. STUDENT INFORMATION SYSTEMS
LLic SAN DIEGO CITY SCHOOLS

How to Access and Run an HCM SQR Report - The Assignment Book Report

The Assignment Book Report is run by Site Administrators and shows ......

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. —
i e 8

[* hiy Favorites

[» Emplovee Self Service Assignment Book Report
E Manager Self Service Enter any information you have and click Search. Leave fields hlank for a list of all valug
Recruiting

7 "Warkforce Admministration
= Workforce Reports

EMPLID Fepart by Dept
[5 Search by: Run Control ID begins with |

J Find an Existing Value _Add a Mew Value

Pending Future Actions ) .
Croate As-of Date Mass [T Include History [~ Case Sensitive

Report
Lreate As-0FDate Advanced Search
Reguest ﬂl
Create Calendar Year
Reguest Find an Existing Value | Add a Mew Value
Create From/Thru Dates
Request

Filled Fositions
Allocations Status
Clagsified Evaluations
Cedificated Evaluations

niment Book Report
BAR Instructions

Doronnnaol Actiom Dooioct

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

/" Assignment Book Report

Run Contral ID:  alh Report Manager F'rucessrumni

‘Location: I ﬂ

Field Name Information to Enter
Your site’s 5-digit location humber
(Example: 0327A for De Portola Middle School)

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

Location
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Step 3
Process Scheduler Request Page
Process Scheduler Request

User ID: 122498 Run Control ID: alh

e —
Server Name: PSNT Run Date: I1 01972004 Edl
e | Run Time: |4;3?;23PM Resetto Current DatesTime |

Time Zone: I ﬂ

Process List

Select Descrimion Process Name Process Type ‘Type ‘Format

¥ Assignment Book Report SDHR449 S0R Repart fweb x| |POF =] Fd

Ok | 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

{ Assignment Book Report

Run

Run Control ID:  3lh Eeport Manager { Frocess Monitor

es5s Instance: 43978

‘Location: IDggm Q| De Poriola Middle Schoal

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.
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Process Monitor Process List page

[ Process List | SererList

User ID: [122488 Q| Type: | Sliast: [ [Days € Refresn |
Server: I 'I Name: I ﬂlnstance:l to
Run Status: [~ ¥ Save On Refresh

First (41 1 o5 1 [B] Last

Details

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.

Custornize | Find | Wiew ail | 38

Process
Hame

SDHR449 122498 10192004 4:37:23FPM PDT

Instance Seq. Process Type
484978 S0R Report

User Run Date Time

When the Run Status is Success, the report is done. Click on the Details link of the
report to open the Process Detail page.

Step 5

Process Detail Page

P&ucess Detail

Instance: 49978 Type: SGR Report

Name: SOHR444 Description: Assignment Book Report

Run Control 1D: alk  Hold Request

 Queue Request
 Cancel Request
" Delete Request

" Restart Request

Location: Server

Server: PSMNT

Recurrence:

Request Created On:
Run Anytime After:
Began Process At:

Ended Process At

Ok | Cancell

1001972004 4:40:20FM PDT
1001972004 4:37:23FM PDT
10M19/2004 4:40:27FPM PDT
101972004 4:40:41FM PDT

Faratneters Transfer
Message Laog
Batch Timings

Wiew LogiTrace

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

View Logi/Trace
Report ID: 42090 % Process Instance: 49973

Hame: SDHR449 Process Type: SR Report
Run Status: Success

File List
Name File Size {hytes) Datetime Created
<® 19,407 10192004 4:40:35.217000PM POT
i i 10/18/2004 4:40:35.217000PM PDT
Message Log 1,594 10/18/2004 4:40:35.217000PM PDT

Click on the name processinstance.pdf link (i.e., SDPM449 49978.PDF) to open the
report in Adobe Acrobat format. The Assignment Book report opens in Adobe Acrobat.

Step 6
Assignment Book Report
) File  Edit  View Favorites  Tools  Help
§=Eack - = - & 7t | Qhsearch  [EFavorites  EfMedia ®| EA-S =
Address I@ https:{/pocecapp10.poc. sandi.net/psreport sthemaadey 42090/ SDHR449_49975, POF j ﬁGo | Links | @Sna
P
5 - = - [T - s
(Bz)e-= - asgeoRBE]|< « » ] s|[eha - 0O00E >R
SR ER A e U
PeapleSoft
Report ID: EDHR44% ASEIGNMENT BOOK REFORT Page Ho. 1
Looatian: D327A - De Portola Middle Scheal Run Dates 10/19,/2004
Run Time 16:40:27
Hame Emplid Joboode-Description TL Calendar Ethnic ©d ©Cmp 8r Dt Spcl Comp Empl Class  FTE HCM Aocount Code
C/E Description Issue= Dt Expire/Typ Code Term
Barnes,Jennifer 109875 20DO-Regular Teacher Cert Traditional 10 Mo 187 White Da/27/2002 Q.00 Perm 1.40apa D03270001000110T01024.
[=] Crosscultural, Language and Academic Dev 1d/11/2002 14,/11/21402 Bm12 oL
[~ Multiple Bubject Teaching Credesntial p1/as/aooz a0z 01 2007 TC2 FE
Majar :"3 denaral Subjects
Minor ENGL English
Minar MATH Mathematios

To save the report, click on the save icon E 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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