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

PeopleSoft. —

— Yotk Time - Rest = %
Rejected FPS
— Compensation - Assighment Book Report

Reguestibc FPS _ . . :
 Compensatn - Rst Enter any information you have and click Search. Leave fields blank for a list of all values.

Eeject. FFS
— Collective Orders FPS Find an Existing Value | Addalk

— Individual Orders Edits
FPS

— Collective Orders
Updates FPS [include History  [] Case Sensitive

— Pending Orders FPS

— HR Teacher Tenure

- HR Day Count Reports search | povanced search

— Filled Positions

— Allocations Status

— Clasgsified Evaluations

— Cedificated Evaluations

— Layoffand Recall Report

= jnment Book Report

Search by: Run Control ID begins with

Find an Existing Value | Add a Mew Yalue

— Emnployee Listing by
Location

— Eeasonahle Assure
Letters

You can either add a new Run Control 1D (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

Assignment Book Report

Run Control ID: 1 Feport Manager Process Munitu

“Location: Q
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

" useriD: 132198 Run Control ID: 1
@m Name: PSNT | \f)g.m Date:  |07/25(2007 54
Recurrence: Run Time: 1Z.08:19PM Resetto Current DateTime |
Time Zone: Q

Process List

Assignment Book Report SDHR449 SGR Report \Web v |[PDF | Distribution

l Cancel

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

Assighment Book Report
Run Conitrol ID: 1 Report Manager Run

Process Instance: 438779

Location: 13274 . De Portola Middle

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

Process List Sermer List

Wiew Process Request For k

User ID: 132138 QL Type: Las‘t: |_1 Days Refrash
Server: _ Name Q Instance:| 438779 to |

Status

Process List Customize | Find | Wiew &l | First [ 1af 1 [¥ Last

Select (Instance (5eq. |Process Type Process User Run DateTime Run Status Distribution Details
Hame Status

438779 SGR Report SDHR449 132198 0772572007 12:08:19PM POT

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

Process Detail

Instance: 438774 Type: SR Report

Hame: SDHR444 Description: Assignment Book Report

Run Status:  Success Distribution Status: Fosted

Run _______________________________[undateProcess

Run Control ID: 1 Hold Request
Location: Serer Queue Request
ST PENT Cancel Request
) Delete Request
Recurrence: Restart Request

Request Created On: 07/25/2007 12361 7FM POT
Run Amdime After:  07/25/2007 12:08:19PM PDT
Began Process At:  07/25/2007 12:36:36PM PDT
Ended Process At 07/25/2007 12:37:05PM PDT

FParameters Transfer
Messane Log
Batch Timings

Wiewe Lon/Trace

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

View Log/Trace page

View LogiTrace

Report 1D: 278379 Process Instance: 433779 Message Log

Narme: SDHR 4449 Process Type: SOR Report
Run Status: Success

Assignment Book Repart

Distribution Details

Distribution Node: PSREPORTS Expiration Date:

File Size (bytes) Datetime Created
SOHR449 438779 P0 2y Q72502007 12:37:05. 31 FO00PM FOT

e ———
Trace File a0 0772502007 12:37:05.817000PM PDT

0772502007 12:37:05.817000PM PDT

Message Log 1,645

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

Fle Edt GoTo Favorites Help

>} IiLI @ .ﬂ /'stEarzh \_:n:(Favuntas (%) :{ @? ﬂ ﬁ

v

address | ] https:{fdwareparts. sandi netfpsreports/hem| 275379 SDHR443_436773,PDF

Repert ID: SDHR449

Hame Emplid Joboods-Deseription TL Calendar

ASCIGNMENT BOOK RERORT
Location: 03274 -

@R & e infI® 00w Aw-ig @il
{ﬁ? Peoplefoft

De Portola Middle

Ethnic €4 Cmp Er Dt

cpel/ RICD Empl Class FTE

Dags No. 1
Fun Date 07/25/2007
Fun Time 12:36:3§
HCM Account Ceds

©/E Term Description Descriptien Tesus Dt Expirs/Typ  Oods Comp
Barnes, Jennifer 109875 2000-Regular Teachsr cle T1e7 Whits 0e/27/2002 0.00 Perm 0.2000 0327738400011070102010000
Barnes, Jenni fer 109875  2000-Regular Teacher clo T2t White 08/27/2002 0.00 Perm 0.2000 0327000100011070102010000
Barnes, Jenni fer 109875  2000-Regular Teacher clo T2t White 08/27/2002 0.00 Perm 0.6000 0327725000011070102010000
©  Clear Crosscultural, Language and Academic Dev 10/11/2002 10/11/2102  SA12
©  Clear Multiple Subject Teaching Credential 02/25/2004 03/01/2008  TC2
Major ce General Cubjects
Minox ENGL English
Minor Mathematics
€ NCLB HOUGSE Certificate of Compliance 00/01/2004 09/01/2104 1047
Majox 58 Mathematice

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

To print the report, click on the print icon ['5.] 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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