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

Click the Add a New Value tab.
Enter a Run Control ID (your initials).

Click the Add button.

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

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

Click the Run button.

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

Click the OK button.

Note your Process Instance number and click the
Process Monitor link.
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|/ ProcessList ' ServerList 11. Click the Refresh button to update the Run Status.
UseriD: 200026 | (A Tyme: | Zliast  [7 [oas ] Refiesh 12. When Run Status becomes “Success,” click the
Server: 'I Name: Q Instance: to Details hnk
Run Status: j' [V Save On Refresh
Instance Seq. Process Type fﬁ User Run Date/Time Run Status  Details
46423 SGR Report SDHR276B N200026 08/12/2004 2:23:15PM PDT Success Details
16418 SGR Report SDHR276B M200026 08f12/2004 2:15:38PM PDT  Suceess Details
Go backio Cerificated Evaluations
B save]  ([EdMatity
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Process Detail
13. Click the View Log/Trace link.
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Run Control ID: HDG " Hold Request
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OK I Cancel I
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ReportiD: 38735 Process Instance: 46123 14. Click the link that contains the Process Instance
Name: SDHR276E Process Type:  SQR Report number that you noted above.
Run Status: Success
File List
Name File Size (lndes) Datetime Created
SDHRITER 4B423.PDF 2,402 08/12/2004 2:25:22.270000PM POT
Trace File a 08/12/2004 2:25:22.270000PM PDT
Message Log 1,510 081122004 2:25:22.370000PM DT
Return
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oo DB G Qe Gl Gon 3 S 05 @OI@IR 15. Your report will open in Adobe Acrobat.
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