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@ Step-By-Step
Instructions

Quick Steps

Overview

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

* 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

AE
\/
< (1) 4
Users access desired Users generate,
QFL/ 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.

T“FO"‘:“I  Select an individual section on the left navigation panel to access that lesson.
Navigation « Select the Home icon at any time to return to the course start page.

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.




\’
d
/', NAUY
PHYSICAL
/Z7 READINESS
PROGRAM

Overview

ﬁ

Tutorial
Navigation

©

Policy Insights

Learning Targets

@ Step-By-Step
Instructions

Policy Insights

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

Select Folder

All Folders

Public Reports

r ¥ F F F F ¥ fF F K
v v v v v v v v v «

‘@220 a @

HEOPRMS R

Ropor:ContactRocords ith PAsvith TS R r—
[7) 2036 Tempiate. PFA. PERFORMANCE_Report Review the additional | erave e [
This foport uses tho wih PPAs win PRTS o auery by UC o report details,

;;;;;;

aaaaa

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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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. , @




/., NRUY
N PHYSICAL

/ READINESS
- PROGRAM

Overview

Tutorial
Navigation

Policy Insights

Learning Targets
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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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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.

k n lllllllll N
k. F
‘“'“'gNAW Q search Jma2aa W
.
33 pRIMS Homa v qf~1\|
PRIMS - Coordinator Messag PFAS Use this flow to authorize ACFLs at the UIC level.
u Medical Waivers m
PFA Data Load Widget BCAs
Files PRTs Use this flow to authorize ACFLs to Departments and Divisions.
&, Upload Files | Or drop files
o 2
@ FEP Enroliments
™ Use this flow to search Command Information by UIC
m Command Authorizatior FEP Bvents
Search for UIC 0 e
d Next
Q

Use this flow to manage Command hierarchy.

Step 1 of 5: From the PRIMS Home Page, select the Home drop-
down list, and select Reports.
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SR 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
@ Tutorial B PRIMS Repons v
H H Reports
NaVlgatlon Ar' Reports @ Q. 2026 Template_PFA Mew Report New Folder -

AMERICA'S

%ﬁﬁ“nw Q, Search N Q ') $ ‘!‘ ﬁ&‘f

6 items
REPORTS Report Name ~ | Description ~  Folder “ | Created By »  Created On ]
Recent 2026 Template PHA_PARFQ_BCA_PRT_Status PFA COMPLETION (PARFQ / PHA / BCA / PRT) Public Reports Joe Sailor 3/9/2026, 11:24 AM
Po I icy I n Sights Created by Me Copy of CopyC 2026 Template PHA_PARFQ BC PFA COMPLETION (PARFQ / PHA / BCA / PRT) 82650 Reports 2026 Joe Sailor 3/13/2026, 1:00 PM
CopyC 2026 Template PHA_PARFQ_BCA_PRT_ PFA COMPLETION (PARFQ / PHA / BCA / PRT) For Testing Purposes Joe Sailor 3/13/2026, 12:02 PM

Private Reports
CopyB 2026 Template PHA_PARFQ_BCA_PRT_ PFA COMPLETION (PARFQ / PHA / BCA / PRT) Private Reports Joe Sailor 3/13/2026, 11:15 AM
Public Reports This report uses the Contact Records with PFAs

with PRTs to query by UIC for last cycle's results.

All Reports
@ Lea rn i ng Ta rgets Rnpy of 2026 Template PHA_PARFQBCA_PRT :(:F:ZS;';?:?';:TTS' PFACOMPLETION (PARFQ. 1 . te Reports Joe Sailor 3/13/2026, 1113 AM
FOLDERS

All Folders

2026 Template_PFA_PERFORMANCE _Report Fublic Reports Joe Sailor 3/9/2026, 10:20 AM

Created by Me

@ Ste p' By-step Shared with Me
Instructions

All Favorites

Quick Steps o0

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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DA 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

Yo gfAUERICAS N
1\51-",!?“AW Q search., @A 2 na
et

: i PRIMS Report
Tutorial e .
. . Reports
Na\"gatlon All Reports Q, 2026 Template_PFA New Report Mew Folder
1item
REPORTS Report Name ~  Description ~ | Folder ~ | Created By ~  Created On ~ | Subscribed

This report uses the Contact
Recent 5026 P!

