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New! Command Summary Report Templates

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

e 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

e =]
\{
& ) 4
Users access desired Users generate,
CFL/ACFL logs command summary view, export, and
Into PRIMS. report template. save reports.

m All step-by-step instructions are the same for CFL/ACFLs. ]
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How to Use This Tutorial

Overview

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
Navigation

Policy Insights

Tutorial Sections

Learning Targets

Policy Insights Step-By-Step Instructions
@ Step-By-Step Review tips and important notes Follow step-by-step instructions
Instructions about PRIMS. with screenshots of PRIMS.
Quick Steps @ Learning Targets = Quick Steps
Understand what task you will Job Aid to create Command
learn to perform in PRIMS. Summary Reports that you can

print & reference.




N)
7, NRUY

N PHYSICAL
/ READINESS
PROGRAM

Overview

ﬁ

Tutorial
Navigation

©

Policy Insights

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

Select Folder

All Folders
: ‘
All Folder > »
Created by Me > >
»
Re > »
Public Reports > >
0 »
o »
W 00242 »
W oo » i
| W g

M New Folde

aaaaaaaaaaaaaaaaaaaaaaaaaaa X ™ = =
2026 Template_PFA_PERFORMANCE_Report Review the additional [ etains | Q
T report PFAS with PRTS 1 query

report details.

IFmMAngn\ms ¥ PushUp [¥] Push-Up Performance [+ Push-UpPoints [¥] Plank Minutes (v] Plank Seconds (v] Plank Performance [+ Plank Pol
1 & 6 EXCELLENTMEDIUM ) 4 15 OUTSTANDING HIGH

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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7 PRIMS Quick Steps

c From the Reports page, select A“ it
the Report Name hyperlink. e

@ Overview - — oy
te Reports 2025 Tompiate PrA_PERFORMANCE R

@ Tutorial || oo -
Navigation

9 Select the Edit drop-down list,

then select Save As or Export. ° LU
@ Policy Insights
:)':)rl block 1
[Name T ¥ FirstName | PFABCADATE |v| PF
@ Learning Targets
e From the Save As window, ensure e
you select the Private Reports Private Raports

@ Step-By-Step folder, then select Save.
Instructions

Export View

o From the Export window, select
Export. Then save the Excel Formatted Report
document.

Important!
Do not save your report templates

to a Public Report folder. , @
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@ Step-By-Step
Instructions

Quick Steps

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

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

Saving Reports

Exporting Reports
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@ 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.

nnnnnnnnn

S NAY 2=

333 PRIMS2  Home

Contact Records PFAs v PARFQs ~ FEP Enrollments ~~ Reports ~ Files ~
N

‘@22 aa W

PRIMS

PFA D
Files

&, Upl

Search for

Q

- Coordinator Message ‘! '

ata Load Widget

load Files | Or drop files

o

E Command Authorizations

uIc

Use this flow to manage Command hierarchy.

Use this flow to authorize ACFLs at the UIC level

Next

Use this flow to authorize ACFLs at the UIC level.

Next

Use this flow to search Command Information by UIC

Next

Step 1 of 5: From the PRIMS Home Page, select the Reports

tab.
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/' rRocRAn 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.

lllllllll

@ Overview
% NAUY Q seach ‘@22 ea ¥

TUtorlaI EEE PRIMS2 Home  ContactRecords ~  PFAs ~ PARFQs ~r  FEPEnrollments ~  Reports ~  Files
Navigation

Reports

All Reports Q, 2026 Template_PFA_PERFORM New Report | New Folder @ -
4 items
REPORTS Report Name “ | Description ~ | Folder v | Created By 9
. .
PO I |Cy I n S Ights Recent Report for Training purposes only 1 Training Roll Up Training Folde Joe Sailor >

Created by Me Report for Trai I 2 ALLOWS USER TO SEARCH ALL ENROLLED Training Falde
epart fe o purpases g Folde
v sportior fraining purposes bty = SAILORS IN FEP VIA UIC FILTER

Joe Sailor

Private Reports Qverall report for training purposes only for all )
Report for Training purposes only 3 personnel assigned to UIC 82650 Training Foldel

Joe Sailor

Public Reports
Department report for training purposes only for al

@ Lea rn i ng Ta rgetS I All Reports Report for Training purposes only 4 personnel assigned to Operations Department Training Folder Joe Sailor
FOLDERS R
All Folders
@ Ste p- By'step Created by Me
i Shared with Me
Instructions @ |
FAVORITES
p | ]
All Faugricoc hdl] »

Quick Steps [ N )

Step 2 of 5: In the Reports tab, select the All Reports option.
In the Reports Search field, begin typing 2026
Template_PFA_Performance.




