSAN
Social Security Account Number

PP-SER-GR
Pay Plan-Series-Grade

TITLE
Job Title

DATE HIRED
Date Hired in above Job

TEMP/LIMITED EXPIRE
Date of Job Expiration if Temporary

SPID
Special Program ID

TNG PROG ID
Training Program ID

SOID
Servicing Office ID

ASE/CMD
Agency Sub Element/Command Code

UNIT-ID/ORG_CODE
Unit ID/Organization Code

Organizations Roster/Corp
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Field/Button
Description

SERVICING OFFICE ID
Servicing Office ID

ASE/CMD
Agency Sub Element/Command Code

UNIT-ID/PAS_NR
Unit-ID/PAS Number

ORG CODE
Organization Code

NAME 
Name

SSAN
Social Security Account Number

PP
Pay Plan

SERIES
Series

GR
Grade

STEP
Step
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Field/Button
Description

SOID
Servicing Office ID

ASE/CMD
Agency Sub Element/Command Code

ORG CODE
Organization Code

NAME 
Name

PP-SER-GR/TITLE
Pay Plan-Series-Grade/Job Title

TGT GR
Target Grade

POSN/SEQ NR
Position/Sequence Number

AMS
Army Management Staff CD

SUPV LEVEL
Supervisor Level Code

FUNC DESG
Functional Designator

SCD LEAVE
Service Computational Leave Date

EMP WORK SCH
Employee Work Schedule

POS SCH
Position Work Schedule

Personnel/Position Roster

[image: image69.png]CSU APPLICATION - [SELECT CRITERIA] [_[CIx]
G Action llem Fecord Help ST

Item Range
Item Name Specific Items From To

ssAN
PP

ASE/CHD

SERIES
(UNIT-ID/PAS_NR
(GRADE

[SERVICING OFFICE 1D
cPen

(GFFICE SYMBOL

ok Clear

et valliel] i |JONES SMITH] for Speciic terms using DD MON-YY*for Date, excep on Bithday Rieport uss DD-HON
Com0 v





Field/Button
Description

NAME
Name

SSAN
Social Security Account Number

PP
Pay Plan 

ASE/CMD
Agency Sub Element/Command Code

SERIES 
Series

UNIT-ID/PAS_NR
Unit-ID/PAS Number

GRADE
Grade

SERVICING OFFICE ID
Servicing Office ID

CPCN
Civilian Position Control Number

OFFICE SYMBOL
Office Symbol
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Field/Button
Description

NAME SSAN PP-SER-GR SOID PAS 

POSN/SEQ NR  OFFICE SYMBOL

DT START POSN
Name Social Security Account Number Pay Plan-Series-Grade Servicing Office ID

Position/Sequence Number Office Symbol

Date Started Position

POSN NTE DATE

DT TEMP APPT EXP

CURR PAY PLAN

COMP LEV

TNG PROG ID

PAY TABLE IDENT

MPWR PCN

AF AFSC
Position Not to Exceed Date

Date Temporary Appointment Expires

Pay Plan

Competitive Level

Training Program Identifier

Manpower Position Control Number

Air Force Air Force Specialty Code



PROG ELEMENT

PREM PAY ID

POSN OCCUPD ID

TYPE EMP SUPV

BARG UNIT

APP TYPE

PAY BASIS

POSN TITLE

EDP HAZARD PAY TYPE
Program Element

Premium Pay ID

Position Occupied ID

Type Employment Supervisor

Appointment Type

Pay Basis

Position Title

Eminent Danger Pay Hazardous Pay Type

POSN WRK SCHED
Position Work Schedule

PAYROLL ORD CD

PAYROLL OFF ID

DUTY STATUS

POSN STATUS IND CIV

MOBIL SERV REQMT REASON 

SUPV STATUS

FLSA CAT
Payroll Organization Code

Payroll Office ID

Duty Status

Position Status Civilian

Mobil Service Request Reason

Supervisory Status

Fair Labor Standards Act Category

Retained Pay/Grade/Special Pay
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Field/Button
Description

