
Certificated Evaluation Report
1. Navigate to: Workforce Administration > Workforce

Reports > Certificated Evaluation Report.

2. Click the Add a New Value tab.

3. Enter a Run Control ID (your initials).

4. Click the Add button.

8. Select PSNT from the drop-down menu for the Server
Name .

9. Click the OK button.

10. Note your Process Instance number and click the
Process Monitor link.

5. Enter the Run Date, which should be September 1 of
the current calendar year, i.e., 09/01/2004.

6. Enter your Department, or click the       to view a list
of departments from which to choose.

7. Click the Run button.

How to Run the Certificated Evaluation Report



Certificated Evaluation Report
11. Click the Refresh button to update the Run Status.

12. When Run Status becomes “Success,” click the
Details link.

13. Click the View Log/Trace link.

14. Click the link that contains the Process Instance
number that you noted above.

15. Your report will open in Adobe Acrobat.
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