( 7oNawY @ Access and View a detailed PFA Data Report
/' rRocRAn 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.

@ Overview
‘\MNAW Q, Search M ﬁ ’) I?,I ‘! h@!f

TUtorlaI EEE PRIMS2 Home  ContactRecords ~+ PFAs ~  PARFQs ~  FEPEnrollments ~»  Reports ~  Files
Navigation

Reports

All Reports Q, 2026 Template_PFA_PERFORM New Report New Folder
1item

REPORTS Report Name v Description v | Folder v | Created By 9
. . h
I I This report uses the Contact Records with PFAs
Po |Cy ns Ig ts Recent 2026 Template_PFA_PERFORMANCE Report ° Public Reports Joe Sailor
with PRTs to query by UIC for last cycle's results.
Created by Me ! ?

Private Reports

Public Reports
@ Learning Targets | anepores

All Folders
@ Ste p- By-Step Created by Me
|nstructi0ns Shared with Me
FAVORITES
All Fm v : :

Step 3 of 5: Select the 2026
Template_PFA_PERFORMANCE Report hyperlink.
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@ 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.

Overview

wnﬁw Q, Search M ﬁ 0 $ ‘!‘ w

ses
ss+ PRIMS2 Home  ContactRecords ~+  PFAs ~+  PARFQs ~s  FEPEnrollments s,  Reports »  Files ~

Tutorial
Navigation

Report: Contact Records with PFAs with PRTs. N e Ficl tin
2026 Template_PFA_PERFORMANCE_Report o Enable Field Ediing | | Q M il
This report uses the Contact Records with PFAs with PRTs to query by UIC for last cycle's results.

. . Total Records Total Final Avg Points Total Push-Up Points Total Plank Points Total Cardio Points
Policy Insights 14 766 550 895 455
Navy Cycle Name |~ | UIC ~| DODID ¥ Full Name ¥ | PFAPerformance Summary | PRT Participation Status |*| PRTResult t ¥ | Final Avg
1 Cycle 12026 82650 1234587890 Aaron Sailor BCA Not Within Standard/PRT Pass Participant EXCELLENT MEDIUM
2 Cycle 12026 82650 2345678901 Beth Sailor FAIL Participant FAIL
. 3 Cycle 12026 82650 3456789012 Carmen Sailor FAIL Participant FAIL
Lea rni ng Ta rgets 4 Cycle 12026 82650 4567880123 David Sailor BCA Within Standard/PRT Incomplete - INCOMPLETE
5 Cycle 12028 82650 5678001234 Erin Sailor BCA Non-Participant/PRT Incomplete - INCOMPLETE
6 Cycle 12026 82650 6788012345 Francis Sailor BCA Not Within Standard/PRT Pass Participant QUTSTANDING HIGH
7 Cycle 12026 82650 7890123456 Geaorge Sailor BCA Within Standard/PRT Pass Participant QUTSTANDING LOW ﬂ
Ste p- By-Ste p 8  Cycle 12026 82650 8901234567 Hector Sailor BCA Not Within Standard/PRT Pass Participant QUTSTANDING MEDIUM
I n St ru cti o n S 9 Cycle 12028 82650 9012345678 Ivan Sailor BCA Within Standard/PRT Partial Pass Participant PARTIAL PASS
i an Mreala 4 A0NE RIAN N4224RR70N0 lian Sailnr O A WAGthin Ctandard MOT Nadial Nass Mnrtininnnt NADTIAL NACE =

2/
Quick Steps 0000

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

Step-By-Step Instructions

the images. Mobile Users: Tap the Dots (--*) below the images.

Need to go back or move ahead? Desktop Users: Select the Arrows (< >) or the Dots (:--) below

ZAMERICA'S

l

EW"NAW & et ‘@208 @
EEE PRIMS2 Home ContactRecords  PFAs ~» PARFQs v  FEPEnroliments \» Reports \  Files v
Report: Contact Records with PFAs with PRTs 5 o ™ o
2026 Template_PFA_PERFORMANCE_Report Review the additional e ededing || Q Y RG] S |
This report uses the Contact Records with PFAs with PRTs to query by UIC fi report d etail s.

