
Running the Assignment Book Report 
The Assignment Book Report is run by Site Administrators and shows information about the 
certificated personnel assigned to the site. 

Step 1 
Navigation: Workforce Administration  Workforce Reports  Assignment Book Report  Add 
a New Value (or Find an Existing Value) 

Assignment Book Report: Find an Existing Value 

 
You can either add a new Run Control ID (such as your initials) or, if you already have a Run 
Control ID, enter it and click Search. 

Step 2 
Assignment Book Report parameter page 

 

 
Field Name Information to Enter 

Location  Your site’s 5-digit location number 
(Example: 0327A for De Portola Middle School)  

Enter your location number, then click the Run button to open the Process Scheduler Request 
page. 
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Step 3 
Process Scheduler Request Page 

 
 

Field Name Information to Enter 
Server Name Select PSNT 

Select PSNT Server Name, then click the OK button to run the request. PeopleSoft runs the 
report and returns you to the Assignment Book Report parameter page.  

 
Step 4 
Assignment Book Report parameter page 

 
To view the process while the report is running, click the Process Monitor link from the 
Assignment Book Report parameter page to open the Process List page. 
Process Monitor Process List page 

 
Click the Refresh button to update this page with the latest system activity. If there are multiple 
instances in the Process List, the most recent job is always the first one on the list.  
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When the Run Status is Success, and distribution status is Posted, the report is done. Click on the 
Details link of the report to open the Process Detail page. 

Step 5 
Process Detail Page 

 
Click the View Log/Trace link to open the View Log/Trace page. 

 
View Log/Trace page 

 
Click on the name_processinstance.pdf link (i.e., SDPM449_438779.PDF) to open the report in 
Adobe Acrobat format. The Assignment Book report opens in Adobe Acrobat. 
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Step 6 
Assignment Book Report 

 

To save the report, click on the save icon  of Adobe Acrobat. 

To print the report, click on the print icon  of Adobe Acrobat. 

 

 You can also open, view, and print the report through Report Manager. Follow the 
Navigation: Reporting Tools  Report Manager  List page 
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