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Overview

Report templates are available in the “Public Reports” folder within 
PRIMS. You can access, view, export/download, print, and save to a 
location previously created.

New Report Templates

• Detailed PFA Data
• (2026 Template_PFA_PERFORMANCE_Report)

• PHA, PARFQ, BCA, and PRT Completion Status
• (2026 Template_PHA_PARFQ_BCA_PRT_Status)

How It Works

CFL/ACFL logs 
into PRIMS.

Users access desired 
command summary 
report template.

Users generate, 
view, export, and 
save reports.

All step-by-step instructions are the same for CFL/ACFLs.
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Navigation

How to Use This Tutorial

Tip: Use your mouse or press the Tab key to highlight lessons on the 
navigation panel, then press Enter to go to the lesson.
• Select an individual section on the left navigation panel to access the lesson.
• Select the Home icon at any time to return to the course start page.

Tutorial Sections

Policy Insights
Review tips and important notes 
about PRIMS.

Learning Targets
Understand what task you will 
learn to perform in PRIMS.

Step-By-Step Instructions
Follow step-by-step instructions 
with screenshots of PRIMS.

Quick Steps
Job Aid to create Command 
Summary Reports that you can 
print & reference.
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Policy Insights

When generating the report, 
filters are preset to display all 
personnel assigned to the 
UIC(s) users can access.

Reports must be saved in the 
“Private Reports” folder in 
PRIMS as created by users. 
Reports saved to the “Public 
Reports” folder are subject to 
deletion without notification.
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Command Summary Reports
PRIMS Quick Steps

From the Reports page, select 
the Report Name hyperlink.

Select the Edit drop-down list, 
then select Save As or Export. 

From the Save As window, ensure 
you select the Private Reports 
folder, then select Save.

From the Export window, select 
Export. Then save the Excel 
document.

Important! 
Do not save your report templates 
to a Public Report folder.
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Learning Targets

Select a learning target below to begin the Step-by-Step walkthrough.

This tutorial outlines the step-by-step process to:

Access and View a detailed PFA Data Report

1

Access and View a detailed 
PFA Data Report

1

Access and View a detailed PHA, PARFQ, BCA, and PRT Completion Status report

2

Access and View a detailed PHA, PARFQ, 
BCA, and PRT Completion Status report

2

Saving Reports

3

Saving Reports3

Exporting Reports4

Exporting Reports4
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1 Access and View a detailed PFA Data Report
Step-By-Step Instructions

Need to go back or move ahead? Desktop Users: Select the Arrows (< >) or the Dots (⋯) below 
the images. Mobile Users: Tap the Dots (⋯) below the images.

Caret Left outline
Caret Right outline

Step 1 of 5: From the PRIMS Home Page, select the Reports 
tab.
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1 Access and View a detailed PFA Data Report
Step-By-Step Instructions

Need to go back or move ahead? Desktop Users: Select the Arrows (< >) or the Dots (⋯) below 
the images. Mobile Users: Tap the Dots (⋯) below the images.

Caret Left outline
Caret Right outline

Step 2 of 5: In the Reports tab, select the All Reports option. 
In the Reports Search field, begin typing 2026
Template_PFA_Performance. 
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1 Access and View a detailed PFA Data Report
Step-By-Step Instructions

Need to go back or move ahead? Desktop Users: Select the Arrows (< >) or the Dots (⋯) below 
the images. Mobile Users: Tap the Dots (⋯) below the images.

Caret Left outline
Caret Right outline

Step 3 of 5: Select the 2026 
Template_PFA_PERFORMANCE Report hyperlink.
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1 Access and View a detailed PFA Data Report
Step-By-Step Instructions

Need to go back or move ahead? Desktop Users: Select the Arrows (< >) or the Dots (⋯) below 
the images. Mobile Users: Tap the Dots (⋯) below the images.

Caret Left outline
Caret Right outline

Step 4 of 5: Review the information. Use the Scroll bar to 
view additional Report details. 
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1 Access and View a detailed PFA Data Report
Step-By-Step Instructions

Need to go back or move ahead? Desktop Users: Select the Arrows (< >) or the Dots (⋯) below 
the images. Mobile Users: Tap the Dots (⋯) below the images.