Final Avg Points | ¥| Push-Up |v| Push-Up Performance || Push-Up Points | v| Plank Minutes || Plank Seconds | v

1 83 64 EXCELLENT MEDIUM 80 4 15
2 0 . . . 0 10
3 0

4

5 - 55 OUTSTANDING HIGH 100 4 35
6 100 60 OUTSTANDING HIGH 100 10 30
7 2 65 EXCELLENT HIGH 85 3 5
8 95 65 EXCELLENT HIGH 85 4 50
9 100 65 OUTSTANDING HIGH 100 3 5
10 98 . . - 4 35
1 100 A 2

00000
Step 5 of 5: View the report details.

Plank Performance

OUTSTANDING HIGH

FAIL

OUTSTANDING HIGH

OUTSTANDING HIGH

OUTSTANDING MEDIUM

OQUTSTANDING HIGH

OUTSTANDING HIGH

OQUTSTANDING HIGH

ALITSTAMOIMS WINUY

¥ Plank Points |v

100

0

100

100

95

100

100

100

100

Cardio Exercise | v

ROW

SWIM-YD

BIKE

RUN/WALK

BIKE

RUN/WALK

SWIM-YD

RUN/WALK

RUN/WALK

SWIM-YD

OF INAAAL ¥
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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.

Overview
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Navigation

Policy Insights

That's It! >

You have successfully accessed and
viewed a detailed PFA Data report in
PRIMS.

Learning Targets
@ Step-By-Step
Instructions

Quick Steps 000000

Continue to Access and View a detailed PHA, PARFQ, BCA,
and PRT Completion Status Report Step-by-Step Instructions
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C\’ @ Access and View a detailed PHA, PARFQ, BCA, and
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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.

@ Overview

@ Tutorial
Navigation
@ Policy Insights

@ Learning Targets

i3 PRIMS2  Home

Q, Search

Contact Records PFAs PARFQs FEP Enrollments s~ Reports Files ~
N

‘@e? oa ¥

PFA Data Load Widget

L]

PRIMS - Coordinator Message ‘! '

&, Upload Files Or drop files

B Command Authorizations

Search for UIC

Q

Use this flow to authorize ACFLs at the UIC level.
Next
Use this flow to authorize ACFLs to Departments and Divisions.

Use this flow to search Command Information by UIC

Use this flow to manage Command hierarchy.

@ Step-By-Step
Instructions -

Step 1 of 4: Beginning from the PRIMS Home Page, select the
Reports tab.
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C\’ @ Access and View a detailed PHA, PARFQ, BCA, and

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.

AMERICA'S

@ Overview
%ﬁﬁ“nw Q, Search N Q ') $ ‘!‘ ﬁ&‘f

Tutorial 23 PRIMS2  Home ContactRecords ~  PFAs ~  PARFQs v  FEPEnrollments v Reports v Files
Navigation Repors

All RBPOVTS Q, 2026 Template New Report New Folder fo
31621 items

REPORTS Report Name ~  Description ~  Folder v Created By v | Created On
I. . h Recent EMM Cases Public Reports John Doe 10/31/2022, 11.00
Po Icy Ins Ig ts ALLOWS USER TO SEARCH ALL
Created by Me .
REACTOR" FEP enrollments ENROLLED SAILORS IN FEP VIA UIC  Fep Enroliments John Doe 10/26/2023, 7:09 F

Private Reports FILTER.

Overall Command Report for
Public Reports (09212) PFA/BCA/PRT Report - ALL PFA/BCA/PRT completion for CY 09212 - HSC-2 John Doe 12/4/2025, 9:03 Al

All Reports

2025
I_ . T t | This report compiles contact
ea rni ng a rge S FOLDERS R (09520) COMMAND ROSTER records & accounts of personnel LSCS Doe JohnDoe 11/3/2025, 2:18 PI

Assigned to UIC

All Folders Member PFA information -

09520) FEP ROSTER LSCS Doe JohnDoe 12/15/2025,1:35 ¢
(05220 Searchable by UIC /15/2025,
Created by Me

PARFQ display errors between
i Tl
@ Ste p- By-ste p Shared with Me o o ory Report Cycle 1 2026 MNP and PRIV, This eport shows R B

the correct responses to questions

Instructions FAVORITES on 611073 rev 12.2025
. This report uses the Contact
All Favorites . .
(09520) PFA Performance Summary Records with PFAs with PRTs to LSCS Doe JohnDoe 11/26/2025, 4:20 F
. »

Quick Steps o0

Step 2 of 4: In the Reports tab, select the All Reports option. In
the Reports Search field, begin typing 2026 Template.




P PRT Completion Status Report

PROGRAM S

AY) J Access and View a detailed PHA, PARFQ, BCA, and
( 2o NavY @

tep-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.

