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Objective 
 
Develop an understanding of the Occupation information 
 
Outcome 
 
An understanding of all reports and browses for existing occupations is obtained. 
 
OVERVIEW 
 
The descriptive process provides detailed information on an occupation code.  The online 
information includes start and end salaries by effective dates, salary ranges, and recruitment 
criteria; this information is referred to as Basic Information.  The information also includes position 
descriptions (characteristics of work, examples of work, essential functions, and minimum 
qualifications); this is referred to as Class Specific Information. 
 
Display Occupation 
 
The display option provides a method to view an occupation description online.  The user will 
always have the most current information on any occupation without having to request a paper 
document from SPB. 
 

Your Action ... System Response ... 
1. Choose OC (Occupation) from the Main 

Menu and press ENTER. 
The Occupation Menu will appear. 

 

 
 

Your Action ... System Response ... 
2. Choose DO (Display Occupation) from the 

Occupation Menu and press ENTER. 
The Display Occupation screen will 
appear. This is a six-panel screen.  
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PANEL 1 
 

 
 

Your Action ... System Response ... 
3. Enter the Occupation Code to be displayed   
4. Press ENTER. 
 

The selected occupation is displayed with 
the following message: 
 
Occupation #### displayed successfully. 

5. Press F11 to view all screen panels or tab 
to the Go To line on the bottom of the 
screen and enter an X by the desired panel. 
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PANEL 2 
 

 
 
PANEL 3 
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PANEL 4 
 

 
 
PANEL 5 
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PANEL 6 
 

 
 
Browse Options 
 
To provide agencies with detailed information on the Occupation, several browse options have 
been created.  A browse is a method to review information online and select a specific record to 
review or display.  There are two main browse options on the Occupation Menu.  The remaining 
options are accessed from the Miscellaneous Occupation Browses Menu.  The browse options 
are detailed below. 
 
Browse on Occupation Code 
 

Your Action ... System Response ... 
1. Choose OC (Occupation) from the Main 

Menu and press ENTER. 
The Occupation Menu will appear. 

2. Choose BC (Browse on Occupation Code) 
from the Occupation Menu and press 
ENTER. 

 
Selection criteria include Occupation Code. 
The available action is Display 

The Browse on Occupation Code screen 
will appear. 
 
Information is displayed by Occupation 
Code, Occupation Title, Start Salary, End 
Salary, Test Status and EEO Category. 
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Your Action ... System Response ... 
3. Choose Display next to the desired record 

and press ENTER. 
The Display Occupation screen will appear. 

 
Browse on Occupation Title 

 
Your Action ... System Response ... 

1. Choose OC (Occupation) from the Main 
Menu and press ENTER. 

The Occupation Menu will appear. 

2. Choose BT (Browse on Occupation Title) 
from the Occupation Menu and press 
ENTER. 

 
Selection criteria include Occupation Title.  
The available action is Display. 

The Browse on Occupation Title screen will 
appear. 
 
Information is displayed by Occupation 
Title, Occupation Code, Start Salary, End 
Salary, Test Status and EEO Category. 
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Your Action ... System Response ... 
3. Choose Display next to the desired record 

and press ENTER. 
The Display Occupation screen will appear. 

 
Miscellaneous Occupation Browses 
 
Browse Occupation Utilization 
 

Your Action ... System Response ... 
1. Choose OC (Occupation) from the Main 

Menu and press ENTER. 
The Occupation Menu will appear. 

2. Choose MO (Misc Occu Browses) from the 
Occupation Menu and press ENTER. 

The Misc Occu Browses screen will appear. 
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Your Action ... System Response ... 
3. Choose OU (Browse Occu Utilization) from 

the Miscellaneous Menu and press ENTER. 
 
Selection criterion is Occupation Code.  The 
available action is Display. 

The Browse Occu Utilization browse will 
appear. 
 
Information is displayed by Occupation 
Code, Number of Positions Per Occupation, 
Last Date Number of Positions was 
Updated, Number of Filled Positions, and 
Last Date Number of Positions was Filled. 
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Your Action ... System Response ... 
4. Choose Display next to the desired record 

and press ENTER. 
The Occupation Utilization screen will 
appear. 

 

 
 
Browse Inactive Occus by Occu Code 
 

Your Action ... System Response ... 
1. Choose OC (Occupation) from the Main 

Menu and press ENTER. 
The Occupation Menu will appear. 

2. Choose MO (Misc Occu Browses) from the 
Occupation Menu and press ENTER. 

The Misc Occu Browses screen will appear. 

3. Choose IC (Browse Inactive Occus by Occu 
Code) from the Misc Occu Browses Menu 
and press ENTER. 

 
Selection criterion is Occupation Code.  The 
available action is Display. 

