How to pull all VIP Profiles in Remedy for your Site

Use the link below to access this Module: https://www.itsm.army.mil/midtier_linux/forms/itsm76grp.itsm.army.mil/CTM%3APeople/Default+User+View/

You will be directed to a log on screen, and you will log on to Remedy as you normally would (i.e. click on log on and select your email certificate). 

Upon log on, you will see the PEOPLE module (as displayed below) . This is where you may search for, amend, or create a new customer’s People+ Profile.
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[image: ]To search for VIP customer profiles for your specific NEC you will, in the Profile screen, in the Company*+ field , use dropdown and select US ARMY: 












Then, in the Region field, use the dropdown to find the region under which your NEC resides (this may take one or two tries). In our example screen below, we use WEST so we may pull FT LEONARD WOOD DATA.
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Next, in the Site Group field, select your location; in this case, we select FT LEONARD WOOD. You will note, unlike queue names in Incident, you will select by location, rather than NEC. 
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Then, select YES in the VIP field drop down:
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One all the above steps are taken, click on the Search button in the upper left hand side of the People module window:
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The computer may take a while to generate the data, especially if you have a great deal of VIP personnel flagged for your post.  You will see the profiles appear above the People module.
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To amend the listings you may select the profiles one by one by clicking on the entry in the output field above the profile display. The line you select will be highlighted in dark blue. 
If you wish to export all the VIP profiles to a file so you may review the data, follow these easy steps:
Click on Select all Button below the list of VIPs (you will note, all the rows will be displayed in Blue, indicating the line is “selected”:
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Then, you will click on Report:
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[image: ]Which will open a new window, the Report Module.  In the report module, you will scroll down to find “VIP” in the list of reports.  
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To output to a file you will select a destination of “File”; Format, to obtain data with fields (which will open in Excel) choose Format “CSV”; leave the two other fields as they are.  Then click the blue “Run” arrow to create the report.
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You will notice that at the bottom of your window, you will be prompted to open, or save the file. 
[image: ]
Save this file to your desktop so you can easily find it. You may also rename your file at this time if you “Save As”
Once you do that you’ll note this notification has changed and you may open your file (by clicking on open).
[image: ]

Click on the OPEN button and you will see your spreadsheet with the information you have queried.
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