.
Overview
t lllllllll :
1\&!?“““ Q Search... . A 9 & a w
Tutorial EEE PRIMS2 Home  ContactRecords » PFAs s+ PARFQs v  FEPEnrolliments ~ Reports s  Files
Navigation Reperts
- REDOI’TS Q, 2026 Template New Report New Folder
4 items Ll
fepoits e v Description ~  Folder v | Created By ~ | Created On
Policy |nsights fRecent BOBETempIate PHA_PARFQ BCA_PRT Status :E‘;ii’;"ﬁ““o”{PARFQ“’H“ Public Reports John Doe 38, 112441
Created by M
Private Report
Public Report
a | All Reports
Learning Targets
FOLDERS
All Folders
Created by Me
@ Step-By'Step Shared with Me
i RATE
Instructions
All Favorites

Quick Steps 000
Step 3 of 4: Select the 2026
Template_PHA_PARFQ_BCA_PRT_Status hyperlink.
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Overview

Tutorial
Navigation

Policy Insights

Learning Targets

Step-By-Step
Instructions

Quick Steps

Access and View a detailed PHA, PARFQ, BCA, and

PRT Completion
S

Status Report
tep-By-Ste

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.

& NAUY

EEE PRIMS2 Home  Contact Records

Q, Search...
PHA and PARFQ Data

v PFAs [} iits

A

. ? %A
BCA and PRT Data

Files

P9 Joined Report

u 2026 Template PHA_PARFQ_BCA_PRT_Sta
PFACOMPLETION (PARFQ / PHA/BCA/PRT) top of the report.

displays under the
blue line across the

displays under the
. green line across the
-, top of the report.

Contact Records with PFAs with PARFQs
Contact Records with PFAs with P block 1

DODID |v| LastName T

v| FirstName |v| PARFQ Date |v

PHA Date || UIC |v| Navy Cycle Name |v

1 1234587890 Sailor Aaron 1i9/2026 3/8/2026 82650  Cycle 12026
2 2345678901 Sailor Beth - 31812026 82550  Cycle 12026
3 3456789012 Sailor Chris 212812026 3812026 82650 Cycle 1 2026
4 4567890123 Sailor Derek 1/16/2026 3/6/2026 82550  Cycle 12026
5 5678901234 Sailor Evan - 3612026 52650 Cycle 12026
6 6789012345 Sailor Frank 20312026 3iB/2026 82650  Cycle 12026
7 7890123456 Sailor George 372026 52650 Cycle 12026
8 8901234567 Sailor Heather 2/28/2026 3/8/2026 82650  Cycle 12026
9 9012345678 Sailor Imogene 116/2026 3/6/2026 82650  Cycle 12026
10 0123456789 Sajlor Jamie - 3I6/12026 82650  Cycle 12026
11 1123456789 Sailor Kevin 213/2026 24612026 82650  Cycle 12026
12 2345678911 Sailor Mary - 3712026 32650  Cvcle 12026

PRT Summary Report
PRT Summary Report black 1
PFABCADATE |v| PF

DODID || LastName t | First Name |v

1234567890 Sailor Aaron 20112026
2345678901 Sailor Beth

3456789012 Sailor Chris 11152026
4567890123 Sailor Derek 2118/2026
5678901234 Sailor Evan 1114/2026
6789012345 Sailor Frank 1152026
7890123456 Sailor George 210/2026
8901234567 Sailor Heather 115/2026
9012345678  Sailor Imogene 211812026
0123456789 Sailor Jamie 1142026
1123456789 Sailor Kevin 1115/2026
2345678911 Sailor Mary 2/10/2026

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

FRoakAM 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.

Overview

\’
7, NAUY
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Tutorial ST e

Navigation

Policy Insights

That's It! >

You have successfully accessed and
viewed a detailed PHA, PARFQ, BCA, and
PRT Completion Status report in PRIMS.

Learning Targets

@ Step-By-Step
Instructions

Quick Steps 00000

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

WA 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.

