Instructions for printing SF50s from Web Cognos

1.  Go to your Web Browser (i.e., Internet Explorer) and type in http://webcog.pac.hroc.navy.mil and hit Enter.  The following logon screen will appear:
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2. Type in your User ID and password and click on the “Log On” button.  If you are prompted to have the system remember your password, click “No”.
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3. The link to the “Daily SF50’s” folder will be displayed.  Click on the folder.
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The link to the folder that you have access to will be displayed.  If you print SF50s for more than one UIC or organizational component, multiple links to the folders that you have access to will be displayed.  Click on the link(s).
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5. The SF50s will be available as “pdf” files which you will be able to print using Adobe Acrobat.  The filename shows when the file was generated (i.e., 05042001.pdf means that the file was generated on May 4, 2001).
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6. When you click on the individual pdf files, Adobe Acrobat will automatically run and the SF50s for that day will show on your screen.  To print your SF50s, click on the printer icon from the Adobe screen (the lower printer icon).  These SF50s need to be printed single-sided and distributed to your employees.  If there is an SF50 with the remark “Modern Workaround – Do not distribute”, please destroy it and do not distribute it because it is not an official personnel action. 
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If there are no SF50s for you to print, the file name will appear as below showing “no data”.

8. Once you are done printing all of your files or if there are no files to print, click on “Back”.  This will take you back to the screen which shows the “Daily SF50’s” folder.
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9. Click on “Log Off” in the top right corner to exit Web Cognos.  The log off screen below will appear.  If you need to get back to Web Cognos, click on “Click here to log on again”.  You will need to enter your User ID and password again.
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10.  Periodic maintenance will be performed on the server and an email notification will be sent out in advance.  If you are unable to login to the server, please try again in an hour.  If login attempts continue to fail, please send an email message to helpdesk@pac.hroc.navy.mil