Caret Left outline
Caret Right outline

Step 5 of 5: View the report details.
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1 Access and View a detailed PFA Data Report
Step-By-Step Instructions

Need to go back or move ahead? Desktop Users: Select the Arrows (< >) or the Dots (⋯) below 
the images. Mobile Users: Tap the Dots (⋯) below the images.

Caret Left outline
Caret Right outline

Continue to Access and View a detailed PHA, PARFQ, BCA, and PRT Completion Status Report Step-by-Step Instructions

Continue to Access and View a detailed PHA, PARFQ, BCA, 
and PRT Completion Status Report Step-by-Step Instructions
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2
Access and View a detailed PHA, PARFQ, BCA, and 
PRT Completion Status Report

Step-By-Step Instructions

Need to go back or move ahead? Desktop Users: Select the Arrows (< >) or the Dots (⋯) below 
the images. Mobile Users: Tap the Dots (⋯) below the images.

Caret Left outline
Caret Right outline

Step 1 of 4: Beginning from the PRIMS Home Page, select the 
Reports tab.
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2
Access and View a detailed PHA, PARFQ, BCA, and 
PRT Completion Status Report

Step-By-Step Instructions

Need to go back or move ahead? Desktop Users: Select the Arrows (< >) or the Dots (⋯) below 
the images. Mobile Users: Tap the Dots (⋯) below the images.

Caret Left outline
Caret Right outline

Step 2 of 4: In the Reports tab, select the All Reports option. In 
the Reports Search field, begin typing 2026 Template. 
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2
Access and View a detailed PHA, PARFQ, BCA, and 
PRT Completion Status Report

Step-By-Step Instructions

Need to go back or move ahead? Desktop Users: Select the Arrows (< >) or the Dots (⋯) below 
the images. Mobile Users: Tap the Dots (⋯) below the images.

Caret Left outline
Caret Right outline

Step 3 of 4: Select the 2026 
Template_PHA_PARFQ_BCA_PRT_Status hyperlink.
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2
Access and View a detailed PHA, PARFQ, BCA, and 
PRT Completion Status Report

Step-By-Step Instructions

Need to go back or move ahead? Desktop Users: Select the Arrows (< >) or the Dots (⋯) below 
the images. Mobile Users: Tap the Dots (⋯) below the images.

Caret Left outline
Caret Right outline

Step 4 of 4: Review the information. Use the Scroll bar to 
view additional Report details. 

Overview

Overview 

Tutorial Navigation

Tutorial 
Navigation

Policy Insights

Policy Insights

Learning Targets

Learning Targets

Step-By-Step Instructions

Step-By-Step 
Instructions

Quick Steps

Quick Steps



2
Access and View a detailed PHA, PARFQ, BCA, and 
PRT Completion Status Report

Step-By-Step Instructions

Need to go back or move ahead? Desktop Users: Select the Arrows (< >) or the Dots (⋯) below 
the images. Mobile Users: Tap the Dots (⋯) below the images.

Caret Left outline
Caret Right outline

Continue to How to Save a Report Step-by-Step Instructions

Continue to How to Save a Report Step-by-Step Instructions
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3 How to Save a Report
Step-By-Step Instructions

Need to go back or move ahead? Desktop Users: Select the Arrows (< >) or the Dots (⋯) below the images. Mobile 
Users: Tap the Dots (⋯) below the images.

Caret Left outline
Caret Right outline

Step 1 of 6: With the desired report open, select the Edit drop-
down list, then select Save As.
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3 How to Save a Report
Step-By-Step Instructions

Need to go back or move ahead? Desktop Users: Select the Arrows (< >) or the Dots (⋯) below 
the images. Mobile Users: Tap the Dots (⋯) below the images.

Caret Left outline
Caret Right outline

Step 2 of 6: From the Save Report As window, type the Report 
Name, then select the Select Folder button.  
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3 How to Save a Report
Step-By-Step Instructions

Need to go back or move ahead? Desktop Users: Select the Arrows (< >) or the Dots (⋯) below 
the images. Mobile Users: Tap the Dots (⋯) below the images.