Overview
i AMERICAS
2’ NAUY ‘@e2va @
T . I —
utor'a iii PRIMS2 Home ContactRecords ~ PFAs ~ PARFQs ~  FEPEnroliments ~  Reports ~  Files ~
Navigation
g Report: Contact Records with PFAs with PRTs 4 Enable Fieid Ed v )
2026 Template_PFA_PERFORMANCE_Report # Enable Fleld Eciting Q ¢ & A
This report uses the Contact Records with PFAs with PRTs to query by UIC for last cycle's results.
Save As
Policy Insights 14 766 550 895 455 Sae
Navy Cycle Name [+] uic [~] DODID ~| Full Name ~| PFA Performance Summary ~| PRT Participation Status [+ PRTResult + | = g
1 Cyce12026 82650 Aaron Sailor BCA Not Within Standard/PRT Pass Participant EXCELLENT MED EXPO1t
2 Cycle 12026 32650 Beth Saior FAIL Participant FAIL Delete
3 Cycle12026 82650 Carmen Sailor FAIL Participant FAIL Add to Dashboard
.
Lea rni ng Ta rgets 4 Cycle 12026 82650 4567890123 David Sailor BCA Within Standard/PRT Incomplete * Whenyou needto  V*
5 Cycle 1 2026 82650 5678901234 Erin Sailor BCA Non-Participant/PRT Incomplete * save are pD l"t, ensure
6  Cycle 12026 82650 6789012345 Francis Sailor BCA Not Within Standard/PRT Pass I you save using the NG HIGH
7 | Cycle 12026 82650 7890123456 George Sailor BCA Within Standard/PRT Pass I_“Save As” function. NG LOW
Ste p- By-ste p 8  Cycle 12026 82650 8901234567 Hector Sailor BCA Not Within Standard/PRT Pass Participant OUTSTANDING MEDIUM
I nstructio ns 9 Cycle 1 2026 82650 9012345678 van Sailor BCA Within Standard/PRT Partial Pass Participant PARTIAL PASS
10 Cycle 12026 22650 0123456789 Juan Sailor BCA Within Standard/PRT Partial Pass Participant PARTIAL PASS
11 Cycle 12026 82650 0012345678 Kristina Sailor BCA Within Standard/PRT Partial Pass Participant PARTIAL PASS -
x

. Quick Steps O

Step 1 of 6: With the desired report open, select the Edit drop-
down list, then select Save As.
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PHYSICAL

R 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.

Tutorial
Navigation
Save Report As

* Report Name
Change the Name of Your Repert @

Report Unique Name @

Policy Insights

Change_the_Name_of_Your_Report_ly8

Report Description

This report uses the Contact Records with PFAs with PRTs to query by UIC for last cycle’s results.

Folder

Learning Targets
PusteRepots | |MPORTANT NOTE: Save report templates in a
new or existing folder created by PRIMS users
to ensure these templates remain serviceable.
DO NOT save your report templates in the

@ Step-By-Step
Instructions
Public Reports Folder.

Quick Steps o0

Step 2 of 6: From the Save Report As window, type the Report
Name, then select the Select Folder button.
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C@x NAVY © How to Save a Report
v

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.

Overview

Select Folder

Tutorial
Navigation

All Folders

Policy Insights

Learning Targets
@ Step-By-Step
Instructions

Quick Steps 000

Step 3 of 6: From the All Folders window, select the Private
Reports hyperlink.
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v

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.

Overview

Select Folder

Private Reports

Tutorial
Navigation

W

Policy Insights

Learning Targets
@ Step-By-Step
Instructions
Quick Steps 0000

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

Nothing here yet

This folder has no subfolders.

Select Folder
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Learning Targets

@ Step-By-Step
Instructions

Quick Steps

©® 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.

Save Report As

* Report Name:

Change the Name of Your Report

Report Unique Name @

Change_the_Name_of_Your_Report_ly8

Report Description

This report uses the Contact Records with PFAS with PRTS to query by UIC for last cycle's resulls.

Step 5 of 6: Ensure the folder name displays Private Reports,
then select Save.
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PHYSICAL

WA 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.

Overview

* NAUY @me2aa

o Report "Change the Name of Your Report” was saved X

T ial
ves
Utorla 808 PRIMS2 Home Contact Records PFAs ~ PARFQs FEP Enrollments Reports Files ~

Navigation

Report: Contact Records with PFAs with PRTs > Enable Field Editin -
2026 Template_PFA_PERFORMANCE_Report # Enable Field Bdiing || Q, M sl
This report uses the Contact Records with PFAs with PRTs to query by UIC for last cycle's results.