SERVICING OFFICE ID
Servicing Office ID

ASE/CMD
Agency Sub Element/Command Code

UNIT-ID/PAS_NR
Unit-ID/PAS Number

ORG CD
Organization Code

NAME 
Name

SSAN
Social Security Account Number

PP
Pay Plan 

SERIES
Series

GR
Grade

STEP
Step

PAY IDENT
Pay Identifier

PAY SALARY RATE
Pay Salary Rate
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Field/Button
Description

NAME
Name

SSAN

DT-TMP-POSN-CHG/EXP
Social Security Account Number

Date Temporary Position Change Expires

PP-SER-GR
Pay Plan-Series-Grade

CURR PAY TABLE
Current Pay Table

BASIC SALARY RATE
Basic Salary Rate

CURR PAY BASIS
Current Pay Basis

PAY RT DET
Pay Rate Detail

RETAINED PP-GR-ST

RET PAY BASIS
Retained Pay Plan-Grade-Step

Retained Pay Basis

RET PAY TABLE
Retained Pay Table

DT RET GR BEGIN
Date  Retained Grade Begin

DT RET GR EXP

LOC PT
Date Retained Grade Expires

Locality Percentage

ASE/SOID CMD

AR PAY PROTECTION
Agency Sub Element/Command Code

Army Pay Protection

UNIT-ID
Unit ID

ORG CD
Organization Code

Security Roster
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Field/Button
Description

SERVICING OFFICE ID
Servicing Office ID

ASE/CMD
Agency Sub Element/Command Code

UNIT-ID/PAS_NR
Unit-ID/PAS Number

ORG CODE
Organization Code

NAME 
Name

SSAN
Social Security Account Number

ENTERED POSITION
Entered Position 

PP
Pay Plan

SERIES
Series

GR
Grade
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Field/Button
Description

NAME
Name

SSAN
Social Security Account Number

PP-SER-GR
Pay Plan-Series-Grade

POSN SENS
Sensitive Position Code

INVESTIGATIVE TYPE/

COMPLETED

NV CLEAR FLAG
Investigative Type/

Date Completed

Navy Clear Flag

CLEARANCE TYPE/

GRANTED

NV SENS CRIT
Clearance Type/

Granted

Navy Sensitivity Criteria

SOID
Servicing Office ID

ASE/CMD
Agency Sub Element/Command Code

UNIT-ID
Unit ID

ORG STRUCT
Organization Structure Code

Supervisor Ratio by Organization
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Field/Button
Description

SERVICING OFFICE ID
Servicing Office ID

ASE/CMD
Agency Sub Element/Command Code

UNIT-ID/PAS_NR
Unit-ID/PAS Number

ORG CD
Organization Code
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Field/Button
Description

SOID
Servicing Office ID

ASE/CMD
Agency Sub Element/Command Code

UNIT-ID
Unit ID

ORD CD
Organization Code

SUPV
Supervisory Code

NON-SUPV
Non-Supervisory Code

TOTAL
Total of Codes

RATIO 1:n
Ratio of Codes

SUPV
Supervisory Code

NON-SUPV
Non-Supervisory Code

TOTAL
Total of Codes

RATION 1:n
Ration of Codes

Supplemental Pay (Local Nationals Only)
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Field/Button
Description

SERVICING OFFICE ID
Servicing Office ID

ASE/CMD
Agency Sub Element/Command Code

UNIT-ID/PAS_NR
Unit-ID/PAS Number

ORG CD
Organization Code

NAME 
Name

PP
Pay Plan

SERIES
Series

GR
Grade

JOB NR
Job Number

SSAN
Social Security Account Number
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Field/Button
Description

NAME 

PAY SUPPLEMENTAL TYPE
Name 

Pay Supplemental Type

SSAN
Social Security Account Number

PP-SER-GR

PAY EFF DATE
Pay Plan-Series-Grade

Pay Effective Date

JOB TITLE 

PAY BASIS
Job Title

Pay Basis

SOID 

PRCNT
Servicing Office ID

Percentage

ASE/CMD

CURRENCY
Agency Sub Element/Command Code

Currency

UNIT-ID
Unit ID

OSC
Organization Structure Code

Suspense Action Report
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Field/Button
Description

SERVICING OFFICE ID
Servicing Office ID

NAME
Name

SSAN
Social Security Account Number

OSC
Organization Structure Code

UNIT-ID/PAS_NR 
Unit-ID/PAS Number

ASE/CMD
Agency Sub Element/Command Code
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Field/Button
Description