. . Records with PFAs with PRTe
Po I IC I nsi hts Template_PFA_PERFORMAN Public Reports Joe Sailor 3/9/2026, 10:20 AM v
Created by Me ~ to query by UIC for last
CE_Report
E cycle's results.

Private Reports

Public Reports

[ All Reports
@ Learning Targets

All Folders

Created by Me

@ Ste p- By-ste p Sharsd'wim Me
InStrUCtions FAVORITES

All Favorites

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
s a AMERICA'S N
S NAUY Q search. Jma 2 aa W
Tutorial i3 PRIMS Reports v [ 2026 Template PFA_. ~ x
. .
N avlgatlo n Report: Contact Records with PFAs with PRTs 4 Enable Field Edi
2026 Template_PFA_PERFORMANCE_Report # Enable Fleld Editng || Q. MRS
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
7 95 185 200 100
. .
Po I Icy I n s Ig hts Navy Cycle Name || UIC *| DODID | Full Name PFA Performance Summary | PRT Participation Status |v| PRTResult T | Final Avg Points |v
1 Cycle 12026 92650 1234567890 Aaron Sailor FAIL Participant FAIL 0
2 Cycle 12026 82650 2345678901 Beth Sailor FAIL Participant FAIL o
3 Cycle 12026 82650 3456789012 Carmen Sailor BCA Within Standard/PRT Incomplete INCOMPLETE
Lea rn i n Ta r ets 4 Cycle 12026 82650 4567890123 David Sailor BCA Nen-Participant/PRT Incomplete INCOMPLETE
g g 5 Cycle 12026 82650 5678901234 Erin Sailor BCA Incomplete/PRT Incomplete INCOMPLETE
6  Cycle 12026 82650 6789012345 Francis Sailor BCA Not Within Standard/PRT Pass Participant OUTSTANDING MEDIUM 95
7  Cycle 12026 82650 7890123456 George Sailor BCA Within Standard/PRT Non-Participant TAD PRT Mon-Participant
8 95
Step-By-Step
Instructions Use the scroll bar to view
additional Report details.
.
o >

Quick Steps

Step 4 of 5: Review the information.
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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 search. ‘@e?2ea @

Tutorial i PRIMS Reports v | [ 2026 Template PFA_.. v x
N aVl gat I O n Report: Contact Records with PFAs with PRTs

2026 Template_PFA_PERFORMANCE_Report Review the additional [# corereozony vilej[ |~
This report uses the CumacI_ReocrEs with PFAs with PRTSE) query by UIC fol report deta ||5

|

Policy Insights | |
y g Push-Up Performance |v| Push-Up Points | *| Plank Minutes |¥| Plank Seconds || Plank Performance v| Plank Points |*| Cardio Exercise |¥| Cardio Minutes |v| Cardic Seconds || Cardio >

1 o 10 FAIL 0 SWIM-YD 45 20 FAIL
2 - - - - - - BIKE 39 9 FAIL
3 - - - - - - RUNMWALK
L . T t 4 OUTSTANDING HIGH 100 4 35 OUTSTANDING HIGH 100 BIKE
earning largets P ) ) — v
6 EXCELLENT HIGH 85 4 50 OQUTSTANDING HIGH 100 RUNMWALK 7 0 OuUTST
7 - - - - - - RUN/WALK

@ Ste p- By-Step 8 185 200
Instructions

00000
Step 5 of 5: View the report details.
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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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7, NAUY
. PHYSICAL
Tutorial S e

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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@ Overview

@ Tutorial
Navigation

@ Policy Insights

@ Learning Targets

@ Step-By-Step
Instructions

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.

---------

/NAVY
233 PRIMS CHome v <——(=1 \|

‘@a?aa W

Bt N -v

PFAs

u Medical Waivers

Use this flow to authorize ACFLs at the UIC level,

PRIMS - Coordinator Messag

PFA Data Load Widget BCAs
Files PRTs Use this flow to authorize ACFLs to Departments and Divisions.

&, Upload Files | Or drop files

o 2
@ FEP Enroliments
v Use this flow to search Command Information by UIC
m Command Authorizatior FEP Events
Search for UIC 0 e
Next
Q

Use this flow to manage Command hierarchy.