. . Total Re d Total Final Avg Points Total Push-Up Points Total Plank Points Total Cardio Points
Policy Insights 14 766 550 895 455
Navy Cycle Name || UIC ~| DODID ¥ | Full Name ~¥| PFA Performance Summary ~| PRT Participation Status | ¥| PRTResult 1 ¥ | Final Avg
1 Cycle 12026 82650 1234557890 Aaron Sailor BCA Not Within Standard/PRT Pass Participant EXCELLENT MEDIUM
2 Cycle 12026 82650 2345678901 Beth Sailor FAIL Participant FAIL
. 3 Cycle 12026 82850 3456789012 Carmen Sailor FAIL Participant FAIL
Lea rni ng Ta rgets 4 Cycle 12026 82650 4567890123 David Sailor BCA Within Standard/PRT Incomplete - INCOMPLETE
5  Cycle 12026 82650 5678901224 Erin Sailor BCA Non-Participant/PRT Incomplete - INCOMPLETE
6  Cycle 12026 82650 6789012345 Francis Sailor BCA Not Within Standard/PRT Pass Participant OUTSTANDING HIGH
7 Cycle 1 2026 82650 George Sailor BCA Within Standard/PRT Pass Participant OUTSTANDING LOW
Ste p- By-Ste p 8 Cycle 12026 82650 Hector Sailor BCA Not Within Standard/PRT Pass Participant QUTSTANDING MEDIUM
I n st ru cti o n s 9 Cycle 12026 82650 Ivan Sailor BCA Within Standard/PRT Partial Pass Participant PARTIAL PASS
,. an Punla 4 ANNE RIAN N13IARRTON l1an Qailar O/ A Afithin Ctamdned TOT Ractinl Maan Martininant MADTIAL NACE ™

Quick Steps 000000

The new report is saved.
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©® 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.

Created by Me Report o query by UIC for last
yele's results.
l Private Reports @

k n o
b 4 NAUY Q search.. Jma 2 aa Y
55 PRIMS Reports v [ Change the Name of . v x
N
Reports
Private Reports 1 Q_ Search private reports New Report | New Folder & -
1item
REPORTS Report Name ~  Description ~  Folder v Created By v | Created On ~  Subscribed
Recent This report uses the Contact
nge f your ith i
Change the Name of you Records with PFAs with PRTs Private Reports Joe Sailor 3/30/2026, 325 PM -

Public Reports

All Reports
FOLDERS

All Folders

Created by Me

Shared with Me
FAVORITES

All Favorites

Step 6 of 6: You can locate your new report by selecting the

Reports tab and selecting Private Reports.
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C}f NAUY ©® How to Save a Report

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.

Overview

\’
7, NRUY
. PHYSICAL
Tutorial S 7 READINESS

Navigation

Policy Insights

That's It! >

You have successfully saved a report in
PRIMS.

Learning Targets
@ Step-By-Step
Instructions

Quick Steps 00000000

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

Overview
, AMERICA'S
=
\@’é NAVY Q search.. v 2?2208 W
T . I —
Utorla E;E PRIMS2 Home  CentactRecords s  PFAs ~  PARFQs ~  FEPEnrcllments ~  Reports ~  Files
Navigation
Report: Contact Records with PFAs with PRTs * Enable Field Editi E
s tiry
2026 Template_PFA_PERFORMANCE_Report o Enable Field Editing | | Q Tie at | R
This report uses the Contact Records with PFAs with PRTs to query by UIC for last cycle's results.
Save As
Total Records Total Final Avg Points Total Push-Up Points Total Plank Points Total Cardio Points 1
Polic Insi hts 14 766 550 895 455 Save
y g R Subscribe
Navy Cycle Name || UIC ~| DODID * | Full Name ~ | PFA Performance Summary ~| PRT Participation Status |*| PRT Result t g
1 Cycle 12026 82550 1234567800 Aaron Sallor BCA Not Within Standard/PRT Pass Participant EXC Export
2 Cycle12026 82650 2345678901 Beth Sailor FAIL Participant FAIL Delate
3 Cycle 12028 82650 3456789012 Carmen Sailor FAIL Participant FAIL Add to Dashboard
.
Lea rni ng Ta rgets 4 Cycle 12028 82650 4567890123 David Sailor BCA Within Standard/PRT Incomplete - INCOMPLETE
5 Cycle 12026 82650 5678901234 Erin Sailor BCA Non-Participant/PRT Incomplete - INCOMPLETE
6  Cycle12026 82650 6789012345 Francis Sailor BCA Not Within Standard/PRT Pass Participant OUTSTANDING HIGH
7 Cycle 12028 82650 7890123456 George Sailor BCA Within Standard/PRT Pass Participant OUTSTANDING LOW
Ste p- By-ste p 8  Cycle 12026 82650 8901234567 Hector Sailor BCA Not Within Standard/PRT Pass Participant OUTSTANDING MEDIUM
I . 9  Cycle 12026 82650 9012345678 Ivan Sailor BCA Within Standard/PRT Partial Pass Participant PARTIAL PASS
nStrUCtlons 10  Cycle 1 2026 82650 0123456789 Juan Sailor BCA Within Standard/PRT Partial Pass Participant PARTIAL PASS
11 Cycle 12028 82650 0012345678 Kristina Sailor BCA Within Standard/PRT Partial Pass Participant PARTIAL PASS v
»

Quick Steps O

Step 1 of 4: With the desired report open, select the Edit drop-
down list, then select Export.
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‘ 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.