The Browse Inactive Occus by Occu Code 
browse will appear. 
 
Information is displayed by Occupation 
Code, Occupation Title, Start Salary, End 
Salary, Test Status, and EEO Category. 
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Your Action ... System Response ... 
4. Choose Display next to the desired record 

and press ENTER. 
The Display Occupation screen will appear. 

 
Browse Inactive Occus by Occu Title 
 

Your Action ... System Response ... 
1. Choose OC (Occupation) from the Main 

Menu and press ENTER. 
The Occupation Menu will appear. 

2. Choose MO (Misc Occu Browses) from the 
Occupation Menu and press ENTER. 

The Misc Occu Browses screen will appear. 

3. Choose IT (Browse Inactive Occus by 
Occu Title) from the Misc Occu Browses 
Menu and press ENTER. 

 
Selection criterion is Occupation Title.  The 
available action is Display. 

The Browse Inactive Occus by Occu Title 
browse will appear. 
 
Information is displayed by Occupation 
Code, Occupation Title, Start Salary, End 
Salary, Test Status, and EEO Category. 
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Your Action ... System Response ... 
4. Choose Display next to the desired record 

and press ENTER. 
The Display Occupation screen will appear. 

 
Browse Active Occus by Start Salary 
 

Your Action ... System Response ... 
1. Choose OC (Occupation) from the Main 

Menu and press ENTER. 
The Occupation Menu will appear. 

2. Choose MO (Misc Occu Browses) from the 
Occupation Menu and press ENTER. 

The Misc Occu Browses screen will appear. 

3. Choose SS (Browse Active Occus by Start 
Salary) from the Misc Occu Browses Menu 
and press ENTER. 

 
Selection criterion is Start Salary.  The 
available action is Display. 

The Browse Active Occus by Start Salary 
browse will appear. 
 
Information is displayed by Occupation 
Code, Occupation Title, Start Salary, End 
Salary, Test Status, and EEO Category. 
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Your Action ... System Response ... 
4. Choose Display next to the desired record 

and press ENTER. 
The Display Occupation screen will appear. 

 
Browse Occupation History by Code 
 

Your Action ... System Response ... 
1. Choose OC (Occupation) from the Main 

Menu and press ENTER. 
The Occupation Menu will appear. 

2. Choose MO (Misc Occu Browses) from the 
Occupation Menu and press ENTER. 

The Misc Occu Browses screen will appear. 

3. Choose HC (Browse Occupation History 
by Code) from the Misc Occu Browses 
Menu and press ENTER. 

 
Selection criterion is Occupation Code.  
The available action is Display. 

The Browse Occupation History by Code 
browse will appear. 
 
Information is displayed by Occupation 
Code, Occupation Title, Date, 
Approved/Disapproved, Reason Code and 
change Reason Description. 
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Your Action ... System Response ... 
4. Press F11 to access the second panel of 

this screen. 
The second panel will appear. 

 

 
 

Your Action ... System Response ... 
5. Choose Display next to the desired record 

and press ENTER. 
The Display Occupation History screen will 
appear. 
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Browse Occu History by Title 
 

Your Action ... System Response ... 
1. Choose OC (Occupation) from the Main 

Menu and press ENTER. 
The Occupation Menu will appear. 

2. Choose MO (Misc Occu Browses) from the 
Occupation Menu and press ENTER. 

The Misc Occu Browses screen will appear. 

3. Choose HT (Browse Occu History by Title) 
from the Misc Occu Browses Menu and 
press ENTER. 

 
Selection criterion is Occupation Title.  The 
available action is Display. 

The Browse Occu History by Title browse will 
appear. 
 
Information is displayed by Occupation Title, 
Occupation Code, Date, 
Approved/Disapproved, Reason Code and 
change Reason Description. 

 

 
 

Your Action ... System Response ... 
4. Press F11 to access the second panel of 

this screen. 
The second panel will appear. 
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Your Action ... System Response ... 
5. Choose Display next to the desired record 

and press ENTER. 
The Display Occupation History screen will 
appear. 

 
Report and Print Options 
 
There are several reports available in the Occupation process.  The available reports and the 
selection criteria for requesting the reports are described below. 
 

Your Action ... System Response ... 
1. Choose OC (Occupation) from the Main Menu 

and press ENTER. 
The Occupation Menu will appear. 

2. Choose OR (Occupation Reports) from the 
Occupation Menu and press ENTER. 

The Occupation Reports Menu will 
appear. 
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Occupation Utilization Report (SPB USE ONLY) 
 

Your Action ... System Response ... 
1. Choose OC (Occupation) from the Main Menu 

and press ENTER. 
The Occupation Menu will appear. 