Step 1 of 4: From the PRIMS Home Page, select the Home drop-
down list, and select Reports.
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C\’ Access and View a detailed PHA, PARFQ, BCA, and PRT

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
§ N
‘&@-énnw Q. search. - ma 2 a ¥
Tutorial HI PRIMS Repars v
N . t. Reports
aVIga ion All Reports Q_ 2026 Template NewReport | NewFolder || gt~
12690 items
REPORTS Report Name Description ~  Folder “ | Created By »  Created On
Recent EMM Cases EMM Cases Public Reports Joe Sailor 10/31/2022, 11:00 AM
. .
Po I |Cy I ns Ights CreatedbyMe 00 G358 ACG Cases Public Reports Jos Sailor 6/22/2022, 3:01 PM
Clerk Name Cases filtered by clerk name (DR} Public Reports Joe Sailor 10/12/2022, 2:.19 PM
Private Reports
Clerk 2 Cases Cases filtered by clerks. Public Reports Joe Sailor 11/28/2022, 2:00 PM
Publ
ublic Reports Clerk 3 Cases Cases filtered by clerk name. Public Reports Joe Sailor 11/29/2022, 10:59 AM
All Reports Clerk 4 Cases Cases filtered by clerk name. Public Reports Joe Sailor 3/15/2023, 11:14 AM
.
Lea rni ng Ta rgets FOLDERS RE”’- 5 Cases Cases filtered by clerk name, Public Reports Joe Sailor 3/7/2023, 238 PM
ESG Cases ESG Cases Public Reports Joe Sailor 7/13/2022, 10:20 AM
All Folders
EMM2 Cases EMM Cases Public Reports Joe Sailor 7/13/2022, 1213 PM
Created by Me My Transactions My Transactions Public Reports Joe Sailor 7/26/2022,9:30 AM
Ste p By Ste p Shared with Me  Clerk Cases Cases filtered for clerk Public Reports Joe Sailor 7/29/2022, 12:34 PM
- -
SGB Case: blic Joe Sailc
. FAVORITES ases SGB Cases Public Reports oe Sailor 9/9/2022, 3:59 PM
I nstructlo ns CW Cases CW Cases Public Reports Joe Sailor 9/9/2022, 400 PM
All Favorites
PFA and Contact Record Report Th_'z :f:rf‘us_g_sfhic_?:fiﬁf(:r_'_i_s“wl"‘m__l’fis‘ Public Reports Joe Sailor 11/7/2025, 1243 AM
. = =
N

Quick Steps

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




AY), J e Access and View a detailed PHA, PARFQ, BCA, and PRT
< 7 NAUY Completion Status Report

/ READINESS
PROGRAM

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

P gl ERICas -
?“ﬁ!‘gunw Q, search... v ’:: ') $ ‘.. w
&t
H i3 PRIMS Report
Tutorial e -
. . Reports
Na\"gatlon A” Repol‘ts Q, 2026 Template New Report New Folder
6 items
REPORTS Report Name v | Description ~  Folder v | Created By ~ | Created On “

Recent 2026 Template PHA_PARFQ_BCA_PRT_Status PFA COMPLETION (PARFQ / PHA / BCA / PRT) Public Reports Joe Sailor 3/9/2026, 11:24 AM
. .

Policy Insights Created by e

Private Reports

Public Reports

[ All Reports
@ Learning Targets

All Folders

Created by Me

@ Ste p- By-ste p Sharsd'wim Me
InStrUCtions FAVORITES

All Favorites

Step 3 of 4: Select the 2026
Template_PHA_PARFQ_BCA_PRT_Status hyperlink.




N) Access and View a detailed PHA, PARFQ, BCA, and PRT
nawy ©

S N prvsicat Completion Status Report
rrecran 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 H @22 4

Tutorial 31 pRIMS Reports . @. PHAand PARFQ Data BCA and PRT Data
displays under the

NaVigation Joined Report blue line across the
2026 Template PHA_PARFQ_BCA_PRT_Sta
PFACOMPLETION (PARFQ / PHA/ BCA/ PRT) top of the report.

