Appendix K                           Cadet Cmd Cir 601-05-1

Status Report 


Prepare a Status report through CCIMS Branching Filters. 

Select the Filter option in branching module 

Select the GENERAL  

Under the CADET INFORMATION section, select the following fields:  LAST NAME, FIRST NAME, MIDDLE INITIAL, SSN, COMMISSION DATE, REGION, BDE, FICE CODE, SCHOOL NAME, and under the ON-CAMPUS SENIOR RATER section select the following fields: PACKET COMPLETE STATUS, CADET RANKING IN ACCESSION GROUP, # CADETS IN ACCESSION GROUP AND YEAR GROUP

Click NEXT

Re-order the display 

1:  Region

2:  Bde

3:  ROTC FICE CODE 

4:  School Name

5:  Last Name

6:  First Name

7:  MI 

8:  SSN

9:  Commissioning Date

10: Year Group

11: Packet Complete

12: Cadet Ranking in Accession Group

13: # Cadets in Accession Group


CLICK NEXT

Select the Filter Sort & Criteria 

Select School Name, Last Name, and Year Group by putting a check in the criteria box

CLICK NEXT

School Name:  Condition “=” Criteria  scroll down, and select your school, sort order is blank

Last Name:  Condition and criteria are blank, sort order is ascending

Year Group:  Condition “=” CRITERIA  select 2004, sort order is blank

CLICK NEXT

FILTER SUMMARY 

Give your report a title in the TITLE Box, i.e., Your School’s Name – STATUS REPORT

Print Layout:  Change to Landscape

Save Filter as:  STATUS REPORT 

CLICK SAVE 

When the message box “Filter saved (OK)” appears, click OK, and then click NEXT 

Your status report should appear.  Use the right mouse button to bring up menu options - click PRINT 

If you have individual(s) who should not be on your list (Transferred to another school), Line through the name(s)

You can also export your report into EXCEL.  Highlight the entire report by right mouse clicking to bring up menu – select “SELECT ALL” then right mouse click to bring up menu – select “COPY”

Open up EXCEL and PASTE the data into the spreadsheet.  Adjust the cells, font, and format as desired. 
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