Caret Left outline
Caret Right outline

Step 3 of 6: From the All Folders window, select the Private 
Reports hyperlink. 
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3 How to Save a Report
Step-By-Step Instructions

Need to go back or move ahead? Desktop Users: Select the Arrows (< >) or the Dots (⋯) below 
the images. Mobile Users: Tap the Dots (⋯) below the images.

Caret Left outline
Caret Right outline

Step 4 of 6: From the Private Reports window, select the Select 
Folder button. 

Overview

Overview 

Tutorial Navigation

Tutorial 
Navigation

Policy Insights

Policy Insights

Learning Targets

Learning Targets

Step-By-Step Instructions

Step-By-Step 
Instructions

Quick Steps

Quick Steps



3 How to Save a Report
Step-By-Step Instructions

Need to go back or move ahead? Desktop Users: Select the Arrows (< >) or the Dots (⋯) below 
the images. Mobile Users: Tap the Dots (⋯) below the images.

Caret Left outline
Caret Right outline

Step 5 of 6: Ensure the folder name displays Private Reports, 
then select Save.
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3 How to Save a Report
Step-By-Step Instructions

Need to go back or move ahead? Desktop Users: Select the Arrows (< >) or the Dots (⋯) below 
the images. Mobile Users: Tap the Dots (⋯) below the images.

Caret Left outline
Caret Right outline

The new report is saved. 
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3 How to Save a Report
Step-By-Step Instructions

Need to go back or move ahead? Desktop Users: Select the Arrows (< >) or the Dots (⋯) below 
the images. Mobile Users: Tap the Dots (⋯) below the images.

Caret Left outline
Caret Right outline

Step 6 of 6: You can locate your new report by selecting the 
Reports tab and selecting Private Reports. 
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3 How to Save a Report
Step-By-Step Instructions

Need to go back or move ahead? Desktop Users: Select the Arrows (< >) or the Dots (⋯) below 
the images. Mobile Users: Tap the Dots (⋯) below the images.

Caret Left outline
Caret Right outline

Continue to Export a PFA Report Step-by-Step Instructions

Continue to Export a PFA Report Step-by-Step Instructions
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4 How To Export a Report
Step-By-Step Instructions

Need to go back or move ahead? Desktop Users: Select the Arrows (< >) or the Dots (⋯) below 
the images. Mobile Users: Tap the Dots (⋯) below the images.

Caret Left outline
Caret Right outline

Step 1 of 4: With the desired report open, select the Edit drop-
down list, then select Export.
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4 How To Export a Report
Step-By-Step Instructions

Need to go back or move ahead? Desktop Users: Select the Arrows (< >) or the Dots (⋯) below 
the images. Mobile Users: Tap the Dots (⋯) below the images.

Caret Left outline
Caret Right outline

Step 2 of 4: Select Formatted Report, then select Export.
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4 How To Export a Report
Step-By-Step Instructions

Need to go back or move ahead? Desktop Users: Select the Arrows (< >) or the Dots (⋯) below 
the images. Mobile Users: Tap the Dots (⋯) below the images.

Caret Left outline
Caret Right outline

Step 3 of 4: With the report open, select File in the top left 
corner of the page. 
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4 How To Export a Report
Step-By-Step Instructions

Need to go back or move ahead? Desktop Users: Select the Arrows (< >) or the Dots (⋯) below 
the images. Mobile Users: Tap the Dots (⋯) below the images.

Caret Left outline
Caret Right outline

Step 4 of 4: After selecting the location to store the file, Name 
the report and select Save. 
Note: The file is available to save on your computer, cloud, 
network, or desktop. 
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4 How To Export a Report
Step-By-Step Instructions

Need to go back or move ahead? Desktop Users: Select the Arrows (< >) or the Dots (⋯) below 
the images. Mobile Users: Tap the Dots (⋯) below the images.

Caret Left outline
Caret Right outline

Review the report or continue navigating in PRIMS.
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4 How To Export a Report
Step-By-Step Instructions

Need to go back or move ahead? Desktop Users: Select the Arrows (< >) or the Dots (⋯) below 
the images. Mobile Users: Tap the Dots (⋯) below the images.

Caret Left outline
Caret Right outline
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Tutorial Complete

That’s It! 
You have successfully viewed 
command summary reports.
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