DTMS

CHAPTER 5

1. REPORTS

2. 5-DAY EAS REPORT
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4. 10-DAY SEPARATION REPORT
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7. MISSING NAVMC 11060 REPORT

8. RFL MANAGEMENT REPORT

9. UNIT STATISTICS REPORT

Reports

Only a user within the unit that created the document and that has been assigned to that document, can modify it through the report. All other users have view only access. You can scroll to the top, previous, next and bottom to navigate through the records.

The available reports are:

· 5-Day EAS Report
· 10-Day Quad Report
· 10-Day Separation Report
· Appellate Leave Report
· Missing NAVMC 11060 Report
· Pending TTC's Report
· RFL Management Report
· Unit Statistics Report
5-Day EAS Report

This report can be viewed online or printed and provides a list of separation documents (11060) that are within five days or less of the Expiration of Current Contract date on the form, excluding appellate leave documents.

From this report depending on your loginELSIG and depending on the status of the document, you can view any document listed, modify any document that was created by your unit, and view any files attached to a document listed. Once the document is in review or certifier status, it cannot be modified.

How Do I Get Here?

1. Begin on any Document Tracking and Management System page.

2. From the Menu, choose Reports. A sub Menu displays.

3. From the sub Menu, choose 5-Day EAS. The 5-Day EAS Report displays.

This report displays the following information:

 

Header

· User Name (First and MI, Last)

· DSSN or RUC

· Title (5-Day EAS Report)

Body

· First Certified Date

· SSN

· Member Name (Last, First, MI)

· View History

· Type

· Status

· Print Document

At the Bottom

· Top

· Previous

· Next

· Bottom

To View the Document History

· Choose View History. The Document History page displays. 

To Modify the Document Page

1. On the record you want to modify, choose the member's Name. The Document page displays.

2. Follow the directions on the Update Document help page, beginning with the To Update a Document Page section.

To View the Most Current Report Information
· Choose Refresh Report. The report page displays the most current information.

To Print the Report

· On the desired record, choose Print Document. The document displays.

10-Day Quad Report

This report can be viewed online or printed and provides a list of all electronic Quad6 documents that are still in an open status ten days after their initial certification.

From this report depending on your loginELSIG and depending on the status of the document, you can view any document listed, modify any document that was created by your unit, and view any files attached to a document listed.

How Do I Get Here?

1. Begin on any Document Tracking and Management System page.

2. From the Menu, choose Reports. A sub Menu displays.

3. From the sub Menu, choose 10-Day Quad. The 10-Day Quad Report displays.

This report displays the following information:

 

Header

· User Name (First and MI, Last)

· DSSN or RUC

· Title (10-Day Quad Report)

Body

· From Date

· To Date

· Refresh Report

· First Certified Date

· SSN

· Member Name (Last, First, MI)

· View History

· Type 

· Status

· Print Document

At the Bottom

· Top

· Previous

· Next

· Bottom

To View the Document History

· Choose View History. The Document History page displays. 

To View Information From Specific Dates
1. In the From Date box, type the beginning date you want information from. 

2. In the To Date box, type the ending date you want information to. The information for the period specified displays on the report.

To Modify the Document Page

1. On the record you want to modify, choose the member's Name. The Document page displays.

2. Follow the directions on the Update Document help page, beginning with the To Update a Document Page section.

To View the Most Current Report Information
· Choose Refresh Report. The report page displays the most current information.

To Print the Report

· On the desired record, choose Print Document. The document displays.

10-Day Separation Report

This report can be viewed online or printed and provides a list of all electronic separation documents (11060) in an open status that were originally certified with less than ten days prior to the Expiration of Current Contract date on the form, excluding appellate leave documents.

From this report depending on your loginELSIG and depending on the status of the document, you can view any document listed, modify any document that was created by your unit, and view any files attached to a document listed. Once the document is in review or certifier status, it cannot be modified.

How Do I Get Here?

1. Begin on any Document Tracking and Management System page.

2. From the Menu, choose Reports. A sub Menu displays.

3. From the sub Menu, choose 10-Day Separation. The  10-Day Separation Report displays.

This report displays the following information:

 

Header

· User Name (First and MI, Last)

· DSSN or RUC

· Title (10-Day Separation Report)

Body

· First Certified Date

· SSN

· Member Name (Last, First, MI)

· View History

· Type 

· Status

· Print Document

At the Bottom

· Top

· Previous

· Next

· Bottom

To View the Document History

· Choose View History. The Document History page displays. 