2. Choose OR (Occupation Reports) from the 
Occupation Menu and press ENTER. 

The Occupation Reports Menu will 
appear. 

3. Choose OU (Occu Utilization Report) from the 
Occupation Reports Menu and press ENTER. 

The Batch Job Submission window will 
appear. 
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Your Action ... System Response ... 
4. Press ENTER. The Occupation Utilization Report will be 

printed at the pre-determined printer. 
 
The report will display the Occu Code, 
Occu Title, Number of Active Positions, 
Last Date Positions Updated, Number of 
filled Positions, and Last Date Position 
Filled. 

 
Occupation - Not Used in Last 6 Months (SPB USE ONLY) 
 

Your Action ... System Response ... 
1. Choose OC (Occupation) from the Main Menu 

and press ENTER. 
The Occupation Menu will appear. 

2. Choose OR (Occupation Reports) from the 
Occupation Menu and press ENTER. 

The Occupation Reports Menu will 
appear. 

3. Choose ON (Occu - Not Used in Last 6 
Months) from the Occupation Reports Menu 
and press ENTER. 

The Batch Job Submission window will 
appear. 

 

 
 

Your Action ... System Response ... 
4. Press ENTER. The Occupation Occu - Not Used in Last 

6 Months report will be printed at the pre-
determined printer. 
 
The report will display the Occu Code, 
Occu Title, and Last Date Used.  
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Print Class Schedule by Occupation Title 
 

Your Action ... System Response ... 
1. Choose OC (Occupation) from the Main Menu 

and press ENTER. 
The Occupation Menu will appear. 

2. Choose OR (Occupation Reports) from the 
Occupation Menu and press ENTER. 

The Occupation Reports Menu will 
appear. 

3. Choose PS (Print Class Schedule by Occu 
Title) from the Occupation Reports Menu and 
press ENTER. 

The Batch Job Submission window will 
appear. 

 

 
 

Your Action ... System Response ... 
4. Press ENTER. The Print Class Schedule by Occu Title 

report will be printed at the pre-
determined printer. 
 
The report will display the Occupation 
Title, Occu Code, Starting Salary, Ending 
Salary, Test Status, Job Category, and 
Register Code. 
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Print Class Schedule by Occupation Code 
 

Your Action ... System Response ... 
1. Choose OC (Occupation) from the Main Menu 

and press ENTER. 
The Occupation Menu will appear. 

2. Choose OR (Occupation Reports) from the 
Occupation Menu and press ENTER. 

The Occupation Reports Menu will 
appear. 

3. Choose SC (Print Class Schedule by Occu 
Code) from the Occupation Reports Menu 
and press ENTER. 

The Batch Job Submission window will 
appear. 

 

 
 

Your Action ... System Response ... 
4. Press ENTER. The Print Class Schedule by Occu Code 

report will be printed at the pre-
determined printer. 
 
The report will displays the Occu code, 
Occupational Title, Starting Salary, 
Ending Salary, Test Status, Job Category, 
and Register Code. 

 
Position And Salary Information By Occupation (SPB USE ONLY) 
 

Your Action ... System Response ... 
1. Choose OC (Occupation) from the Main Menu 

and press ENTER. 
The Occupation Menu will appear. 

2. Choose OR (Occupation Reports) from the 
Occupation Menu and press ENTER. 

The Occupation Reports Menu will 
appear. 

3. Choose OC (Position And Salary Info By 
Occu) from the Occupation Reports Menu 
and press ENTER. 

The Batch Job Submission window will 
appear. 
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Your Action ... System Response ... 
4. Press ENTER. The Position And Salary Info By Occu 

report will be printed at the pre-
determined printer. 
 
The report will display the Occu Code, 
Occu Title, Salary Range, Job Category, 
Agency Number, Agency Name, Total 
Positions, Full Time Filled, Percent Filled, 
Total Salary, Low Salary, High Salary, 
and Average Salary. 

 
Statewide Summary By Agency-Fulltime Only (SPB USE ONLY) 
 

Your Action ... System Response ... 
1. Choose OC (Occupation) from the Main Menu 

and press ENTER. 
The Occupation Menu will appear. 

2. Choose OR (Occupation Reports) from the 
Occupation Menu and press ENTER. 

The Occupation Reports Menu will 
appear. 

3. Choose OA (Statewide Summary By Agency-
Fulltime Only) from the Occupation Reports 
Menu and press ENTER. 

The Batch Job Submission window will 
appear. 
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Your Action ... System Response ... 
4. Press ENTER. The Statewide Summary By Agency-

Fulltime Only report will be printed at the 
pre-determined printer. 
 
The report will display the Agency 
Number, Agency Name, Occu Code, 
Occu Title, PIN, Incumbent-Name, 
Monthly Salary, Organization Code, and 
Status. 