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

Contact Records with PFAs with PARFQs PRT Summary Report
Po I icy I n sights Contact Records with PFAs with P block 1 PRT Summary Report block 1
DODID |v| LastName T v| FirstName |v| PARFQDate |v| PHADate v| UIC |v| NavyCycle Name |[v| DODID |v| LastName T | FirstName |v| PFABCADATE |v| PF
1 1234567890 Sailor Aaron 1i9/2026 3/8/2026 82650  Cycle 12026 1234567890 Sailor Aaron 211112026
2 2345678901 Sailor Beth - 30812026 82650 Cycle 12026 2345678901 Sailor Beth
3 3456789012 Sailor i Chris 2/28/2026 30812026 82650  Cycle 12026 3456789012 Sailor Chris 1152026
Lea rn i ng Ta rgets 4 4567890122 Sailor © Derek 1M18/2026 3UBI2026 82650  Cycle 12026 4567890123 Sailor Derek 218/2026
5 5678901234 Sailor Evan - 36i2026 82650 Cycle 12026 5678901234 Sailor Evan 101412026
6 6739012345 Sailor Frank 2/3(2026 362026 #2650  Cycle 12026 6789012345 Sailor Frank 1/15/2026
7 7890123456 Sailor George - 372026 82650  Cycle 12026 7890122456  Sailor George 211012026
St B St & 8901234567 Sailor Heather 212812026 3/8/2026 82550  Cycle 12026 8901234567 Sailor Heather 1/15/2026
- -
ep y ep 9 9012345678 Sailor Imogene 1162026 36/2026 82650  Cyele 12026 9012345678  Sailor Imogene 2118/2026
Instructions 10 0123456789 Sailor Jamie . 3B2025 82850  Cycle 12026 0123456788 Sailor Jamie Pp—
11 1123456788 Sailor Kevin 2/3/2026 24612026 82650  Cycle 12026 1123456789 Sailor Kevin 1115/2026
. Je 28678911 Sailor Mary . 3072026 82650 Cvcle 12026 2345678911 Sailor Mary 21102026 ,

Quick Steps 0000

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

PROGRAM 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, NRUY
. PHYSICAL
Tutorial /7 renpiness

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 0000

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

AT | Tmerua @

Tutoria I i PRIMS Reports v [ 2026 Template PFA_... v X
. .
N avl gat I o n Report: Contact Records with PFAs with PRTs  Enabie Field £
2026 Template_PFA_PERFORMANCE_Report # Enable Fleld Ealting || Q M
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
7 95 185 200 100
Policy Insights
Navy Cycle Name |v| UIC ~ DoDID | Full Name | PFA Performance Summary ¥ | PRT Participation Status |*| PRTResult 1 hdl [ S
1 | Cycle 12026 82650 1234567890 Aaron Sailor FAIL Participant FAIL 0
2 Cycle 12026 82650 2345672001 Beth Sailor FAIL Participant FAIL 0
3 Cycle 1 2026 82650 3456789012 Carmen Sailor BCA Within Standard/PRT Incomplete - INCOMPLETE
L . T t 4 Cycle 12026 82650 4567890123 David Sailor BCA Nen-Participant/PRT Incomplete - INCOMPLETE
ea rn I ng a rge S 5 Cycle 12026 82650 5678901234 Erin Sailor BCA Incomplete/PRT Incomplete - INCOMPLETE
6 Cycle 12026 82650 6789012345 Francis Sailor BCA Mot Within Standard/PRT Pass Participant OUTSTANDING MEDIUM 95
7 | Cycle 12026 82850 7890123456 George Sailor BCA Within Standard/PRT Nen-Participant TAD PRT Non-Participant
8 95

Step-By-Step
Instructions

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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@ 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.

NV

32 PRIMS Reports

~ [ 2026 Template PFA_.. v X

Save Report As

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 results.

~ IMPORTANT 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 Public Reports Folder.

Foider
Public Reports

Step 2 of 6: From the Save Report As window, type the Report

Name, then select the Select Folder button.
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Overview

Tutorial
Navigation

Policy Insights

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.

X

mmw Select Folder _EE] a2 a @

3 pRIMS ‘ Reports All Folders

Step 3 of 6: From the All Folders window, select the Private
Reports hyperlink.
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C@g NAVY ©® 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

%NV [a searn. “xl@e? 2@

Tutorial 3 PRIMS ‘ r— Select Folder

Navigation

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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Navigation
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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.

SCNAVY

235 PRIMS Reports

Q, Search

~ [ 2026 Template PFA_.. ~ X

Report Unique Name @

Report Description

Save Report As

Copy_of 2026_Template PFA_PERFORMANCE_Re JDQ

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

Step 5 of 6: Ensure the folder name displays Private Reports,

then select Save.
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Overview

Tutorial
Navigation

Policy Insights

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.

