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Run Current Job Status Report

Overview

The Current Job Status Report is used to view job status data for non-terminated/non-retired employees by
department. It can list employees by Job Function, Payroll Status and Action Reason.

Why would you run this report?
e To view the status of all of your employees in PeopleSoft
¢ To confirm changes or updates you have submitted for employees
e To verify pertinent data about your employees in one report
e To view how your employees are set up for Payroll

The Main Menu displays.

1. From the Main Menu,
navigate to SJSU Human
Resources > Workforce
Administration > Current
Job Data Status Report.
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The Current Job Data Status
Report search page
displays.

2. Click the Search button to
use an existing Run
Control ID.

Select a Run Control ID
from your search results.

The Current Job Data Status
Report page displays.

4. Enter requested data:

e Department: Enter a

department ID.

Dean/AVP Level:
Check whether you
have security access
and enter a
Department ID at a
Dean/AVP Level.
Sort by: (J)ob
Function / (P)ayroll
Status / (A)ction
Reason: Enter J. This
is the most useful
report display.

5. Click the Run button.

Current Job data Status Report

Current Job Data Status Report
Enter any information vou have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a Mew Value

Limit the number of results to (up to 300); (300

Run Control ID:| begins with v||

[lcase Sensitive

Search | Clear |EIasin:Eear|:h =] zave Search Criteria

Search Results

Wiew Al

First fJ] 1-7of 7 [ Last

Run Control ID
tdministration Applications English

Run

Run Control ID: Administration_Applications ReportManager Process Monitor

[J Deaniave Level

Department: 1207 Q

Sort by (JjobFunction / (P)ayroll Status / (A)ction Reason:

E'-i-A:I:Il 7| Update/Display

B save | &\ Return to Search | 4[] Previous in List | +[E| Mext in List | [=] Motify |
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The Process Scheduler
Request page displays.

6. Select settings as follows:

e Server Name: PSUNX
e Type: Web
e [Format: PDF

7. Click the OK button.

The Current Job Status
Report displays.

You will be taken back to the
original parameters page. The
process has initiated and now
there is a Process Instance
number.

8. Click the Process Monitor
hyperlink.

The Process List page
displays.

9. Click the Refresh button to
update the Run Status.

10. When Run Status shows
Success and Distribution
Status shows Posted,
click the Details hyperlink.

Process Scheduler Request

User il Run Control ID:  Administration_Applications

Run Date: | 10117/2012 W
Run Time: |+08:01P1

|

Server riarne' PSUNK

Reset to Current Date/Time |

Recurrence:
Time Zone: 2

Process List

SJHRO15 SOR Report

SJHRO1E

oK Cancal

Current Job data Status Report

Run Control ID:

Report Manaager | Process Monitor R

Frocess Instance: 2173162

Administration_Applications

Department: 1207 Q

[ Dean/ave Level

Sort by (JjobFunction / (P)ayroll Status / (A)ction Reason: |J—

E¥ Add | | Update/Display

B save | S\ Return to Search | 4[] Previous in List | +[E| Mext in List | [=] Netify |

Server List

View Process Reguest For

Process List

User ID: QU Type: | M |Last M \ 1 |Da'y5 M Refresh |
Server: Hame: Q \nstance:| to |