@ Overview

SNV Q search. xx@er2ea®

Tutorial i PRIMS2
Navigation

Home  Contact Reco Export

L5 202 Template_prA_PERt  cxport v i
IS

report uses the Contact Records with F

. . Total Records  Total Final Avg Points  Total Formatted Report Details Only
Policy Insights 14 766 550 .
Navy Cycle Name [¥| uic [¥] pobit : us [¥] PRTResult t [*] Final Avg
1 Cyde120% Bams0 1234t EXCELLENT MEDIUM
2 Cyde12026 82650 234567 FAIL
. 3 Cyde12026 82050345678 1o FAIL
Lea rni ng Ta rgets 4 | Cycle12028 82650 456789 t xlsx = INCOMPLETE
5 | Cyce12026 82650 567890 INCOMPLETE
6 | Cyde12026 go650 678901 OUTSTANDING HIGH
7 | Cyde12026 goes0 789012 @4@ OUTSTANDING LOW
Ste p- By'Ste P 8 | Cyde12026 82650 8901234567 Hector Sailor BCA Not Within Standard/PRT Pass icipant OUTSTANDING MEDIUM
Instructions 9 | Cyde 12026 82850 90125678  IvanSalor BCA Within Standard/PRT Partial Pass Participant PARTIAL PASS
10 | Cycle 12026 82650 1123456789 Juan Sailor BCA Within Standard/PRT Partial Pass Participant PARTIAL PASS
e ————————— ——————— " °~~ °~" S SheTa e >

Quick Steps O

Step 2 of 4: Select Formatted Report, then select Export.
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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.

o
Ove rVIew Draw Pagelayout Formulas Data Review View Automate Developer Help Acrobat
potoron i1 A & | = =[T) e w0 e EI: ? B BB S | FAewe - 4y [ o
g R EEE S Moo <% 3 T T nTS Che. MU T e ST ST
cupbowa = = a = [y— = stytes cane eating adding adabe Acroat -
1 /2026 Template_PFA_PERFORMANCE_Report
. 2 |As of 2026-03-30 14:03:58 Eastern Standard Time/EST * Generated by John Doe * Sorted by PRT Result (Ascending)
Tutorial 3
. . 4
Navigation 5 Filtered By
6 Show: All contact records
7 Navy Cycle Name equals cycle 1 2026
8 UICnot equal to -
9
. . 10 Navy Cycle Name uiC DODID Full Name PFA Performance Summary PRT Participation Status  PRT Result Final Avg Points P
POIlcy | nSlghtS 11 Cycle 12026 82650 1234567830 Aaron Sailor BCA Not Within Standard/PRT Pass Participant EXCELLENT MEDIUM 83
12 Cycle 12026 82650 2345678901 Beth Sailor FAIL Participant FAIL 0
13 Cycle 12026 82650 3456789012 Carmen Sailor FAIL Participant FAIL 0
14 Cycle 12026 82650 4567890123 David Sailor BCA Within Standard/PRT Incomplete INCOMPLETE
15 Cycle 12026 82650 5678901234 Erin Sailor BCA Non-Participant/PRT Incomplete INCOMPLETE
16 Cycle 12026 82650 6789012345 Francis Sailor BCA Not Within Standard/PRT Pass Participant OUTSTANDING HIGH 100
. 17 Cycle 12026 82650 7890123456 George Sailor BCA Within Standard/PRT Pass Participant OUTSTANDING LOW 90
Lea rni ng Ta rgets 18 Cycle 12026 82650 8901234567 Hector Sailor BCA Not Within Standard/PRT Pass Participant OUTSTANDING MEDIU 95
19 Cycle 12026 82650 9012345678 Ivan Sailor BCA Within Standard/PRT Partial Pass Participant PARTIAL PASS 100
20 Cycle 12026 82650 1123456789 Juan Sailor BCA Within Standard/PRT Partial Pass Participant PARTIAL PASS 98
21 Cycle12026 82650 1223456789 Kristen Sailor BCA Within Standard/PRT Partial Pass Participant PARTIAL PASS 100
22 Cycle 12026 82650 1222345678 Liam Sailor BCA Within Standard/PRT Partial Pass Participant PARTIAL PASS 100
23 Cycle 12026 82650 1222234567 Michelle Sailor BCA Within Standard/PRT Non-Participant  Validated PRT Non-Participant
Ste p- By-ste p 24 Cycle 12026 82650 9875543210 Nancy Sailor BCA Within Standard/PRT Non-Participant  TAD PRT Non-Participant
25 Total Sum 766
Instructions 2 Count 14 Scroll to view
e/ additional details.
28 3
~ 2026 Template PFA PERFORMANCER 4 0T . 5

Quick Steps 000

Step 3 of 4: With the report open, select File in the top left
corner of the page.
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Cﬂj;mwv ® 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.

