Enclosure 1 – DMO Report Instructions
          Step 1:
[image: ]
-Log into DMO and Click Open Accounts
          Step 2:
[image: ]
-Ensure Component, Service and Servicing Station is filled in.
-Database can have Local or Corporate radio button marked.
-Filter should Include All.
-Click OK.

          Step 3:
[image: ]
-Click Queries and then double click Pay Entitlements.
-On the Pay Entitlements Screen, click Basic Allowance for Housing and Cost of Living Allowance.
-Click Ok.
[image: ]
-Report may take up to 10-15 minutes to run, ensure DMO does not time out by clicking every few minutes on the DMO screen.





          Step 4: [image: ]
-Click Save To File unless IMO has enabled you to Save to Excel.
[image: ]
-Recommend you save the .txt file in your personal drive to find it later.
-Keep the File name as is or change it and click Save.
-Once saved, you are done with DMO.



          Step 5:
[image: ]
-Open Microsoft Excel.
-Click the Window Button on top Left and click on Open.
-Browse for the location that the .txt file was saved to.
-Change All Excel Files to All Files.
-Double click the .txt file you saved earlier.
[image: ]
-Ensure Fixed width radio button is marked.
-Click Next >.
          Step 5 continued: [image: ]
-Delete unnecessary break lines and click and drag the break lines to separate the data you want in columns within an excel sheet.
-Click Next > .[image: ]
-Click the Text radio button otherwise Social Security Numbers beginning with zero will drop the zeroes.
-Click Finish.


          Step 6:
[image: ]
-Delete the rows at the top that aren’t the pertinent data we are researching besides the column headings of SSAN, Name, GR, etc.
-Center and bold the column headings of SSAN, Name, GR, etc.
-Click on the A column and go to Sort & Filter.
-Select the Sort A to Z.
[image: ][image: ]
-Delete rows that do not have the information for your report.
-Change column widths so all information can be seen.
-Sort BAH column A to Z and delete lines that aren’t receiving any BAH.
-Sort COLA column A to Z and delete lines that aren’t receiving any COLA.



          Step 7: [image: ]
-What remains are the opportunities available for a defect to occur in the process, we’re interested in the number of defects we have and the members that come up defective so they can be corrected.
- Delete all lines that have 9 or 0 rate COLA and that have CONUS COLA for Alaska, Hawaii, etc.
-The remaining lines are the defects that must have their accounts validated as to which entitlement should be paid and which entitlement needs a debt created for collection.
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