Status: Status: .
Flrstn 10f1 u Last
Distribution .
Status Details

|Success | |P05ted | Details I

i -
Process List Customize | Find | View All| £ | EE

Run Status

Select | Instance | Seq. | Process Type :;ol:::ss User Run Date/Time

2173164 30R Report 3JHRO15 10M7/2012 4:15:33PM FDT
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The Process Detail page Process Detail
displays.
Instance: 2173164 Type: SOR Report
11. Click the View Log/Trace Mame: SJHRO15 Description: SJHRO15
hyperlink. Run Status: Success Distribution Status: Posted
RO
Run Control ID: JLEW Hold Request
Location: Server Queue Request
Server: PSUNK Cancel Request
) Delete Request
REETETES Restart Request
Request Created On: 10M17/2012 4:15:36FM FDT Parameters Transfer
Run Anytime After: 10/17/2012 4:15:33PM PDT Message Log
Began Process At 10M7/2012 4:15:48FPM FPDT Batch Timings
Ended Process At 10/17/2012 4:16:03PM PDT aTrace
The View/Log Trace page View Log/Trace
displays.
ReportiD: 155264 Process Instance: 2173154 Message Log
12. Click the PDF hyperlink to Name: SIHRO15 Process Type:  SQR Report
open the report. Run Status: Success
SJHRO15
Distribution Details
Distribution Node: HASJTST Expiration Date: 12/01/2012
File List
Name File Size (bytes| Datetime Created
SQR SJHR015 2173164.10q 1,611 1011712012 4:16:03.194727PM PDT
|5ihr0‘15 2‘1?"3‘154.PDF| 7221 101712012 4:16:03.194727PM PDT
5ihr015 2173164.0ut 152 10M7/2012 4:16:03.194727PM PDT
Distribute To
Distribution ID Type *Distribution ID
User JLEW
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The report displays in a new window.

Report 1: - SINROLS
Page Dol

on Ti
Provess It

Department: 1023 Urban & Regional Plaming 1%
Position Action Action BB Payroll PP
Fnplid - Red Mo Numha Action_Reason_Date Fraction _Seq Dt Statug Run Day
Faculty
Job Function DC Department Chair
DOODOTOTO 1 Tesid, Tesd433368628 DOOMS2T PAY  DDCH 121202 2481 1486 OO0 seessss p o GEAOD2 PPT Cencrated 121202
Job Function TEN Tenure Track
BOODOTSTO- 0 Testd Tesidd33368628 WOIXAZE PAY  TBC 090402 2360 474 MO0 sesssss ) OR2202 PPT Cenerated [CTTT
000011090- 0 Tesi, TesH43337 1748 000M4693 RFL.  PDL 082302 2360 6,683 00D seessss g 0R2202 PPT Ceneraled 08,2302
BODDOIRAT- 0 TesHd, Teskd3 3459914 WONT4T6 HIR  AFT 690302 2360 4441 [T PPT Cenerated 9002
Job Function Temp LEC Lecturers
BOO2TIT1-0  Tesid, Tesi4433387829 B00DI369 REH  REH 0271703 2358 3,337 s 0 0121 PPT Generaled 021703
BOO3S361- 0 Testd, Tes433306019 001360 REH  REH 010903 2358 3,74 w0 18 o 021 PPT Cenerated 021203
DO0036569- 0 TesH, Testdd33397527 00001459 REH  REH 080202 2358 3,958 w0 1S 0 082202 PPT Ceneraled 091502
DO 25370 Tesd, Test4433403 195 DOODI36S DTA AFT 2358 305 3 s o FPT Cenerated a7
DOOOK]108- 0 Testd, Test4433441376 DO001450 HIR AFT 0171302 2358 188 LX) 15 L] 012202 Await Fernther Act,
DOG00493- 0 Test, Tesidd3TO4T008 w001369 HIR  AFT 012903 2358 3317 EX 0 0121 PPT Generaled 021803
BOGO163T- 0 Tesid, TesH43TMA239 WOI459 HIR ~ AFT 612103 2358 3,988 w1 [EETEIT PPT Cenerated BTI0R
BOATO9O4 1. 0 Tosid. Tesdd3T066309 w0459 HIR - AFT 012403 2358 3,988 w0 1S 0 0121 PPT Cenerated 03 DAIE
Job Function Temp TA Teaching Asmociate
BO2238601- 0 Testd, Tesd435594397 BOOD21 90 HIR AFT 022103 2354 1,327 0.00 assssss 0 an2in PPT Generated 022108
Student
Job Function STD Student Assistant
BOODITEO0- 0 Test, Testdd33457925 WOIZTEY HIR - APT 082202 1870 2 DOO sesssss g GRDID2 Await Further Act.
00097800 1 Test, Teatdd 33457925 002769 IR CON 1171202 1870 &) 000 seessss g @012 No PFT Reguired
J0001332 REH  REH 02/26/03 2358 3,396 0.2 0.00 1/5 1 05/27/03 Sl Payroll PPI.
Status Run Date
90001422 DTA  APT 07/18/02 2358 3,823 09 13.50 910 0 05/27/03 Yl
Await Furthur Act,
Await Funthur Act.
Await Furthur Act.
Await Furthur Act.
¢ State Univ
Current Job Data Status Report