Save a Copy

(2} Home Ty

@ Overview
l\_/‘ Recent

D MNew 82650_PFA_PERFORMANCE_Report-2026-03-30-14-03-38
. L ]
Tutorial & e x
E Open
@ Navigation - * [ » Charles - Millennium Corporetion » Decuments . et Derument 5
Info
S

1 & Documents

Organize = New folder | (7]
‘ [E] save a Copy ~
J Documents Name Status Date medified
Save as Adobe Adebe
o Altera
. . | Copilat
Policy Insights B b oot e
il
15 Share el
eatur
Share as Adobe e Projects
PDF link nces

4 Documents
4 Downloads

[oNoNc RN oNONNC NN D o®c

G NPC PI26_118.2.3.0_Product Developme.. €

File name: |82650_PFA_PERFROMANCE_Report-2026-03-30-14-03-58.xIsx ﬁ

B Export
@ Learning Targets B o
1

Save as type: Excel Workbook (*.xlsx)
@ Step'By'Step Authors: Apache POI i Tags: Add a tag Title ".dua}-g_fl Subject: Specify the subject Manager: Specify the manage
Instructions O save Thumbna
&P Qui 0000
Quick Steps

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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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.

Overview
[ gfAlERICAS %
% Ny ‘@220 @
Tutorial =
u orla ees PRIMS2 Home  ContactRecords ~  PFAs You are returned to Reports v  Files v
ees P
Navigation the report page. ¥
'S
Report: Contact Records with PFAs with PRTs  Enable Field Edit =
Na 2 e N
2026 Template_PFA_PERFORMANCE_Report /. EnablaFlakl Edting; [} Q YL k.||
This report uses the Contact Records with PFAs with PRTs to query by UIC for last cycle's results.
S
. . Total Records  Total Final Avg Points  Total Push-Up Points  Total Plank Points  Total Cardio Points
Po||cy |ns|ghts 14 766 550 895 455
Navy Cycle Name |v| UIC v| DODID ¥ | Full Name ¥ | PFA Performance Summary ¥ | PRT Participation Status |v| PRTResult 1 ¥ | Final Avg

1 Cycle 12026 82650 1234567890 Aaron Sailor BCA Not Within Standard/PRT Pass Participant EXCELLENT MEDIUM
2  Cycle 12026 2345678901 Beth Sailor FAIL Participant FAIL

Lea m i n Ta r ets 3 Cycle 12026 3456789012 Carmen Sailor FAIL Participant FAIL

g g 4 Cycle 12026 82650 4567890123 David Sailor BCA Within Standard/PRT Incomplete - INCOMPLETE
5 Cycle 12026 82650 5678901234 Erin Sailor BCA Non-Participant/PRT Incomplete - INCOMPLETE
6  Cycle 12026 82650 6789012345 Francis Sailor BCA Not Within Standard/PRT Pass Participant OUTSTANDING HIGH
7  Cycle 12026 7890123456 George Sailor BCA Within Standard/PRT Pass Participant OUTSTANDING LOW
- -
Ste p By Ste p 8  Cycle 12026 8901234567 Hector Sailor BCA Not Within Standard/PRT Pass Participant OUTSTANDING MEDIUM
.

Instructlons 9 Cycle 12026 9012345678 Ivan Sailor BCA Within Standard/PRT Partial Pass Participant PARTIAL PASS

an Punla 4 A0NC N492ARR 700 lnan Qailar DA WMERIn Ctnndned MDT Dacial Nana Dactiniannt PDADTIAL DACS
< »

Quick Steps 00000

Review the report or continue navigating in PRIMS.
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Quick Steps

O® 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.

AY,
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S

That's It!

You have successfully exported a
report in PRIMS.
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Overview

@ Tutorial
Navigation
Policy Insights

Learning Targets

@ Step-By-Step
Instructions

Quick Steps

Tutorial Complete

That's It!

You have successfully viewed
command summary reports.
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