AMERICA'S

NV = ELERR R
s:2 PRIMS Reports
w
Report: Contact Records with PFAs with PRTs )
Change the Name of your Report # Enable Fleld Edilng || Q M
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
5 68 132 143 Il
Navy Cycle Name |~ UIC ~| DoDID ~| Full Name ~| PFA Performance Summary ~| PRTParticipation Status |v| PRTResult t ¥ | Final Avg Points |~
1 Cycle 12026 82650 1234567890 Aaron Sailor FAIL Participant FAIL 0
2 | Cycle 12026 82650 2345678001 Beth Sailor FAIL Participant FAIL 0
3 | Cycle 12026 A2650 3456789012 Carmen Sailor BCA Within Standard/PRT Incomplete INCOMPLETE
4 Cycle 1 2026 82650 4567890123 David Sailor BCA Non-Participant/PRT Incomplete INCOMPLETE
5 Cycle 12028 82650 5678001224 Erin Sailor BCA Incomplete/PRT Incomplete INCOMPLETE
] Cycle 1 2026 82650 6789012345 Francis Sailor BCA Not Within Standard/PRT Pass Participant QUTSTANDING MEDIUM 95
7 | Cycle 12026 82650 7890123456 George Sailor BCA Within Standard/PRT Non-Participant TAD PRT Non-Participant
8 95

The new report is saved.
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@ Overview

@ Tutorial
Navigation

@ Policy Insights

@ Learning Targets

@ Step-By-Step
Instructions

©® 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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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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S/ Reapiness 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

AT | Tmerua @

Tutorial i PRIMS Reports v [ 2026 Template PFA_... v X
i i Report: Contact Records with PFAs with PRTs
Navigation po

2026 Template_PFA_PERFORMANCE_Report # Enable FieldEditing | | Q v|[e| e [+
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
7 95 185 200 100
. .
Po I |Cy I ns Ig hts Navy Cycle Name [v] ulc [~| pobib ~| Full Name ~| PFAPerformance Summary ~| PRT Participation Status [~ PRTResult 1 @, B |
1 | Cycle 12026 82650 1234567890 Aaron Sailor FAIL Participant FAIL 0
2 Cycle 12026 82650 2345672001 Beth Sailor FAIL Participant FAIL 0
3 Cycle 1 2026 82650 3456789012 Carmen Sailor BCA Within Standard/PRT Incomplete - INCOMPLETE
. 4 Cycle 12026 82650 4567890123 David Sailor BCA Nen-Participant/PRT Incomplete - INCOMPLETE
Lea rn I ng Ta rgets 5 Cycle 12026 82650 5678901234 Erin Sailor BCA Incomplete/PRT Incomplete - INCOMPLETE
6 Cycle 12026 82650 6789012345 Francis Sailor BCA Mot Within Standard/PRT Pass Participant OUTSTANDING MEDIUM 95
7 | Cycle 12026 82850 7890123456 George Sailor BCA Within Standard/PRT Nen-Participant TAD PRT Non-Participant
8 95

Step-By-Step
Instructions

Quick Steps @)

Step 1 of 8: With the desired report open, select the Edit drop-
down list, then select Export.
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C//*;;y,eyx O How To Export 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

% Nl (o s _ A Be? a @

@ Tutorial H_paws s Expor
Navigation Report: Contact Records with PFAS with F :
2026 Template_PFA_PERFO| Export View # Add Chat
This report uses the Contact Records with PFA W
Total Records Total Final Avg Points Total Pu: Formatted Repon Details On\y
6 95 185
H H iding y the
POIlcy |nS|ghtS Mavy Cycle Name [v] uic [+] DoDID e i s e | PRTResuit + [*] Final Avg Points [+
1 Cycle 12026 82650 123456788 FAIL 0
2 Cycle 12026 B2E50 2567890 FAIL 0
3 Cycle 12026 g250 34567800 INCOMPLETE o
. 4 Cycle 1 2026 82650 4K678901; Format : INCOMPLETE -
@ Lea rni ng Ta rgets 5 Cycle 12026 82650  S67BOIZ OUTSTANDING MEDIUM 95
6 | Cycle 12026 82650 67890123 PRT Non-Participant
7

@ Step-By-Step
Instructions

( N
Step 2 of 8: Select Formatted Report, then select Export.
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S/ Reapiness 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 .Recent download history ®

