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Assignment Book Report 

 

This job aid provides instructions for Site Administrators to view credentials and other information about   
certificated personnel assigned to the site.  

2. Click the NavBar. 

3. Select Navigator. 

4. Select Workforce Administrator. 

5. Scroll down and select Workforce Reports. 

6. Select Assignment Book Report.  

7. Click Add a New Value tab. 

8. Enter a unique name for report in Run Control ID.  

Note: Do not use spaces . If spaces are needed, use  

and underscore (_).  

IMPORTANT! When you run the report again, skip steps    

7-8 and 11. Click Search on Find an Existing Value tab to 

view previously saved reports.  

9. Click Add.  

10. Enter Location number          

(four-digit + A) ex: 5332A  

11. Click Save. (Only for first time 

report setup).  

12. Click Run. 

13. Select PSNT from  Server 

Name drop-down. (Only for 

first time report setup).  

14. Click OK. 

1. Log into PeopleSoft HCM with your six digit ID number 

and password.  

https://www.sandi.net/itd/it-resources/peoplesoft
https://dwa.sandi.net/psp/hcm/?cmd=login
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15. Note the Process Instance Number located 

in the upper right corner of Report page. 

Click Process  Monitor.  

Reports are displayed under Process List.         

A report is ready to view when Run Status   

displays “Success” and Distribution Status   

displays “Posted”. 

16. Click Refresh periodically until the process 

indicates Success and Posted.  

17. Click Details. 

18. Click View/ Log Trace at the lower right 

side of the Process Detail window. 

19. Click on the file name that ends  in .PDF (to 

open in Adobe viewer). The name also 

contains the Process Instance Number  

assigned in Step 15.  

Note: The report will open in Adobe format 

on the web browser. 

 

https://www.sandi.net/itd/it-resources/peoplesoft