To Modify the Document Page

1. On the record you want to modify, choose the member's Name. The Document page displays.

2. Follow the directions on the Update Document help page, beginning with the To Update a Document Page section.

To View the Most Current Report Information
· Choose Refresh Report. The report page displays the most current information.

To Print the Report

· On the desired record, choose Print Document. The document displays.

Appellate Leave Report

This report can be viewed online or printed only by the Disbursing ELSIGs and provides a list of Appellate Leave Separation documents (11060) that are in an open status. This report displays all documents that have your RUC as the originating RUC. For all administrative units except Navy and Marine Corps Appellate Leave Activity (NAMALA), the query uses the Originating Unit ID column. For NAMALA, the query uses the Current Unit ID column.

From this report, depending on your loginELSIG and depending on the status of the document, you can view any document listed, modify any document that was created by your unit, and view any files attached to a document listed. Once the document is in review or certifier status, it cannot be modified.

How Do I Get Here?

1. Begin on any Document Tracking and Management System page.

2. From the Menu, choose Reports. A sub Menu displays.

3. From the sub Menu, choose Appellate Leave. The Appellate Leave Report displays.

This report displays the following information:

 

Header

· User Name (First and MI, Last)

· DSSN or RUC

· Title (Appellate Leave Report)

Body

· First Certified Date

· SSN

· Member Name (Last, First, MI)

· View History

· Type 

· Status

· Print Document

At the Bottom

· Top

· Previous

· Next

· Bottom

To View the Document History

· Choose View History. The Document History page displays. 

To Modify the Document Page

1. On the record you want to modify, choose the member's Name. The Document page displays.

2. Follow the directions on the Update Document help page, beginning with the To Update a Document Page section.

To View the Most Current Report Information
· Choose Refresh Report. The report page displays the most current information.

To Print the Report

· On the desired record, choose Print Document. The document displays. 

Pending TTC Report

This report can be viewed online or printed and allows you to enter a date range for the report to cover. It provides a list of disbursing symbols that have documents that fall into the date range along with the averaged work times for each document type, as well as averages for the Marine Corps as a whole. When an individual disbursing symbol is selected, it provides a breakout of all RUCs that submitted documents to that symbol for the date range and average work times for each document type.

How Do I Get Here?

1. Begin on any Document Tracking and Management System page.

2. From the Menu, choose Reports. A sub Menu displays.

3. From the sub Menu, choose Pending TTC. The Pending TTC Report displays.

This report displays the following information:

 

Header

· User Name (First and MI, Last)

· DSSN ANNNN or RUC NNNNN

· Title (Pending TTC Report)

Body

· Original Certification Date

· SSN

· Member Name (Last, First, MI)

· View History

· Type

· Status

At the Bottom

· Top

· Previous

· Next

· Bottom

To View the Document History

· Choose View History. The Document History page displays. 

To Modify the Document Page

1. On the record you want to modify, choose the member's Name. The Document page displays.

2. Follow the directions on the Update Document help page, beginning with the To Update a Document Page section.

To View the Most Current Report Information
· Choose Refresh Report. The report page displays the most current information.

To Print the Report

· On the desired record, choose Print Document. The document displays

Missing NAVMC 11060 Report

This report is available to all elsig users and can be viewed online or printed. It provides RFL, HQMC the ability to identify and track individuals within a time range who separated from the Marine Corps and who do not have an active/recent NAVMC 11060 document within Document Tracking and Management System. Only Admin Preparers, Certifiers, ECOs, and Commanding Officers have access to create a new NAVMC 11060 for those individuals.

This report retrieves a large number of records from ODSE and takes some time to execute.

How Do I Get Here?

1. Begin on any Document Tracking and Management System page.

2. From the Menu, choose Reports. A sub Menu displays.

3. From the sub Menu, choose Missing NAVMC 11060. The Missing NAVMC 11060 Report displays.

This report displays the following information:

 

Header

· User Name (First and MI, Last)

· DSSN ANNNN or RUC NNNNN

· Title (Missing NAVMC 11060 Report)

Body

· SSN

· Member Name

· Grade

· ECC

· PRUC

· DSSN

To View Information From Specific Dates
1. In the From Date box, type the beginning date you want information from. 

