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Objective 
 
Display and Print Position Employee Profile (PEP) forms 
 
Outcome 
 
PEP information is displayed and printed successfully 
 
View PEP Information 
 
The display option provides a method to view Position Employee Profile information online.  
This information is generated from other processes of the system.  No action can be taken when 
this option is chosen. 
 

Your Action ... System Response ... 

1. Choose PO (Position) from the Main Menu 
and press ENTER. 

The Position Menu will appear. 

 

 
 

Your Action ... System Response ... 

2. Choose PV (View PEP Information) from the 
Position Menu and press ENTER. 

The Position Employee Profile-1 screen 
will appear. 

 



 
6244 – Position Employee Profile (PEP Forms)                                                      V6 06/18/2019 

_____________________________________________________________________________________________ 
  Page: 4 of 13 

 
 

Your Action ... System Response ... 

3. Choose Display and enter the following 
information: 

 
Agency: Enter the agency code xxxx. 
PIN: Enter the position number to be 

displayed. 

 

4. Press ENTER.  The Position Employee Profile 
Information for the selected PIN will be 
displayed with the following message: 
 
Position aaaa-pin#-A displayed 
successfully. 

5. Press F11 to view the second panel. The Position Employee Profile – 2 screen 
will appear. 
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Your Action ... System Response ... 

6. Press F11 to view the third panel. The Position Employee Profile – 3 
screen will appear. 
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Produce PEP Reports 
 
This option is used to print PEP forms from the system.  
 

Your Action ... System Response ... 

1. Choose PO (Position) from the Main Menu 
and press ENTER. 

The Position Menu will appear. 

2. Choose PR (Produce PEP Report) from the 
Position Menu and press ENTER. 

The Produce PEP Report screen will 
appear.   
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Your Action ... System Response ... 

3. Enter the following information: 
 

Print PEP Forms (Large Volume) at ITS?:   
System defaults to No.  Only SPB can 
print at night. 

All Current PEPs:  Enter an "X" to print all 
current PEPs only.  Leave blank to print 
current and changed PEPs. 

Changed PEPs Only: Enter "X" to print only 
changed PEPs.  Leave this field blank to 
print current and changed PEPs. 

From Date:  The start date for the selected 
records.  This is required when the 
Changed PEPs Only field is indicated. 

To Date: The start month for the selected 
records. This is required when the 
Changed PEPs Only field is indicated. 

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. 
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Your Action ... System Response ... 

Continue entering the following information. 
 
*Agency#: Enter at least one agency 

number if the Select All Agencies field is 
set to No. 

A,I,R:  Enter “A” if all PEP forms for the 
selected agencies are to be printed, “I” if 
individual PIN PEPs are to be printed or 
“R” if a range of PINs is to be printed.  

Abolished PINs:  Enter "Y" to print abolished 
PINs. Enter "N" and the PEPs will not be 
printed for those PINs which have been 
abolished. 

Terminated Data:  Enter "Y" to include 
information on the employee that was 
terminated from this position. The position 
must be vacant to show this data. 

Previous Employee:  Enter "Y" to print 
information for both the current and 
previous employee assigned to this 
position.  Enter "N" to print only the 
information for the current employee in this 
position. 

PEP Identification Msg:  Enter PEP 
identification message. 

 

4. If All is selected, a Batch Job Submission 
pop up window appears. 
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Your Action ... System Response ... 

5. If Individual is selected, a Browse by PINs for 
an Agency screen appears. 

 

 



 
6244 – Position Employee Profile (PEP Forms)                                                      V6 06/18/2019 

_____________________________________________________________________________________________ 
  Page: 10 of 13 

 
 

Your Action ... System Response ... 

6. If Range is selected, a pop up window 
requesting Range From and Range To 
appears. 
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Your Action ... System Response ... 

7. Press ENTER. 
 
 

The Batch Job Submission pop up 
window is displayed. When ENTER is 
pressed, the system will display the 
following message: 
 
XXXXX XXXXXXX Has Been Submitted 
Successfully. 

 
Download of Position and Employment Details 
 
This job provides a download file providing a report for Position Occupation Report, Employee 
Report, Performance Appraisal Report, Address Report, and Demographic Report. 
 

Your Action ... System Response ... 

1. Choose PO (Position) from the Main Menu 
and press ENTER. 

The Position Menu will appear. 

2. Choose MP (Manage Position) from the 
Position Menu and press ENTER. 

The Manage Position Menu will appear. 
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Your Action ... System Response ... 

3. Choose PE (Download of Position and 
Employment Details) from the Manage 
Position Menu and press ENTER. 

The Download of Position and 
Employment Details screen will appear.  
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Your Action ... System Response ... 

4. Enter *Agency Number and press ENTER. The Batch Job Submission pop up 
window will appear. 
 
The system will populate the File Name. 

 