 
Position And Salary Information By Agency (SPB USE ONLY) 
 

Your Action ... System Response ... 
1. Choose OC (Occupation) from the Main Menu 

and press ENTER. 
The Occupation Menu will appear. 

2. Choose OR (Occupation Reports) from the 
Occupation Menu and press ENTER. 

The Occupation Reports Menu will 
appear. 

3. Choose OS (Position And Salary Info By 
Agency) from the Occupation Reports Menu 
and press ENTER. 

The Batch Job Submission window will 
appear. 
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Your Action ... System Response ... 
4. Press ENTER. The Position And Salary Info By Agency 

report will be printed at the pre-
determined printer. 
 
The report will display the Agency 
Number, Agency Name, Occu Code, 
Occu Title, Salary Range, Average Salary 
Filled, Positions, Filled, Total Monthly 
Salary Filled, Average Monthly Salary 
Filled, and Agency Totals. 

 
Summarization By Master Agency-Fulltime Only (SPB USE ONLY) 
 

Your Action ... System Response ... 
1. Choose OC (Occupation) from the Main Menu 

and press ENTER. 
The Occupation Menu will appear. 

2. Choose OR (Occupation Reports) from the 
Occupation Menu and press ENTER. 

The Occupation Reports Menu will 
appear. 

3. Choose OM (Summarization By Master 
Agency-Fulltime Only) from the Occupation 
Reports Menu and press ENTER. 

The Batch Job Submission window will 
appear. 

 



6231 – Occupation Descriptive Function V5 01/08/2016 

_____________________________________________________________________________ 
  Page 25 of 28 

 
 

Your Action ... System Response ... 
4. Press ENTER. The Summarization By Master Agency-

Fulltime Only report will be printed at the 
pre-determined printer. 
 
The report will display the Master Agency 
Number, Master Agency Name, Agency 
Number, PIN Number, Incumbent Name, 
Monthly Salary, Organization Code, 
Status, Occupational Code, Occupational 
Title, Salary Range and Job EEO 
Category. 

 
Print Class Schedule By Start Salary 
 

Your Action ... System Response ... 
1. Choose OC (Occupation) from the Main Menu 

and press ENTER. 
The Occupation Menu will appear. 

2. Choose OR (Occupation Reports) from the 
Occupation Menu and press ENTER. 

The Occupation Reports Menu will 
appear. 

3. Choose PC (Print Class Schedule By Start 
Salary) from the Occupation Reports Menu 
and press ENTER. 

The Batch Job Submission window will 
appear. 
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Your Action ... System Response ... 
4. Press ENTER. The Print Class Schedule By Start Salary 

report will be printed at the pre-
determined printer. 
 
The report will display Starting Salary, 
Ending Salary, Occupational Title, 
Occupation Code, Test Status, Job 
Category, and Register Code. 

 
Produce PIN/OCCU PAR Indicator Report  
 

Your Action ... System Response ... 
1. Choose OC (Occupation) from the Main Menu 

and press ENTER. 
The Occupation Menu will appear. 

2. Choose OR (Occupation Reports) from the 
Occupation Menu and press ENTER. 

The Occupation Reports Menu will 
appear. 

3. Choose P2 (Produce PIN/OCCU PAR 
Indicator Report) from the Occupation 
Reports Menu and press ENTER. 

The Produce PIN/OCCU PAR Indicator 
Report screen will appear. 
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Your Action ... System Response ... 
4. Enter the following information:   
 

Report:  Enter the number corresponding to 
the desired option. 

*Select All Agencies:  Enter "Y" to run the 
report for all agencies or "N" to specify 
agencies to be included on the report.  The 
user must have a security level of 3, 4, or 5 
to print "ALL" agencies. 

*Agency Numbers:  Enter the agency’s 
number. 

 

5. Press ENTER.  The Batch Job Submission window will 
appear. 

6. Press ENTER. The Produce PIN/OCCU PAR Indicator 
Report will be printed at the pre-
determined printer. 

 
Classification Specifications 
 

Your Action ... System Response ... 
1. Choose OC (Occupation) from the Main 

Menu and press ENTER. 
The Occupation Menu will appear. 

2. Choose CS (Classification Specifications) 
from the Occupation Menu and press 
ENTER. 

The Classification Specifications screen 
will appear.   
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Your Action ... System Response ... 
3. Enter the following fields:   
 

*Occupation Code:   Enter the code or 
codes for which a report is desired. 

Display Pay Range (Y/N):   Defaults to No. 
Print or Display (P/D):   Defaults to Print. 

 

4. Press ENTER. The requested occupation or occupations 
will be printed or displayed as requested. 
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