2. In the To Date box, type the ending date you want information to. The information for the period specified displays on the report. The default value is 30 days from the current system date.

To View the Most Current Report Information

· Choose Refresh Report. The report page displays the most current information.

To Create the Missing 11060

· Choose Create 11060. The Input SSN page displays.

To View All Documents For an SSN

· On the desired record, choose Print Document. The document displays. 

RFL Management Report

This report can be viewed online or printed and allows you to enter a date range for the report to cover. It provides a list of disbursing symbols that have documents that fall into the date range along with the averaged work times for each document type, as well as averages for the Marine Corps as a whole. When an individual disbursing symbol is selected, it provides a breakout of all RUCs that submitted documents to that symbol for the date range and average work times for each document type.

From this report depending on your loginELSIG and depending on the status of the document, you can view any document listed, modify any document that was created by your unit, and view any files attached to a document listed. Once the document is in review or certifier status, it cannot be modified.

How Do I Get Here?

1. Begin on any Document Tracking and Management System page.

2. From the Menu, choose Reports. A sub Menu displays.

3. From the sub Menu, choose RFL Management Report.

4. The Report displays.

This report displays the following information:

 

Header

· User Name (First and MI, Last)

· DSSN or RUC 

· Title (RFL Management Report)

Body

· From Date

· To Date

· Refresh Report

· Documents Worked by DSSN

· Average Hours Worked

· Documents Worked by RUC

· Average Hours Worked

· Documents Worked for SSN

· Average Hours Worked

· Member Name (Last, First, MI)

· Document Type

· Last Certified Date

· Hours Worked

· View History

· Document Status

· Print Document

To View the Document History

· Choose View History. The Document History page displays. 

To Modify the Document Page

1. On the record you want to modify, choose the member's Name. The Document page displays.

2. Follow the directions on the Update Document help page, beginning with the To Update a Document Page section.

To View Information From Specific Dates
1. In the From Date box, type the beginning date you want information from. 

2. In the To Date box, type the ending date you want information to. The information for the period specified displays on the report.

To View the Most Current Report Information
· Choose Refresh Report. The report page displays the most current information.

To Print the Report

· On the desired record, choose Print Document. The document displays.

Unit Statistics Report

This report can be viewed online or printed and provides the Admin Units visibility to activity on documents submitted to their Disbursing Unit, the current status for those documents, and the date they were closed.

How Do I Get Here?

1. Begin on any Document Tracking and Management System page.

2. From the Menu, choose Reports. A sub Menu displays.

3. From the sub Menu, choose Unit Statistics. The Unit Statistics Report displays.

This report displays the following information:

 

Header

· User Name (First and MI, Last)

· DSSN ANNNN or RUC NNNNN

· Title (Unit Statistics Report)

Body

· From Date

· To Date

· 10-Day Quad

· 10-Day Separation

· Pending TTCs

· RFL Management

· 5-Day EAS

· Appellate Leave

· Unit Statistics

· Missing NAVMC 11060

· Worked by RUC

· Advisory Notice (Open, Closed, Killed)

· NAVMAC 11060 (Open, Closed, Killed)

· NAVMAC 11116 (Open, Closed, Killed)

· During (Current Month/Year)

· Advisory Notice (Open, Closed, Killed)

· NAVMAC 11060 (Open, Closed, Killed)

· NAVMAC 11116 (Open, Closed, Killed)

· Documents worked for SSN

· Name (Last Name, First Name, MI or Advisory Notice)

· Type of Document

· Date Last Certified

· Status of Document

· During (Previous Month/Current Year)

To View Information From Specific Dates

1. In the From Date box, type the beginning date you want information from. 

2. In the To Date box, type the ending date you want information to. The information for the period specified displays on the report.

To View the Most Current Report Information

· Choose Refresh Report. The report page displays the most current information.

To View the Document History

· Choose View History on the desired record. The Document History page displays.

To Print a Document Page

· On the record you want to print, choose Print Document. The document displays.
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