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The Process Detail page 
displays. 
20. Click View Log/Trace to

view and print the report.

The View Log/Trace Report 
displays. 
21. Click the link with the .PDF

extension.
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The report displays. 
22. Print the report from Adobe

Acrobat or your browser.

Notes: Depending on how 
many students are in your 
department, multiple pages 
may print. 

Employee IDs, Record 
Numbers and Names that 
appear on the report have 
been redacted here to protect 
privacy. 

Field Description List: Process Detail Page (above) 

Field Name Description 

EmplID Student employee ID. 

RCD Student record number. 

Name Student name. 

Deptid Department ID. 

Job Cd Job code. Tied to the position, such as student assistant (1870) or work 
study student assistant (1871).  

Unit Value used to sort paychecks and other documents. 

Hrly Rt Amount the student is paid per hour. 

Appvd Hrs Approved hours. 

Est. Gross Estimated gross amount the student will be paid for the hours reported. 

Status Approved or Transmitted will display. 

Approved Hours have been approved by the Approver. 

Transmitted Hours Approved and sent to the State Controller’s office to be processed 
for payment.  



Monitor and Approve Student Time - 08/21/2014 Page 21 of 21

Note: The status of the students on the report may appear as either Approved or Transmitted. Both terms are 
acceptable. 

Once the report is printed, the designated person in the department signs it and then submits it to the Payroll 
Office. Check with your department to find out who is responsible for handling the report for your office. You 
are allowed t 
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