Bagfakmeies o 2026
‘e"ﬂﬁi ’ﬁr “AW Q search.. Template_PFA_PERFORMANCE_Report-2

026-03-31-08-08-06.xlsx

Tutorial i3 PRIMS Reports ~ [ 2026 Template PFA_.. ~ x - 5.9KB « 2 minutes ago
N avigati o n Report: Contact Records with PFAs with PRTs o -

2026 Template_PFA_PERFORMANCE_Report 4 Eadia Fe Ectirg v Eat | v
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
[ 95 185 200 100
. .
@ Po I Icy I n s Ig hts Navy Cycle Name |*| UIC ~ DODID | Full Name | PFA Performance Summary | PRT Participation Status |v| PRTResult T | Final Avg Points |v

1 Cycle 12026 82650 1234567890 Aaron Sailor FAIL Participant FAIL 0
2 Cycle 12026 82650 2345678901 Beth Sailor FAIL Participant FAIL 0
3 Cycle 12026 82650 3456789012 Carmen Sailor BCA Within Standard/PRT Incomplete - INCOMPLETE B
. 4 | Cycle 12026 82650 4567890123 David Sailor BCA Non-Participant/PRT Incomplete - INCOMPLETE -
Lea rn I ng Ta rgets 5 Cycle 1 2026 82650 5678901234 Erin Sailor BCA Not Within Standard/PRT Pass Participant OUTSTANDING MEDIUM 95
6 | Cycle 12026 82650 6789012345 Francis Sailor BCA Within Standard/PRT Non-Participant TAD PRT Non-Participant -
7 95

@ Step-By-Step
Instructions

Quick Steps 000

Step 3 of 8: From your Recent Download History, select 2026
Template_PFA_PERFORMANCE_Report to open the report.




Cﬂm@,\gx O How To Export a Report

AN 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
.
Tutorial CINERY -
Navigation 2| 2006 Template_PFA_PERFORMANCE Report
3 As of 2026-03-31 08:08:06 Eastern Standard Time/EST =
:
5
3 Filtered By
7 Show: All contact records.
B Navy Cycle Name equals cycle 1 2026
9 UIC not equal to -
Policy Insights
1 Nawvy Cycle Name Ui DODID Full Name PFA Performance Summary PRT Participation Status  PRT Result Final Avg Points Push-Up Push-Up Performanci Push-Up Points Plank Minutes Plank Seconds Plank Perform
12 Cycle 12026 E2650 1234587890 Aaron Sailor FAIL Participant FAIL 4] 0 10 FAIL
13 Cycle 12026 p2eED Z3456TES01 Bath Sailr FAIL Participant FAIL o
14 Cyele 1 2026 82650 3456783012 Carmen Sailor BCA Within Standard/PRT Incomplete INCOMPLETE
o
15 Cycle 12026 B20ED 4587830123 David Sailor BCA Non-Participant/PRT Incomplete INCOMPLETE 55 OUTSTANDING HIGH 100 a 35 OUTSTANDING
Lea r n i ng Ta rgets 16 Cycle 1 2026 E2650 5878901234 Erin Sailer BCA Not Within Standard/PRT Pass Participant OUTSTANDING MEDIL 95 65 EXCELLENT HIGH 85 a 50 QUTSTANDING
17 Cycle 12026 82650 8789012345 Francis Sailor BCA Within Standard/PRT Non-Participant  TAD PRT Non-Participant
18 Total Sum 95 185
19 C L}
2
Step-By-Ste 2
- - 23
p-by-Step 2
o 25
Instructions
Z
2026 Yemplate PFA PERFORMANCE R . P e
Ready T2 Accessioaty. Good to go 8 Display Settings E B O - ] + 100%

Quick Steps 0000

Step 4 of 8: Review the report, then select File.
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C@m@,\u O How To Export 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
® Good morning
Home New
D New T ~
Tutorial i = ‘ S — =
. . O | € ¢ - i
Nav|gat|on B oo Wekoms 0 B e Aoy o o cbndr Simpeimice Gant chr

)
F swens
ecommended for You
Save a5 Adobe
POF

@ Favorites Shared with Me
Name

Policy Insights

Learning Targets

@ Step-By-Step
Instructions

00000
Step 5 of 8: Select Save As.
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Overview

Tutorial
Navigation

Policy Insights

Learning Targets

@ Step-By-Step
Instructions

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.