NAME
Name

SSN
Social Security Number

UNIT-ID
Unit ID

OSC
Organization Structure Code

APPT NTE DT
Appointment Not to Exceed Date

PROMO NTE
Promotion Not to Exceed

DETAIL NTE DT
Detail Not to Exceed Date

REASSIGN NTE
Reassign Not to Exceed

LIMITED APPT
Limited Appointment

TEMP POSN CHNG
Temporary Position Change

DT RTND GR EXP
Date Retained Grade Expires

RTND PP-GR
Retained Pay Plan-Grade

Vacancy
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Field/Button
Description

CPCN
Civilian Position Control Number

OSC
Organization Code

ASE/CMD
Agency Sub Element/Command Code

UNIT-ID/PAS_NR
Unit-ID/PAS Number

FAC 
Functional Account Code

PP
Pay Plan

SERS
Series

GR
Grade

POSN NTE DATE
Position Not to Exceed Date

TITLE
Title

Vacancy Report
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Field/Button
Description

POSN/SEQ NR
Position/Sequence Number

PAS
Personnel Accounting Symbol

POSN NTE DT
Position Not to Exceed Date

OSC
Organization Structure Code

FAC
Facility

OFFICE
Office Code

PP-SER-GR
Pay Plan-Series-Grad

TITLE
Title

Within Grade Increase Due List
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Field/Button
Description

SERVICING OFFICE ID
Servicing Office ID

ASE/CMD
Agency Sub Element

UNIT-ID/PAS_NR
Unit-ID/PAS Number

ORG CODE
Organization Code

NAME 
Name

PP
Pay Plan

SERIES
Series

GR
Grade

STEP
Step

DUE DATE
Date Within Grade Increase Due

WORK SCH
Work Schedule

DATE LWOD EX
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Field/Button
Description

PP-SER-GR
Pay Plan-Series-Grade

Mgr Init, # Days
Average Days RPAs were with the Manager

In RMO, # Days
Average Days RPAs were in the RMO

In CPAC, # Days
Average Days RPAs were in the CPAC

In Class, # Days
Average Days RPAs were in the CLASSIFICATION

In Staff, # Days
Average Days RPAs were in the Staffing

Curr Owner

Days in

CPOC
Number of days for current Owner

Day

Other/

Nom
Day Other/Nom

Total Days

Since Init
Number of days since start

Event Start
Event Start

Event End
Event End

Event Days
Number of days of Event

Open Status Detail Report (Productivity)
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Field/Button
Description

PP-SER-GR
Pay Plan-Series-Grade

Mgr Init, # Days
Average Days RPAs were with the Manager

In RMO, # Days
Average Days RPAs were in the RMO

In CPAC, # Days
Average Days RPAs were in the CPAC

In Class, # Days
Average Days RPAs were in the CLASSIFICATION

In Staff, # Days
Average Days RPAs were in the Staffing

Curr Owner

Days in

CPOC
Number of days for current Owner

Day

Other/

Nom
Day Other/Nom

Total Days
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Event Start
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Event End
Event End
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Field/Button
Description