Sort by Job

1ction

Position Action Action Job Comp. EfT. Appt. Appt.  Exp.
Number Action Reason  Date  Code Rate FTE _WTU Fraction __ Seq. End Date  Dur__Rin. Date

00004692 PAY  TBC 09/15/02 2360 2764 04 A b bl |

00004768 DTA EDU 07/01/01 2360 6,570 1 RERRERE () 09/01/02
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Field Description List: Components of the Report

Field Name Description Component of Report
Position
Mumber
Position Number | Position the employee is hired into. 00004692
ORI T
Column shows what has most recently occurred
with the employee’s job record. In this example, the
top employee had a Pay Rate Change (PAY)
because of a Time Base Change (TBC); the
_ bottom employee had a Data Change (DTA)
Action Reason because of an Education Degree Update.
For more Action Reason codes, refer to our Human
Action Action

Resources Tutorials
(http://my.sjsu.edu/employees/employee_tutorials/
hr_tutorials/index.html). PAY  TBC 08971502

Achon Reasson  Date

DTA  EDU o07/0101

Indicates when Personnel Services entered the
Action Date information into PeopleSoft. (Do not confuse this
with Effective Date.)

Job
Number that corresponds with the type of job the Lode
Job Code employee holds. In this example, both of these 2160

employees are Instructional Faculty. .
2360

Comp Rate Refers to the monthly full-time salary.

Comp.

Rate FTE WTU Fraction
All of th b ; h i 3.823 09 3.50 910
ETE & WTU of these numbers re er to the amount of time
: the employee has been hired to work. The
Fraction )
numbers will vary between employees.
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Field Name

Effective
Sequence

Description

Refers to how many entries occurred on the same
effective date in Job Data for the employee. In this
example, the top employee shows a 1. This means
the employee had two entries to their job data on
the same day. The first event was zero and the
second event was one. The bottom employee had
only one event take place, which is indicated by the
Effective Date.

Component of Report

EfF.
Seq.

Effective Date

Refers to the date the job record began.

EfT. Appt. Appt.  Exp.
Date End Date  Dur  Rin. Date

05/01/01 o102

0121703 052703 Sl

Appointment End
Date

The date the appointed job will end.

Appointment
Duration

Specifies the length of the appointed job.
e S1: One Semester Appointment

e Y1: One year Appointment

e Y2: Two Year Appointment

e Y3: Three Year Appointment

Expected Return
Date

Indicates when the employee will return if they
were on a leave.

Some fields may be blank depending on the
employee job.
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Field Name

Payroll Status

Description

The payroll status field is where you will look to
verify the processing status of the employee
paperwork.

Component of Report

Await Act
The paperwork has not been processed.

PPT Gen The paperwork has been processed and sent to
payroll for entry into PIMS.

The paperwork has been processed, but there was

Error a problem during processing. HR will work to
correct the error (which may involve contacting
you).

Pay Ready The paperwork is set to be processed. Once HR
sets the value to Pay Ready, they are ready to run
the process to generate the payroll document.

No PPT The Action Reason on the job record did not

require an update to the State Controller’s Office
system (PIMS).

PPT Run Date

Indicates the date the payroll paperwork will be
generated. If the employee’s Effective Date is less
than or equal to the current date, the Run Date will
default to the current date. If the Effective Date is
equal to a future date, then the Run Date will equal
the Effective Date. The Run Date is the date that
the PPT will be generated when the payroll Status
is ‘Pay Read.’ If the Payroll Status is ‘No PPT,’
then this field will gray. Please note that the PPT
Run Date does not equate to the date the
information was keyed into PIMS.

Payroll PPT.

Status Run Date
PPT Generated 06/14/02
Await Furthur Act.

No PPT Required
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