@
®
© Save As
() Home .

(L) w
[ Hew ®
B o a OneDr di m C.
D Share Optl

j

-
Save as Adobe . Current Document Location
= [ merc @ |
S print Q) AddaPlace ] Desitop
A Shore = s
5 = Browse
Documents
=

nnnnnnn

] Downloads
3 eport
— Local drive (C)
£, hecount
El opt

Step 6 of 8: Select This PC, then select Desktop.
Note: The file is available to save on your computer, cloud,

network, or desktop. For the purposes of this lesson, we saved
the report to the desktop.
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AN 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
@ Save As

@ Tutorial Shre €« v T @M Dekep v G Search Desktop P
Navigation : " Srmme o =- @

] Sove ~

@
©
© Save As
@
k]
B

M Status Date modified Typ Siz
B swehs % Home ame atu ate modified ype e

Saea e | Gallery Sample Folder R o 312/20261123AM Filefolder
PDF -
=}

:::::

@ Policy Insights >

nnnnnnn G Desktop

[ Bpart + Downloads

’ - Documents
@ Learning Targets R Pictures

File name: | 2026 Template_PFA_PERFORMAN g&_Report-ZDZS-DB-M -08-08-06

Save as type: Excel Workbook ~
Authors:  Apache POI 1 Jeos Addatag Title: Add a title
Ste p- By-step [ Save Thumbnail
.
Instructions . n Hide olders f? Sove Canc
Account 2
[l options e

Step 7 of 8: After selecting the location to store the file, Name the
report and select Save.
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AN 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 -
Fle Home Insert Draw Pageloyout Formulas Data Review View Automate Help  Acrobat
T oo SN A A = =[2) - Bweptet Genenal | B OB B B E e v O =5 O
e B L L 2 Brsces o o 3 E | ottt s 4 s b ot T v fern nisios | Coper | cunoor comerimons
~ < Fomat Painter : - - g S e N - * 77 Formatting~  Tablev  Styles ~ - - & Clear~ Filter = Select = and Share link Shase via Outlock
dama . - o wew  n sy « totng sty | agms saae avotat v
.
Tutorial I [ T :
A B c 1] E F G H 1 ) K L M N 2] P a
. - 1
Na\"gatlon » 2026 Template_PFA_PERFORMANCE_Report
3 As of 2026-03-31 08:08:06 Eastern Standard Time/EST
3
6 Filtered By
7 Show: All contact records.
8 Navy Cycle Name equals cycle 1 2026
9 UIC not equal to -
Policy Insights
1 Navy Cycle Name uic DODID Full Name PFA Performance Summary PRT Participation Status PRT Result Final Avg Points Push-Up Push-Up Performanci Push-Up Points Plank Minutes Plank Seconds Plank Perform
12 Cycle 12026 B2B50 1234587890 Aaron Sailor FAIL Participant FAIL 4] [ 10 FAIL
13 Cycle12026 spEE) 2345678501 Beth Saior FAIL Participant FAIL 0
14 Cycle 12026 82650 3456789012 Carmen Saikor BCA Within Standard/PRT Incomplete INCOMPLETE
jpossn 2
15 Cycle 12026 B2850 4587350123 David Sailor BLA Non-Participant/PRT Incomplete INCOMPLETE 55 OUTSTANDING HIGH 100 4 35 OUTSTANDING
Lea r n i ng Ta rgets 16 Cycle 12026 82550 5878301234 Erin Sailor BCA Not Within Standard/PRT Pass Participant QUTSTANDING MEDIU 95 65 EXCELLENT HIGH 85 4 50 OUTSTANDING
17 Cyele 12026 82650 8789012345 Francis Sailor BCA Within Standard/PRT Non-Participant  TAD PRT Non-Participant
18 Total Sum a5 185
19 Count 3
2
b3
Step-By-Step
2
Instructi »
nstructions -
& .
2026 Template PFA_ PERFORMANCE R + HER | »
Resdy T Awcessiasy: Gosd e go @ Oisplay Settings BE m o - 1] + 100%

Quick Steps 00000000
Step 8 of 8: Select the Close (X) icon.
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Tutorial
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@ Step-By-Step
Instructions

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.

NAVY

PHYSICAL
READINESS
PROGRAM
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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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