NAME_PERS
Name of Person

SSAN_EMPL_CON_NR
Social Security Account Number

DOB
Date of Birth

POSN_TITLE
Position Title

CURR_PAY_PLAN
Current Pay Plan

OCUPTNL_SRS
Occupational Series

POSN_GR_CIV
Civilian Grade Position

STEP_IN_GRADE_CIV
Civilian Step in Grade

TOTAL_SALARY
Total Salary

PAY_BASIS
Pay Basis

BASIC_SALARY_RATE
Basic Salary Rate

PREM_PAY_IND
Premium Pay Indicator

TENURE_GP_EMPL
Tenure of Employee

FEGLI
Federal Employee Group Life Insurance

ANNUITANT_INDICATOR
Annuitant Indicator

PAY_RATE_DETERM
Pay Rate 

RETIREMENT_PLAN
Retirement Plan

LOC_ADJ
Local Adjustment

RETENTION_ALLOW
Retention allowed

SUPV_DIFF_PAY
Supervisor Differential Pay

VET_PREF_APPT
Veteran Preference Appointment

VETERANS_STATUS
Veterans Status Code

UNIF_SVS_COMP
Uniform Service Component

INSTRUCTIONAL_PROGRAM
Instruction Program

HEALTH_ENRLM
Health Enrollment

FERS_COVERAGE
FERS Coverage

ORIG_APPT_AUTH_CD_1
Original Appointment Authentication Code

PERS_SCTY_CLEAR_ELIG
Personal Security Clear Flag

SCTY_CLEAR_ELIG_DT
Security Clearance Eligibility Date

SCTY_INV_BASIS
Security Investigation Basis

TSP_PROJ_FLAG
TSP Flag

TSP_ELIGBILITY_DATE
TSP Eligibility Date

TSP_EMPL_AMT
TSP Employee Amount

TSP_EMPL_RATE_C
TSP Employee Rate C fund

TSP_EMPL_RATE_F
TSP Employee Rate F fund

SCD_CIV_LEAVE
Service Computational Date Civilian Leave

POSN_WORK_SCHED
Position Work Schedule

POSN_OCCUPD_ID
Position Occupied ID

GSA_GEOLOC
HR location Code

AGCY_CD
Agency Code

PAS_PERS_OFF_ID
Office ID

CITIZENSHIP
Citizenship

DT_LAST_EQUIV_INC
Date Last Equivalent Increase

RTND_GR_CIV
Retained Grade Civilian

RTND_PAY_PLAN
Retained Pay Plan 

RTND_STEP_IN_GRADE_CIV
Retained Step in Grade Civilian

DT_RTND_GRADE_BEG
Date Retained Grade Begin

DT_RTND_GRADE_EXPIR
Date Retained Grade Expire

DT_SCTY_INVES_COMPL
Date Security Investigation Complete

DT_PROB_TRI_PRD_BEG
Date Probationary Trial Period Begin

DT_PROB_TRI_PRD_ENDS
Date Probationary Trial Period Ends

DT_SUP_MGR_PROB_ENDS
Date Supervisor Manager Probationary Ends

AVAILABILITY_PAY
Availability Pay

STAFF_DIFF_PAY
Staff Difference Pay

FROZEN_SERVICE
Frozen Service

GR_RET
Grade Retained

DT_RET_UNFM_SVC
Date Retired Uniformed Service

CREDITABLE_MIL_SVC
Creditable Military Service

EDUC_LEVEL_CIV
Education Level Civilian

YR_DEGREE_CERT_ATTAIN
Year Degree Certification Attained

HEALTH_PLANS
Health Plans

NDA_STATUS
Non Disclosure Agent Status

ORIG_APPT_AUTH_CD_2
Original Appointment Employee Status

PRP_SCI_STATUS_EMPL
Personal Reliability Program/Sensitive Compartmented Info

DT_SCTY_IVES_REQ
Date Security Investigation Requested

TYP_SCTY_INVES_REQ
Type Security Investigation Requested

TSP_EMPL_RATE_G
TSP Employee Rate Fund G

TSP_RATE
TSP Rate 

TSP_SCD
TSP Service Computational Date

TSP_STATUS
TSP Status
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The first page of the Refresh report will show the number of records before the refresh was run and the number of records that were inserted into the database at the completion of the refresh process.  In addition, a count is given on the number of rows that could not be inserted due to an error.  This will help in identifying problems with refresh.  Further detail is given below on each error.

Field/Button
Description

Count from per_positions
Number of positions moved from HR to CSU

Count from civilian_position
Number of positions loaded in the CSU database

Distinct count from refresh log
Number of positions which were not loaded due to exceptional errors
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Every error, warning, and information notice is displayed in the remaining pages of the Refresh Report.  Errors are designated with an ‘E’, warnings with a ‘W’, and information notices with an ‘I’.  The corresponding SSAN, Person ID, and Position ID, are then given for every instance of error, warning, or information notice during the refresh process.

Field/Button
Description

Log Type
Type of message in refresh_log ‘E’ Error, ‘W’ Warning, ‘I’ Information

SSAN
Social Security Account Number

Person ID
Person ID

Position ID
Position ID

Full Name
Full_Name

Log Time
Time that event was written to refresh_log

Db Error
Database Error number

DB Message
Database Message (descriptive)

Appl Message
Application Message (descriptive)
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